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INTRODUCTION TO COMPUTER AND THE INTERNET

Course Description

The course covers basic concepts of the compeoenputer operating systems, Microsoft
office applications and the Internet. The partithpya teaching method is used to provide
students with the concept of using windows opegasigstem, Microsoft office applications
that are used for processing words, calculatioresgmtations and using the database, and the
Internet that is used for search and retrievalisesv The students will be assessed basically

by class works, project works, tests, mid semestdrfinal exams.

Course Objectives

Up on the completion of this course the studenlisb&iable to:-

« identify different application areas of computers;

++ distinguish hardware and software components ofomeputer system;

+ use Ms-windows operating system;

+ make use of the basic Microsoft office applicatiforsoffice use;

+ handle word processing duties for the productiodagfumentary materials;

+ manage electronic worksheet for activities invodyimarious chart analysis using
rows and columns;

¢ store, retrieve, update data and information orouarsubjects and in various formats
using electric database management applicationagask

« demonstrate how to use PowerPoint facilities fespntation and demonstration
purposes;

+ identify information resources and services avédaim the Internet; and

+« make use of search and retrieval services on dghjétheir interest.



Introduction to the course

Welcome to introduction to computer and the Interceurse. Dear students, these days
knowledge of information technology is becomingyweénportant. A basic knowledge of
information technology is necessary for human bdirgause it is becoming the agent of
change. This course introduces you the generaleptraf information technology in general
and computers in particular. It will help you todemstand what information technology is,
the basics of computer, how to use basic applieatizvhy, how and when to use computer
networks and the Internet, etc. It also exposes tyouhe fundamental notions, which

prepares you to advance in the use of informagghriology.

The course is written in a way that can be undetstny each student easily. The approach
used focuses on the student’s ability to perforrcje tasks at the end of each section.
Completing the course allows you to develop younvidedge of Information Technology

that can improve your effectiveness and produgtitielcome Again!!

The course consists of seven chapters. The firapteh deals with basics of computer
including definition of terms and concepts (datafoimation, knowledge, knowledge
spectrum, computers, computer systems, informaionessing and basics of IT).

The second chapter discusses the functions andbtigesdows operating system. The third,
fourth, fifth, and sixth chapters discuss the mpespular application software namely:
Microsoft word, Microsoft Excel, Microsoft accessdaMicrosoft PowerPoint respectively.
In the last chapter, i.e chapter seven, Internek it services are discussed. The major
concepts are discussed in each chapter. The chaiserhave an introduction and objectives

at the beginning and summary and exercises atithe e

At the beginning of each chapter there is an intetidn that shortly describes the core
contents of the chapter and objectives that you agihieve by studying that chapter. Then

the main content of the chapter is presented. Xh-¢gestions are found throughout the



course material. They will make you stop and thirkease, whenever you face problems in

the in-text questions don’t run to the next pafobetrying to get solutions for them.

You are expected to give answer for each activitthe section. Check lists are included to
help you summarize the major points and assisttga@o back and check points, which you
didn’t understand. You can use some additional nad$e or references to get more
information. But, if you cannot find additional ezénce, don’'t worry; the course material by
itself is quite enough to provide sufficient infaation. Self-test exercises, which are found at

the end of each section help you to test yourself.

How to study this course

Most of the chapters are composed of both thealetancepts and practical aspects.

The method you should use in studying this cousst iattend the class according to the
schedule set you. The practical part needs atignldiboratory sessions frequently by
allocating time for getting free access to the labghat you will have better understanding
of the theoretical concepts through practice. Tloeee according to the programs arranged
by the universities/faculties, the course will lmrbnstrated so as to get hands on experience

and practical skills of using different applicatson



Chapter one: Introduction to computer overview

Objectives

After completing this chapter, you will be able to:

define data ,information, knowledge, wisdom, infatian technology, information
systems and computers;

identify sources of information;

explain the characteristics of information;

identify components of information technology;

discuss the relationship among data ,informatioykedge and wisdom;

explain the development of IT;

discuss data processing, data processing operatitbods of data processing and
data processing cycles;

explain how data is organized and application aoé#s;

identify the different components of computer sysg

identify characteristics ,classification, advantagad uses of computers,

explicate how computers are used in the legal Byste

identify and discuss the computer system;

identify the classification and types of computers;

define hardware and software components of a cangystem;

explain roles and functions of computer hardwarmamanents ;

identify types of storage devices;

identify the constituents and the categories divgrie; and

discuss programming languages.



Introduction

Having introductory knowledge on computers andfdiormation technology is of vital
importance for everyone. Nowadays, the life of gveme relies on information more than
ever before. Computers and millions of jobs haveobe interrelated because workers rely

on computers for needed information.

In this chapter, you will learn basic concepts gnidciples of information, data processing,
computers, and computer systems and the applicaifolil in data and information

organization.

Computer generated Information has become a @salurce in today world. It is
necessary for each of your personal use. Informasgi@also very important for
institutions, governmental and non-governmentaaoizations, and societies at large but
it is rarely possible to have such kind of resowtt@ out having computers. In this
chapter, you will learn the meaning, importanceyses and categories of information in
general and computer generated information in @adr, different application areas of
computers; the components of computer system aad wformation technology is and

its applications.

1.1 Definition of terms and concepts

What is data?

To understand more what information is, it is betterelate it with data that is used in the
production of information. The meaning of data eariike that of information. Try to
understand the following definition of data and rtheelate it with the meaning of
information. Data is a collection of raw facts thepresent figures, or details about people,

objects, places, ideas or events. Data is a fadigare collected from measurements or



observations about people, events or objects. [Ustihte data in detail let us take the

administrative function of certain institution.

In many institutions, the following activities asmmmon:- Workers are paid salary, raw
materials are ordered, finished goods are suppétd, The details (e.g. Name, Age, Sex
Salary, Tax, Pension, Deductions, Net salary, Ren@c.) of each employee and facts and
figures about each material and product of thatuigin are referred to as data. In a library
environment, to identify a certain book, the follag could be considered as details (data):
Title, Author, Publication date, Edition, PublishBtace of publication, unique number (Call
number) of the book, etc.

Data can be defined as un processed informatidiorgmation which is not organized,

analyzed, or classified).One can associate datarait facts, symbols or figures.

What is Information?

In popular usage, the term information refers tctdaand opinions provided and received
during the course of daily life. It is a collectiof meaningful facts and figures that can be
used as a base for guidance and decision-making. fAect or figure is not necessarily
information. To call it information, it has to beaful and meaningful for you (individual,
group, organization, or society).

Information can also be defined as something thigtesone did not know before.

Information is something that reduces uncertainty.

Information is a processed data.

Information is a clue.



What is Knowledge?

In fact, defining knowledge is difficult as it incdes many intangibles such as experience,
intuition, judgment, skill and lessons learned. @&fEnglish Dictionary defines knowledge
as “...the awareness and understanding of factd) tuinformation gained in the form of
experience or learning, the theoretical and prattimderstanding of a subject or what is
known in a particular field”. The term knowledgeused very loosely as it may refer to
recorded information such as documents and repaves|able within the organization or
internalized information which includes experiencemotions, values, hunches and
contextual information. Knowledge can also be d=fias “fluid mix of framed experience,
values, contextual information, and expert insigifatt provides a framework for evaluating
and incorporating new experiences and informatiooriginates and is applied in the minds

of the knower”.

According to the above definitions, knowledge andforimation are terms used
interchangeably to describe the same concepts.b@be building block of knowledge is
data.

“Knowledge is something that comes from informatjgrocessed by using data”. Data is
specific numerical or symbolic representationsazt$ about an item, concept or event out of
context and with no relation to other things. Or thther hand, information is useful
organization and selection of facts by adding cariterough relationship of data. Therefore,
knowledge is something that comes from the intégpien and understanding of information
with respect to human interests and purposes. Hemvéwnowledge is subjective and has
different meanings to different people, what is\ktexlge for one person can be information

for the other.

Wisdom can be defined as knowledge that has begiemented /utilized through

application.



The knowledge spectrum can be demonstrated a®lieeton of events becomes data, data
when processed becomes information, informationnmaederstood becomes knowledge
and knowledge when implemented becomes wisdom.vBelent and above wisdom there

is nothing, it is more if spiritual rather than mmaal.

Sources of Information

From where do you get information?

You can obtain information directly from other Ing beings, from mass media, from
electronic data bank, from purchased books andrdents, and from all sorts of observable
phenomenon in the surrounding environment. In géndre various sources of information

are classified in to two major categoriBgcumentary andNon-documentary sources.

I. Documentary Sources are documents or recorded sources of informatiodifferent

forms. They are further categorized as Primaryp8eary, or Tertiary Sources.

1) Primary Documentary Sources: Primary documentary sources are the first
published records of original research works. Trh#seuments represent unfiltered
and original idea. They highly contribute to thevelepment as well as strengthening
of a given subject or discipline. Some examplegpmmary documentary sources
include: journals and periodicals, conference pedoggs, reports, patents, standards,

thesis and dissertations, government publicatietts,

2) Secondary Documentary Sourcesthese sources are sources either compiled from
the primary sources or referred to the primary sesir They consist distilled or
refined information. They are produced after thienpry sources. Some examples of
secondary sources include: periodicals of some, tguides to books, indexes,

bibliographies, text books, reference books suatnagclopedias, dictionaries, etc.



3) Tertiary Documentary Sources: these sources do not contain subject matter
knowledge, but guides to literatures or documemas are categorized under primary
and secondary sources. Examples of tertiary soumcksle: catalogs in your library,
indexing journals, guides to journals, telephoneatories, subject guides, general

guides, bibliographies of bibliographies, etc.

II. Non-Documentary Sources:are sources that are not purposely organized and
documented. They provide information that the prinand secondary sources do not.

They are categorized into twimrmal andinformal .

Formal non-documentary sources include professional 8esje industries, research
organizations, universities, government departmegtts while theinformal ones include
conversation with colleagues, visitors, attendangarofessional meetings, etc.
Documentary sources by themselves do not satisfy ydormation need. Therefore, you
have to be aware of what is found where and how garu get them. People, groups of
professionals, organizations, information Bureausl @rokers, audiovisual materials,
archives, etc are some examples of non-documemttoymation sources that provide you
with necessary information that documentary soulaes

Characteristics of information

In order for information to be of value in decisioraking or taking action, it must satisfy the
requirement of users and valuable and useful irtion has got the following
characteristics: accuracy, timeliness, completene@skvance, economic accessibility,
flexibility, reliability, expandable/diffusive, sstitutable, transportable, and sharable.

Information is said to be:

Accurate- When itis free from any kind of errors;



Timely - If it is delivered at the right time whé#ns needed,;

Complete- If it contains all important facts and figuresjuired for specific purpose;
Relevant- If itis related and necessary to the probétrmand;

Economical-When its cost of production is less than or equahe benefit gained form it;
Accessible- If you get the necessary information eagilyhie right format;

Flexible - If the same information is used for vadgquurposes;

Reliable- If it is dependable,

Expandable /diffusive- if it can reach every side of the world

Substitutable- if it can substitute every thing (land, finanaapital, human being)
Transportable- if it can be transported easily in the formtsfelectronic form; and

Sharable- if it one can give information with out losiitg

Factors that measure the quality of information

Accuracy-the measurement of error,
Timeliness-the time laps between the need and sicces

Reliability-the degree of confidence that the userge on information, and

YV V V V

Relevance-the importance of information for thepose,

Factors that measure the quantity of informatiauide:

» Volume- university library has large volume thanadioollege library,

» Accessibility-is removing any barriers that protdet dissemination and
transfer of information from one person to the otbrefrom one place to the
other place. These barriers include politics, religculture ,Technology,
economy, illiteracy, distance, jargon, etc

» Completeness -regardless of the volume, the uriyditsrary might have

incomplete information.



Constituents of Information Technology

You have seen what information is and its charesties. Now you will learn what
technology is and what information technology citasds.

What is technology?

You use the term technology in daily conversatibalbplaces. Technology refers to all the
means people use, their inventions and discovarisatisfy their needs and desires.

What is Information Technology (IT)?

Information Technology is an interdisciplinary aeadc field that deals with the generation,
collection, organization, storage, retrieval, amsemination of recorded knowledge whether

in the form of numerical data, text, sound, or imag

The three basic constituents of information tecbgyplare:
1. Computers: to accept, process, store, and present information
2. Communication networks: to allow information to be moved between points of
communication. (A network will be explained in detater in this module); and
3. Know-how is the ability to draw on the power of IT to solpsblems and to take

advantage of the opportunities it creates.

The current IT is the result of centuries of depetent. The first form of humans’
communication was by use of speaking and drawirmtups which later developed into
writing on clay, papyrus plant, leather, etc. befonodern paper was invented. The Arab
trade had also a great contribution to bring toslayimbering system (0-9) in "1 2entury.
The invention of movable metal-type printing preces 1450 by Johann Gutenberg speeds
up the process of printing. Book indexes make imfaiion retrieval possible, and the earlier
concept of computer (slide rules, abacus, etc)rimuted a lot for today’s information

technology.

1C



What is a computer?

A computer is an electronic data processing mackiia¢ is designed and organized to
automatically accept and store data, process thethproduce output under the direction of
a stored detailed step-by-step set of instructibnsm this definition, you can infer that data
processing consists of gathering raw data (inmwJuating and bringing order to the data,

and placing it in proper perspective so that usefiormation is produced.

In other words, a computer is an electronic dethet accepts data, performs computations,
and makes logical decisions according to instrostithat have been given to it; then
produces meaningful information in a form thatseful to humans.

In very brief terms, a computer is a data procesdevice that converts raw data (facts and

figures) into useful information that give meantoeghe user.

Historical development of computers

We have all heard stories of primitive peoples ¢mgntheir sheep by moving sticks or
stones. Our base ten number systems undoubtedly fyjoen the use of 10 fingers as
counting objects. Together with the developmenpedple, the need to calculate and keep
track of information had become a popular issue.tis®y soon develop a simple computing
device and it has a power of storing small infoiorat However, many thousands of years

elapsed before developing mechanical calculator.

Some of the calculating devises are mentioneawell

a) The Abacus

It is one of the earliest mechanical computati@®adices. It was in use in the Middle East as
early as 2500 BC The familiar Chinese abacus (dapproximately 1200 AD ) is composed
of a frame and a number of wires. The wires cooadpto position of digits in decimal
number-units, tens, hundreds, and so on-and thdsbespresent digits. Beads above the

cross bar represent 5 and those below the crpsssentl.

11



2 ) Above (five each)

<«—— Below (one each)

XSO

&3

OO
The abacus shows zero, if all the bead bellow theschar are at the lower frame and above
are at the upper frame.
Addition of two numbers on the abacus can be peréorby representing the first number
and the second number without resetting the fdstany wire showing 10 or more, the two
beads above the cross bar are moved back, andrarilgthe Cary) is added to the wire on
the left. This process can be easily generalizextithtion and subtraction of more than two
numbers.

B) Pascal’s calculator

It is the first true mechanical calculator. In 164Pthe age of 19, the French philosopher and
mathematician Blaise Pascal developed a rotatirepiwtalculator, the predecessor of the
latter popular desktop calculator. He built it kasgto assist his father, who was a tax
collector in the town of Rouen Pascal’'s calculdtas one wheel corresponding to each
power of 10; each wheel has 10 position, one fohed the digits (0,..9). Although Pascal’s
calculator could only add and subtract; it couldused indirectly for multiplication (by
successive addition) and division (by successiwéraation) as well.

C) The difference engine
It is the forerunner of the modern computer. ClraarBabbage (1792-1871), a British
mathematician and engineer, is considered by mabg the real father of today’s computer

was the developer of the difference engine andgdesiof the analytical engine. The
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difference engine was also based on the rotatirgeisiprinciple and was operated by means
of a single crank. This device has a power of datmn and print the out put with out human
intervention. He finally designed significantly ingwed version of the difference engine (but
not built) called Analytic Engine. It has the folling different key components:
- The store: A memory wheel consisting of a set ainter wheels
- The mill: An arithmetic unit capable of performirtge four basic arithmetic
operations. It operated on pairs of mechanicalstegg and produced a result
stored in another register, all of which were ledan the store.
- Operation cards: These cards selected one of tireaigthmetic operations by
activating the mill to perform the selected funotio
- Variable cards: These cards select the memoryitoato be used by the mill for
a particular operation (a source of operand andiéiséination of the result).
- Out put: was used to print or a card punch device
But, finally the design halt largely due to thehealogy of the day is not far enough too

supply the required raw materials.

D) Herman Hollerith’s tabulating machine

Herman Hollerith was a statistician who in 1880&lep his machine commissioned by the
U.S. Census Bureau to develop a technique for spgegb the processing of census data
that took at least 8 years before. He developedniaishine and it uses the punched card to
punch the census data and tabulated by using heking This machine processes the 1890
American census data with in 3 years. It was remllyeat development. He finally began the
tabulating Machine Company, which later becomes Ititernational Business Machine
Corporation (IBM)

E) Mark |

It was developed by Howard Aiken at Harvard Uniitgrél 944), and it was the first

electromechanical computer. Instruction was pravioe means of punched paper tape,
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which combined the functions of Babbage’s operat@mmis and variable cards. Each
instruction had the format:

Al A2 OP where Al and A2 are registers storingaperands OP is the operation to be
performed (e.g. +,-, x) Mark | could do a single addition in 6 secondd division in 12

seconds

F) ENIAC (Electronic Numerical Integrator and Computer)
It was developed by Eckert and Mauchly at the Ursie of Pennsylvania. This was the first
electronic calculator and the first general purpgiggal computer. This machine was
enormous, weighing 30 tones occupying 15,000 sdeateof floor space and containing
over 18,000 vacuum tubes. When operating, it coesuover 140 kWh of power. It had a
capability of performing 5,000 additions per secdtglmemory consists of 20
“accumulators” each capable of holding a 10 digitichal number. Each digit was
represented by a ring of 10 vacuum tubes. At ang,tonly one of the 10 tubes was in ON
state, representing one of the 10 digits.

< ENIAC did not use internally stored programs. Paogs were wired on boards

similar to a telephone switch board.
« One of the major drawbacks of ENIAC was that it hadbe programmed

manually by setting switches and plugging and uggilug cables.

G) The Von Neumann Machine

The task of entering and altering programs forENGAC was extremely tedious. Von
Neumann was the consultant on the ENIAC projectfandlard the stored program concept,
i.e. designing the computer to get its instrucbgrreading them from memory alongside the
data and a program could be set or altered bygétie values of a portion of a memory.
Based on this concept, the first true electronimpoters were developed by the name
EDVAC (electronic Discrete Variable Computer) arldFAC (Electronic Delay Storage
Automatic Computer).
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H) Commercial Computers

The 1950s saw the birth of computers industry with companies, Spery and IBM,
dominating the market place. In 1947, Eckert andidfity develop their successful
commercial computer called UNIVAC | (Universal Aatatic Computer).

UNIVAC was the division of Remington Rand (latereBy Rand Corporation). IBM was
also the major manufacturer of punched card praegesjuipment, and delivered its first

electronic stored program computer, the IBM 701953.

Data processing

Data, a collection of characters which has the t&ivievel of meaning (i.e. raw facts and
figures), is converted into information which is momeaningful than data and used for
decision making. Later on, this in turn is changad knowledge (information stored for

future use). Knowledge has the highest level ofmirgn It represents information that can
be potentially useful for further decision makingnditions. Knowledge represents an

intellectual capability far beyond facts and figure

However, the distinction between data, informatimmg knowledge is not as such simple and
clear. There is no a clear cut boundary betweem.the

For example, certain data can be used as infasmdiy one user at one time and as
knowledge by another user. The three steps in glateessing arenput, processing,and

output.

Input gathers or collects the necessary data itemghetsystem for processing.
Processingcreates new information. The processing activityolves any method for using,
handling, adding to or changing da@utput is the delivery of processed information. To
get quality output, determine the type of input] anganize the processing activities.

Data processing is the activity of converting raact§ (data) in to information. Data
processing may involve any number of the followsteps:
» Data collection: means gathering original datageebtered in to the information system.

Examples: - filling out evaluation paper of ingttars, Gathering the number of hours
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each week that hourly employee worked is esseawtiedlculating the weekly payroll.
» Data entry (recording): it is the process of expirggdata in a form that is recognizable
by either a person or machine. This is accompdidgheinput device of the computer.

« Data manipulation: This includes classifying, sagtiand verifying the data.

» Classifying: grouping the recorded data in to different catgdmsed on some logical
relationship. Example: putting students and instmgcinformation at different pages of
the document.

. Sorting: putting data in ascending or descending order.

. Verifying : involves checking the data for validity beforergeused for processing.

Calculating: The process of performing mathematical or othgearation on data. It is

the only data processing functions that produce deta.

- Storing and retrieving: storing data means reiogrthem on storage media from which
they may be retrieved when needed.
Retrieving is the process of locating the storad dad making the available one for other

processing activity.

Fig 1.1 shows the order and direction of data moxa in a data processing cycle.

Input »| Processin ) Outpu

Figure 1.1: Data procesgicycle

Data organization

The simplest unit of data is a data item (field)sét of related fields form a record. All
similar records form a file, and the collectionfité will give you a database.

ID NO, NAME, F. NAME, G.F NAME, SEX AND SALARY ardields, and the following
table is a record of one employee from the file.
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1 Kebede Lemma Samuel M 200 00
Table 1 A file of Employee
Salary
ID. NO. NAME F.NAME G.F NAME Sex Birr cent
1 | Hailu Lemma Samuel M 6200 00
2 | Challa Daniel Dani F 1450 00
3| Kedir Indris Hasen M 2980 00
4 | Lula Nama Gugsa F 5000 00
Tablel B

Data processing operations

Before you get an information (processed data), data should pass through several
processing operations namely: recording (capturindyplicating, verifying, sorting,

merging, calculating, storing, searching, retrigyisummarizing and reporting.

Recording (Capturing) data: the writing of data by hand or by the keying otadan a
machine. It is the first step in data processingey

Duplicating data: making multiple copies for multiple purposes onirolling purposes by
using carbon copies, photocopies or equivalemmhmas.

Verifying data: checking recorded data carefully to find errors.
Classifying data: grouping data into different categories basedhencbommon elements that
data have.

Sorting data: arranging data in a specific order (ascendindescending).
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Merging data: combining set of records from different files.

Storing data: retaining data for further reference on someagferdevices.

Retrieving data: finding a specific stored data.

Calculating data: applying arithmetic operations on numeric datpratessing stage.

Summarizing data: condensing data into a smaller volume to makeatentoincide and
useable.

Reporting is the output of data processing.

Applications of IT

In modern societies, all individuals need inforroatito do something. Information is

necessary for individuals, organizations, and smsdan general. It is possible to say that
there is no sector that does not need informatchrtology. The following are some of the
areas where you can apply information technologythe home, in the office, in factories

and industries, in transport and communicatioredacation and training, in the arts, in law
enforcement and defense, etc.

Information System

What is system?

A system is an organized set of ideas or theoaes, particular way of doing something. It
can also be defined as a group of things, piecegupment, etc. that are connected or work
together. It is also the interaction of people, hiaes, and procedures. From these you can
infer that a system is an interrelated set of camepts with an identifiable boundary working

together for some purpose.

What is an information system then?
In a very simple and few words, information systisnthe system which outputs (provides)
information. An information system can be simplyigked as the system that provides people

with either data or information relating to an argation’s operations. Briefly, information
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system is the set of elements working together acess input and distributes output
(processed data) data or information.

Components and purpose of information system

The components of information system may includemputers, software, people
(operators), peripherals, procedures and process@esfer mechanisms, etc. irrespective of
its size and kind. Every information system in amganization performs the following
information processing activities:

Input Raw data collected or captured from internal oeexdl environments;
Processing Manipulation and consolidations of the data camtufrocessing consists of
conversion of raw input data into a meaningful fprm
Output  This transfers the processed information to thepleeor activities where it will
be used (products and services); and

Feedback process A necessary output activity that is used to esta@wr refine the output.

1.2 Methods of data processing

A. Manual data processing

B. Mechanical data processing
C. Electronic data processing
D. The synthesis of the above

Manual data processing is the processing of data by using pen/pencpepaand your own
brain.

Mechanical data processingis the processing of data by using mechanicalhmaclike
simple adding machine and/or punched cards.

Electronic data processing is the processing of data by using electronic hiree called

computers
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Price in dolla

Thesynthesis (combinatiof) can be using manual with mechanical/manual with

electronically/ mechanical with electronic/manuma&chanical, electronic.

This can be depicted in the following table:

1000000000

100000000 P

10000000

1000000
10000
1000

100
10

10 100 1000 10000 100000 1000000

Number of records to be processed

Figure 1.2 the comparison of the methods of dataqssing

! Manual data processing
2 mechanical data processing
3 electronic data processing
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As can be seen from the above figure, as the nuoflrecords increase the price decrease in

electronic data processing but it increases th b@nual and mechanical data processing.

The advantage of electronic data processing oetrofimanual and mechanical data
processing can be:
» Ease of handling
Accuracy
Economies of scale
Consistency and

YV V V VYV

Speed

The initial cost of the hardware and software gc#lonic data processing can be justified by

processing vast amount of data.
1.3 Characteristics of computers

Just like other machines, computer is also a machinpossesses the following unique

features:

a) PROGRAMMABILITY : Computer can do very nearly anything provided thés
given the right set of instructions to do the j@ther machines may do a set of
predefined tasks, nothing more nothing less.

b) STORAGE AND RETRIEVAL : Computer can store data for indefinite period of
times and makes the data available for later rettie

c) Other distinguishing features of computer incluBBGH STORAGE CAPACITY,
SPEED, HIGH ACCURACY OR PRECISION, AUTOMATION, VERSILITY,
AND DILIGENCE.
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Additional Characteristics of computers

The characteristics of a computer show the capwlaitid the potential of the computer for
processing data. This saves time, space, moray, &ic. And, they answer the questions
why computers are used? Why have they become sdgu8p

Speed:The ability of the computers to carry out theirtinstions in a very short period of
time is one of the main reasons for their poputa@omputers can perform within a matter
of seconds or minutes tasks that would be impasdin a person to complete by hand in

lifetime.

Its speed is measured by the amount of time it toglerform or carry out a basic operation.
And, its speed is measured in terms of micro se¢b@@one millionths), nano second (10
one billionths), and Pico second (fne trillionths). Hence, a computer with speed 1
microsecond can perform 1 million instructionsustj1 second. (For example: in one second
this computer can perform the following tasks:

» Compute the grade point average for 3000 students

» Calculate the total value of all books used by shiislin a university

Accuracy: Nowadays computers are being used in life-and-dgathtions (For example, jet
pilots rely on computer computations for guidartdespitals rely on patient-monitoring
systems in critical —care units) which need alnmstdred percent accuracy. From this, we
can understand that computer is accurate and tensis/nless there is an error in the input

data or unreliable program, the computer procesgbsa very high accuracy.
Capacity: the ability of computers to store and process aasbunts of data continues to
grow. A computer operating at 200 MHz can move flat@ one location to another at a rate

excess of 1.2 billions characters (symbols) peorsegc

Durability and reliability: computers are durable and extremely reliable devitleey can

operate error-free over long periods of time.
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Versatility: because of technological advancements in the canpuidustry, most
computers today are considered to be general-parpasnputers. That is both their
computation and input/output processing capatsliteee such that they can be used for
almost any type of application. For example, thmmesaomputer that is used to handle
engineering company’s mathematics, and design ctatipns can also be efficiently used
by the company to track inventory, process paynothject earnings, and fulfill all its

reporting needs.

Today’'s computers are versatile in what they cancdmputers and their component parts
being used in application never before envisionédr example; in home appliances
(washing machines, ovens) home entertainment cgritaffic lights, automobiles, banking,
assembly plants, space probes, art, music, edacdtdspitals, and agriculture, to name few.
The versatility of the computers and its use inidevarray of application are limited only by

the imagination of the human mind.

Note: even if the above main characteristics of comgudee increasing with time, the cost

and size of computers are decreasing.

1.4 Advantages and uses of computers

Comparing with the manual and mechanical data gsicg, we have seen a number of
advantages that one can gain from using electdatea processing (computer) like speed,
accuracy, easily handling of data and economissale.

Computers can also be used for different activinekiding working with words and
numbers, communicating with other computer usetsggramming for solving problems,
building expert systems, creating music, playinggs, etc.

Application of Computers

The following are some of the capability of Compstavhich are reasons to use computers.
» Store and process large amount of information Wwigih speed and accuracy;
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Transmit information across continents via commaitiom channels;
Simulate events;
Perform complex mathematical computations and ncakeparisons;

Monitor ongoing industrial operations;

YV V V V V

Perform repetitive processes with great ease, sp@edeliability;

Therefore, computers are applicable for any fumstior process that requires these abilities.

The main areas of computer applications can bedlias follows:

* Legal system:
The use of computers for auxiliary functions in laas become more specific and
more sophisticated (e.g., legal information retaigvtouching more closely upon
professional legal work. Moreover, renewed intene%tl has also fostered interest in
Al in law, especially for legal expert systems. Astificial Intelligence (Al)
technology develops, the creation of computers ¢that autonomously reason with
the law to determine legal solutions is slowly bheoay a reality.

* Learning Aids:
Example: learning toys, programs that range framp# arithmetic to calculus, from
English grammar to creative writing and foreigngdaage, and from basic graphics to
engineering design models,) etc.

* Entertainment:

« Games: Computer game algorithms, modeling of ptayeeb
technologies for networked games, human interfaclertologies for
game applications;

+ Home/Arcade Games and Interactive Movies: Videogaamputer
technologies, motion capture technologies, reaétbmmputer graphic
technologies, interactive movie systems, story giwan for
games/movies, human factors of video games;

+ Entertainment Robots and Physical Systems: ementat robot

systems, toy robots and pet robots, entertainnodrdts for man-
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machine interfacing, physical games and mental game

+ Music Informatics: MDI and its extensions, acoustienputation,
computer music for home entertainment, new musansatuments,
sound and voice for entertainment;

+ Sociology and Psychology of Entertainment: modedind
representation of emotion, mind model for entertent,
psychological aspect of immersion, future of emi@rnent; social
significance of entertainment;

¢ Virtual Reality Technologies for Entertainment: geations of virtual
entertainment environment, interactions in virtesavironment, mixed
reality technologies for entertainment

» Commercial or business applications
Computers are needed to perform business operati@isrequire handling large
amounts of data. Several computer applicationsaaeglable to assist business in
working with large volumes of data.
Examples are:
+«+ Text processing

¢+ Accounting and Finance management

X/
°

Inventory control

% Database management

*,

K/
°

Statistical analysis

» Scientific — engineering and research applications
» Using computers for scientific research, complexthaaatical calculations,
design work, and analysis and control of physigatems.
Examples are:
+«+ Space technology
+« Meteorological observatory systems

«+ Astronomical investigations
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¢+ Design of machines and

+ Control of manufacturing process

* Information Utilities
Information utility companies use large computéigt store huge amount of information
about many different subjects. These computer systnd their vast amount of data are
available for personal use. For example: infornmatidilities can allow a computer user
to read the daily news, research published worksd s letter to a friend, play games,
make airline reservations, obtain the latest stoekket quotations, and perform many
other activities.
Example: Internet.
Ethiopian airline is a member of World-Wide rese¢iva system called Gabriel system.
+«» The main database is located at Atlanta, Georgia
+ More than 48 airlines including EAL share /extraatismit information using Gabriel.
Facilities included:
+« Booking of passengers on Domestic and Internatifiigiit on EAL or Other
carrier ( eg. Lufthansa).
+« Making hotel reservation for the travelers (i.e ystem is connected with major
hotels & travel agents)
« Massage correspondence with all stations whichnaeenbers of Gabriel (i.e.
reconfirmation space availability, etc)
Elements involved in the reservation system are:
«» Computer Network;
< Computer terminal;
+«» Communication Channels (telephone lines, sate#iis),
+ Modems
Electronic Banking and Service:
Example: Teller Machine (customers are issued cHraspermit them to use other banks
teller machine’s)
Online banking (A bank in which a customer cae uss/ her computer to check
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account balances, transfer funds, pay bills)

Shopping from Home

Individual may now shop by computer in the comfdrtheir home.

Household Control

A growing number of the newer houses hold devicesamputers, controlled. For
example: Security systems, refrigerators, micron@axens, washers, stereos, and
televisions. This computer controlled home secigytstem monitors movements,
broken glass, unlawful entry without a security €oand so on, and alerts the local

police department.

Weather and Environment

Computer equipment may show temperature rangesippegion levels and wind
flow and can be used in weather forecasting. Coerpan also help in overcoming
environmental hazards.

Transportation

Computers have affected almost every kind of trartagion. Many aircraft can fly
under the control of the computer; in this situatithe captain simply serves as a
manager by telling the computer what to do. In Cemsputers have provided
functional controls such as spark and fuel control.

Medical and Health Care

Computers have long been used by hospitals fom@uécord keeping. Today,
however, many people owe their lives to the comp@emputers are used in
hospitals as sensors (device that detect chand#sad pressure, heart rate,
temperature), testing (scan the body and proviBefigure), patient treatment.
Routine and Dangerous Tasks

Computers are used in routine tasks. And they eafoqn tasks in environments
that ate too dangerous for human workers.

Consultant (Expert system)
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An Expert system is a computer program, which cdwesproblems from a specific
knowledge base. These systems don't replace éxjpadns because the knowledge
base of expert system is given from the skilleccspist.

Example: Mycin (a medical diagnostic program bingsophisticated decision making

process).

1.5 Classification of computers

Types of computers
There are different types of Computers. Their défiee is depends on different categories of
characteristics.
Classification by the method of operation (processg)/depending on the type of data
they receive and process
They are classified into three:
1. Analog
Analog computers operate by measuring. They deél eantinuous variables; they don’t
compute directly with numbers, rather, they opebgteneasuring physical magnitude such
as pressure, temperature, voltage, current etc.
Examples
* Thermometer
* Voltmeter
* Speedometer
» Gasoline pomp — Contains an analog Computer thatests the flow of pumped
fuel into two measurements, the price of the dedilegas and the quantity of
pumped fuel.
» They are special purpose computers.

* Analog computers have limited accuracy
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2. Digital Computers
Digital computers deal with discrete variablesytbperate by counting rather than
measuring. They operate directly up on numbersli@ts) that represent numbers, letters, or

other special symbols.

Examples:
* Abacus
» Desk and pocket computers
* The general purpose computers
Digital computers have higher accuracy and speaul tire analog ones.

3. Hybrid computers
The best features of analog and digital computansbe combined into a single device to
form a hybrid computer. Hybrid computers processitiiormation by collecting input data
with analog method, convert it into digital quaiest processes the digital values and convert

the output from digital to analog form.

Example:
In hospital, insensitive-care unit analog deviceg/measure a patient’s heart
function, temperature and other vital signs. Threeasurements may then be
converted into numbers and supplied to a digitatponent in the system. This
component is used to monitor the patient’s vitghsiand to send an immediate

signal to the nurse’s station if any abnormal regsliare detected.
Classification by purpose of application

Computers can be applied or used for different psgp. Based upon their application, they

are classified as special purpose or general-parposiputers
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1. Special purpose computers

They are designed to solve a single type of probthat is their components and function
are uniquely adapted to a specific situation inl@\specific application.
Example:

» The public telephone box

» Traffic control system

» Ticket machines (used in grocery, super markej} etc.

* Pocket calculators etc.

* Counters

Most analog computers are special purpose computers

2. General-purpose computers

They are designed to solve variety of problemsughathe use of “store program concept”.
A program or set of instructions designed to saly®oblem is read and stored into the
memory and then it is executed by the computertbgrnane. The same computer can be
applied to solve another set of problem using dBffie program. General-purpose computers
are more flexible and versatile.
Examples

* Micro computers

* Mini computers

* Super computers etc.
Classification by physical size, price, capacity ahperformance
At this stage, by a computer, we mean a genergegsar digital computer. There is a wide
variety of general purpose digital computers onrtiegket place today, in terms of physical
size, price, capacity, and performance. They ase tassified as follows by their capacity
and size:

Super computers:- are the fastest, largest and most potential tgpesmputer.
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Relative
performance

[ —

0.1

They have speed of hundreds of millions of opemati@r second, a primary memory
capacity of about 80 million characters, a seconda@mory capacity of about 20 times its
primary memory.

They are multi-user systems in intercontinentabean

They can carry out enormously complex scientific@ations.

They are used to process huge amount of data ahdoarmonly used in space technology
centers, meteorology stations, astronomical obsenes, intercontinental communications

and airline organizations.

Mainframe computers: - Smaller in size and capacity, lower in speed & mntapacity
than the super computers. However, they are mséi-systems and handle hundreds of
users, usually used in large organizations.

Mini computers: -  have relatively lower speed, can handle multi-sisare smaller in size
than the mainframe computers. They use terminalsfauts and output. Mini computers are
used in small organizations.

Micro computers:-micro computer (personal or desktop computer) omputer whose
CPU is microprocessor. Microprocessor is a proggssbof whose components are on a
single integrated-circuit chip. Since its CPU igegrated in a single circuit, it can serve only

a single user at a time.

196¢ 75 ‘85
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Most home and personal office computers are mienpeters. The relative performance and
usage of personal computer is relatively increas@ti a very high rate. They are the
smallest and least expensive computers ever exiBhay are also called personal computers
(PCs) as many individuals purchase them for pefsas®. Based on their size,
microcomputers may be classified in to two majaissks:
|. Desktop computers:represent computers that are not easy to be miowed
place to place. They are computers that stay avenglesk in an office or
home.
II. Portable computers: represent computers that can be moved from place t
place easily. Laptop and, Notebook computers arameles of portable

computers.

Modern electronic computers were first developednduthe 1940s. The first commercially
available computer was the UNIVAC | in 1954. MARK1937-1944), ENIAC (1943-1946),
EDVAC and EDSAC (in 1949) were developed at defetmversities of the world.

Generations of computers

Although computer professionals do not agree onetkaect dates or specifics, computer
developments are often categorized by generatietsially computers are categorized into
five generationsnamely first, second, third, fourth, and fifth geations. Circuit elements

used, secondary storage media used, computer lgegussed, type or characteristic of
operating systems used, and memory access timesaane of the characteristics that

distinguish various generations of computers.

First generation (1950s)

» Used vacuum tubes as components for the electooiait.

* Punched cards were the main source of inputs, aghetic grams were used for
internal storage.

* Operate in a speed of milliseconds (thousands sgcand) and could handle more
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than 10,000 additions each second.

Most applications were scientific calculations.

Second generations (early 1960s)

Transistors were the main circuit components. (Sistars are a solid state device
made from silicon which is smaller, cheaper, fastigssipate less energy and more
reliable than vacuum tube but work in the same asthe vacuum tube.)

Invented by Bell Labs.

Magnetic tapes (similar with home tape cassatsgd for main storage,

Operate in microseconds (millionths of a secondhwiore than 200,000 additions
possible each second.

Business applications become more commonplace, haitfe data files stored on
magnetic tape and disk. (Magnetic disk: is a cacullatter constructed of metal or
plastic materials coated with magnetizable substanc

High-level languages COBOL and FORTRAN were intretl during this period.
Batch operating systems that permitted rapid psicgsof magnetic tape files are
used.

Third generation (late 1960s, early 1970s)

Characterized by solid-state logic and integrateduit (IC) (A single, self-contained

transistor is called discrete component. In eaf®gQl electronic equipment composed of

discrete component transistors, capacitors, resisicere manufactured and were separately

packed in their own containers and soldered (wiogether) on a circuit board. So, the entire

manufacturing process was cumbersome and expei3ixeto these and other problems in

1958, the achievement that revolutionized elect®siarted the era of microelectronics: the

invention of integrated circuit.
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» Computer storage switched from magnetic cores tegrated circuit boards that
provide modularity (expandable storage) and corbpigyi (interchangeable
equipment)

* New input/output methods such as optical scannmigpdotters.

» Software become more important with sophisticatpdrating systems, improved

programming languages,

Fourth generation (late 1970s,early 1989,)

» Greatly expanded storage capabilities and imprawedit.

 Has a large-scale integrated circuits (LSIC) whingds several hundred thousands
transistors placed on one tiny silicon chip.

» Computer memory operates at speeds of nano se¢bitiadsths of a second) with

large computers capable of adding 15 million nuralpar second.

The fifth_generation computer is in progress. An architecture, which makes ofséhe

changes in technology and allows a simple and altoethodology for solving problems, is
being sought. These computers will have intelligemcessors i.e., processors which can
draw inferences. Users will also be able to intevéith them in natural languages such as
English, German etc. Japanese’s are working intelyson the project for developing the

5" generation.

The fifth generation (the future generation) — Components of this geiratre said to be
truly intelligent machines, that is machines tlestrh from experience, incorporate Artificial
Intelligence (Al), understand speech and proces®rdmgly and can process natural
language. As a matter of fact, these machinesadets incorporate almost all the virtues
that human beings have. It is also a threat thatamubeings may no longer be indispensable.
The characteristics that appeared in each geaepratie summarized in table 1.2.1 as
described below
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Table 1.2.1: Generations of computers

Circuit Secondar | Language| Operating Typical Invention
elements | y storage S systems | accesstime Period
media
First Vacuum Machine | Operator 1
Generation | tubes Punched | and controlled | millisecond | 1946-1958
cards assembly
Second Discrete COBOL, | Batch 100
Generation | transistors| Magnetic | Fortran millisecond | 1959-1965
tape
Third Structured| Interactive | 100
Generation | IC* Magnetic | languages| (time microsecon | 1966-1971
disk sharing) d
Fourth Applicatio 1
Generation | VLSIC** | Mass ns Virtual nanosecond 1972-
storage oriented present

Note: * Intedeed Circuit,

Summary of the development of computers

» Getting smaller in size and volume;

YV V V V V

They have large memory capacity;
They are getting more reliable;

They are getting cheaper; and

They are becoming more user-friendly.

**\/ery Large Scale Integrat€ttcuit

They consume less power (some use dry cell battery)
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1.6 Computer system component

System is a group of components, consisting ofygibms or procedures that work in a
coordination fashion to achieve some objective.
A computer system is composed of components tleatlassified either &Somputer

hardware or Computer software.

1.6.1 Hardware components

Computer hardware is the physical part of the cdemhat you see, you use to something is
missing and the parts you can touch. The hardwateopa computer system is composed of
a number of interacting physical parts based om#wgal of the information flow.

Information flow in the computer hardware

1
Control Unit The Central Processing
Unit
Input
hardware
Registers Registers
OUTPUT
Programs ¥ Y » Hardware
— g Input data Out put
Buffer Buffer
Primary
Memory

SECONDARY
STORAGE DEVICE ROM

physical components of a computer that

Hardware is a general tel
you can see and touch. In simple term, hardwathesassemblage of metallic and plastic
components that make up the computer. The compateivare is composed of a number of

electronic and electromechanical parts, which adewith each other in order to perform a
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given task. The computer hardware falls into faat®ns namely: input devices, the Central
Processing Unit (CPU), output devices, and stodsysces.
Dear students, the following section gives you iefbitlustration on the major hardware

components of the computer system.

1.6.1.1 Input Devices

Input devices are the parts of the computer harelwhat are used to convert data or
information into electronic machine-readable fofithey allow you to enter data, programs,

commands, and user responses in to a computert diepices are used to gather data and
send them into the microprocessor for processing.

Input devices:
& Are units used to enter data into the computehabit can be processed.
e Convert information from a form suitable to humaaings to one understandable by the
computer.
The commonly used input devices are:
e Keyboard (which is the most widely used input desjc
w Disk derives (floppy and hard-disk derives)
s Mouse
e Image Scanner
e Light pen (a photo cell to choose a displayed raspdo request further
information).

R

Voice synthesizer;

R

Microphones;
= CD-ROM Drive, etc.

What is keyboard?

It is one of the widely used input device. It iddavice with buttons or keys that a user
presses to enter data or information in to a cosrpieyboard contains the letters of the
alphabet, number9{9), symbols such ag, ?,$, #, @, %, &, (), [], {, /.etc.
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Most keyboards found on the market today includeuald05 keys. Its 12 function keys
which are labele#l, F2,...,F12are arranged at the top row of the keyboard, @nast row
it has a large space key. The keyboard also censfshumeric keypad, cursor movement

keypad, typing keypad, computer control keys, aggle lights.

Mouse and Cursor

A mouse is a small handheld rolled plastic box vétball embedded in its underside and
connected to the computer terminal with a cablenduse allows you to enter data to the
computer without the use of a keyboard. It has listo or more button which users press
to select items from a menu or click on graphidajeots on the computer screen to send
commands to the computer. By rolling the mouse saceoflat surface, you can control the
position of the cursor on the screencusor is a blinking line on the computer screen that
indicates the point at which character will be tigpd.

The buttons on the mouse are used to select itechsnake choices on the screen. It also
reduces user input by moving away from typing comasaat the keyboard to clicking on
buttons or other items displayed on the screenindlizate your choice of actions from lists
or icons displayed on the screen, you press otfeeainouse’s button found on the top of the

mouse. This is called a “mouse clicking”.

Can you describe about single click, double ck¢and dragging?
Single click: Moving the mouse pointer over the desired itema@uidkly pressing the left
mouse button onc®ouble click: refers to moving the mouse pointer over the ddstem
and quickly pressing the left mouse button twiceajpid succession. By holding the left
mouse button down, moving the mouse pointer taldésered item and releasing it is called
dragging.
What is Image scanner?
A scanneris a device that reads text or images (includirgmings, charts, graphs) on a
paper and converts the information in to a fornt tha computer can manipulate. Scanners

use visible light or laser. The activity of conwegt visual information in to a format that can
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be managed within a computer system is known agenmocessing. Scanners come in
several sizes from small handheld to large scarthatscan scan full page of a document at
once. Scanners operate just like photocopy machBgsthe image scanned using scanners
will be transferred into digital format and storedthe computer memory or secondary
storage for further processing. Scanners are vepylar in publishing applications, where
there is a need to input pictures or drawings tootiporate into textual documents.
Microphones are used to gather and transfer sound informatianthe computer when the
computer is a multimedia system. A multimedia systeomputer is a computer that

processes multiple types of information.

Some other input devices include light pen, joystiouch sensitive screen, magnetic tape,
digital cameras, audio and video input devices;wramnds, etc.

Special Input Units

1. Magnetic Ink Character Recognition Systems

» Itis intensively used by U.S. banking industryintput information on checking account
transactions. It has been in use since the 1986s;sachecks and deposit slips to be read
both by people and by machines. The machines,dcatlegnetic ink character readers,
read and convert the characters into machine codeldiecting the presence of
magnetized patrticles in the ink on the checks @ode slips. As many as 1500 checks
per minute can be read and stored.

2. Optical Recognition Systems

Optical Recognition Systems fall into two categsri&he first and most advanced are the
Optical Character Recognition (OCR) systems, whighable to recognize hand-printed and
typewritten characters. The second type of optatedracter recognition is referred to as
Optical Mark Recognition (OMR). OMR doesn't utilizetters of the alphabet. Instead, it

uses electronic scanners; marks and symbols areeded into appropriate electronic
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signals. A typical example of an OMR applicationulebbe computerized test forms. OMR

systems are also used to read bar codes such dsitrersal Product Code (UPC).

1.6.1.2 The Central Processing Unit (CPU)

Central processing unit (CPU)of a computer is thebtain of the computer’. It serves as
the main information processor in a computer. tierees signals from the many devices,
reads and writes data from, and to memory, geresdmals (information) after performing
a processing activity. Information that needs tosbered in the CPU is stored in a CPU
memory location called register. In microcomputgstem the most important component of
the CPU are the microprocessor and the memory.

Processing Power of Computers

The potential and capacity of a computer is meashyaifferent parameters. Some of these
parameters are:
a) Capacity of the computer
Processing speed of the processors:- Processied speneasured in Hertz, a unit used in
the definition of frequency.
20 Hz = 20 cycles per second
1 KHz = 1000 cycles per second
1 MHz = 1 million cycles per second

1 GHz = 1 billion cycles per second

b) Primary memory storage capacity and its speestoess time (the time it took to read a
data or write a data

c) Secondary storage devices capacity and thegrsadime

d) The efficiency and capability of the programedis

The processors

> In large computers like mainframe and mini compténe processor is often called a
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Central Processing Unit (CPU).

» In minicomputer or personal computer, the processepometimes called Microprocessor
or just processor

» A microprocessor is a semiconductor device comgjstnostly one software controlled
LSI chip which performs the functions of automatata processing.

» Processors are not optimized to perform complex emigal calculations and other
special tasks (graphics manipulations). For thigppse, specialized coprocessors which
are also called math-coprocessors have been deeklap increase the processing

capability of a computer and speed up complex nmagitieal floating-point calculations

» The coprocessors operate in parallel with CPUs.
Examples are: 8087, 80287, 80387 and 80487
Family of processors
» The first processointel 4004, a 4-bit microprocessor, was introduced in 197 lirigl
Company.
» An 8-bit microprocessors were introduced by a nunatheompanies:
- The Motorola’s Mc 6809 Microprocessors
- The Zilog’'s Z80 and Z800 Microprocessors
- The Mos Technology’s 6500 series Microprocessors
The National Semiconductor’'s NSC 800 Microprocesstc.
Processors of the Intel 86 family
» The ancestors of the 86 family are: the 4000, 88080A and 8085 A microprocessors.
» Computers store and manipulate information as bits.
» We can characterize a processor by saying how rasyt can work at a time and how

many bits it can send or receive at a time.

Intel Microprocessors

Microprocessor Word length Clock frequency
8086 16-bit 5-10 MHz
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8088 8/16-bit 5-8 MHz
80186/186 16-bit 6-8 MHz
80188 8/16-bit 6-8 MHz
80286/286 16-bit 6-12.5 MHz
80386dx/386dx 32-bit 20-33 MHz
80386sx/3865% 16/32-bit 20 MHz
80486/486 32-bit 25-66 MHz
(80486Dx, 80486SX)

Pentium 64-bit 180 MHz

Motorola Microprocessors

Microprocessor | Word length Clock frequency
6800 8-bit 1 MHz

6809 8-bit 4-8 MHz
68000 16/32 bit 10-25 MHz
68020 32-bit 12.5-33 MHz
68030 32-bit 20-33 MHz

Generally, CPU:

» Is the most costly and main component of the coermytstem;

» Consists of the Control Unit and the Arithmetic iognit and main memory;

» The three parts work together to electronicallytodrthe function of the computer;

» The different parts are interconnected by a calde device call, which is used to
facilitate communications between the parts. Basesused to transfer data, address and
control code (signal).

Its Purpose consists of:

» Fetch instruction: The CPU read instruction from themory
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» Interpret instruction: the instruction must be dismbto determine what action is required

» Fetch data: the execution of an instruction mayiregreading of data from memory or
an 1/0 module.

» Process data: the execution of an instruction regyire performing some arithmetic or
logical operation on data.

» Write data: The result of an execution may reqwréing data to memory or an 1/O
module.

In order to do these, the CPU needs to:
- temporarily store some data
- remember the location of the last instruction
- store instruction and data temporarily while exexut
in other words, the CPU needs a small internal nmgroalled registers.
The microprocessor consists of two parts namebyctimtrol unit (CU) and thearithmetic
and logic unit (ALU).

ALU performs arithmetic and logical operations gsithe binary number system (binary
number systems are explained later in this unigpidal operations performed by the ALU
areadd, subtract, negate, divide, shift/rotate, and mitiply . Logical operation such #esss

than, greater than, or equal to, ascending and desnding order, etc are manipulated by

ALU at a very high speed.

The CU is responsible for controlling the overgleaation of the computer system. Its main
function is to fetch, interpret, and control theeextion of program instruction stored in
memory. It directs and coordinates all units of twmputer. It does not execute the
instruction itself; rather, it directs other proseg) elements to execute the instruction.

The Control Unit

Instruction
reaiste

v
flags Control
— % | unit

v
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Registers

>
>
>

As the name implies, it performs all the contraidtions of the computer.

It retrieves the instruction from memory.

Translates those instructions into computer fumstiand sends signals to other computer
hardware units to carry out those functions.

It is also responsible for determining the nextringtion to be executed by the computer.

In general, it serves as the computer traffic cope.

The Arithmetic Logical Unit (ALU)

Register —> ALU —— register

Control unit ——» ——» flags

> Itis referred as the computers” number crunchier".

> It performs the arithmetic calculations of additiosubtraction, multiplication and
division and comparisons and it is used to keegktcd and execute instruction.

» All modern digital computers can do is addition; ltilication is merely a continuous
addition; subtraction is the addition of the compémts of the number to be subtracted;
division is the addition of complements.

> Registers are paths or conduits that connect tlignmetic Logical Unit to the main
memory.

» When an instruction is loaded from main memorys placed first in the register to wait
instructions from the control unit.

» Data are also stored in registers prior to exenutidhe ALU.

CPU possesses its own characteristics. The maiacteaistics of CPU are machine cycle

time, word length, and the capacity of the main rmgm

Machine cycle time:is the time in which a machine cycle occurs. Inisasured in fractions

of a second. Machine cycle times range from Midm®l (one-thousandth of a second)
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Microsecond (one-millionth of a second), and Pieoconid (one-trillionth of a second)

for faster ones.

Word length: in a computer system, data do not move in contiawsdream, but in groups of
bits (a bit is a binary-digitO or 1).The system performance, specially the speedbean
affected by the number of bits the CPU can proeéssy one time. These numbers of

bits are called the word length of the CPU.

Capacity of main memory: refers to the amount of data or information threg primary
storage can store at a time (primary storage itagd later in this unit). The more amount
of data or instruction that can be kept in main menthe faster the processing capacity of

the machine will be.

Memory: memory refers to the device which is designedritormation storage purposes.
Any data to be processed must be stored in a memory

Memory is used

1) to store data until they are transferred toAh# for processing;

2) to store data and results during intermedittgesof processing;

3) to hold data after processing until they aaedferred to an output device; and

4) to hold program statements or instructiomgired from input devices and from

secondary storage.

Main Memory or Primary Memory or RAM

& |s the memory which is directly accessible by thetml unit and ALU;

e Usually, it is referred as Random Access Memory NBRAbecause each memory
location can be accessed without having to workisetglly through hundreds or even
thousands of memory locations called addresses;

e Each memory location can be referred by its mertawgtion (address);
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@ Holds instructions and data elements which aresotlyr being used by the computer;
@ The data in the main memory will be lost when thever is off;
@ Parts of the CPU may also contain Read Only Mer{fR@M).

¢ This type of memory is integrated into the circpitf the computer and can not
be altered without altering the computer circuitry;
¢ Is used to store programs and data that are usgdeintly and permanently;
Due to high price of a primary storage memory obmputer system, the need to have other
type of storage to hold large amount of data iess kexpensive and yet accessible manner is

evident. Hence, secondary storage devices wertedreath this need in mind.

» Random Access Memory (RAM): is the main memory used by the CPU as it
processes information. The largest area of the memathin the computer is
composed of RAM chips. RAM is volatile, changealdad power dependent. This
means RAM stores data or information as long asctimputer is turned on. In other
words, if the computer is turned off or electrioygv has gone, all the information in
the RAM will be lost.

» Read Only Memory (ROM): is static, non-volatiile memory. In other words,
information which the computer frequently needs itsr operation is stored in the
ROM. You can read its content, but can’'t changeOihce stored at the time of
manufacturing, the contents of ROM cannot be altefidey are unchangeable and
permanent. Data is permanently recorded on thel smadponent memory chips, and
turning the computer off does not affect it.

ROM is used to store the basic set of instructicalied the Basic Input—Output System

(BIOS), which the computer needs to run whenfirgs turned on.

EPROM (Erasable and Programmable ROM) can be progeal by you or any other

user. Its content can also be erased by expostogiltra—violet light.
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EPROM is another special type of ROM, which carmpbsgrammed by you (user). Its
content is erased by applying a specific voltagerte of its input pins whilst providing
the appropriate timing signals.

1.6.1.3 Output Devices

Output devices, as the name implies, are devicdsatle used for getting result or processed
data out after processing of the data. Output @sveonsist of external devices that are used
to get data out of the computer's CPU to you sd th@an be examined, analyzed, or
distributed to others. It converts the results micessing to a form that is easy to understand
by human beings.

There are a number of output devices of the commystem. In this materiaMonitor/
Screenand thePrinters are discussed. Other output devices included gukotimicrofilm

recorders, speakers, overhead projectors, disksiratc.

» Itis used to get data out of a computer so thesrit be examined, analyzed or distributed
to others.

» It convert the result of the only-machine underd¢date form to a form understandable
by human beings.

Examples

» The Visual Display Unit (VDU) or monitor or screen
Printers (dot matrix, desy wheel, laser printers)
Plotters

Voice (audio) response unit

Y V V VY

Disk drives
What is Monitor (Video Display Unit-VDU)?

Monitor is known by various names such as videgldis unit (VDU), Visual Display

Terminal (VDT), cathode ray tube (CRT), displayessy, monitor or screen. It is a computer
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terminal that usually looks like a television serda most personal computers. It is the
passive part of the computer system, just showlegtéxt and /or images (i.e. soft copy)
prepared by the processing unit.

Monitor can be classified into monochrome and cetoeens.

Monochrome and color screen?
Monochrome screens usually are black and whitesrgamd black, or amber and black.
Color screens can display several colors and mé#fgreht shades of each color. Screens

can also be different in size and resolution.

Printers

A printer is an output device that is used to pomda permanent hard copy output from a
computer by converting digital information into rkeron a paper or any other medium. In

other words, a printer allows you to print out @per a copy of the screen or the data that is
being processed by the computer. Printers areadlaiin both color and black and white.

Color printers are slower and more expensive thackand white ones.

Types of printers

Printers can be categorized in several ways. Qmtyesare discussed as follows

Impacts and Non-impact:-Impact printers physically strike the paper (thieed ribbon will
make contact with paper). They can be used whet®moaopies are needed. Example Line

printers and Dot-matrix printers.
» Non-impact printers:tThese printers use other techniques such as theanwh
electrostatic for printing on the medium. Non-imppdnters can not be used when

carbon copies are needed. Examples include: Ink-geserJet printers, etc.

Considering the method of printing, printers areuged into:character printer, line

printer andpage printer.
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» Character printers print character by characteaniples include :dot-matrix, Ink-jet,
Thermal, Daisy-wheel printers, etc.

* Line printers print a line at a time. Examples o€ls printers include Band, Chain,
and Drum printers that are commonly associated laitlpe computer installations or
networks.

» Page printers print a page at a time. Good exangdlékis type include Laser Jet

printers.

1.6.1.4 Storage Devices

Storage is the computer’s ability of retaining mmf@tion for future use. All information
processed by a computer can be expressed as numbbknsary notation. These binary
numbers are strings of bitegand1s), which are grouped together in sequences of émht
form byte. The two values of a bit can be physjcatbred in storage media in a variety of
ways. Basically, the storage function of a compustgstem takes place in the computer's

primary storage unit or memory and th&econdary storagelevices.

1.6.1.4.1 Primary storage unit

The CPU processes information and maintains it teargy in RAM in the form of strings

of bits called files. As you have seen earlier,mmaemory (primary memory) serves as a
temporary memory and is used only when the compsiteetually working on the

instructions in a program. When you want to statadr information for future use, the
primary memory has some practical limitations amglze of main storage that processors
can easily be made to operate with. To overcomie Bunitations, secondary storages are the

practical solution for their mass storage capagitie
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1.6.1.4.2 Secondary storage

Secondary (auxiliary) storage device is any storagdium that is external to the computers;
but that can be read by the computer. They serhieltbdata and programs which will be
transferred to the main storage when required. Hnelso used to transfer data or
programs from one computer to another computercliealso use them as back up devices
to take back up data and programs. They can takg foams, which have traditionally
included punched cards, papers tape, magneticragemetic disk and magnetic drum.

Sequential Access Medias

Punched Cards

Punched cards are one of the oldest and most &arfolims of data storage. There are two
types of punched cards : 80 — columns and 96 -numduand the first one is a standard
punched card. Using one card we can representa&@aters.

If only a numeric punch is in any column, it regmets whatever number is punched out.

12 punch and | 11 punch and 0 punch anld
1. A 1. J 1. S

2 . B (2. K 2 . T
9......... I 9. R 9.........

Punched Paper Tape

Punched paper tape is a continuous strip of pagest to store data in much the same manner
as punched cards. The paper tape is approximatelynech wide and can have either six or
eight channels. Eight channels paper tape is bais¢dde ASCII code. This storage media is
less expensive and more compact than punched cards.
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Magnetic Tapes

Magnetic tapes are a particularly popular form eééandary storage because of their high
data density (the number of bytes of instruction ipeh of tape) and their convenience in
handling. Magnetic tapes are approximately onelf-iheh wide and are made of Mylar —
based plastic film which can be magnetized. Dagastored on a magnetic tape by running
the tape over the electromagnetic called read/Maeted which magnetizes small spots on the
tape. Seven-track tapes store information as loftegormation, where each byte consists of
a six-bit code and a one-bit parity bit. Nine-traage uses an eight-bit and a parity bit.

Disk drives andtape drivesare both commonly used secondary storage devitesheir

respective media disks and tapes.

Disk storage

Disks are used to store data, applications softwaareé operating systems software. In early
days, the principal form of storage was magnetietdNowadays, it has been replaced by
disk-based storage medium because of its religbdicreasing cost per bit, reduced access
time, higher transfer rates, reduced size and poggrirements, increased capacity and the
like.

A data reading and writing device called disk drigeused to read the data stored in
secondary storage devices and transfer it to RAMelkas to write it into secondary storage
devices whenever required. There are differentsygfedisk storage devices. You will look

into Magnetic storageandOptical storage

Magnetic Storage Magnetic Storage devices are devices that redatd by magnetically
aligning metallic particles on the medium. Magnetisk drives are of two types: floppy
drives and hard drives. Floppy drives use flexithlgkettes as a storage media, while hard
disks are made from the same element as that mbyldrives, they hold more data and are

faster than floppy diskettes.
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Floppy disketteis a popular storage medium of microcomputer systé is a removable
medium which can be transferred from one systemntther. The diskette is made up of

plastic coated with a magnetic material and is@sedd in a protective envelope.

Floppy diskettes come in several sizes and capakity first floppy diskette was 8 inch in

size. This was superseded by the 5.25 inch diskeltee diskette which is widely being used
is the 3.5 inch floppy diskette. It has the capaoit up to 1.44 MB which was only 300

kilobytes for the 8 inch floppy disks. Zip and jdsks are also other variations of floppy
diskettes. They have high storage capacity andsed for backing up hard disks.

Floppy disks
» Also called flexible or diskette.
Used to store programs and data for a longer peudside the computer system.
Often used with mini and micro computers.
Data is stored in concentric circles caltestks.

Each track is further divided into sectors

V V V V V

A sector stores the amount of information that &@nread or written in single

operation.

Track
Storage Capacity of floppy Disks.

The most widely used type of floppy disks are ti#55nch and the 3.5 inch floppy disks.
Each has two standard sizes.
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DEMDD (360 ER) D3DD (7Z0ER)
525 inch 2 5inch {

DSHED (1.44 MBI

1. Disk Hub:- is the portion of the disk that the disk drivedise rotate the disk

2. Write protect Notch (opening)- for the 5.25 inch floppy disk when the notch is
uncovered, the disk’s data can be modified. Whennibtch is covered with a write
protect tab (provided with the disk), the contesftthe disk can’'t be modified, which
prevents accidental file deletion (although it saiti be read and copied). For the 3,5
inch floppy disk, when the opening is open (uncedgrthe contents of the disk can
not be modified, which prevents accidental fileedieln (although the disk can still be
read and copied). When the opening is closed tblésddata can be modified and

data can be written on the disk
3. Disk jacket:- the jacket surrounding the disk protects theagjermedia from dust, finger

prints and scratches from other sources.

4. Read/ Write opening=- allows the read/write head inside the disk dtivdhave access to
the storage media. As the disk rotates in the diisle, the read/write head within the

drive accesses the information contained on thewdésthis opening.

ol

. Disk label:- is used to label the disk so as to identify tatadstored on it.
Shutter:- a moveable metal or plastic plate that protdetsdisk media from dust

o
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Rules for handling Floppy Disks

Floppy disks are magnetic devices which store datdhem. Improper handing of floppy

disks may result in loosing the data stored ordibk. It is therefore necessary to know the

following rules to protect your disks and/or yoata on it from damage.

Y

YV V. V V V VY

Never place the disk near magnetic devices, keemligk away from your telephone
since telephone boxes contain magnetic units.

Always place disks back into their envelope when g not using them.

Never touch your floppy disk media.

Never smoke near floppy disks.

Store your floppies in a safe location.

Keep at room temperature of the range ofdlf 50°c.

Always make a backup copy of your floppy disk.

Disk drive:- is the part of a computer system which reads @moohwrites data on a disk.
Hard Disk
Hard disk is a disk which is made up of rigid alaom. It is fixed inside the system unit of

almost every computer and is not removable. Mosbaf software programs and work files

(things you do not want to lose) are stored onrd Hesk.

>

Y V V VY

It is high capacity magnetic disk made up of methich can be fixed in the system unit

of the computer.

Serves as a secondary storage.

Enables very fast accessibility of data.

Accessing data from hard disk is faster than friopdy disks.

The disks, which are usually grouped together éntlisk packare separated by small air
spaces to allow access for read/write head.

Each disk has approximately 200 tracks on whicbrmftion is stored. Tracks of the

small number on all adjacent disks are referreasta_cylindeof that disk.
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» The disk pack is mounted on a magnetic disk dribeclvrotates the disk at speed up to

1,000 revolutions per second.

> The total collection of tracks available on one ement of the access mechanism is

known as cylinder.

» The amount of time it takes to retrieve (or statada from (or to) disk is called the disk

access time.

Some advantages of hard disks

It takes short time to access data from hard disk;
It is Protected by the system unit from dust angspfal damage; and
It has High storage capacity as compared to flappks.

Optical storagesare the second type of disk storage

Dear students, unlike magnetic drives, optical esiuse optical disks as their media. They

provide extremely high storage capacity than magrksks. They use highly focused laser

beam to read from or write into the surface ofdisk .

There are three types of commonly available opticsits

1.

CD-ROM (Compact Disk Read Only Memory): is an oglistorage system that you
can only read from, but you cannot write to it. Nalays, however, there are erasable
optical disk systems. These disks permit data tevibeen on disk many times for
example, CD-RW (CD-Rewritable) is used. To readnftl©D- ROM you need a CD-
ROM drive on your computer.

WORM (Write Once Read many times) allows you totevdata to a disk but only
once. From then onwards, just like CD-ROM, data banread many times. Dear
student, until recently, most optical disks coule wWritten only once, but recent
advances in laser technologies allowed the reusetafal disks.

Erasable Optical Disks (EOD) allow data to be etaged written to it just like

magnetic disks as many times as you want.
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Tape storage
Tape drives use magnetic storage media which alledcanagnetic tapes. It allows
information to be stored and accessed sequentiMbgnetic tapes vary in sizes and

densities.

Interconnecting Components in a Macro Computer andnformation Movement in a
Computer System.

We have seen that there are different componerdascomputer and each performs a specific
function. But, to perform a given task in synchmmd form, there should be some
mechanism of communication. For this reason, tigesn electronic circuit which produces
communication path between the different componehts computer system along which
data are transferred, that is Bus. The bus, whichneunicates the different parts of the CPU
is called Internal Bus. And the bus, which commatés the CPU with memory and
peripheral devices, is called External Bus. Thee 9 the bus determines the speed or
efficiency of the computer.

A S -
i Address Bus I

ROM ROM Input Input

Micro

> > ports Ports
Processors -
RD
WR RDY control
x x W hin
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Address Bus: -is a unidirectional bus over which digital infortiaa is transferred to
identify either a particular memory location or fp@rlar I/O address.
Data Bus: -a bus system which interconnects the CPU, memat\alirthe peripheral Input

/ Output devices of a computer system for the psepef exchanging data.

Control Bus: - a bus used to select and enable an area of maagstand transmit signals

required to regulate the computer operation

1.6.2 Software components

What is software?
Software is a collection of programs and routiried support the operations of performing a
task using a computer. Software also includes dectations, rules and operational
procedures. Software makes the interface betweengér and the electronic components of
the computer.
Software is a set of instruction or programs thateo the hardware what to do or to do
something. It is an essential component of thepder system. Without the software, the
computer hardware cannot solve your problems. Toexesoftware is a key for productive
use of computers. A computer can become a valuableif and only if it possesses the
correct software.
Software as a whole is divided into two major oéasisased on the types of work done by

programs. These categories of software are systémase and application software.
1.6.2.1 System software
The system software is general-purpose softwatdghesed to facilitate the utilization of the

hardware. It consists of instructions or prografmst tare used to manage the hardware

resources of a computer and perform required indtion processing tasks. It provides the
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interface between hardware and the user. Importatggories of system software are:

operating system and programming languages.

System software

v Constitutes those programs which facilitate theknadrthe computer hardware.

v It organizes and manages the machine’s resourared|ds the input/output devices.

v It controls the hardware by performing functionattlusers shouldn’t have to or are
unable to handle.

v' System programs make complex hardware more usenslfy.

<

It acts as intermediate between the user and tiosviage.

v It enables the computer understand programmingukages i.e. it serves as means of
communication between user and a computer.

The important categories of system software are:

a). Operating system

b). Language software

1.6.2.10perating system

Operating system coordinates the activity betwéenuser and the computer. An operating
system has three major functions. Operating systera program that coordinates and
manages the computer and the various resourcedeamtes connected to it. It controls and
supervises the overall performance of the complitedso provides an interface between a
user and an application program and the hardwarectihg all processing activities within

the computer, calling in other systems software rwheeded, scheduling jobs, allocating
storage facilities, activating input and output ides, etc. are some of the importance of

operating systems software.
i. Controlling operations (control program )

» Coordinates, or supervises the activity of the cat@psystem.

» Decides where programs and data should be stoftbeé icomputer memory.
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Handles communications among the computer compsnapplications software and the
user.
Controls the saving and retrieving of files to drain disks in the disk drive.

It performs all its controlling tasks without thevblvement or awareness of the user.

Input/output Management

The 1/0O manager coordinates the computers commiimrcaith outside world, flow of
data to the display screen and other output de\(jmessters/ plotters) and from the
keyboard or other input devices.

Handles the flow of data to and from the disk dsiflie management).

Handles the process of preparing a disk for usectipying, renaming, erasing task of a

file.

Command Processing ( Command Interpreter)

It interprets the commands or what you enter usiegkeyboard or other input devices.

If you write an internal command, it carries oué ttunction of that command if it is
external command or other executable file it sesgdbr the corresponding file in the
default (current disk) or the user specified diklgds the file into memory and
transfers control to that program. Once this progre terminated, control returns to

command and the program for that command or fithdsarded from memory.

Types of Operating Systems

Operating systems can be classified by:

I.
>

>

» The number of programs they can handle at a tirde an

» The number of users they serve at once at oneffereatit stations (i.e. terminals or

micro-computers connected to a central computer).

Single tasking operating systems
With single tasking operating systems, only ongg@m can be run on a computer at a
time.

In order to run another program, one must remowe fitst program loaded in the
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computers main memory and load the other one ifi.ean’t handle two or more
programs at a time)

» These types of operating systems are single ussroserve only one user at a time.

il. Multi user operating system
» It supports a number of workstations connectedderdral system.
» A number of users can use the resources of onedaghcity computer by the help of

terminals.

iii. Real Time Operating System
> A real time is a system that is capable of procgsdata so quickly that the results are
available to influence the activity currently taggiplace.
Example: - Airplane seat reservations and compmdsetrolled plant.
- Its primary characteristics are that it respondsrcevent within a well-

defined time.

B). Language Software.

Language software is systems software that seovegite set of instructions or programs
that are required to solve a problem. They pro@det of rules, symbols, and special words
to construct a program.

- Is a software which is used by programmers to agvapplication software and
translate programs to machine code.

- Language software is a generic name consistingaobws programs that serve
as editors and translators to develop programs muraber of programming
languages.

- Includes:- translators, general purpose routines atilities and high level
languages
¢ Translator:- is a program that converts one or nemrguages to another

language. Three types of translators are assembtlerspilers and
interpreters.

¢ Assembler:- is a program that translates assemhblyuages into machine
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code.

¢ Compiler:- is a program that translates a highllargguage into machine
code. (Pascal, Fortran COBOLI)

¢ Interpreter:- is a program that translates eaclruason of high level
language and executes the instruction before inglthe next instruction.

¢ The general-purpose routine and utilities includegpams which are used
to handle file processing, editing and debugging.

¢ High level language software is a software which s own compilers to
detect syntax errors of the user’s program code.

Example: COBOL, Fortran, Pascal. etc.

Examples of operating systems
MS DOS, Windows, OS/2, UNIX, and Macintosh are sah#he most commonly used
operating systems on personal computers. You @alil about some of them in their

respective sections.

Application software

The second category of software is applicationvgni®. This section gives you a brief
introduction on application software. Applicatiooftsvare is a collection of programs

designed to perform tasks for specified areasitismlves problems of specific nature. These

are programs that do real tasks for you.

How can you differentiate system software and appiation software?
The difference between application software andesyssoftware is that, system software
facilitates conditions for effective utilization diardware system for different applications,
while application software is used to solve a giusar problems with the aid of computers.
The following are some of the tasks accomplishédguapplication software:

X Preparation of document (e.g. letter, publicatidmogks, etc);

X Accounting work for organizations;
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<> Management of databases in different institutions;

<> Keeping customers accounts in banks;

<> Drawing designs of buildings;

<> Administrative data handling;

X Research and development;

X Test scoring;

<> Online search services;

X Planning and forecasting, etc.
Popular examples of application software includerd\WProcessors, Spreadsheet Software,
Database Management Systems, Computer Graphics, etc

a) Word Processors

Word Processing is the set of all the operationspgrform increating, modifying, storing
printing any type of written document by machine (omputers). It is the most common
application of microcomputer. Using word processatsis possible to prepare letters,
reports, memos, and other documents. After creatidgcument, you can edit, reorganize,
correct spelling, change margins, delete, and seithrout retyping all of it.

Examples of word processors include: WordPerfeardiWad, Microsoft word, etc.

b) Spreadsheet software

Spreadsheet software application programs autothatéasks used to be done manually on
paper worksheet in accounting ledgers. Most spresdsoftware provides a blank forms or
worksheets for you to organize data inréavs and columns Once you enter the data, you

can apply formulas that show the interrelationghaf numbers on the worksheet. Popular

examples of spreadsheet programs include Lotu8 QRattro pro, Microsoft Excel etc.
c) Database Management Systems (DBMS)

A database is a collection of related data. It rhaycreated and maintained manually or it

may be computerized. A computer database is createtl maintained by database
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management systems (DBMS). A DBMS, therefore,aslkection of software which is used
to create, store, modify, and accessata in a database in a uniform way. Databasevaudt
allows you to enter, retrieve, and update dataninrganized and efficient manner.

The major purpose of a DBMS is to make data aviglab you and all authorized users
when required. Popular examples of database mareagesoftware include Dbase 1V,
Paradox, FoxPro, Microsoft Access (MS Access),@a&80L Server etc.

d) Computer Graphics

Computer graphics is the technique of creatingtiregli displaying and printing graphs,
diagrams, charts and images in a computer systeaphi@s can communicate information
that would be difficult or even impossible to patd words. Two basic kinds of computer
graphics application programs are Business GrapRicgrams and Interactive Graphics
Programs. Both business and interactive graphieeaused in an audiovisual presentation
and to store a series of graphics images for futsee Popular examples of graphics software

include: Lotus Freelance, Harvard Graphics, Priaster, etc

1.7 Computers and the Legal system

In today's computer-based world, the use of conmgatdegal professionals is an ever-
increasing issue in the world. When you work asttmrney to protect intellectual property
rights, every minute of every day really countss&eching case history, technological
advances, responding to email, creating motionsaalling discovery tasks keep these

legal professionals tied to a computer all day.

The importance of‘reasoning in law is pointed out. Law and jurisprudence bgloa the
“reasoning-consciousdisciplines. Accordingly, there is a long traditiof logic in law. The
specific methods of professional work in law arebtoseen in close connection with legal
reasoning. The advent of computers at first did tooich upon legal reasoning (or the

professional work in law). At first, computers cdube used only for general auxiliary
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functions (e.g. numerical calculations in tax lavgradually, the use of computers for
auxiliary functions in law has become more spec#itd more sophisticated (e.g., legal
information retrieval), touching more closely upgmnofessional legal work. Moreover,
renewed interest in Al has also fostered interesAli in law, especially for legal expert
systems. Al techniques can be used in supporigal lkeasoning. Yet, until now, legal expert
systems have remained in the research and devetb@tagie and have hardly succeeded in
becoming a profitable tool for the profession. Hfere, it is hoped that the two lines of
computer support, for auxiliary functions in lawdarfior immediate support of legal

reasoning, may unite in the future.

SUMMARY

Information is a collection of facts and figuresigfis organized in meaningful manner to
be used in decision making. It is becoming a viéglource that has great value to generate
other resources. The sources from where you oltddmmation are classified into two:

documentary and non-documentary.

Valuable and useful information has got such charetics as accuracy, timeliness,
completeness, relevance, economic accessibiligxilility, and reliability. Information
technology is an interdisciplinary academic fidhétt deals with the generation, collection,
organization, storage, retrieval, and disseminatbnmecorded knowledge whether in the
form of numerical data, text, sound or image. Babic constituents of information
technology are computers, communication networklaradv how.

Information technology is applied in all sectorsdamreas. It is used to solve problems,
unlock creativity, and to make people more effextiian they would be if they did not
involve IT in their activities.

Information system is the system which outputs nmiation. In other words, the system

provides us with either data or information relgtio an organization’s operations.
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Before you get information, the data should passutljh several processing operations such
as: recording, duplicating, verifying, sorting, mieg, calculating, storing, searching,

retrieving, summarizing and reporting.

EXERCISE 1.1

Part . Write “True” if the statement is correct or “False” if the statement is wrong.

1. Computers and telecommunication technologies are rajor constituents of
information technology.

Information is said to be accurate if it is dele@rat the right time when it is needed.
There is a clear demarcation line between datardadnation.

Data can be considered as factual informationighiaésic for reasoning.

Information is not substitutable.

Information can be derived from data.

Processing changes data into information.

© N o o bk~ WD

A computer does not provide its own output unlesgpte provides with the inputs

required.

9. This course material can be considered as a pris@mce of information.

10.There is clear boundary between data and informatio

11.Single click or simply click means moving the moysenter over the desired item
and quickly pressing the left mouse button once.

12.Computers enable data to process into informatstef, easier, and better.

13. A microcomputer uses a microprocessor as its CPU.

14.0One-way of categorizing a computer is by the typeabta they process.

15.A mouse is a communication device used to convetivéen digital and analog
signals so that telephone lines can carry data.

16.The processor and memory are found in the centrakegsing unit of a

microcomputer.

17.A floppy disk is considered to be a form of inpetite.
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18.Every user of a computer should have a high degfd@echnical understanding of

computers.

19. Software is a term that describes the instructtbasdirect hardware.

20.The invention period of first generation computesvin 197Q

21.A handheld input device that controls the inserpoint location is a mouse.

22.The binary number system uses only two digits @ Bn

23.The activity of converting visual information intoformat that can be managed with

in a computer system is known as image processing.

24.Memory refers to the device which is designed mborimation storage purposes.

25.0ne of the major function of CPU is performing lamietic and logical operations by

Part Il.
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using decimal number system.

Match the correct term or phrase from column “B” to column “A”.

A

Monsters (Supercomputers)
Mainframes

Minicomputers
Microcomputers

First generation computers
Second generation computers
Third generation computers
Fourth generation computers
Fifth generation computers
Output device

Input device

Line printer

Character printer

Page printer

a byte

B
a) Keyboard
b) Prints a line at adim
c) CRAY an¥BER
d) Medium sized compaite
e) Videqplzig unit (VDU)
f) use vadubes as circuit element
g) theicuit elements are discrete transistors
h) use nateg circuits
i) print &@er by character
J) equivalent to 8 bits
K) use VLSI
) intelligemachines
m) Slower than suqmenputers
n) print a pagea time

0) personal computers
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Part Ill. Choose the best answer and write the léer of your choice.

1. The study of information handling and its use ircisty by means of modern
technology is known as
a. telecommunication
b. information technology
c. information
d. data
2. Which one of the following does not belong to thienary components of IT?
a. Battery
b. Computer
c. Communication network
d. All
3. A collection of characters which has the lowestlef meaning is said to be:
a. data
b. information
c. information technology
d. processing
4.  Which one is not included in information processigjvities?
a. Input
b. processing
c. output
d. collecting
e. none
5. The form of data that can be computed and procebgedsing computer and
communication network include
a. numerical data
b. text data
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c. sound and image data
d. all of the above
6. Which one of the following refers to the undersiagdf the pattern of information
a. Data
b. knowledge
c. wisdom
d. aandb
7. The advantage of hard disk is
a. Shorter time to access data
b. protected from dust and physical damage
c. high storage capacity
d. all
8. Which one is used to distinguish various geii@ara of computers
a. circuit element used
b. secondary storage media used
c. computer language used
d. memory access time
e. all
f. none
9. Modern electronic computers were first devetbgering:
a. 1940s
b. 1920s
c. 1970s
d. 1990s
10. Which one of the following is responsible tmmtrolling the overall operation of the
computer.
a. ALU
b. CU

c. The Mouse
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d. Screen

Part IV. Give short answers for the follaving questions

. Discuss the components of information system?

. Describe two basic sources of information?

. What is the difference between data and inform&tion
. Explain the advantages of information technology?

. What is data?

. Explain the knowledge spectrum.

. Discuss the different methods of data processing.

. Describe the two major types of C.P.U.

© 00 N O O A W DN P

. Explain the bus systems.
10. Compare and contrast hard disk and floppy ttiske
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Chapter two: Operating system

Objectives:

At the end of this chapter, you will be able to:
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define MS Windows;

identify major tasks that MS Windows perform;

define elements of window;

open and close a window;

manipulate and use menus of the window;

run windows application programs;

open more than one application at a time;

switch between different applications and documents
explain the steps to install and/ or remove appboasoftware;
copy or move information form one location to aresth

explain how to share information between documantsapplications;

exit an application properly when you finish worgian a certain application.

explain what window explorer is;

identify functions of window explorer;

start programs from the explorer;

manage files using explorer;

expand and collapse folders and drives using winexplorer;
set a wall paper and screen saver to your computer
customize the task bar;

use MS Windows accessories such as calculator;
run the paint accessory;

create a new point picture and save it;

run word pad and create a new document; and

format and edit word pad documents.
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Introduction

An operating system is a layer of software whicketacare of technical aspects of a

computer's operation. It shields the user of themme from the low-level details of the

machine's operation and provides frequently neefdeilities. There is no universal

definition of what an operating system consistsYafu can think of it as being the software

which is already installed on a machine, before dd anything on your own. Normally, the

operating system has a number of key elements:

» A technical layer of software for driving the hamhe of the computer, like disk drives,
the keyboard and the screen,;

» Afile system which provides a way of organizinigsilogically, and

* A simple command language which enables users riothiair own programs and to
manipulate their files in a simple way. Some opegasystems also provide text editors,
compilers, debuggers and a variety of other toBisce the operating system (OS) is in
charge of a computer, all requests to use its resswtand devices need to go through the
OsS.

An OS therefore provides legal entry points ingodbde for performing basic operations like

writing to devices.

2.1 Introduction to Ms-windows

Windows operating system controls your computedware, runs your computer program
and organizes files for you. This section will ¢gmaugh different functions and teaches you
how you will be able to use it, how to run windogplication, how to install and remove
application software.

What is Microsoft Windows?

Microsoft Windows (MS Windows) is an operating gystthat controls the overall activity

of your computer. Windows ensure that all partyair computer work together smoothly
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and efficiently. Here are some of the major tasiet MS Windows performs and common

characteristics of MS Windows

It is used to store files, to run application peogs, to make your printer
work, to read data from disks, and perform othearafons.

It uses graphical objects such as icons, menu Hai®g boxes, scroll bars,
task bars and more that is easy to you to undetstad use.

It runs your programs. Windows starts and operptegrams that let you

write letters, analyze numbers, manage financesy gictures, and even play
games, etc.

Windows provides ways to organize and manage fdgged on your

computer. You can use windows to sort, copy, malaete and view your

files.

It enables a computer to perform several tasksIsameously, because it is a
multitasking operating system.

You can easily switch between opened applications share data between
them.

Most application programs designed for windows Isakilar; for instance,

title bars, menus, status bars, icons, commandsfame comparable. Hence,

once you have learned one application, you havedesa part of them all.

Starting MS Windows and working with windows

How do you start MS Windes?

To start MS Windows

Remove all floppy disks and turn on your compuigfter some moment, MS

Windows desktop appears. It may looks like the amewn at figure 1.3.1.

Depending on the version of window installed onrycomputer, there may be slight
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difference from the one indicated here. Don't wabput the difference. The basic
idea is the same.

0 :@j _'ii\lﬁ‘ Mﬁ 18:20

Figure 1.3.1: Windows Desktop

2.2 Icons and desktop

What is Desktop?
When you run windows, the first screen that youoenter is the desktop. Desktop is the
entire background of the screen. It displays séveoas and the task bar. Through the items
that appear depending on how your computer is [gethe following are major elements of
the desktop.
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Icons: Icons are small pictures that represent prograifeed, Excel, Access, Internet, and
more), folders, files, printer information, etcfife is a collection of data stored on a
disk. A folder is a container of files and otheldfrs (sub folders).

Taskbar: The task bar is normally located at the bottonthef desktop (see fig 1.3.1). It
contains the art button, name of each opened application on yorgesc(this
lets you easily switch between the open windowsjrent time and date, and
more. The start button displays a menu from whioln gan choose to start
applications, to open a document, to customize g to find a file or folder,

to get help, or to shut down windows.
2.3 Mouse operations

A mouse is a hand-held input device that enablesg@ommunicate with your computer by
selecting, deselecting, moving, deleting, and so/dinen you slide (move) the mouse across
your desk or mouse pad, a symbol called the MOUSENPER moves across the screen in
the same direction. You use this mouse pointeitotdgo an screen object that you want to
manipulate. The mouse pointer assumes differergesh@&,, I, and so on) depending on
its location on your screen and the task you arapging.

Selection by mouse involves two stepsinting andclicking.

* To point to an object, move the mouse across yoaumsa pad until the on screen
mouse pointer touches the object.

» Click: Point to an object, then press and relehseléft mouse button. It is used to
select an object, to check an option.

* Right-click: press and release the right mouseobutlt is used to open a menu of
actions (called shortcut menus) that you can perfon an object.

* Double-click: press and release the left mouseohuttice in a rapid succession. It is
used to open a program (such as Word, Excel) obgatt.
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» Dragging: When the mouse pointer indicates to gaeablon your screen, press and
holds the button (right or left) while moving theuse across the mouse pad.
Left -Drag is used to move an objgvindow, icon, or dialog box) to a new
location and also to resize an opened window.
Right- Drag is used to aates a shortcut menu that enables you to move,
copy, or create a shortcut to an icon.
Elements of a window
A window is a boxed area on your desktop in whioh yun programs, open files, type text,

draw pictures, view contents of folders, etc.

Opening a window: To open a window, double-click on any icon foundyour desktop so

that it will turn in to a window.

Figure 1.2.3 shows basic elements that make umadomi. Some of them are discussed as
follows.

1. Title bar- contains the MS Window's name, and the applioatmntrol menu button,
the Maximize (restore) button, the Minimize and s&lduttons.

2. Menu bar- contains menus with selected commands and opti@tsenable you to
control the window and its contents. Menu is adistelated commands that you use
to perform tasks in MS Windows and MS Windows basgglications.

3. Tool bar- contains graphical tool buttons that representrtshts to various
frequently used menu commands such as: New, Opse, Eut Copy, Undo, etc.

4.  Minimize button- reduces the window to a button on the task bar.

Scroll bar- A vertical or horizontal bar that enables you teww hidden areas of the

5.
window.
What are elements of a window? K\

75



@Y Document3 - Microsoft Word =10l x|

= ‘..‘.

Edit  Miew Insert Formak  Tools: Table  WWindow  Help Type a question for help = e

ormal + 15 pk = Times Mew Roman = 15 —I ggggg ﬁ?i? va-&-»AAM = 2%
DRSS SGRAY BT - | BOE o e -2
Il T R R TR
: [
Drawv%:ngtoshapes'\\q[l@@.?@ - d-A-SEEEBE -

Pa 1 Sec 1 171 Ab 12" Ln 2 <ol 1 RE TRE EXT ONR English (U5 (7§ o
#taﬂ:l ] = @ ] dbl Databas...l photographic ... I Documentl (R... I@Du(umenlﬁ i |$§ BEQ! 11:53 4

10.
11.
12.
13.
14.
15.

Figure 1.3.2: Basic elements of a window

Task bar- is a bar which is normally located across thedmotbf the window that
describes the contents and presents status ofitftow such as free space, number
of objects or files in the window, etc.

Document area-is a working area where you write text and edit it

Control menu button- contains commands that help you manage the wintse\f.
Maximize button- enlarges the window to fill the screen.

Close button-closes the Window.

Status bar+ells the current status of cursor position

Cursor-indicates where the next operation takes place

Left scroll arrow- scrolls one columns to the left at once

Up scroll arrow-scrolls one line up at a time

Down scroll arrow- scrolls one line down at a time
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16. Right scroll arrow -scrolls one columns to the right at once

Maximizing, Minimizing and Restoring a Window

The window can occupy full screen when maximizeag any part of the screen when
restored. You can also minimize the window to pissar it as a window at all, but as a

button on the task bar.

% To maximize a window: Click on itslaximize button.

+ To restore a window: Click on its Restore button.

% To minimize a window: Click on itsinimize button.

¢+ To open a minimized window: Click on itsinimized icon on the task bar.

« To move the window to a new location: Drag the wiwdby its title bar to your

desired location.

Note: The Maximize and Restore buttons do not appegether. That is, when a window is
restored, the Maximize button is displayed. Likesvig/hen the window is maximized, the

Restore button is displayed.

Scrolling a window
Sometimes the window is too small to display adl items it contains. To view these items,
you can simply enlarge or maximize the window.hi tvindow is still too small to display

all its content at once, you can scroll the windowiew its contents as follows:

» To scroll a window in small increments, click os 1P, DOWN, LEFT or RIGHT
scroll arrows.

» To scroll a window quickly to any desired locatiainag its Scroll box.

Tiling multiple windows
When you need to compare information containe@vimdr more windows at the same time,

it is possible to display multiple windows. Thehawue is called tiling windows.
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To arrange all opened MS Windows:
1. Right click on the blank area of the taskbar torope shortcut menu.
2. Click on the a)Cascade to lay all opened windows on the top of each o#tethat
the title is visible,
b) Tile vertically: to resize and move each windsw that they all

appear side by side vertically

c) Tile horizontally to resize and move each window one on top heft

other horizontally.

To activate a tiled windowick on its title bar.

Shutting down Windows
Be sure to shut down windows following its officiebmmand before turning off your
computer. To shut down a window, first close albbgmams using close button on the Title
bar; then follow the following steps:

1. Click on theStart button

Click on Shut down -the Shut down windows dialog box appears.
2. SelectShut down

3. Click onYes.

After a few moments, a message appears informingtlat you can safely turn off the
computer or the computer itself will shut down amédically. Or Click Start, Click Turn off

Computer, and then click Turn Off.

Menus, Toolbars and Dialog boxes of a Window

What is a menu and what is its function?

A menu is a list of related commands that you oggetform tasks in Windows and windows

based applications. Menu commands are organizéagioal and easy way to use groups.
The major groups include File, Edit, View, Inséitrmat, Help, etc. (see fig: 1.3.2)
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To choose a menu command using the mouse:
1. Click on the menu title (menu name) in the meau
The menu opens to display the available commands.
2. Click the command you want to select
The result of selecting a menu command will be ohthe following depending on the
type of command you select.
a) An action will take place
b) A dialog box will appear. Any command followed bfipse (...) displays a dialog
box, which contains related options to be chosbralpg boxes are discussed at the
end of this chapter].
c) A secondary menu will appear. Any command follovegdan arrow » displays a
secondary (cascading) menu offering related comsand
d) A feature will be turned ON or OFF. A check markpears to the left of an option
which is turned on.
Another way to access menu is to use the keybdaid.is done by pressing Alt key plus the
letter (that is underlined) of the menu which yoanivto view such as: {([E Edit, View, etc).
Some of the basic functions of the WordPad menuncanas are indicated in table 1.3.1
below.

Table 1.3.1: Some WordPad menu and their functions
Menu Functions of the command

File Create, save, print, closanc exit the program itself, open recently opened fitts
Edit To co editing (copying, move, delete, add, .

View Display the different toolbars, €

Format Commands to change the appearance of a doc.

Help Get help on what you are doing or you want to k.
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To close a menu without selecting anything fronpress ESC key from the keyboard or

click somewhere else outside the menu.

Shortcut Menus Windows supplies a variety of quick (shortcut) nue that contain

commands related to an item on your screen (fompi@window, folder, file, etc.).

To display a shortcut menu, right-click on an objéchis displays shortcut menu which
contains commands related to the icon. Then Chiekcommand you want to select.

To cancel a shortcut menu, click anywhere outdideshortcut menu.

Tool buttons (or tools) represent common commands you often use in windsuch as

open, save, print, cut, copy, paste, undo, andnsm dhe form of small pictures. Toolbar
simplifies your work by allowing you to issue conmda with a single mouse click instead
of having to search through various drop-down meamg submenus. In most applications,
for instance WordPad, Paint, MS Access, MS Exceh Word, etc., toolbars containing

various buttons (or tools) are available.

To use a tool button, click it. One of the followimesults may occur: an action will take
place, a dialog-box may appear, or a secondary meyappear. For example, if you click
the Undo button, the last action you performectigersed.

What are Dialog- boxes?

Dialog Boxes are used to exchange information wah in windows and windows based
applications. ADialog box asks for related information, a program or an igppbn needs in
order to complete an operation.dfalog box may warn you about a problem or confirm that
an operation should take place. The following ammes of the components of a dialog box
with their explanation:

8C



Text box- provides a place to type an entry, such as &lae etc.

List box- presents a state of possible options from whioh gan chooseScroll bars
often accompany a list box that you can view tlemg on the list. A text box is
sometimes associated withL&t box. You can either choose from the list or type the

selection yourself.

Drop-down list box- is a single line box with a drop-dowrraw button to the right.
When you click the arrow, the drop-down list boxpegrs to display a list of choices.
You can often scroll through a drop-down list as go a list box.

Option buttons- presents a group of related choices from which gan choose only
one.

Check box enables you to turn an option ON or OFF. You rhigid a single chek box
or a group of related check boxes. A check marleaggpin the box next to any option
that is active (turned on). In a group of checkdsm»ou can choos®ne, one or more
from the options.

Command button- when selected, a command button carries outaherand displayed
on the button. (Open, Help, Quit, Cancel, or Ok aoene examples of command
buttons).

Page represents multiple sections of a dialog box.yQmle page (or tab) is displayed at

a time, and each tab contains related options.

Windows Applications

Windows application programs are EXE files for D&®l Windows systems. An EXE file

is an executable file, which is a file in a fornizt the computer can directly execute and are

not easily read by humans. Executable files forddims and DOS systems have an.EXE

extension.

Running windows applications

You can run Windows application programs in différevays depending on the programs

installed on your computer. Some ways include:

81



» Clicking the program's shortcut,

» Selecting the program froMtart button and open a document of your interest using
theProgram's, File, Opencommand,

» Double-clicking My Computer icon from the desktop,

» Using Windows Explorer (windows explorer are expdal later in this chapter).

Now we emphasize on how to open programs uSitagt button. It looks like the one
indicated in figure 2.3.3
To run an application: clicktart button, Point to Programs, and then click the application

icon of the application you want to open.

Internet Explorer

E-mail
Microsoft Qutlook

ﬁ?‘ Windows Live Messenger Download

E Microsoft Word
Music
Microsoft PowerPoint
Games

E Adobe Reader &
Recent ftems

P Wicrosoft Visual Studio 2005

*H Notepad

3@ Backup and Restore Center

®
@1 Microsoft Visual Basic 6.0

-
Pictures

'—'," Calculator

> All Programs

S UME WO 6 e

Frgu23.3 Start menu
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The following are some basic elements displayedtien screen when you opened an

application:Title bar, Menu bar, Toolbars, Ruler, Scroll bars, a Document area,and a
Task bar.
Working with multiple windows and arranging windows applications.

In MS Windows, you can open more than one apptoadit a time and in each application

you can work with multiple document windows too. &ddition to move between

applications, you can also open multiple documeniihin an application. Document

windows have their own Minimize, Maximize and Restbuttons.

To switch between maximized document windows:

1.
2.

Open the window menu of the application

Select the document you want to make active fragrighh of opened documents.

To Tile document windows 1. choose Window, Arrange All. Then windows regluc

each open document window and tile them (horizéntad the document area.

Installing and removing application software

Window provides a quick way to set up programs aurycomputer.

To install programs:

1.
2. Point to Settings
3.
4

Click Start button

Click Control panel

Double- click Add/Remove Programs,

Follow the instruction on your screencbmplete installation. When using Add or
Remove programs, you can only install programs tate written for Windows

operating systems.

To Change or remove a program:

1.

OpenAdd or Remove Programsin Control Panel,
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2. Click Change or Remove Programs, and then clickptibgram you want to change
or remove. Click the appropriate button:
» To change a program, click Chanlgemove or Change
» Toremove a program, click Change/Remove or Remove
Copying and moving information
How can you copy? Cut and/or Paste?
In windows and Windows based applications, you capy or move information (text,
graphics, and files) from one location to anothEnis helps you to share information

between document windows, and between applications.

This chapter will familiarize you with how you caelect a text, copy, cut, paste information
from the clipboard to a document or applicationipbard is especially reserved memory

that is used to keep the data that you cut or copiy you cut or copy something else.

Selecting text for copying or moving
To copy or cut a text, you must identify the textdelecting it. The selected text appears in a

reverse video (highlighted). There are differenysvaf selecting a text.

Using the mouse:

1. Position the pointer just in front of the first cheter (letter) you want to select.

2. Click and drag the pointer to the end of the chtaragou want to include in the
selection.

3. Release the mouse button; the text is highlighget#cted.

Using the keys on the keyboard
1. Position the curser just before the first cbhiayou want to select.
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2. Press the SHIFT key and then press the arrowkglythe last character you want

to include in the selected item is highlighted.

What follows after selecting a text to be moved?

After you select the text you want to move, you cahor copy it. The technique for copying

and moving are the same in almost all Windows appbns.

To Copy and Paste information:

1.
2.

Select the text or graphics you want to copy,

Click the Copy tool from th&oolbar, (or choose Edit, Clickopy, or Pres<tr|+C
from the keyboard). By doing these, a copy of thkected item is placed in the
clipboard.

Place the insertion pointer where you want to ingaove) the selected item.

4. Click the Pastetool from theToolbar, (or chooseEdit, click on Paste or press

Ctrl+V).

You can paste as many times as you want becaussetbeted item remains on the

clipboard until you perform another copy or cut coamd.

To cut and Paste information, the procedure is motess similar with that of copy and

paste information. But you could not find the an@gji information in its original location

after you apply a cut command on it.

1.
2. Click the Cut tool from the Toolbar, (or chooset=@ilick cut, or Pres€trl+X),
3.

4. Click Pastetool from theToolbar, (or selecEdit, Click Paste or Pres<trl+V ).

Select the text or graphic you want to move (cut),

Place the insertion pointer where you want to etfiieiselection,
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Viewing the content of the clipboard
The clipboard, as you have seen earlier, is edhecgserved memory that is used to keep
data that you cut or copy until you cut or copy stinng else.
To view the content of the clipboard.

* Select Start,

* Programs,

* Accessories and Clipboard Viewer.
In the Viewer, you can save the contents to aditlel or remove text, make a correction, and
open saved clipboard files.
Exiting an application
Whenever you finish working on a certain applicatigou should always exit. This is done
by closing applications. If you open more applicas before you close the previously
opened one, the speed of your computer become®si@losing an application make free
the occupied memory by that application, and mgkes computer faster.

To exit an application, you may follow one of tleidwing methods:
a) ChooseExit from theApplication's File Menu,
b) Click theClosebutton of the application window, or

c) ChooseClosefrom the Control menu box of the application windo

2.4 Working with folders and files

Managing folders
Before taking any action (such as move, copy, renameate, delete, etc), you have to select
folders.
To select a folder using Window Explores:
1. Expand the disk drive on which the folder you wamtselect is stored (if it is

collapsed click on plus sign if any)
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2. Expand the parent folders until the folder is cagpld if the parent folder is collapsed.
3. Click on the folder. To select more than one faldéick each icon while holding the
CTRL key.

Moving and copying a folder
To move or copy a folder from a tree pane to contérpane:
1. In the tree pane, display the folder you want toven@r copy and select the
destination.
2. Redisplay the folder you want to move or copy, écessary by displaying a tree
pane.
3. Right-drag the source folder (tree pane) to thalbkrea of the destination (contents
pane) and release the mouse button, a shortcut appaars.

4. Click Move Here (to move the folder), a€opy Here (to copy it).

To move or copy folders from the contents pane td tree pane:

1. Display the destination in the tree pane.

2. Display the source foldefs) in the contents pane. If you are moving/ copying
multiple folders, select the folders while holdithg CTRL Key.

3. Right- Drag the source folder(s) from the contgrdsee to the destination in the tree
pane and release the mouse button. If you are mapying multiple folders, drag
anyone of the selected folders.

4. In the shortcut menu, click on Move Here, or Comréd

To create a new folder:
o In the Tree pane select the location (drive, folder, My Computen,
Desktop) in which you want to create your new folde
o0 Choose File, New Folder, A new folder appears atibttom of the Contents
pane.
o Type a name for the new folder
0 Press ENTER key.

To rename a folder:
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1. Right- click on the Folder: A shortcut menus appea
2. Click onRename

3. Type your new folder name;

4. Press ENTER key.

To delete a folder:
1. Right- click on the Folder
2. Click onDelete,the confirm folder delete dialog box appears.

3. Click onYesto perform the deletion, or click dyo to cancel it.

Finding folders
If you have forgotten your target folder's examtdtions or name you can search through
your folder tree. In such case, you can useFihd Utility to quickly find a folder or group

of folders on your computer.

To find a folder:
1. In the Explorer, choos€ools, Find, Filesor Folders
2. Open Name and location tab
3. In the Name text box, type the name of your tafgketer or file. You can type the
full name or any continuous part of it. Make suhattit includes subfolders.
Subfolder's check box is checked.
4. Click Findnow, or Searchto find another folder, repeat this procedure.

5. Click the close button to exit the find program.

Managing files
You can use windows Explorer to move, copy, renadedete, and find files. However,
before taking actions on files you have to seleetfile you want to manipulate.
To select single file in the explorer:
1. In the tree pane, select the location ( Foldery®ror Desk top) in which the file is

stored
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2. In the contents pane, click on the file icon.
To select multiple files:
1. Inthe Tree pane, select the location in whichfilles are stored
2. CTRL+ Click on each file icon.
3. To deselect a file in a multiple selection, CTRIChck on the icon.

Note. - In the Tree pane, you can open only one faddertime.

To copy or move files:
1. Inthe Tree pane, display the destination (Folbene, or Desktop).
2. Inthe Tree pane, select the source.

3. To move or copy a single file, right-drag it froheetContents pane to the destination
in the tree pane.

4. Click on theMove Here, or Copy Here

Note: 1. To move or copy multiple files, select thesediln the contents pane and right
drag any of the selected files to the destinatiothé Tree pane.
2. In addition to the drag and drop technique, you usa the cut/copy and paste
buttons of the Toolbar to move/copy files and fodde

To view a file, folder or drive properties
a. Right-click on the file, folder, or drive ( in tHEree pane or contents pane of
the Explorer)

3. In the shortcut menu that appears, click on Pragsert

2.5Windows explorer

What is MS Windows Explorer?

MS Windows Explorer is a folder/ file managemerdagyam that you can use to:
* View and change the contents of your folders ded;f

* Move, copy, rename, create and delete folders itas] f
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» Start programs and open documents;
» Find folders and files (that is, where they arated);
* View and change the properties of folders and filed more.

Starting Windows explorer and the Explorer panes

To start Explorer:
1. Click on Start button
2. Point to programs to open the programs menu

3. Click on the Explorer program icon.

Or

-Right click on start and click on explore

The Explorer window is divided in to two panes: Theee pane (folder pane), and the

Contents pane (see figure 2.3.4).

The Tree pane (folder pane)

The Tree pane (folder pane) is found at the lefthef Explorer window. It displays your
folder tree, the branching structures of your cotepsi drives and folders. You use the tree
pane to view a disk’s folder tree and to managke¢serename, delete, etc.) your drives and
folders. Folder pane is basically similar with amérted tree. At the top is your desktop (the
trunk), followed by My Computer and disk drives ¢kiest branch). Below that are parent

folders (thinner branches), and at the bottom thezesubfolders (baby branches).

The Contents pane

The content pane, which is found at the right & HExplorer window, displays the folders
and files that are contained in the drive or foldetected in the Tree pane. You use the
contents pane to view and manage the contenteafdiected drive or folder. You can scroll

each Explorer pane separately by using the vedmall bar located to the pane's right.
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The plus sign «€) in front of some folders indicates the folders evhiare hidden (i.e.
collapsed). Hence, clicking the plus) (sign displays (expands) its content and autoralffic
a minus sign-{ will be displayed preceding the folder's or disvieon. In other words, the
plus sign indicates that the folder/drive have eld#rs which are hidden. Similarly, clicking
the minus sign will hide (collapse) it's contentdawill be replaced by the plus sign. The
absence of a plus or minus sign in front of a foldedrive indicates that the folder/drive

does not have any subfolders in it.

Split bar
The Left pane (folder pane) The right pane (contents pane)
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Figure 2.3.4 Explorer window

Customizing the desktop
The control panel is a special MS Windows foldattbontains a set of utility programs
that you can use to customize MS Windows. You btigedisplay program to set a whole
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slew of display options, appearance scheme, catatte, screen resolution, font size, and

display type.

To set a pattern or wallpaper

1.

WD

5.

In the control panel, double-click @isplay.
The display properties dialog box appears
Display the Background page

Set pattern or wallpaper to anyone you want
Click on Apply button

ChooseOk to close the display dialog box.

Screen saver A screen saver is an image or animation that aspen your screen after a

period of inactivity during which you perform noystroke or mouse movements. Screen

saver prolongs your screen life by preventing gicsienage from “using up" its precious

phosphors.

To set a screen saver

1.

I T o

Display the screen saver page of the display diatng

In the Screen saver box, select a Screen savdikgou

Set the Wait value to some minutes (for examplarutas),

Click on Preview to see how the Screen saver looks full glory,
Click any where to return to the Screen saver page,
ChooseOk.

Customizing the taskbar

You can change your taskbar's screen locationtehes it displays, and whether it should be

hidden or shown.

To customize the task bar:

1.
2.

Click Start, Settings;Task bar- the taskbar properties dialog box appears.
Open the task bar options tab. Select any of the@wmg options:
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3. Always on top- displays the taskbar on top of etreng on the screen.

4. Auto hide- reduces the taskbar to a thin line atitbttom of the screen.

5. Show Small Icons in Start Menu- reduces the sizéheficons displayed in the start
menu

6. Show clock-displays the taskbar clock.

7. Select Apply to see the effect

8. Click Ok

To adjust the date/ time:

Double-click on théime icon;

Adjust the date or/ and time

Click Apply button, and then click Ok.

Customizing the start menu

Customizing the start menu means either addingranegtems to the start menu or
removing program items from the start menu.
Steps for adding program items to the start menu
-Right click on empty area of start menu
-Click on properties
-Click on start menu tab
-Click on customize under classic start menu
-Click on add
-Click on browse
-Select the program item to be added
-Click on ok
-Click on next
-Select start menu
-Click on next
-Click on finish

Steps to remove program items from the start menu
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-Right click on empty area of start men
-Click on properties
-Click on start menu tab
-Click on customize under classic start menu
-Click on remove
-Select program items to be removed
-Click on remove
-Click on yes

-Click on close

2.9 Accessories utility programs

Accessories are special utility programs that ekxtéime capacity of the MS Windows

operating system. For example; calculator, pairgrd®ad, Notepad, etc.

Although the main role of Windows is to act as @erating environment in which you run
your other programs, it also comes with its owngpams that you can use for immediate
purposes such as writing a letter, painting picuperforming calculations, playing games,
playing your audio CD on your CD ROM drive, etc.

In this subtopic, you will learn how to run the Wows accessories and use each program’s
basic tools to perform common tasks, create standacuments, and even have some fun

with games.

Calculator

The Calculator accessory is one of the more usefagrams included in windows. It
provides you with full-featured digital calculatoYou can use the calculator or perform

many of the tasks just like you would use a caloulthat is not on your computer.

To run and use the calculator:

1. Choose Start, Programs, Accessories, Calculator

94



2. Enter data and perform calculations usingrtiwiseor the keyboard
You can also do the following using the menus efaalculator window:
Select Standard from théiew menu to reduce the available functions of theutator to
standard functions; or
SelectScientific from the view menu to display all available functs of the calculator.
Paint

Paint is a drawing program that comes with windolvenables you to create and view
pictures and graphics. You can use paint to transf@ur mental images into pictures. Your

kids will also spend hours playing with paint anseut to create illustrations for their
classroom reports.

i untitled - Paint
File Edit Wiew Image Colors Help

_(& x|

|»

O;/?%Néﬂ

4 | _>l;I
[y PEEPEEEEEEmEE

For Help, click Help Topics on the Help Menu.

oa3,142 |

#istare| | & ] & | &)+ pro..| B miunks... |/é Experts—... | Lty com... |[ 1] untitled.. | £ 2 2@ SI[E] 204 pm

@ Figure 2.3.5 The Paint Window
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To run paint accessory:
ChooseStart, Programs, Accessories, Paint;

The paint window will be displayed with the follavg elements.

1. Toolbox- displays available tools for drawing. The toolbmntains the following
tools with their description or function.
a) Free form select- Selects free form part of a pect®nce you have selected
an area, you can cut, copy or move it.
b) Select- Selects rectangular part of a picture @wancopy, or edit).
c) Eraser- erases portions of a current picture.
d) Fill with color- fills part of picture with the setted color.
e) Pick color- copies a color from one object to aroth
f) Magnifier- changes a picture's magnification.
g) Pencil- draws free form lines just as if you weseng real pencil.
h) Brush- paints with brush just as if you were usangal paintbrush.
i) Airbrush- apply color, using an airbrush effect.
J) Text-insert text into the picture.
k) Line- draws straight lines.
[) Curve- draws curved lines.
m) Rectangle- draws rectangles/ squares.
n) Polygon- draws polygons.
0) Ellipse- draws ellipse/ circles.

p) Rounded rectangle- draws rectangle /squares withded edges.

Color palette- displays palette of available drawing colors.
Color preview box- displays foreground and back ground colors.

Status bar- displays context sensitive message.

o~ w0

Drawing area- Displays picture being drawn/ edited.

96



6. Pointer coordinate box displays coordinates of pointer with respectranng area
(0.0 is the top left corner)
7. Dragged printer coordinate box displays coordinates of dragged pointer with

respect to drag origin

To create a new paint picture:
After opening a point window,
1. Choose File, New;
2. Select a drawing tool you want (by clicking on it);
3. Move your mouse into the drawing area, and draiyadw;
4

. Repeat step 2 and 3 until you finish your picture.

To change foreground color Click on the desired color.

To change background color Right-click on the desired color.

To save picture for the first time or to save picture under a new name and/ oritmtat
1) ChooseFile, Save AS;
2) Specify the file name and its location, in resparboxes;
3) Click onSave

To save a picture under the same name and locadidrwas last saved: Chodsie, Save
To change margins, indentation, paper size, and p&p source:

1) ChooseFile, Page set up

2) Set your margins, indentation, paper size, andrpsgece as desired

3) Click Ok.

To print currently displayed paint picture:
1) ChooseFile, Print
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2) If desired, change the paint settings, print ramgenber of copies,

and collate copies; and then cliok.

Word Pad

Word pad is a program that you use to create, Bdig, Open, and Print textual documents.

You can format your word pad documents with varifmud and paragraph styles.

To run WordPad and create a new document

SelectStart, Programs, Accessories, Word Pad.

The WordPad window appears with an area insidehiére you type your text. Like most
applications windows have, the WordPad window dostthe following elements: Title bar,

Menu bar, Toolbars, Ruler, Document area, Statusaoa Scrollbars.

To create a new document after opening WordPad wiravs
Chooserile menu, Click New.
Type your text in the document area.

After finishing typing give name for your new fil€his is called saving.

To save a file:
1) Choose théile menu,
2) Click Save As command
3) Specify the target folder in Save box
4) Type the file name (you can assign long file nampsto 256 characters
including spaces except the following characterg \ * " <> /)
5) Click on the Save button.

To save a modified document under the same name:
Click the save icon from the Toolbar.

Opening a document
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1) Click on open button from the Toolbar;

2) Specify where it is used if it is not in the curtrésider;
3) Specify/ select the filename;

4) Click the Ok button.

To create a new WordPad document after working on rgother:
1) Select the New button from the Toolbar;
If there is any unsaved document in the workspawed Pad asks whether
you want to save it. Respond appropriately;
2) Type your new document.

Editing a document

After creating a document, it is possible to modtg content of a document. That is, it is
possible to add and/or remove text, make correst@mnexisting text and/or move text from
one location to another within a document. Thiscpss of changing or modifying the

content of a document is called editing.

To add new text to a document:
1) Take the insertion point where you want to addnine text
2) Write the new text- the remaining text, if any, Wik pushed to the right to
make room for the new text.
To remove unwanted text character by character:
1) Take the insertion point where you want to delete
2) USE the DEL and BACKSPACE keys to delete to thatrend the left of the

insertion point respectively

Formatting a document
After creating a document in word Pad, you can gbahe appearance of the document in
the following way:

1. Change the font type and font size of any texhendocument,

2. Bold, Underline, and/or italic any text,
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3. Change the way a text is aligned horizontally, lefht, or centered, and
4. Bullet list of text.

The Process of changing the appearance of a dot¢usneslled formatting and the different
appearance a text can have is called a format.
To apply a format for a text:

1. Select the text you want to format

2. Apply any of the available formats from the Fornaatlbar.

2.10Getting online help and support

In windows 2000/Xp, there are four different typpdégetting online help and support about
the program regarding the information you are loghkor. Those are:
1. Content based-provides help on the different cuate
2. What is this-provides the quickest help informatatrout concepts in the dialog box
3. Index-provides different indexes and based onridexes you can choose one of the
topic and click on display then it will display pahformation for that topic
4. Find/search-will search/find the existence of theaept in a specific content
The steps to get online help and support in angrara is by clicking on help menu and

selecting the desired help from the above options

SUMMARY

An operating system is a program or set of progrdfmsmanages and controls the resources
of a computer. The operating system provides cegaiivices to programs and to the users of
those programs. It creates an environment in whisdrs can excite their programs in a
convenient and efficient manner. The type of opegasystem discussed in this chapter is
MS Windows.

Windows is a multitasking operating system thatvgtes a graphical user interface (GUI),

Windows operating systems controls your computesdare, runs your computer programs,
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and organizes files for you. The basic elementwiofiows consist: desktop, icons, mouse

pointer, taskbar, and dialog box.

CHECKLIST
Respond to the following by putting a tiek mark if you can perform the task, a& if you

cannot. Please, go back and read the chapter wsegahrough in order to perform the tasks

you markedkl.

| can:
1 Explain what Windows EXPIOTer iS««««+«++++sssreresrrnnnnnnaaneeee e
2 Identify functions of WindOWS EXPIOrer -+« wwmmnveeeeieninniiiiee [eene
3 Start programs from the eXpIOrer «««««««« sssssrriiinnnnnnnineeeny Meeeee
4 Expand and collapse folders and drives in explpage --------------- =
5 Set wallpaper and screen saver t0 your COMPULEF -« eveees e s[Tee
6 CUSIOMIZE the tASKDAL -+« -« v crrrrnenenmmmmmmmmaneneeaeeaeanaeanaenes F}eeeee-
7 Use calculator ON YOUr COMPULET -+ +++++++ « e v vvvviiiiii s T
8 RUN the PainNt ACCESSOrY ««««xrxxrerrenrimmmmmmmmnmrt it [Qeeeene
9 Create and Save a NEW PAINt PICIUIE -+ ++rrrrrrrrrrnnnnnnnaaneeen. e
10 Create and save a new word Pad dOCUMENL - mwmmmmmmme seservnsenes fTens
11 Format and edit word pad documents -« -« -=-sremeeeeeenenenn e
12 Identify major tasks performed by MS WIiNndows ----=----coeveee 3
13 Define elements Of WINGOWS -« ««xx««rxreemmmmmmmanneerineeineeranesd I
14 Open and CloSe WINAOW =+« -+« rvrrrrrriiniiiiins Feeeens
15 Manipulate and use menus of the WindOws -« -==-==xeeveeeeeeen [0
16 Open more than one application at a time:-««««--xovveeieiennen. (IR
17 Copy or move information from one location to armesth------------- 0
18 Exit an application Properly ««««« . eeermmmmeeriiiiiiiiiiiiinn eenee
19 Install and/or remove application SOFtWAre « v vvveveeneeeees [Fevns

SELF TEST EXERCISE

Part . Write “True” for correct statements and “Fa Ise” for wrong statements.
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1. MS Windows enables a computer to perform sevesiistaimultaneously because it
is a multitasking operating system.

2. A folder may contain files and/or other foldersk{fiders).

3. Recycle bin is one of an icon on the desktop tlr¢syyou access to browse the
contents of your computer.

4. Title bar is one of the elements of a window thatains the MS Windows name,
and the application control menu button.

5. Scroll bar is a vertical or horizontal bar that lelea users to view hidden areas of the
window.

6. Toolbar buttons represent common commands you ofierin windows in the form
of small pictures.

7. Text box provide a place to type an entry suchlaséme, etc.

8. Clipboard is especially reserved memory that islusekeep the data that you cut, or
copy until you copy or cut something else.

9. MS Window is application software.

10.When you drag an icon or object on the desktop,dddivs display a context sensitive
menu.

11.Click means pressing and releasing quickly thetmgbuse button.

12.Accessories such as calculator are separate ajiphiqeckages that we install using
Add or Remove programs after we install MS Wind@psrating software.

13.In Windows Explorer pane, the plus sign (+) in tror folders indicates that there
are some hidden (collapsed) folders.

14. A folder that is contained with in another foldercialled subfolder.

15.The best way to set a screen saver is double-ctic&n display in the control panel
folder.

16. The Tree pane (folder pane) is located at the ngthe explorer window

17.MS Word is a good example of operating system softw

18. While using paint application, clicking on the desi color will change foreground
color.
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Part Il. Choose the appropriate answer among the &rnatives given for each of the

following questions and write the letter corresponahg to the correct answer.

1. The entire background of the computer screen lsctal
a) Desktop b) toolbar c) document d) program
2. The ___ button displays a menu from which you dawose to start applications, to
open a document, to customize windows, to shut deimdows, etc.
a) Taskbar b) start C) toolbar d) close
3. The window can occupy all part of your screen when
a) Minimized b) restored €) maximized
4. _ is a list of related commands that you uspetdorm tasks in windows and
windows based applications
a) Menu b) File c) Folder d) Title bar
5. One of the following is not found in file menu.
a) Save b) close C) print d) delete

6. When you shut down your computer, you get a dialmg of:

a) Open b) Save As... Skt Down d) Print
7. __ Command is used to change the appearaacgoaiument.
a) Help b) New c) On d) Format
Part Ill. What action do you take to perform the following activities using MS
Windows?

1. Open a window using one of the icons on your dgskto
Restore it and then maximize it. Restore it again.
Move it to the top right corner of the screen.

Move it to bottom left corner of the screen.

Minimize it into an icon.

Open the minimized window.

N o o bk~ b

Close the window.
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Chapter three: Ms-Word

Objectives:
Upon the completion of this chapter, you will béeaio:
> identify word processing package from other apgibcasoftware;
> list the word processing packages;
choose appropriate word processing package foifepapplication;
create, open, and save files using MS Word,
format characters and paragraphs using MS Word;
add pictures/ graphics from existing gallery;
find and replace text;
select text using mouse or keyboard;
modify word documents by applying techniques ofiedj
rearrange the appearance of a text so that it besattractive and readable;
add borders and shading to a paragraph or selented
define, modify, and delete styles to title, textiam paragraph;
create and/or remove bullets and numbers to/fretofiitems;
add pictures to your word document from an exisgabery;
draw pictures using tools on the drawing toolbar;
move graphic objects
create documents made up of tables;

create documents of varying nature for mailingtrtbstion using MS Word;

YV V. V V V VYV V V V V V V VY V V V VY

print documents, labels and envelops.
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Introduction

Word processor is an application package that hgpscreate, modify, store and print any
type of written documents by the use of comput@isere are different types of word

processing packages. This chapter focuses on M%I.\Whie chapter is all about the basics
of word processing package and creating, savirggiray, opening e.t.c word documents,
formatting word documents, creating drawings, inipgr graphics, tables, mail merge and

printing.

3.1 Working on word document: creating, saving, closingopening

How are you going to start and close MS Word?

The technique of starting MS Word is similar torttey other applications such as Word
pad. The most common and frequently used methagetisng through start button and
pointing to programs. Then click on the Ms Word laggtion from the list.

Other methods to start MS Word are:
+ Click Microsoft office icon from Microsoft officelrtcut bar;
+ Shortcut of MS Word on Desktop (if any);
+«» Getting through the start button and then using &ammand;

/7

« Getting through the start button and then usingl Emmmand.

Finally, click on the Microsoft word icon in thestading menus. If you do one of the above
in order to open MS Word, the MS Word screen walldisplayed as shown in figure 3.1.1

The method of closing MS Word is that:
+* You first click the File command,;
« Then, click on Exit. (If you have document(s) athgapened where you
have made some modification, first you are requicedose the file(s) by

clicking File command and then Close.)
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Screen Layout of MS Word
Minimize button  Restorbutton

Close button

formatting toolbar

wiew
choices

drawimg
toolbar

status bar praviousinext

Figure 3.1.1: Screen layout of MS Word Menus

When you begin to explore MS Word (especially a&newersion like Word 2000), you will
notice a significant change in the menu structifrgou are familiar with previous versions
of Word). The menus in recent versions of MS Woigplkhy only the commands you have
recently used. To view all other options in eadnm you must click the double arrows at
the bottom of the menu. Figure 3.1.2a below shdwsFRormat menu collapsed and figure

3.1.2b expanded after the double arrows at theimotif the menu were clicked.
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Figure 3.1.2a (Collapsed menu) Fegi1.2b (Expanded menu)
Shortcut Menus
These features allow you to access various Wordmamds faster than using the options on
the Menu bar. View shortcut menus by right-clickiwgh the mouse. The options on this
menu will vary depending on the element that wghtrclicked. For example, the shortcut
menu below is produced by right-clicking on a biatlist.

Figure 3.1.3 A Shortcut menu

Actions such as "Decrease Indent" and "Increasenitidare only applicable to lists and
therefore only appear on the list shortcut menwe 3hortcut menus are helpful because they
only display the options that can be applied toitéen that was right-clicked and, therefore,
prevent searching through the many menu options.
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Toolbars

Many toolbars displaying shortcut buttons are agailable to make editing and formatting
quicker and easier. Sele¥iew Toolbars from the menu bar to select the toolbars. The
toolbars that are already displayed on the screenchecked. Add a toolbar simply by

clicking on the name.

Customizing Toolbars

There may be certain actions on a toolbar thatdgmoot use and there may also be
commands that you execute often but that are watéd on any toolbar. Word toolbars can
be customized so these commands can be added laetetide

1. SelectView |Toolbars |Customizeand click theCommandstab.

2. By highlighting the command categories in @&tegoriesbox, the choices will
change in th€ommandsbox to the right.

3. Select the command you would like to add to thélsarby selecting it in the
Commandsbox.

4. Drag the command with the mouse to the desireditwtan the toolbar and release
the mouse button.

5. Remove a button from the toolbar by clicking andgdjing the button off the toolbar.

How do you create and work on MS Word documents?
There are several ways to create new documents,@psting documents, and save
documents in Word:

Create a New Document

1. Click the New Document button on the menu [Bror
2. ChooseFile [INewfrom the menu banor
3. PresCTRL+N (depress th€TRL key while pressing "N") on the keyboard.

Open an Existing Document

1. Click the Open File button on the menu =
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2. ChooseFile |Openfrom the menu baOr 3. Pres€TRL+O on the keyboard.
Each method will show the Open dialog boxo&e the file and click th@pen button.

Save a Document

1. Click theSavebutton on the menu bzl or
2. SelectFile |Savefrom the menu baOr, 3.PresCTRL+S on the keyboard.

Renaming Documents
To rename a Word document while using the progssiectFile |Openand find the file
you want to rename. Right-click on the document @avith the mouse and selddtname

from the shortcut menu. Type the new name foriteeahd press thENTER key.

Deleting Documents

To delete a Word document while using the progrsetect File |Open and find the file you
want to delete. Right-click on the document namt Wie mouse and select delete from the
shortcut menu. You will be asked for confirmatiandelete a file. Click on the Yes button

from the shortcut menu.

Working on Multiple Documents

Several documents can be opened simultaneousbyiiye typing or editing multiple
documents at once. All open documents are listelgiuthe Window menu. The current
document has a checkmark beside the file namectSalether name to view another open

document or click the button on the Windows tasktidhe bottom of the screen.
Close a Document
Close the current document by selecthig |Closeor click the Close icon if it's visible on

the Standard Toolbar, or click the close butdrat the right top corner of the menu bar.

Typing and Inserting Text
To enter text, just start typing The text will appgvhere the blinking cursor is located.
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Move the cursor by using the arrow buttons orkéagoard or positioning the mouse and
clicking the left button. The keyboard shortcustdd below in table 3.1.1 are also helpful
when moving through the text of a document:

Table 3.1.1 Keyboard shortcuts for moving inside #ext

Move Action Key stroke
Beginning of the line | HOME
End of the line END

Top of the document | CTRL+HOME
End of the document | CTRL+END

3.2 Editing and formatting word document

Using word processing application, you can easiBate, edit, reorganize and format text
documents with out retyping all of it and then eatrerrors. Some of these activities are
highly difficult to perform manually. One of a keylvantage of word processing software is
that you can easily make changes in documents agclorrecting spelling, changing
margins, and adding, deleting, or relocating enpis@agraphs. These changes would be
difficult and time consuming to make using manuatmeds such as type writers. The
discussion of editing/formatting word documentgating drawings, importing graphics and
related issues will follow.

Selecting Text

To change any attributes of text it must be hiditkgl first. Select the text by dragging the
mouse over the desired text while keeping thenteftise button depressed, or hold down the
SHIFT key on the keyboard while using the arrowtdna to highlight the text. Table 3.1.2

contains shortcuts for selecting different portiohghe text:

Table 3.1.2 Shortcuts for selectingortions of the text

Selection Technigue

a word double-click within the word
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Whole triple-click within the paragraph
paragraph

Several drag the mouse over the words, or hold d&HFT while using the arrow keys
words or

lines

Entire chooseEdit |Select Al from the menu bar, or pre€IRL+A

document

Deselecthe text by clicking anywhere outside of the seleicin on the page or press an

arrow key on the keyboard.

Find/replace and delete text

To find and replace text in your document, cligdtit | Replace.Then type the text to be
replaced irFind What box and the text to replace Replace Withbox. Finally, click
Replacebutton if you want to replace one by one or ciReplace Allto make all the

replacements at once.

To delete text, use tHRACKSPACE andDELETE keys on the keyboard to delete text.
Backspace will delete text to the left of the curaod Delete will erase text to the right. To
delete a large selection of text, highlight it wsany of the methods outlined above and press
theDELETE key.

Formatting Text
The formatting toolbar is the easiest way to changay attributes of text. If the toolbar as
shown in figure 3.1.4 isn't displayed on the scrsetect View |Toolbars and choose

Formatting.
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justify across page

font menu numberad and
bold, italics, underina bulleted lists outside border font color
i = —— g: = iEF iE -
JNDr:naI -~ | Arial - 1IZI - | B 7 0O | == E = = %__ +=__| B - & - ﬂ ,|
I I left center nght increasaf  highlight color
style menu font size justification decrease
imdent

Figure 3.1.4 Formatting toolbar
Style Menu - Styles are explained in detail later in thisutlea
Font Face- Click the arrowhead to the right of the font reabox to view the list of fonts
available. Scroll down to the font you want andeselt by clicking on the name once with

the mouse.

Font Size- Click on the white part of the font size boxetater a value for the font size or
click the arrowhead to the right of the box to viawst of font sizes available. Select a size
by clicking on it once. A font size of 10 or 12hest for paragraphs of text.

Numbered and Bulleted Lists- Lists are explained in detail later in this cteap
Font Style- Use these buttons to bold, italicize, and undertext.

Alignment - Text can be aligned to the left, center, or rigide of the page or it can be

justified across the page.

Increase/Decrease Indent Change the indentation of a paragraph in relaticthe side of

the page.

Outside Border - Add a border around a text selection.

Highlight Color - Use this option to change the color behind a $el¢ction. The color
shown on the button is the last color used. Tocsal@ifferent color, click the arrowhead
next to the image on the button.

Text Color - This option changes the color of the text. Thieicehown on the button is the

last color chosen. Click the arrowhead next tobtmton image to select another color.
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TheFont dialog box allows you to choose from a larger &@a of formatting options.

SelectFormat |Font from the menu bar to access the box.

Format Painter &
A handy feature for formatting text is tRermat Painter located on the standard toolbar.
For example, if you are formatting a paragraph hmepdith a certain font face, size, and
style and you want to format another heading tineesaay, you do not need to manually add
each attribute to the new headline. Instead, usEdhmat Painter by following these steps:
1. Place the cursor within the text that containsftinmatting you want to copy.
2. Click theFormat Painter button in the standard toolbar. Notice that yoninfer
now has a paintbrush beside it.
3. Highlight the text you want to add the same fortoawith the mouse and release the
mouse button.
To add the formatting to multiple selections oftf@ouble-click thé=ormat Painter button
instead of clicking once. The format painter tstays active until you press tB&C key to
turn it off.

Undo ** =

Feel free to experiment with various text stylesuan always undo your last action by
clicking theUndo button on the standard toolbar or selecttaf | Undo from the menu
bar. Click theRedobutton on the standard toolbar or seledit | Redoto erase the undo

action.

Paragraph Attributes

Format a paragraph by placing the cursor withinplai@agraph and selectifr@rmat
|Paragraph/ from the menu bar.

Moving (Cutting) Text &

Highlight the text that will be moved and sel&dit |Cut from the menu bar, click tHeut

button on the standard toolbar, or pré§RL+X at once. This will move the text to a
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clipboard.

To move a small amount of text a short distanaeditag-and-drop method may be quicker.
Highlight the text you want to move, click the ssien with the mouse, drag the selection to
the new location, and release the mouse button.

Copying Text

To copy text, choosEdit | Copy, click theCopy button on the standard toolbar, or press
CTRL+C to copy the text to the clipboard.

Paragraph

horizontal text
alignment for
the paragraph
distance the

‘
text is indented 0.5 lines and
from the left rore) ~ ®|Il "3 || handing indents

and right edges
of the page
set the line
spacing
for the text

textis from the
text above and ge 3]l &

Enber bt bere. Enber bt bere. Enker bt bere. Enber bend bere. Enker bed bere. Enker bt bere,
Enter bedt bere.  Enker beed bere.  Enker bed lere. Mnker bewd bore.  Mnker ket bere. Moker bed lere. Mnker
oot bore.  Moker fed bere. En

click to set tab
stops for the
paragraph
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Figure 3.1.5 Paragraph formatting dialog box
Pasting Text [e

To paste cut or copied text, move the cursor tddbation you want to move the text to and
selectEdit |Pastefrom the menu bar, click tHéastebutton on the standard toolbar, or press
CTRL+V.
Drop Caps
A drop cap is a large letter that begins a pardgesqa drops through several lines of text.
Add a drop cap to a paragraph by following thespsst
1. Place the cursor within the paragraph whose #tset will be dropped.
2. SelectFormat |[Drop Cap from the menu bar.
3. TheDrop Cap dialog box allows you to select the position @ throp cap, the font,
the number of lines to drop, and the distance frimenbody text.
4. Click OK when all selections have been made.
5. To modify a drop cap, seleEbrmat |Drop Cap again to change the attributes, or
click on the letter and use the handles to moveraside the letter.
Columns £
To quickly place text in a column format, click tBelumns button on the standard toolbar

and select the number of columns by dragging theseaver the diagram.

[ I
O E= 8B 1 e

3 Colurnns

Figure 3.1.6 Column creation from the standardiaol
For more column options, seldabrmat |[Columns from the menu bar. Th@olumns dialog
box allows you to choose the properties of themmoist Select the number and width of the

columns from the dialog box shown in figure 3.1.7
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a vertical ling
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Figure 3.1.7 Column setting dialog box

What are styles and how can you use them in Word doment?

Styles

can be saved for use in many documents.

Applying a Style
Place the cursor in the paragraph where the styil®evapplied.
1. Click theStyle drop-down menu on the Formatting toolbar and seletyle by

clicking on it.

A style is a set of formatting characteristics tigati can apply to text, lists, etc. in your
document to quickly change their appearance. Wioenapply a style, you apply a whole
group of formats in one simple task. For exampistdad of taking three separate steps to
format your title as 16 pt, Arial, and center-akgn you can achieve the same result in one
step by applying the Title style. Thus, the usestyfes in Word will allow you to quickly
format a document with a consistent and professilmuk. Paragraph and character styles
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2. To apply the same style to multiple paragraphsptiodlick theFormat Painter

button = on the standard toolbar and click in all the paappbs that the style should
be applied to. Press tiSC key to disable the Format Painter.

Apply a Style from the Style Dialog Box
Choose from a larger selection of styles from3hgde dialog box.
1. Click in the paragraph you want to add a style to.
2. SelectFormat |Style...from the menu bar.
3. From thelList drop-down menu, choogdl styles to view all the styles available.
4. The styles are displayed in tB&yleslist. Preview each style by clicking once on the
name. Paragraph styles are preceded by the pahegyabol §) and character styles
are preceded by an "a" icca).(A pointer arrow is located next to the curreytes

Highlight the style you want to apply to the pasggr and clickApply.

Create a New Style from a Model
To create a style from text that is already forethih a document, follow these steps:
1. Place the cursor in the paragraph you would likeetioas a new style.
2. Click the Style box on the formatting toolbar so the style namaghlighted.
3. Delete the text in the field and type the naméhefriew style.
4. Press th&NTER key to save the new style.

Create a Simple Style from the Style Dialog Box
1. SelectFormat |Style...from the menu bar and click tiNew button on théstyle
dialog box to access tidew Styledialog box.
2. Type the name for the new style in thamefield.
3. Select "Paragraph” or "Character" from 8Bitgle type drop-down menu.
4. Click theFormat button at the bottom of the window and chooseptiragraph

element that will be formatted for the style. Cang to make changes from the
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options from the Format button menu, making changdise dialog boxes for each

element you choose.

5. Click OK to set the style and close tRew Styledialog box.

6. Click Apply on theStyle dialog box to apply the new style to the curreartagraph.

Modify or Rename a Style

An existing style can be changed from the Styléodi®ox.

1.
2.

SelectFormat |Style...from the menu bar.

Highlight the style from th&tyleslist that you want to modify and click théodify
button.

Use the same methods to modify the style fronMbéify Style dialog box that

were used for the New Style box.

4. To only rename the style, type a new name if\ame field.

5. Click OK when you finish making modifications.

6. Click Apply to update the style in the document.

Delete a Style
Preset styles created by Word cannot be deletedo loielete the one you have created,

follow these steps:

1.
2.
3.
4.
5.

SelectFormat |Style...from the menu bar.

Highlight the style from th&tyleslist that you want to delete.
Click theDeletebutton.

You will be asked if you really want to delete gtgle. ClickYes

Click Closeon the dialog box.

Bulleted and Numbered Lists

1.

Click theBulleted List button#=or Numbered List button=on the formatting

toolbar.
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2. Type the first entry and preENTER. This will create a new bullet or number on
the next line. If you want to start a new line witth adding another bullet or number,
hold down theSHIFT key while pressingENTER.

3. Continue typing entries and prdsSITER twice when you are finished typing to end
the list.

Use thelncrease Indent ¥ and Decrease Indent®= buttons on the formatting toolbar to
create lists of multiple levels. You can also type text first, highlight the section, and press

theBulleted List or Numbered List buttons to add the bullets or numbers.

Nested Lists
To create a nested list, such as a numbered $istara bulleted list, follow these steps:

1. Type the list and increase the indentation of thms that will make up the nested list
by clicking thelncrease Indent/decrease indent buttorfor each item to promote
and demote respectively(tab/shift +tab methodse #ie possible options).

2. Highlight the items and click thdumbered List button on the formatting toolbar.

Formatting Lists
The bullet image and numbering format can be chébgausing théullets and
Numbering dialog box. To do so:

1. Highlight the entire list to change all the bulletshumbers, or
Place the cursor on one line within the list tordfea single bullet.

2. Access the dialog box by selectiRgrmat |Bullets and Numberingfrom the menu
bar or by right-clicking within the list and seled Bullets and Numberingfrom the
shortcut menu.

3. Select the list style from one of the seven chogiesn, or click thePicture... button
to choose a different icon. Click tieumberedtab to choose a numbered list style.

4. Click OK when finished.
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Remove Bulleted and Numbered Lists

To remove bulleted and numbered lists, highlighe tist, click on Format |Bullets and
Numbering from the menu bar and then click on Ndtierally click Ok. Another option is
that first you can select the bulleted or numbéistcand then click the numbering or bullets

button on the standard toolbar to remove the effect

3.3 Working on tables, symbols, drawings, pictures anevord arts

Working with tables
Tables are used to display data and there areadevays to build them in Word. Begin by
placing the cursor where you want the table to appethe document and choose one of the
following methods.
Insert a Table
There are two ways to add a table to the docun@nguhe Insert feature:
1. Click thelnsert Table button on the standard toolbar. Drag the mousegatiioe grid,
highlighting the number of rows and columns for tihigle.
2. Or, selecfTable |Insert |Tablefrom the menu bar. Select the number of rows and
columns for the table and cli€BK.
A table can also be drawn onto the document:
1. Draw the table by selectiniable |Draw Table from the menu bar. The cursor is
now the image of a pencil and thables and Borderstoolbar has appeared.
2. Draw the cells of the table with the mouse. If yoake a mistake, click tHeraser
button<2and drag the mouse over the area to be deleted.

3. To draw more cells, click on tHeraw Table buttor—# .

Inserting Rows and Columns

Once the table is drawn, insert additional rowglaging the cursor in the row adjacent to
which you want to insert new row then Sel€able |Insert |Rows Aboveor Rows Below
Or, select an entire row and right-click with theuse. Choosksert Rows from the
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shortcut menu.

Much like inserting a row, add a new column by plgdhe cursor in a cell adjacent to
where the new column will be added. SelEable |Insert |Columns to the Leftor
Columns to the Right Or, select the column, right-click with the mouaerd selecinsert

Columns.

Moving and Resizing a Table

A four-sided moving arrow and open box resizingdiawill appear on the corners of the
table if the mouse is placed over the table. Clicl drag the four-ended arrow to move the
table and release the mouse button when the @plesitioned where you want it. Click and
drag the open box handle to resize the table. Ghrgcolumn widths and row heights by
clicking the cell dividers and dragging them witie tmnouse.

move handle

.

resize handle
Figure 3.1.12 Resizing handles

Tables and Borders Toolbar
The Tables and Borders toolbar allows you to adddrostyles, shading, text effects,
alignment, and more options to your table. Acchsgadolbar by clicking able |Draw
Table or View |Toolbars |[Tables and Borders
You will need to highlight the cells of the tablewywant to format. Click and drag the
mouse over the cells, or use the following shostcut

+ Tables and Borders

- 1ﬁv£|v&v
SSEE =N AL

Figure 3.1.12 Tables and border toolbar

Table Properties
Use theTable Propertiesdialog box to modify the alignment of the tablétwihe body text
and the text within the table. Access the box hgcdmgTable |Table Properties
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Size - Check thePreferred width box and enter a value if the table should be a@ttex
width.

Alignment - Highlight the illustration that represents thigrament of the table in relation
to the text of the document.

Table 3.1.3 Methods of selection within a table

Selection Menu Method Mouse Method

Click the bottom, left corner of the cell
One cell Table |Select |Cell

when a black arrow appears

Click outside the table to the left of the
One row Table |Select |Row

row

Click outside the table above the column
One column Table |Select|Column

when a black arrow appears

Click outside the table to the left of the
Several rows (none)

row and drag the mouse down
Several columns (none) Click outside the table above the column
Entire table Table |Select |Table Triple-click to the left of the table

Text wrapping Highlight "None" if the table should appear on aseparate line from the
text or choose "Around" if the text should wrap around the table.

Borders and Shading -Select from a number of border styles, colors,aiutihs. Click the
Shading tab to change the background color andmpatDptions - Click the Options button
on the Table Properties window. To change the sgdmetween the document text and the
table borders under Default cell margins. CheckAh@w spacing between cells box and
enter a value to add space between the table cells.

Working with graphics and drawings

Clip Art

To add a clip art image from the Microsoft libraoya document, follow these steps:

1. Selectinsert |Picture |Clip Art from the menu bar.
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2. To find an image, click in the white box followir&earch for clips Delete the words
"Type one or more words. . ." and enter keywordsdeing the image you want to
use. Or,

Click one of the category icons.
Click once on the image you want to add to the deoau;
Insert Clip to add the image to the document.
Preview Clip to view the image full-size before adding it te th
document. Drag the bottom, right corner of the Eewindow to
resize the image and click the''ctlose button to end the preview
Add Clip to Favorites will add the selected image to your favorite’s
directory that can be chosen from theert ClipArt dialog box.
Find Similar Clips will retrieve images similar to the one you &av
chosen.

3. Continue selecting images to add to the documeahthek theClosebutton in the
top, right corner of thénsert ClipArt window to stop adding clip art to the
document.

Add an Image from a File
Follow these steps to add a photo or graphic frorexasting file:
1. Selectinsert |Picture |From File on the menu bar.
2. Click the down arrow button on the right of theok in window.

3. Highlight the file name from the list and click thesert button.

Editing a Graphic

Activate the image you wish to edit by clicking ibmnce with the mouse. Nine handles will
appear around the graphic. Click and drag thesdlésito resize the image. The handles on
the corners will resize proportionally while thenkdées on the straight lines will stretch the
image. More picture effects can be changed usiadPitture toolbar. ThBicture toolbar
should appear when you click on the image. Otherygsleciew |Toolbars |Picturefrom
the menu bar to activate it.
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More/Less Lime Formnat
ImMmage Control Brightness Style Picturs

|ﬁUDTCILZ¢ET-:¢:-L|.|;I'E$%,f|+EE‘

Insaert More/Les=s Crop Text Re=zast
Picture Contrasi YWrapping Picture

Figure 3.1.8 Picture toolbar
Insert Picture will display the image selection window and alloyei to change the image
Image Control allows making the image grayscale, black and wbite watermark
More/Less Contrastmodifies the contrast between the colors of thegeiMore/Less

Brightnesswill darken or brighten the image

Click Crop and drag the handles on the activated image &tedelter portions of the image.
Line Style will add a variety of borders to the graphic

Text Wrapping will modify the way the document text wraps arothe graphic

Format Picture displays all the image properties in a separahel@w

Reset Picturewill delete all the modifications made to the ireag

Auto Shapes

The AutoShapes toolbar will allow you to draw malifyerent geometrical shapes, arrows,
flow chart symbols, stars, and banners on the deatirActivate the AutoShapes toolbar by
selecting Insert |Picture |AutoShapes or View |bard |AutoShapes from the menu bar, or
clicking the AutoShapes button on the Drawing taoliClick each button on the toolbar to
view the options for drawing the shape.

=] [T == 4 Stars @arecd
Lirmees= S, T S Earmnmers Pl e

E‘@%fﬁ_m%%lﬁl
| |

Easic Flhowmer =il
Hihea e = = Fuart ks

Figure 3.1.9 Auto shapes toolbar
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Lines - After clicking the Lines button on the AGtwapes toolbar, draw a straight line,
arrow, or double-ended arrow from the first rowopfions by clicking the respective button.
Click in the document where you would like the lioebegin and click again where it should
end. To draw a curved line or freeform shape, selewed lines from the menu (first and
second buttons of second row), click in the documadrere the line should appear, and click
the mouse every time a curve should begin. Endingethe graphic by clicking on the
starting end or pressing the ESC key. To scrilbiek the last button in the second row,
click the mouse in the document and hold down éffteblutton while you draw the design.

Let the mouse button go of to stop drawing.

Basic Shapes - Click the Basic Shapes button oAtb@Shapes toolbar to select from many
two- and three-dimensional shapes, icons, braceshiackets. Use the drag-and-drop
method to draw the shape in the document. Wheshape has been made, it can be resized
using the open box handles and other adjustmeatsfgpto each shape can be modified

using the yellow diamond handles.

Block Arrows - Select Block Arrows to choose fronamy types of two- and three-
dimensional arrows. Drag-and-drop the arrow indbeument and use the open box and
yellow diamond handles to adjust the arrowheadsh RaitoShape can also be rotated by
first clicking the Free Rotate button on the dragwioolbaﬁi. Click and drag the green

handles around the image to rotate it.

Flow Chart - Choose from the flow chart menu to #da chart elements to the document

and use the line menu to draw connections betweerléments.
Stars and Banners - Click the button to selecs starsts, banners, and scrolls. Call Outs -

Select from the speech and thought bubbles anaéith@uts. Enter the call out text in the

text box that is made.
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More AutoShapes - Click this button to choose fiefist of clip art categories.
Each of the submenus on the AutoShapes toolbaoea@mme a separate toolbar. Just click
and drag the gray bar across the top of the subsnefithe toolbar and it will become a

separate floating toolbar.

S, 75 Yo | BB

Figure 3.1.10 Example of sub-tool bar in the attape bar
Working on Symbols

Symbols and Characters in Microsoft Office
It seems that many people can't find how to gagagesymbols or characters into their

documents, so | attempt hope to offer every metierd.
Insert Symbol

This is one of the easiest methods. If you useynabol a lot, you may want to memorize
the shortcut key for it, or create a shortcut keyaotoCorrect entry for it. This is Word's

Symbol dialog.
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Symbol

Symbels. | Spacial Characters |

Eonk: il v/ Subset; | Mathematical Operators j
10 [F| £ Pelr| 4] € %] ¢ [N ™ Q] e [14]24] %6 || %] || 1 |- *
Lieltislalalnisl=1/1 [N=lLin|]|=ER=|<
PI=U el S L FA e = F e f A e

V3T A 2 A

Recenty usad eyl . . — o=

V%S £|-|e|°|—|€|£|¥|o|®™+|£|<|>|+|x|o|p|a|p

NOT EQUAL TO Character code: 52260 | From; iUnicode thex) w |

l&utnCnrrect... I [Shurtcut Key.., I sharkout key: 2260, A+

[ Insert ][ Cancel ]

Word's Symbol dialog also has a Special Charatédrghat you shouldn't miss if you use
Word a lot. One of the most commonly looked for bwfs here is the Paragraph return, also

called a Pilcrow.
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: Symbiols ' Special Characters
Character: Shortout key:
i1 Blas A
- En Dash ChrbHRum - =
- Maonbreaking Hyphen Chrl_
A Optional Hyphen Chrl+-
Em Space
En Space
1/4 Em Space
° Monbreaking Space ChrHShift+5pace
Copyright Al Chrl+C
Reqistered AlE+CErl+R,
TH Trademark AlE+CE+T
g Section
1 Paragraph
k Ellipsis A+ Chrl+, s
: Single Opening Quate el
! Single Closing Quote Chrl+,'
i Diouble Opening Quate " ]
[ ButoCorreck, . ] [ Shorteut Key...
Insert ] [ Canicel
|
Character Map

If you can't find your symbol or character using 8ymbol dialog, try the Character Map,

which comes with Windows. To use it, hit Start, Rund type "charmap"” (without the

guotes) and hit Enter.
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B Character Map

Fort: | O Arial ¥ [ R
0 R 1= 0 1 I O O IO I O 8 B I B
SIB|7|8(9] | |=|=[=|7|@A|B|CIDIE|F|G|H|
I KILIMMOIF|Q R[S TIUY XY Z | Y
ik alblc|dle|flglhli|]|k{!|m{n]o|p
Qir|s|tupv|w|x|y|lZ|{]] = = | A
R B =1 R R Bl RO T R I R B ﬂ i
O | Val Tl g, | A LA A A A AEC | Pt | |
[ TDIN|O[O|O|O|0|x |@|U|ujululY|b|r|ala
dlalalale|gle|éle|eli|T|T|T|d[A|0|a|d]|d
ol=le|ululaluly|p|y|AlalslalalalClelC| el

Characters t .:npy:|  Select | Cop

[] dvanced view

LI+00BE: Pilcrow Sign Kepstioke: Alt+0182

Equation Editor

For even more symbols, usually of a scientific oatmematic nature, or for creating
Arithmetic problems, use the Equation Editor. D@xpect to jump right in and become an
expert. It takes a bit of time. My experience hasr) too, that every time | try to edit the
fonts, | mess it up even more. Try to live withrthen the way they are.

To access the Equation Editor, hit Insert/Objelcbose Microsoft Equation 3.0. This brings
up the toolbar. You can create an equation, whamtkd a lot like a graphic in your

document. To edit the equation later, just doulitekat. To create another, you can copy the

first one, and paste it, then double-click it t@ape it.

Working on word art
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With Microsoft Word, the WordArt feature makegdsy for you to be creative with text. In

this topic, you will create a newsletter combinivgrdArt, columns and graphics

"‘_E’ News from the Pews.doc - Microsoft Word
| Fle gt View Insert Formst Tools Table Window el x|
DeHERY =B v @EORE 5‘[_|m G |

-J'Norma.l 7__'TimesNele\;l.R'6man q__'lé r| B 7 ]l H; = H

&

News from the Pews

% Valume 3, Issue 4 Diecendher 2000
&llendale High 5 chocl John Goodinar, Principl

Eews al sehopl?.

v Did rom knovar that 25 pews have been mstalled in the school anditoriura for the

upeotning Christinas prograra? It seetrs that the performance of The Best Christinas Play
Esver iz best suited for a clourch setting. Char drarna divector, Ir. Shepn, recently
diecorerad 25 old pews: that wers bemg c:ar.t arids by a local c:cmg;re gahon Thmugh

P R . P Y

P EED i i i
[ oraw~ B N \EIO*.;‘EH& S r—*lm{
[Page 1 Sec 1 W [AaF Inis Glz [T W[TW TLx

i Stan| | 7 Microsclt Word - 3280, | 5] Find: Files named Chist. | [ News fom the Pe... || €188 & A 3+ | ®R@® & 1w011r1

To openWordArt Gallery

1. Open a new document.

2. Selectnsert from the menu bar.
3. ChoosePicture.

4. SelecWord Atrt...
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WordArt Ealler EE: |

‘Select a Wardart style: b
Wordrt |ﬂﬂ'1wt wordar, |Wordhrf WordAr! : s
Wl {WordArt |Wordhet 5742 ¢+ | Wiordrt : w

| l!.lolim WordA WordArt | WOrdA (W

e T mﬁm o]

[ o« | concel |

5. Click on a WordArt style, then clidlOK] .

The WordArt text box opens; the wordsYaur Text Here are displayed.

6. TypeNews from the Pews.

The text replace¥our Text Here and the WordArt Text Entry

Box remains open.
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Text Entry Box

Font Style List Font Size List

N/

Size:
Times Mew Raorman - 36w B x
[ == =] =] |

Texk:

News from the Pew/é

Edit WordArst | ext

(a4 I Cancel I

7. Click[OK] .

The WordArt is incorporated into the new documeimtdaw.

8. Click once on the WordArt text.

9. Selection handles appear around the WordAriaaWbrdArt toolbar appears in the

document window. Point to the selected WordAutiluhe move icon appears.
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Word art toolbar

il Document3 - Microsoft Word
| Ble Edit Yiew Insert Format ook Table Window Help

CBEERY sad - wBCE S4BT~ 0.
J-'Norrﬁal > Tines Mew Roman = 10 -_e| B 7 U §§§| == {E-g-f| B i. & ._._'.I

vl

News from the Pews

T |
Al ettt G B ae ¢ | aa iy =&

é_] HEEED

| oraw~ [y Gj| autoshapes ~ . w 1O B 4l 1§_|| H.d-A - S=EC @@ *|
[Fage 1 Sec 1 o EED It celt | ReC R BT PR ITEE

i stan| | g7 Microsoltword. | 5 Find Fles ram.. | B)News from the | [@Documenta .. || & @ @& (4 3» [@E2@D 5 niaru

10. Drag the WordArt text to the top of the pagéne with thel" top margin.

Place Text

Adding text with WordArt objects is similar to addj text with pictures. The text can be
placed above, below or around the WordArt objetthls exercise, you will type text below
the WordArt heading in the sample newsletter.

1. Try to click below the WordArt text.

The insertion point cannot be positioned belowMmdArt object.

2. Position the I-beam beneath the WordArt object @ouble click.

The insertion point is positioned beneath the dbjec
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. On the left margin, typ€olume 3, Issue 4

. Setaright tab &”.

. Press theTab> key and typd&ecember 2000

. PresEnter>.

. TypeAllendale High School

. PressTab> and typeJohn Goodman, Principal

© 00 N O 0 b~ W

. Save the file alews from the Pews

Insert Lines

You learned to insert lines from the Drawing Toolb&here are also decorative lines
available in Word 2000 using tl&orders and Shadingcommand from the menu. This is
one of the new features included in Word 2000.his e&xercise, you will learn to use this

new decorative line feature.

1. Click on the blank line above the t&dalume 3.

2. From the menu, choogermat then Borders and Shading...
3. Click on thgHorizontal Line...] option button.

TheClip Gallery displays Pictures.

4. Scroll through the Pictures and click on a fgour choice.
5. Click thelnsert clip button from the shortcut toolbar.

6. Click[OK] to close theClip Gallery window.

7. Click on the line beneath the téMtendale High School

8. Press theF4> function key.

TheClip Gallery window opens.

9. Select the line once again.

Lines appear above and below the newsletter header.

134



News from the Pews

YViolume 3, Tssue 4 Drecermber 2000
Allendale High School John Goodman, Principal

3.5 Creating header/footer, endnote, footnote

A header is a text that is added to the top mavfjgvery page such as a document title or
page number and footer is text added to the bothamgin.
There are four different types of header/footer
1. The same header/footer through out the document
2. Different first page-the first page has differeettler/footer from the rest of
the pages
3. Different odd/even-odd pages will have the sameléeiooter and even
pages will have the same header/footer but diftdrem the odd pages
4. Different header/footer for different sections afteserting different header
[footer in your document.
To select one of the options above, click pagepsatul select either different first page or
different odd/even.

Follow these steps to add or edit headers anéif®at the document:
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SelectView |Header and Footerfrom the menu bar. The Header and Footer toolbar
will appear and the top of the page will be highteg.
Type the heading in thideader box. You may use many of the standard text

formatting options such as font face, size, bd#dias, etc.

3. Click thelnsert AutoText button to view a list of quick options available.

4. Use the other options on the toolbar to add pagaoeus, the current date and time.

5. To edit the footer, click th8witch between Header and Footer buttoron the

toolbar.
When you finish adding headers and footers, cheldlose buttonon the toolbar.

How can you give page numbers fooyr document?

Page Numbers

Follow these instructions to add page numbersdocament.

1.

Selectinsert |Page Numbersrom the menu bar and the following dialog boxI wil
appear.

Select the position of the page numbers by choddiog of page" or "Bottom of
page" from thd?osition drop-down menu.

Select the alignment of the page numbers ilAdlignment drop-down menu.

4. If you do not want the page number to show on itisé page (if it is a title page, for

3.6

example), uncheck tHgéhow number of first pagebox.
Click OK when finished.

Mail merge operations

Mail merge is the process of merging or insertingtransferring personal information

(usually addresses) from one document into analbeument and combines them into a

single document. Commonly you can use mail mergenmss mailing.

To create for letters, you merge a mail documerth \&i data source. The main document

contains the text and other items that remain thesgrsion of the form letter. The data

source contains the information that varies in eaaision of the merged document, such as
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the names and addresses of the recipients of al&iter. You can use a new or existing
document as a main document. You can also operxiating data source. Mail Merge
process consists of three parts (major Steps)sasisied below:

Part I: Creating a main document

On theTools menu clickMail Merge ...

Click onCreate button and clickorm Letters ... option.

Click on eitherActive Window or New Main Documentcommand.

P w0 N PE

Click on edit button at the right side of tGeeate button and click on the form letter

name.

Part Il: Creating a Data Source
1. On theTools menu, clickMail Merge ...
Click Get Data button.

To create a new data source, cli¢leate Data Sourceoption.

A LN

Use theRemove Field Namebutton to remove unwanted field names in FEeld
names in header row list box.

Use theField Nametext box to enter new fields.

When you finish, cliclOk.

The Save Asdialog will appear, and save the data source file.

© N o u

From the confirmation dialog box displayed, click Bdit Data Sourceto edit the
data source or click dadit Main Document to edit the main document.

9. Enter the data in the data form dialog box, cAdd New button to add new records.
10. When you finish, cliclOk.

Part Ill: Merging the Data Source with the man document
After you complete the first and second péthis process:

1. Click where you want to insert the merge fields;
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2. Click Insert Merge Field button on theMail Merge toolbar, click the filed name
you want. Repeat 1 and 2 until you complete insgrfield names in their proper
place in the main document.

3. To merge the data source with the main documek oh Merge to New document
button on the Mail Merge toolbar. Finally, MS Waetkates a merged document by
the name "Form Letters1" and save this file by gelir

After inserting the field names to the main docutngau can use the Mail Merge toolbar to
add, modify or delete the data source, to find re@and to navigate through the data source.
You can also edit the main document and mergeatesburce to printer.

3.7 Printing
Page Margins

The page margins of the document can be changed tie rulers on the page and the Page
Setup window. The ruler method is discussed first:

1. Move the mouse over the area where the white ohlenges to gray.

J Fil= Edik i In==rk Foarmak Tool= Tabl= i ircdo
| = =& & v | 2 B B3 << | = -

- Times Mlevs Roman - 10 - | i ]

] - ] - 1
L=FLt Margin 2

Figure 3.1.11 Page margins using the ruler
2. When the cursor becomes a double-ended arrely ¢lick with the mouse and drag
the margin indicator to the desired location.

3. Release the mouse when the margin is set.
The margins can also be changed usindg’dige Setupdialog box:

1. SelectFile|Page Setupand choose thiglargins tab in the dialog box.

138



2. Enter margin values in thBop, Bottom, Left, andRight boxes. Théd°review
window will reflect the changes.

3. If the document hadeadersand/orFooters, the distance this text appears from the
edge of the page can be changed.

4. Click OK when finished.

Page Size and Orientation
Change the orientation page within the Page Seaalpgibox.
1. SelectFile |Page Setumand choose theaper Sizetab.
2. Select the proper paper size from the drop-downunen
Change the orientation froRortrait or Landscapeby checking the corresponding radio

button.

Print Preview and Printing
Preview your document by clicking the Print Previautton on the standard toolbar or by
selectingFile |Print Preview. When the document is ready to print, click thetRyutton

from the Print Preview screen or selEde |Print.

How do you select and cancel printer?
If there are more printers installed in your congowr if you are connected to more than one
printer, you can choose which one to use for thieeatijob at your hand by clicking on the
down arrow in the Name drop-down list box and mgddection among the list.
To cancel a printing job or a job waiting to benpeid, double-click the printer icon on the
status bar. In the printer window, click the jolb®cancelled and then click cancel printing

on the document menu.

AutoCorrect

Word automatically corrects many commonly missgeli®rds and punctuation marks with

the AutoCorrect feature. To view the list of wotHat are automatically corrected, select
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Tools |AutoCorrect. This may be a hidden featurelie the double arrows at the bottom of
the Tools menu listing if the AutoCorrect choicenet listed.

Many options including the accidental capitalizataf the first two letters of a word and
capitalization of the first word of the sentenca ba automatically corrected from this page.
If there are words you often misspell, enter therwgrand correct spellings in tReplace
andwith fields.

How can you check spelling error and grammar in Vérd documents?
Spelling and Grammar Check
Word will automatically check for spelling and gramar errors as you type unless you turn
this feature off. Spelling errors are noted indloeument with a red underline. Grammar
errors are indicated by a green underline. To disthlis feature, seledtools |Optionsfrom
the menu bar and click ti&pelling and Grammar tab on the dialog box. Unche¢kheck

spelling as you type"and"Check grammar as you type", and clickOK.

To use the spelling and grammar checker, follovs¢hsteps:

1. SelectTools |Spelling and Grammarfrom the menu bar.

2. TheSpelling and Grammar dialog box will notify you of the first mistake the
document and misspelled words will be highlighteded.

3. If the word is spelled correctly, click thgnore button or click thégnore All button
if the word appears more than once in the document.

4. If the word is spelled incorrectly, choose oneha# suggested spellings in the
Suggestiondox and click th&€hangebutton orChange All button to correct all
occurrences of the word in the document. If theemrspelling is not suggested,
enter the correct spelling in tiNot in Dictionary box and click th&€€hangebutton.

5. If the word is spelled correctly and will appeamiany documents you type (such as
your name), click thé&dd button to add the word to the dictionary so itl wo

longer appear as a misspelled word.
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As long as th&€heck Grammar box is checked in th8pelling and Grammar dialog box,
Word will check the grammar of the document in #ddito the spelling. If you do not want
the grammar checked, remove the checkmark fronbthis Otherwise, follow these steps
for correcting grammar:
1. If Word finds a grammar mistake, it will be shownthe box as the spelling errors.
The mistake is highlighted in green text.
2. Several suggestions may be given in$luggestiondox. Select the correction that
best applies and clickhange
3. If no correction is needed (Word is often wrong entiran it is right), click the
Ignore button.

Can you find the synonym for words in the Word dctionary?
Synonyms
Recent versions of MS Word have a new featureifigiirig synonyms. Simply right-click on
the word and sele@ynonymsfrom the shortcut menu. From the list of suggestedls,
highlight the word you would like to use or clitkesaurus...for more options.
Thesaurus
To use the thesaurus, sel@obls |Language |Thesaurusrom the menu bar or select it
from theSynonymsshortcut menu as detailed above.
A list of meanings and synonyms are given on thedaivs. Double-click on the words in
theMeaningsbox or click the_ook Up button to view similar words. Double-click words i
theReplace with Synonymbox to view synonyms of those words. Highlight #inerd you
would like to add and click thReplacebutton.
SELF-TEST EXERCISES

I. Write “True” for correct statement and “False” f or a wrong statement on the space
provided.

1.The use of styles in Word allows you tizgkjy format a document with a

consistent and professional look.
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2. If you once create a style in MS Word not possible to delete it.

3. DELETE key deletes text to the left @f thrsor.

4. We use Increase Indent and Decreasetlbdions on the formatting toolbar to
create lists of multiple levels.

. You can deselect a selected text byicicknywhere outside the selection.

. There is only one way of changing paggiman MS Word application.

. You do not need to highlight the celltheftable you want to format.

0o N O O

. We use the table properties dialog barddify the alignment of the table with
the body text and the text within the table.

9. Merging the data source with the mairudet is the first major step in Malil
Merge.

10. MS Word automatically corrects many comsnmisspelled words and
punctuation marks with AutoCorrect feature.

11. There is only one way of opening MS Wapplication.

12. The options on shortcut menus vary agpgron the element that was right-
clicked.

13.Text-editor word processors include nmoes and facilities as compared to full-
featured word processors.

14. Word processing packages such as MS pvovite you with easy ways of
correcting typing mistakes.

15. MS Word is the only word processing pgekavailable nowadays.

II. Choose the best answers from the alternativesrpvided

1. Highlight color option in the formatting toolb&rused to change:
a) Color of a text
b) Color behind a text selection
c) Style of a text
d) all
2. Which one of the following buttons does not exighe formatting toolbar?
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a) Font size
b) Style menu
c) Font size
d) None.
3. We use Font Style in the formatting toolbar:
a) To bold a text
b) To italicize a text
c) To underline a text
d) all
4. Which one of the following actions help you mduat) a text?
a) Highlight the text that will Ioeoved and select Edit |Cut from the menu bar
b) Click the Cut button on thenstard tool bar
c) Press CTRL+X at once.
d) all
5. Which one of the following activities will hejpu select whole paragraph?
a) Click any one word in theagnaph
b) Triple-lick with in the panagph
c) Double-click any one wordle paragraph
d) None
6. The Table and Borders toolbar allows you:
a) To add border styles
b) To add shading
c) To add text effects
d) All
7. Which one of the following is not possible?
a) Cancel a printing job
b) Select a different printemiore printers are installed
c) Viewing the appearance ef document before being printed
d) None.
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8. The contains the information thategain each version of the merged
document.
a) Main document
b) Data source
c) Title
d) N one.

9. To print your document, you require:
a) Printer installed to younguuter.
b) Printer connected to youmpaiter.
c) Paper to print your document
d) all

10. Which one of the following is possible afteeating a table?
a) Inserting rows
b) Deleting rows
c) Inserting column
d) all
11. To view shortcut menus you:
a) left-click the mouse
b) right-click the mouse
c) Double-click the mouse
d) all
12. Which one of the following is not possible usMS Word?
a) Renaming document
b) Creating document
c) Deleting document
d) None.
13. To open an existing MS Word document you can:
a) Click the Open File button be standard tool bar.
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b) Choodéle |Openfrom the menu bar.
c) Pre’STRL+O on the keyboard.
d) all
14. Which one of the following is true?
a) Press HOME key to go to end bhe.
b) Press END key to go to begigrof a line.
c) Press CTRL+END keys to go td ehthe document
d) all
15. Which one of the following is not a word progieg package?
a) WordPerfect
b) Easy Writer

c) MS Word
d) None
lll. Match the menu methods on the right to selectionsnahe left.

___1.0necell A. Table |Select |@ab
____2.0nerow B. Table |Selectu@wi
_____3.0necolumn C. Table |SeleatvR
4. Entire table D. Table |SelEet]
_____5.Multiple column E. Drag over the row selector
_____6.Multiple row F. Drag over the column selector

IV. Complete the following statements by filling the blank space with an appropriate

word/phrase

1. To quickly place text in a column format, clitle _ button on the standard toolbar.

2. Use button on the formatting toolbaalign your text.

3. In a picture toolbar, will add a esyriof borders to a graphic.

4. is a text that is added to the togimaf every page such as document title
or page number.

5. is a large letter that begingagpaph and drops through several lines of

text.
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6. The feature in Microsoft Wordwa# you to create fancy text in a
document.
7. To activate the WordArt feature, click on the menu options from

the pull-down menu.

8. To close WordArt, point and click outside then/Art

9. To add color to the text in WordArt, click oreth option button on the
WordArt Toolbar.

10. To insert a horizontal line in a Word documetitk on the button from the
Toolbar.

11. An easy way to format columns in Microsoft Wasdo click on the button

12

13.

w

14
15

16.

17
18

19.

20

on the Standard Toolbar.

. A column break can be inserted by clickinglos command

in the menu.
Pictures (can / cannot) be inserted in a deciwwith columns.

. To create watermarks, open the Toolbar.

. To place text in a drawing object behind texa idocument, click on the

option from the Drawing n@mnthe Drawing Toolbar

contains shortcut buttons in dalerake editing and formatting quicker

and easier.
. Pressing keys simultaneously helpsnove to top of a document.
. All open documents are listed under enun

allow you to access various wondmands faster than using the

options on the Menu bar.

are the most commonly used applicpackages which allow you

perform word processing functions.
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Chapter Four: Ms-Excel

Objectives:

Upon completion of this chapter, you will be alde t

start MS Excel,

identify components of a workbook and excel winddaments;

open and save workbooks;

add and rename a worksheet

explain and describe the functions of spreadshaeagement and its applications;
create, open and save spreadsheet files;

handle MS Excel files for finding and copying filesoving and renaming files and
converting files to and from other programs;

move around in workbooks, change, arrange, managkspace, organize display
and print settings;

edit cell contents, clear and delete cells, ormwisi and format the worksheet easily;
format text and cells, apply borders, shadingskipaxind patterns;

create formulas and auditing workbooks used foclqaalculation on a worksheet;
create a chart, format, add and change text ardidlat chart;

create drawing and importing pictures;

format, sort and search from spreadsheet list aedte and run queries to retrieve
data effectively;

create and edit chart using MS Excel;

create and edit drawing using MS Excel;

manage lists in MS Excel;

retrieve data when required;

summarize data in lists and tables;

add footer and/or header using MS Excel;

print document created using MS Excel.

summarize values in a list and tables effectively.
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4.1 Introduction

Spreadsheet software is an application programalaivs you to organize data, perform
calculations, make decisions, graphs data, andrgsereport and so on. With spreadsheet
software, based on the traditional accounting wuweks you can develop personalized
reports involving the use of extensive mathematidedancial, statistical and logical
processing. Its automatic calculation abilities c@ve you almost a life time of tedious
arithmetic.

Among the various types of spreadsheet software ctiapter will focus on Microsoft Excel
(MS Excel). Excel allows you to create spreadsheetsh like paper ledgers that can
perform automatic calculations. Each Excel file asworkbook that can hold many
worksheets. The worksheet is a grid of columnsigtesed by letters) and rows (designated
by numbers). The letters and numbers of the coluamalsrows (called labels) are displayed
in gray buttons across the top and left side ofwioeksheet. The intersection of a column
and a row is called a cell. Each cell on the ssbkaet has a cedlddress that is the column
letter and the row number. Cells can contain texinbers, or mathematical formulas. Thus,
I hope that in this chapter, you will acquire basidls on how to use MS Excel for different

purposes.

MS EXCEL BASICS, FILES AND WORKSHEETS
Microsoft Excel (MS Excel) is a spreadsheet progthat lets you manipulate and present
data in almost any way you choose. It is a replacgrfor accountants' columnar pad, pencil

and calculator.
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4.2 Creating, saving, closing, opening a work book

How are you going to start MS Excel?

Dear students! To open MS Excel, clstiart |programs |MS Excelor click MS Excel icon
on the office shortcut toolbar. After opening Acgegu will be presented with the standard

Spreadsheet window shown below.

call number box

formula box menu bar standard loolbar formatting toolbar

E2 Microsoft Excel - Baokl =12 ]
DR SRl sa@d ~-e= £ 2l @mE 2~ Sw - mru|EEE ¥
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worksheaet tab
scroll buttons workshest tabs

Figure 4.2.1 Elements of the MS Excel window
Adding and Renaming Worksheets
Dear students, basically, whenever you create, sévge or open a file in MS Excel; you are
creating, saving, closing or opening a workbookvdtkbook is a MS Excel file that
organizes several sheets in which you can worksso@ your data. The worksheets in a
workbook are accessible by clicking the workshabstust above the status bar. By default,
three worksheets are included in each workboolkadta sheet, select Insphtorksheet

from the menu bar
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It is possible to add potentially up to 255 differevorksheets in a workbook.
+ To rename the worksheet tab, right-click on thewéh the mouse and select

Renamefrom the shortcut menype the new nameand press thENTER key.
The Standard Toolbar

This toolbar is located just below the menu bdahattop of the screen when you open MS

Excel, and allows you to quickly access basic Eroeimands.

Print
New Save Preview CutCopy Paste Undo/Redo AutoSum  Sort Drawing Help

l l l — I s I |
JD@%|§@.§?|A&é§|nvnv%zfi¢ﬂﬂ|gﬂmn?@'@_|
| | | | | | |

Open Print Spelling Format Insert Paste Chart Zoom
Check Painter Hyperlink Function Wizard

Figure 4.2.2 Standard toolbar of MS Excel
New - Select File [New from the menu bar, or press CAR or click the new button to

create a new workbook.

Open - Click File |Open from the menu bar, or press C¥@8, or click the Open folder
button to open an existing workbook.

Save- The first time you save a workbook, select Fdave As and name the file. After the
file is named click File |Save or CTRL+S, or thev&autton on the standard toolbar.

Print - Click the Print button to print the worksheet.

Print Preview - This feature will allow you to preview the woheet before it prints. It
gives you options if you want to change or not.

Spell Check - Use the spell checker to correct spelling ercorshe worksheet.

Undo and Redo- Click the backward Undod” arrow to cancel the last action you
performed, whether it be entering data into a éetipatting a cell, entering a function, etc.
Click the forward Redo®” arrow to cancel the undo action.

150



Insert Hyperlink - To insert a hyperlink to a web site on the In&ty type the text into a cell
you want to be the link that can be clicked witl thouse. Then, click the Insert Hyperlink
button and enter the web address you want theddixtk to and click OK.

Zoom - To change the size that the worksheet appeattseoscreen, choose a different

percentage from the Zoom menu.

Can you customize Excel menus and toolbars?

Dear Students! If your answer to the above questidivyes”, you are absolutely right. It is
possible to do so. Customizing Excel menus and#oslis similar to customizing MS Word
menus and toolbars. Thus, refer chapter three dmuto “Customize MS Word Menus and

Toolbars”.

Toolbars
Many toolbars displaying shortcut buttons are add. Select View |Toolbars from the

menu bar to select more toolbars.

Close a Document
Close the current document by selecting File |Ctvsgick the Close icon if it's visible on

the Standard Toolbar, or click on the close bu#tbthe right corner of the menu bar.

4.3 Formatting cells and editing worksheets

Modifying a Worksheet

How can you add Rows/Columns and resize them inveorksheet?
Well! To add a row to a worksheet, select Infieaws from the menu bar, or highlight the
row by clicking on the row label, right-click witihe mouse, and choose Insert. Similarly,
add a column by selecting Ins¢Zblumns from the menu bar, or highlight the column
clicking on the column label, right-click with tmeouse, and choose Insert.
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As far as resizing Rows and Columns is concerreietare two ways to resize rows and
columns:

1. Resize arow by dragging the line below the lalb¢he row you would like to resize.
Resize a column in a similar manner by dragginditieeto the right of the label
corresponding to the column you want to resize, or

2. Click the row or column label and select FormatRideight or Format |Column
|width from the menu bar to enter a numerical @ddr the height of the row or
width of the column.

Selecting Cells and Moving Through Cells

Before a cell can be modified or formatted, it nfirst be selected (highlighted). See table
4.2.1.
Table 4.2.1 Selecting cell

Cells to select Mouse Action

One cell click once in the cell
Entire row click the row label
Entire column click the column label

Entire worksheet click the whole sheet button

drag mouse over the cells or hold down
Cluster of cells the SHIFT key while using the arrow
keys

To activate the contents of a cell, double-clicktloa cell or click once and press F2. Use the
mouse to select a cell you want to begin adding ttatind use the keyboard strokes listed in

table 4.2.2 to move through the cells of a workshee

Table 4.2.2 moving through cells

Movement Key Stroke
Onecellup....ccooviiiiii up arrow key
Onecelldown............oooiiiiiiiininn. down arrow key oENTER
Onecellleft ..., left arrow key
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Onecellright.......ccoooii . right arrow key oiT AB
Top of the worksheet (cell Al)............... CTRL+HOME
End of the worksheet (last cell containing
CTRL+END
data)....
End oftherow.............ccoiiis CTRL +right arrow key
End of the column.............................. CTRL +down arrow key
Anycell......oooo File |Go Tomenu bar command

Moving and Copying Cells

Moving Cells &

Dear student! To cut cell contents that will be me¥o another cell, select Edit |Cut from
the menu bar or click the Cut button on the stashtiaolbar.

Copying Cells

Well! To copy the cell contents, select Edit |Cdmm the menu bar or click the Copy

button on the standard toolbar.

Pasting Cut and Copied CellB
Highlight the cell you want to paste the cut oriedpcontent into and select E¢iaste from
the menu bar or click the Paste button on the stahidolbar.

Drag and Drop
If you are moving the cell contents only a shostaince, the drag-and-drop method may be
easier. Simply drag the highlighted border of thlected cell to the destination cell with the

mouse.

Freeze Panes

If you have a large worksheet with column and raadings, those headings will disappear
as the worksheet is scrolled. By using the Freeree®feature, the headings can be visible at

all times.
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1. Click the label of the row below the row that shtbtémain frozen at the top of the
worksheet.
2. Select Window |Freeze Panes from the menu bar.
To remove the frozen panes, select Window |Unfr&aress.

Formatting Cells
Formatting Toolbar
The contents of a highlighted cell can be formaiteshany ways. Font and cell attributes
can be added from shortcut buttons on the forngatiar. If this toolbar is not already visible

on the screen, select Vidhoolbars|Formatting from the menu bar.

center across cells incregsaf
font menu percent decrease
bald, italics, underline style decimal barder font colar

left center right
- comma increasef  fill color
font size justification . style decrease
style indent

Figure 4.2.3 Formatting toolbar
Format Cells Dialog Box
For a complete list of formatting options, righieklon the highlighted cells and choose
FormatCells from the shortcut menu or select Fori@als from the menu bar.

Format Cells

General
rMumber
Crrency
Accounking
Dake

Time
Percentages
Fracktion
Scienkific
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Figure 4.2.4 Cell Formatting dialog box
Number tab - The data type can be selected from the optiarthis tab. Select General if
the cell contains text and number, or another nigalecategory if the cell is a number that
will be included in functions or formulas.
Alignment tab - These options allow you to change the positiwh @ignment of the data
with the cell.
Font tab - the entire font attributes are displayed in thls including font face, size, style,
and effects.
Border and Pattern tabs - These tabs allow you to add borders, shadindbackground
colors to a cell.

Center across cells

To merge cells in a row or column and center thiecoatents, click Merge and Center icon
on the Formatting toolbar.

Dates and Times

If you enter the date "July 8, 2005" into a celltba worksheet, Excel will automatically
recognize the text as a date and change the faoni@tJuly-05". To change the date format,
select the Number tab from the Forr@atls window. Select "Date" from the Category box
and choose the format for the date from the type lidhe field is a time, select "Time"

from the Category box and select the type in thketiox. Date and time combinations are

also listed. Press OK when finished.

Styles

What do you think is the advantage of using styles MS Excel?

Dear students! Similar to what you have learneld$ Word, the use of styles in Excel also

allow you to quickly format your worksheet, providensistency, and create a professional
look. Select the Styles drop-down box from the fatting toolbar (it can be added by

customizing the toolbar). Excel provides severabpt styles such as:

Comma - Adds commas to the number and two digiste a decimal point.
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Commas [0] - Comma style that round to a whole rermb
Currency - Formats the number as currency with ardgign, commas, and two digits
beyond the decimal point.
Currencies [0] - Currency style that round to a lehmumber.
Normal - Reverts any changes to general numberaorm
Percent - Changes the number to a percent andagokeleent sign
Style Dialog Box: Create your own styles from thgl&Dialog Box.
1. Highlight the cell(s) you want to add a style to.
Select Format |Style from the menu bar.
Modify the attributes by clicking the Modify button
Check all the items under Style: includes thatstiyée should format.

a ~ N

Click Add to preview the formatting changes onwwrksheet.
6. Highlight the style you want to apply to the pagggr and click Apply.
Create a New Style
1. Select the cell on the worksheet containing the&dting you would like to set as a
style.
2. Click the Style box on the Formatting toolbar se stiyle name is highlighted.
3. Delete the text in the Style box and type the nafitbe new style.
4. Press ENTER when finished.

What is a Format Painter?

A handy feature on the standard toolbar for foringttext is the Format Pain < you
have formatted a cell with a certain font styletedéormat, border, and other formatting
options, and you want to format another cell ougrof cells the same way, place the cursor
within the cell containing the formatting you wantcopy. Click the Format Paintbutton

in the standard toolbar (notice that your pointwras a paintbrush beside it). Highlight the
cells you want to add the same formatting to. Tpydbe formatting to many groups of cells,
double-click the Format Painter button. The forpainter remains active until you press the
ESC key to turn it off.
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AutoFormat:Excel has many preset table formatting options. thede styles by following
steps:
1. Highlight the cells that will be formatted.
2. Select Format |AutoFormat from the menu bar.
3. On the AutoFormat dialog box, select the format waunt to apply to the table by
clicking on it with the mouse. Use the scroll bavtew all of the formats available.
4. Click the Optiondutton to select the elements that the formattiiigapply to.
5. Click OK when finished.

4.4 Working with formulas and functions

Formulas and Functions

Can you create mathematical formulas and execute fictions in MS Excel?
Yes! The distinguishing feature of a spreadsheegnam such as Excel is that it allows you
to create mathematical formulas and execute funsti@therwise, it is not much more than a

large table for displaying text. This page will shgou how to manage these calculations.

Formulas

Formulas are entered in the worksheet cell and rbegin with an equal sign=". The
formula then includes the addresses of the cellesehvalues will be manipulated with
appropriate operands placed in between. After trendla is typed into the cell, the

calculation executes immediately and the formwdalitis visible in the formula bar.

Linking Worksheets
You may want to use the value from a cell in anotherksheet within the same workbook
in a formula. For example, the value of cell Alhe current worksheet and cell A2 in the

second worksheet can be added using the formagt'shene! Cell address". The formula for
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this example would be "=Al1+Sheet2! A2" where thkigaf cell Al in the current

worksheet is added to the value of cell A2 in tleeksheet named "Sheet2".

Relative, Absolute, and Mixed Referencing

Calling cells by just their column and row labeds¢h as "F3") is called relativeferencing.
When a formula contains relative referencing ansl @opied from one cell to another, Excel
does not create an exact copy of the formula. lltohiange cell addresses relative to the row
and column they are moved to. For example, if graddition formula in cell C1 "=
(A1+B1)" is copied to cell C2, the formula wouldasige to "= (A2+B2)" to reflect the new
row. To prevent this change, cells must be calledisolutaeferencing and this is
accomplished by placing dollar signs "$" within tel addresses in the formula. Continuing
the previous example, the formula in cell C1 waeldd "= ($A$1+$B3$1)" if the value of

cell C2 should be the sum of cells A1 and B1. Bbthcolumn and row of both cells are
absolute and will not change when copied. Miref@grencing can also be used where only
the row OR column is fixed. For example, in theriafa "= (A$1+$B2)", the row of cell Al

is fixed and the column of cell B2 is fixed.

Basic Functions

Functions can be a more efficient way of perforrmmagthematical operations than formulas.
For example, if you want to add the values of delisthrough D10, you would type the
formula "=D1+D2+D3+D4+D5+D6+D7+D8+D9+D10". A shorteay would be to use the
SUM function and simply type "=SUM(D1:D10)". Usé€ to multiply numbers. For

example, if you want to multiply the values in c&ll and B1, you would type the formula
“=A1*B1". If you want, for instance, to calculat@% of a given number in cell A1, you
would type the formula “=0.72*A1. Similarly,” if yowant to subtract the value in B3 from
the value in A3, you would type the formula “=A33". Several other functions and

examples are given in the table 4.2.3.
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Table 4.2.3 Examples of basic functions and ttegcription

Jh

Function Example Description
SUM =SUM(A1:100) Finds the sum of cells A1 through00
SUM =SUM(A1,A100) Finds the sum of cells A1 and A10
AVERAGE | =AVERAGE(B1:B10) | Finds the average of céll$ through B10
Returns the highest number from cells C1 throug
MAX =MAX(C1:C100)
C100
Returns the lowest number from cells D1 throug
MIN =MIN(D1:D100)
D100
SQRT =SQRT(D10) Finds the square root of the vadwell D10
Returns the current date (leave the parentheses
TODAY =TODAY()

empty)

Function Wizard #

You can view all functions available in Excel byngsthe Function Wizard. To do so:

1. Activate the cell where the function will be placaat click the FunctiokVizard

button on the standard toolbar.

2. From the PastBunction dialog box, browse through the functioplcking in the

Functioncategory menu on the left and select the functiomfthe Functiomame

choices on the right. As each function name isligbted, a description and example

of use is provided below the two boxes.

3. Click OK to select a function.

4. The next window allows you to choose the cells widdtbe included in the function.
5. Click OK when all the cells for the function haveen selected.

Activity 1

time allocated 10 minutes

1. Open the workbogbayroll and create the following table on sh8atary.

ABC Company Payroll form 001
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No Name Salary Deduction Pension Net Salary

(3%) (4%)
1 Kebede Girma 450
2 Bekele Churbo 1200
3 Demelash Argaw 1370
4 Yihenew 980
Sewuyew
5 Kula Milkessa 2250
2. Insert a column between Deduction and Netrgahnd name iGross
salary.

3. Calculate deductiom gension by writing a formula in deduction and
pension columns to calculate the deduction andipan
4. Calculate gross salay writing a formula in gross salary column to
calculate the gross salary.
5.Calculate net salary.
6.Save the workbook.
7. Close the workbook and exit MS Excel.
Auto sum &
Use the Auto sum function to add the contentsdbister of adjacent cells.
1. Select the cell that the sum will appear in, tsatutside the cluster of cells whose
values will be added. Cell C2 was used in this elam
2. Click the Autosum button (Greek letter sigma) on the standarithéoo
3. Highlight the group of cells that will be summeel{s A2 through B2 in this
example).
4. Press the ENTER key on the keyboard or click tleemgrcheck mark button on the

formula ba+.
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4.5 Sorting and filtering

Basic Sorts2+ &+
To execute a basic descending or ascending satllmasone column, highlight the cells that
will be sorted and click the Sokscending (A-Z) button or SoRescending (Z-A) button on

the standard toolbar.

Complex Sorts

To sort by multiple columns, follow these steps:

1.
2.
3.

Highlight the cells, rows, or columns that will berted.

Select DatpSort from the menu bar.

From the Sort dialog box, select the first colurandorting from the SoBy drop-
down menu and choose either ascending or descending

Select the second column and, if necessary, the $birt column from the TheBy
drop-down menus.

If the cells you highlighted included the text hiegs in the first row, mark mhlyst
has...Heademow and the first row will remain at the top of therksheet.

Click the Options button for special non-alphabeticumeric sorts such as months
of the year and days of the week.

Click OK to execute the sort.

Auto fill
The Auto fill feature allows you to quickly fill de with repetitive or sequential data such as

chronological dates or numbers, and repeated text.

1.

Type the beginning number or date of an incremegrgeries or the text that will be
repeated into a cell.

Select the handle at the bottom, right corner efa#ll with the left mouse button and
drag it down as many cells as you want to fill.

Release the mouse button.
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If you want to auto fill a column with cells disgiag the same number or date you must
enter identical data to two adjacent cells in aicoi. Highlight the two cells and drag the

handle of the selection with the mouse.

Alternating Text and Numbers with Auto fill

The Auto fill feature can also be used for alten@atext or numbers. For example, to make a
repeating list of the days of the week, type theesedays into seven adjacent cells in a
column. Highlight the seven cells and drag dowrhwhie mouse.

Auto filling Functions

Auto fill can also be used to copy functions. He example below, column C and column D
each contain lists of numbers and column F conthi@sums of columns C and D for each
row. The function in cell F2 would be "=SUM (C2:D2This function can then be copied to
the remaining cells of column F by activating ¢&tl and dragging the handle down to fill in
the remaining cells. The auto fill feature will amtatically update the row numbers as shown

below if the cells are referenced relatively.

Filtering

Filtering is a quick and easy way to find and watith a subset of data in a list. A filtered
list displays only the rows that meet the critgioa specify for a column. Microsoft Excel
provides two commands for filtering lists: AutoEilt which includes filter by selection, for
simple criteria; and Advancédsllter, for more complex criteria. Unlike sortirfgtering does
not rearrange a list. Filtering temporarily hidess you do not want to be displayed. When
Excel filters rows, you can edit, format, chartdgmint your list subset without rearranging

or moving it.
When you use the AutoFilter command, AutoFilteoas appear to the right of the column

labels in the filtered list. Microsoft Excel indies the filtered items with blue. You use

custom AutoFilter to display rows that contain ertlone value or another. You can also use
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custom AutoFilter to display rows that meet moranttone condition for a column; for

example, you might display rows that contain valéhkin a specific range.

To work with filter, click a cell in the list you ant to filter. On the Data menu, point to

Filter, and then click AutoFilter or Advancé&dlter as per your need.
4.6 Working with charts and graphics

Microsoft Excel (MS Excel) is a spreadsheet progihiat also lets you manipulate and
present data in graphics and charts.

Charts

Charts allow you to present data entered into theksheet in a visual format using a variety

of graph types. Before you make a chart you must éinter data into a worksheet.

Chart Wizard il
The Chart Wizard brings you through the processediting a chart by displaying a series of
dialog boxes.

1. Enter the data into the worksheet and highlightredicells that will be included in
the chart including headers.

2. Click the Chart Wizard button on the standard taoto view the first ChaMVizard
dialog box.

3. ChartType - Choose the Chastpe and the Chadubtype if necessary. Click Next.

4. ChartSourceData - Select the data range (if different fromdhea highlighted in
step 1) and click Next.

5. ChartOptions - Enter the name of the chart and titlesHe X- and Y-axes. Other
options for the axes, grid lines, legend, datallgl@nd data table can be changed by
clicking on the tabs. Press Next to move to thda sekof options.

6. ChartLocation - Click Asnewsheet if the chart should be placed on a new, blank
worksheet or select Asbject if the chart should be embedded in an exgstheet

and select the worksheet from the drop-down menu.
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7. Click Finish to create the chart.

Resizing and Moving the Chart

To resize the chart, click on its border and dnag af the nine black handles to change the
size. Handles on the corners will resize the ghiaportionally while handles along the lines
will stretch the chart. To move a chart, selectlibader of the chart, hold down the left
mouse button, and drag the chart to a new locataments within the chart such as the title
and labels may also be moved within the chart k@it the element to activate it, and use
the mouse to drag the element to move it. Chamdtting tool bar look like the one

indicated in figure 4.5.6.

display data
by rovew ar
by colurmmm

fourmat =g
chart aobjects. list Bustt-om to-gale

Zhark ares = = | h- - | [==] @ | B3 | 01 | ‘:?5 =
-\::I":ar‘r_ -c:lar_alt.sble amngle
Ty e e et

Figure 4.2.5 Chart Formatting toolbar
Chart Objects List - To select an object on the chart to format, clfek dbject on the chart
or select the object from the Ch@mbjectsList and click the Formatutton. A window
containing the properties of that object will thegspear to make formatting changes.
Chart Type - Click the arrowhead on the chart type buttosdlect a different type of chart.
Legend Toggle- Show or hide the chart legend by clicking tloiggle button.
Data Table view- Display the data table instead of the chartllmking the Data Table
toggle button.
Display Data by Column or Row- Charts the data by columns or rows accordirtyeo
data sheet.
Angle Text - Select the category or value axis and clickAhgle Downward or Angle
Upward button to angle the selected by +/- 45 degyre
Copying the Chart to Microsoft Word
A finished chart can be copied into a Microsoft Wdocument. Select the chart and click

Copy. Open the destination document in Word aruk ¢haste.
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4.7 Page properties and printing

Page Properties
Page Breaks
To set page breaks, within the worksheet, selectdtv you want to appear just below the
page break by clicking the row's label. Then chdosert |Page Breakfrom the menu bar.
You may need to click the double down arrow atlibtom of the menu list to view this

option.

Page Setup
Select FilgPageSetup from the menu bar to format the page, segimgrand add headers
and footers.

Page -Select the Orientation under the Page tab in tige Batup window to make the page
Landscape or Portrait. The size of the workshegherpage can also be formatted under
Scaling. To force a worksheet to print only onegaide so all the columns appear on the

same page, select Fit to 1 page(s) wide.

Margins - Change the top, bottom, left, and right marginsauride Margins tab. Enter
values in the header and footer fields to inditete far from the edge of the page this text

should appear. Check the boxes for centering hotatly or vertically on the page.

Header/Footer -Add preset headers and footers to the page byimljcke drop-down
menus under the Header/Footer tab. To modify aeptesader or footer, or to make your
own, click the Custorikleader and Custofooter buttons. A new window will open

allowing you to enter text in the left, center right on the page.

page nurmmbeer cdete tiTe tals nlar'ne.-
| SR = = ="
format et tmallnumt}er file r'nlame

of pages

Figure 4.2.6 Header/footer dialog box
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Format Text - Click this button after highlighting the text¢bange the font, size, and style.

Page Number- Insert the page number of each page.

Total Number of Pages- Use this feature along with the page numberdate strings such
as "page 6 of 36". This indicates tH&age of a document containing 36 pages.

Date - Add the current date.

Time - Add the current time.

File Name- Add the name of the workbook file.

Tab Name- Add the name of the worksheet's tab.

Sheet -Check Gridlines if you want the gridlines dividitige cells to be printed on the page.
If the worksheet is several pages long and onlyiiteepage includes titles for the columns,

select Rowdo repeatattop to choose a title row that will be printedtz top of each page.

Printing

Print Preview

Select FilglPrint Preview from the menu bar to view how the worksha#tprint. Click the
Next and Previous buttons at the top of the wintlodisplay the pages and click the Zoom
button to view the pages closer. Make page layadifications needed by clicking the Page
Setup button. Click Close to return to the worksloe®rint to continue printing.

Print: To print the worksheet, select F|Rrint from the menu bar.

Print Range - Select either all pages or a range of pagesitib. p

Print What - Select selection of cells highlighted on the katieet, the active worksheet, or
all the worksheets in the entire workbook.

Copies- Choose the number of copies that should begatir€heck the Collate box if the
pages should remain in order.

Click OK to print.

Activity 2

1. Open the workbook payroll and create the followtaigie on sheet Salary.
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2. Sort the data first by Name ascending order and the Salary descending
order.

3. Use AutoFilter to filter out those&) whose salary is 980, b) whose salary is less
than 500 or greater than 1000 c) Whose name begfingd.

4. Apply Borders, alignments, text color, anddhg, as you want in your
table.

4. Create a 3-D pie chart for Name and Salary as m&&tsand format it as you
like.

5. Save the workbook Payroll.

6. Close the workbook and exit MS Excel.

SUMMARY

Spreadsheet software is used mainly to manipulateerical data. The result of such
manipulation of data is used in making useful dens on a particular application. Functions
of various categories are provided to handle vartypes of computations. Ms Excel is one
of the most popular spreadsheet software packages.

Different types of charts and tools to enhance adatmpn are also available in MS Excel, so
that tables of numbers in a spreadsheet can besemed pictorially in more descriptive
ways. Moreover, MS Excel has tools to do some @aloperations like: sorting, searching
and filtering.

SELF TEST EXERCISE

I. Write “True” for correct statement and “False” f or wrong statement on the space
provided.
1. Different MS Excel toolbars are useduicldy access basic Excel commands.
2. Columns in MS Excel are designated byhaug
3. To rename the worksheet tab, we can-clgt on the tab with the mouse and
select Rename from the shortcut menu.
4. Customizing MS Excel menu is similartat of MS Word.
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5. Each MS Excel file is a worksheet thattoald many workbooks.

6. Before a cell is modified or formatteédanust first be selected (highlighted).

7. If you are moving the cell contents aghort distance, the drag-and-drop

method may be easier.
8. Functions can be a more efficient wgyeoforming mathematical operations
than formulas.

9 We can press (use) CTRL+HOME keys to gopmf the worksheet.

10 After the formula is typed into a céle formula is visible in the formula bar.

11. If we want to edit an image, we sholitk on the image once with a mouse.

12. To print the worksheet, seleite|Print from the menu bar.

13. Itis not possible to copy MS Excel theo a Microsoft Word document.

14. Auto fill can be used to copy functions.

15. Before you can make a chart, you misttdter data into a worksheet.
II. Choose the appropriate answer among the alterrniaves given for each of the
following questions and write the letter correspondhg to the correct answer on the
space provided.

1. The letters and numbers that are usiel@ntify columns and rows are known as

a) Pages
b) Orders
c) Labels
d) all
2. Which one of the following is not a fuastof spreadsheet software?
a) Organize data
b) Perform calculation
c) Generate report
d) None
3. Cells in MS Excel can contain:
a) Text
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4,

b) Number

c) Mathematical formula

d) all

Which one of the following icon is noasable in MS Excel standard toolbar?
a) AutoSum

b) Font

c) Paste Function

d) all

. How many worksheets are included in &laok by default?

a) One
b) Two
c) Three
d) None

. To activate the contents of a cell:

a) Double-click on the cell

b) Click once on the cell anédgs F2
c) Double-click the column heagli
d)aandb

. If we press CTRL +down arrow key, we move

a) End of the column

b) One cell down

c) Top of the worksheet
d) None.

. Clicking the paste button on the stanttaibar is the same as:

a) Selecting Editaste from the menu bar
b) Highlight the cell

c) Press CTRL+O on the keyboard

d) all
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10. Which one of the following formula firtth® sum of cells A10 through A45?

a) SUM (A1:A45)
b) SUM (A10:A45)
c) SUM (A10-A45)
d) all

11. If you want to select entire column:
a) Click the whole sheet button
b) Click the row label
¢) Click once in the cell
d) None
12. Which one of the following is not trueem we work with pictures in MS
Excel?
a) Click and drag the handlesetize the image
b) The handles on the corneresthe image proportionally
c) The handles on the straigied stretch the image
d) None.
13. When we use filter, Microsoft Excel aades the filtered items with
color.
a) Blue
b) Green
c) Red
d) None
14. Afiltered list displays only the rowsit meet the you specify for a
column.
a) Address
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b) Label
c) Criteria
d) all
15. Which one of the following buttons beg®to Chart Formatting toolbar?
a) Legend toggle
b) Format button
c) Chart type
d) all

16. The Auto fill feature allows you to ddycfill cells with:
a) Repetitive data
b) Sequential data
c) Repeated text
d) all
lll. Complete the following statements by filling the blank space. With an appropriate
word.
1. Each cell on the spreadsheet has a t is tha column letter and the row
number.
2. in MS Excel is designated by letters.
3. MS Excel is a program (package).

4. Worksheets in a workbook are accessible by idgk

5. The intersection of a column and a row is cadled

“_n

6. is entered in the worksheet cellnamst begin with an equal sign “=".

7.Toadd a to a worksheet, highlightow by clicking on the row label,

right-click with the mouse, and chodsesert.
8. To copy a formatting to many groups of celljlde-click the button.
9. By using feature, we can make padsvorksheet visible at all times.

10. Calling cells by just their column and row |bis called
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11. toolbar allows you to draw a numbegeafmetrical shapes, arrows, flow chart

elements, stars, and more on the worksheet.

12. Is a quick and easy way to find andkwiith a subset of data in a list.

13. brings you through the process of icigatchart by displaying a series of
dialog boxes.

14. Select the under page tab ipage setup window to make the page

Landscape or Portrait.

15. allows you to present data ahtsete the worksheet in a visual format

using a variety of graph types.
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Chapter Five: Ms-Access

Objectives:
At the end of the unit, you will be able to perfotine following basic activities:

+ understand and make use of computerized databatensydeveloped for different
activities.,

+«+ create your own small and simple databases.,

¢ create easily manageable data handling (keepinghamésms.,

++ create easy data accessing mechanism.,

¢+ generate required report from a database.,

% define a database;

«+ explain role of MS Access software in office auttioa

+«» discuss basic steps in designing a database;

% use MS-Access to create database;

< create files (tables).,

++ add records to your database;

+«+ move around in the records in your table;

+ design and create queries.;

¢ retrieve information from your database;

+ edit and delete records;

+« perform different activities on the contents of fites;

++ search for a particular record;

¢+ sort your records in alphabetical or numerical oread

+¢ identify and work on Legal databases
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5.1 Introduction
Database Management Systems (DBMS) is a softwarteighused to create, store, modify
and access data in a database in a uniform waymBe purpose of DBMS is to make data

available to you when required.

The detail of DBMS in general and MS Access inipatar will be given emphasis in this
chapter. The need for computerized database andddesign and manage MS Access will
be broad discussed. In general, this chapter dsnsfighree sections. The first section deals
with basics of database management, MS Accessadhekt the second section focuses on
locating and editing data, and the last sectiochies how you can work on forms and

generate reports.

Database and Database Management Systems

The purpose of this section is introducing you wité different preliminary concepts
regarding database that are important througheuttapter. The section deals with what
database is, commonly used database terms, stepsate a database, and features of MS
Access. It also covers techniques of creating daland tables using MS Access

Would you define the term database and Database Magement Systems?

Well! A database is a collection of related infotioa. It is an organized collection of data
(information) that provides a way of finding themd information quickly and easily. A
Database Management System (DBMS) is a softwargrgmo that lets you create databases
and then manipulate data in them. Most of todagtlolase management systems, including
Access are called Relational Database Managemesieify. In a Relational Database
Management System, data is organized as a coltecfitables. A relationship between two

tables in a relational DBMS is formed through a omon field.
Dear students! There are also other terminolodiasdre used often in Access so you need

to become familiar with them before using the MSéss. Among these, the major ones are

object, table, field, record, design view and da¢as$ view.
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Good! An object is a competition in the databasehsas a table, query, form, or macro. A
table is a grouping of related data organized @td§ (columns) and records (rows) on a
datasheet. By using a common field in two tables,data can be combined. Many tables can
be stored in a single database. A field is a coloma datasheet and defines a data type for a
set of values in a table. For a mailing list taiblenight include fields for first name, last
name, address, city, state, zip code, and telephomber. A record in a row on a datasheet
is a set of values defined by fields. In a mailiisgtable, each record would contain the data
for one person as specified by the intersectinigldieDesign View provides the tools for
creating fields in a tabldatasheeView allows you to update, edit, and delete infotiora

from a table.

Working on basics of MS Access
Would you guess basic steps in designing a database
Well! The following are the basic steps followedd@signing a database: (each of the steps

is practically discussed in one way or the otheide the chapter)

A good database design is the keystone to cred#gadase that does what you want it to do
effectively, accurately, and efficiently. To comp with a good database, there are basic
steps to follow. The first step in designing a date is to determine its purpose and how it is
to be used. You need to know what information ya@ntMfrom the database. From that, you
can determine what subjects you need to store tdmsit (the tables) and what facts you

need to store about each subject (the fields inaibie).

Second, determine the tables you need. Determthim¢ables can be the trickest step in the
database design process. That is because thesrgsultwant from your database donot
necessarily provide clues about the structure etables that produce them. It may be better
to sketch out your design on paper first. Thirdlgtermine the fields that make up the tables

followed by identifying the field with unique value each record. Fourthly, determine the
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relationship between tables followed by refininguyalesign for any modification in the
design. Then, enter data and create other dataiigsets. Finally, use Microsoft Access

analysis tools in order to refine the design ofndicrosoft Access database.

How are you going to start MS Access?

To open MS Access, clicBtart |[Programs |[MS Access

After opening Access, you will be presented with indow shown in figure 5.3.1. Select
one of the first two options if you are creatingeav database or the third if you want to edit
an existing database. All three choices are exgthin detail below.

Microsoft Access

More Files. ..

Figure 5.3.1 Initial MS Access dialog box

Blank Access database
1. You must save an Access database before you sigking on it. After selecting
"Blank Access database”, you will first be promptedpecify a location and name
for the database.
Find the folder where the database should resitleeilsaven drop-down menu.

2. Type the name of the database in the iF@me line and click the Create button.
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Open an existing database

If the database was opened recently on the compuvel be listed on the main window.
Highlight the database name and click OK. Otheryhgghlight "More Files..." in the list
and click OK. From the subsequent window, click'theok In:" drop-down menu to find
the folder where the database is located, hightiglhtlatabase name in the listing and click
OK.

Database Window

The Database Window organizes all of the objectherdatabase. The default tables listing
provide links for creating tables and will list afl the tables in the database when they have
been added.

g= db1 : Databaze

]

_reakte table by using wizard

_ ) _reate table bw entering data
Dueries

Forms
Reporks
FPages
Macros
Modules

e

Fawvarites

Figure 5.3.2 The Database Window
Design View
Design View customizes the fields in the databasthat data can be entered. Click once on
the Desigrndatasheetiew toggle located below the file command to switchngestn design

view and datashegtew. The design view looks like the one shownigufe 5.3.3.
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Datasheet View
The datasheet allows you to enter data into thebdate. The datasheet view looks like the

one shown in figure 5.3.4.

5.2 Creating Tables

Working on tables

Tables are grids that store information in a datatsamilar to the way an Excel worksheet
stores information in a workbook. Access providesé ways to create a table for which
there are icons in the Database Window. Doublécditthe icons to create a table.
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E Mailing List : Table

| ||  FieldMame [ DataType [ = Descripon 00000 [a]
52" [ railing LiskID Sukokumber
|_ Firstr'-.lame Texk
[ LastMame Text
| Aaddress Texk
Texk
Texk
Pr=talCndr Text

Figure 5.3.3 Table design view
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record selector

Microsoft Access

fiter by selection /

123 Main Street

fiter by form

Ft. Myers

new database

record window

123 Main Street

Ft. Myers

452 215t Aw

Maples

NEW recors

first record

|last

next record

T e -Tale as 'HiLE
previous record el

Figure 5.3.4 Table datasheet view
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Createtablein Designview will allow you to create the fields of the tabThis is the most
common way of creating a table and is explainedeitail below.Createtable usingwizard
will step you through the creation of a tab&eatetable by enteringdata will give you a
blank datasheet with unlabelled columns that laoksh like an Excel worksheet. Enter data
into the cells and click the Save button. You wid prompted to add a primary key field.
After the table is saved, the empty cells of thtaslaeet are trimmed. The fields are given
generic names such as "Field1", "Field2", etc. &mame them with more descriptive titles
that reflect the content of the fields, select FarfRenameColumn from the menu bar or
highlight the column, right-click on it with the mse, and select Renar@®lumn from the

shortcut menu.

How can you create a Table in Design View?
Design View will allow you to define the fields the table before adding any data to the
datasheet. The window is divided into two part&y@pane for entering the field name, data

type, and an option description of the field, arlmbtom pane for specifying field properties.

Primary Key

Every record in a table must have a primary key diféerentiates it from every other record
in the table. In some cases, it is only necessadgsignate an existing field as the primary
key if you are certain that every record in thdeakill have a different value for that
particular field. An ID number is an example okaard whose values will only appear once

in a database table.

Designate the primary key field by right-clicking the record and selection Primdtgy
from the shortcut menu or select EffitimaryKey from the menu bar. The primary key field
will be noted with a key image to the left. To rera@ primary key, repeat one of these

steps.
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If none of the existing fields in the tablill produce unique values for every record, a
separate field must be added. Access will prompttgacreate this type of field at the
beginning of the table the first time you savetdigde and a primary key field has not been
assigned. The field is named "ID" and the data tgpauto number". Since this extra field
serves no purpose to you as the user, the autoeruype automatically updates whenever a
record is added so there is no extra work on yautr. p

Actvity 1: Keeping track of your books - Time docated: 10 minutes
Build a database and table for your personal libray that enables you to keep track of
the author, title, type of book (reference, mystery biography, and so on), and the

publication date of each of your books.

LOCATING AND EDITING DATA

After you create a database and table wamt to be able to use them. In order for your
database to be useful, you have to enter datatlwtdable. One reason databases are so
useful is that you can work with the records aftaun enter them. Unlike paper filing system,
you can easily change a record in the table ofbdata software to correct a mistake or to

update the information.

Adding, Editing and Deleting records

How can you add, edit and delete record to your tdb?

Well! Add new records to the table in datasheetwi®/ typing in the record beside the
asterisk (*) that marks the new record. You caro akck the new record button at the
bottom of the datasheet to skip to the last emptpnd. To edit records, simply place the
cursor in the record that is to be edited and ntakenecessary changes. Use the arrow keys
to move through the record grid. The previous, nérdt, and last record buttons at the
bottom of the datasheet are helpful in maneuvehngugh the datasheet. Delete a record on
a datasheet by placing the cursor in any fielchefrecord row and select E{liteleteRecord

from the menu bar or click the Deld®e&cord button on the datasheet toolbar.
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Adding and Deleting Columns

Although it is best to add new fields (displayeccakimns in the datasheet) in design view
because more options are available, they can alspickly added in datasheet view.
Highlight the column that the new column shouldegto the left by clicking its label at the
top of the datasheet and select Inggolumn from the menu bar. Entire columns can be
deleted by placing the cursor in the column andctiglg Edit|DeleteColumn from the menu

bar.

Resizing Rows and Columns

The height of rows on a datasheet can be changeldagging the gray sizing line between
row labels up and down with the mouse. By changfiegheight on one row, the height of all
rows in the datasheet will be changed to the neweva&olumn width can be changed in a
similar way by dragging the sizing line betweenuoohs. Double click on the line to have
the column automatically fit to the longest valdele column. Unlike rows, columns on a
datasheet can be of different widths. More exalitesacan be assigned by selecting Format
|Row Height or FormatColumnWidth from the menu bar.

Freezing and Hiding Columns

Why do you need the freeze and hide columns?

Well! Similar to freezing panes in Excel, columnsan Access table can be frozen. This is
helpful if the datasheet has many columns and aeledata would otherwise not appear on
the screen at the same time. Freeze a column loynglahe cursor in any record in the
column and select Format |Freeze Columns from teeunbar. Select the same option to
unfreeze a single column or select Format |UnfreizeColumns. Columns can also be
hidden from view on the datasheet although they nat be deleted from the database. To
hide a column, place the cursor in any record endblumn or highlight multiple adjacent
columns by clicking and dragging the mouse alorggdblumn headers, and select Format

|[Hide Columns from the menu bar. To show colummas kiave been hidden, select Format
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|Unhide Columns from the menu bar. A window dispigyall of the fields in the table will
be listed with check boxes beside each field nabieck the boxes beside all fields that
should be visible on the data table and click thes€ button.

Finding and Replacing Data in a Table

Data in a datasheet can be quickly located by usiad-ind command.
1. Open the table in datasheet view.
2. Place the cursor in any record in the field that want to search and select Edit
|Find... from the menu bar.
3. Enter the value criteria in the Find What box.
4. From the Look In drop-down menu, define the arethefsearch by selecting the
entire table or just the field in the table yougald your cursor in during step 2.
5. Select the matching criteria from Match to andictize More >> button for
additional search parameters.
6. When all of the search criteria are set, clickFired Next button. If more than one
record meets the criteria, keep clicking Find Naxtil you reach the correct record.
The replace function allows you to quickly replacgingle occurrence of data with a new
value or to replace all occurrences in the endébdet
1. Select Edit |Replace... from the menu bar (or diekReplace tab if the Find window
is already open).
2. Follow the steps described in the Find procedursdéarching the data that should be
replaced and type the new value of the data ifRéq@ace With box.
Click the Find Next button to step through occuceshof the data in the table and click the
Replace button to make single replacements. Cliddte All to change all occurrences of

the data in one step.
Check Spelling and AutoCorrect

The spell checker can be used to flag spellinggirotext and menu fields in a datasheet.

Select Tools [Spelling from the menu bar to actithe spell checker and make corrections
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just as you would use Word or Excel. The AutoCdrfeature can automatically correct

common spelling errors such as two Initial Capjtedgitalizing the first letter of the first

word of a sentence, and anything you define. Sélecots |AutoCorrect to set these features.

Table Relationships

To prevent the duplication of information in a deae by repeating fields in more than one

table, table relationships can be establishedtofields of tables together. Follow the steps

below to set up a relational database:

1.
2.

Click the Relationships button on the toolt=s,

From the Show Table window (click the Show Tablé&dmuon the toolbar to make it
appear), double click on the names of the tableswauld like to include in the
relationships. When you have finished adding talidisk Close.

To link fields in two different tables, click andad) a field from one table to the
corresponding field on the other table and rel¢iasenouse button. The Edit
Relationships window will appear. From this wind®elect different fields if
necessary and select an option from Enforce Refatémntegrity if necessary. These
options give Access permission to automatically enetkanges to referential tables if
key records in one of the tables are deleted oatgod Check the Enforce Referential
Integrity box to ensure that the relationshipsveaied and that the data is not
accidentally deleted when data is added, editedel@ted. Click Create to create the
link.

A line now connects the two fields in the Relatiops window.

5. The datasheet of a relational table will providpand and collapse indicators to view

sub datasheets containing matching information frleenother table. In the example
below, the student address database and studeiet gatabase were related and the
two can be shown simultaneously using the expaaitife. To expand or collapse all
sub datasheets at once, select Format |[Sub dat¢iskpand All or Collapse All from

the toolbar.
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Sorting and filtering allow you to view recordsartable in a different way either by
reordering all of the records in the table or viewly those records in a table that meets

certain criteria that you specify.

Sorting and filtering

You may want to view the records in a table infeedent order than they appear such as
sorting by a date or in alphabetical order.Follbese steps to execute a simple sort of
records in a table based on the values of one field

1. Intable view, place the cursor in the column gt want to sort by.

2. Select Records |Sort |Sort Ascending or Recordy [Sart Descending from the

menu bar or click the Sort Ascending or Sort Dedoenbuttons on the toolbar.

To sort by more than one column (such as sortinddtg and then sorting records with the
same date alphabetically), highlight the columnglimking and dragging the mouse over the

field labels and select one of the sort methodsdtabove.

ZFilter by Selection
To Filter by Selection, place the cursor in thédfinat you want to filter the other records by
and click the Filter by Selection button on thellbao or select Records |Filter |Filter By

Selection from the menu bar.

Filter by Form, Saving and Removing a Filter

If the table is large, it may be difficult to firthe record that contains the value you would
like to filter by using Filter by Form may be advageous instead. This method creates a
blank version of the table with drop-down menusdach field that each contains the values
found in the records of that field. Under the défdwok for tab of the Filter by Form
window, click in the field to enter the filter agiia. To specify an alternate criteria if records
may contain one of two specified values, click thgab at the bottom of the window and
select another criteria from the drop-down menurévw tabs will appear after one criteria

is set to allow you to add more alternate critéoiathe filter. After you have selected all of
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the criteria you want to filter, click the Apply It&r button ™ on the toolbar. The filtered
contents of a table can be saved as a query bgtisgld=ile |Save As Query from the menu
bar. Enter a name for the query and click OK. Therg is now saved within the database.
To view all records in a table again, click the isged Apply Filter toggle button on the
toolbar.

Print a Datasheet

Datasheets can be printed by clicking the Printdoudn the toolbar or select File |Print to

set more printing options.

Activity 2: Cataloguing your books - Time allocéed: 20 minutes

In activity 1, that is in what you did for this abter in section 1, you created a Library
database with a table for your books. Now you a@rreactual information about your book
collection into this database table. Because yoy nwd have access to your personal book
collection while you work through this unit, somealx information is provided for you.
Type the following information into the Books table

Table 5.3.1 Book issue information

First Name Father Name Book Title Type of Book Publication Date
A3lem Alemayehu Arengwade Feres Romance 1940
Siragj Daniel Yehenew Mystery 1996
Musa Muhammad Yaager Lej Fiction 1984
Mamo Wedneh Yeberehaw Tekula Mystery 1985
Berhanu Zerihun Maebel Fiction 1986
Merrill Markoe What interesting Dogs  Humor 1992

5.3 Creating Queries
What do you think is the main purpose of query?

Well! Queries select records from one or more wliea database so they can be viewed,

analyzed, and sorted on a common datasheet. Thkimgscollection of records, called a
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dynast (short for dynamic subset), is saved astabdae object and can therefore be easily
used in the future. The query will be updated whenéhe original tables are updated. Types
of queries are selegjueries that extract data from tables based onifggewalues, find
duplicate queries that display records with dupéiczalues for one or more of the specified
fields, and findunmatched queries that display records from onée tdiat do not have

corresponding values in a second table.

Create a Query in Design View
Follow these steps to create a new query in Deégigw:

1. From the Queries page on the Database Window, ttielNew button.

2. Select Design View and click OK.

3. Select tables and existing queries from the TadohesQueries tabs and click the Add
button to add each one to the new query.

4. Click Close when all of the tables and queries Haaen selected.

5. Add fields from the tables to the new query by dewddicking the field name in the
table boxes or selecting the field from the Field &able drop-down menus on the
qguery form. Specify sort orders if necessary.

6. Enter the criteria for the query in the Criterield.

7. After you have selected all of the fields and taptdick the Run button on the
toolbar.

8. Save the query by clicking the Save button.

Query Wizard
Access' Query Wizard will easily assist you to begieating a select query.
1 Click the Create query by using wizard icon in tla¢abase window to have Access
step to you through the process of creating a query
2 From the first window, select fields that will becluded in the query by first selecting
the table from the drop-down Tables/Queries meelecsthe fields by clicking the >
button to move the field from the Available Fieldd to Selected Fields. Click the
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double arrow button >> to move all of the fieldsSelected Fields. Select another table
or query to choose from more fields and repeaptbeess of moving them to the

Selected Fields box. Click Next > when all of thedds have been selected.

3 On the next window, enter the name for the qued/dick Finish.

4 Refer to steps 5-8 of the previous tutorial to adite parameters to the query.

Find Duplicates Query

This query will filter out records in a single talthat contain duplicate values in a field.

1.

Click the New button on the Queries database windahect Find Duplicates Query
Wizard from the New Query window and click OK.

Select the table or query that the find duplicapesry will be applied to from the list
provided and click next >.

Select the fields that may contain duplicate valgsighlighting the names in the
available fields list and clicking the > buttonitalividually move the fields to the
Duplicate-value fields list or >> to move all oktffields. Click Next > when all fields
have been selected.

Select the fields that should appear in the newygaleng with the fields selected on
the previous screen and click Next >.

Name the new query and click Finish.

Delete a Query

To delete a table from the query, click the talids bar and press the Delete key on the

keyboard.

Activity 3:  Querying your Library database : Time allocated: 10 minutes

Use the library database to work on this activityau can use a query in your library

database to find out exactly what types of books lyave. You want to view a list of only

book names and authors to see what your collectbotains. You also want to determine the

most common type of book in your collection. Creatguery to display only Fiction books.
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5.4 Creating Forms

What do you understand by the term form? How can ya create a form?

Forms are used as an alternative way to enterintata database table. The following sub-
section guides you to create form. There are dgttwab ways: using wizard and from
scratch.

To create a form using the assistance of the wjZalidw these steps:

1. Click the Create form by using wizard option on tla¢abase window.

2. From the Tables/Queries drop-down menu, selectatble or query whose datasheet
form will modify. Then, select the fields that wible included on the form by
highlighting each one of the Available Fields wimdand clicking the single right
arrow button > to move the field to the Selecteelds window. To move all of the
fields to Select Fields, click the double rightoavrbutton >>. If you make a mistake
and would like to remove a field or all of the @islfrom the Selected Fields window,
click the left arrow < or left double arrow << bartis. After the proper fields have
been selected, click the Next > button to moveoothé next screen.

3. On the second screen, select the layout of the.form

Columnar - A single record is displayed at one tisiid labels and form fields
listed side-by-side in columns

Justified - A single record is displayed with labeahd form fields are listed
across the screen.

Tabular - Multiple records are listed on the pape @me with fields in columns
and records in rows

Datasheet - Multiple records are displayed in Degat View

4. Click the Next > button to move on to the next sare

5. Select a visual style for the form from the nextafeoptions and click next >.
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6. On the final screen, name the form in the spaceiged. Select "Open the form to
view or enter information" to open the form in Foliew or "Modify the form's

design" to open it in Design View. Click Finishdreate the form.

Create Form in Design View
To create a form from scratch without the wizadllofv these steps:

1. Click the New button on the form database window.

2. Select "Design View" and choose the table or gtieeyform will be associated with
the form from the drop-down menu.

3. Select View |[Toolbox from the menu bar to view flloating toolbar with additional
options.

4. Add controls to the form by clicking and draggimg ffield names from the Field List
floating window. Access creates a text box forakie and label for the field name
when this action is accomplished. To add controtsdil of the fields in the Field
List, double-click the Field List window's title band drag all of the highlighted

fields to the form.

How can we add Records Using a Form
Dear students! Input data into the table by fillowg the fields of the form. Press the Tab key
to move from field to field and create a new redoyctlicking Tab after the last field of the
last record. A new record can also be createdyatiare by clicking the New Record button
*#lat the bottom of the form window. Records are aattically saved as they are entered so

no additional manual saving needs to be executed.

Do you think it is possible to edit Forms?

Yes! The following points may be helpful when nfgtig forms in Design View.
Grid lines - By default, a series of lines and datderlay the form in Design View so form
elements can be easily aligned. To toggle thisifeadn and off, select View |Grid from the

menu bar.
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Snap to Grid - Select Format |[Snap to Grid to doagm objects with the grid to allow easy
alignment of form objects or uncheck this feataraltow objects to float freely between the

grid lines and dots.

Resizing Objects - Form objects can be resizedibking and dragging the handles on the
edges and corners of the element with the mouse.

Change form object type - To easily change the bfferm object without having to create
a new one, right click on the object with the moagsd select Change To and select an

available object type from the list.

Label/object alignment - Each form object and @agesponding label are bounded and will
move together when either one is moved with thesaoHowever, to change the position of
the object and label in relation to each othenftive the label closer to a text box, for
example), click and drag the large handle at tpel&dt corner of the object or label.

Tab order - Alter the tab order of the objectstomform by selecting View [Tab Order...
from the menu bar. Click the gray box before th& you would like to change in the tab

order, drag it to a new location, and release tbhasa button.

Form Appearance - Change the background coloreofatm by clicking the Fill/Back Color
button on the formatting toolbar and click onelw# tolor swatches on the palette. Change
the color of individual form objects by highlightjrone and selecting a color from the
Font/Fore Color palette on the formatting tooldre font and size, font effect, font
alignment, border around each object, the borddthywand a special effect can also be
modified using the formatting toolbar:

Page Header and Footer Headers and footers added to a form will onlyesgy when it is
printed. Access these sections by selectliegv |Page Header/Footeon the menu bar.

Page numbers can also be added to these secticedelting Insert [Page Numbers. A date
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and time can be added from Insert |Date and Tin8electView |Page Header/Footer

again to hide these sections from view in DesigewVi

This page explains the uses for other types of fwontrols including lists, combo boxes,

checkboxes, option groups, and command buttons.

List and Combo Boxes

If there are small, finite number of values foreatain field on a form, using combo or list
boxes may be a quicker and easier way of enteatay dhese two control types differ in the
number of values they display. List values arelsiplayed while the combo box values are
not displayed until the arrow button is clickedbjmen it. Follow these steps to add a list or
combo box to a form:

1. Open the form in Design View.

2. Select View |Toolbox to view the toolbox and makeeshe "Control Wizards"
button is pressed in.

3. Click the list or combo box tool button and draw thutline on the form. The combo
box wizard dialog box will appear.

4. Select the source type for the list or combo bdxesand click next.

5. Depending on your choice in the first dialog bdx next options will vary. If you
chose to look up values from a table or query,ftlewing box will be displayed.
Select the table or query from which the valueshef combo box will come from.
Click Next > and choose fields from the table or query that sedected. Click Next
> to proceed.

6. On the next dialog box, set the width of the corbbr by clicking and dragging the
right edge of the column. Click Next

7. The next dialog box allows (tells) Access what tovdth the value that is selected.
Choose "Remember the value for later use" to usevalue in a macro or procedure
(the value is discarded when the form is closed)sedect the field that the value

should be stored in. Click Nextto proceed to the final screen.
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8.

Type the name that will appear on the box's labédldick Finish.

Check Boxes and Option Buttons

Use check boxes and option buttons to display ges/ae/false, or on/off values. Only one

value from a group of option buttons can be setkatieile any or all values from a check

box group can be chosen. Typically, these consiotaild be used when five or less options

are available. Combo boxes or lists should be t@ddng lists of options. To add a

checkbox or option group:

1.

N o g~ w

Click the OptionGroup tool on the toolbox and draw the area whesegtoup will be
placed on the form with the mouse. The option gneigard dialog box will appear.
On the first window, enter labels for the optionsl @lick the tab key to enter
additional labels. Click Next when finished typing labels.

On the next window, select a default value if thisrany and click Nexs.

Select values for the options and click Next

Choose what should be done with the value and Bliskt >.

Choose the type and style of the option group ol Next >.

Type the caption for the option group and clickigtin

Command Buttons

In this example, a command button beside eachdesarsed to open another form.

1.

Open the form in Design View and ensure that thet@bWizard button on the
toolbox is pressed in.

Click the command button icon on the toolbox araldthe button on the form. The
Command Button Wizard will then appear.

On the first dialog window, action categories aisplayed in the left list while the
right list displays the actions in each categoste& an action for the command
button and click Nexs.

The next few pages of options will vary based andbtion you selected. Continue

selecting options for the command button.
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5. Choose the appearance of the button by enterirtgpoaext or selecting a picture.
Check the Showll Pictures box to list of available images. Click Nex

6. Enter a name for the command button and click Ritoscreate the button.

What is a Sub-form?

A sub form is a form that is placed in a parentfocalled the main form. Sub forms are
particularly useful to display data from tables agderies that have one-to-many
relationships. The remainder of this sub-sectioplars three methods for creating sub

forms and they assume that the data tables andéoieg have already been created.

Create a Form and Sub form at Once

Use this method if neither form has already beeatedd. A main form and sub form can be
created automatically using the form wizard if tat#lationships are set properly or if a
guery involving multiple tables is selected. Foample, a relationship can be set between a
table containing customer information and oneriggtustomer orders so the orders for each
customer are displayed together using a main fordnsab form. Follow these steps to create
a sub form within a form:

1. Double-click Create form by using wizard on theadb@se window.

2. From the Tables/Queries drop-down menu, seledirgtdable or query from which
the main form will display its data. Select thdd&that should appear on the form by
highlighting the field names in the Available Figldst on the left and clicking the
single arrow > button or click the double arrowste>xhoose all of the fields.

3. From the same window, select another table or gineny the Tables/Queries drop-
down menu and choose the fields that should appetre form. Click Next to
continue after all fields have been selected.

4. Choose an arrangement for the forms by selectimg With sub form(s) if the forms
should appear on the same page or Linked fornieretare many controls on the
main form and a sub form will not fit. Click Nexd proceed to the next page of

options.
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Select a tabular or datasheet layout for the fanth@ick next.

Select a style for the form and click next.

Enter the names for the main form and sub forntkTHnish to create the forms.
New records can be added to both tables and quar@sce by using the new

combination form.

Sub form Wizard
If the main form or both forms already exist, thedoSorm Wizard can be used to combine

the forms. Follow these steps to use the Sub forrakty:

1.

Open the main form in Design View and make sureQbetrol Wizard butt0|IE on
the toolbox is pressed in.

Click the Sub form/Sub report icc2lon the toolbox and draw the outline of the sub
form on the main form. The Sub form Wizard dialax lwill appear when the mouse
button is released.

If the sub form has not been created yet, selese"&xisting Tables and Queries".
Otherwise, select the existing form that will be@otihe sub form. Click Next to
continue.

The next dialog window will display table relatidmgs assumed by Access. Select
one of these relationships or define your own dioit oext.

On the final dialog box, enter the name of thefeuim and click Finish.

Drag-and-Drop Method

Use this method to create sub forms from two fotimas already exist. Make sure that the

table relationships have already been set befaeepding with these steps.

1.

Open the main form in Design View and select Winddile Vertically to display
both the database window and the form side-by-side.
Drag the form icon beside the name of the sub fonto the detail section of the

main form design.
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Multiple-Page Forms Using Tabs
Tab controls allow you to easily create multi-pé&gyens. Create a tab control by following
these steps:

1. Click the Tab Control icon on the toolbox and ditie control on the form.

2. Add new controls to each tab page the same waytmtols are added to regular
form pages and click the tabs to change pagestifgi®rm controls cannot be
added to the tab page by dragging and droppintgddsright-click on the control
and select cut from the shortcut menu. Then, rigjbk on the tab control and select
Paste. The controls can then be repositioned otatheontrol.

Add new tabs or delete tabs by right-clicking ie tab area and choosing Insert Page or

Delete Page from the shortcut menu.

Reorder the tabs by right-clicking on the tab colr@ind selecting Page Order. Rename

tabs by double-clicking on a tab and changing thendl property under the other tab.

Conditional Formatting
Special formatting that depends on the controlisevaan be added to text boxes, lists, and
combo boxes. A default value can set along withouiree conditional formats. To add
conditional formatting to a control element, follthese steps:
1. Select the control that the formatting should bgliad to and select Format
|Conditional formatting from the menu bar.
2. Under Condition 1, select one of the following cibioth types:
Field Value applies formatting based upon the valufe control. Select a comparison
type from the second drop-down menu and enterwevalthe final text box.
Expression is applied on formatting if the expresss true. Enter a value in the text box
and the formatting will be added if the value matthe expression. Field Has Focus
will apply the formatting as soon as the field Fasus.
3. Add additional conditions by clicking the Add >>tlan and delete conditions by

clicking Delete... and checking the conditions rase.
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Password Text Fields

To modify a text box so each character appears astarisk as the user types in the
information, select the text field in Design Viewdaclick Properties. Under the Data tab,
click in the InputMask field and then click the button [...] that apps. Choose "Password"
from the list of input masks and click Finish. Adtigh the user will only see asterisks for

each character that is typed, the actual charasiéiise saved in the database.

Change Control Type

If you decide the type of control needs to be clednthis can be done without deleting the
existing control and creating a new one althoughenery control type can be converted and
those that can have a limited number of types taeybe converted to. To change the control
type, select the control on the form in Design Viewd choose Format |Change to from the

menu bar. Select one of the control types thahatgrayed out.

Multiple Primary Keys

To select two fields for the composite primary keyve the mouse over the gray column
next to the field names and note that it becomesriaw. Click the mouse, hold it down, and
drag it over all fields that should be primary keysl release the button. With the multiple
fields highlighted, click the primary key button.

5.5 Creating Reports

Reports will organize and group the informatioraitable or query and provide a way to print

the data in a database.

Using the Wizard
Create a report using Access' wizard by followingse steps:
1. Double-click the "Create report by using wizardtiop on the Reports Database
Window.
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2. Select the information source for the report besthg a table or query from the
Tables/Queries drop-down menu. Then, select tidsfibat should be displayed in
the report by transferring them from the Availablelds menu to the Selected Fields
window using the single right arrow button > to radields one at a time or the
double arrow button >> to move all of the fieldoate. Click the Next > button to
move to the next screen.

3. Select fields from the list that the records shdédyrouped by and click the right
arrow button > to add those fields to the diagréise the Priority buttons to change
the order of the grouped fields if more than oedlfis selected. Click Next > to
continue.

4. If the records should be sorted, identify a sodieohere. Select the first field that
records should be sorted by and click the A-Z batton to choose from ascending or
descending order. Cliddext > to continue.

5. Select a layout and page orientation for the reguodt clickNext >.

6. Select a color and graphics style for the repadt @itk Next >.

7. On the final screen, name the report and selegpéa it in either Print Preview or

Design View mode. Click the Finish button to cretéie report.

Create report in Design View
To create a report from scratch, select Design \frem the Reports Database Window.

1. Click the New button on the Reports Database Winddghlight "Design View"
and choose the data source of the report fromrityedown menu and click OK.

2. You will be presented with a blank grid with a Ei®ox and form element toolbar
that looks similar to the Design View for forms.dbgn the report in much the same
way you would create a form. For example, doubiekdhe title bar of the Field Box
to add all of the fields to the report at once. T hese the handles on the elements to
resize them, move them to different locations, madlify the look of the report by
using options on the formatting toolbar. Click tent View button at the top, left

corner of the screen to preview the report.
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Printing Reports
Select File [Page Setup to modify the page margins, orientation, and column setup.
After all changes have been made, print the rdposelecting File |Print from the menu bar

or click the Print button on the toolbar.

Importing
Importing objects from another database will creat®emplete copy of a table, query, or any
other database object that you select. Import @bdae object by following these steps:

1. Open the destination database.

2. Select File |Get External |Import from the menu bar

3. Choose the database, the object is located irclattie Import button.

4. From the Import Objects window, click on the objtatis to find the object you want
to import into the database. Click the Options »ttdn to view more options. Under
Import Tables, select "Definition and Data" if thetire table should be copied or
"Definition Only" if the table structure should bepied but not the data. Under
Import Queries, select "As Tables" if the querieswdd appear as regular tables in
the destination database. Highlight the object name click OK.

5. The new object will now appear with the existingeals in the database.

Exporting
The effect of importing can also be achieved usiregopposite method of exporting.
1. Open the database containing an object that witldpeed (exported) to another
database.
2. Find the object in the Database Window and highligirhen, select File |Export...
from the menu bar.
3. Select the destination database from the windowctiokl save.
4. You will be prompted to name the new object and edag be given other options,
such as whether to copy the structure or data madtsre of a table. Click OK to

complete the export procedure.
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Linking
Unlike importing, linking objects from another dagse will create a link to an object in
another database while not copying the table tetineent database. Create a link by
following these steps:
1. Open the destination database.
2. Select File |Get External |Link Tables... from thenu bar.
3. Choose the database that the table is locateddiclank the Link button.
4. A window listing the tables in the database wirirappear. Highlight the table or
tables that should be linked and click OK. A liokthe table will appear in the
Database Window as a small table icon proceededdyall right arrow.

Activity 5: Creating a Book List (report) : Time allocated: 20 minutes

Suppose that one of your friends wants to borrowesbooks to take on trip. You can
give him/her your book list and then let him/helestthe titles that interests him/her.
Thus, generate a report.

Working on Legal Databases

A database from the library is usually a collectadnnformation describing publications

such as journal articles, cases and statutes dsboo

You have free access to a range of searchableag&sithough you may need a password to
use some of them. They will generally contain satiglarticles which have been "peer-

reviewed"to ensure quality and accuracy of material on dqaar topic.

You can search by keyword, author, title or citatito search for articles, cases or books on
your topic. In many cases the full text of thedetiwill be directly available. Where there is
no link, especially if this journal is in print gnlyou will check the catalogue to see if it is

available.
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These databases will help you find subject-relataterial which has been quality-assessed
before publication, unlike items found from a séaeagine which may have no quality or
evaluated material. Most of the databases inclodeegournals which are not available in

most of the libraries.

Databases for Law

Law databases provide access to case law anddegmsIMost of the cases and legislation
will be full text (you get the whole case or piexfdegislation). Some law databases also
provide access to summaries of journal articled,iarsome cases the full-text. They can
help you to trace journal articles, often providamgabstract (summary) of the article and in

some cases the full-text.

All these databases are Web databases availastedents from on and off campus. Click
on the underlined link of the title to connecthe database. Many Web databases require
confidential passwords. For further details cheagsword information. Your PIP page
(Personal Information Page) also provides detditeerelevant passwords. The Legal

Database is a collection of legal and policy infation

Key databases for Law

« Casetrack - full text judgements from a range ofil®) including all divisions of the
High Court, Court of Appeal and Employment Appeabitinal. Updated daily.

« Daily Cases - summaries of cases. Includes judgena¢idouse of Lords, Court of
Appeal, all High Court divisions, Employment Appé&aibunal and European Court
of Justice. Coverage from June 1999, updated daily.

« The English reports - full text of over 100,000&asports. Coverage from 1220 to
1865. For case law since 1865, consult The Law Rgpo

- Eurolaw - full text database of European case lagvlagislation. Case law includes
the European Court of Justice and Court of Firstdnce. Legislation includes

treaties and directives.
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The Law Reports - case law: full text version of ttaw reports from 1865 to the
present.

Lawtel - provides digests of UK cases, includiranscripts; legislation; journal
articles; command papers and bills. Includes a munggats section with full text case
law from the European Court of Human Rights, sunmsasf journal articles and
legislation.

LexisNexis Butterworths - full text database of ksigy European and some
international law. Includes full text UK and Amaaitlaw journals. LexisNexis
provides access to the Index to Legal Periodichisiwindexes articles from a range
of journals. LexisNexis also includes full text ass to UK newspapers, legal
commentary and legal forms.

The Weekly Law Reports full text online versionTdfe Weekly Law Reports from
1953, updated monthly.

Westlaw - English case reports from 1886 (manytéxt) and full text legislation.
Westlaw includes EU cases and legislation from 1&%?some US and international
material. It also includes the Legal Journals Infme of the main ways of tracing
legal journal articles).

LoisLaw- Loislawschool.com is an educational program for $awools and
paralegal institutions that allow students (andrtimstructors) free access to
Loislaw’s primary law library as well as to othedlect Loislaw online research
libraries. Not only does it enable students to setine content they need to facilitate
their course work, it prepares them for their legaeers by giving them hands-on

experience in conducting online legal research.

USE LOISLAW FOR:

Legal Research and Writing
Outside Class Reading
Exam preparation

Bar Review

Legal News Updates
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LOISLAW BENEFITS:
+ Fast and easy navigation
« No restrictions or blackout periods
« Free printing and hyper linking
+ Free technical support

The screen elements of west law is as follows:

/= lawschool.westlaw.com - The most comprehensive Web site for law school students and faculty - Windows Internet Explorer

p: westlaw.cor i 26D fault,

File Edit View Favorites Tools Help

W8 @7 () lawschool westlaw.com - The most comp i ‘ | - DB o B - dehow |5} Page = (G Tools =
THOMlsoN“ Westlaw® Research TWENT WestlawRewards® Bookstore BAR/BRI™ Sesithin site.., e
WWEST

Sign On .
Please enter your Usemams Tools and resources to help you succeed in law school. Westlaw:
——
W“’_ 1Ls Returning Students Faculty
- Register Your Password Demo - Career Resources - Faculty Resources
- User Guides and Research Tips - In-person and Online Training - The West Education Network®
orw w Password i

¢ - Resources for Law Review - Statutes on Demand
7 Steps to Succass!

Py Steps to Success!

Sign On to:
Hy Home Fage -
SRTERTP Research Resources News 8 Excuslves
public computers!) Black’s Law Dictionary® STEPS m
Passvsord not registersd? Westlaw.
Register password now! You an't get
Forgot your password? through SUCCESS

without it!

Start earmning
WestlawRewards
£ Register your \// (g0~ ] e L |
| password here

The screen elements of Lexis nexis is as follows:
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75 LexisNexis Homepage | information and business solutions - Lexishlexis - Windows Intemet Explorer

Kol Bl = htp: /v exisneds.couki

w45 | x| Googie

File Edit View Favorites Tools Help

% 4 | @ LeisNeds Homepage | information end business... |

1 AR SR

; . »
~ |ir Page + () Tools ~

Law Tax & Accountancy

Corporate Public Sector Academic

b€ solutions for . . DY
knowledge-driven professionals 77

LexisNexdis is the leading provider of information and businzss solutions to help knowledge-driven professionals achieve
excellence. Our 200 year hertage of providing authoriative information through Butterworths and Tolley - in combination with
the proven technology expertise of LexisNexis and Visualfiles - will help your organisation to drive business growth, improve:
productivity and actively manage risk.

We offer tailored products and services to meet the needs of our customers in a broad range of sectors ncluging

Law | Tax & Accountancy | Corporate | Public Sector | Academic

8

Search for a product

Log on to your service

LexisNexis Butterworth: LexisHexis Know Your
Customer

KYC enables users to quickly

check high risk entities against

LexisNexis Butterworths is Hexis - The single most
the largest, most accurate and powerful global nevis and

Log on to your service

Quick Links

Get to other LN sites quickly and
easily by clicking on the links below

Purchase a Product

Case Studies

Conferences and Training

Lawver Locator

Magazines & Journals

Librarians and Booksellers area
Missing Pages section

Oniine Webinars

Tax Training

Leqal jobs

(D) Register for Free Newsletter

m

&) Don:, but with errors on page.

=N

5 LexisNeis Homepaz... |

—_—
d - Microsoft .. /2 Google - WindowsL...

(%] Internet | Protected Mode: On

The following are also legal data bases used spécdily for legal research

«  Westlaw UK

+ Westlaw International

« LexisNexis Butterworths

+ HeinOnline

« Index to Foreign Legal Periodicals

« Oxford Reports on International Law
« Casetrack

« Justis

« Isinolaw

SUMMARY

#H100% ~
P40 0958

A database is an organized collection of data (m&tion) that provides a way of finding the

stored information quickly and easily. DBMS is aftaare used to make correct data
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available to all application programs (users), \mhiequire the data. The power of relational
database lies on its capacity to extract data froone than one table in a database. MS
Access is the most popular relational DBMS. MS Ascelatabase includes objects like:
gueries, forms, and reports. Queries are requestie ray the user to get information from
the database, or to create/ modify data in a datalfeorms are used to enter or view data
from one or more related tables in a database. fiepoe used to represent data retrieved

from related tables in a database in a clear addrgtandable way.

SELF-TEST EXERCISE
I. Write “True” for correct statement and “False” f or wrong statement on the space
provided.
1. If the main form or both forms alreadisgxhe Sub form Wizard can not be
used to combine the forms.
2. Importing objects from another databalergate a complete copy of a table,
query, or any other database object that you select
3. Reports will organize and group the mfaiion in a table or query and provide a
way to print the data in a database.
4. The effect of importing can not be adckieusing the opposite method of
exporting.
5.To select two fields for the compositenairy key, move the mouse over the gray
column next to the field names and note that ibbees an arrow.
6. Like word document, you can save Accatzbdse after you worked on
7. Design view customizes the fields indhabase so that data can be entered.
8. If none of the existing fields in theléawill produce unique values for every
record, addition of separate field is not required.
9. The datasheet allows you to enter dadghe database.
10. Datasheet View allows you to update, add delete information from a table.
11. Although it is best to add new fieldsl@sign view because more options are

available, they can also be quickly added in daesthiew.
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12. Sorting and filtering allow you to viescords in a table in a different way
either by reordering all of the records in the ¢éatl view only those records in
a table that meets certain criteria that you sgecif

13. Entire columns can not be deleted byimahe cursor in the column and
selecting Edit [Delete Column from the menu bar.

14. Unlike freezing panes in Excel, colummsn Access table can not be frozen.

15. To edit records, simply place the cupsiside the record that is to be edited

and make the necessary changes.

II. Choose the appropriate answer among the alterrniaves given for each of the
following questions and write the letter correspondhg to the correct answer on the
space provided.
1. Linking objects will:
a) Create a link to an objecamother database.
b) Not copy the table to thereat database.
c)aé&b
d) None.
2. Which one of the following buttons be®igthe form control toolbox?
a) Text box
b) Check box
c) List box
d) all.
3.Pressthe __ keyto move from feefcetd:
a) F1 key
b) Tab key
c) Insert key.
d) all
4. Which one is important when modifyingrierin Design view?

a) Grid lines
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b) Resizing objects
c) Form appearance
d) all
5. Which one of the following is not a wéy@ating a form?
a) Using wizard
b) From scratch
c¢) Using drawing toolbar
d) None

6. is a competition in a databash as a table, query, form, or

macro.
a) Field
b) Object
¢) Record
d) all

7. Which one of the following is true?
a) A field is a column on a datsth
b) A field defines a data type &oset of values in a table.
c) A record in a row on a datashee
d) all.
8. The top pane of the design view windowsed for:
a) Entering the field name
b) Entering the data type.
c) Entering option descriptiontio¢ field.
d) all
9. MS -Access is software.
a) Database.
b) Word processing
c) Spreadsheet
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d) None.

10. What is the first step in designing talase?

a) Determine the fields that makethe tables

b) Determine the tables you need.

c) Determine the purpose of thiablase and how it is to be used.
d) None

11. select records from oneooe tables in a database so they can be

viewed, analyzed, and sorted on a common datasheet.
a) Column
b) Query
c) Row
d) all
12. Data in a datasheet can be quicklyddday using the command.
a) Edit
b) Insert
c) Window
d) None.
13. Datasheets can be printed:
a) By clicking the print button tre toolbar.
b) By selecting FilBrint from the menu bar.
c) aand b.
d) None
14. Which one of the following is not a tyfejuery?
a) Select query.
b) Find duplicate query.
c¢) Find unmatched query
d) None.
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15. To delete a record in MS Excel;
a) plac the cursor in anydief the record row and select Edit [Delete Record
from the menu bar.
b) Delete Record button onFfoematting toolbar
c) Delete Record button ondh&asheet toolbar
d)a&c

lll. Complete the following statements by filling the blank space.

1. are used as an alternative way & data into a database table.

2. To make changes to the structure of the form,mast change to view.
3. If there are small, finite number of values dorertain field on a form, using

may be a quicker and easier way of entering data.

4. Use and buttons to display gesire/false, or on/off values.

5. is a form that is placed in argdoem, called the main form.

6. is a group of related data orgdnizéelds and records on a datasheet.

7. organizes all of the objectserdtitabase.

8. Every record in a table must have a t diffarentiates it from every other record
in the table.

9. are grids that store informatioa database similar to the way an Excel

worksheet stores information in a workbook.

10. is a software that is usedetate, store, modify and access data in a

database.
11. The resulting collection of records in a quergalled

12. The function allows you to quigldglace a single occurrence of data

with a new value or to replace all occurrenceth@entire table.
13. To prevent the duplication of information id@abase by repeating fields in more than

one table, can be established to lahdtsfiof tables together.
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14. Add new records to the table in datasheet Wgtyping in the record beside the asterisk

(*) that marks

15. If the table is large, it may be difficult todl the record that contains the value you

would like to filter by, so using maydzlvantageous instead.
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Chapter six: Ms- PowerPoint

Objectives

At the end of this chapter, you will be able to:
-+ start PowerPoint
- work with layouts, text, and slides
« work with templates and images
« work with drawing tools
+ use different views and printing options
« put your presentation on the World Wide Web

- identify and employ elements of a good presentation

6.1 Introduction

PowerPoint is a visual medium that shows ideas griéiphics instead of text. Use handouts

for any complex written material.

Slides contain formatted text in outline form. Yoan also add pictures, clipart, charts,
sound, and video. Templates can be used for stidegoound designs and formatting. Slides

are dynamic, use animation effects and transitiorcseate movement.

Definitions

Presentation The primary type of file PowerPoint is used teate. Presentations typically
have the file extension .ppt; however, you can atsee PowerPoint presentations as Adobe
Acrobat documents with the file extension .PDF alfiin you can save your presentation as a

web page, with the file extension .html or .htm.

Slides Individual parts of a presentation. Slides angilsir to the individual pages in a print

document, and can contain text, graphics, and drima
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Layout: The specific arrangement of text and images slida. Layouts can be very simple,
consisting of simple titles and text, or they camtiore complex and include elaborate colors
and images. You can also include animation, souarat$ other multimedia objects in your

layout.

View: Microsoft PowerPoint has three main views: normev, slide sorter view, and slide
show view. Normal view is the main editing viewids! sorter view is an exclusive view of
your slides in thumbnail form, helpful for rearramgthe order of your slides. Slide show
view takes up the full computer screen, like amalcslide show presentation. In this full-
screen view, you see your presentation the way godrence will.

DesignTemplate: The specific “look” of a slide or group of slides design template can be
very basic - with black text on a white backgrourt it can be very colorful and complex.
Typically, PowerPoint presentations have the saesggd template for all slides, although it
is possible to select a different design templateeich slide. Later, I'll show you how to

select different design templates.

Slide Show: The way a presentation appears when you arergneget. When you display
your slides in a slide show, the slides typicadlga up the whole screen, and they appear in
sequence.

Placeholder Boxes with dotted or hatch-marked outlines thmdesr when you create a new
slide. These boxes act as "placeholders” for abgath as the slide title, text, clip art,

charts, and tables. Placeholders are sometimesicadixt boxes.”
Sizing handles Small circles that appear along the edges oétection rectangle around

an object on your slide. You drag a sizing handlehitange the shape or size of an object. To

maintain the proportions of an object while regigisimply drag a corner handle.
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Task pane A window within an Office application that prosad commonly used
commands. Its location and small size allow youge these commands while still working

on your files.

Toolbar: A bar with buttons and options that you use twycaut commands. To display a
toolbar, use the Customize dialog box (point tolbars on the View menu and click
Customize). To see more buttons, click Toolbar @ysiat the end of the toolbar.),
Layout: The arrangement of elements such as title antitlsulext, lists, pictures, tables,

charts, AutoShapes, and movies, on a chart.

Natural language searchesA search method that lets you direct your seasthg
conversational language. This enables you to giaech instructions such as "Find all

appointments for today."

6.2 Creating, saving, closing, and opening a presentat

Creating presentations
Creating a presentation in Microsoft PowerPoinbimes starting with a basic design; adding
new slides and content; choosing layouts, modifyghde design template if you want, by

changing the color scheme, and creating effects as@nimated slide transitions.
Design template A file that contains the styles in a presentationluding the type and size
of bullets and fonts; placeholder sizes and postibackground design and fill; color

schemes; and a slide master and optional titleenast

Layout- The arrangement of elements such as title antitlsuext, lists, pictures, tables,

charts, AutoShapes, and movies, on a chart
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Color schemeA set of eight balanced colors you can apply tdesl, notes pages, or
audience handouts. A color scheme consists of kegbaand color, a color for lines and text,

and six other colors designed to make slides eassad

The New Presentation task pane in PowerPoint gisasa range of ways to start creating a
presentation. These include:

Blank -Start with slides that have minimal design anctolor applied to them.

Existing presentation - Base your new presentation on ateytiu have already written and
designed. This command creates a copy of an egiptiEsentation so you can make the
design or content changes you want for the neweptason.

Design template- Base your presentation on a PowerPoint temhatealready has a
design concept, fonts, and color scheme. In additdhe templates that come with

PowerPoint, you can use the one you have creatgdurgelf.

Templates with suggested contehise the AutoContent Wizard to apply a design tetepla
that includes suggestions for text on your slidesi then type the text that you want.

A template on a Web site - Create a presentatimgastemplate located on a Web site.
Content inserted from other sources

You can also insert slides from other presentatwrisxt from other applications such as
Microsoft Word
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Fig 6.1 Screen elements of Microsoft power point

PessrerPoind - [Presentalion]]

Click to add title

Click to add subtitle
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Defaidk Design

Creating a presentation using suggested content

1.
2.

If the New Presentation task pane isn't displayethe File menu, click New.

Under New, click From AutoContent Wizard, and thelfow the instructions in the
wizard.

In the presentation, replace the text suggestiotistive text you want, and then
make any other changes you want, such as addidgleting slides, adding art
elements or animation effects, and inserting hesaaed footers.

When you finish, on the File menu, click Save, tgpgame in the File name box, and

then click Save

Creating a presentation using blank slides

1.

On the Standard toolbar, click New
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If you want to keep the default title layout foetfirst slide, go to step 3. If you want
a different layout for the first slide, in the S#idlayout task pane, click the layout you

want.

3. On the slide or on the Outline tab, type the tet want.

4. Toinsert a new slide, on the toolbar click Newd8Jiand click the layout you want.

5. Repeat steps 3 and 4 for each new slide, and addther design elements or effects

you want.
When you finish, on the File menu, click Save, tgpgame for your presentation,

and then click Save.

You can also create a blank presentation in the Riesentation task pane File menu->New

command

Create a presentation using a design template

1.
2. Under New, click From Design Template.

3.

4. If you want to keep the default title laydot the first slide, go to step 5. If you want

If the New Presentation task pane isn't displagaedhe File menu, click New.

In the Slide Design task pane, click a design tateplkhat you'd like to apply.

a different layout for the first slide, on the Fanmenu, click Slide Layout, and then

click the layout you want.

5. On the slide or on the Outline tab, type the textlhe first slide.

6. To insert a new slide, on the toolbar, click Newd&l, and click the layout you want

Note:

for the slide.

Repeat steps 5 and 6 to keep adding slides, andrgdather design elements or
effects you want.

To save the presentation, on the File menu, clakeSin the File name box type a
name for the presentation, and then click Save.

If you have created a template, it will app@aglphabetical order according to what

you named it, among the Microsoft PowerPoint tetgslan the Slide Design task pane.
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To apply an additional design template to selestields, select the slide thumbnails (Slides
tab), point to the design template you want inShde Design task pane, click the arrow, and

then click Apply to Selected Slides

Creating a new presentation from an existing one
When you follow these steps, you create a copyabdsting presentation, so you can make
design and content changes to it for a new presentavithout altering the original.
1. If the New Presentation task pane isn't displagedhe File menu, click New.
2. Under New from existing presentation, click Chopsesentation.
3. In the file list, click the presentation you waaihd then click Create New.
4. Make the changes you want to the presentationtterdon the File menu, click Save
As.
5. In the File name box, type a hame for the new mtasien.
6. Click Save.
You can insert existing slides from another prestom into your new one. With your
presentation open, select the slide that you want yserted slides to follow. On the Insert
menu, click Slides from Files, browse to the présgon you want, and select the slides to
insert
To Save a presentation
« On the File menu, click Save.
Note If you're saving the file for the first tigyou'll be asked to give it a name.
1. On the File menu, click Savs.
2. In the Filename box, enter a new name for the file.
3. Click Save.
To save the copy in a different folder, click afeliént drive in the Saviea drop-down
list or a different folder in the folder list, ooth. To save the copy in a new folder,

click CreateNew Folder.

Save a file to another format

1. On the File menu, click Sawss.
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2. In the Filename box, enter a new name for the file.

3. Click the Saveastype drop-down list, and then click the file forntlaat you want the

file saved in.
Click Save.

Save files automatically while working on preseiotat

1. On the Tools menu, click Options, and then click 8ave tab.

2. Select the Save Auto Recover info every check box.

3. In the minute’s box, enter the interval for howesftyou want to save files. The more

Note:

frequently your files are saved, the more informais recovered if there is a power
failure or similar problem while a file is open.
Auto Recover is not a replacement for reguladying your files. If you choose not

to save the recovery file after opening it, the fd deleted and your unsaved changes are

lost. If you save the recovery file, it replaces thiginal file (unless you specify a new file

name).

Speed up saving a file

1.
2.

On the Tools menu, click Options, and then click §ave tab.

To save only the changes to a file, select thevAfiast saves check box, and then
continue to save as you work on the file.

To save a complete file, clear the Allow fast sastesck box when you finish
working on the file, and then save it one last tiddull save occurs when this check

box is clear

File formats for saving presentations

Save as type Extension Use to save
Presentation .ppt A typical Microsoft PowerPoirggentation
Windows Metafile wmf A slide as a graphic
GIF (Graphics Interchange | .gif A slide as a graphic for use on Web pages
Format)
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JPEG (File Interchange Jpg A slide as a graphic for use on Web pages

Format)

PNG (Portable Network .png A slide as a graphic for use on Web pages

Graphics Format)

Outline/RTF Itf A presentation outline as an mli
document

Design Template .pot A presentation as a template

PowerPoint Show .pps A presentation that will alsvagen as a

slide show presentation

Web Page .htm; html| A Web page as a folder witthém file and
all supporting files
Web Archive .mht; A Web page as a single file including all
mhtml supporting files

To delete a slide
Option #1: Go to Edit->Delete Slide. The curremdeshwill disappear from the workspace.
Option #2: On the Slides pane (off to the leftjclclon the slide you would like to delete, and
then hit the <Delete> key.
Open afile
1. In your Microsoft Office program, click File, anlden click Open.
2. Inthe Lookin list, click the drive, folder, or Internet lodan that contains the file
you want to open.
3. In the folder list, locate and open the folder ttatains the file.
Open afile as a copy
1. In your Office program, click File, and then cli€pen.
2. In the Lookin list, click the drive, folder, or Internet logan that contains the file
you want to open.
3. In the folder list, locate and open the folder ttatains the file.
Open a file as read-only
1. In your Office program, click File, and then cli€pen.
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2. Inthe Lookin list, click the drive, folder, or Internet lodaih that contains the file
you want to open.
3. In the folder list, locate and open the folder ttatains the file.

6.3 Editing slides

Editing presentation

Working in an outline format

The outline format helps you edit your presentasiaontent and move bullet points or slides
around. When you write using the Outline tab, mgtbecome available on the Standard and
Formatting toolbars that let you increase or desgdaxt indents, collapse and expand
content so that you see slide titles but no subatdibullet points, and show or hide text

formatting as you work.

The content in your outline can come from many sesiryou can type it originally; use
prepared text provided by the AutoContent wizardneert text that has heading and
subheading styles and is in another file formathsas .txt or .doc, from Microsoft Word.
When you save your presentation as a Web pagéthen the Outline tab becomes a table

of contents so that you can navigate through tdesl

To use a toolbar that's dedicated to working wettt tn an outline, display the Outlining

toolbar.
6.4 Using animations and multi media in presentation
Add a movie or animated GIF to a slide

"Movies" are desktop video files with formats sashAVI, QuickTime, and MPEG, and file

extensions such as .avi, .mov, .qt, .mpg, and .mpegpical movie might include a speaker
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talking — an executive, for example — who is ndeab be at the actual presentation. Or,

you might use a movie to demonstrate a type afitrgi

An animated GIF (GIF: A graphics file format (.giktension in Windows) is used to display
indexed-color graphics on the World Wide Web. lpsorts up to 256 colors and uses
lossless compression, meaning that no image d&datisrhen the file is compressed.) File
includes motion and has a .gif file extension. Tgionot technically movies, animated GIFs
contain multiple images which stream to createramation effect; they are often used to

accent a design or Web site.

You can add movies and animated GIFs to slides files on your computer, the Microsoft
Clip Organizer, a network or intranet, or the Intdr To add the movie or animated GIF,
insert it onto the specific slide using commandgt@insert menu. There are several ways
to you start it: have it play automatically whee #lide displays; click it with the mouse; or
create a timing for it so that it plays after ataer delay. It can also be part of an animation

sequence.

Although accessed through the Insert menu, moles fare automaticallyinked (linked
object: An object that is created in a source ditel inserted into a destination file, while
maintaining a connection between the two files. Tiineed object in the destination file can
be updated when the source file is updated.)to ywasentation, rather than embedded
(embedded object: Information (object) that istagred in a source file and inserted into a
destination file. Once embedded, the object becqradsof the destination file. Changes you
make to the embedded object are reflected in téndgion file) . Inside it like pictures or
drawings. When your presentation has linked fij@sj must copy the linked files as well as
the presentation if you need to show the presemtain another computer.

1. Display the slide to which you want to add a mawi@nimated GIF.

2. Do one of the following:

Add a movie or animated GIF file
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1. On the Insert menu, point to Movies and Soundsk®ovie from File,
locate the folder that contains the file you wamigl then double-click the file.
Note: A movie or .gif file that you've added to Cliyganizer
(Clip Organizer: Microsoft Office program that ¢aims drawings,
photographs, sounds, videos, and other mediatfibgsyou can insert and use
in presentations, publications, and other Officeusnents.)is found in the
Clip Organizer folder within the My Pictures foldem your hard disk. Or, go
to the original location for these files.
2. When a message is displayed, do one of the follgwin
= To play the movie or GIF automatically when youtgdhe slide, click
yes.
= To play the movie or GIF only when you click itio& No.
Note If you try to insert a movie and you get @ssage saying that Microsoft
PowerPoint can't insert the file, try inserting thevie to play in Windows Media
Player.
3. In Windows, launch Windows Media Player (from tharSbutton, on the
Accessories submenu).
4. On the File menu in Windows Media Player, click @pand then type the
path or browse for the file you want to insert, atidk OK.
= If the movie opens and plays, complete the remgiataps in this
task.
= |If the movie cannot play, then it won't play whesuyopen the
Windows Media Player in PowerPoint, so don't corepthis task.
You can consult Windows Media Player Help to tryrubleshoot
the problem. Also, in PowerPoint, search on "Treghbot movies" in
the Ask a Question box on the menu bar to get moggestions.
5. Display the slide you want the movie on in PowenBand on the Insert

menu, click Object.
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6. Under Object Type, click Media Clip, and make sOreate new is selected.
If you want the movie to display as an icon, sefketDisplay as icon check
box.

7. Click OK.

8. On the Insert Clip menu in Windows Media PlayeickcVideo for Windows.

9. In the Files of type list, select All Files, seléaé file, and then click Open.

10.To play it, click the Play button just below themebar, on the upper left; to

insert it onto your slide, click outside the moframe.

Add a motion clip from Microsoft Clip Organizer
11.0n the Insert menu, point to Movies and Sounds,clinkl Movie from Clip
Organizer.
12.1n the Insert Clip Art task pansgroll to find the clip you want, and click it to
add it to the slide.
13.1f a message is displayed, do one of the following:
= To play the movie or GIF automatically when youtgdhe slide, click
Yes.
= To play the movie or GIF only when you click itio& No.
Notes
o Clip Organizer initially includes a collection ofianated GIFs. Other GIF
files and movie files you add to Clip Organizerhaiso appear in the task
pane.
o To do a search for clips in Clip Organizer, cliclodify and select criteria for
a search. To get more information about findingdiy@you want, click Tips
for Finding Clips at the bottom of the task pangjives details on finding
files using wildcards and adding your own clipghe Clip Organizer.
To preview a clip: in the Insert Clip Art task pairethe Results box that displays the
clips available, move your mouse pointer over figgscthumbnail; click the arrow

that appears; and then click Preview/Properties.
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Preview a movie or animated GIF in a presentation
« In normal view, display the slide, and click Sli8kow in the lower-left corner of the
Microsoft PowerPoint window. If you set up the m®war animated GIF to play when
you click it, you'll have to click it to play itdr, if you've inserted a movie as an
object to play in Microsoft Windows Media Playeowymay have to click Stop, Start,
and Pause buttons.)
Notes
« You can also preview a movie in normal view by deuddicking it.
« If your movie or animated GIF is part of a custommnaation sequence, you can
preview it by clicking Play in the Custom Animatitask pane

Using Microsoft Windows Media Player for movies

If Microsoft PowerPoint won't play a movie file yory to insert, try to play the movie in
Windows Media Player. First, test the movie outsil®owerPoint by opening Windows
Media Player and opening your file from the Filermelf the movie doesn't play, Windows
Media Player gives you detailed error messagesdtelp link that can help you

troubleshoot the problem.

If the movie plays in Windows Media Player, you then insert it from within PowerPoint
by clicking Object on the Insert menu and inserttras a media clip.

A movie that you play in PowerPoint using Windowsdva Player cannot have animation
settings and special timings assigned to it; irstgau play it by clicking buttons in the

Windows Media Player.

Loop a sound or movie

When you loop a sound or movie, the file playslytu advance to the next slide.
1. On the slide, right-click the sound icon or movie.
2. On the shortcut menu, clidkdit Sound Object or Edit Movie Object.
3. Select thd_oop until stopped check box.
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6.5 Printing a presentation

Handouts

You can print your presentation in the form of hauns - with one, two, three, four, six, or
nine slides on a page - that your audience carfongeture reference.

The three-slides-per-page handout includes lipadesfor note-taking by the audience.

You can select a layout for your handouts in ppi@view or in the Print dialog box.

Previewing your handout

Print preview allows you to select a type of lay@artyour handout and to see exactly what
the printed version will look like. You can alsophy preview, and edit headers and footers,
such as page numbers. Layout options include lapdsor portrait orientation. In the one-

slide-per-page layout, you can apply headers antefe to the handout only and not the
slides, if you don't want header and footer texted or slide numbers appearing on the
slides.

Handout master

If you want to change the look, position, and ©if¢he header and footer text, date, or page
number on your handouts, make the changes to tidobamaster (master: A slide view or

page on which you define formatting for all slides pages in your presentation. Each
presentation has a master for each key componkades stitle slides, speaker's notes, and
audience handouts.). To include a name or logo shatlld appear on every page of the
handout, add it to the master. Changes you malkteetbandout master also appear when you

print an outline.
Additional layout options

There are additional options for the look of yoan#out if you send the presentation from
Microsoft PowerPoint to Microsoft Word.
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About right-to-left presentations
The feature described in this Help topic is onlgitable if support for Arabic or Hebrew is

enabled through Microsoft Office Language Settings.

Microsoft PowerPoint allows you to enter, changgl display right-to-left (right-to-left:
Refers to keyboard settings, document views, ugerface objects, and the direction in
which text is displayed. Arabic and Hebrew are tighleft languages.) text in both right-to-
left and combined right-to-left/left-to-right (lefo-right: Refers to keyboard settings,
document views, user interface objects, and threction in which text is displayed. English
and most other European languages are left-to-lagiguages.) environments. If you are
using the Arabic or Hebrew version of PowerPoiment PowerPoint automatically opens
new presentations with right-to-left paragraphraiignt and text direction, and the screen

will have a right-to-left appearance.

If you are not using the Arabic or Hebrew versidfPowerPoint, you can still change
paragraph alignment and text direction, and esteange, and display right-to-left text by
enabling Arabic or Hebrew through Microsoft Officanguage Settings

Print notes pages

To print your presentation:

NOTE: You should always preview before printing, so @i don't waste paper or pay for
printouts you did not want.

Step 1

Go to File->Print Preview. You will be shown a peav of how your printed document will
look like.

Step 2
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If you are satisfied with the appearance of yourushoent, click on the "Print" button at the

top left of the preview window. Otherwise, click tre "Close" button and make any
necessary changes.

& | hprint... | Print What: Shides - | 68% « 1141 4 | options = | Close '“E

Choosing Options in the Print dialog box

Step 1

In the Print dialog box, you will see a "drop-downénu labeled "Print what:”. You can
choose from Slides, Handouts, Notes Pages, anth®Miew. You can preview what each

one of these looks like by clicking the <Previewsttbn in the lower left corner of the Print
dialog box.

Print what;

Maotes Pages
Qutline View

Prewview

Step2
You also have the ability to choose which slidepriat in the Range section of the dialog
box, and how many copies in the Copies sectiohefiialog box.

. Copies
Prink range

e Murnber of copies:
{E}ﬁjl (i current slide () Selection — P

1 v

() Slides: % ﬂ ﬂ
Enter slide numbers andfor slide ranges, For example,
1,3,5-12 Collate

Step 3
Click the <OK> button to print.

To print your presentation with your notes displaye:
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Step 1
Go to File->Print Preview
Step 2
In the drop-down box labeled "Print what:" chanige text to read "Notes Pages."
Step 3
If you are satisfied with the appearance of yowuwoent, click on the "Print" button.
Otherwise, click on the "Close" button in the PRmeview dialog box and make any
necessary changes.
Create notes while working on a presentation

1. Inthe notes pane, type your notes for the cuskae.

2. To navigate between slides as you add your notdsetootes pane, click the slide

thumbnails on the Slides tab or click the icongl@nOutline tab.

Note: If your text exceeds the size of the placeho{g&ceholders: Boxes with dotted or
hatch-marked borders that are part of most sligeuts. These boxes hold title and body text
or objects such as charts, tables, and picturesth®©notes page (notes pages: Printed pages
that display author notes beneath the slide tleahtites accompany.), Microsoft PowerPoint
reduces the font size and line spacing incremgraallyou type, to make the text fit.

« To see more of the notes pane, point to the topgdvaf the notes pane until the

pointer becomes a double-headed arrow, and thetliesborder.
« To see the formatting and layout of your printetesoclick Print Preview on the

Standard toolbar

Summary

Making a good presentation can be easy ifigolude the following elements:

» Simple slides, with no more than one concept pgepand no more than 25-30
words per page.

» Text and images kept within a reasonable distarme the edges of the slide. This

prevents the slide from looking
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» Slides that are easy to read. Avoid flashy colbestes, fonts, and animation. These

features should complement a presentation, andentite presentation itself.

Self Test Exercises
I. Write “True” for correct statement and “False” f or wrong statement on the space
provided.
1 .ppt is the default Microsoft PowerPoint presgataextension file name
2. It is not possible to add movies to popgent presentation
3. The extension to save power point grapiicgpg
4. Itis not possible to print 5 or moreestidn one page of a paper
5.Individual parts of a presentation is ch##édes.
6. Toolbar is a bar with buttons and optibias you use to carry out commands.
7. Task pane is a window within an Officel@ggion that provides commonly used
commands.
8. Sizing handles are Small circles that ap@dong the edges of the selection
rectangle around an object on your slide.
9. Presentation is the primary type of fi@BrPoint is used to create
__10. Print preview allows you to select a tgpéayout for your handout and to see
exactly what the printed version will look like
II. Choose the appropriate answer among the alterrniaves given for each of the
following questions and write the letter correspondhg to the correct answer on the
space provided.
1. One of the following extension is appropriate faviag web archives
a) mht
b) .rtf
c) .pot
d) .pps
2. The specific arrangement of text and images orda &:

a) Color scheme
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b) Design template
c) Lau out
d) Slide
3. One of the following view is helpful for rearrangithe order of your slides
a) Normal view
b) Slide sorter view
c) Slide show view
d) None

4. Boxes with dotted or hatch-marked outlines thateappvhen you create a
new slide are :
a) Place holder
b) Slide show
c) Design template
d) None

5. Which one starts with slides that have minimal giesind no color applied to
them.?
a) Template with suggested content
b) Design template
c) Blank
d) None
IV. Complete the following statements by filling the dnk space.
1.  is an extension used for presentation outlinenasudline document.
is an extension for slide as a graphic.
is an extension for slide as a graphic $eran Web pages.

is an extension for presentation as a tmpl

o~ w0

is an extension for a typical Microsoft Pd®eént presentation.

231



Chapter seven: Internet Basics

Objectives:
Upon the completion of this unit, you will be albe
« explain what computer networking and the Interget i
+ the functions of the internet;
¢ the services available on the internet;
+ identify information resources on the Internet; and
+ make use of the search and retrieval servicesadlailon various subjects and in

various formats.

Introduction

The Internet is a global network of interconneatethputers, enabling users to share
information along multiple channels. Typically, @wputer that connects to the Internet can
access information from a vast array of availablwers and other computers by moving
information from them to the computer's local meyndihe same connection allows
computer to send information to servers on the agd¢wthat information is in turn accessed
and potentially modified by a variety of other mtennected computers. A majority of
widely accessible information on the Internet cetssof inter-linked hypertext documents
and other resources of the World Wide Web (WWW)mBater users typically manage sent
and received information with web browsers; otlodtvgare for users' interface with
computer networks includes specialized programeletronic mail, online chat, file
transfer and file sharing.

The movement of information in the Internet is aoleid via a system of interconnected
computer networks that share data by packet swigchsing the standardized Internet
Protocol Suite (TCP/IP). It is a "network of netksl that consists of millions of private and
public, academic, business, and government netwadrksal to global scope that are linked

by copper wires, fiber-optic cables, wireless catioas, and other technologies.

232



Introduction to networking and evolution of the Internet

Networking

Computer Network is a collection of computers aedminal devices connected by a
communication system. The use of computer netugotk share resources like file, device,
printer, scanner, and program. Topology refersheoway in which multiple devices are
interconnected via communication links. There @ave types of network: - Local area
Network (LAN) and wide Area Network (WAN).

A local area network is a network confined to a lérm@ea like a building. Most LAN has
communication stations that are physically linkgdabcable. WAN are used to connect
computers not located in the same building (or eéaghe same city). High-speed dedicated

data lines or satellite connections may be usdidkacomputers separated by great distance.

There are three main network topologies: bus, aimg) star.

Bus topology: -In bus topology, all stations attach through apgede interfacing hardware,
directly to a line as transmission medium, or busA transmission from any station
propagates the length of the medium in both dioestiand can be received by all other
stations. The message that is transmitted contaenaddress of the station and the data and
each station monitors the medium and copies pacdddsessed to it. Because all stations
share a common transmission link, only one statamsuccessfully transmit at a time, some

form of medium access control technique is neededdulate access.

Ring topology: - In the ring topology, the network consists of & agferepeaters joined by
point —to point links in a closed loop. The linkse unidirectional, that is, data are
transmitted in one direction only, and all orieniedthe same way. The data circulates
around the ring in one direction (clockwise or cmurclockwise). Data are transmitted in
packets inserted into the ring by the stations.e Pphcket contains source and destination
address as well as other control information aner wkta. As a packet circulates, the
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destination station copies the data. Typicallg, placket continues to circulate until it returns
to the source station, where it is absorbed, rengpitifrom the ring. Since the medium is

shared, it needs to control the order and timingaaket transmission.

Star topology: In star topology, each station is directly coriedcto a common Central
Switch (host). Each station transmits its messadle host and the host deliver the message
to the correct distribution by identifying the adds. The problem with star is, if the host

fails there will not be any communication.

The transmission medium can be twisted pair coagalle, optical fiber. The main

difference among the transmission medium is cpsted and technology.

Distributed system is a system by which physicaiparated computers share resources in
their respective information processing functiohBis means, the number of users can use
the same disk drives, printers, and other peripherather than giving each computer these
peripherals. This becomes an important advantdgma large database is required by two

or more different computers.

Internet

This unit of the module has two major sections. Ting section focuses on setting up
Internet connections and working on Web browsersfoanicators. It discusses about what
Internet is, how you set up and connect to therette how it works, what it can do for you,
what Web browsers are and how they work. In thidice, identification of resources on
Internet and other related concepts are also disdughe second section mainly deals with

the provision of Internet services and searchifgrmation on the Internet.
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Can you define the term Internet?

Good! For beginner, here is a basic answer: Thenet is a network of thousands of
computers all over the world that can communicaith wne another to exchange
messages and share information. The computers @rinternet can talk to one
another because they are networked; they are cathecsome way so that they can
exchange information with one another electronycallithough most people talk
about the Internet as if it were some giant companglub, it really isn't. No single
entity or organization controls it. The computersitoare controlled by their owners.
The computers that constitute the Internet com@shabout every size, shape, and

type in use.

How did Internet emerge?

In the late 1960s, the United States DepartmentDefense developed an
experimental communication system called ARPANé&isThetwork initially linked
the computer networks at U.S. military establishtsehut it was soon extended to
include defense-related corporations and reseansfitutions. In the 1980s, these
interconnected networks spread widely to reachersities and other organizations.
Spurred by the rapid availability of the personainputer, the networks spread over
most of the globe and began to attract thousandadwiduals as well as a few
private organizations. It was during this expandlaat the phenomenon became to be

known as the Internet.

Today, the Internet exists as an intricate pattéramaller networks linked through
servers. The servers transmit data through linas th most cases, are dedicated to
Internet communications. Individual computers asanected to these servers either

through direct lines or telephone lines and modems.
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7.2 Setting up an Internet connection

Well! To have access to Internet, you need to lémka commercial InterneService

Provider (ISP), a company that provides access to the leterS8ome considerations
associated with ISPs are: How much do they chabgethey offer a free trial period? How
good is their technical support? Do they offer axyra services? In Ethiopia, Ethiopian
Telecommunication Corporation (ETC) is the offidialernet Service Provider (ISP). There
are also minimum hardware and software requiremgentgeve Internet connection. If you

want to explore Internet through dial-up connecfrem your local computer, you need:

1. Hardware Requirements
a) A computer with a serial port for connecting extdrmodem or a spare expansion
slot for connecting an internal modem card.
b) A modem, ideally the fastest one that you can dffor
c) Connecting cables with jacks and sockets - to ccinyeur modem with the computer
and telephone connection.
2. The CPU
The CPU is analogous to a car engine: Fast, polw&@RlUs make fast, powerful
computers. A Pentium-based PC will give you enobghse power for the Internet.
Although it is not recommended, even a 486-basedsP&lequate. Almost any home
computer manufactured after 1996 has enough honggdor the Internet.
3. RAM Memory
You need 16Mb if you want to run Windows 95, ahdttis a minimal configuration for
new machines. If you expect to get involved with bMeage design and computer
graphics, you'll want at least 32Mb of RAM.
4. The Hard Drive
A 1 GB hard drive is standard on even a low-endti®€se days. Today’s larger hard
drives are designed to store memory-intensive egipdins and graphics.

5. Software
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1. Windows 98 or later versions are recommended.
2. Any web browser like Internet Explorer, Netscapevi§jator etc. for setting up a
TCP/IP connection.

6. Others
1. Atelephone connection.
2. A TCP/IP account with an Internet Service Provid8P).

Good! Setting up an Internet connection can bena tonsuming and expensive proposition,
especially if you do not do it right the first tim8etting up an Internet connection involves
providing and synchronizing settings for variougtware and hardware components. Unless
all these settings work in complete harmony, yoiernet connections may either not work
at all or may work erratically and may cause lopadblems. In order to make it easy, follow

the Internet Connection wizard.

The Internet Connection wizard helps you set toyopr computer to use the Internet.
Whether you have spent many hours online or nexploeed the Internet, the Internet
Connection wizard can help you quickly set up anemtion. To connect your PC to the

Internet for the first time, do the following:

1. First, start the Internet Connection wizard by ldhg Start, pointing to
Programs, pointing to Accessories, pointing to Camitations, and then
clicking InternetConnectiorWizard.

2. Then, choose the third option which says 'l wants& up my Internet
connection manually' and click 'Next' button. Untieww do you connect to
the Internet choose the first 'l will connect thgbuphone and modem' then

click 'Next' button.
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3. Next, fill the area code, telephone number of BB And choose the country
from the drop down box and click 'Next' button.

4. Insert the username and the password that you racfem your ISP and
click ‘Next'. Under connection name write the cootien name you like to be
named. Fore example ETC and click 'Next' button.

5. Then, choose no, for our case, for the Internet aca@iount and click ‘Next'.

6. Finally, click ‘Finish’.

Now you can connect to the Internet by double clzilalup networking', on My Computer,
and click the dialup connection you will be prontpfer User name and a Password. Then,

click Connectbutton and you will be connected.

7.3  Domain name system

What is domain name?

A Domain Name is your address on the Internes your unique identity on the Internet that
corresponds to your numeric address "IP". In simbpfens, a domain name is part of your
Internet address that comes after "www". For exampl http://www.abc.com.et the domain
name is abc.com.et i.e.

+ abc is the name of the company ABC.

RY

% com is to represent that ABC is a commercial corgpand

< et the top level domain that represents the courdgnge Ethiopia.
Domain names provide a system of easy-to-remenmbemiet addresses, which is translated
by the Domain Name System (DNS) into the numeridreskes (Internet Protocol (IP)

numbers) used by the network.

What is .et domain name?
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.et domain name is the CCTLD (Country Code Top Léaain) name given to Ethiopia
just like other countries by an International origation meant for this purpose. Ethiopian
Telecommunications Corporation (ETC) is authorized sell .et domain names like

abc.com.et.

What makes an Internet important source of information?
Is the Internet really an important source of infamation nowadays?
Yes! Internet is really an important source of imfi@tion nowadays. Internet is everything:

« It is a mailbox that allows sending messages torandiving messages from, other
Internet users through electronic mail (e-mail);

+ It is a business tool that helps you conduct bgsime any part of the world,;

« It is a library that allows you conduct researchrbgding or copying information
stored on other computers and also finding book$ @ther resources stored in
libraries all over the world,;

+ It is a software shop that allows you copy compstdtware.

« It is also a newspaper that allows you read newagamewsletters, and magazines

and also receiving news updates about specificte\@riopics and more.

Can you look into the things that can make you Irérnet literate?

By learning certain terminologies, concepts, anillsskyou can become Internet literate.
Using the Internet demands appropriate computelipewnt, an Internet connection,
software tools (or access to tools through anotioenputer), and basic skills. It may also
require money. Most of all, it requires that yowéa need for what the Internet offers. If the
need is there, none of the other requirementsadtfficult to manage. If the need is not
there, most of the other requirements represemastenof time, money, and effort. You are

better off walking to the library.
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Working on Web browsers/ communicators

What do you think is a web browser? What are comon features of web browsers?

A browser is a hypertext file reader. That is, evser is a program that can display material
containing links to other material (perhaps locatedther files), and can provide quick and
easy access to the contents associated with suk$h linternet Explorer and Netscape are

just two of the popular WWW graphic browsers thédve you access to images, films and
sound via the Internet.

Browsers may be text, graphics, or multimedia based
» Atext-based, or line-oriented, browser is abldigplay texts.
» Graphics browsers can handle both text and grapmdsgenerally have a much
nicer display than line-oriented browsers.

» Multimedia browsers can display sound and vide@ddition to the capabilities
of graphics browsers.

Have you come across the concept Uniform Resourtecators (URLS) so far?

Well! URLs are the addresses of documents availablthe Internet. With a URL, you can
go directly to a specific document, rather thansejecting links from other documents.
Every document on the WWW has a unique URL address.

The following is an example of anatomy of a URL:
Example:http://www.lib.berkeley.edu/TeachingLIb/About.html

In this example address given above:
http:// - this part of the URL defines the Internet Boall for the document. For example,
http:// indicates that the document is unique ®\World Wide Web.
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www.lib.berkeley.edu - This part of the URL is the address of the nmaehwhere the
document is stored. It tells your WWW Browser whisha specific machine to
connect to.

Teaching Lib/ - This part of the URL is the directory or pathtbé document. It indicates
exactly where on the machine your document is &stat

About.html — The very end of the URL is the name of the daenimtself. The .html
indicates that the document is in hypertext. Thist Isection of the URL may

sometimes be omitted.

What are the capabilities you find in most Web browgers?

Dear students! Internally, Web browsers are intigdcomplex programs. Externally,
however, Web browsers are extremely easy to usgefTgou up and running, take a look at
the capabilities you find in most Web browsers:
¢+ Browsing URLs - Each Web browser provides the same methodspiemiog a Web
page. You can click a link, type the URL of the Wege in the Address bar, use the
menu, pick a site from your list of favorites, aalon.
+ Toolbar buttons - Most Web browsers provide the same buttonseir tholbars.
¢+ History list - Your browser keeps three different history ligtsst, it keeps a list of
all the Web pages you have visited during the airsession; you can move forward
and backward through this list using the Forward Back buttons. Second, it keeps
the history of all the web pages you have openetyfing their URLs in the Address
bar. Third, it keeps a separate list of every Watpepyou have visited.
+« Printing, saving, and Sending- Your Web browser provides a number of ways to
keep a copy of a Web page. You can print it. Yau save the page to your disk. You
can also send a page or a link to a page to son@sa@ia Internet mail.
+« Book marking your Favorites - The Web contains millions upon millions of web
pages. Your browser makes it easier to go bacloto favorite pages by allowing

you to put links to those pages in a bookmarkseofiites list.
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+ Offline Browsing - A recent innovation is offline browsing. You spgcgarameters
for a Web search and download the content to yompater while you are not using
it. Then you can browse that content while you @oé connected to the Internet.
Because you do not have to wait for pages to doadhloefore your eyes, offline
browsing makes the whole Web searching experieastert

« Channel support - The latest browsers support channel casting. Withnnel
casting, you subscribe to a channel, and the phéilisletermines the amount of
content and the schedule on which the contentdsiigol on your computer.

+ Customization - Early browsers allow you very little customizatidrhese days you

can customize every thing. You can change yout ptage. You can customize the

location, size, and contents of your toolbars.

Identification of resources on Internet

What resources can we get on Internet?

Good! You can get information resources on Interaebut every thing. For instance,

information resources are available on Internet éducational purposes, research and
scholarship, entertainment, business and many ntiovee take education, the Internet is

reshaping educational systems globally and presgmdifferent means of curriculum and

instructional development. The opportunity exists use this technology to transform

classrooms into sites of learning and critical king through inquiry-based learning and by
bridging reading and writing through online intdfas. Some of the resources available on
the Internet for educational purposes are on alui@l education, Business Education,

Marketing, Counseling, English Language, Healtb, et

The Internet has reshaped research and scholarBtaditional methods involve on-site

examination, extensive note taking, and photocapwghpaper-based journals and books. It
also involves using indices and abstracts, su¢heSocial Science Index. For an increasing
number of students and faculty, however, the Imtehas dramatically improved the speed

and quality of their work. It is increasingly commdor students and instructors to use
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remote databases, exchange e-mail with far-flullgagues, collaborate on research, and get
copies of the latest journals online, and withaugregoing to office.

The resources available for students, teacheragnity include library catalogs, databases,
indices, electronic journals, electronic texts,grapimages, sound and music files,
discussion groups, Use net news groups distano@rneaissue-specific list serves and more.
Each of these offers tools to the educator andge¢helar. Books, chapters and articles are
written, presentations are planned, conferencesareened and research is carried out on

the Internet.

7.4 Internet services (WWW, E-mail, News groups, Wsnet)

What are the various types of services availdbieugh Internet connection?
Dear students, can you guess different types oicgs available through Internet

connection?

Good! As you learnt in module one, there are varitypes of services available through
Internet connection. The services are expanding iaogkasing from time to time. By
learning certain common services provided througbrhet, you will be familiar with them.

Here are major services or applications of Internet

+ World Wide Web (WWW)

The World Wide Web (usually called the Web) is gremier and fastest growing Internet
service. It is the application that made the Ireéaccessible to children, senior citizens, and
everyone in between. The most remarkable thing tathmuWeb is how easy it is to work
with. Once you have a Web browser installed andkingr the basic mechanics of the

browser are very simple.
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How do you navigate through a web page?

Well! There is a pointer that helps you move frolacp to place in a web page. The pointer
from a main text to a related document is calldthla The terms hyperlink, hot link, hot
button, and pointer are also used. Hyperlinks &edb page may be underlined, appear in
boldface, or be displayed in a different color @lsublue), so you can easily see them.
Different browsers use different display convensgion

Other popular communication applications that hawvelved with the Internet include
Usenet newsgroups, Telnet (remote Login), File $i@nProtocol, Electronic mail (E-mail),
etc. Each application is different and addresséerdnt kinds of information needs as

discussed in the following sections.

+ Usenet Newsgroups

Usenet newsgroups allow the exchange of e-mail#ilessages in a public forum open to
millions of onlookers. Anyone can join in on anytbe Usenet conversations at any time.
Usenet newsgroups are worldwide discussion graupghich people share information and
ideas on a particular area of interest such aslsagonomic, political, art, etc. Discussion
takes place in large electronic bulletin boards nelenyone can post messages on the topic
for others to see. Members of the group accesbsuHletin board to see information posted

by a member and give response/answer to queries aslany.

Chat channels enable typed conversations betwemitwnore people in either a public or
private manner. Chats are real time conversatidhany web pages feature chats. You may

need to register in order to participate.
< E-mail

E-mail is the most popular activity on the Internmmail is the most versatile and useful

Internet communications tool. At least 75% of go@e with access to the Internet uses e-
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mail. There are Internet based free e-mail and staténg services like Yahoo, etc. Hotmaill,

NetAddress.com, etc are free email accounts.

You can send or receive personal and busines®detaessages with attachments such as
pictures or other documents. With the appropriaiffwsre you can even send sounds,
videos, and computer programs. E-mail is one of rtfuesst widely used services on the
Internet. E-mail is easy to send, read, reply tal manage, and it is fast and convenient. For
these reasons, it has grown from a simple senileeenl to researchers for communicating

ideas and results to complex messaging system.

What do you think is the anatomy of an E-mail Mesage looks like?

Well! An e-mail message is very similar to an affimemo. It is usually fairly short; usually
addresses a single topic; relies mostly on plaib ({0 graphics or fancy fonts, and so on);
is usually written in an informal style; might beeply to a previous message; can be sent to

one person or many people; can be passed alontstoflother people and is often timely.

Each e-mail message contains two parts: a messagehand a message body. The header
contains addressing information, such as from wiizenmessage is coming and whom the

message is being sent to, the time the messagsamfsand a subject header describing the
contents of the message.

When you create an e-mail message, some parts eothdfader are entered by you,
specifically the To: field and the subject: fieldther parts of the header will be filled in for
you. The Form: and the Date: fields are alwayedilin automatically. In fact, the only part
of the message that absolutely must be filled thesTo: field. You can leave Subject: blank.
You can even leave the message body empty andhaw a perfectly legal e-mail message.

But if you leave the To: field unfilled, your meggawill have no place to go.
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When you fill in the To: field, you must specify\alid e-mail address. A valid e-mail
address consists of a user id and a host addneasaged by the @ character. If there are any
typographical errors in the address, your messagieevreturned to you along with an error
message. Note, however, that a typographical enight send your mail to a legitimate
address, although not the one you intended. Indasg, no error message will alert you. If
the accidental recipient does not respond, you helle no reason to believe anything went

wrong.

« Telnet (Remote Login)

Telnet provides a remote login capability which ldea a user at a terminal or personal
computer to logon to a remote computer and functienf it is directly connected to that
computer. You can do on that computer whateveriies you can do on your local
computer. The computer you log into can be in #i®es room, on the same campus, or a

computer in a distant corner of the world.

+ File Transfer Protocol
The Internet and its predecessors were creatextiiddte information exchange. The
oldest services to the Internet were developethisrpurpose. One of these services is
File Transfer protocol (FTP). It enables you torake files of remote hosts on the
Internet and to copy files to your computer or sgodr own files to the host computer.
The files can have different formats. They can lwgmam, data or other files.

7.5  Searching information on the Internet
What are search engines? How to choose approgeateh engines?
Dear students! What is a web search tool? Howheyp work?
Well! Search tools find documents matching youeiiests. Each search tool operates on its

database of URLS, texts and descriptions selected the entirety of the World Wide Web.

When you search a search engine, you search thientsrof its database - not the World
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Wide Web directly. Since none of this databaseuihe$ all the WWW pages in existence,
you get different results from different searchlso®ther reasons for search results to vary

include differences in the features of each dawbas

All search tools provide hypertext links that pdryou to retrieve Web documents found
through a search of the tool's database. A seasits in list of documents matching your
search. When you click on the link representing ofithese documents, you "go out on " the
Web (in fact, you retrieve into your computer a wioent from some site on the WWW

outside the database of the search engine). Upg@oint you are working within the search

tool's database.

Search Engine database are most frequently builtdiots"- computer programs that roam
the WWW finding sites new to their home databagpeéating old ones, and deleting obsolete
ones. The discoveries of these robots are thegratted in to the home database. Some web
search databases are maintained with little hunaaluation. In others, sites are hand-picked

and evaluated or reviewed. Some offer a combinatfgdghese approaches.

Every search tool is different. They vary in featiand size/comprehensiveness. The most
important features in selecting a search toollawse which allow you to refine or focus your
search when you need to. If you want comprehenssg&nyou want large databases. If you
want help sorting out "the best" pages on ameitely covered topic, you may profit from

the selectivity of some of the smaller, hand-piclathbases.

In general, search tool (search engine) is a coenuuogram that does the following:
1. Allows you to submit a form containing a query tltahsists of a word or phrase
describing the specific information you are trytogocate on the Web.
2. Searches its database to try to match your query.
3. Collates and returns a list of clickable URLs camiteg presentations that match your

query; (the result list is usually ordered, witle tietter matches appearing at the top).
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4. Permits you to revise and resubmit a query.

AltaVista (Wwww.altavista.coy Excite (vww.excite.con), HotBot (vww.hotbot.con),

Infoseek fwww.infoseek.corjy etc. are among the popular Search Engines.

What do you think are the issues that you should tee into consideration when selecting

a keyword for searching?

To get the appropriate information in the web, tioenber one skill to learn is how to pick
good keywords. Here are some points to keep in ntiasgpecific; don't use common words;
learn to adjust your query; use synonyms; use warttions, use quoted phrases; use upper
case letters when appropriate; and understandetirelstool you are using.

What are Meta-search Engines?

As we have discussed above, in ordinary searchesagir search tools (such as Info seek,
AltaVista, Yahoo, or Excite), you submit keywordsat single database of web pages owned
by the search tool, and you get back a differespldy of documents from each search

engine’s unique database of web pages.

In a meta-search engine, you submit keywords isgtgch box, and it transmits your search
simultaneously to most of the popular search emsgmed their databases of web pages.
Within a few seconds, you get back a compilatiomesilts containing matching sites from

the entire search engines queried.
Meta-search engines do not own any database of pages; they use and deliver the

databases and searching programs of each of theégopomdividual search tools they query.

Meta-search engines act as intelligent middle-agenpass your search through, gather the
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responses from the individual search tools theyryquend then give you a more unified

report of results from many different resources.

A meta-search engine or all-in-one search engim®mpes a search by calling on more than
one other search engine to do the actual work.r&kelts are collated, duplicate retrievals
are eliminated, and the results are ranked acaptdihow well they match your query. Then

you will be presented with a list of URLSs.

The advantage of meta search engine is that youaceess a number of different search
engines with a single query. The disadvantageas ybu will often have a high noise-to-
signal ratio; that is, a lot of the “matches” wilbt be of interest to you. This means you will

need to spend more time evaluating the resultslandling which hyperlinks to follow.

For very specific, hard-to-locate topics, meta-skeagngines can often be a good starting
point. For example, if you try to locate a topiéngsyour favorite search engine, but fail to
turn up anything useful, you may want to query atassearch engine. Meta-search

(www.metasearch.coprand Meta Find www.metafind.corh are among the popular Meta

search engines.

SUMMARY

The Internet is a network, or more accurately,rdaarinetwork, a vast collection of different
types of computers all over the world that can shaessages and information with one
another. The Internet as a whole, however, is utfterdirect authority of no one—which
makes the Internet open and free, but also comaiek inconsistent. People exploit the
resources on the Internet to stay informed, doarebe make announcements, and exchange
messages with colleagues, partners, etc. The worithde better in part by the Internet and
the people who use it. The Internet opens a waoklthterpersonal communication, and it
supplies this communication in several differentnfe: E-mail, one-to-one conversation,
Chat, Mailing lists, and Newsgroups, etc.
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Using the Internet demands appropriate computeripewnt, an Internet connection,

software tools (or access to tools through anatbarputer), and basic skills. It also requires
money. Most of all, it requires that you have achie what the Internet offers. If the need is
there, none of the other requirements is too diffito manage.

SELF TEST EXERCISE 4.2

I. Write “True” for correct statement and “False” f or wrong statement on the space

provided.

1. The disadvantage of meta-search engthatigou will often have a high noise-
to-signal ratio; that is, a lot of the “matches’llwiot be of interest to you.

. Search engines permit you to revise esubmit a query.

. When you search a search engine, yochs@&orld Wide Web directly.

. When you create an e-mail message, paerpf the header is created by you.

. Meta-search engines act as intelligeddietiagents to pass your search.

. The Internet has reshaped research hathsship.

~N oo o0~ WDN

. There are minimum hardware and softveqeirements to have Internet

connection.

8. Setting up an Internet connection in@w®viding and synchronizing settings
for various software and hardware components.

9. There is a single International orgairahat controls Internet.

10. The Internet Connection wizard helpstgaet up your computer to use the

Internet.
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II. Choose the appropriate answer among the alterrnases given for each of the
following questions and write the letter correspondhg to the correct answer on the

space provided.

1. The term link in web page is interchahfyeased with:
a) hyperlink
b) Hot link
¢) Hot button
d) Pointer
e) All
2. Which one of the following should be kephind when submitting a keyboard
to search engines?
a) Be specific
b) Don’'t use common words c)tet adjust your query d)all.
3. A valid e-mail address consists of:
a) user Id.
b) Host address.
c)a&b
d) None
4. Which one of the following is an ordinaearch engine?
a) Info seek
b) AltaVista
c) Meta find.com
d) all except c.
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5. Which statement is true?
a) For very specific, hard-t@dte topics, meta-search engines can often be a
good starting point.
b) A meta-search engine is alted all-in-one search engine
¢) The advantage of Meta seargfine is that you can access a number of
different search engines with a single query.
d) all
6. Information resources are available termet for:
a) Educational purpose
b) Research purpose
c) Entertainment
d) all
7. Which one of the following is not thealility of most Web browsers
nowadays?
a) Customization
b) Offline browsing
c) Book marking your favorites
d) None.
8. Browsers may be:
a) text-based.
b) Graphics.
¢) Multimedia.
d) all
9. is authorized to sell .et domaine.

a) Ministry of Education.

b) Ethiopian Telecommunicatioor@oration
c) USA government

d) all
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10. The resources available on Interndgefrhers and students include:
a) Databases
b) Electronic journals
c) Library catalogs
d) all
Ill. Complete the following statements by filling the blank space.

1. A service of an Internet that provides a rentoggn capability which enables a user at a
terminal or personal computer to logon to a rensotaputer is called

2. The two main parts of an e-mail message are and

3. The pointer from a main text to a related doaunmea Web document is called a

4. is an Internet service that endigexl conversation between two or more
people.

5. is the most popular activity onltiternet.

6. is the addresses of documentsahbieabn the Internet.

7. is network of thousands of compuwkver the world.

8. Access to Internet is possible through compaknesvn as

9. is your address on the Internet.

10. is a hypertext file reader.
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