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Foreword

The National Vocational & Technical Training Commission (NAVTTC) developed a National Skills Strategy (NSS)
after extensive research and consultation with experts and stakeholders including policy makers and
representatives from Industry, Academia and the Provincial Government departments dealing with technical and
vocational training. The strategy aims at establishing a regime that facilitates competency-based and demand-
driven training and assessment.

NAVTTC has developed competency-based training programs with the technical support of TVET Reform Support
Programme (TVET-RSP), which is funded by the European Union, the Kingdom of the Netherlands, the Federal
Republic of Germany and the Royal Norwegian Embassy. The Programme has been commissioned by the German
Federal Ministry for Economic Cooperation and Development (BMZ) and is being implemented by the Deutsche
Gesellschatft fir Internationale Zusammenarbeit (G1Z) GmbH in close collaboration with NAVTTC. These vocational
training programs have been approved by the National Curriculum Review Committee (having representation from
all over the country from TEVTAs and industry) for implementation in Public and Private Training institutions.

The purpose of developing competency-based training programs is to equip the learners with modern skills and
knowledge for each of the trades to meet the requirements of local as well as international markets. These training
programs include competency standards, qualification, curriculum, assessment material and teaching & learning
material that will aid in implementation of competency-based and demand driven training in the country.

This Teaching and Learning Material is part of the competency based training program exclusively developed to
support the implementation of CBT curricula. This Material is intended for the use of learners undertaking training
in National Vocational Certificate Level-2 in Information Technology (Computer Operator) under the guidance of
experts and appropriate trainers. This Teaching and Learning Material has been designed in consultation with
industry, academia and researchers to ensure that the material is relevant and current.

On behalf of the Federal Government/NAVTTC, | wish to express my sincere appreciation and gratitude to all
subject matter experts, industry representatives and TVET-RSP experts who have diligently contributed in
producing this valuable Teaching and Learning Material.

Executive Director
National Vocational & Technical Training Commission
(NAVTTC)



Introduction

A computer operator performs simple and routine tasks to carry out different functions and operations in an
organization. The major responsibilities includes typing of documents, creating letters and memos, sending and
receiving emails, maintain accounting data, and maintaining backups.

The National Vocational & Technical Training Commission (NAVTTC) has developed a national qualification
entitled, “National Vocational Certificate Level-2 in Information Technology (Computer Operator)”. Relevant industry
and employers were consulted in the design and validation processes in order to come up with a national
qualification that fulfills the requirements of the sector in general and the occupation in particular.

This Teaching and Learning Material (TLM) is developed based on competency standards and curriculum of the
Computer Operator national qualification. It carries a learning volume of 80 credits and includes eight learning
modules which are as under:

Module 1: Maintain Computer System

Module 2: Prepare Word Documents

Module 3: Prepare Spreadsheets

Module 4: Prepare Presentation

Module 5: Prepare In-page documents

Module 6: Manage e-mail / internet

Module 7: Manage Information System

Module 8: Identify and peruse new business opportunities in the field of Computer (ICT)

This TLM provides support for more effective training and productive learning. Each of the learning modules
contains learning outcomes and information regarding learning elements in the form of knowledge, skills and
attitudes. At the end of every learning module are Frequently Asked Questions (FAQs) and Test Yourself which will
help learners in self-assessment before proceeding to modular or final assessment.
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Module 1: Maintain Computer System

Module 1. Maintain Computer System

Learning Outcomes

After completion of this learning module, you will be able to:
e Install Operating System
e Configure Peripheral Devices
e Install Peripheral Devices
e Install software Applications
e Update / Upgrade software Applications
e Un install Software Applications
e Perform Windows Scan
e Format External Mass Storage
e Troubleshoot Basic Software Errors
e Troubleshoot Basic Hardware Faults

e Configure Basic Internet Connectivity
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Module 1: Maintain Computer System

Learning Unit 1: Install Operating System

Overview

Computer consists of two main parts Hardware and Software. In software, system
software (Operating system) is main software which control and manage the computer

and all the devices attached to it. This learning unit covers the procedure of installing, | Operating system is
operating system; describes different types of operating systems, precautions and | the soul of a
hardware requirements for installing Operating system. After completion of this learning | computer. It

unit, you will be able to demonstrate the procedure for installing Operating System and | controls/ manages
describes the different types of operating system and computer parts. all the working of
computer and
devices attached.

1. Basic Parts of Computer System

A computer is an electronic device which takes input from the user, processes it and gives output. Computer
consists of several parts like CPU, Mouse, Keyboard monitor, LCD, Printer, and Speakers.

O © 0O
. The word computer

O o comes from a Latin

word “Compute”
which means to

\ calculate. So it is

also called a
o calculating device

O

1) Monitor 3) System unit 5) Speaker 7) Keyboard

2) Modem 4) Mouse 6) Printer
Basic Parts of a Computer

These parts may be different according to the system. Like in laptops, touchpad replaces mouse, built in speakers
in LCD and built in laptop.

Basic Components of Computer System
There are three basic components of computer system. CPU or system unit, Input unit and Output unit.
1. CPU or System Unit

System unitis a base for computer system. That commonly known as CPU (Central Processing Unit).
The central processing unit is "brain" of computer , which consists of the following three main parts:

Teaching and Learning Material: Information Technology (Computer Operator) |3



Module 1: Maintain Computer System

1.1  Memory Unit: consists of primary memory and secondary memory. In primary

There are three memory, RAM (Random Access Memory which is primary memory that loads
basic components of the required data and erase it at the time of shutdown/restart. In secondary
computer system memory which store information on disc drives / devices permanently this can
input unit, output be used in future again and again.

unit and system unit. 1.2 Control Unit: it controls all the devices (peripheral devices) which attached to
the computer.

1.3  ALU (Arithmetic Logic Unit): Itis also called Microprocessor which is the brain
of the computer, which deals with all the arithmetic (additions, multiplication,
subtractions) and logical operations (greater, less then, equal etc.) of the
computer.

CENTRAL PROCESSING UNIT

h 4

Em - | |

Diata Flow _
Cortrol Flow e

Main Parts of CPU
2. Input Unit

Input unit /devices are used for giving input to the computer for processing. There are many types of input devices
like keyboard, mouse and scanner.

3. Output Unit

Output unit/ devices are used for giving and display output to the user. There are many types of output devices
like printer, speaker and monitor.

2. Hardware and Software

Following are the two major elements of the computer.

Hardware is tangible | 1: Hardware

elements and
software is
intangible elements
of computer.

Hardware is the physical parts of Computer that can be seen or touched. This includes
the computer casing, monitor, keyboard, and mouse. It also includes all the parts inside
the computer casing, such as the hard disk drive, motherboard, video card, LAN card

Hardware and and many others.
Software are

dependents on each 2. Software
other.

The set of instructions given to the computer to perform a task is called software.
Computer software or software is any set of machine-readable instructions that directs a computer's processor
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Module 1: Maintain Computer System

to perform specific operations. The two main types of software are System Software and Application software.
Following are the two main types of software.

2.1 System software: System software is computer software designed to operate and control the
computer hardware and to provide a platform for running application software it includes software
like operating system Language Software, device drivers

2.2 Application Software includes Word processing software, Spreadsheet software, Database
software, Education software, entertainment software and many more.

3. Types of Operating Systems

Operating System

An operating system (OS) is a set of programs contains instructions that work together to coordinate all the
activities among computer hardware resources. Most operating systems perform similar functions that include
starting and shutting down a computer, providing a user interface, managing programs, managing memory,
coordinating tasks, configuring devices, establishing an Internet connection, monitoring performance, providing
file management and other utilities, and automatically updating itself and certain utility programs.

Types of Operating Systems

Operating systems usually preinstalled on the computer when it is purchased. Mostly people use the operating
System that preinstalled on their computer, but it is possible to upgrade or even reinstall new operating systems.
The most common operating systems for personal computers are :

Microsoft Windows, Apple Mac OS X, and Linux, Unix etc.

1. Microsoft Windows

Microsoft created the Windows operating system in themid-1980s. Over the years, there have been many
different versions of Windows, but the most popular ones are Windows 7 (released in 2009), WindowsVista
(2007) and Windows XP (2001). Windows is very compatible and user friendly which makes it the most popular
operating system in the world. If you're buying a new computer or upgrading to a new version of Windows, you
can choose from several different editions of Windows, including Home, Premium, Professional, and Ultimate.

2. Apple Mac OS X

Mac OS is a line of operating systems created by Apple Inc. It is also preinstalled on
all new Macintosh computers, or Macs. All of the recent versions are known as Mac
OS X (pronounced Mac O-S Ten), and their specific version names are Lion
(released in 2011), Snow Leopard (2009) and Leopard (2007). Apple also offers a
version called Mac OS X Server, which is designed to operate on servers. The Apple | o-4\vho is the
operating system does have some disadvantages, primarily in regard to software and | ner of Microsoft
hardware compatibility. Company??

Who is the founder
of Apple Company

3. Linux

Linux operating system is developed on a kernel, based on Unix. It is known as one of the most secure platforms,
yet Linux is often viewed as more complex. Linux (pronounces LINN-ux) is a family of open source operating
systems, which means that they can be modified and distributed by anyone around the world. This is very
different from proprietary software like Windows, which can only be modified by the company that owns it
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(Microsoft). The advantages of Linux are that it is free, and there are many different distributions (versions) that
can choose from. Each version has a different look and feel, and the most popular ones include Ubuntu, Mint,
Red Hat and Fedora. Linux is named after Linus Torvalds, who created the Linux kernel in 1991.

4. Basic Difference between Operating Systems

There are many differences among these operating systems. These are according to their work.
Single-Tasking and Multi-Tasking

A single-tasking system can only run one program at a time, while a multi-tasking
operating system allows more than one program to be running in concurrency. This is
achieved by time-sharing, dividing the available processor time between multiple
processes which are each interrupted repeatedly in time-slices by a task scheduling
subsystem of the operating system. Multi-tasking may be characterized in pre-emptive
and co-operative types.

Windows is a
Multi-tasking
operating system.

Single-User and Multi-User

Single-user operating systems have no facilities to distinguish users, but may allow multiple programs to run in
tandem. A multi-user operating system extends the basic concept of multi-tasking with facilities that identify
processes and resources, such as disk space, belonging to multiple users, and the system permits multiple users
to interact with the system at the same time.

Distributed

A distributed operating system manages a group of distinct computers and makes them appear to be a single
computer. In distributed computing that are liked and communicated to each other. Computers work in groups in
distributed system.

Embedded

Embedded operating systems are designed to be used in embedded computer systems. They are designed to
operate on small machines like PDAs with less autonomy. They are able to operate with a limited nhumber of
resources. They are very compact and extremely efficient by design. Windows CE and Minix 3 are some
examples of embedded operating systems.

Real-Time

A real-time operating system is an operating system that guaranties to process events or data within a certain
short amount of time. A real-time operating system may be single- or multi-tasking, but when multitasking, it uses
specialized scheduling algorithms so that a deterministic nature of behavior is achieved. An event-driven system

switches between tasks based on their priorities or external events while time-sharing operating systems switch
tasks based on clock interrupts

5. Precautions to be taken before Installing Windows

Before installing any operating system, Following precautions must be followed for safety and security of
important data / software’s.
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Module 1: Maintain Computer System

Regularly take backup of your computer system data.
Check the prefix for Installation of new Operating system.
Check the compatibility issue before installing windows.
Create check points/restore points.

PR

System Requirements for Windows 7
For installing windows 7 we need:
1 gigabyte (GB) RAM (32-bit) or 2 GB RAM (64-bit).

16 GB available hard disk space for (32-bit) or 20 GB for (64-bit).
DirectX 9 graphics device with WDDM 1.0 or higher driver.

6. Installation of Operating System

Step by Step Windows Installation

PN PE

The obvious place to start in Win 7 is with the installation process.

Loading Files into RAM

1 gigahertz (GHz) or faster for 32-bit (x86) or 64-bit (x64) processor.

Boot/Start Computer From Window 7, bootable DVD or Bootable USB Flash
Press Esc, F10, F2 or Delete key from Keyboard depending upon your Manufacturer.
If prompted, Press any key to Boot from CD/DVD...... ” then press Any key

Windows can also
be installed using
bootable Flash drive
or through using
network share.

F2 key is used for
entering setup of the
computer system.

5. Then switch from a DOS-looking progress bar to a Windows-looking progress bar

6. Get the first Windows 7 install screen. After picking an install language, get to the main install kick-off

window.

Select Language and Start

Teaching and Learning Material: Information Technology (Computer Operator)



Module 1: Maintain Computer System

Select Version of Window 7

e X86 means 32-bit (older technology)
e X64 means 64-bit (newer technology).

The key difference:
32-bit processors
are perfectly

Select the operating system you want to install

capable of handling Operating system Architecture Date modified
a limited amount of Windows 7 Starter 86 7/14/2009
RAM. and 64-bit Windows 7 Home Basic ¥B6 7/14/2009

Windows 7 Home Premium 7/14/2009

processors are

T Windows 7 Professional 86 771472008
capable of utlllzmg Windows 7 Ultimate 386 7/14/2008
much more. Windows 7 Home Basic 64 7/14/2009
Windows 7 Home Premium B4 7/14/2008
Windows 7 Professional W4 7/14/2009
Windows 7 Utimate B4 771472009

Description:

Windows 7 Home Premium

Ny [dee ]

Select Windows Version

7. Click “l accept the license terms”.

Upgrade or Custom

Upgrade VS Custom

Upgrade
e Keep Files, Setting, Programs of Old Window
e Available only on Existing Version of Window
e Can be upgraded to newer or Higher Version
e Cannot change Partition

Custom
e Does not keep Files, Setting, Programs of Old Window
e Install a fresh / New copy of Window
e Any version can be installed
e Can change Partition

8| Teaching and Learning Material: Information Technology (Computer Operator)



Module 1: Maintain Computer System

8. Choose Custom option.

9. Click on the link Drive options (advanced), it shows managing hard disk partitions.

@ £ natal Windows

Where do you want &«

HNarme

.~ Dk O UnaBiccated Space

Drive Option

Where do you want to install Windows?

Name | TotalSae|  FreeSpace| Type
— Disk O Partition 1: System Reserved 100.0 MB 860MB System
+ Disk 0 Partition 2 99 GB 99 GB Prnmary
[ Disk 0 Unallocated Space 100GB 100 GB
by Reire & Format Nev
€4 Load B Size Apply Lancel

Select Drive Size
10. If wants to create a new partition on unallocated space then give the size of the drive and click on apply.
11. Click Next.

Now the installation will begin.
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Module 1: Maintain Computer System

Installing Windows...

That's all the information we need right now. Your computer will restart several times during
installation.

W Copying Windows files
Expanding Windows files (6%) .
installing features
Installing updates
Completing installation

Installing Windows

At this point the windows will install features, updates and finally it will complete the installation.

o of St U Windews
£\
o Windows 7 Ultimate
Chocie & Lvet nee fre our o 11 nerw yowr computer 1o ‘)'f'r'g.;-.h " om the ~etoovk
Tiew o vier neme For erprople ot
Lipe 0 (oot sans
G Cepmngre © 2007 Mvrow®t Copnrten. Al 7 e 08
User Name

12. Now type the username in the box and click Next.
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Module 1: Maintain Computer System

Set a password foe your user account
Wou can 3t » hu-vl-n- L0 VO COMEPURLY. & paiswdr d hates padtecT yuur
w-muu::'“ .'b

T)pe s persapad pecomvmndes.

'*""'_"“'"‘

Ssssssann

Type 3 peasaced hot (requeed)

e
Password

13. Type, Retype password and hint in the boxes and click next.

Remember

Password can also
be applied using
control panel
through user
accounts and control
settings.

Type your product key for activation

numh‘mw*ﬂqum U o on the entall thne Scldter mde the

Ssni package E G 1O Al Ke mae i SEUONA Bl Chieng), e teserended tc help

The predhuct bey dicher looks the i

A s - S S PSS

Producs tes (devhesy vt be sdded sotommate: s -

Wa cally actroate Weed when L'en oméine

Cee]

Asking about Product Key

14. Now it will ask about the Product key. Check the box” Automatically activate windows through online.”

Windows will automatically activate if you are installing an activated version.

Teaching and Learning Material: Information Technology (Computer Operator)
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Do You Know

We can change date

& time after , :
installation of P your time and date settings
windows. S

W smormar Wby et cloas ter Dw dgee Sevng Time

Tww

. Soremee 208 .
M tu N hh B S
’.';’.&!; 3
2 4 5 2
FRP U RO MB
2D uBaI3nn
BANDBET D
» I 2 1 4 3

Set Date and Time

15. Set Date and time and click Next.

Telect ponm mrngater § cutrett |poston

Tn COMPUET ¥ COMRATIT I 8 ARt Nerds et 5 RETENcl: agTh e TTIRC Setuny
ot gn Baned ot e S e

Hme POt
B I L e
LB IR B 1@ rart aewlEL

ok retmontk
Bl R I Y s A g
——

SR AL W SeE rTher YeR e

'*‘ '-m.

Chmmaw Whm S5r guepmmty - 1Hee AP TN (P ATy 1w | I s 11 e heeier
B e R L e Sl A e e R T

L L S

Select Network

16. Select the desired network and the windows is installed.
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Module 1: Maintain Computer System

2 Preparing your desktop...

. Windows 7 Ultimate

Preparing Desktop Screen

After completion of all the steps the windows will prepare your desktop.

fon Edit CD Floppy Help

> Welcome

. Windows 7 Ultimate

Welcome Screen
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Learner’s Activity

e Whatis an operating system?

e Mention the name of the operating system installed in your computer.

e Visit the Microsoft and Apple websites to learn more about each operating system.

e If you have a PC and currently use an older version of Windows, such as Windows 7 starter, upgrade to win

7 ultimate versions.
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Module 1: Maintain Computer System

Learning Unit 2. Configure Peripheral Devices

Overview

A peripheral is a "device that is used to put information into the computer or get information out of the computer.
Peripheral device is generally defined as any auxiliary device such as a computer mouse or keyboard that
connects to and works with the computer in some way. Other examples of peripherals are image scanners, tape
drives, microphones, loudspeakers, webcams, and digital cameras. This learning unit covers about most
commonly used peripheral devices and commonly used communication ports in computer. After completion of
this learning you will be able to describe different types of peripheral devices and their use. And most commonly
used hardware ports.

1. Commonly Used Peripheral Devices

A computer peripheral device is an external device that provides input and output for the computer. There are
three types of peripheral devices one is Input that is use for providing input to the computer, second is output that
is used for providing output and the last which provides input and output both.

Some Common Input Devices Include: Peripheral

e Keyboard An external device
e Mouse that provides input
e Scanner to the computer or
e Microphone receives output from
e Joystick the computer is
called a peripheral.
1. Mouse

A mouse is an input device used to point and select items on the computer screen. A mouse usually has two
buttons: A primary button (usually the left button) and a secondary button. Many mouse also have a wheel
between the two buttons, which allows to scroll for ups and down options.

When the mouse move with the hand, a pointer on screen moves in the same direction. When an item wants to

select, point to the item and then click (press and release) the primary button. Pointing and clicking with mouse
is the main way to interact with the computer.

Teaching and Learning Material: Information Technology (Computer Operator) | 15
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Right Button

Left Button

Scroll Wheel

Mouse
2. Keyboard

A keyboard is used for typing text into the computer. There are many types of keys on the keyboard. These are:

2.1 Alphanumeric Keys, used to enter alphabetic and numerical data. (E.g. A, B, C ...1,2,3...)

2.2 Special Purpose keys, each key is used for any special purpose like Backspace, Spacebar,
Enter key , CTRL, Shift, ALT keys Caps lock and Tab keys.

2.3 The function keys, found on the top row, perform different functions depend on where they
are used. (e.g. F1, F2, F3..))

2.4 The numeric keypad, located on the right side of most keyboards, allows entering numbers
quickly.

2.5 The navigation keys, such as the arrow keys, allow to move the cursor position within a
document or webpage.

Functionkeys———o_ Special Keys LockKeys
ele)e )] eledede ] (o) Jee) = ==

EEEEOD
Sadaeeaaaaannm | =o=)®n
i 0 et | o
cmmaaa@aaaaa el se
aaxaea) -
/ e

Special Purpose keys Arrow keys Numerio Keypad

)RR
m

Keyboard

3. Scanner

A scanner is a device that is used to capture images from photographic prints, posters, magazine pages, and
similar sources for computer editing and display. There are many types of Scanners, hand-held, feed-in, and
flatbed used for scanning black-and-white only, or color. Very high resolution scanners are used for scanning for
high-resolution printing, but lower resolution scanners are adequate for capturing images for computer display.

16 | Teaching and Learning Material: Information Technology (Computer Operator)



Module 1: Maintain Computer System

Scanner

4. Microphone

Microphone is an instrument for converting sound waves into electrical energy variations which may then be
amplified, transmitted, or recorded.

It is sometimes abbreviated as “mic”. A microphone is a peripheral that allows computer users to input audio into
their computers.

Microphone

5. Joystick

Joystick is a lever that moves in all directions and controls the movement of a pointer or some other display
symbol. A joystick is similar to a mouse. With a mouse the cursor stops as we stop moving the mouse. With a
joystick, the pointer continues moving in the direction the joystick is pointing. For stopping the pointer, it must
return to its upright position. Most joysticks include two buttons called triggers.

Joysticks are used mostly for computer games, but they are also used for other systems like in Aero plane.

Joystick

Some Common Output Devices Include:

Teaching and Learning Material: Information Technology (Computer Operator) | 17
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Monitor
Projector
Printer
Speakers

1. Monitor

A monitor is an output device used to display information in visual form. The portion of the monitor that displays
the information is called the screen. Like a television screen, a computer screen can show still or moving pictures.

There are two basic types of monitors: CRT (cathode ray tube) monitors and the LCD (liquid crystal display)
monitors. Both types produce sharp images, but LCD monitors have the advantage of being much thin and lighter.

CRT Monitor LCD Monitor

2. Printer

A printer is an output device used to transfer data from a computer to paper. The two main types of
printers’ impact printers and non-impact printers.

Impact printers used striking hammer on the inked Ribbon to print on paper, while non-impact printer used
laser technology for printing.

0@
Non Impact Printer Impact Printer
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Module 1: Maintain Computer System

3. Projector

A projector or image projector is an optical device that projects moving images onto a surface, commonly
a projection screen. Most projectors create an image by shining a light through a small transparent lens, but some
newer types of projectors can project the image directly, by using lasers.

Projector

4. Speaker

Speaker is one of the most common output device used with computer. The purpose of speakers is to produce
audio output that can be heard by the listener.

Speakers

There are some devices that functions both as input and output devices, such as:

e Hard drives

e CD/DVD ROM Drive

e Modems You can store a

e Webcam large amount of data
on Hard disk.
External hard disks
are also available for

1. Hard Disk Drive data backups.

Hard disk drive stores information on a hard disk which is a rigid platter or stack of platters with a magnetic
surface. Because hard disks can hold massive amounts of information, they usually serve as computer's
secondary means of storage, because it's a permanent storage holding almost all of the programs and files. The
hard disk drive is normally located inside the system unit.
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Cover Mounting Holes
(Cover not shown)

Hard Disk Drive

2. CD (Compact Disc) and DVD (Digital Video Disc) Drives

CD or DVD drive, usually located on the front of the system unit. CD drives uses lasers

to read data from a CD; many CD drives can also write (record) data onto CDs.

z:%ré?/?';gﬂi/ back up A DVD drive can do everything that CD drive do, but read DVDs also. Many DVD drives
) ! can record data onto blank DVDs. This DVD-RW also called Combo drive.

important files to
CDs or DVDs
because if your hard
disk ever fails, you

won't lose your data. 3. Modem

Modem is ashort for modulator-demodulator. A modem is a device that enables a computerto
transmit data over telephone or cable lines. A modem converts between these two forms from analog to digital

and digital to analog. There are two types of modem Wired and Wireless.

Remember

Periodically back up
(copy) your
important files to
CDs or DVDs
because if your hard
disk ever fails, you
won't lose your data.

Modem

4. Web Cam

A webcam short for “web camera” is a digital camera that is connected to a computer. It can send live pictures
from wherever it's sited to another location through the internet. Many desktop computer screens and laptops
come with a built-in camera and microphone, but if it doesn’t, separate webcam can connect any time.
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Web Cam

2. Different Types of Communication Ports

Any images you
make available to
others via webcam
could remain on the
internet forever.

In computer hardware, a port serves as an interface between the computer and other

computers or peripheral devices. A port generally refers to the female part of

connection. Computer ports have many uses, to connect a monitor, webcam, speakers, | communication
or other peripheral devices. These ports are connection points or interfaces with other | pgrts are the

peripheral devices.

gateway for data
between devices

Physical ports/ Communication ports are used for connecting a computer trough @ | and computers.
cable and a socket to a peripheral device. Physical computer ports list includes:

serial ports ( DB9 socket ),

USB ports (USB 2.0 or 3.0 socket / connector ),
parallel ports ( DB25 socket / connector ),

Ethernet /internet ports (RJ45 socket / connector).
VGA port (Display port)

Fire wire (IEEE 1394 interface)

E-SATA port

PS/2 port

PS/2 Kwyboard conncetor-

@ PS/2 Mouse Connector

Serial port

VGA Port

Audio out jack
Line in jack =) v‘—GamelMIDI Port

Microphone jac
USB 2.0 po

10/100Mbps RJ-45
E(hernet LAN Port

Teaching and Learning Material: Information Technology (Computer Operator)
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1. Serial Ports

Serial port is an electronic communication gateway used for transferring data one bit at a time. Serial port was
used almost for all type of information transfer between a computer and other peripheral devices. Nowadays
serial port has been replaced with dedicated ports like USB port.

The serial port is also known as COM port and when a device is connected to it you will found it in device manager
on port COM1 or COM2.

Serial Port
2. USB Port

USB port (Universal Serial Bus) is the most useable connection point for data transfer in the world. It was created
in the mid-1990s with the intention of replacing all other PC ports like serial port, parallel port, PS/2 port. A
standard USB connector is a simple socket with 4 pins: one for power, one for ground and two for data transfer.

:_' Is used for USB.

USB Cable & Port

3. Parallel Port

Parallel port is used for data transfer between a computer and a peripheral device
through a 25 or 36 pin connector. In parallel communication multiple bits are transferred

. at a time. This port is used for high transmission of data between device and computer.
Ethernet port is also

called internet
connection port.

22| Teaching and Learning Material: Information Technology (Computer Operator)



Module 1: Maintain Computer System

(ST ST ST ST ST SV &7 ST &7 A0 S0 AT 57

L ST AT AY ST ST ST AT AT ST NP A7 87, |

Parallel Port (DB25)

4. Ethernet Port

Ethernet port is a network hardware interface used for data transfer and control between two devices that can
support the IP protocol. The Ethernet port speed can vary 10Mbps up to 10Gbps.

Ethernet Port and Connector

5. VGA Port

The VGA port is used for connecting a computer to a monitor. It was the replacement of MDA, CGA and EGA
standards.

With the development of new and powerful processing units came the need of a new video standard and this is
how the VGA port was invented. This new standard brought with VGA monitors compatible with 640x480
resolution.

VGA Cable VGA Connector

6. Fire-wire Port

Fire-wire port or IEEE 1394 was first developed in 1990 by Apple and worked as a serial bus interface for high
speed data transfer. The standard was first introduced on computers in 2000 and became the main data
connection port for apple.
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Fire-wire Port

7. E-SATA Port

An e-SATA is a combined connection for external storage devices. An e-SATA or USB device can be plugged
into an e-SATA port. SATA is a computer bus interface for connecting host bus adapters to mass storage devices
such as hard disk drives and optical drives. e-SATA combines the functionality of an e-SATA and a USB port,
and a source of power in a single connector. E-SATA can supply power at 5V and 12 V.

sSATA USE

K to SATA

connectar
in rear of
optical drive

8. PS/2 Port

The PS2 port is used for connecting keyboards and mouse to a computer. Its purpose was to replace the serial
keyboard and mouse.

PS2 connector color code:
e Purple — Keyboard
e Green — Mouse
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Learner’s Activity

o Define different types of ports colors according to their connectors.

e Plug out all the ports from the computer and connect them again for practice.

e Write the difference between Hardware and software??

e Find out what types of drives are on your computer (CD-ROM, DVD-ROM, etc.).
e Count the number of USB ports on your computer.

e What are some of the peripherals you can use with your computer?
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Learning Unit 3: Install Peripheral Devices

Overview

Installing and configuring the variety of peripheral devices, including mouse, microphone, scanner, gamepad,
camcorder and other devices. This learning unit covers the procedures for installing most commonly used
peripheral devices like keyboard, mouse, printer, CD ROM, scanner etc. After completion of this learning unit,
you will be able to install and check different peripheral devices.

1. Installing Most Commonly Used Peripherals

There are various types of peripheral devices each of which has different use. A
peripheral device is defined as a computer device, such as a keyboard or printer that

Safety precautions is not part of the essential computer, memory and microprocessor.
must be followed

before installing any 1. Installing CD ROM

Hardware.

1.1 Remove the CPU case.

Removing Cover

1.2 Remove the drive bay cover where the CR-ROM drive will be inserted.
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Removing Drive Bay Cover

1.3 Insert the CD-ROM drive inside the drive bay slowly and smoothly.

Insert Drive

1.4 Fit the CD-ROM drive with the locking mechanism, to let it fix it in its Bay.

Insert Drive Slowly

1.5 Connect the SATA power cable to the CD-ROM drive.
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Connect SATA Cable

1.6 Connect the other end of the SATA power cable to the power supply.

Connect SATA Cable to Power Supply

1.7 Connect the SATA data cable to the CD ROM drive.

Connect Data Cable
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1.8 Connect the other end of the SATA data cable to the motherboard.

AN

Connect Data Cable to Motherboard

10. After installing the CD-ROM drive and the cables, close the CPU casing again.

2. Installing Keyboard
Installing PS/2 Keyboard

2.1 Connect the keyboard to the PS/2 port on the back of the computer.

2.2 At the back of the computer there are two PS/2 ports next to each other. Connect the keyboard into
the purple connection. If the ports are same color, Look for a small symbol next to the port to identify
what one is the keyboard.

Keyboard PS/2 Port

Installing USB Keyboard

Connect the USB keyboard to the USB ports on the back or front of the computer. The computer will automatically
(If win 7 installed) detect and install its drivers also.
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Install Software and Drivers

If the keyboard has any special features such as a built on touch pad or special buttons or is wireless, for these
features to work properly, the software and drivers for the keyboard must be installed after the computer keyboard

has been connected to the computer.
3. Installing Mouse

PS/2 Mouse

3.1  Connect the mouse to the PS/2 port on the back of the computer.

3.2  Connectthe mouse into the teal or green connection. Or Look for a small symbol
Keyboard port color next to the port to identify which one is the mouse.
is green and mouse

port color is purple.

USB Mouse

Connect the USB mouse to the USB ports on the back or front of the computer.
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4. |Installing a Printer

Do you know!

A printer does not work without driver. If driver is not available then it can be

downloading from internet. If you dp not see
your printer in the

printer’s list, your
printer is not

Connecting the Printer to the Computer installed.

Connect the printer to the computer either using a USB cable, parallel port cable, or
SCSiI cable and then connect the power plug to a power outlet.

Setup Printer and Install Software

1. After everything has been plugged in turn the computer on.

2. Insert the CD that came with the printer. If the CD does not automatically start, open My Computer, double-
click on the CD drive, and then click the Setup or Install file.

If you have downloaded the drivers, run the downloaded setup file.

Follow the installation wizard and once completed, the software is installed.

hw
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A — |
= » Control Panel » Hardware and Sound » Devices and Printers »
-

Add a device Add a printer

4 Devices (6)

HID Keyboard HID-compliant nas Optical Gaming ROOT-PC W2261
Device mouse Mouse G400

4 Printers and Faxes (2)

.\
- / > { Installed printer

Adobe PDF Canon MP250
| series Printer

4 Unspecified (1)

i,

Gaming Mouse

Installed Printer

Testing the Printer

After the printer is installed, Windows is used to print a self-test page to verify the printer is working.

1. Click Start, Settings, and open Control Panel.
2. Double-click the Printers or Printers and Fax icon.
3

Right-click on the Printer wanted to test and click Properties. In the Printers Properties window, click
the Print Test Page button.

32| Teaching and Learning Material: Information Technology (Computer Operator)



Module 1: Maintain Computer System

-g_g Foxit PhantomPDF Printer Properties ﬁ
General |5haring | Ports | Advanced I Color Management | Security I |
a _|... = =
s Foxit PhantomPDF Printer
Location:
Cornment:
Maodel: Foxit PhantomPDF Printer Driver
Features
Color: Yes Paper available:
Double-sided: Mo Letter -
Staple: Mo Letter Small (4
Tabloid
Speed: 1000 ppm Ledger
Maximum resolution: 2400 dpi Legal i
I Preferences... ] Print Test Page
[ Ok ] [ Cancel ] Apphy
Test Print

1. In case of successful installation of printer test page will be printed.

2. Installing a Scanner

Before scanning the documents into the computer with a scanner, it needs to install the scanner driver, so that
scanner and computer can communicate. Start by connecting the scanner to computer’s USB port. Plug and
Play, a technology that Windows uses to recognize equipment and automatically install and set it up. If a scanner
is Plug and Play-enabled, Windows 7 shows a Found New Hardware message in the Taskbar notification. Most
Plug and Play devices will then automatically install, the message will change to verify the installation is complete.
But now most new peripherals are available with their driver’s installation CD.

1. Turn on the scanner.

2. Click the Found New Hardware message, click Yes, This Time Only, and then click Next again.

(You only need to do this step if you don’t permit Windows 7 to automatically connect to Windows Update.
Otherwise, you don’t see the Found New Hardware Wizard.)

3. Insert the driver’s CD in CD drive and click next.
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(Windows 7 searches for your scanner driver software and installs it.)
4. Click on start button in search bar type Add Device.
5. Click the Add Device button and then click Next.

(The Scanner and Camera Installation Wizard window appears. When you click Next, the next screen of the
wizard appears.)

Selecta N\anufacturer Select the Model

Installation of web Scanner and Ca*tem Installation Wizard =
cam manufactured Which scanner pr camera do you want to install?
by different
companies may
differ from these —— Select th} manufacturer and model of your device. If you have #h installation disk, click Have
screen shots =t Disk.

Manufacturer Model

Lexmark ol Lexmark X422

Xerox

ol This driver is digitally signed, Have Disk...

Tell me avhy driver zigning 1z impostar
< Back (_;;T,B Cancel

Installing Scanner
6. Click a Manufacturer in the list on the left and then click a model in the list on the right.
(Now it's just a matter of following the wizard directions based on the model of scanner you choose and
whether you have a manufacturer’s disc (a CD- or DVD-ROM). If you don’t have a disc, Windows can help
you download software from the Internet.)

7. Click Finish when the wizard ends

8. Now the installation is complete and scanner is ready to use

3. Installing a Webcam

1. Plug the webcam into a USB port of the computer.

2. Wait for the webcam to be installed automatically. Most operating systems will automatically detect and
install the necessary software for the webcam. If this doesn't happen, then it may be prompted to search
for the webcam drivers. Operating system can usually search online automatically.

Installing the Software on the Disc that Came with the Webcam:

1. Putthe CD into the drive. Open the CD ROM drive from My Computer.
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2. Double click on the Setup.

Bum  New folder

[ Open  Sharewith »

Organice v

Date moddied

2 Favorites o Neme

I Desktop

S/13/2014 10:49 AM  File folder

Type Sae

1. Recent Places
I8 Downloads
& Google Drive

o

54 LA
'V Documents
o' Masic 5
» Pictures
B videos

o} Homegroup
% Computer

& tocal Duk (C)
. Denisi & Lorena ¢ =

5. A dialogue box will be open. Click on Run.

¢ Nways ook before cpening the He

' Mh:ﬁhu&o.ﬂhbzu
potertily q‘. un scltwa from pubishens
NMM:L

4338
Windows Batch File 158

6. The setup will be installed using wizard. Just click on Next, Next and the driver will be installed.
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" Acer Crystal Eye Webcam - InstaliShield Wezard )

Prepating Setup

Acer Crystal Eye Webcam Sehp 15 prepanng the inslaliSheld Woad. which wil gade you
ucagh the iesl of the sl peocets Pleate wad

Installation Wizard

7. The driver will be installed and the webcam is ready to use.

Testing the Webcam

1. Open a program that will use your webcam (Skype, yahoo messenger, Hangouts, etc.). This will allow you
to see if your webcam is working properly.

2. Open the Video Settings menu. The process for this, varies depending on the program you are using. In

Skype, for example, click Tools and select Options. Click "Video settings". You will see an image from your
webcam appear in the window.
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, - -
Learner’s Activity
e Install printer on your computer and print test page.
e Install the driver of webcam and test it using Skype.

e Install the CD ROM drive into your computer. Also remember safety precautions. Like plug out the
Computer power cable before installation. And install the drive slowly.
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Learning Unit 4: Install Software Applications

Overview
Application software is a type of software that can be used for a variety of tasks. It is
not limited to one particular function. This learning unit covers different types of
Applications application software and procedure of installing software. After completion of this

software also called Iee}rnlnglgI ur?.lt yo? will be able to describe various types of application software and how
end-user programs. to install this software.

1. Different Software Applications

Application software is the software that is used at offices, home and school
Application software consists of programs like word processing, spreadsheets,
An application is a Database, Graphics software, designgd to p'erform specific task_s for users. Application
program, or group of softvyare are ysed as a productivity/business tool, to assllst with ' gr.aphlcs a.nld
programs, that is mult_lme_dla projects, that supports home, personal, and educatlongl activities. Specific
designed for the end application software products, called software packages, are available from software
user. vendors. Although application software also is available as shareware, freeware, and
public-domain software, these usually have fewer capabilities than retail software
packages. It provides many features like formatting text, creating charts, organizing table’s data, saving records.

Application

There are many reasons of using these software’s.

1. Itis very cheap.

2. ltis easily available from internet or computer shops.

3. There will be lots of user support available for users like books, user guides, online help and discussion
forums.

Examples and Use of Application Software:

1. Word Processing Software (Microsoft Word)
Used for writing letter, applications, reports, memos etc.

2. Spreadsheet Software (Microsoft Excel)
Used for keeping simple company accounts, Employees salary calculations, simple stock control system.

3. Database Software: (Microsoft Access)
To create/prepare costumers database, Employees database, etc.

4. Publishing Software ( MS Publisher)

Used for designing posters, leaflets, business cards.
5. Presentation Software (MS PowerPoint)

Used for graphically representation of data.

6. Graphics Software ( Adobe Photoshop, Corel draw)
Used for retouching or manipulating images for business or personal use.
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7. Web Design Software ( PHP, Adobe Dream Viewer)
Develop/create personal or business websites.

8. Entertainment Software
Used for entertainment of the users like games and media players.

2. Precautions for Installing Application Software

Install the software which you really need.

Check whether enough disk space or resources to run this software.
Check is there any conflicting software on your computer.

Always read online reviews about the software.

Investigate the software developer or company and their reputation.
Check out removal options before installing.

Always create System Restore Point before installation.

Always select Custom installation.

© © N o g bk~ w NP

Always uncheck installation of extras.
10. Install to the default directory.
11. Always uncheck installation of 3rd party toolbars, etc.

12. Don't forget to select "Restart later” option at the end.

3. Installing Microsoft Office 2010

Step by Step Installation of Microsoft Office 2010:

Installation of Microsoft office 2010 is very easy. If you running an earlier version of Office, such as Office 2007
the process will also upgrade you to Office 2010.

1. Insert the office 2010 DVD or double click on the downloaded setup.exe file, you will see the option

Microsoft Office Professional Plus 2010 2

Extracting files, please wait...

Cancel

Extracting Files

2. Then a window will appear simply pop a tick in the accept license conditions and click continue.
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OB e

o

Read the Microsoft Software License Terms

To continue you must accept the terms of this agreement. If you do not want to accept
the Microsoft Software License Terms, close this window to cancel the installation.

MICROSCOFT SOFTWARE LICEMSE AGREEMEMT o
MICROSCFT OFFICE 2013 DESKTOP APPLICATIOMN SOFTWARE |:|
To determine which one of the two separate sets of license terms below

apply to you, check the license designation. This is printed either on your
product key, or might be shown on your Certificate of Authenticity, or on

the download page if you obtained the software online. If your designation

is "FPP," "Retail” or "PIPC," then the Retail License Terms below apply to

you. If OEM, then the OEM License Terms below apply to you. If you need
help, please go to microsoft.com/office/eula to determine which license

you have.

RETAIL LICEMSE TERMS
Thank you for choosing Microsoft Office 2013, This is a license agreement

between you and Microsoft Corporation (or, based on where you live, one
of its affiliates) that describes vour rights to use the Office 2013 software. 7

|:| Iaccept the terms of this agreement Eonimuar

Accepting License Agreement

3. Then it will ask about the product key.

You can also
download latest
version MS office
2013 trial version of
90 days from
Microsoft website.

/s Microsoft Office Profe: lus

®

3 Enter your Product Key

Need to find your Product Key?

product packaging. If you cannot find your Product Key, click
the “Learn more about Product Keys and see examples” link.

Learn more about Product Keys and see examples

Continue

Your Product Key is 25 characters and is typically found in your

Asking for Product Key

4. Copy the product key from the text file given in the CD and paste it in the given box. Or if it is a downloaded
setup the product key text file will be available with it.

40 |
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Microsoft Office Professional Plus 2010 Trial ! J

il

’E Enter your Product Key

Need to find your Product Key?

Your Product Key is 25 characters and is typically found in your
product packaging. If you cannot find your Product Key, click
the "Learn more about Product Keys and see examples” link.

Learn more about Product Keys and see examples

GKGC6-30QQC-WYKX6-3FFH4-RW68Y

Attempt to automatically activate my product online.  Privacy Statement

Giving Product Key

5. You now get the option to run the default install or a custom install as seen below.

%

Microsoft Office Professional Plus 2010 Trial =

' @

' _% Choose the installation you want

-

Please choose your preferred type of Microsoft Office Professional Plus 2010
installation below.

‘ Install Now ’

Customize

Select Install Now

6. Now the installation process will be start and it will take several minutes for completion of installation.
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— R . - 3
s Microsoft Office Professig Plus 2( E -_u_“

@J Installation Progress

\

Installing Microsoft Office Professional Plus 2010 Trial...

Processing Installation
7. After this the completion of installation window will appear.

ra Microsoft Office Professional Plus 2010 Trial L J

. « Mo o
Ha.Office

I Thank you for installing Microsoft Office Professional Plus 2010 Trial. To use an Office
program, open the Start menu, find the Microsoft Office folder, and click the program
icon.

Complete your Office experience

= Store and share your documents online
» Get free product updates, help, and training

Continue Online

|

)

Completing Installation

Now the installation is completed and your software is ready to use.
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Learner’s Activity

e What are some examples of application software’s you have on your computer?
e Install MS Office 2010 using CD/DVD on your computer.

e Install VLC media player on your computer
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Learning Unit 5: Update/ Upgrade Software Application

Overview

A software update means to enhance the capability, stability and features of an existing
version of the software. Updates usually download free of cost while upgrading means
replace an older version of the same product with the newer version. Typically, software
upgrades available by software vendors at a discount to prevent users from switching
to other products. This learning unit covers the procedure for updating software
manually and upgrading a software using CD, searching and downloading software that
are available online also describe different versions of software. After completion of this
learning unit you will be able to demonstrate the procedure of installing updates and upgrades manually,
automatically or from CD.

Microsoft Office is
an office suite of
desktop
applications.

1. Various Versions of Application Software

Microsoft Office application Software:
Microsoft Office is an office suite of desktop applications, servers and services for Microsoft's Windows and
Apple's OS X operating systems. Over the years, Office applications have grown substantially closer with shared

features such as a common spell checker, OLE data integration and Visual Basic for Applications scripting
language.

Version History of Microsoft Office:
Microsoft Office for Windows

Microsoft Office for Windows started in October 1990 as a bundle of three applications designed for Microsoft
Windows 3.0, Microsoft Word for Windows 1.1.

Microsoft Excel for Windows 2.0, and Microsoft PowerPoint for Windows 2.0.
Microsoft Office for Windows 1.5 updated the suite with Microsoft Excel 3.0.

Version 1.6 added Microsoft Mail for PC Networks 2.1 to the bundle.[66]

Microsoft Office 3.0
Microsoft Office 3.0, also called Microsoft Office 92, was released on 30 August 1992, contained Word 2.0,

Excel 4.0, PowerPoint 3.0 and Mail 3.0. It was the first version of Office also released on CD-ROM. In 1993,
The Microsoft Office Professional was released, which added Microsoft Access 1.1. It was look like this :
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File Edit Formula Formal Data Oplions Macro Window Help
!Elﬁlﬂlg Normal | [2] |E||II| z Al n"l EiE|EEE|
A | ]

IE — About Microsoft Excel

3 Microsoft Microzoft Excel Yertion 4.0a

] Copwvight € 1985-1932 m

5 Thiz copy of Micozoft Excel iz licenzed bo:

Hame

b Organization

7 Soft-Art Dictionary and Program: Copyright 2 1984-1992

] Trade Secret, Soft-Art, Inc. All rightz reserved. [‘:ﬁ

g :

10 Senal number: 00-065-0400-761 16547

1 Available Memony: 65535 of 65535 KB Free

17 Math Co-processor: Present

Layout of MS Office 3.0
Microsoft Office 4.X

Microsoft Office 4.0 was released containing Word 6.0, Excel 4.0a, PowerPoint 3.0 and Mail in
1993.Microsoft Office 4.2 for Windows NT was released in 1994. Microsoft Office 4.2 (Standard Edition) and
4.3 (Professional Edition) were released as the last 16-bit version and so the last to support Windows 3.x,
containing Word 6.0, Excel 5.0, PowerPoint 4.0. Office 4.2 is the Standard Edition, 4.3 the Professional
Edition, which also includes Access 2.0.

w| File Edit Yiew Insert Format Jools Table Wiadow Heip

ol

MCIE] I [ C— - - [=
Fage 1 Sec 1 A N nt C=1% fasErv '
Layout of MS Office 4.X
Microsoft Office 95

Office 95 was available in two versions, Office 95 Standard and Office 95 Professional. The standard version
consisted of Word 7.0, Excel 7.0, PowerPoint 7.0, and Schedule+ 7.0. The professional edition contained all of
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the items in the standard version plus Microsoft Access 7.0. If the professional version was purchased in CD-
ROM form, it also included Bookshelf.

Layout of MS Office 95

Microsoft Office 97

Microsoft Office 97 (Office 8.0), included hundreds of new features and improvements, and introduced command
bars, menus and toolbars. Office 97 also featured Natural Language Systems and grammar checking. Office 97
was the first version of Office to include the Office Assistant.

Microsaft Ward _9?.1’1996!
Mifﬁﬁﬁ
,Sunaar‘dwh%
ictagnc O
Layout of MS Office 97
Microsoft Office 2000

Do you know! Microsoft Office 2000 (Office 9.0) introduced adaptive menus, where little used

fice 2 is th options were hidden from the user. It also introduced a new security feature, built
Office 2000 is the around digital signatures, to diminish the threat of macro viruses.

last version to
support Windows
95.
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Wriat Productivity Means Today

M 4]b [0t sheett (S [ Sheets [ 1] .._[....._.____-.!JI

Layout of MS Office 2000

Microsoft Office XP

Microsoft Office XP (Office 10.0 or Office 2002) was released in conjunction with Windows XP, and was a major
upgrade with great enhancements and changes over Office 2000. Office XP introduced the Safe Mode feature,
which allows applications such as Outlook to boot when it might otherwise fail. Safe Mode enables Office to
detect and either repair or bypass the source of the problem, such as a corrupted registry or a faulty add-in.
Smart tag is a technology introduced with Office XP. It was the first version to require Product Activation as an
anti-piracy measure, which attracted widespread controversy.
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Layout of MS Office XP

Microsoft Office 2003

Microsoft Office 2003 (Office 11.0) was released in 2003. It featured a new logo. Two new applications made
their debut in Office 2003: Microsoft InfoPath and OneNote.

Do you know!

2003 is the last
Office version to
support  Windows
2000.

Microsoft' Ot

By micosor

inf
ockicons Publisher 5550 [ LT
- =

Layout of MS Office 2003
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Microsoft Office 2007

Microsoft Office 2007 (Office 12.0) was released in 2007. Office 2007's new features include a new graphical
user interface called the Fluent User Interface, replacing the menus and toolbars that have been the cornerstone
of Office since its inception with a tabbed toolbar, known as the Ribbon; It is the last version to support Windows
XP and Server 2003.

Fop TG

T 1] P

Eﬂ e e
=g

Microsoft Word 2007 Beta 2

Office | ’
Professional 2007 ‘

Layout of MS Office 2007
Microsoft Office 2010

Microsoft Office 2010 (Office 14.0, because 13.0 was skipped was finalized on 15 April 2010, The main features
of Office 2010 include the backstage file menu, new collaboration tools, a customizable ribbon, protected view
and a navigation panel. This is the first version to ship in 32-bit and 64-bit variants. Service Pack 1 for Office
2010 was released on 28 June 2011.

AaB

~a.Office

weicme o 5e MS Office 2010

Wi (0 xd (P[P

| ::11 L

Layout of MS Office 2010

Microsoft Office 2013

A technical preview of Office 2013 was released on 16 July 2012, the interface is based on Metro, (the interface
of Windows Phone and Windows 8). Microsoft Outlook has received the most pronounced changes so far; for
example, the Metro interface provides a new visualization for scheduled tasks. PowerPoint includes more
templates and transition effects, and OneNote includes a new splash screen. On 16 May 2011, new images of
Office 15 were revealed, showing Excel with a tool for filtering data in a timeline, In Word, the capability of inserting
video and audio online as well as the broadcasting of documents on the Web were implemented.

On 24 October 2012, Office 2013 Professional Plus was released for download. On 15 November 2012, the 60-
day trial version was released for public download.
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2. Precautions for Installing Updates of Software

It is necessary to take precautions before installing updates or upgrade any software.

Install updates from a CD or from any known and familiar/secure source.

Check whether it is a spam or legal software.

Before installing or upgrading software take a backup of your data to an external source or hard drive/
other drive (e.g. D, E).

Check out removal options before installing.

Always create System Restore Point.

Always select Custom installation.

Always uncheck installation of extras.

Always uncheck installation of 3rd party toolbars, etc.

Don't forget to select "Restart later" option at the end.

wn e

©o~No oA

3. Applications Available Online

There are millions of software applications available online that can be easily downloadable, also many sites
available on Google through which you can download these Software. Most famous of them are Filehippo.com,
Google search, Softpedia.com, softonic.com and many more. These are the trusted sites for downloading
software applications. There is less chance of malware or spam on it.

For Searching Online Application Software:

1. Open the browser
2. Click on the address bar and type Google search or you can directly open the

filehippo.com by typing www.filehippo.com OR www.google.com. There are many

other websites
available for
downloading
software but these
may not be trust
worthy.
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About 821,000 results (0.27 seconds)

= LTS [ —— | TS Ry T *] = o
+ € & | @ wwwgooglecom/search ® T D
GO Slc filehippo Type the name in google search bar “ HH m

Web ks More Search tools o

ETERME e

EileHippo.com - Download Free Software

tilehippo com/

R e e T e e
Also features latest updates and most popular downloads.

Click on the link
Or the desired links

fBad in several categpdfs.

Q

Popular Software
Popular Software ... Probably the
most popular freeware cleaner

Latest updates
Fast downloads of the latest free
software! . Latest updates

Avastl Free Antivirus 10.2.22...
Free Antivirus 10.2.2218. By Avast
Software (Non-Commercial

FileHippo App Manager 2.0 ...
FileHippo App Manager 2.0 Beta 2
FileHippo App Manager is a

Google Chrome 45.0.2438.3...
Google Chrome 46.0.2438.3 Dev
BETA. By Google (Open Source),

Searching for Online Applications

3. The filehippo.com will be open. Here you can download most popular software and updates also.

X f& [ filehippo.com

(5

w

E‘ FILEHIPPO

Windows Mac

Download our free

B | anacer

WINDOWS « <= English  »

600

TechBeat News

| % Popular software

Viewmore @ | | © Latest updates

o
Ox

Viewmore () |

CCleaner §.07.5261
B Adobe Reader 11.0.10
& VLC Media Player 2.2.1 (32:bif
&, Avast! Free Antivirus 10.2.2218
@ Intemet Download Manager 6.2
& BlueStacks App Player 0.9.30...
@ Google Chrome 45.0.2433.3 Dev
@ Recuva 1521086
® uToment 3.4.3 Beta 40580

@ Skype760.103

Browsers

File Sharing ﬁ Security

Anti-Malware c

®  Utilu Mozilla Firefox Collection 1.1.3.6 Here you can download popular

CCleaner 5075261 softwares and latest updates also.
™ Miranda 0.10.33

@ Google Chrome 44.0.2403 61 Beta

& AVG Free Edition 2015.0.6037 (32-bit)

8 AVG Free Edition 2015.0.6037 (64-bit)

@ Viber for Windows 5.1.2

UC Browser 5.1.1369
Trending News on TechBeat

Differential Backups Come To
Macrumsofted - \acrium Reflect Free
Multimedia
v
—

& AVG Intemet Secuity 2016.0.6037

B Nero 2015 Platinum 16.0.05500 BlueStacks App Player Takes Your

Mobile Apps To Your PC

System Tuning n Photo / Image

What's The Latest Software On

Compression
FileHippo?

Checking for Software and Updates

From this website you can download most commonly known software like fire fox, Opera, Google chrome, VLC

media player, AVG antivirus, Skype

, Adobe Reader and many more. You can also search for a specific

website by typing the name of the software in its search bar which is given at the top of the page or you can
search it in its category that are given below. It is a most popular website for online application software.

Downloading any Application Software Online:

Click on the desired software link that is required. For example download skype.
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J ¢ Fitttippacom - Downioz: x N UM
€« X # [ filehippo.com

mmsm"o Search fo son WINDOWS  » 3 Joee QOO =Engish +

Windows Mac TechBeat News
% Popular software Viewmore &) @ Latest updates Viewmore ® o

CCleaner 5.07.5261 #  Utilu Mozilla Firefox Collection 1.1.3.6

B Adobe Reader 11.0.10 CCleaner 5.07.5261

& VLC Media Player 2.2.1 (32:bi) ) Miranda 0.1033

i Avastl Free Antivirus 10.2.2218 @ Google Chrome 44.0.2403.61 Beta

@ Intemet Download Manager 6.2 & AVG Free Edition 2015.06037 (32-bit)

& BlueStacks App Player 0.9.30 & AVG Free Edition 201506037 (64-bit) -

@ Google Chrome 45.0.2438.3 Dev @ Viber for Windows 5.1.2

& Recuva1.521086 @ UC Browser 5.1.136%

® uTorent 3.4.3 Beta 40580 & AVG Intemet Security 2015.0.6037 Trending News on TechBeat

wanted to download Mobile Apps To Your PC

@ Skype 760103 Click on the softwa Ner 2015 Platinum 16.0.05500 m BlueStacks App Player Takes Your

Differential Backups Come To
Macrium Reflect Free

File Sharing security Compression Multimedia What's The Latest Software On
ﬁ v FileHippo?
F—— a

Browsers Anti-Malware n System Tuning ﬂ Photo / Image

Downloading a Software

A page will open here you can download the latest version or older version of the software also can check the
specification and technical specifications about the software.

I ) Download Skype 7.60.10: x \ TN )
€ < X fi [} filehippo.com/download skype/ ~l =

Remember

Windows Mac TechBeat News

First check the

) im0 technical description
and software
vendors then
download it.

Home » Windows Apps » Messaging and Chat » Voice » Skype 7.6.0.103

@ Skype 7.6.0.103 forinstalling a latest Version. e—

By Skype Technologies (Freeware)

n Create a facebook profile
*

Sign up for free and connect to the world.
- &

*—0 *For-che:

facebook

technical specification of the
| Description Technical Change Log 68&%’3{% (4)

Sign Up Today
Skype i the most popular free voice-over IP and instant for Free!
messaging service globally. It allows users to text, video and
voice call over the intemet. Users can also call landiines and

[Z2Watch Adding And Managing Contacts In Skype
Sian Up

mobiles at competitive rates using Skype credit, premium

accounts and subscriptions. Skype was publically released in
2003 and now accounts for roughly a third of all intemational Older Versions
calling minutes. Skype uses P2P technology to connect users for installing
on a multude of platforms including desktop, mobile and SlaervaTEIon
tablet. The call quality (depending on your intemet signal) and &

P S A e according to

additiona feaures like conversation istoy, conference caling  Aqging And Managing Contacts In Skype Nardwars
and secure file transfer are excellent. There have been some WaE:
criticisms over the programs bandwidth usage and security vulnerabilies specification.
Skype Calling

Vaiting for pagead2googlesyndication.com... =

Download a Software Latest or Older Version

Download and install the desired software from this website by following these simple steps.
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4. Upgrading a Software Application through CD

Upgrading software through a CD/DVD is very easy here you can follow some steps to
easily upgrade software. Now we are upgrading MS office 2010 from MS office 2010

If you can keep both Trial version. For this purpose, here are some simple and easy steps to follow:

older and newer

versions of MS 1. Insert MS office 2010 CD/DVD in the CD/DVD ROM.
Office at the same 2. Run the setup.exe file.
time then don’t 3. A Dialogue box will appear. Check the License agreement box and click Next
upgrade just install as like you do in installation process.
the software? 4, Now click on Upgrade option.
+ Microsoft Office Professional Plus 2010 =
\‘. @ “4 N - @
<R Choose the installation you want
Please choose your preferred type of Microsoft Office Professional Plus 2010
installation below.
Upgrade ‘
Customize ‘
5. Now the installation will start.
i + Microsoft Office Professional Plus 2010 lihj‘

@J | Installation Progress

Installing Microsoft Office Professional Plus 2010...

Installing Updates

6. Now the installation is complete. Click on close button for finishing installation.
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ta Microsoft Office Professional Plus 2010 L

a.Office

Thank you for installing Microsoft Office Professional Plus 2010. To use an Office
program, open the Start menu, find the Microsoft Office folder, and click the program
icon.

Complete your Office experience

» Store and share your documents online
» Get free product updates, help, and training

Continue Online

Installing Updates Completed

5. Installing Updates Manually or Automatically

Software updates can also be installed manually, or automatically. For this purpose open the software which
updates wanted to be installed.

Here we are installing updates of Avast antivirus.

Remember

,ﬁinvclst! FREE ANTIVIRUS '

Signin | 1550 points

Mostly antivirus
software available
free of cost but it
provides limited
features.

YOU ARE PROTECTED

All shields active
Everything up-to-date

—

Q [

FULL SYSTEM SCAN FREE MOBILE SMART SCAN SECURELINE VPN
SECURITY

@ Claim your Loyalty Reward and SAVE 75%

Thank you for being 198 days with Avast.
, ‘ Claim your reward - an enhanced protection. Claim your reward

one-time offer

Opening Avast Antivirus Application

1. Click on the Settings options. Then click on Updates.
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_@0 vost! Settings

General

Language English v Install additional Ianzuages

| Show Avast tray icon
+ | Animate the icon when scanning
Automatically open the Scan Results when scan is finished
+  Participate in the Avast community
+ Enable reputation services
+|Enable DeepScreen
+ Use secure virtual machines
Enable Hardened mode
+ Scan for petentially unwanted programs (PUPs)

Silent/Gaming Mode

0K Cancel

Selecting Updates Option

2. A window will appear click on Update and the update will be started.

.Gtm/nst! Settings

UPDATING...

STEP1/2 Update software Here

[100%] | Dewnloading file: prod-ais.vpx.did

Overall progress:

PROGRAM Update

Current version:

Release darte:

Settings

Cancel

Updating Software

3. It can also set the option for Automatic updates in the settings options.
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General ,@tuuust! Settings

VIRUS DEFINITIONS Update
Release date: 6/25/2015 1:21:48 PM

Connection: Cennection established

Latestupdate received:  6/25/2015 7:21:32 PM

Settings v
PROGRAM Update
Release date: 4/21/2015 9:34:24 PM

for Automatic Updates Selectthis

® Automatic update

© Askwhen an update is available

) Manual update

OK Cancel

Setting Automatic Updates

Every software has its own settings for update but almost they are the same like the above procedure.
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Learner’s Activity

e Check out some of the application software online.
e Upgrade any software through CD/DVD on your computer.
e Manually update any software on your computer.

¢ Install automatic update of any software on your computer.
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Learning Unit 6: Perform Uninstallation of Software

Overview

The proper way to uninstall a program is to use the uninstall routine that is provided

with the program itself. This will remove the files, Windows Registry information, and

other configuration from your computer to avoid conflicts in future. This learning unit | Don't delete any
covers about basic precautions to un install a software application, how and where to | installed software
take backup of necessary data files, also demonstrate various features of control panel | pyt always un-install
and the procedure for uninstalling a software from the computer. it.

1. Necessary Precautions for Uninstalling a Software

Software must be un installed through a proper way it cannot be removed by deleting its icon from the computer
or deleting its folder from windows because a large amount of information regarding configuration left in the
Windows Registry as well as files that may be installed in locations other than the program's folder. These files
and Registry data may cause conflicts on your computer thus leading to problems.

2. Taking Backup of Necessary Files

Backup is an important thing for computer users. There are a lot of ways for creating
backups it can be created through windows backup or using different types of
application software that provide backup facility . There are three common ways of | gome software

creating backup. create temporary

files in windows.
Local Backups

It's important to create local backups to an external drive or another computer. It is a quickest way to create
backups.

. .
@O@“&,‘ » Control Panel » System and Security » Backup and Restore
File Edit Vi Tools  Hel
- = = = Backup means
Cantrol Panel Hegg Back up or restore your files Cfeating an
W#) Create a system image Backup add'tlonal COpy Of
'\“_g‘ Create a system repair disc Windaows Backup has not been set up., B Set up backup yOUf data fOI’ fUtUI’e
use.

Restore

Windows could not find a backup for this computer,

B/Select another backup to restore files from

Recover system settings or your computer

Windows Backup Feature
Online Backup

There are a number of paid online backup services like Spideroak, and Jungledisk, and there are also some
file sync services like Dropbox and SugarSync that provide backup type of capability. These are all excellent
secondary backup services, but probably shouldn’t replace a regular backup just because they will take a long
time to restore.
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System Image Backups
Rather than simply backing up files, it can create a complete backup of your system that can be restored over
top of your system. The only problem with creating these type of backups is that they require a lot of drive space.

The best technique is to create an image when your system is up and running and everything is installed, and
then you can use it to more easily restore everything rather than reinstalling everything manually.

What Type of Files should be Backup

The most important files to backup are probably your documents, pictures, music, and other user files, but they
are not the only files that you need to backup.

Documents: You should backup your entire documents folder all the time.

Music: you should back up of your music if you paid lots of money for MP3 downloads, you’ll probably be sad to
lose them. Make sure to include this folder.

Pictures & Videos: The photos might not have actually cost anything, but you'll probably be sadder about losing
memories also. So include this folder also in backup.

Other Files

Some other files also have important data like desktop email software, bookmarks and application settings also
be backed up for future use.

3. Features Available In Control Panel

The Control Panel is a part of the Microsoft Windows which allows users to view, configure and control basic
system settings such as adding hardware, adding and removing software, controlling user accounts, and
changing accessibility options.

Features of Control Panel:

There are many features available in control panel which are used for different purposes. There are eight major
categories of these features.

58 | Teaching and Learning Material: Information Technology (Computer Operator)



Module 1: Maintain Computer System

Fle Edt View Tooks Help

NI Joltom s stuings b From where in the
control panel you
can apply password
on your account??

g A e B ° erW} SR S

Control Panel Features

1. System and Security Category:
This category contains all the tools that are used to perform system, administrative, and security related task.

2. Network & Internet Security
The Network and Internet category is the second one in the Control Panel and contains all the tools that are used
to check the status of the network, change settings, set preferences for sharing files and computers, configure
Internet connections, and much more.

3. Hardware and Sound
This category contains all the tools that are used to add and remove printers and other hardware, change system
sounds, configure AutoPlay, manage power, update drivers, and more.

4. Programs Category
This contains all the tools that are used to uninstall programs or Windows features, manage gadgets, and more.

5. User and Family Safety
This contains all the tools that are used to change user account settings and passwords, set up parental controls,
manage credentials, and more.

6. Appearance and Personalization
This category contains azll the tools that are used to change the appearance of
desktop items, apply various desktop themes, screen savers, and customize the

Start menu or Taskbar, and more. You can apply
Parental controls

from control panel to
7. Clock, Language and Region Settings prevent children
The Clock, Language, and Region category is the seventh one in the Control Panel from restricted
and contains all the tools that are used to change date, time, language, numbers, | computer over
currency, and more usage.
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8. Ease of Access Center

The Ease of Access category is the eighth one in the Control Panel and contains all
the tools that are used to adjust your computer settings for vision, hearing, and mobility
as well as configure speech recognition to control your computer with voice

How many
commands.

languages are
available with
windows 7??

4. Procedure for Uninstalling a Software

Click on start button.

Click on control panel.

Click on programs and features.

Select a program, and then click Uninstall. Some programs include the option to change or repair the
program in addition to uninstalling it, but many simply offer the option to uninstall. To change a program,
click Change or Repair.

PN E

[5 » Control Panel » Programs » Programs and Features

File Edit View Tooks Help

Control Panel Home )
Uninstall or change a program

Uninstall software N —— To urinsal m program seect rothe i and hen click Unintall, Change, o Repi
using Program and °

Tame Publisher Installed On  Size Version

i Click on uninstall
features option from @ oty
&M Adobe After Effects C53 4/16/2015 11268 &
control pan el. B cobe Flsh Player 17 PPAPL G5 GOOMB 1700190
(B Adobe Flash Player 18 NPAPL Adobe Systems Incorporated 6/26/2015 175MB 1800194
12/13/2014 (=]
i o s28Me
AVAST Softy 473072015 1022218
Piriform 4/27/2015 505
Corel Graphics - Windows Shell Extension Corel Corporation 3/17/2015 292MB  15.20686
CorelDRAW(R) Graphics Suite X5 Corel Corporation 3/17/2015 1520686
Foxit Cloud Foxit Software Inc B/4/2015 658 MB 35116602
Select the program r 3y Fouit Seftware Inc 6/19/2015 546 MB 7061126
Fouit Software Inc. 6/1/2015 16 MB 715425
o Bitberry Software 6/27/2015 575MB  2014.216.0
@ Google Chrome Google Inc. 12/8/2014 4302357130
& Google Earth Google 6/2/2015 19M8 7151557
& Hisuite Huawei Technologies Co, Ltd 6/1/2015 41.003.55.00.06
w iLivid Bandoo Media Inc 371072015 5024813
EinPage 2009 Professional Qasmi Soft 3/14/2015 305
@ Internet Downloac " 6/3/2015
[t~ Microsoft Corparation 6/14/2015 388MB 4030319
® i Mierosoft Corporation 6/15/2015 277KB 14051305003
14 Microsoft Office Professional Plus 2010 Microsoft Corparation 6/28/2015 14.0.7015.1000
|4 Microsoft Office Professional Plus 2010 Microsoft Corporation 6/28/2015 14.0.7015.1000
Foxit Software Inc. Product version: 7.1.5.425 Support link: hitps//www foxitsoftware.com/

Ip link: hitps//www foxitoftwa

Uninstalling a Software

5. A dialogue box will appear for uninstallation.

60 | Teaching and Learning Material: Information Technology (Computer Operator)



Module 1: Maintain Computer System

. B
]

Uninstall Status
Please wait while Foxit Reader is removed from your computer,

Uninstalling Foxit Reader. ..

Cancel

Completing Uninstalling a Software

6. Then another dialogue box will appear for asking Do you want to remove History.

=% Would you like to remove your Reader settings and history data after
¥ uninstallation?

7. Click on Yes.
8. Then click on OK.

RFcuct Reader lmnsts

a  Foxit Reader uninstall complete.

- 4
Some elements could not be removed. These can be removed

manually.

Recheck the Programs and Features window, you will find the updated list without this uninstalled software.
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Learner’s Activity

e Count & list the major features that are available in Control panel?
e Change the Date and time of your computer?

e Uninstall any unwanted software from computer?

e Change the background of your computer?

e Check and list the installed hardware in your computer??
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Learning Unit 7: Perform Windows Scan

Overview

Scanning a computer means detect viruses and malwares from the computer.
Computer viruses are small software programs that are designed to spread from one
computer to another and to interfere with computer functioning. There are many types
of viruses like Trojan horses, direct viruses, overwrite viruses, booting viruses. This
learning unit covers windows scanning procedure and various types of virus attack.
After completion of this learning unit you will be able to demonstrate different types of
viruses, Antivirus software programs and the procedure of scanning to secure your
system and data.

1. Precautions to be taken to Perform Windows Scanning

Before performing windows scan the Users should take reasonable precautions to
protect the files on their computers, and to protect data as it transits the Internet.

All users should take the following basic precautions:
e Create back up of important files before scanning.

e Use aregistered virus scanner on computer.

Keep your virus
detection software
up to date to avoid
from viruses attack.

Internet surfing and
Emails are the main
source of viruses so
be aware of emails

asking for personal

information.

e Regularly check for, download, and Install security patches from the vendors of the software.

o Use a backup of electricity, like using UPS or stand by generator so that there is no disturbance of electricity

during scanning.
e Always use updated virus scanner, if it is not then update it before scanning.
e Don't open suspicious e-mails, especially attachment without scanning.
e Scan your computer for viruses on a regular basis, such as once per week.

e Create a strong password or phrase.
2. Types of Viruses and Spam

What is Computer Virus?

Computer viruses are small software programs that are designed to effect the
files/programs, spread from one computer to another and to interfere with computer
functioning. A virus might corrupt or delete data on the computer, or even erase
everything on the hard disk.

Computer viruses are often spread by attachments in e-mail messages or instant
messaging. That is why it is essential that never open e-mail attachments unless don’t
know who it's from.

Viruses can be disguised as attachments of funny images, greeting cards, audio or
video files. Computer viruses also spread through downloads on the Internet, or from
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Virus

A computer virus or
malware is a
commonly used
term to describe all
types of malicious
software including
Trojans, worms,
adware, and

spyware.
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USB flash data traveler. They can be hidden in illicit software or other files or programs that might download.

Most Common Types of Viruses and Other Malicious Programs

1. Direct Viruses

The main purpose of this virus is to replicate and take action when it is executed. When a specific condition is
met, the virus will go into action and infect files in the directory or folder that are specified in the AUTOEXEC.BAT
file PATH. This batch file is always located in the root directory of the hard disk and carries out certain operations
when the computer is booted.

2. Overwrite Viruses

This Virus deletes the information contained in the files that it infects, rendering them
partially or totally useless once they have been infected.

One method of
computer virus
infection is "joke"
programs.

The only way to clean a file infected by an overwrite virus is to delete the file completely,
thus losing the original content.

Examples of this virus include: Way, Trj.Reboot, Trivial.88.D.

3. Booting Viruses

This type of virus affects the boot sector of a floppy or hard disk. This is a crucial part of a disk, in which information
on the disk itself is stored together with a program that makes it possible to boot (start) the computer from the
disk.

The best way of avoiding boot viruses is to ensure that floppy disks are write-protected and never start your
computer with an unknown floppy disk in the disk drive.

Examples of boot viruses include: Polyboot.B, AntiEXE.

4. Resident Viruses

This type of virus is a permanent which resides in the RAM memory. From there it can interrupt all of the
operations executed by the system: corrupting files and programs that are opened, closed, copied, renamed etc.

Examples include: Randex, CMJ, Meve, and MrKlunky.

5. Multipartite Viruses

Multipartite viruses are distributed through infected media and usually hide in the memory. Gradually, the virus
moves to the boot sector of the hard drive and infects executable files on the hard drive and later across the
computer system.
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6. Macro Viruses

Macro viruses infect files that are created using certain applications or programs that contain macros. These
mini-programs make it possible to automate series of operations so that they are performed as a single action,

thereby saving the user from having to carry them out one by one.

Examples of macro viruses: Relax, Melissa.A, Bablas, O97M/Y2K.

7. Directory Viruses

Directory viruses change the paths that indicate the location of a file. By executing a
program (file with the extension .EXE or .COM) which has been infected by a virus, are
unknowingly running the virus program, while the original file and program have been
previously moved by the virus. Once infected it becomes impossible to locate the
original files.

8. Polymorphic Viruses

Spyware is
computer software
that is unknowingly
installed on a
personal computer
to collect information
about a user.

Polymorphic viruses encrypt or encode themselves in a different way using different algorithms and encryption

keys every time they infect a system.

This makes it impossible for anti-viruses to find them using string or signature searches and also enables them

to create a large number of copies of themselves.

Examples include: Elkern, Marburg, Satan Bug, and Tuareg.

9. File Infectors

This type of virus infects programs or executable files (files with an .EXE or .COM
extension). When one of these programs is run, directly or indirectly, the virus is
activated, producing the damaging effects it is programmed to carry out. The majority
of existing viruses belongs to this category, and can be classified depending on the
actions that they carry out.

10. Encrypted Viruses

This type of viruses consists of encrypted malicious code, decrypted module. The
viruses use encrypted code technique which make antivirus software hardly to detect
them. The antivirus program usually can detect this type of viruses when they try spread
by decrypted themselves.

11. Companion Viruses

Adware or
advertising-
supported software
is any software
package which
automatically plays,
displays, or
downloads
advertisements to a
computer after the
software is installed
onit

Companion viruses can be considered file infector viruses like resident or direct action types. They are known as
companion viruses because once they get into the system they "accompany" the other files that already exist. In
other words, in order to carry out their infection routines, companion viruses can wait in memory until a program
is run (resident viruses) or act immediately by making copies of themselves (direct action viruses).
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12. Network Virus

Network viruses rapidly spread through a Local Network Area (LAN), and sometimes throughout the internet.
Generally, network viruses multiply through shared resources, i.e., shared drives and folders. When the virus
infects a computer, it searches through the network to attack its new potential prey. When the virus finishes
infecting that computer, it moves on to the next and the cycle repeats itself.

The most dangerous network viruses are Nimda and SQLSlammer.

13. Nonresident Viruses

A computer worm is
a self-replicating
computer program.
It uses a network to
send copies of itself
to other computers
on the network.

This type of viruses is similar to Resident Viruses by using replication of module.
Besides that, Nonresident Viruses role as finder module which can infect to files when
it found one (it will select one or more files to infect each time the module is executed).

14. Stealth Viruses

Stealth Viruses is some sort of viruses which try to trick anti-virus software by intercepting its requests to the
operating system. It has ability to hide itself from some antivirus software programs. Therefore, some antivirus
program cannot detect them.

15. FAT Viruses

The file allocation table or FAT is the part of a disk used to connect information and is a vital part of the normal
functioning of the computer.

This type of virus attack can be especially dangerous, by preventing access to certain sections of the disk where
important files are stored. Damage caused can result in information losses from individual files or even entire
directories.

16. Worms

Trojans allow an
outside user to copy
your files, see your
browsing history, or
even take remote
control of your
computer.

A worm is technically not a virus, but a program very similar to a virus; it has the ability
to self-replicate, and can lead to negative effects on your system and most importantly
they are detected and eliminated by antiviruses.

Examples of worms include: PSWBugbear.B, Lovgate.F, Trile.C, Sobig.D, Mapson.

17. Trojans or Trojan Horses
Another unsavory breed of malicious code (not a virus as well) are Trojans or Trojan horses, which unlike viruses

do not reproduce by infecting other files, nor do they self-replicate like worms. These are used to steal user
information and sometimes take control of your computer.
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18. Logic Bombs

They are not considered viruses because they do not replicate. They are not even programs in their own right
but rather camouflaged segments of other programs.

Their objective is to destroy data on the computer once certain conditions have been met. Logic bombs go
undetected until launched, and the results can be destructive.

3. Types of Registered Scanning Software

Most Commonly Used Registered Antivirus Programs:

There are many types of registered scanning software mentioned below:

1. AntiVir Personal

AntiVir by Avira is a light-weight antivirus program offering fast detection of malware. It supports netbooks and is
compatible with Windows 2000, XP, Vista, and Windows 7. The free edition of AntiVir is lacking an important
protection- defense against known rogues and malicious URLs. Such web protection is only available to paid
customers of AntiVir. Free AntiVir will only protect your browsing if the site you have visited websites has malicious
content or when you download a known rogue or malware instead of blocking the rogue/malware sites. AntiVir
Premium edition is offering more features and protection.

2. NOD32

NOD32 is a powerful antivirus program that offers real-time protection against online Some virus is so

threats. The program includes features such as Social Media Scanner, Exploit Blocker, | dangerous that it

Advanced Memory Scanner, Anti-Phishing, Antispyware, Device control and Gamer make the antivirus

Mode. software also a
virus.

3. Norton

Norton Security is the present name of the famous Norton Antivirus. It combines Norton Antivirus and Norton
Internet Security to provide with protection from viruses, Internet threats, identity theft, and financial scams. This
application is also available for smartphones, protecting them from unwanted access to our messages, contacts
and photos.

4. Avast

Avast provides boot-time scanner, Network Shield, and e-mail. The detection capability of AlwilAvast! is very
good and you can install the program in any edition of Windows. The installer of Avast is bundled with Google
Chrome browser that is not necessary to continue using the antivirus program. Avast is available as freeware
and paid editions. The free edition is lacking script blocker, push updates, the enhanced user interface, repairing
of executable infected files, and antivirus tasks creation. The current Ul of Avast is not attractive but Alwil, the
maker of Avast, is planning to release a better Ul in the upcoming v5.
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5. BitDefender

Windows Defender is the well-known security tool from Microsoft that protects system and data against spyware
and other malicious applications. Formerly named “Microsoft AntiSpyware”, Windows Defender is included by
default in the latest 3 Windows editions (Vista, 7 and 8) and can be downloaded and installed separately on
Windows XP and Windows 2003.

6. KasperSky

Kaspersky Internet Security protects computer against Internet threats. It also includes the traditional real-time
anti-virus scanning. The application provides additional layers of protection during financial transactions, such as
online banking and shopping, and also while using payment systems.

7. Microsoft Security Essentials

Microsoft Security Essentials is one of the most popular anti-malware programs. It can be installed for free in a
licensed copy of Windows XP, Vista, or Windows 7. In Windows 8, Security Essentials is replaced with Windows
Defender. For previous versions, Windows Defender works only as an anti-spyware.

8. CalmWin

Clamwin is the Windows version of ClamAV, the main Linux anti-virus on the market. ClamWin is flawed in many
ways: it simply scans instead of offering real-time protection, it doesn’t really do non-virus malware and it's not
exactly easy to use. Still, having ClamWin around doesn’t cost anything, and can never have enough scanning
tools.

9. McAfee

McAfee Security Scan Plus, and its predecessor McAfee Security Scan, are free diagnostic tools for systems that
allow to simply and easily checking anti-virus software, firewall protection, and web security status on computer.
This tool runs as a compliment to any existing security software and does not negatively impact the performance
of computer.

10.ESET Smart Security
ESET Smart Security is an anti-virus program with features such as personal firewall and anti-theft. The personal

firewall protect data while browsing through a public WiFi hotspot. The anti-theft feature lets you track and locate
missing/stolen laptop. Also, the Internet security feature protects from fake sites.

11.Malware Bytes
Malwarebytes Anti-Malware is most popular anti-malware solution. First of all, it's reliable. It's a well-known fact

that even security professionals resort to using Malwarebytes Anti-Malware in order to accurately detect, block
and remove threats.
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12.Symantec Antivirus
Symantec Antivirus provides scalable, secured virus protection for workstations and network servers throughout
the enterprise. Enhanced security features plus centralized policy management enable administrators to manage

client and server groupings logically. In addition, administrators can create, deploy, and lock down security
policies and settings to keep systems up-to-date and properly configured at all times.

4. Procedure for Error Free Scanning of Windows

It is very easy to scan windows from viruses.

1. First of all download and install a registered Antivirus program from a trusted website.(Here we are installed
Avast)

,@tmvmstl FREE ANTIVIRUS -***

Signin | 1550 points
YOU ARE PROTECTED

V Al shields active

Everything up-to-date

=

Q [

FULL SYSTEM SCAN FREE MOBILE SMART SCAN SECURELINE VPN
SECURITY

lllll SINISTE Enhance your online security by adding firewall
+ Protects your identity & personal data
+ Blocks hacker attacks to your PC
16} semmes ¥ 4 Add Firewall

Download and Install Antivirus
2. Update your anti-virus/anti-malware software installed on your computer.

3. Before running a virus scan or malware scan, it needs to make sure the virus definitions are up to date. These
regular updates tell antivirus software how to find and remove the latest viruses from computer.
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,tu(m/nst! Settings
Update

VIRUS DEFINITIONS

Current version: 150701-2

Release date: 7/1/2015 8:08:43 PM
Connection: Connection established
Latest update received:  7/1/2015 9:34:42 PM

PROGRAM

Currentversion: ~ 2013.10.2.2218

Release dare: 4/21/2015 ©:34:24 PM

0K Cancel
Update Antivirus and Virus Definition

4. Run a complete virus scan on entire computer. If you have a dedicated malware scanner that does more
than look for viruses, run a full scan using that program.

A overview al ovast! FREE ANTIVIRUS 21 ? X

Signin | 1550 points
YOU ARE PROTECTED

All shields active
Everything up-to-date

e

D

O . a

FULL SYSTEM SCAN FREE MOBILE SMART SCAN SECURELINE VPN
SECURITY

Complete your online protection today with Avast Internet Security
(& Protectyour identity & personal data
@ Secure your online shopping & banking

B Protect yourself against phishing & scam email

Perform a Full System Scan

5. This will take time for scanning the whole computer. It depends on your data. If you have large amount of
data then it will take several minutes to complete scan process.
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o avast! FREE ANTIVIRUS

Scan Full system scan
L;l, Full system scan / Scan running...
Processed file: C\Wind bly\Nativel
Infected files: 0

® sccount
2

|I||| STATISTICS

@ SETTINGS

Quarantine (Virus Chest)

ges_v2.0.50727_32\PresentationFontCac#

Scan history

Create customn scan

Scanning Process

6.
want to apply on viruses.

If there is any virus detected then it will shows the virus select and apply the desired operation which you

jgcnunsn SCAN RESULTS

THREAT DETECTED!

Threats

Select the required action for each result and ik *Apply’

Result

File name Severity Staws Action
C:\Users\manobilly\Downloads\... | »nsis.hdr Low PUP: NSIS:Livid-B [PUP] Fix automatically
CilUsers\manobillyl..\iLividSetup-r20-n-be.exe Low PUP: Win32:Toolbar-U [PUP] Fix automatically
CU: ppDataiLocalli di - Low pUP: iciousA-EZE [P..  Fix

Apply this action for all

Note: the automatic fix tries to repair the file first. If repair is not possible, \Kﬁﬁw EEﬁOHEQ‘Oﬁ ERE et w

Fix aucomaticaly
Fix automatically
I, Move to Chest
Repair
Delete

Do nothing

Apply Action for Viruses
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Learner’s Activity

e Search for installed antivirus software in your computer and write its name.
e Search some of the different free antivirus programs that are available on internet
e Install any latest antivirus and scan your computer from viruses.

e Take backing up your data on computer?
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Learning Unit 8: Format External Mass Storage

Overview

External Mass storage is the device that is attached to the computer data storage and

can be removed easily without opening the computer. Several types of mass storage

devices available, including hard drives, optical disks, floppy disks, flash drives, and | pont plug in your
other pieces of technology such as secure digital (SD) cards (memory cards). Most | ;gp storage to any
types of storage devices can be used to store any type of file. This learning unit covers | ,nknown computer,
the procedure for formatting external mass storage devices like Flash drive, memory | gnd don't plug any
card etc. After completion of this learning unit you will be able to demonstrate the types | axternal device to
of mass storage devices and their formatting. your computer

without scanning.

1. Precautions for Formatting External Mass Storage

Before formatting any external mass storage device there are some precautions need
to follow:

1. Create a backup of your files on external mass storage data at a secure place
depends on data size that the drive will carry.

2. Scan the external storage with scanning software for avoiding malware or
viruses.

3. Create archives of the device so that large amount of data can compress into
a single file for future use after formatting.

2. External Mass Storage Devices

Several different types of mass storage devices available, including hard drives, optical disks, floppy disks,
flash drives, and other pieces of technology such as MP3 players and secure digital (SD) cards. Most types
of storage devices can be used to store any type of file, but the ones in MP3 players can only display certain
types of file if not connected to a computer. All of the mass storage devices require a computer to function
properly, because a computer is needed to move files to and from the storage devices.

Hard Drives:

Hard drives are the most common types of mass storage devices. Almost every computer has at least one
hardware installed inside the CPU casing. The scan disk offer a large amount of memory which can be accessed
easily by the user. Universal serial bus (USB) portable hard drives are also available, which offer the storage of
a hard drive in a more transportable form. Most hard disk drives use magnetic discs which store data on these
magnetic discs.
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Optical Disks:

Optical disks are commonly used storage devices. An optical disk is better known to
most people as a compact disk (CD) or digital versatile disk (DVD), which has data
"burned" onto it by a laser. Most computers provided with a CD/DVD drive which can
also write data onto the optical storage devices.

Floppy Disks:

Floppy disks are an older class of mass storage devices, and while some computers
can still play them, optical disks are much more popular. The memory of floppy disks
is considerably lower than that found on optical disks and hard drives, but they are
generally much cheaper to purchase and easily portable. Another advantage of floppy
disks is they are universal, but they unfortunately run quite slowly, especially when
compared to other devices.

SD Cards /Memory Cards:

Most digital cameras and smart phones use SD cards, which can feature a large
amount of storage space, at least surpassing that of a CD or DVD. SD cards can
usually display photographs and videos when plugged into a digital camera smart
phone.

Flash Drive:

USB flash drives are often used for the same purposes, for which floppy disks or CDs
were used, like for storage, data backup and transfer of computer files. They are
smaller, faster, have thousands of times more capacity then floppy, and are more
durable and reliable.

3. Formatting a Mass Storage Device

If you want to format your USB flash drive or flash memory card, you can follow these steps:

1.

Plug USB flash drive or memory card into the USB slot of computer.

Normally your system should find it as a removable disk drive automatically.

2. Open "My Computer" and right click the removable disk drive just inserted.
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Hard Disk Drives
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Lol Disk (D) Local Disk.
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S Removable Disk (€] Removable Disk
e Ripmnowable Disk (Fz) Removabie Disk
S Remowable Disk ... Removable Disk
“w*Removable Disk{... Removable Disk

3.0 GE
75.9GEB

E4.2G8
75.6G8

| [#]
' My Computer ']

Selecting USB Drive

3. Click "Format" on the menu that pops up.
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(yShared Documents  Flie Folder
(SiDarren's Documants il Folder

Hard Disk Drives

Local Disk.
Local Dk

73.06GE
75.9GEB

e ocal Disk (C:)
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Explore

HEE|
:
Free Space | Comments

Before formatting of
a drive check the
drive size if you
have connected
more than one
removable devices.

64268
56GE

Drive Options

4. A dialogue box named "Format Removable Disk" should appear.
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FAT

File Allocation
Table is a primary
computer file
system for various
operating systems,
mostly DOS,
including DR-DOS,
OpenDOS,
freeDOS, MS-DOS,
Microsoft Windows.

(9 ' E
2

Narne Type Tokeal Size Free Space | Comments
System LeskE & Files Stored on This Computer
[4] Wiew system information P s
& Add or remove programs Format Disk (J:) =a
@ change a::n; -

Eject th

& Eject this dis e v]

FEED 73.0 G 64.2 6B
Other Places 2 . 75.9 GB 756G

FAT3Z v
&g My Network Flaces Nocation unk size
o §
) My Documents Defad F— v]
£ Shared Documerks -
B control Panel Vo Label
Details 2 Farmat options.
] puick: Format

Removable Disk (1)
Remorvable Disk.
File System: FAT32

[

4] 3]
1 objects selected i My Computer

If you want to Perform Thorough Formatting

Click the box next to "Quick Format" for quickly formatting the drive. You will still have access to all of the free
space after formatting, but the original information will not be securely deleted, meaning it could possibly be

retrieved.

NTFS

NTFS is the standard
file system of Windows
NT, including its later
versions Windows
2000, Windows XP,
Windows Vista,
Windows Server 2003,
and Windows Server
2008, Windows 7 and
Windows 8.
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If you want to Perform Thorough Formatting

5. Select "FAT 32" under the File System and make sure Quick Format is not
selected. (If you are not sure, just leave all the selections as default.)

6. Click the "Start" button.
7. A pop-up will inform you that the format action will erase all the data in the flash

memory. Make sure you want to erase all data on the disk before you click OK. The
formatting process will start once you click "OK".

@ iy Computer _
"”t
Hame Type Tokal Size Free Space | Comments
System Tasks & Files Stored on This Computer
[4] Views system information e B e
&) Add or remove programs Format Removable Disk (J
B change a::n; -
Eject this dis

< 247 MB ¥|

Pie system 73.0GE 64.2GB
Other Places £ - 75.9GB 75.6GB

FATIZ :]
N My Network Flaces Bocation unk size
) m
L) My Documents Defadt o stz "J
3 Shared Documerks
B Control Panel Yohume Label

Format Removable Disk (J:) %]
Details £

1] 'WARNING: Formatting will erase ALL data on this dsk.
Removable Disk (1) . To Format the disk, cick OK. To quit, dick CANCEL.
Remaorvable Disk
(o)
(4] ]
1 chjects selected ) My Compater
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8. Formatting will Complete after some Time.
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Learner’s Activity

e Compare different types of external mass storage devices like USB flash, external hard drive.
e Format a USB flash drive.

e Format a SD card /memory card according to given manual steps.
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Learning Unit 9: Troubleshoot Basic Software Errors

Overview

Software troubleshooting is the process of scanning, identifying, diagnosing and
resolving problems, errors and bugs in software. The software troubleshooting process
starts with identifying the problem, checking on possible issues that can cause such
problems and then working on measures and alternatives to find a solution. This
learning unit covers that what is software troubleshooting, describe the general
software errors like computer bug, track or path corruption also will demonstrate the
precautions about software troubleshooting. After completion of this learning unit, you

Troubleshooting is
done for smooth and
error free working of
computer.

will be able to describe what is software troubleshooting also will be able to troubleshoot errors in software.

1. Software Troubleshooting

Software troubleshooting is generally done to resolve technical problems in software. The software
troubleshooting process starts with identifying the problem, checking on possible issues that can cause such

problems and then working on measures and alternatives to find a solution.

Typically, issues are resolved by a software developer or tester that reviews and
optimizes software, removing bugs and errors from the source code. Software vendors
also help in software troubleshooting by publishing periodic updates/patches for
software, which can help in ensuring smooth software operation. Software
troubleshooting can also be done when software needs to be configured correctly, such
as resolving issues due to incorrect installation or restoring software after corruption or
file deletion caused by a virus.

Software

Troubleshooting

Software
troubleshooting
means detecting
and removing
software errors.

There are many ways of troubleshooting software errors like Windows scan, windows optimizer, compress disk,
disk defragmenter using control panel in windows. For troubleshooting common problems using windows:

Troubleshooting Common Errors in Windows:

Troubleshooting using Control Panel contains several troubleshooting programs that can automatically fix some
common problems with computer, such as problems with networking, hardware and devices, using the web, and
program compatibility.

Although troubleshooters aren't designed to fix every problem, they are useful to often save your time and efforts.

1. Open Troubleshooting by clicking the Start button then clicking Control Panel, and then, under System
and Security, click Find and fix problems.
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Troubleshooting Using Windows

Troubleshooters can find and fix a variety of common problems

When you run a troubleshooter, it might ask you some questions or reset common settings as it works to fix the
problem. If the troubleshooter fixed the problem, you can close the troubleshooter. If it couldn't fix the problem,
you can view several options that will take online to try and find an answer.

2. General Software Errors or Bugs

A software bug or error is a problem causing a program to crash or produce invalid
output. A bug can be an error, mistake, defect or fault, which may cause failure from

Some bugs are so expected results.

harmful that it

corrupts the Most bugs are due to human errors in source code or its design. A program is said to
computer Hard disk be buggy when it contains a large number of bugs, which affect program functionality
tracks and boot and cause incorrect results.

sector.

Following are the most common software errors.

Types of Errors with Examples:

User Interface Errors:

User interface errors creates Missing/Wrong Functions, the interface doesn’t know what the user expects.it
generates Missing or Confusing information, Wrong content in Help text, Inappropriate error messages.
Performance issues and Poor responsiveness. It is due to inappropriate use of key board.

Boundary Related Errors:

Boundary related errors generate within Boundaries in loop, space, time, memory, mishandling of cases outside
boundary.
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Calculation Errors:

Calculation errors generates due to Bad Logic, Bad Arithmetic, Outdated constants, Calculation errors, Incorrect
conversion from one data representation to another, Wrong formula, Incorrect approximation.

Control Flow Errors:

Control flow errors generate due to Wrong returning state, Stack underflow/overflow, Failure to block or unblock
interrupts, Comparison sometimes yields wrong result, Missing or wrong default and Data Type errors.

Hardware Produced Errors:

There Errors generates due to Wrong Device, Device unavailable, Wrong operation or instruction codes.

Path or Track Corruption of Hard Disk:

Sometimes hard disk generates errors due to path or track corruption. It is due to some sever type of viruses or
hard disk damages. Or when:

User switches off (or resets) PC without shutting down properly.
User attempts shutdown, but shutdown fails to complete.
Power fails, or is accidentally switched off.

PC spontaneously resets (e.g. bad power or power supply)
Computer crashes or locks up, so that shutdown is impossible

agrwNE

Simple Solutions to Common Computer Errors:

Most of the time, problems can be fixed using simple troubleshooting techniques, like
closing and reopening the program. It's important to try these simple solutions before
resorting to more extreme measures. If the problem still isn't fixed, try other

troubleshooting techniques. Restarting a

computer when it is
slowdown is a good
way to enhance its

Problem: An Application is Running Slowly: performance.

Solution 1: Close and reopen the application.

Solution 2: Update the application. To do this, click the Help menu and look for an option to check for
Updates. If don'’t find this option, another idea is to run an online search for application updates.

Problem: An Application is Frozen:

Sometimes an application may become frozen. When this happens, you won't be able to close the window or
click any buttons within the application.

Solution 1: Force quit the application. On a computer, Press (and hold) Ctrl+Alt+Delete on keyboard to open
the Task Manager.
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e Select the unresponsive application and click End task.

(B8 Windows Task Manager |E|M] l

. File Options View Windows Help
Sometimes
computer runs Applications |Prur_esses | Services I Performance I Networking I Users |
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7
low memory space . —
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when RAM is not OCDmputer Basics: Basic Troubleshooting Technig...  Running
working properly. ECDmputer Operator-L2 [CS].pdf - Foxit Phantom...  Running
@Learning Module Template - Microsoft Word Feunning
EndTask || SwitchTo || NewTask...
Processes: 68 CPU Usage: 52% Physical Memory: 57%

Using Task Manager

Solution 2: Restart the computer. If you are unable to force quit an application, restarting computer
will close all open apps.

Problem: All Programs on the Computer Run Slowly:

Solution 1: Runvirus scanner. It may have malware running in the background that is slowing down the
system.

Solution 2: Computer may be running out of hard drive space. Try deleting any files or programs that you don't
need.

Solution 3: If using a PC, run Disk Defragmenter (called Optimize Drives in Windows 8). Doing so will make

sure all pieces of each file or program are stored close together in your computer, so the computer will be able
to access them more quickly.
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j Disk Defragmenter =

»  Disk Defragmenter consclidates fragmented files on your computer's hard disk to improve system
- perfermance, Tell me more sbout Disk Defragmenter.
Schedule:
Scheduled defragmentation is turned on [ ) Configure schedule...

Run at 1:00 AM every Wednesday
Mext scheduled run: 7/8/20151:37 AM

Current status:

Disk Last Run Progress
&,(C:) 1/21/2009 8:11 PM (0% fragmented)

calD) 6,/18/2015 6:50 PM (0% fragmented)

—a System Reserved (H:) 6/30,/201512:36 PM (2% fragmented)

Only disks that can be defragmented are shown.

To best determine if your disks need defragmenting right now, you need to first analyze your disks,

[ ) Analyze disk ] [

) Defragment disk ]

Close

Disk Defragmenter

3. Applying Precautions for Troubleshooting Errors and System Testing and

Structural Testing

Precautions for Troubleshooting Errors

There are many causes of errors in computer system. Some errors are related Windows operating systems and

others just come with everyday use like creating and deleting files, adding

and removing programs, and attaching

printers, cameras and other devices. To get rid of all these errors you need to apply some precautionary

measures :

e Install updates of software at regular basis. This will help in reduci

ng errors of computer.

e Check the devices before installing and using it because hardware errors also disturb the working of

computer.

e Use Virus scan, anti-malware, for scanning viruses from computer at regular basis.

e Create backup regularly and before repairing any software error.
e There are many types of testing are used for software checking

some of them are used by software

developers and analyst like system testing ,structural testing. Others can be used by users like

windows help etc.

e You can also use web for online help if there is a complex type error occur in computer.

What is System Testing?

System testing means testing of the entire software. The main purpose of

system testing is to detect whether the

software meets its requirements or not. System testing is used to verify the working of the whole system all

together. System testing involves both functional and nonfunctional testin

The formation about testing an integrated system to check that it meets or
is known as system testing.
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Basic Purpose of System Testing is to:

. 1. Ensure that a system or application meets its specification and any non-
functional requirements (such as stability and throughput) also meet the requirements
System testing is a with its users.
testing of entire
software working
and structural
testing is about the
structure of the
software that how it
is implemented.

2. Comprise a different tests series to fully exercise the computer-based system.

3. Confirm an application's or system accuracy and completeness in performing
the designed functions.

What is Structural Testing:

The structural testing is the testing of the structure of the system or component.

. In structural testing the testers are required to have the knowledge of the internal
implementations of the code. Here the testers require knowledge of how the software
Windows Help and is implemented and works.
Support is one of the
best features for . During structural testing the tester is concentrating on how the software does it.
troubleshooting For example, a structural technigue wants to know how loops in the software are
errors. working. Different test cases may be derived to exercise the loop once, twice, and many

times. This may be done regardless of the functionality of the software.
e Structural testing can be used at all levels of testing. Developers use structural testing in component testing

and component integration testing, especially where there is good tool support for code coverage.
Structural testing is also used in system and acceptance testing, but the structures are different.

How to Use Windows Help :

At some point, you're likely to stuck into a computer problem or confusing task. To figure it out, you'll need to
know how to get the right help.

e Using Windows Help and Support:
Windows Help and Support is the built-in help system for Windows. It's a place to get quick answers to common
questions, suggestions for troubleshooting, and instructions for how to do things. If you need help with a program
that's not part of Windows, you'll need to consult that program's Help.

e To Open Windows Help and Support:

Click the Start button, and then click Help and Support.

Get the Latest Help Content:

If you're connected to the Internet, make sure Windows Help and Support is set to Online Help. Online Help
includes new Help topics and the latest versions of existing topics.

1. Click the Start button, and then click Help and Support.
2. On the toolbar in Windows Help and Support, click Options, and then click Settings.
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3. Under Search results, select the Improve my search results by using online Help (recommended) check
box, and then click OK. The words Online Help will be displayed in the lower-right corner of the Help

and Support window when you are connected.

e Search Help:

The fastest way to get help is to type a word or two in the search box. For example, to
get information about wireless networking, type wireless network, and then press Enter.
A list of results appears, with the most useful results shown at the top. Click one of the
results to read the topic.

€ p @ E!.Gé il _é'% Ask Options
Search Help ol

You're not connected to online Help, which shows you our latest content.
Check your Internet connection, and then try to connect to enline Help again,
If you still see this message, the online Help service might be termporarily
unavailable.

AllHelp »  Getting started

Topics
%5 What's new in Windows 7

%& Find which edition of Windows 7 you are using

Categories

i Windows Basics

i Installing and activating Windows
E Transferring files and settings

i Starting up Windows

i Shutting down

ﬁ_], More support options
&) Offline Help ~

Getting Help with Windows

e Getting Help with a Program:
Almost every program has its own built-in Help system.

1. To open a program's Help system:

2. Onthe Help menu of the program, click the first item in the list, such
as "View Help," "Help Topics," or a similar phrase. (This text will
vary.)

3.  Click the Help button.
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This function key
opens Help in
almost any program.

Almost every
program provides
built in Help feature
about that specific
software.
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e Using Web Resources:

The web contains a vast amount of information, so there's a good chance that the answer to your question lies
somewhere in those billions of webpages.

If you don't find what you need using a general search, consider searching websites that focus on Windows or
computer problems. Here are four good places to look:

Windows Website. This website provides an online version of all Help topics in this version of Windows, plus
instructional videos, in-depth columns, and other useful information.

Microsoft Help and Support. Discover solutions to common problems, how-to topics, troubleshooting steps,
and the latest downloads

Microsoft TechNet. This site includes resources and technical content for information technology professionals.
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Learner’s Activity

e Write the steps you will take if a program on a computer is completely unresponsive.
e Write your last initiative to resolve the issue if you've tried everything and the problem still isn't fixed.
e Write the difference between System testing and structural testing?

e Set windows help to troubleshoot the software errors and write the steps you have followed in
troubleshooting?
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Learning Unit 10: Troubleshoot Basic Hardware Faults

Overview

There are many types of hardware faults occurs when uses a computer like computer
doesn’t start due to power cable, mouse or keyboard failure, printer or scanner doesn’t
work properly. Finding and removing these hardware faults is called Hardware
troubleshooting. This learning unit covers the basic hardware faults; it also covers the
procedure for defining and troubleshooting of these faults. After completion of this
learning unit, you will be able to demonstrate the basic hardware faults and able to
troubleshoot and maintain your computer.

Hardware faults
occurred due to
careless use of
computer or mal
functioning of
software.

1. Basic Hardware Faults

Computer is an electronic machine and every machine needs proper maintenance and
care if you don’t do this the computer hardware faults occur which causes many
problems. There are many types of hardware faults occurs due to improper connectivity
or failure of the devices.

Hardware

Troubleshooting

Hardware
troubleshooting
means founding and
removing errors
from a computer or
device.

A computer doesn’t start due to power cable failure or improper connectivity.
Mouse or keyboard doesn’t work properly.

Printer doesn’t start or work.

Scanner or any other connecting device doesn’t work properly.

Monitor or LCD doesn’t give display.

A hard drive failure occurs.

2. Troubleshooting Hardware Faults

Troubleshooting an Unresponsive Computer:

e First check the cable. Unplug it from the computer and the outlet. Re-plug in both sides and try booting
it again.

Check the wall outlet. Plug something else into the outlet and see if it works.

Turn off the system and wait 30 seconds and then try again.

Look at the keyboard for the indicator lights being lit up as the machine boots.

Sometimes the monitor has something to do with the system acting up. Unplug the power cord from the
monitor and the wall and re-plug it. Unplug the cable from the computer to the monitor and re-plug it into
the monitor. Try rebooting.

e Listen to identify a beeping series if there is one to report it to the technical help.

Startup Troubleshooting:

If your computer is making noise or attempting to start up, but there is no video or no display on the
monitor. Or there are No power lights on the monitor/computer.

e Check to see if the power cables that are connected properly with computer and monitor.

e Check there is no breakage in power cables of any device.
e Check that power supply is picking the power or not.
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Troubleshooting a Keyboard:

When a Keyboard doesn't respond and gives off a constant beeping noise when booting up then check the
following:

e Check the plug to make sure it's connected securely.

e Try unplugging it and re-plugging it again.

e If there is no response, check the indicator light on the keyboard. Is it on. Do the lights respond when
pressing the caps lock or the num lock key?

e Check to see if there is a key stuck on the keyboard.

Troubleshooting a Mouse:
When a mouse is not working properly or the mouse will only move one way, either vertically or horizontally.

¢ Reboot the computer and check that it corrects the problem. If not, then will be insufficient memory.
e Clean the mouse.

Troubleshooting a Printer

If the Printer is not printing.

Check to See if the Printer Getting Power

If there are no lights or no display on the front of the printer, the printer is not getting electricity or power. Check
to make sure the power cable is plugged in both to the wall or power strip and to the back of the printer.

Check to See if there is Paper Jam in Printer?

e If the printer has paper in the paper tray, the paper may be jammed or not
feeding properly. Take the paper out of the paper tray and check to see that
the top piece of paper is not crinkled or bent.

o If the printer is a DeskJet, lifts open the front cover and look to see if a piece of
paper is halfway fed through. If there is, remove paper properly from the top
and close the printer.

e If the printer is a LaserJet, open the top of the printer and check for paper
underneath the toner cartridge. If there is paper there, properly remove it, and properly.
place the toner cartridge again.

Always keep your
hardware clean and
keep it away from
dust so it can work

Check to See if there Multiple Jobs in the Print Queue

e If the printer is a local printer (i.e., there is a cable running directly from the printer to the computer you
are printing from), power off the PC, power off the printer, count to 10, and then turn both the printer and
the computer back on again. Sometimes this will allow the printer to start printing again.
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Computer Hang Troubleshooting:

If the cursor is stuck on the or system goes on Halt position or it may hang then do this:

. Open Task Manager
. . Simultaneously press [Ctrl] [Alt] [Delete] keys. You will see a list of all tasks
FS Key is used for (programs) currently running. You may notice one program has "Not
Refreshing the Responding" instead of "Running" listed next to it. Select this task and click the
computer. End Task button.
. Another dialog box will open stating that the program is not responding. Choose

End Now to close the program.
e Reboot your computer (Warm Boot)

Resetting a Computer that is Already Turned On:

o Press [Ctrl] [Alt] [Delete] keys once to open the Task Manager.
o Press [Ctrl] [Alt] [Delete] again to restart the computer.
e  Shut down your computer

If you restart your computer and the problem isn’t resolved, than attempt to completely shut down the computer
by pressing the power button. Let it set for 15-30 seconds then restart the computer.

3. Maintenance of Hardware Devices on Regular Basis

Computers are expensive, and with all major purchases you probably want to protect your investment. Luckily, it
is not difficult to keep your computer healthy and in good working order. Maintaining a computer involves three
things: keeping it physically clean, protecting it from malware, and backing up important files.

Keep the Computer Physically Clean:

When dealing with computers, dust isn't just unattractive—it can potentially destroy parts of your computer. By
cleaning your computer regularly, you can help to keep it working properly and avoid expensive repairs.

Cleaning the Keyboard:

e Unplug the keyboard from the USB or PS/2 port. If the keyboard is plugged into the PS/2 port, firstly shut
down the computer before unplugging it.

e Turn the keyboard upside down, and gently shake it to remove dirt and dust.

e Blow air to clean between the keys.

e Moisten a cotton cloth or paper towel with rubbing alcohol, and use it to clean the tops of the keys. Do not
pour alcohol or any other liquid directly onto the keys.

e Reconnect the keyboard to the computer once it is dry. If you are connecting it to a PS/2 port, you will need
to connect it before turning on the computer.

Cleaning the Mouse:
e Unplug the mouse from the USB or PS/2 port. If the mouse is plugged into the PS/2 port, you will need to

shut down the computer before unplugging it.
e Moisten a cotton cloth with rubbing alcohol, and use it to clean the top and bottom of the mouse.
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. If you have a mechanical mouse, remove the tracking ball by turning the ball-
cover ring counterclockwise. Then clean the tracking ball and the inside of the
mouse with a cotton cloth moistened with rubbing alcohol.

. Removing the tracking ball

. Let all of the parts dry before reassembling and reconnecting the mouse. If you
are connecting it to a PS/2 port, you will need to connect it before turning on the
computer.

Cleaning the Monitor/ LCD:
e Turn off the computer.

¢ Unplug the monitor from the power. If using a laptop, unplug the laptop.
e Use a soft clean cloth moistened with water to wipe the screen clean.

Cleaning Computer and Other Devices:
From time to time, you should clean your computer case and the sides and back of the

monitor to avoid buildup of dust and dirt. Here are a few tips you can use when cleaning
these surfaces.

Cleaning the Computer Case:

Always unplug the
wires from the
computer before
cleaning the devices
and use soft cloth or
tissue for dusting.

Overheating is a big
cause of damaging
Hardware in
computer.

e Dust is computer's main enemy. Use an antistatic wipe to lightly dust the computer casing. Don't use

furniture cleaners or strong solvents.

e Use air blower to remove dust stains from computer ports and inner parts of computer every month.

e Spray cleaning solution like ammonia cleaner or glass cleaner on a paper towel.

e A safe cleaning solution for computer surfaces, not computer screens is ammonia diluted with water or

glass cleaner comprised mostly of ammonia and water.

Keep it in Cool Place:

Don't restrict airflow around computer. A computer can generate a lot of heat, so the casing has fans that keep it

from overheating. Avoid stacking papers, books, and other items around the computer.

Many computer desks have an enclosed compartment for the computer case. If you have this type of desk, you

may want to position the case so it is not against the back side of the desk.
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Learner’s Activity

e Does your computer have any hardware fault? If any remove it and write down the fault and
troubleshooting steps.

e Properly clean your devices attached to the computer.
e Unplug the mouse from the computer and clean it.
e Clean your System Unit, Screen, and keyboard and write the steps.

e Troubleshoot a printer if its paper is jammed inside, write the steps.
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Learning Unit 11: Configure Basic Internet Connectivity

Overview

The term internet means Network of Networks. Internet is used to send and receive email, browse the Web,
watch movies, and more. Before accessing the Internet, there are three things needed, an Internet service, a
modem, and a web browser. This learning unit covers the basic concept of internet, internet connection types;
also it covers the procedure for internet connectivity. After completion of this learning unit, you will be able to
demonstrate what is internet, how can you connect or check internet connections in your computer.

1. What is Internet

Network of networks or millions of computers connected together to communicate
with each other for sharing data all over the world is called Internet. It is a global
networking of computers all around the world for sharing data and information with each
other. More than 190 countries are linked into exchanges of data, news and opinions.
The number of Internet users represents nearly 40 percent of the world's population.
The largest number of Internet users by country is China, United States and India. In
September 2014, the total number of websites with a unique hostname online
exceeded 1 billion. It was first developed by the Advance Research Project Agency (ARPA) of U.S government
in 1969 for its military purposes, named ARPA net. The original aim was to create a network that would allow
users of a research computer at one university to "talk to"” research computers at other universities. Later on this
networking increased and became a global network all over the world called Internet.

Internet is a global
networking of
computers for
communication.

2. Types of Internet Connections

There are a lot of ways to connect laptops, desktops, mobile phones, gaming consoles and tablets to the Internet.
Some of the most widely used Internet connections are described below.

1. Wireless Connections:

In wireless Connection Radio frequency bands are used in telephone or cable networks. Wireless connection
can be accessed from any location that is within network coverage. Wireless connections are used through
modem, which catches the Internet signals and sends them to other devices.

2. Broadband Connections:

In broadband connection high-speed Internet connection is provided through ISP’s
(internet service providers).Broadband Internet uses multiple data channels to
send Iz_irge guantities of information. The term broadband is shorthand for_broad According to Internet
bandwidth. Broadband Internet connections such as DSL and cable are considered .

) ) . : . Live Stats, as of
high-bandwidth connections. Although many DSL connections can be considered December 30. 2014

broadband, not all broadband connections are DSL. there was an

estimated
3,037,608,300
Internet users all
over the world.
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3. Mobile Connections:

Many cell phone and smartphone providers offer voice plans with Internet access. A Mobile Internet
connection provides good speed and allows accessing the Internet.

Although dial-up has 4, Dial-Up Connections:

traditionally been the
least expensive
option, many ISPs
have raised dial-up

Dial-up connections require users to link their phone line to a computer to access the
Internet. This particular type of connection also referred to as analog does not permit
users to make or receive phone calls through their home phone service while using the

prices to be the Internet.

same as broadband.

This is intended to

encourage people to .
switch to broadband. | °- Hotspots Connections:

Hotspots are sites that offer Internet access over a wireless local area network (WLAN) through a router
that connects to an Internet service provider. Hotspots utilize Wi-Fi technology, which allows electronic
devices to connect to the Internet. Hotspots can be phone based or free standing, commercial or free to the
public.

6. DSL Connections:

DSL stands for Digital Subscriber Line, uses a 2-wire copper telephone line connected to one’s home so
the user can access the internet and make a call at the same time.

7. Satellite Connections:

In many remote areas where broadband connection is not yet offered, a satellite Internet option may be
available. Similar to wireless access, satellite connection utilizes a modem.

What are the 8. ISDN:
ISP’s?? And what
are the most
common ISP’s
working in Pakistan?

ISDN (Integrated Services Digital Network) allows a user to send data, voice and
videos over digital telephone lines or standard telephone wires. The installation of an
ISDN adapter is required at both ends of the transmission on the part of the user as
well as the Internet access provider.

3. Connecting to Internet

Setting Up a Broadband (DSL or Cable) Connection:

For set up a Digital Subscriber Line (DSL) or cable connection, first need connection with an Internet service
provider (ISP).

This will need a modem, a router, or a device that combines the two. (Some ISPs will provide you with these
devices; if your ISP doesn't, you'll need to buy them.)After this follow the steps below.
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Plug the device into an electrical outlet.

1. Plug one end of a phone cable into the wide area network (WAN) port of the device, and then plug the other
end into the wall jack. The WAN port should be labeled "WAN."

2. Plug one end of an Ethernet cable into the local area network (LAN) port on the device, and then plug the
other end into the networking port of the computer. The LAN port should be labeled "LAN”.

3. Start (or restart) the computer.

4. Open the Connect to the Internet wizard by clicking the Start button, and then click on Control Panel. In
the search box, type network, click Network and Sharing Center, click Set up a new connection or network,
and then double-click Connect to the Internet.

B - - RO - T e

———
;U":‘: b](ammlPand » Network and Intemet » Network and Sharing Center l

Fle Edt View Tooks Help
L]
il View your basic network information and set up connections
iy G When you connect
e to a wireless
connection through

Wi-Fi then this icon

Accesstype:  Intem
Connections:

Click Here . _Wi”_appear in
7 B R R notification areaand
. R — when you connect
*& .:; n other network computers, or change sharing settings. you OWI"I ereless
2 modem then K

icon will be appear
in notification area.
Vometo

Intemet Options

Windows Firewall

5. Follow the steps in the wizard and the internet connection will be established.
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Viewing and Connecting to Wireless Networks:

[}
1. Open Connect to a Network by clicking the network MOr in the notification area.
2. Inthe list of available wireless networks, click a network, and then click Connect.

3. If you have your own wireless modem or Wi-Fi modem like EVO 3G Wingle then directly connect it into the
computer USB port. Install its driver which is available with the device. After finishing installation simply
browse the internet.

4. Some networks require a network security key or passphrase. For connecting to one of those networks, ask
your network administrator or Internet service provider (ISP) for the security key or passphrase.
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Learner’s Activity

¢ Did you use internet before this?

e Research two or more Internet service providers (ISPs), and compare their service packages. What are
the different connection speeds offered by each provider?

e Try using a few different web browsers. Do they work differently? Which one was easier to use?

e Do you have any devices (computers, mobile phones, etc.) that can connect wirelessly? Would it make
sense to create a wireless network in your home?

e Configure and install broadband DSL connection at your computer.

e Configure a wireless connection at your computer.
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Summary of Module

98 |

An operating system (OS) is a set of programs contains instructions that work together to coordinate all
the activities among computer hardware resources.

A computer peripheral device is an external device that provides input and output for the computer. There
are three types of peripheral devices one is Input that is use for providing input to the computer, second
is output that is used for providing output and the last is that provides input and output both.

It is necessary to learn Installing and configuring the variety of peripheral devices, including mouse,
microphone, scanner, gamepad, camcorder and other devices.

Application software is a type of software that can be used for a variety of tasks. It is not limited to one
particular function. For example a word processor could be classed as general purpose software as it
would allow a user to write a novel, create a restaurant menu or even make a poster.

A software update means to enhance the capability, stability and features of an existing version of the
software. Updates usually download free of cost while upgrading means replace an older version of the
same product with the newer version.

The proper way to uninstall a program is to use the uninstall routine that is provided with the program
itself are from control panel. This will remove the files, Windows Registry information, and other
configuration from your computer so that there are no conflicts in the future.

Scanning a computer means detect and remove viruses and malwares from the computer.

External mass storage is the storage device that is attached to the computer with a network / cable or
can be removed without opening the computer case like floppy disk, hard disk, flash drive etc.

Software troubleshooting is the process of scanning, identifying, diagnosing and resolving problems,
errors and bugs in software. It is a process starts with identifying the problem, checking on possible
issues that can cause such problems and then working on measures and alternatives to find a solution.

Hardware troubleshooting means removing hardware faults are issues. A computer should keep clean
and maintain at regular basis to avoid faults.

Internet is used to send and receive email, browse the Web, watch movies, and more. Before accessing
the Internet, three things are needed, an Internet service, internet connectivity device, and a web
browser.
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Frequently Asked Questions (FAQSs)

FAQ 1. What are the common types of Operating system?
Answer Most common types of operating system are Windows, Linux, Unix, Mac OS, Solaris, etc.
FAQ 2: What are the Peripheral devices?
A computer peripheral device is an external device that provides input and output for the
Answer : . .
computer like keyboard, mouse, LCD, monitor, Printer, scanner web cam etc.
FAQ 3: What is application software?
Application software is the software is used at offices, home and school etc., like word
Answer processing, spreadsheets, Database, Graphics software, designed to perform specific tasks
for users.
FAQ 4. What is a software update means?

A software update means to enhance the capability, stability and features of an existing version
Answer of the software. Updates usually download free of cost while upgrading means replace an older
version of the same product with the newer version.

FAQ 5: What is the right way to uninstall a program?

Answer The proper way to uninst_all a program is to use the uninstall routine that is provided with the
program itself, or from using control panel.

FAQ 6: What does scanning means?

Answer Scanning a computer means detect and remove viruses and malwares from the computer.

FAQ 7: What are computer viruses or bugs?

Computer viruses are small software programs that are designed to spread from one computer

Ll to another and to interfere with computer functioning.
FAQ 8: What is external mass storage?
External mass storage is the device that is attached to the computer with a network/ cable and
Answer can be removed without opening computer case, like hard disk, USB flash drive, CD, floppy
disk etc.
FAQ 9: What is software troubleshooting process?
The software troubleshooting process starts with identifying the problem, checking on possible
Answer issues that can cause such problems and then working on measures and alternatives to find a
solution.
FAQ 10: What is internet and what are its basic parts for connectivity?

Internet is used to send and receive email, browse the Web, watch movies, and more. Before
Answer accessing the Internet, there are things needed, an Internet service, internet connectivity
device, and a web browser.
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Test Yourself!

Please mark the correct one from the given options. You can check your answer with the Answer Key at the
end of this module.
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The most popular operating system for personal computers is
Mac OS b. Microsoft windows
Linux d. Apple

An application can be installed using

CD b. Flash drive
Internet d. Ala,b&c
Instead of a mouse, many laptops use a (n)

Optical mouse b. Touch-pen
Touchpad d. Laser pen
Which of the following is a type of monitor port?

VGA port b. Parallel port
Communication port d. All

The main circuit board in a computer is called the

RAM b. Motherboard
Power supply d. None

A mouse can connect to the computer with a connection.
USB b. PS/2

Bluetooth d. All of the above

To navigate through different folders in Windows, you'll use
Lanucher b. Windows explorer

Finder d. None
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8. To guard against malware, is called

a. Antivirus b. Spyware

C. Scanner d. None

9 If a Windows program has become unresponsive, which keys do you press to open the Task
Manager?

a. Shift+Tab+ Enter b. Home+Control+Shift

C. Space bar+F1+Tab d. Control+ Alt+Delete

10. DSL stands for:

a. Distributed standard line b. Digital subscriber line

C. Dynamic standard line d. None

11. For entering computer setup shortcut key is:

a. F5 b. F3

C. F2 d. F10

12. LCDis a of device.

a. Input b. Output

C. Both d. None

13. If a computer is working slow what type of fault it is considered

a. Hardware error b. Software error

C. Both d. None

14. Internet is a network of computers

a. Millions of b. Thousands of

C. Two or more d. None
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Answer Key
MCQ Number Correct Answer

1 b
2 d
3 c
4 d
5 b
6 d
7 d
8 b
9 a
10

11 b
12 c
13 b
14 b
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Module 2: Prepare Word Document

Learning Outcomes

After completion of this learning module learner will be able to:
o Type Document
. Set Up Page in a Word Document
o Edit Word Document

. Format Word Document

. Save Word Document

. Insert in a Word Document

o Import Documents

o Protect Document

o Insert table in a word Document

o Hyperlink data in a word Document

o Perform Mail Merge in the Word Document
o Insert Header /Footer in a word Document
o Insert Section Header in a word Document

o Set Style in Word Document

° Insert Table of contents in word document
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Learning Unit 1. Prepare Word Document

Overview

In this learning unit you will learn how to open and save file with desired name and
location in MS Word and how you can type in the document. After completion of this
learning unit you will be able to type speedily and error free in MS Word.

Do you know!

By Default MS Word
Document open with
the name
“Document1”.

1. Typing Using Different Keyboard Keys

The keys on their keyboard can be divided into several groups base on function:

e Typing (Alphanumeric) Keys. These keys include the letter, number and special character keys on
keyboard.

e Control Keys. These keys are used separately or in combination with other keys to perform special
actions. For example “Ctrl+S” used for Save file and “Ctrl+O” used to open a file.

e Function Keys. The function keys are used to perform specific function tasks. They are labeled as F1,
F2, F3, and so on, up to F12. The functionality of these keys differs from program to program.

e Navigation Keys. These keys are used for moving around in documents or WebPages. They include
the arrow keys, Home, End, Page Up, Page Down, Delete, and Insert.

e Numeric Keypad. The numeric keypad is used for entering numbers quickly.
The keys are grouped together like a calculator or adding machine.

Different keyboards
The following figurel shows these keys are mentioned on a typical keyboard. may have different

layout.

l--l@
E I IEIE] [_][_][_][_]Hﬁl[_][_ﬂ[_][_]]
i) O G

@ Control keys @ Navigation keys
@ Function keys @ Numeric keypad
Typing (alphanumeric) keys . Indicator lights

Figure 1

Typing Text:

YPIng If Number Lock is
When you want to type in MS Word, you'll see a blinking vertical line (]). That's the | N0t ON then by
cursor, also called the insertion point. It shows that from where the typing will start. | Pressing the keys on
You can move the cursor by clicking in the desired location with the mouse, by using | numeric pad will do

the navigation keys, OR through space bar button. the others things
written on the keys
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The following table shows the working of Shift, Tab, Backspace, Enter, Caps lock and spacebar key.

Key name How to use

Press Shift in combination with a letter to type an uppercase letter. Press
Shift Shift in combination with another key to type the symbol shown on the
upper part of that key.

Press Caps Lock once to type all letters as uppercase. Press Caps Lock
Caps Lock again to turn this function off. Your keyboard might have a light indicating
whether Caps Lock is on.

Press Tab to move the cursor several spaces forward. You can also press

Vel Tab to move to the next text box on a form.

Enter Press Enter to move the cursor to t_he function of the next line. In a dialog
box, press Enter to select the highlighted button.

Spacebar Press the Spacebar to move the cursor one space forward.

Backspace Press Backspace to delete the one character before the cursor, or the

selected text/word.

2. Typing By Using Numeric Pad on Keyboard

Typically you use the numbers above the keyboard for entering numerical data. But if you have to enter a lot of
numeric values you should know how to use the ten-keys located on the right side of the keyboard.

Step 1:

On a computer, make sure number lock is on. Press the Num Lock
button until the corresponding light is on.

Step 2:

Place your middle finger on the 5 key. Often, there will be a small
dimple or ridge on this key so that
You can easily find it by feel.
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Step3:

Place your index finger on the 4 and your ring finger on the 6. This is the
"home row" position for ten-key work. Without looking at your hand,
practice typing combinations of the home row numbers, 4, 5, and 6.

Step.4:

Work in the numbers above the home row. Type the 7 with your index
finger, the 8 with your middle finger, and the 9 with your ring finger. Bring
your fingers back to the home row when you are done with each of these
digits.

Step 5:

Work in the numbers below the home row. Type the 1 with your index
finger, the 2 with your middle finger, and the 3 with your ring finger.
Return your fingers to the home row when you are done with each of
these digits.

Step 6:

Type the 0 with your thumb.

Step 7:
Learn the decimal pointkey and work on entering decimal

data. Type the decimal point with the ring finger. Practice typing decimal
numbers.

Step 8:

Practice by feel the location of the 'enter' key, the + symbol, and the /, *,
and - symbols.

3. Using Left, Right, Up, Down Arrow Keys

Arrow keys are keyboard keys located at the bottom of the keyboard to the left side of
the numeric keypad on computer keyboards. Arrow keys are typically marked with
arrows. These four keys are the left arrow (back arrow), up arrow, down arrow, and the
right arrow (forward arrow).

Arrow Keys
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Arrow keys are used in many ways:

Move the text cursor on the screen.
Move a character in a computer game.

e Select text. For example, holding down shift and pressing the arrow key in the direction you want to
highlight text.

e Move the mouse pointer using the keyboard instead of the mouse.

4. Typing Using Keyboard and Mouse

Step 1: The main keys on the keyboard are the letter keys. When you type just using these, you get lower-case
print, and if you hold down a ‘shift key’ at the same time as you type, you’ll get UPPER-CASE letters.

Step 2: You can move the cursor along this sentence without deleting anything by using the arrow keys or by
directly clicking the left button of the mouse.

Step 3: Now try typing a sentence:
A QUICK BROWN FOX JUMPS OVER THE LAZY DOG

This is a good sentence to practice because it contains all 26 letters of the English language.

Step 4: If you make a mistake in your typing, you can remove it.

Pbkistan

Extra symbols will
also be found
elsewhere on the
keyboard.: .-
00 |Pak|stan

To delete a letter, place your cursor just after the letter and click. Then press Backspace key from keyboard. Or
place your cursor just before the letter, click and press Delete.

Step 5: You can also type using the numbers on the main keyboard located on the row of keys above the top
line of letters.

Above these numbers are various symbols, which include ‘£’, ‘&’, ‘I’. To use these, hold down the Shift key while
typing. So if you press '7' on its own, you get '7’, but if you press '7' while you hold down the ‘Shift’ key, you get
‘&

Try typing:

Last night | won £2,475,638 on the lottery!
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5. Typing through Systematic Way

Touch typing (also called touch type or touch method or touch and type method) is typing without using the
sense of sight to find the keys. Specifically, a touch typist will know their location on the keyboard through muscles
memory. Touch typing typically involves placing the eight fingers in a horizontal row along the middle of the
keyboard (the home row) and having them reach for other keys. Both two-handed touch typing and one hand
touch typing are possible.

Lesson 1:
The home row of the keyboard is the most important to the touch-typist.

When at rest the typist's fingers are positioned, lightly, on the A-S-D-F keys for the left hand, and the J-K-L-;
keys for the right hand.

The left index finger will control the F and G keys, the right index finger will control the J and H keys.
The left middle finger will control the D key, the right middle finger will control the K key.

The left ring finger will control the S key; the right ring finger will control the L key.

The left little finger will control the A key, the right little finger will control the; key.

The spacebar is controlled by the right thumb.

The home row. Before you begin
LEFT HAND RIGHT HAND %ptingré“;tﬁfnzudg
LF RF MF IF IF IF IF MF RF LF straight, your feet
Als]olrefclulslc]: Keep your elbows
close to your body,

LT 1 1 L1

your wrists straight

and your forearms
LF =little finger, RF =ring finger, MF = middle finger, IF = index finger level.

When you are ready to begin, start an exercise and press the key requested. Try not to look at the keyboard. It
will be difficult at first but as the exercise progresses you will find it becomes easier and your fingers will begin
to move without you consciously deciding which finger is associated with which key

Lesson 1 Exercise:
Exercise 1:

Please type

asdfg hjkl; asdfg hjkl; ;Ikjh gfdsa asdfg hjkl; ;lkjh gfdsa ;lkjh gfdsa

Exercise 2:

Please type

ah had lag slag ah had lag slag ah had lag slag
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Exercise 3:

Please type

sad shall salad sad shall salad sad shall salad sad shall salad sad shall

Exercise 4:

Please type

ash glad alas ash glad alas ash glad alas ash glad alas ash glad alas

Exercise 5:

Please type

all flask half all flask half all flask half all flask half all flask half

Lesson 2:

The third row of the keyboard is the Q-W-E-R-T-Y row.

The left index finger will control the R and T keys, the right index finger will control the Y and U keys.
The left middle finger will control the E key, the right middle finger will control the “I” key.

The left ring finger will control the W key; the right ring finger will control the O key.
The left little finger will control the Q key, the right little finger will control the P key.

The QWERTY row.

LF RF

LEFT HAND RIGHT HAND

RF LF

Lesson 2 Exercises:
Exercise 1:

Please type

MEF IF IF IF IF MF
a W R o]
NN 0 [ O

The QWERTY row has mostly used letters. Four of the five vowels, E-I-O-U are to be found in this row.

O [P

‘ gwert yuiop qwert yuiop ; poiuy trewq poiuy trewq qwert yuiop qwert
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Exercise 2:

Please type

till quail tight yell; will those feat lake hash till quail tight yell; will

Exercise 3:

Please type

if do pit dug wary; quaff law stop lair gate here if do pit dug wary;

Exercise 4:

Please type

go her with hit; fight tug quill day saw yippee go her with hit; fight tug

Lesson 3:

Once you have mastered the first row of the keyboard, the Z-X-C-V-B row, you will have learned all the alpha
keys on the keyboard.

The left index finger will control the V and B keys, and the right index finger will control the N and M keys.

The left middle finger will control the C key, and the right middle finger will control the, key.

The left ring finger will control the X key, and the right ring finger will control the. Key.

The left little finger will control the Z key, and the right little finger will control the / key.

The left shift key is controlled by the left little finger and the right shift key is controlled by the right

little finger.
LEFT HAND RIGHT HAND
LF RF MF IF IF IF MF RF LF
Q |wW
A |5
z |ix -\

In start you will find the downward stretching for the new finger positions awkward at first but it soon passes.

Lesson 3 Exercises

Exercise 1:

Please type
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king fan crick, chill block. back abbot. aflame/ mix king fan crick, chill

Exercise 2:

Please type

zest win, thump skunk. plain muffin, knight/ exit zest win, thump skunk.

Exercise 3:

Please type

daring. choke bishop. admit twine sultan, sing/ roman daring. choke

Lesson 4:

The exercises in this lesson focus on practicing the different character keys.

Lowercase - the shift key is NOT held down.

LEFT HAND RIGHT HAND

LF LF RF MFIF IF IF IF MF RF LF LF LF
1L 12 B 518 {7 1B _|° |o =
'-q e |r -|u i o e (I I
a d h [ Ik [0 I I IN

: C b |n |m

UPPERCASE - the shift key IS held down.

LEFT HAND RIGHT HAND
LF LF RF MF IF IF MF RF LF LF LF
S | (
E |R

P

)
o |p

I

I

L
>

LF =little finger, RF =ring finger, MF = middle finger, IF = index finger
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Lesson 4 Exercises

Exercise 1:

Please type

‘ #15 @ $56.80 = 17%, 15*(12+3)=15"2, 2- 1=4-2

Exercise 2:

Please type

‘ if(total gty = 0) {echo "you did not order anything'};

Exercise 3:

Please type

if(document. images) && (preload Flag ==))

{for var i=0}

6. Gaining Knowledge about Typing Tutor

Typing Master

Typing master is a software with a lots of Lessons, Tests and Games to increase the | Launch Typing
typing speed. It is a well designed software that systamatically helps you to increase Meter is a handy
speed in a friendly way and inform you about the keys that are problamatic for you and | window that analyze

suggest exercise for those problematic areas. and measures your
typing habit on the

The procedure to use Typing Mater has the follwing steps: backend while you

Launch Typing Meter is a handy window that analyze and measures your typing are working.

habit on the backend while you are working.

1. Open the Typing Master Software from the all program. Enter the name to start the program.
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© Typog Master

Typing Master
(7 Jpngloste

Welcome New User!

Welcome to Typing Master 10 touch typing
tutor! Please gve  user name below and click
Enter,

é o)

(3) Enter your pame

ESESS

[ R AN IEICICIE] S

2. Launch Typing Meter window will be open, if you want to launch it then just click on launch or click
Launch Later.

@ Typing Master

Remember

Typing Master
Typing Meter -
launcher will not Typing Meter Launch Typing Meter
start working until e
the typing master

Launch Typing Meter automatically ;]

4 Typing Meter

software is open. @ Typing Meter will automatically launch 4 Custom Review
and start analyzing typing for "Guria®.
;gmumended if :hs is your personal 4 Typing Test
What is Typing Meter Widget? SRS aC R
4 Games
Typing Meter is a handy Windows
widget that measures and analyzes .
your typing habits on the Set Notifications 4 Statistics
background while you work. ¥ Notify me when training is needed

1t gathers basic typing staticstics ¥ Notify me to take a break every... 4 Settings
for you to view, and also detects 2 hours - =
those keys and words that are

problematic for you.

4 About

Security » Information
I Do not collect words (high security)

@ 1itio vissior

L» More information h I

When recurring problems are
detected, Typing Meter suggests
a quick training session with
tailor-made exercises to hone
those problem areas.

e /o @(e|lé|v "9 6]

3. On the Next page the Course window will be open from where you can select the desired lesson.
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) Typing Master

Typing Master

rTouch Typing Course » Change course

4 Typing Meter

Lesson 1: The Home Row

4 Custom Review
1.1 Touch typing basics 3 min.
4 Typing Test
4 Games

1.4 Key dnll 3- 5min. 4 Statistics

4 Ssattings

1.6 Word drill 3 - 5 min.
4 About
1.7 Paragraph drill 3- 5 min.
Lesson 2
Lo . » Course contents
Q:004 i » Adjust course duration @ 1yping Master
\ &

Bie(Z/o elelée®[®][6]d] e o

4. After selecting the lesson next page will be open with the information about that lesson and the visual
instructions of fingers position. Click on the Next button.

@ Typing Master _
Typing Master i

© o)

In this lesson you will learn the home row :
ASDFandJKL;

Press Space to continue
-

. \‘m \W =

(5/o elelée/®[®]6]F]

© e
5. Now the Exercise will start with the time. You can also Pause the lesson, it will stop counting time of
typing speed.
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@ Typing Master

(= O
Typing Master
e )
Sl = ol ol [l || Your Progress
s TG e |:I:”
= DEDDDHH
Time (paused)
s D F J ke |:; Eater 04:06
W, .
j \u‘, \ L =
Bie[5/0 ¢[e]e[F[@]6]J] AR

6. As the time will over the Exercise Result will be open with the detail of your typing progress.

© Typing Mester (= O
Typing Master
rExercise Results )
Learning Tips
! Accuracy Goal Not Reached @ 1f an exer Cse feels difficu, you
Your typing speed was steady but your accuracy did not reach can always redo it to strengthen
the goal level. your sials.
Time Used 5:00 min.
Gross Speed 12 wpm 4 ox
Accuracy 90% 1 Goal 5¢%
Net Speed 11 wpm
Difficult Keys in this Exercise » Review
i f H d 1 - a *
oK
\_ =)
- - , @ FREE SHIPPING
¢ Gl = GardaVita = g
[ = = | T = Z | 5
Bie[5/o e[elée[®[e]a]d] SRICER--

7. Performing Online Typing Test

To check the performance of typing speed, online tests are available, you can check your typing speed through
these exercises. Different websites are available to test the typing speed. Few of them are shown below:

1. Open the web browser.
2. Type the address in URL http://ityping-speed-test.aoeu.eu/?lang=en
3. The following page will be displayed with the written text to test you speed.
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Speed test
Important
When you are ready to begin the typing speed test, click the Start the clock button, copy the sample text below,
and then click the Stop the clock button. Another link to

check typing speed
is http://typing-

| Start the clock | | Stop the clock |

Sample text:

speed-
Ye who listen with credulity to the whispers of fancy, and pursue with eagerness the phantoms of test aoeu eu/’)lang:
hope; who expect that age will perform the promises of youth, and that the deficiencies of the en

present day will be supplied by the morrow, attend to the history of Rasselas, Prince of Abyssinia.
Rasselas was the fourth son of the mighty Emperer in whose dominions the father of waters begins his

course, whose bounty pours down the streams of plenty, and scatters cover the world the harvests of
Egypt.

type here

The sample text is taken from Rasselas, Prince of Abyssinia by Samuel Johnson.

4. When you start the test the timer will be start to examine your speed and when you end, the clock will
displayed the result on screen.

Learner’s Activity

Open and Save a Document

Open MS word from Microsoft office.

Click on the file tab button.

Type some text in the document.

Click on the save as option to save a file with desired name and location.
Type the file name and click on the Save button in the dialogue box.
Word file is created in the given location.

oukrwdE
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Learning Unit 2: Setup a Page in Word Document

Overview

Page layout is the
term used to
describe how each
page of your
document will
appear when it is
printed.

1. Components of Page Set-up

The MS Word page Set-up includes elements such as the page size, margins (Left,
right, up, bottom), number of columns, orientations.

After completion of this learning unit, you will be able to set suitable page size,
orientation and columns according to nature of text.

Before start working on the page set-up, the below shown is the picture of interface of MS Word document.

Do you know!

Word Help
B =)
7

In MS Word default File Tab | | - I
aper size is US : =< “ Asticeix] Mmocx AsBBGH (| YA |
p p " N Active § aste A-Av A a B-T- 4T THermal | TMoSpach. Headngl '5;7:;;: Eciling i
Letter (8.5"x11”) or Tab =0 i b = =
Ad (8.27°x11.69" P — —— T ; - ; e Bl
( ) Groups -
Show/Hide
Insertion Rulers | Button < Sscroll
! Point Bars

4
Page: 1ot 1 | wordsio | 2

Status
Bar

Zoom
Slider

=, |

||E0E 2 = 1w —

Up/Down|

(4] v

To setup a page in MS Word a Page Layout tab is available in the Tabs. In page Layout tab a group is available

for the page setup as shown in picture below:

Wl 9~ 0ls S~ DCO(O1-
m_Hnme Insert Page Layout References kailings F
Ax B Calors @ 13 = Breaks =
A|Fonts = 3 Line Numbers -
Themes Margins Orientation Size Columns a
Effects - - - - be Hyphenation ~
Themes Page Setup =

In Page Set-up group the following options can be set:
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Margin:
Orientation:

Paper on which text is printed could have two orientations — portrait and landscape. In portrait orientation, height
of the paper is larger than its width whereas in landscape orientation, the width is larger than the height.

Size:

Books and magazines are printed in a variety of sizes. Different sizes of paper are required to set the requirement
of printing. Microsoft Word allows you to choose a variety of paper sizes for your documents. MS Word offers a
large menu of standard paper sizes to choose from and also allows setting of a custom paper size of your own.

Columns:

Columns are used in many types of documents, but most commonly used in
newspapers, magazines, academic journals, and newsletters. Columns can improve
document's organization and increase its readability. They also allow you to utilize all

of the available space on the page. Hyphens that you

add explicitly by
entering the dash
character are called

hard hyphens.
Breaks: yp

Word has several different types of breaks you can add to your document to change the layout and pagination.
Each type of break serves a different purpose and affects the document in different ways.

1) Page breaks move text to a new page before reaching the end of a page,
2) Section breaks create a barrier between parts of the document for formatting purposes.
3) Column breaks split text in columns at a specific point.

Hyphenation:

In word processing, hyphenation refers to splitting a word that would otherwise extend beyond the right margin.

2. Selecting Suitable Orientation of a Page

The procedure to Setting up the orientation of a page has following steps:

1. Open MS word document and click on the Page Layout tab.
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T
Landscape format n - — s =
means the page is _{G}_Elﬂ | ==
oriented horizontally, E - .
while portrait format Themes Margins |Crientation| Size Columns
means it is oriented ~ El M B - - -

vertically. Themes | P
E Portrait :g:
—
: % Landscape

2. Click the Orientation command in the page set-up Group.
3. Click either Portrait or Landscape to change the page orientation.

3. Applying Page Margins
The procedure to Set-up the page Margin has the following steps:

1. Opening the document you wish to modify.
2. Clicking on Page Layout, located in the toolbar at the top of the screen.
3. Clicking on the arrow beside Page Margins which is located in the Page Setup section.
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O o e oo e

H-.-

Themes

e gl

—

=

Ig Breaks -

Crientation  Size

3 Line Mur

Columns

- be~ Hypheni

Last Custom Setting

ﬁ Top: 1 Eottom: 0.57
Left: 1" Right: 1~
MNormal
Top: 1 Eottom: 1"
Left: 1" Right: 1~

| Narrow
Top: 0.5 Bottom: 0.57
Left: 0.5" Right: 0.5
Moderate
Top: 1- Bottom: 17
Left: 075" Right: 0,757
Wide
Top: 1 Eottom: 1”
Left: 2" Right: 2~
Mirrored
Top: 1 Eottom: 17
Inside: 1.257 Cutside: 1™
Office 2003 Default
Top: 1 Eottom: 1"
Left: 1.257 Right: 1.257
_ustom Margins...

4. Selecting one of the pre-existing margins or customizing your own.

5. Selecting OK.
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4. Using Custom Margin

1. From the Page Layout tab, click Margins.

OR

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

Insert Page Layout References Mailings Review View

— =
Ly s = Breaks = L ~ Indent ]
=N <

%E‘] Line Numbers ~

5 Lef: O I

Crientation  Size Columns - i Watermark Page Page . - -
- - - be~ Hyphenation - - Color = Borders | =% Right: 07 .
Page Setup e} Page Background Paragrapl

R N ﬁ . L ' 1 '—IF"\;geSetup m

Show the Page Setup dialog box. -

3. Adjust the margin sizes for each side of the page (Top, Bottom, Right, Left), and then click OK.

-
Page Setup m

Margins | Paper ILayout |

Margins
Top: 1.5 Iil Bottom: .8

Left: m Right: .8
Gutter: |U' EI‘ Gutter position: Left
Orientation

Portrait Landscape

3 afea

Pages

Multiple pages: | Morrmal EI

Preview

Apply to: |Who|e document EI

.
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5. Using Paper Size

The procedure of using different page sizes has the following steps:
1. Select the Page Layout tab.

2. Click the Size command, and a drop-down menu will appear. The current page size is highlighted. In the
picture below Legal is being applied. 8.5”:+14”is the width and height of the page.

Mme Insert Page Layout References Mailings Review
%
“““ [A]- = #3 Line Mumbers ~
Themes Margins Crientation| Size |Columns . Watermark
@ - - - - ¢ Hyphenation = -

Letter & |Age B

|:| 8.5 k11" —
Legal
|:| E}B.E'xld'

Statement

Themes

=]

R

I

5.5 x8.5"

Executive
7.25" x 10,57

L]

[l
L]

3. Click the size option you want. The page size of the document changes.

A3
11.69" x16.547

Ad
8.27" x11.897

R

6. Inserting Columns

The procedure to insert the columns in the page has the following steps:
1. Select the text you want to format.
2. Click the Page Layout tab.

3. Click the Columns command. A drop-down menu will appear.

Page Layout References Mailings Review View
— = : . Do you know!
P\ Ij w= Breaks ~ \j @ \j Indent Spacing ) =
= £ Line Numbers ~ i Left: z = s =
Orientation Size |Columns| __ ) ‘Watermark Page Page . - - —|| Position Wrap Bring
P PR e pypenation - | ™ (SR orders | £5 might o 2 g Ted Forward~ 8 You can remove the
Page S¢ I Page Background Paragraph T Arre H H
one : : ] columns by clicking
T e A G e e e G e

=: Right

=

More Columns...

A the Columns
Command and
selecting one for the
number of columns.

tabase:

review back to the previous section Database 1s stored as a file or a set of files on magnetic
of tape, optical disk. or some other secondary storage device. The information in these files
y be broken down into records, each of which consists of one or more fields. Fields are the
ic units of data storage, and each field typically contains information pertaining to one aspect
attribute of the entity described by the database. Records are also organized into tables that
include information about relationships between its various fields. Future more we will discuss in
detail about:

4. Select the number of columns you want to insert. The text will then format into columns. In the picture
below two is selected.
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124 |

5. Same like this different Column Options can be applied. Left Column will be shown like the picture given

below.

R S O I )
= ; I ; : 5

Database:

As review back to the previous section
Database is stored as a file or a set of files
on magnetic disk or tape, optical disk, or
some other secondary storage device. The
information in these files may be broken
down into records, each of which consists of
one or more fields. Fields are the basic units
of data storage, and each field typically
contains information pertaining to one
aspect or attribute of the entity described by
the database. Records are also organized
into tables that include information about
relationships between its various fields.
Future more we will discuss in detail about:

Tables/Felations

Attributes’ Fields

TuplesRows

Entities/Tables

Key attributes and non-keyv attributes
Deegree and Cardinality

3.2.2 Tables/Relations:

A table is a collection of related data held in
a structured format within a database. It
consists of fields (columns), and rows.

Inrelational databases a table is a set of data

alamante Mralnast neinag a madal Af vartical

A hefty part of designing a relational
database is dividing the data elements into
related tables. Once vou're ready to start
working with the data, yvou rely on
relationships between the tables to pull the
data together in meaningful ways. For
instance, order information is useless unless
vou kmow which customer placed a
particular order. By now, vou probably
realize that vou don't store customer and
order information in the same table. Instead,
vou store order and customer data in two
related tables and then use a relationship
between the two tables to view each order
and its corresponding customer information
at the same time._

3.2.3 Attributes/Fields:

In general. an attribute is a property or
characteristic. Color, for example. is an
attribute of vour hair.in a database
management system (DBMS), an attribute
may describe a component of the database,
such as a table or Field, or may be used
itself as another term for a field. Attributes
describe the instances in the row of a
database.

Think of a table in a relational database as
being analogous to a spreadsheet. An

Attrilatta ie cimanlee ama nan maall call dn tha

]

O i i O T

Database:

As review back to the
previous section Database
is stored as a file or a set of
files on magnetic disk or
tape, optical disk, or some
other secondary storage
device. The information in
these files may be broken
down into records, each of
which consists of one or
more fields. Fields are the
basic units of data storage,
and each field tvpically
contains information
pertaining to one aspect of
attribute of the entity
described by the database.
Records are also organized
into tables that include
information about
relationships between its
various fields. Future more
we will discuss in detail
about:

* TablesRelations
e Attributes’ Fields
* TuplesRows

TralalooTotAoo
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3.2.2 Tables/Relations:

A table is a collection of related data held in a structured
format within a database. It consists of fields (columns), and
TOWS.

In relational databases atable is a set of data elements
(values) using a model of vertical columns (which are
identified by their name) and horizontal rows, the cell is being
the unit where a row and column intersect. A table has a
specified number of columns, but can have any number of
TOWS.

A hefty part of designing a relational database is dividing the
data elements into related tables. Once you're ready to start
working with the data, vou rely on relationships between the
tables to pull the data together in meaningful ways. For
instance, order information is useless unless you know which
customer placed a particular order. By now, you probably
realize that vou don't store customer and order information in
the same table. Instead, vou store order and customer data in
two related tables and then use arelationship between the two
tables to view each order and its corresponding customer
information at the same time.

3.2.3 Attributes/Fields:

In general, an attribute is a property or characteristic. Color,
for example, is an attribute of vour hair.in a database
management system (DBMS), an attribute may describe a
component of the database, such as a table or Field, or may be
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Learner’s Activity

e Open aWord document

Change the page orientation

e Change the paper size

e Change the margins to narrow

e Adjust the margins using custom margins

e Setthe page as two Columns
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Learning Unit 3: Edit Word Document

Overview

In this learning unit, you will learn the editing in the word document that how you can insert or delete a new
word/paragraph and can spell checking through available dictionary. After completion of this learning unit, you
will be able to edit word document such as insert or delete text, spell checking, word count etc...

1. Perform Save as Function

Save As function allows you to choose a name and location for your document. It's useful if you've first created
a document or if you want to save with different name while keeping the original document.

The procedure to save a word file through Save As function has the following steps:
1. Open the word File

2. Click the File tab.
3. Select Save As.

wWid9-o -

=l Save

| ) Save As

Recent

4. The Save As dialog box will appear. Select the location where you want to save the document.
5. Enter a name for the document, then click Save.
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M Save As |,
- Do you know!
@U'| 3 » Libraries » Documents » - | 4 | | Search Documents ¥l | y
Organize * Mew folder = - .@. In W|nd0W 7
- normally the Word
ry Amrange by: Folder ~ file will be saving in

) Librari i
ibraries Documents leral’y.

[ o | qgchose location :

JT Music
S e Wi Wi Wiz Wiz -
B Videos = - - - - - - - (- I
Type the File Name
H
“‘3‘ omes ..o these crtificate Daily Attendance Learning Module
Questions Report Template - Saba

B 'll'_l II.'_l Ill_l Ill_l 5

£2. 1 neal Disk (0

File name: my Filel

Save as type: ’Word Document

Autheors: Shahbaz Tags: Add atag

[ Maintain [ Save Thumbnail
compatibility with
previous versions of
Word

Click Save when done.
“ Hide Folders 1 Save ] [ Cancel

2. Different Features of Editing
Edit menu cannot be find in the Ribbon in MS 2010, because all the toolbars and menus are redesigned and

relocated in it. For example, the Select function stays in the Editing group of Home tab; the Paste function
stays in the Clipboard group of Home tab.

Wil 9~ O S

Home Insert )
&'ﬁ Fimd -

== M Cut
—j . ~ i E-a_.:; F:-EF'IEI:E
25 Copy
Paste _ Lz Select ~
- J'Fnrmat FPainter
Clipboard ™ [ Editing

Cut: Removes the selection from the active document and places it on the clipboard. Short Key of Cut
command is CTRL+X.

’Copy: Copies the selected text to the clip board ‘
’Paste: Paste the contents of the clipboard at the insertion point (cursor) or whatever is selected. ‘

‘Clear: Deletes the selected object or text, but does not place it on the clipboard.

‘Select All: Selects all text and graphics in the active window.

‘Find: Searches for specified text in the active document.

‘Replace: Searches for and replaces specified text and formatting.
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3. Copying and Pasting Text

The procedure to Copy and paste the text has following steps:
1. Select the text you want to copy.

2. Click the Copy command on the Home tab. You can also right-click your document and select Copy

(]| 9 - O[T —

Short Cut key to Home Insert Page Layout

copy text is

..&_ i
CTRL+C. Short Key j & Calibri (Body) ~ 11 ~ A A7
to paste text is . -
CTRL+V Paste j} B 7 U ~ake x, X° | /&

Clipboard Font

E Copy (Ctrl+C)

Copy the selection and put it on

H the Clipboard.
- w

3. Place your insertion point where you want the text to appear.

4. Cutting and Pasting Text

1. Select the text you want to copy.

2. Click the Cut command on the Home tab. You can also right-click the document and select Cut.
| | DT
Wiid9- 0=

Home Insert Page Layout
el I "
_i] & Calibri (Body) + 11 ~ A A7

Paste f B 7 U ~abe x, X* |

-

Clipboard Font

II' Cut (Ctrl+X])
Cut the selection and put it on the

H Clipboard.
- w

3. Place your insertion point where you want the text to appear.

Dragging and Dropping Text:

1. Select the text you want to copy.
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2. Click and drag the text to the location where you want it to appear. The cursor will have a rectangle under
it to indicate that you are moving text.

As the popularity of the Internet continues to grow,

affordable access i1s becoming a necessity. WebDen If text does not

provides people with the ability to access the appear in the exact
Internet in a social environment. People of all ages location you want,
and backgrounds are welcome to enjoy the quirky, %’ﬁ;éﬁ{‘e‘ﬁ'fgy on
upscale, and innovative environment that only your keyboard to
WebDen provides. Coffee, entertainment, and the move the text to a
Internet together form an engaging social scene. new line.

B

3. Release the mouse button, and the text will appear.

5. Finding Text

1. From the Home tab, click the Find command. The navigation pane will appear on the left side of the
screen.

> @
34 Find -
AaBbC AaBbCcl AaBbCeD | _ % a ,%

lace
THeadingl T7HeadingZ? 7THeading3 [— Change
' Stylesv I.-.E 5E|EC|:"

Styles ¥ Editing

5 1 6 A 7 Find (Ctrl+F)

Find text or other content in the
document.
I

2. Type the text you want to find in the field at the top of the navigation pane.

3. If the text is found in the document, it will be highlighted in yellow, and a preview will appear in the
navigation pane.
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Novigaton v [ S
oet ! Type the Text you ara aisk, ZIp QisK, II0PPY QISKS), OPTCAL QISKS (LL-KULVL), TMagnerc
DBMS * - want to find c. on which data is stored together with the Input/ Output devices
19 matches . kevboard, printers), processors, main memory etc. which are used for
- wand retrieving the datain a fast and efficient manner.
oo | = - v
oo | = -
The software consists of 2 Software:

DBMS which acts as a bridge
between the user and the

e Fe ey o The software consists of DBMS which acts as a bridge between the user and

= the database or in other words, software that interacts with the users,

. application programs, and database and files system of a particular storage
3.3.5 Database Management - . . . . N .
System (DBMS}: - media (hard disk. magnetic tapes etc.) to insert. update, delete and retrieve
data.

A DBMS always provides data -

independence. Any change in - Users:

storage mechanism and -

formats are performed . .

Users are those persons who need the information from the database to
- — = carmy out their primary business responsibilities i.e. Personnel, Staff, Clerical,

::tpﬁi:ti::ldggmg \t:ti e . Click the Result to lagers. and Executives etc. On the basis of thejob and requirements they

information systems be - jump toit. yrovided access to the database totally or partially.

changed more

3.3.5 Database Management System (DBMS):

The DBMS is perhaps most .p

4. When you close the navigation pane, the highlighting will disappear.

6. Replacing Text

1. From the Home tab, click the Replace command. The Find and Replace dialog box will appear.

F B
Find and Replace m

When you have your Replace | GoTo
mouse over a _
tracked change, Find what: June 14 E

Word displays the
author, date, time

and the type of I | Replace with: |une 18] | [~]
change such as L

inserted or deleted.
I [ Replace ] [ Replace Al ] [ Eind Mext ]

Cancel ]

2. Type the text you want to find in the Find what field.
3. Type the text you want to replace it with in the Replace with field.

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

7. Learning about Track Changes

Word document can be set to mark and track changes you make to a document so that you or another author
can later review the changes. When reviewing, you or another author can choose to accept or reject the changes.
For each change that is tracked, Word stores the exact modification that was made as well as the name of the
author, the date and the time of the change. This information is displayed when you review the revisions.
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Switching On Tracking Changes:
1. Click on the Review Tab.
2. Go to the Track Changes options in the Tracking Section.
3

Once click on the Track Changes button, it will turn an orange color to indicate that the tracking changes
has been turned on.

e Any text that is deleted becomes colored and crossed-through.
e Any new text that is added is either:
1) colored and inserted within the text
OR
2) Shown in the extended right margin in a balloon.

e Any line of text that contains any edits is indicated by a vertical line in the left margin.

Manv businesses do not have the time or resources available to gather and
| process large quantitvies of information. Therefore, they may lack information
about how their business is performing - for example, how profitable their
product lines are or whether customers are making repeat purchases. Using a
sophisticated database management svstem allows vou to do this, and the store
of data that is built up over time can become increasingly useful and valuable.

Some of the advantages of using database technology include:

1. Reducing the amount of time spent in managing data.
2. Giving vou the abilitv to analvze data in a varietv of ways.
3. Promoting a disciplined approach to data management.
4. Provides a central store of data that can be accessed by multiple users
in a controlled manner.
5. Improving the qualitv and consistency of information.
| 6. Information can be accessed and updated quickly and efficiently.

8. Tracking Changes with Balloons

Any new text that is added, when tracking changes is switch on, will either be inserted in line with the text or
shown in the extended right margin in a bubble:

1. Go tothe Review tab and locate the Tracking group.
2. Click on the show Markup Button and then click on Balloons command button.

3. Select the option you require from the three offered to you.
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sh At Final: Show Markup < o3 ¥2 Previous = .
- %fg;‘f’”? ;r/} 2 E
- E = == 3} Next

Show Markup =

Track Accept Reject Compare Eloc Restrict
Thanges~|| v | Comments = - - Luthors = Editing
V| Ink | Changes Compare Protect
* ! || Insertions and Deletions I*"':'J‘ﬁ5"""'6"""'?|
do not hav|| ¥ | Eormatting her and
utyees ob | | paarkup Area Highlight jraaticn
msiness 1s | ile their
ot whether == Balloons k|l | Show Revisions in Balloons
3asems.nag¢ )
{up over tin Reviewers » Show All Revisions Inline
ntages of u v | Highlight Updates Show Only Comments and Formatting in Balloons

Accepting/Rejecting Changes:
1. Locate the revision and click anywhere onto it.

2. Alternatively, use the Next or Previous command buttons to jump to each revision in turn

Note, if you do not wf:"’

select any text Word

P
will assign the .
comment to the Accept Reject '?_‘} M ext

word closest to the
cursor positioned in

your document. Changes

#% Previous

3. To ACCEPT the change click on the Accept button.
4. To REJECT the change click on the Reject button.
Showing Markup:

If you find the display of the marks when you are trying to decide whether to accept or reject the changes you
can choose different ways to view the proposed changes to your document.

e Final Showing Markup: This shows the document with all the proposed changed included.
e Final: This shows the document with all the proposed changes included minus the markup

e Original Showing Markup: This shows the original document with the proposed changes included
with the markup

e Original: This shows the documents before any changes were made and without the markup.
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Comments:

Comments provide you with a useful way to leave notes about parts of the document without any note text of the
document text. You could leave notes about text you need to check up on or edit. Also, your proof reader or

supervisor could leave notes for you.

Inserting Comments:
1. Select the text you wish to write the comment for.
2. Go to the Review tab and locate the Comments group.

3. Click on the New Comments button.

Text Selected for Comment Comment in red balloon with author
will be highlighted as Red. initial will automaticaly included
An example might be a student table that contains the bomse igj_t_hﬁ_s_t}l_.c_llap:t_i_s___ {r [€1]: Field Name ]

attending. Another table lists the courses on offer with course_id being the
primary key. [The 2 tables are linked through course_id and as such course id

would be a foreign key in the student tablti Jrs { Comment [C2]: Plezse Summarize this ]

Deleting Comments:

1. Right click the comment and then select Delete Comment

To Delete all the Comments in a Document :
1. Go to the Review tab and locate the Comments group
2. Click on the lower part of the Delete command button

3. Select delete all comments in document.

9. Editing Options

Word Count:

When you type in a document, Word automatically counts the number of pages and words in your document and

displays them on the status bar at the bottom of the workspace.

Page:1l of 1 | Words: 1,440 |
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Count the Number of Pages, Characters, Paragraphs, and Lines

The Word Count dialog box displays the number of pages, paragraphs, and lines in your document, and also
the number of characters, either including or excluding spaces.

e Onthe Review tab, in the Proofing group, click Word Count.

Do you know!

If you don't see the i
word count in the e
status bar, right-click

the status bars, then

click Word Count. Spelling & Eesearch Thesaurus Ward
Garammar Count

Froafing

ek

Set Language:

If you created a document that contains text in different languages, and you want to use the appropriate language
dictionaries to check the spelling of each language you have included, then you have to set the proper language.

To procedure to set proper language has following steps:

1. Create a New Word document, or open an existing document having text in English US and English
UK.

2. Select the text for which you’d like to change the proofing language.

Did you realise that

colour wheel has different

English UK I

coloured centres, but

always taste delicious?

Did you realize that color

wheel has different colored English US I

centers, but always taste

delicious?|

3. From the Review ribbon, Click Language and Set Proofing Language.
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4. Choose English (U.K.) or English (U.S.) and Click OK. U can choose different languages as well.

Mark selected text as:

v Endlish (Malaysia) ~
v Endlish (New Zealand)

v English (Philippines) F
" English (Singapore) =
v English (South Africa)

" English (Trinidad and Tobago)

English (LI.E.)
o English (U.5.) -

The speller and other proofing tools automatically use
dictionaries of the selected languaae, if available.

[] Do not chedk spelling or grammar
Detect language automatically

| Set As Defauilt | | ok || cancl

~F

5. The text wil be changed.

Did you realise that
colour wheel has different
coloured centres, but

always taste delicious?

Did you realize that color
wheel has different colored

centers, but always taste

delicious?
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Reviewing Pane:

The Reviewing Pane displays all of the changes that currently appear in document, the total number of changes,
and the number of changes of each type.

Surmnmary: 4 revisions o o ||
Note L (% 1
Insertions: 1 Deletions: 3 Mowves: 0 Formatting: 0

The Reviewing Pane Comments: 0
is another way that -
you can check for | |
any hidden changes [Inserted Choudhary |
and comments
before sending on -
the document to [Deicted Choudhary |
other people.
ies
[ Deleted Choudhary |
by
[ Deleted Choudhary | |=
5
{none)
(none)
{none)
{none)
(none)
e

Spell Checking:

By default, Word automatically checks document for spelling and grammar errors, so you may not even need
to run a separate spelling and grammar check. These errors are indicated by colored wavy lines.

e Thered line indicates a misspelled word.
e The green line indicates a grammatical error.

e The blue line indicates a contextual spelling error. This feature is turned off by default.

Spelling
Mistake
|Contex‘tua| Spelling Error I

Inthe context of ahq] ational database, a row also called a record or toplel

Figure 3.2.3

represents a single, i yitly structured dataitem in a table In simple terms, a
database table can be though of as consisting of rows and columns or fields.

Each row in a table represent.a set of related data, and every row in the table
have the same structure.

For example, in a table that rf] Grammatical Errﬂi row would represent a
single student|as shown in fi
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Spelling can be checked by right clicking to the end of last character of the word or from Review tab>Proofing
Group>Spelling & Grammar button.

10. Working with Text Editing

Inserting Text in a File

To insert text to your document, use the keyboard or the mouse to position the cursor where you want to add
your text. If any text is selected, your typing will over-write the selected text.

The procedure to insert the text in a file has the following steps:
1. Move your mouse to the location where you want text to appear in the document.

2. Click the mouse. The insertion point appears.

In some documents, you may not want the first page to show the page
number. You can hide the first page number without affecting the rest of
the pages. The whole

page/Paragraph can
also be deleted by
selecting text and
pressing backspace
key just once.

1. Select the header or footer that contains the page number |

2. From the Design tab, place a check mark next to Different
header and footer will disappear from the first page. If you want. yots

can type something new in the header or footer, and it will d
Point

the first page.

3. Type the text you want to appear.

Deleting Text:
1. Place the insertion point next to the text you want to delete.
2. Press the Backspace key on your keyboard to delete text to the left of the insertion point.

3. Release the mouse button. You have selected the text. A highlighted box will appear over the selected
text.
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Learner’s Activity

e Open an existing Word document

e Turnon Track Changes

e Delete some text

e Add some text

e Change some of the text formatting

e Experiment with the Display for Review command
e Accept all of the changes

¢ Review the document
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Learning Unit 4. Format Word Document

Overview
In this learning unit you will learn about the formatting of body text and headings such
as font styles, colors, alignment and page number. After completion of this learning
Text to Table option unit, you will be able to format the paragraphs and pages according to the
is only available in requirements.
the insert menu
when text is
selected.

1. Features of Formatting

To create and design effective documents, you need to know how to format text.
Formatted text can emphasize important information and help to organize document.

The selected Table

is converted into In Word, there are several options for adjusting the font of text, including size, color,
Text. Each row gets and inserting special symbols. You can also adjust the alignment of the text to change
converted into a how it is displayed on the page. The text formatting toolbar is given below with the
paragraph. The text options related to text formatting.

in each cell of the
row gets separated

by tabs.
Home Insert Page Layout References Mailings Review View
j - Arial o <A A | Aav [ ==t | = E ] | AL O
Faste };FﬂrmatPainter BY\Z U -ae . x| - -A- S EEE|[IZ |S-HB-
Clipboard u ont u \ Paragrap\
Font Style, Font Size Allignments Line Spacing

AaBbCeDc | AaBbCecDe AaBb(C AaBbCcl AaBbC: AaBbCel AaBbCcD ’%
TMormal |TMNoSpaci.. Headingl Heading2 Heading3 Heading4 Heading5 |_ Change

Styles ~
\smgs |

Predefined Font Styles

2. Formatting Text

1) Changing Font Style:
The procedure to change the font style has the following steps:

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

=] | At A - | B | = . i= - 4= A
W[+ | A A | Aam || == -E 20| 9 | aaBoceoc | asBbcede AaBbCi A
Arial Body) [+t = = =- | b=~ | &~ - T Mormal | Mo Spaci.. Headingl H
Recently Used Fonts
. Paragraph
F Arial r
N R S R S B - T BN SN BN
¢} Tahoma ' ’ ' ' ' ' ' ' ' '
All Fonts
O lgeney B 1.3.2 DEFINITION OF DATABASE SYSTEM:
¢ Aharoni 1 Tan
\ database system is a computer based record keeping Svstem whose overall
( ALGERIAN e puret pased, SEPIE B
urpose is to record and maintain information that is relevant to the
() snaare wesyl  raanization necessary for making decisions.
(,} Angiana Wew atan
fith the growth of the database, these systems are used in wvarious
.. Vith the g h of the datab hese sy d i i
O wgaavre #@ pplications of real world such as
() Aparajita GEE=iceis
( hesbic T i o + Banking System and ATM's Machines.
Yabic L3215 ) = -
VP & ke * Stock Trading Systems.
F Arial

- Meadit Mard Tradis T ivais Mhanls Tt ana

4. Select the appropriate font style... The font will change in the document.

2) Changing Font Size:
1. Select the text you want to modify.

2. Click the drop-down arrow next to the Font Size box on the Home tab. A drop-down menu appears.

3. Select the desired font size from the menu.

B | .| B = L i= L 4=, | E2E sE A
14 A A7 | Aa D | E=E-iE-tn |[EE || 21| T | aaeboene
b & K - A EEEE = 8- T Mormal
You can also use 'iﬂ . .
aragrap
the Grow _ 11 [
Font and Shrink 2 F 1 ' & ] 1 : 2 : 3 :
Font commands to 14
change the size. 16
- -
Foge ajout_ Reterences ts Definition of Database
R A = 24 A database svstem is a computer based record keepi
x. v¥® . A~ 25 purpose is to record and maintain information
258 organization necessary for making decisions.
36

3) Change Case:

You can change the text from upper case to Lower Case or vice versa from the Change Case option.

1) Select the Desired text.
2) Click the drop-down arrow of change case box (next to shrink font option).
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[Aa~-|| ® = i= -z | EEEE ([ew]|we | 2] | @
i Sentence case. =- Ig.. Sy« U0 -
lowercase Faragraph =
B
] UPPERCASE T e T

Capitalize Each Word
G GLE cASE

areammravll Of Database System:

A database svstem 1s a computer based re

3) Select the desired case.

DEFINITION OF DATABASE SYSTENM:

A database system is a computer based record keeping Sv

3. Paragraph Setting

Many options are available in MS Word for Paragraph setting.
1) Changing Font Color:

The procedure to change the font color has the following steps:

Do you know!

1. Select the text you want to modify. More colors can be

2. Click the Font Color drop-down arrow on the Home tab. The Font Color menu used ”0”.‘ the \More
appears Color option at the

bottom of the list.

3. Move the mouse pointer over the various font colors. A live preview of the color
will appear in the document.

4. Select the font color you want to use. The font color will change in the document.
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Home Insert Page Layout References Mailings Review View
_" Franklin Gothic ~ 36 =~ A" o7 | Aa~ 2, = - i= -4z~ T 2] | T
; B 7 U -abe x, X' w (Al [mE= = = | j=- | & o
| Font @ Automatic
To oo 00 00 E : ; Theme Colors ﬁ

|II|IE;I||

Standard Colors | Red, Accent 2, Darker 25%

HE |
we +1) More Colors... u s I n

D Gradient 8
Remember Highlighting Text:
To remove the text The text can also be highlighted from the Text Highlight Color Option located in the
Highlight effects Font Group.
click the option No _ )
Color.

Mostly these options
are used to make a
heading. To
remove effect of
these commands
select the text and
click the options
once again.

P e

Stop Highlighting

Hardware:

The hardware consists of the secondary storage devices such as magnetic
disks (hard disk, zip disk. floppy disks), optical disks (CD-ROM), magnetic
tapes etc. on which datais stored together with the Input/ Output devices
(mouse, kevboard, printers). processors, main memory etc. which are used for
storing and retrieving the datain a fast and efficient manner.
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4. Using Bold, Italic and Underline Command
1. Select the text you want to modify.
2. Click the Bold, Italic, or Underline command in the Font group on the Home tab.

e

Times Mew Rom = 18 - A

[ mm I =+ 1 oo | ]
B I U - x, -

Font

memorvfetc. which are us:
the datgfin a fast and effic

Software:

Changing Paragraph Allignment:

1. Select the text you want to modify.

2. Select one of the four alignment options from the Paragraph group on the Home tab.

Align Text Left: Aligns all selected text to the left margin
e Center: Aligns text an equal distance from the left and right margins
o Align Text Right: Aligns all selected text to the right margin

e Justify: Aligns text equally on both sides and lines up equally to the right and left margins; used
by many newspapers and magazines

References Mailings Review View

When you're editing
a list, and

press Enter to start
a new line, the new
line will
automatically have a
bullet or number.
When you've
reached the end of

Coe 1 e 1 . ] your list, _

: . : ; Align Text Left (Ctrl+L) press Enter twice to

— return to normal
Align text to the left. formatting.
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Using Bullets and Numbering:

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

The procedure to create a bulleted list has following procedure:

1. Select the text you want to format as a list.

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

Page Layout References Mzilings Review View
an o =7 — — e -
Times Mew Rom ~ {12 - | A &7 | Aa~ | &) | |=|-|i= -~ - | EE £E
B 7 U - abe x, x° - 3bF . é' Recently Used Bullets
Font ﬁ. [ ]
- !
v v v T T Bullet Library

Include all entities and relationsk
Specify attributes for each entity
Specify primarv kev for each ent
Specify forsign keys, which iden
Involve nommalization .

FEEEE

TA MODEL

del represents the process of adding inforn
ita models:

None ® O

> v

Document Bullets

L ® .

= .

Define Mew BEullet...

RIS
o »

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

4. To remove numbers or bullets from a list, select the list, then click the Bullets or Numbering commands.

Multilevel List:

Multilevel lists allow you to create an outline with multiple levels.

You can then use the Multilevel List command to choose the types of bullets or numbering that are used.

The procedure to use multilevel list have the following steps:

1. Select the text you want to format as a multilevel list.

2. Click the Multilevel List command on the Home tab.

3. Click the bullet or numbering style you want to use. It will appear in the document.

4. Position your cursor at the end of a list item, then press the Enter key to add an item to the list.

1. To change the level of list place the insertion point at the beginning of the line.

144 |
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#+ Sporting Equipment
» Baseball
=  Baseball glove
= Baseballs
= PBats
—h} Baseball helmets
» Basketball
= Basketballs
» Golf
=  Golfclubs
=  Golfballs

2. Pressthe Tab key to increase the level.

M e
¥ Baseball

= Baseball glove Already applied line
= Baseballs spacing option
= Bats appears with the
—h = [Baseball helmets v sign on the left
% Basketball side of spacing
=  Basketballs value.
» Golf

=  Golf clubs
=  Golfballs

3. Hold Shift and press Tab to decrease the level.

Setting Line Spacing of a Paragraph:
Line spacing refers to the distance between the lines in a paragraph. Different line spacing options are available

in the paragraph group of Home tab. Line spacing of a paragraph can be adjust by clicking on the appropriate
value from the drop down command on line spacing option.
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13=~|| &~ N
- 1.0

r

|| 115 3

/s |

J 20 i

i £
2.5

: E
3.0

Line Spacing Options...

Add Space Before Paragraph

= <

Femove Space After Paragraph

5. Adding Page Numbers

The procedure to insert the page number in the document has the following steps:
1. From the Insert tab, click Page Number. A drop-down menu will appear.

2. Select the desired page number style and it will appear in your document.

=" B B E 4
= (et A Bookmark = = =
Shapes SmartArt Chart Screenshot Header Footer Text Quick Worda
v v '] Cross-reference v v Box* Partst v
| Simple & @ Top of Fage k
| Plain Number 1 [@ Bottom of Page »
=|| k] Page Margins 3
' ["  Current Position 3
@ Format Page Mumbers...
#
Plain Number 2 |_3.; Bemove Page Numbers
1
Plain Number 3
1
Plain Number 3
Page X Number with no formatting or
Accent Bar 1 accents
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Formatting Page Numbers
1. Select the header or footer that contains the page number.
2. From the Design tab, select the Page Number command.

3. Click Format Page Numbers.

=h =D == | E=
= Ié] _Tj.§|'|_|_|

Cate Quick Picture Clip
& Time Parts ~ art

Header Footer

- -

Header & F

Top of Page 3

E

Go to
Header

Bottom of Page oL 1

Page Margins 3

] ———

Format Page Mumbers...

=
5
=
[ﬂ Current Position [
&
=X

Format Page Mumber

Change the format of page
numbering used in the header or
footer.

:

4. From the dialog box, select the desired Number format.

-
Page Mumber Format m

1, 2, 3, ...

Mumber format:

1, 2, 3, ...
[ tnclude dﬂap-ﬂﬁm_
a, b, las...

Chapter starffla B, C, ..
I i iy ...
Lse separa =
Examples: 1-1, 1-A

Fage numbering

I:ZIEI Continue from previous section

| ok || cancel

5. Next to Start at, enter the number you want the page numbers to start with.
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i ™
Page Number Format m

Mumber format: |1, 2, 3, ... -

] Indude chapter number

Chapter starts with style: |Heading 1 -

|Use separator: - (hyphen) |-

Examples: 1-1, 1-4

Page numbering

@ Startat |6 %

0K | Cancel

6. Separate Heading in the Text

The most easy and best way to add heading in the word document is to use Styles. You can use the Built-In
styles available in Styles Group in Home tab or can customize your own styles.

To use the Built-In styles for heading has the following steps:

1. Select the Text you want to make as Heading.
2. Click the proper styles of Heading.

You can customize
any give styles
according to your
requirement by right
clicking on the style
and selecting the

Modify option.

Heading 2 Heading 3 Heading 4 Title

aaebcede Aaebcedd| AaBbCi| AaBb AaBbeel 4eBoeen AAD
Heading 1

T Mormal T No Spaci..

| AaBbCc. AaqBbCcD Aaabl H“di”glLbch: AaBbCcDt  AaBbCcDi WaBbCcln
Subtitle Subtle Em... Emphasis Intense E... Strong Quote Intense ...

3. The style will be applied on the selected text.
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LOGICAL DATA MODEL

This model contains more detail t t

regard to how information will be phly:
Logical data models:
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Using Appropriate Styles of Font:

Styles and themes are powerful tools in Word that can help you easily create professional-looking documents.
A style is a predefined combination of font style, color, and size of text that can be applied to selected text.

Applying a Style:

1. Select the text you want to format.

3.3.1 Introduction to Database:
What i1s Data?

2. Inthe Style group on the Home tab, However each style to see a live preview in the document.
3. Select the style you want. The selected text appears formatted in the style.

- A AT - mal iz L i L. | EEEE A
A AT Aam ) IS = 21 | T | aaBbcepe | AaBbCeD: AaBbCi AaBbCe
w, x° B> év % == xgv Q‘ e M Mormal | T Mo Spaci.. Heading1 Heading 2
ont x Paragraph = || aaBbeer aaBbeen | AQA daBbCc.
I O S S RS SO 3 i ' ' . .
7 T 5 = : Heading 3 Heading 4 Title Subtitle
:
AaBbCcDt  AaBbCcDt AaBbCcDi  AaBbCcDe
Subtle Em... Emphasis Intense E... Strong
AaBbCcDt AaBbCci  AABBCCDC AABBCCDL
3 e ~1 P e et Quote Intense Q... Subtle Ref.. Intense R...
3.3.1 Introduction to Database:
| AABBCCDL AaBbCcDe AaBbCcDdE
What is Data? Book Title T List Para... T Caption

To apply a Style Set:

Style sets include a combination of title, heading, and paragraph styles. Style sets allow you to format all of the
elements of your document at once, rather than formatting your title and headings separately.

1. Click the Change Styles command on the Ribbon. A drop-down menu will appear.

2. From the drop-down menu, select Style Set.
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% &8 Find ~
AaBbCcDc  AaBbCcDc | AaBbCi| AaBbCc | _ b

2ac Replace

TMormal T Mo Spaci.. | Heading 1 Heading 2 | _ E:‘::ng [:T celect -

Default (Black and White) |~/ style Set _ ]

i Distinctive B colors >
Elegant Fonts 3
Fanoy —g Paragraph 5pacing *
Earmal Set as Default
Manuscript il
Modern 1

Figure 2. 1

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

1.1 OVEREVIEW OF DATABASE
SYSTEM

3.3.1 INTRODUCTION TO
DATABASE:

Whatis Diata?

Foow fact: and figures that sre collected fTom different
sorces for some specific purposs are called Data Diata
iz made wp of text pumbers, imasss which can be
proceszad of stored by a2 computer. Inm ooder to
understand it, it nesds to be processed to beoome
Information.

Information:

s HEnowledss of fact= about something o someons is called information.
s« Final product created fom the tsw data after poocessing iz called
Information.

Information iz valuwabla bacanes it can affect behavior, a
dacizion of S0 owioomea.
Diatabase:
Often  shbgoviated DE, a datshass iz basically a
collaction of information oreanized in such a way that a
computs progrem can guickly salect desited piece of
dats You can think of a datshase a: an alactrond ¢ filing
system.
The databass: can be eranded as a kind of elactrondc
filing cabimst; that iz, II iz a containsr for a collaction of
computerized data files. Talsphome Dirsctory, Bus,
Train Tims tabla, Parzonsal addresz Boolk, lagsl recoods
of insursncs companiss iz axamplss of Datshaza.
Diatabazs: are ofgamized by

» Fizlds
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Learner’s Activity

e Open an existing Word document. Write some text on the page

e Change the font size of text to “12”

¢ Change the font style of some text to “Arial”

e Change the font color of some text

e Make a heading of the paragraph and set its alignment to Centre and underline it
e Try various cases using the Change Case command

e Try the four alignment commands

e Set the line spacing to “1.15”

o Apply bulleted text
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Learning Unit 5: Save Word Document

Overview

In this learning unit you will learn that how to save a file with different name and location.
After completion of this learning, you will be able to save files with different methods on

Files with same different storage locations.

names cannot be
saved at a same
location in the
computer.

1. Method of Saving a File

When you make a new document you will need to save it so that in future you can open and edit it. Word offers
many ways to save a document.

Save a File through Short Key:

The procedure to save a document for the first time through CTRL+S has the following steps:

1. Click the Save command = on Quick access toolbar or press the CTRL+S from the keyboard.

Insert
Saue[Ctr|—5]| e

4
_=| “*Calibri (Body] -

-

Paste B J U - a
JF L2

Clipboard s

2. The “Save As” dialogue box will be appears on the screen. Select the location where you want to Save

the Document.
3. Enter the name and press “Save” button.
5. The file will be saved

Save a file through File Tab:

A File can also Save by clicking on the File tab and selecting the option Save or Save as.
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2. Storage Device

When data is entered and processed in a computer, it needs to be stored on any storage device in computer.
You can store data permanently on the computer hard disk or any other storage device.

A storage device is any computing hardware that is used for storing, porting and extracting data files and objects.
It can hold and store information both temporarily and permanently.

3. Memory and Its Capacity Unit

Memory unit is:
e The amount of data that can be stored in the storage unit.
e That in which storage capacity is expressed in terms of Bytes.

Following are the storage units:

Reno. Unit Description

1 Bit (Binary Digit) Bit is the smallest memory unit in computer. 1 character takes
space of 1 bit.
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2 Nibble A group of 4 bits is called nibble.

3 Byte A group of 8 bits is called byte. A byte is the smallest unit which
can represent a data item or a character.

4 Word A computer word, like a byte, is a group of fixed number of bits
processed as a unit which varies from computer to computer
but is fixed for each computer.

The length of a computer word is called word-size or word
length and it may be as small as 8 bits or may be as long as 96
bits. A computer stores the information in the form of computer

words.
Some higher storage units are as follows:
Sr.No. Unit Description
1 Kilobyte (KB) 1 KB = 1024 Bytes
2 Megabyte (MB) 1 MB = 1024 KB
3 Gigabyte (GB) 1 GB =1024 MB
4 Terabyte (TB) 1TB=1024 GB

4. Difference between Save and Save as Option

Save and Save As option works same when you are saving a file for the first time. Both save the file with a name
and a selected location. When you have to save the changes in existing document “Save” button is used.

While “Save As” option is used to save the file with different name and a location.

Save a File with “Save As” Option:

“Save As” command used to save a revised document to a new name or location, keeping the original file as it
was before revisions. For example you want to save an existing file with new name “MS Word” and in “Local
Disk (D :)”.

The procedure to save a file has the following steps:
1. Leftclick on the File Tab.

2. Click the option “Save As”.
3. A small window will appear. Change the location and name of the file and press save button.
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-
IE Save As u.
@-LJ » Computer » Local Disk (D:) » ~ [ 44 ||| Search Locat Disk (D) =3
Organize Mew folder B== = @

- =
[E5] Pictures i Mame Date medified Type
B videos
W a 5/25/2015 1:50 PM File folder
. computer operator manual 6/12/2015 %33 PM File folder
*% Homegroup ~ |
\ pics 6/2/2015 9:20 AM File folder
M Computer
&L Local Disk (C3)
—u Local Disk (Dz)

= data (E:)

& orke -~ 4 11 L »

S = (01— car) 51 (ch-3-Part A-Word )-v-1 — Changing I‘

File name
Save as type: [Word 97-2003 Document

Authors: Shahbaz Tags: Add a tag

[[] Save Thumbnail |

= Hide Folders Tools - I Save I [ Cancel ]

4. File will be saved in the Local Disk (D :) with the name “MS Word”.
5. Close the file.

Saved file can be open by clicking on the file menu and selection close option.
To open the saved file from the storage device has the following steps:
Open the Microsoft Word.

1.
2. Click on the File tab and then click the Open option.
3. Small window will appear on the screen, select the location from the left side pane, where file has been

saved.
T — — [y
@ Open u
- 09 » »a — -
@\ J|s » Computer » Local Disk (D) » v | 43 ||| Search Local Disk (D) ol
——— —
Organize « Mew folder =~ [l @
*  Mame ’ Date modified Type
4o Libraries )
N a 5/25/2015 1:50 PM File folder
> @ Documents .
JW . .. computer operator manual 6/13/2015 243 PM  File folder
'3 usic N
. Ji pics 6/2/2015 %:20 AM File folder
I* (&= Pictures — : - -
Ms Word 6,/13,/2015 9:03 PM Microsoft Word D...
> E Videos

Type: Micresoft Word Document
Size: 5.53 MB

b ol H
*§ Homegroup Date modified: 6/13/2015 8:03 PM

m

n
4 (M Computer
(LE, Local Disk (C)
b L i : (2)
¢ Local Disk (D:) |
I - data (E:)
i
. -~ 4 m | 3
File name: - lAlI. Word Documents v]

(3) C———— —mom=e | Open |+ | Cancel |
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4. The file will be open.

Save a file with Save Option:

When you open an existing document and make any changes in it. The changes made in the document can be
save by clicking on the Save option from the File tab. Save option just save the changes in the document.
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Learner’s Activity

e Open a New Document, save it with the name Computer Operator and locate the File on the Desktop

e Open this document again. Write a paragraph in it and save changes in it
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Learning Unit 6: Insert in a Word Document

Overview

In this learning unit you will learn to insert different types of objects in the document. After completion of this
learning unit you will be able to insert pictures, clipart, charts, header footer and tables in your document.

1. Objects in the Word File

Different object are available that you can insert in the MS Word Document. These options can be open from the
Insert tab.

Home Insert Page Layout References Mailings Review View Design Layout

2N ELHEP2ls @ % H B3B8 3

Cover Blank Page Table Picture Clip Shapes SmartArt Chart Screenshot | Hyperlink Bookmark Cross-reference | Header Footer  Page
Page~ Page Break - Art - - - - Mumber =

Pages Tables Illustrations Links Header & Footer

2. Inserting Objects

Adding clip art, shape and pictures to your document can be a great way to illustrate important information or
add decorative accents to existing text.

Inserting Pictures:

The procedure to insert a picture has the following steps:
1. Place the cursor where you want to insert the picture.
2. Select the Insert tab.

3. Click the Picture command in the Illustrations group. The Insert Picture dialog box appears.

Home Insert Page Layout References Mailing:

=l EE 1) T
j =) j Vel g 1V 237 il.i
ink Page Table Picture Clip Shapes SmartArt Chart

ge Break v Art >
o | Tables | Nustrations

Insert Picture from File

Insert a picture from a file.

@ Press F1 for more help.

—
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4. Select the desired image file, and then click Insert to add it to your document.

TIP
Q_\-« IS » Pakistan pi 4|
| pics v | ¥y .
= ) , By dragging the
Organize ¥ New folder =y 0 @ middle size handlers
A on all the sides,
iw. Microsoft Office W— g image can be re-
: A y size vertically or
¢ Favorites 3'! Eéﬁk horizontally.
- Desktop = facebook-timelin klamabad-Rawal jashn-e-Azaadi largest-pakistani-
& Downloads e-cover3 pindi-Metro-Bus- flag-for-August-
2l Recent Places Project 14-316x248
4 Libraries L -
» Mitksic Pakistan-Flag-Fa Plane-with-flag
[&=| Pictures cebook-Cover-85
B Videos 1x315-100010
+& Homegroup ¥
File name: v [AII Pictures ']

Tools [ Insert |v] [ Cancel ]

e To resize an image, click and drag one of the corner sizing’s handles. The image will change size while
keeping the same proportions.

Inserting Clip Art:

There are built-in clip art images for just about every topic.

The procedure of inserting Clip Art in the document has following steps:
1. Select the Insert tab.

2. Click the Clip Art command in the lllustrations group of Insert tab.
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3. The clip art options appear in the task pane to the right of the document.

Clip Art - X
Search for:

ity | e |
Results should be:

Selected media file types -

=0

~[»] Tustrations

Phutﬂ-graphs

O Audio

All mediz types

Videos -

4. Enter keywords in the Search for: fields that are related to the image you want to insert.

5. Deselect any types of media you do not want to see and click button Go.

e The Clip Art menu will be displayed.

| Clip Art

Search for:

Results should be:
Selected media file types El
[[] tndude Office.com content

>

|

| I

e Left Click on the Clip art that you want to insert. The image will be displayed on the page.

160 |
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Inserting Shape:

Word's large shape collection allows you to organize and design the image you want. The procedure to insert the
shapes in the document has the following steps:

1. Select the Insert tab.

2. Click the Shapes command.

L[_—"_—DD @_4 ; [ Remember

Shapes|SmartArt Chart Screenshot | Hyperlink Boo You can add te'_Xt to
- - any shape by right

Recently Used Shapes clicking in the shape
and selecting the

ik??gﬁllc&&ﬁ — option “Add Text".
Lines

SN TLLL T RN g
Rectangles

[ (9 [ |l )| L) () () (]

Basic Shapes —
A snip Diagonal Corner Rectangle
@GLOoCOoOr Ly o aa
T = O T 93

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

4. Click and drag the mouse until the shape is drawn.

5. Release the mouse button.
Inserting Smart Art:

Smart Art allows you to visually communicate information rather than simply using text.
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1. Place the insertion point in the document where you want the graphic to appear.
2. Select the Insert tab.

3. Select the Smart Art command in the lllustrations group. A dialog box appears.

——
Insert Page Layout References Mailings Review View
ir-““i & Hyperlink —
= |d BE il e =

A Bookmark
Table Picture Cllp Shapes SmartArt Chart Screenshot Header
- - - EE Cross-reference -
Tables | Illustrations | Links Hez

el

Insert SmartArt Graphic

Insert a SmartArt graphic to visually |

0 communicate information.
e @ SmartArt graphics range from

graphical lists and process

diagrams to more complex

o;e graphics, such as Venn diagrams
and organization charts.

0 Press F1 for more help.

4. Selecta category to the left of the dialog box, and review the Smart Art graphics that appear in the center.

5. Select the desired Smart Art graphic, and then click OK.

==o _—

You can add shape Ba

(Before, after, above

= List
below) by right
clickin)g t%e %hape OT .
and selecting the 42 Cyde = =
Add Shape option. stu Herarchy . y—
&J Relatonship [ '
=[]
Any shape can be f‘ i Hierarchy
deleted by selecting l P Use to show herarchical elatonshps. |

the shape and @ office.com progressing from top to bottom.
pressing the Delete
key from the
keyboard.

6. The selected smart Art graphic will be displayed on the page.

162 | Teaching and Learning Material: Information Technology (Computer Operator)



Module 2: Prepare Word Document

[Text]

g [Text] [Text]

[Text] [Text] | § [Text]

»

7. Click in the shapes and type the text.
Inserting Chart:

In Microsoft Word, you can insert many types of data charts and graphs, such as Important
column charts, line graphs, pie charts, bar charts, area graphs, scatter graphs etc.

Once Chart is

The procedure of inserting a graph in the document has the following steps: created you can edit
the values by
1. Onthe Insert tab, in the lllustrations group, click Chart. selecting the chart

and clicking the

liscil %% I—TJJ E “ E—;; %E{I.DLZ%WEdit

Ficture Clip Art Shapes Smartart Chart Screenshot
Pane - -

Illustrations

2. Inthe Insert Chart dialog box, click the arrows to scroll through the chart types.
3. Select the type of chart that you want and then click OK.

[ Insert Chart (o e e
@ Templates CDIuT - - - - - - -
o ol (=B 28| )i =9 99 |MU
& Pie Clusterad Column = | = | — i 1
= o JRTTRETTAN () [Lde) [JaA] [1AA

Area — — - — -
it xvearen ||| o] Wb [1aA | JAA] | b
& Surface tine - - - - - -
oo ||l [ e ] ] ] =
v  Radar S==
] [ [l [ (e ol -
[ Manage Templates... | [ setas Default Chart | [ oK | [ cancel ]

4. Chart will be displayed on the page and at the same time an excel sheet will be open with dummy values.
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r T
(W] = ¥ - O |+ Documentl - Microsoft Word (Pr.. = Sz_l

X'l ® - & - | ChartinMicr...

Hul Ins | Pag| For | Dat|R¢*| & @ = & 2

Hoi | Insi | Pag | Ref | Ma | Rev | Vie |DE§H;| Layou Furm.."ﬁ e

ek 12, =l e
g ml g )4 M s (A (=] |[»]|[a]) (=
Change Save As Switch Select  Edit Refresh Quick Quick = o L B
Chart Type Template Row/Column Data Data Data  layout= Styles= Faste ¥ Font | Alignment Mumber Styles = Cells
Type Data Chart L... | Chart ... T
= Clipboard
P | R R SO I A I RO I SO IR T I A x| -
=l . T . T . T . T T T . e ] E4 - I v
; .
: A B c D

1 Series 1 Series 2 Series 3
i 2 Category 1 4.3 2.4
|| 2 Category2 2.5 4.4
Zl Category 3 3.5 1.8
5 |Category 4 4.5 2.8

msecies s

Wiz

EE

6
7
8 To resize chart data range, drag lowe
9

-

4 4 ¥ W| Sheetl /73 <] .l
|| Ready | [EEm e C——0—@ |

T 1 = L P

Camzoy 1 camzory Camzoy Camzory 2

“« 0w 4

5. Enter the values in the excel sheet, the chart will automatically adjust according to the values.
6. When data is entered in excel sheet close it.

Adding Symbols and Equations:

You can type mathematical equations in MS word Document. These can include fractions, integrals, matrices,
mathematical symbols, etc.

1. Onthe Insert tab, in the Symbols group, click the arrow next Equation.

Equation Symbol

e e

symbals

2. Click the equation that you want, or click Insert New Equation to type an equation.
Symbols:

You can use the Symbol dialog box to insert symbols that are not on your keyboard, as well as Unicode
characters.

Word Art:
You can add effects to the text inside the text box, which is known as WordArt.

A quick style will automatically apply several effects to your text at once. You can then refine the look of your
text by adding or modifying text effects.
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1. Select the text box, or select some text inside of the text box. The Format tab will appear.
2. Click the Format tab.

3. Click the Quick Styles command in the WordArt Styles group. A drop-down menu will appear.

Review View Format

3y Shape Fill ~ Al

| /A
~ [Z Shape Outline ~ A A A ;A\
/A\
[/

[ -
* e
4

>
m

</ Shape Effects ~

5

ES
= |

Converting Simple Text to Word Art:

Text that is formatted as WordArt, it needs to be inside of a text box. However, there's a shortcut that allows you
to convert text into WordArt even if it's not in a text box.

1. Select the text you want to convert.
2. Click the Insert tab.

3. Click the WordArt command. The Quick Styles drop-down menu will appear.

Teaching and Learning Material: Information Technology (Computer Operator) | 165



Module 2: Prepare Word Document

A= == A = [& signature Line = T Equation ~
— = (5} Date & Time {2 symbol -
Text CQuick Drop

Box~ Parts - Cap ~ g Object ~

D
> B |
M |
> rb
— i

Fill - Red, Accent 2, Matte Bevel

More Insert options are available in MS Word as Insert Table, Cover page, Blank Page, Header,Footer, Hyperlink,
Bookmark etc.

B2 2 @2 3 28 B

More Insert Option:

Cover Blank Page Table Hyperlink Bookmark Cross-reference  Header Footer  Pags
Page~ Page EBreak < < < Mumb
Pages Tables Links Header & Footer
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Learner’s Activity

1. Create a new Word document

2. Insertashape

3. Change the shape to a different shape
4. Change the fill color

5. Change the outline color

6. Try various shadow effects
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Learning Unit 7: Import Document

Overview

In this learning unit you will learn how to import data of different formats within the document from computer or
online. After completion of this learning unit you will be able to import different types of data with different
resources.

1. Importing in Word File

Object Linking and Embedding (or OLE for short) is a technique used to insert data from one program into
another. You'll create a simple spreadsheet to illustrate the process, and place it in to Word document.

The process to embed an object in MS Word has the following steps:

1. Open MS Word file.
2. Select the Insert ribbon, choose Object.

Object Pu B S |

Create Mew | Create from File

Object type:

Corel PHOTO-PAINT X6 Image -
CorelDRAW X6 Exchange Graphic

CorelDRAW X6 Graphic |
Microgoft Equation 3.0

Microsoft Excel Binary Worksheet

Microsoft Excel Chart

Microsoft Excel Macro-Enabled Worksheet = | [T Display as icon
Result

||

r.  Inserts a new Microsoft Excel 97-2003
Em Worksheet object into your document.

[ Ok ] [ Cancel

A dialogue box will be open, select the format in which you want to embed the file.
For example choose the MS Excel worksheet and click Ok.
An blank Excel Sheet will be open,

ok w
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|‘.__',|' H = Microsoft Excel (Product Activation Failed) | = | =] i:h-‘
m Home Insert Page Layout Formulas Data Reviaw View [~ @
o= Calibri - |12 = s = - &7~
J:-BIU- A A = * &) | = EI':?’EI'
Paste — Alignment| Mumber| Styles Cells
ST P |- - A- - - - - g
Clipboard Font a Editing
Al - I bt
EH] Worksheet in D Ms Word.docx [Compatibility Mode]
A B C D E F G H
[ 1
2
2
A
5
(5] il
T
8
9
10
11
12
13
1A _ _
Ready | |[EB|E] @ 100% (=} ) {+)
—

6. Enter the data in the Excel sheet and close it. Data will be automatically added in the MS Word sheet.

Marks
5r.# |Name |FatherName |Cass [Section |Obtained
1|sadia Hamid 7th 78
2lhamna  |Ali 7th C 89
3rida lgbal 8th B a7
4|abida Ameen 7th C 87
Slhiba Shahid 8th A 40
&|haram Javed 9th B 67
7|abiha Sajid Sth A 70|

7. Similarly you can add different format objects in the MS Word Sheet.

2. Using References for Imported Material

A bibliography is a list of all of the sources you have used (whether referenced or not) in the process of

researching your work. In general, a bibliography should include:
e the authors' names

e the titles of the works

e the names and locations of the companies that published your copies of the sources
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e the dates your copies were published

e the page numbers of your sources (if they are part of multi-source volumes)
To insert a bibliography using the Bibliography tool, you must first enter references and sources.
The procedure to insert Bibliography has the following steps:

1. Open your document in Microsoft Word 2010 and click on the References tab.
2. Place your cursor where you want the citation inserted. Select your style of references in the Style menu,

References Mailings Review View
ert Endnote :ﬂ Manage Sources _ﬂ] 23] Insert Table of Figures
« Footnote - — \[3 Style: |APA Fm||T| =if Update Table
Insert fm=eet
25 Citation = ,ﬂj Biblioy APA Fifth Edition ference
5 a Citations & Bibli¢ Chicago Fifteenth Edition Is
— GBT714 2005 I
ilP‘:ll L |
| | GOST - Mame Sort T —
GOST - Title Sort L

IS 690 - First Element and Date
IS 690 - Numerical Reference
MLA Sixth Edition

SI5T02

Turabian Sixth Edition

Number System:

‘A set of values used to represent diffe

asNumber System” For example, a numbe

number of students in a class or number of vie

o - [ [ |

-1 [ERE |

3. Click on the Insert Citation button to produce the drop-down menu shown below, and select Add New
Source
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Mailings Review View

eﬂl‘wanage Sources

e | =

B

= \Z Style: APA Fiftt ~
Insert - Insert
Citation = @f Bibliography -

i@ Add New Source..,

5] Insert Table of Figure:
=Y Update Table
Caption [f] Cross-reference

Captions

- % Add New Placehalder..

Number System:

‘A set of values used to represent dii

Y T IS SRS o SR NSRS

4. A Create Source window will appear. Choose the source type from the drop-down menu. Enter the

source information in the fields provided and click OK.

-

Create Source

|- |

Type of Source | Book E
Bibliography Fields for APA Fifth Edition
Author  |P.K Sinha
[7] corporate Author

Title |Computer Fundamentals

Year |2004

City

Publisher | BPB Publishers|
[] show All Bibliography Fields

Tag name
PES04

Example: Adventure Works Press

Language | Default E

[

oKk || concal |

b =

5. Note that a reference has been entered. Follow Steps again to insert your remaining references.
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Number System:

"A set of values used to representdifferent quantities is known

asNumber System’. For example, a number system can be used to represent the

number of students in a class or number of viewers watching a certain TV program etc.
The digital computer represents all kinds of data and information in binary numbers. It
includes audio, graphics, video, text and numbers. The total number of digits used in a

number system is called its base or radix. The base is written after the number as

subscript such as 51210. (Sinha, 2004)
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Learning Unit 8: Protect the Word Document

Overview

In this learning unit you will learn how to protect the document by restricting its formatting and its editing. After
completion of this learning unit you will be able to protect your document through password and applying
restrictions.

1. Limiting Formatting of Word Document

Restricting and protecting a document ensures that you have the complete authority over its progress.

If you want that other reviewers suggest changes and make comments to a document, at that time it may possible
that you want to restrict them from making editing and changing the formatting.

Word allows you to restrict all or some of the themes and styles, as well as permitting reviewers to change some
of the themes and styles.

The procedure of applying restrictions on the document has the following steps:

1. Click “Restrict Editing” in the “Protect” group of the “Review” tab.

) &
re Bl o Restrict
Luthors - Editing
ire Frotect
& + 1 Restrict Editing

Restrict how people edit or format
specific parts of the document.

You can prevent formatting
changes, force all changes to be
tracked, or only enable
commenting.

@ Press F1 for more help.
=

2. The “Restrict Editing” pane displays to the right of the main text.
3. Inthe “Formatting restrictions” section, select “Limit formatting to a selection of styles,” and click the

“Settings...” link.
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@ Restrict Formatting and Editing + X
“ | 1. Formatting restrictions

Limit formatting to a selection of
styles

settings.. é_
2. Editing restrictions

(] Allow only this type of editing in
the document:

Mo changes (Read only)

3. Start enforcement

Are you ready to apply these
settings? (You can turn them off
later)

| Yes, Start Enforcing Protection

On the “Formatting Restrictions” dialog box, all styles in the “Checked styles are
currently allowed” box are selected by default. To select only certain styles to be used
in the document, you can use the “None” button to de-select all the styles and then
select the ones you want to allow. You can also use Word’s recommended minimum
styles to allow by clicking “Recommended Minimum.” Choose additional restrictions
in the “Formatting” section at the bottom of the dialog box, if desired, and click “OK”
when done.

Before these
restrictions can be
applied, you must
start enforcing
protection
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Formatting Restrictions [ﬂg

Styles
[+ Limit formatting to a selection of styles:

By restricting formatting to the styles you select, you prevent the ability to
modify styles and the ability to apply direct formatting to the document.
Select the styles you want to allow to be used in this document.

Checked styles are currently allowed:

Ei/11/111 |
L =1 . L
lijalfi |_|
apple-converted-space
Article f Section
Balloon Text {recommended)
Bibliography {recommended)
Block Text {recommended)
Body Text (recommended)
Body Text 2 {recommended) -

EEEEEEE

[ All ] [Eecommended Minimurn ] [ Mone ]

Formattng
[ allow AutoFormat to override formatting restrictions
] Block Theme or Scheme switching
[ Block Quick Style Set switching

I! [ Ok ] [ Cancel ]

The following dialog box displays asking if you want to remove styles that are not allowed. We recommend you
do not. It may turn out that you want to use these styles in the document in the future. Other reviewers will not
be able to change them or apply them.

Click “No” to keep the styles that are not allowed in your document.

9 This document may contain formatting or styles that aren't allowed. Do you want to remove them?

Yes Mo %

2. Restrict Editing in a Document

You can restrict the type of editing reviewers can perform on a document.

1. Onthe “Restrict Editing” pane, select the “Allow only this type of editing
in the document” check box.

When someone will
2. Select an option from the drop-down list to indicate the type of editing that you | try to edit the
want to allow in your document. You can allow other reviewers to only track document, Restrict
changes, enter comments, or fill in forms. You can even restrict the Formatting and
document such that other people can only read it and make no changes. Editing bar will
appeatr, but they can
3. If you want users to edit portion of the document content then select the | find the regions
content and under Exceptions (options), select the users you want to give | which they can edit.
permission of editing. If you want to add users for this, click more users.
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A password is not
necessary and does
not fully protect the
document (the
document is not
encrypted). It simply
helps to prevent
people from turning
off the formatting
and editing
restrictions.

1
2
3

A quick style will automatically apply several effects to yourtext at once. You can thenrefine

the look of your text by adding or modifying text effects. B choose users who are allowed to freely
edit them,
. Select the text box, or select some text inside of the text box. The Format tab will appear. S
. Click the Format tab. e :
. Click the Quick Styles command in the Word Art Styles group. A drop-down menuwill B More users...

| e —————————— |
Exceptions (optional)

Select parts of the document and

Once you've restricted formatting and editing for the document as desired, you must
tell Word to start enforcing the protection for it to take effect. In the “Start
enforcement” section of the “Restrict Editing” pane, click “Yes, Start Enforcing
Protection.

Passphrase can be entered to make your document password protected. If you want to encrypt document and
allow authorized users to remove protection when they want, then enable User authentication. Click OK and

save the document.

¥ 2

Start Enforcing Protection

Protection method

@ Password

{The document is not encrypted. Malicious users can edit the
file and remove the password.)

Enter new password (optional): eeeesese
Reenter password to confirm: eeeessee

1 User authentication

(Authenticated owners can remove document protection. The
document is encrypted and Restricted Access is enabled.)

f——

Cancel J

3. Saving a Document with a Password

The procedure to save a word document by assigning a password has following steps:

176 |

1. Open Microsoft Word 2010 document. Click on File Tab.

2. Click on Info option.
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—3 S— — ~

Recent

New

3. Click on the Protect Document button under Permissions tab.
4. Select the Encrypt with Password option.

[

Protect
Document »

Permissions
Anyone can open, copy, and change any part of this document.

Encrypt with Password

Mark as Final

Let readers know the document is final
and make it read-only.

4

contains:

Require a password to open this uthor's name

B Labilities are unable to read

5. A window will pop up asking you to put in the desired password. Set a Password for Word document
and click “OK” button.
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r-Env:r'_-,rr:lt Document [ 2} ﬁ

Encrypt the contents of this file

Password:

Caution: If yvou lose or forget the password, it cannot be
recovered. Itis advisable to keep a list of passwords and
their corresponding document names in a safe place.
{(Remember that passwords are case-sensitive.)

6. Itll again ask to “Re-enter password”, so type it again and click “OK” button.
7. After password protecting your document, save the changes by pressing CTRL+S Buttons from your
keyboard or go to File Tab of your document and click Save option.

4. Opening a Password Protected Document

To open your password protected document, simply double click the document and a pop up box will appear and
prompt you to enter the password. Simply enter the password that you have set-up for this file and click “OK”.

Password

Enter password to open file
C:Wsers\Choudhary\DocumentsiDoc2. docx
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Learning Unit 9: Insert Table in a Word Document

Overview

In this learning unit you will learn how to insert tables from different methods in your document and its formatting.
After completion of this learning unit you will be able to make tables and format tables.

1. Inserting Table

Atable is a grid of cells arranged in rows and columns. Tables can be customized and are useful for various
tasks such as presenting text information and numerical data.

Inserting a Blank Table:

The procedure to insert a blank table in MS Word has following steps:
1. Place your insertion point in the document where you want the table to appear.
2. Select the Insert tab.
3. Click the Table command.

4. Hover your mouse over the diagram squares to select the number of columns and rows in the table.

Insert Page Layvout References Mailings
| e B 2 il =
Table Picture Clip Shapes Smartart Chart Screenshot
| i Art > >
| 4x3 Table ions

] O I | e e
N | [ I |
gl:ll:ll:ll:ll:l
NN O
NN | O O O ¢
NN | O O
NN |
N o B
.j Insert Table...
Iﬁ Drraw Table
= Excel Spreadsheet
B Quick Tables 3

5. Click your mouse, and the table appears on the page.
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2. Inserting Table through Different Options

Table can be inserted from the Insert Table option located in the table tool and from draw table option.
Inserting Table through Dialogue Box:
The procedure to insert the table through Insert Table tool has the following steps:

1. Place the cursor where you want to add table.
2. Click on the Insert tab and then click on the arrow of Table.

I B8 P >

Picture Clip Shapes Smarl

_|
o
ig
o

Art =
| Insert Table <
N | I O { N IO 3
I N {
N | I O {
N | I O {
I N {
N | I O {
N | I O {
N N {0
£  mnsert Table...
._-'a‘f Diraww Table r
'—EI Excel Spreadsheet
EH Quick Tables 3

3. Select the option Insert Table.... A dialogue box will appear.

i '
Insert Table M

Table size
Mumber of columns: ] =
Mumber of rows: 2 =

I AutoFit behawior

Ak

@ Fixed column width: |Auto
) AutoFit to contents
7 AutoFit to window

[ ] Remember dimensions for new tables

[ QK ] [ Cancel

e = |

4. Set the number of Rows and Columns and click OK.
5. Table will be inserted on the page.
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Inserting a Row OR Column:

1. Place the insertion point in a row below the location where you want to add a row.

+

SrNo | Name of Student | Class Section

1 Saba gtk B
2 Rida ﬁih C

\

Insertion point

2. Right-click the mouse. A menu appears.

3. Select Insert = Insert Rows Above.

| calibri(Body] ~ 11 - A" 47 = E=E|
. = ] |
B s =%-A-5-[EFH- [
SI3,970 [ 00
P —— | I ——
] 4% Cut
g B
E&  Copy
[, Paste Options:
=
Insert * | -HH Insert Columns to the Left
Delete Cells... BB Insert Columns to the Right
Select | EH Insert Es Above
B split Cells... % Insert s Below
O EBorders and shading... = Insert Cells...
4. A new row appears above the insertion point.
+
SrNo | Name of Student Class Section
1 Saba gth B
2 Rida gth C
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Deleting Row or Column:

The procedure to delete a row/column has the following steps:
1. Select the row or column.
2. Right-click your mouse. A menu will appear.

3. Select Delete Cells.

Insert r
Delete Cells...
i split Cells...

4. Select Delete entire row or Delete entire column, then click OK.

FDE|E’[E Cells [ 7 iH1

() Shift cells left
() shift cells up

(") Delete entire row

i@ iDelete entire column

.

| Ok | | Cancel

Formatting of A Table:
Once you have make the table different formatting can be applies on the table.
Setting Table Style:

1. Click on the table. The Design tab will appear on the Ribbon.

2. Select the Design tab and locate the Table Styles.

3. Click the More drop-down arrow to see all of the table styles.
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e ————
iyout References Mailings
55555 e T —
E iPenColor'
Table Styles Draw Borde
0 ‘?ﬁh 0 1 - dE 3 3 [E# 4 [H - pore
) T

Choose a visual style for the table.

4. Hover the mouse over the various styles to see a live preview.

5. Select the desired style. The table style will appear in the document.

1 Saba gtk B
2 Fatima Tth B
3 Rida gth C

3. Inserting Table with Five Rows and Six Columns

To insert the table in the document follow these steps:

1. Open word file and click on the point where you want to insert the table.
2. Click on the Insert tab and click on the down arrow of Table Option.
3. Hover the mouse to the Six boxes vertically and 5 boxes horizontal and click.

Insert Page Layout References
E b [i] ) ? Tab button can be
EE ] 2 used to jump from
Table Picture Clip Shapes Smal one cell to other for
| Art - entering text.

l 6x5 Table

COOCOO00
COOCOO00
| R
RN RN NN

I o
I o
LICICICIed

NN

4. Table will be inserted on the page.
5. Click in the each cell and write some text.
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Sr# | Name of Student | Class | Section Group Teacher Name
1 Saba gtk B Science Riffat

2 Fatima 7t B Science | Sadia

3 &@j gt C Science Rahila

4 Hammna 6 B Science Sumaira

6. To apply the style on the table click anywhere in the table, the Table Tools ribbon will be displayed on
the title bar.
7. Select any table style from the Table Style tab.

Sr# Name of Student Class Section Group Teacher Name
1 Saba gtk B Science Riffat

2 Fatima 7% B Science Sadia

3 Rida gth C Science Rahila

4 Hamna 6% B Science Sumaira
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Learner’s Activity
e Make a table with 6 Columns and 5 Rows
e Enter the values in it
e Apply a border of Green color on table with shaded Heading Row

e Practice to merge two Columns and again split it
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Learning Unit 10: Hyperlink Data in a Word Document

Overview

Important

Hyperlinks have two
basic parts:

the address of the
webpage, emalil
address, or other
location they are
linking to; and

the display text (or
image).

In this learning unit you will learn how to associate data as a hyperlink in the document.
After completion of this learning unit you will be able to access data using hyperlink.

1. Hyperlink in the Word File

To follow a hyperlink
in Word, hold down
the Control key and
click the hyperlink.

TIP

After you create a
hyperlink, you
should test it. If you
have linked to a
website, your web
browser should
automatically open
and display the site.

The procedure to insert a hyperlink has the following steps:
1. Select the text or image you want to make a hyperlink.

2. Right-click the selected text or image, then click Hyperlink. You can also right-
click in a blank area of the document and click Hyperlink.

3. The Insert Hyperlink dialog box will open. You can also get to this dialog box
from the Insert tab by clicking Hyperlink.

4, If you selected text, the words will appear in the Text to display: field at the top.
You can change this text if you want.

5. Type the address you want to link to in the Address: field.

7~ —-— 5
Insert Hyperlink i = &I_g—hJ
Link to: Text to display: | Tutorial ScreenTip...

. __ Look in: a Local Disk (D:) IZ|
Existing File or
Web Page . a Bookmark. ..
_— E’Z:urlaeﬂt | computer operator manual
Place in This &) patabasel_2015-05-28
Document Browsed | Ms Word
Pages |[m’] RapidTyping_Setup_4 i
(577 vlc-2.1.3-win32
Create New Regent
Document Files
Address: http: ffwww.gcflearnfree, org| IEI
E-mail Address
[ O ] ’ Cancel
T T E—

6. Click OK. The text or image you selected will now be a hyperlink.

186 |
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Removing a Hyperlink:
1. Right-click the hyperlink.

2. Click Remove Hyperlink.
E -

J
Ja
53

F e

-

=
A

—

=

||'|

Paste Options:

A

Edit Hyperlink...
Select Hyperlink
Open Hyperlink
Copy Hyperlink

Eemove Hyperlink

E::-I%. .

2. Opening and Closing of Hyperlinked Data

When a hyperlink is created in the document you can open it to see the attached document/website.

The procedure to open and close the hyperlink data has the following step:

1. Open the document in which hyperlink is created.

2. Press Ctrl+Click button to follow the link behind the hyperlink.

other wizard fealdaily attendance report.docx
Ctrl+Click to follow link

WETgE viZara lfiIE:,a';,a‘c:\users\choudhar}r\documents\ e TOTTIT TETIET ema you T expror

office ordet]

When you are performing a Mail Merge, you will need a Word

3. The linked document/ Website will be open.
4. Close the opened window of the linked page, the page having the hyperlink will be displayed.
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Important

Bookmark names
can contain letters,
digits, and the
underscore
character (), but
they must begin with
a letter and cannot
contain a space.
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3. Bookmark, Cross Reference, Hyperlink

Bookmark:

Bookmark specifies the location of a point or of a block of text or other content within a document.

Cross Reference:

If you are writing a long document, you may want to include references from one part to another. To avoid having
to update pagination, headings or figure numbers, you can use Word’s cross-reference feature. Since Word
inserts cross-references as hyperlinks, you can also use them to jump to the target. Cross-references are limited
to a specific number of forms: the text, paragraph (or footnote/endnote) number, or page number of the cross-
referenced location, while hyperlink can display any text you want. Cross-references are internal only and
hyperlinks can refer to an external document
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Learning Unit 11: Perform Mail Merge in a Word
Document

Overview

In this learning unit you will learn how to use mail merge function. After completion of this learning unit you will
be able to perform mail merge function according to available data.

1. Purpose of Mail Merge Function

Mail Merge is a powerful tool for writing and sending a personalized letter or e-mail to many different people at
the same time. You can also use it to create envelopes or labels with each recipient' information. Mail Merge
imports data from another source such as Excel and then uses that data to replace placeholders throughout your
message with the relevant information for each individual you are messaging. You can use it to quickly create
personalized messages for hundreds of people at once.

2. Mail Merge Function Using given Data

Mail merge mainly consists of two files, the Main Document and the Data Source. The
Main Document contains the information that will remain the same in each record, and
fthe Datg Source c_:ontalns a_II the varl_able information, in the form c_)f fields. This is the When you save the
information that will change in the Main Document when the merge is completed. Along main document at

with the information that remains the same, the Main Document also contains merge

. . . . this point, you are
fields, which are references to the fields in the Data Source. P 4

also saving the data

source and
If you have an existing file and you want to use mail merge, then follow these steps: attaching the data
- . . source to the main

1. Go to the Mailings Option to start the Mail Merge. document.

2. Click on the mail merge option and select the document type (select Normal
Word Document).
3. Now click on the Select Recipients to select the recipient. There are 3 option available for this step:

e Create New List: to create new list of recipient click on this option. This sets up the name,
mailing address etc. of the recipients and then stored in a Word table, which can easily be
transferred to an Excel Data Source later if required.

e Use Existing Field: Let’s you browse to and open a word, Excel, Access or text file Data Source.

e Select from Outlook Contacts...Use an Outlook or Outlook address book as the Data Source.

4. Select Create New List option to create a list of recipient. A new window will be open. Enter the values
with required fields and click “OK”.
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Mew Address List

-

B e S| |

Note — o
Type recpient information in the table. To add more entries, dick Mew Entry.

|T‘rt|e -~ | First Mame

This electronic

- | Last Name

- | Compary Mame -

Address Line 1 - |

Principal Misbah Alma

postage option
requires that you
have a postage
software program
installed on your
computer.

| (11}

s

Tewvta

gvti_vhr@yaho...

[ mewenty [ Eind. ..

[ Delete En [ Customize Columns. .. ]

| [ cmemi ]

\
[ Add New Entr\rJ

5. Click OK to return to the main document.
6. Save the main document.

7. Type the name that you want to give to your main document, and then click Save.

3. Making Labels and Address Books

The procedure to make labels has the following steps:

1. To start the mail merge for labels, you should have a list of all the addresses. Make a list in Excel sheet

including all fields that you want to add in label and save it.
2. Open Ms Word 2010 and click on the Mailings tab.
3. Click on Start Mail Merge and then select Labels.

d |
od LaD¢
yl Meisd
|
LS o Laoes
Ll 3
‘.\‘ Lep Mae ) .

Docut

4. When you click on Labels, a Label Options window opens. Go ahead and select the Label vendors.
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Label Options

=)

Printer information
) Continuous-feed printers
@) Page printers Tray: Manual Feeder

I Label information

Label vendors: |Avery A4/AS

A-OME

APLI
APLI-AGIPA
APLI-DECADRY

Find updates on O
I Product number:

Avery US Letter
Avery Zweckform
C-Line Products Inc.
Compulabel

ERO Etikett GmbH

i
m
o

=
1=
m
)
m

ils... ] [ﬂewLabel... ]

=

Label information

Type: Binder Divider
Height: 4,137
Width: 3.45"
Page size: 11.69" = 8,277
[ OK ] [ Cancel

5. Then select the labels you want and click OK.
6. Select Recipients and then select Use Existing List and use the excel sheet of address list.
7. Point to the location where the excel spreadsheet is located.

i @ Select Data Source M’ Im portant
=) ‘E » Libraries » Documents » B - l ‘777] I Search Documents r '
Organize v New folder = ~ 0 @ Please check the
check mark next to
(W] Microsoft Word Documents library ety ki the first row of data
Includes: 2 locations that Contains Column
A Favonites | ‘; 7 e headers. You should
ey pekop |8 l P have column
ownloads 8 N = = .
- 3 headers otherwise
=) Recent Places Corel Corel My Data Sources My Palettes L .
A you will only see A
B Libraries £ L X | = w L B, C, etc._a_nd it will
[5] Documents | =~ L be very difficult for
“| My Documents i 1 .'H i you to figure out
|, Public Docume X . ) —a— T which column is the
és Music Visual Studio Word for Teams address list Answer these . .
= 2008 Restricting and Questions first name and which
B Prctures Protecting one is the zip code
E Videos - Documents and... - ’
New Source... ]
File name: address list v [AII Data Sources VI
*- [ Open lv] [ Cancel ]

8. Select the appropriate Table.
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i '
Select Table L P |
Mame Description  Modified Created Type
Sheetl$ 6172015 8:34:05 PM  &/17/2015 8:305PM TAELE
Sheet2s 6/17/2015 8:34:05 PM  &6/17/2015 8:3:05PM TABLE
Sheet3s 6172015 8:34:05PM  &/17/2015 8:3<05PM TAELE
< | T | »
First row of data contains column headers [ QK ] [ Cancel ]4
4

9. After you click OK, your Word 2010 document should look like this. You should see each separate label.

r
@‘ H9-0|= Document2 - Microsoft Word ble Tool: lﬂg
Home Insert Page Layout References Mailings Review View Design Layout o @
s
\=3 Start Mail Merge ~ 3 A s Bl v 1 ™
53 Envelopes = i g (2 Address Block 2 H 4 > M Y
T Select Recipients ~ (2 Greeting Line o 2 t e
& Labels - ighlight € Finish &
= Edit Recipient List erge Fields 34 Insert Merge Field ~ (3 Result 2 Auto Check for Errors | Merge -
Create Start Mail Merge Write & Insert Fields Preview Results Finish
I —————
— -
I «NextRecord» =
-1 «NextRecord» «NextRecord»
o
—
= «NextRecord» «Next Record»
™
-
2
. J «NextRecord» «Next Record» &
=
< i | »
Page: 1 of 1 | Words: 26 | <5 | Sl s = 8% (o U (+)

10. Now click on the Address Block to specify address elements and then click OK.
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Insert Address Black

==

Spedfy address elements
Insert redpient's name in this format:

Josh -
Josh Randall Jr, il
o
Joshua

Joshua Randall Jr.

Joshua Q. Randall Jr. i

Insert company name

Insert postal address:
Mever indude the country/fregion in the address
Always indude the country/region in the address
(@ Only indude the countryregion if different than:
United States

Format address according to the destination country/region

Preview

Here is a preview from your redpient list:

1 I I

Sana Ahmad
Dnewal Town
Vehari 62110

Correct Problems

If items in your address block are missing or out of order, use
Match Fields to identify the correct address elements from your

mailing list.
Match Fields. ..

=

Important

Make sure that your
cursor is where you
want to insert the
information from
your data source
before you Add field
Codes.

[ o

11.

12.
13.

Now you can see Address Block on your first label. Then click on Update Labels option in Write &
Insert Field Group, to apply changes on all labels.

Now click on Finish & Merge! But before you print the documents, click on Edit Individual Documents.
Make sure all is selected and click OK. This will make sure all of your records from the spreadsheet are

Merge to New Dggament

being added to the mail merge.

L

(" ) Current record

) Erom:

OK Cancel "

4. Different Attributes of Mail Merge

Open the word Document and type the text or graphics want to include in your letter.

Add the field codes where you want the variable information to appear. In the Mail Merge task pane, you

1.
2. Select the Letter type from Mail Merge Option.
3. Select Use existing list from the Select Recipient option.
4.
have four options:
5. Address block: Use this option to insert a formatted address.

Teaching and Learning Material: Information Technology (Computer Operator)

e Greeting line: Use this option to insert a formatted salutation.
e Electronic postage: Use this option to insert electronic postage.
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e More items: Use this option to insert individual merge fields. When you click More Items,
the Insert Merge Field dialog box appears. The below diagram show the field codes that we
enter

GOVERNMENT OF THE PUNJAB /_;\
TECHNICAL EDUCATION & VOCATIONAL TRAINING AUTHORITY %

GOVERNMENT VOCATIONAL TRAINING INSTITUTE(W) Vehari A=A
Phone # : 067-336132 E.mail: gvti_vhr@yhoo.com

«GreetingLine»

Certificate:

It is certified that «First_ Name» D/0 «Last_Name» has completed 6
Month Computer Course (CCA) from” April to August 2014”. She got
91/100 marks. During the class she bears a good moral character.

Board certificate issuance is under process.

«AddressBlock»

6. When you finish editing the main document, click Save or Save As on the File menu.
7. Click on the Preview Results option in the Preview Result tab. Preview Result option allows you to
preview your merged data.

GOVERMNMEMNT OF THE PUNJAB /_z\
TECHNICAL EDUCATION & VOCATIONAL TRAINING AUTHORITY 55@!5

GOVERNMENT VOCATIONAL TRAINING INSTITUTE(W) Vehari e
Phone # : 067-336132 E.mail: gvti_vhr@yhoo.com

Dear principal Almas,

Certificate:

It is certified that misbah D/0 Almas has completed 6 Month Computer
Course (CCA) from” April to August 2014”. She got 91/100 marks.
During the class she bears a good moral character. Board certificate

issuance is under process.
principal misbah Almas
TEVTA

gvti_vhr@yahoo.com

Changing the Format of Merge Data:

To format merged data, you must format the merge fields in the main document. Don’t format the data in the Data
source because the formatting can not retained when you merge the data in main document. To change the
format of the merged data, follow these steps:

1. Inthe main document, select the field that contains the information that you want to format, including the
enclosing merge field characters (<< >>).

2. Select the option that you want in the Font group on the Home tab.
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5. Procedure of Mail Merge

If you have to send a thanks letter to your friends using mail merge option firstly you have to write a thanks giving
letter. After writing letter start Mail Merge.

The procedure to start a mail merge has the following steps:

1. To start your mail merge, click on the Mailings tab, then click on the Start Mail Merge icon and
select Letters.

Saba 4+ Abhmad
Main Danewal Read.
Sehari.e2110.

Please acCcept mY sihCere thanks fFor a gift. TiJord
Canhhot express thejoy that I feel remembering that
you sharedthe beginning of ocur hew |ife a together.
TWe appreciate the generosity and thoughtfulhess.

Thanks you fFor your sharing in joy.

Sana &+ Ahmad.

2. Next, click on the Select Recipients icon and select Use Existing List.

3. Select the Sheetl1$ option, make sure the check box is checked next to First row of data contains
column headers, and then click OK.

4. Next, position your cursor to a location where we are going to insert the salutation and type
in Dear <space>.

Sabha ¢+ Ahmad
Main Danewal Read.
Vehari.e2110.

Dearl]

Please accept Y sinCere thahks for a gift. Word
Cannot express thejoy that I feel remembering that
you shared the begihbhihg of our hew life g together.
TAe appreciate the generosity and thoughtfulhess.

Thahks you for your sharinhg ih joy.

Sana & Ahmad.

5. Now you can insert merge fields. You can do it automatically by clicking Address Block or Greeting
Line option. With your cursor being located right after “Dear”, click on the Insert Merge Field Option.
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6. Select Salutation and first-name field .Your merge field should now appear in your document.

Sana ¢ Ahmad
Maib Dabewal Road.,
Vehari.e2110.

Dear «Salutation» «First_Name|

7. Same like this you can add different fields on the letter and can format them.
8. To see the actual address in your letter you need to finish the merge. To do so, make sure you are in
the Mailings tab, click on the Finish & Merge option and select Edit Individual Documents.

Sana ¢ Ahmad Cana & Ahmad
Main Danewal Road, Main Danewal Road,
Vehari.f2110. Vehari.f21220.
Drear Miss Sana Dear Miss Rida
Please aCCept my sinCere thanks For a giFt. Word ‘Please aCCept my sinCere thanks for a giFc. Word
cannotexpress the joy that 1 feel remembering that cannatexpress the joy that 1 feel remembering that
you shared the beginning of our new (ife 4 tagether. you shared the beginning of our new [ife 4 tagether.
We appreCiatethe generosity and thoughtFulness. TWe appreCiatethe generosity and thoughtFulness.
Thanks you for your sharing in joy. Thanks you for your sharing in joy.
£ana + Ahmad- Lana ¢ Ahmad-
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Learner’s Activity
e Write an Invitation Letter for wedding
e Make a list of Recipient in excel
e Also use Label for each recipient

e Use Greeting line or insert fields in letter
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Learning Unit 12: Insert Header/Footer in a Word
Document

Overview

In this learning unit you will learn how to use header and footer in the document. After
completion of this learning unit you will be able to insert header, footer and page
You can format the number in the document.
text in the header
section and can
insert shapes.

1. Purpose of Header and Footer

Header: Header is the text included in the top margin of the page separated from the main body of the text. A
header usually includes information such as the title of the book, the author and/or the name of the chapter
reading. It may also include the page numbers. A header used continuously throughout the document is known
as a running header, in publishing. The left hand page (verso) includes the title and the right hand page (recto)
includes the title of the subsection or the chapter. In academic writing, the header may contain the name of the
author and the page title.

Footer: Footer is the bottom margin of the page which is separated from the main body of the text. Like the
header, the footer may also run throughout the document and it is usually reserved for the page numbers. Any
annotations to the main text may also be included at the bottom of the page as a reference, which is called a
footnote. The page footer is different from the footnotes. Footnotes are relevant only to the text of the specific

page.
2. Inserting Header & Footer

The procedure to insert header and footer in the document has following steps:

1. Open the MS Word document.

2. Place the cursor on the upper portion of the page outside the margin and double click.

3. The thin, dashed blue line in the bottom of your header, and everything above is the area where you can
type your header text.

4. Type the text that you want to add in the header.

5. Double Click on the page to close the header section. The header will be applied on all the pages of the
document.

The footer can also be applied on the lower part of the page outside the margin.

3. Difference between Header & Footer

e The header is the top most portions separated from the main body containing text for general information
about the text.

e The footer is the equivalent to the header which is placed at the bottom of the page, and it is usually
reserved for the page numbers and the footnotes to the main text.

Design Tab of Header Footer:

When you click to insert header/Footer option, the following design tab of Header/Footer opens.
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e - ’ .
v&ﬁ U ER Documentl - Microsoft Word Header & Footer Tools w E‘m
[ L ——
§
Home Insert Page Layout References Mailings Review View Design o 0
CL =D [ =] | EE E 55 Previous || Different First Page £+ Header fromTop: ~ 1.25em 3 54
= = By S oal g Il B - . [z
— =Ty Next [T] pifferent Odd & Even Pages [izd+ Footer from Bottom: 1.25¢cm 3 —
Header Footer Page Date Quick Picture Clip Goto Goto " 4 Close Header
- +  Number~ B &Time Parts~ Art L=ader Footer @3 [ink to Previous Show Document Text @ Insert Alignment Tab and Footer
Header & Footer Insert Navigation Options Position Close |
@ 'M%}'I'4'I'5'I'6'l'7'|-1'|'9'I'10'I'11'I'lZ'I'13'I'14'I'15'|'A\'|'l7‘l'w'I
a
I= | i il

From this tab you can insert pictures, clipart, date & time etc in header/ Footer. And different options can be
adjust through this.
4. Procedure of Inserting Header and Footer

1. To set up a header and footer for your document, click on the Insert tab at the top of Word. Now locate
the Header & Footer panel:

L LS ==
= = #
Header Footer Page
- - Mumber =
| Header & Footer
: Header
Fas-iom o - Edit tt
T The cc
) appez
page.

O ﬂ Press F1 for more help.

2. Click on the Header item and you'll see a drop down list appear:
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':'j. j _ﬂ A “ﬂ &% Signature Line ~
= | = 2 = 5}, Date & Time
Header| Footer Page Text Quick WordaArt Drop - .

- - Mumber Box~ Parts~ - Cap ] Object -

LrGCEEEr B RRE AL A ArILA AR LI

P

[Fp ] [ Tprgme mamca] |

— Alphabet

[Type the document tithe]

e Annual

[Type the document tite] | [Vear]

Austere (Even Page)

[THIFE THE DOCURAENT TITLE]

Austere (Odd Page)

—

Enable Content Updates from Office.com...
Edit Header

i [

Eemove Header

i
fL=

I | &

The items on the list are Headers that are built in to Microsoft Word. There are some nice Headers on
the list,

To create your own header select the first item on the list, Blank. The top of your page will then look like
this:

o)
b
-
P
bl
-

[Type text]

1 pages. After a page break, the | SameasPrevious

t page.

Notice that a new tab has appeared - the Design tab. The panels on the tab are: Header & Footer,
Insert, Navigation, Options, Position, and Close.

The thin, dashed blue line is the bottom of your header, and everything above is the area where you can
type your header text (or insert images).

There is already a selected area with the words "Type text" in it. However, this is the first page in document. You
don't want any header on the first page, as it doesn't look very good. You want the headers to start on page two.
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So have a look at the Design tab, and locate the Options panel. Left click inside the check box next to Different
First Page:

o | Different First Page

Different Odd & Even Pages
¥ Show Document Text

Options
7. Now type the text that you ant to write in the Header. You can add shapes and change formatting of text
in header.
|-1.---|---é--‘|-‘-1---|---2--‘|-‘-3‘1-|---4---|-;\-5‘-- ERCRCF AR N Rl |

Computer Operator

Header -Section 2- : | Same as Previous
T

8. At the last, click the close Header Footer button in the design tab.

5. Inserting Page Number and Date in Footer

1. Double-click anywhere on the header or footer to unlock it. The Design tab will appear.
2. From the Design tab, click the Date & Time command.

EFL Fage Layout References I
= ElE E
=| |Oal BEE =]

Date Quick Picture Clip Lo to
& Time | Parts ~ Art Headel
Insert

Insert Date and Time

Insert the current date ar time into
the current document.

3. Select a date format in the dialog box that appears.

Teaching and Learning Material: Information Technology (Computer Operator) | 201



Module 2: Prepare Word Document

-
Important Date and Time [ B |-
If you're unable to i::::;g;ﬁrmam i:anglusigf; } EI

; = | |Engli =
S_EIECt lefer_ent Thursday, February 04, 2010
First Page, it may M
2j410
be because an 2010-02-04
object within the 4 Feb-10
header or footer is 2-?:-2010
e Feb. 4, 10
selected. Cllck_ inan 4 February 2010
empty area within February 10
the header or footer Feb-10
i K 2/4/2010 9:20 AM
0 make sure 2/4/2010 9:20:54 AM
nothing is selected. 9:20 AM
9:20:54 AM
09:20
09:20:54
g Update automatically
o J [ o

4. Place a check mark in the Update Automatically box if you would like it to always reflect the current
date. Otherwise, it will not change when the document is opened at a later date.
5. Click OK. The date and time now appears in the document.

Page Number:
Word can automatically label each page with a page number and place it in a header, footer, or side margin.

1. From the Insert tab, click Page Number. A drop-down menu will appear.
2. Select the desired page number style and it will appear in your document.

S—

PRdL S BEEEE4

A& Bookmark
Shapes Smartart Chart Screenshot Header Footer Text Quick Worda
- - ') Cross-reference - - Box~ Parts~ -
| Simple e Top of Page L2l

| Plain Number 1 Bottom of Page Ol

Page Margins 4

Format Page Numbers...

g
E:
=
#]  Current Position »
&
£k

Plain Number 2 Remove Page Mumbers

Plain Mumber 3

[

Plain Mumber 3

Page X Number with no formatting or
Accent Bar 1 accents
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Format Page Numbers:
1. Select the header or footer that contains the page number.
2. From the Design tab, select the Page Number command.

3. Click Format Page Numbers.

= = 5 [== 3K -
5 E EEEEE
Header Footer Date Quick Picture Clip Goto
N v & Time Parts - Art Header
. Header & F B TIop of Page N L I
E :E Bottom of Page 3 ol
@ Page Margins Ir
B Current Position k
@ Format Page Mumbers...
L =Y

Format Page Number

Change the format of page
numbering used in the header or
footer. -

4. From the dialog box, select the desired Number format.

,

If you've created a
page number in the
side margin, it's still
considered part of
the header or footer.
You won't be able to
select the page

Mumber format: || 1, 2, 3, ...

1,2 3 ..

St dﬂamﬁgm_
8, b, lag ...

Chapter starffda B C, ...

iy i dii, ...

Use separa . number unless the
| header or footer is
Examples: 1-1, 1-A selected.

Page numbering

i@ Continue from previous section

(") Startat: Ea

=

Ok Cancel
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5. Next to Start at, enter the number you want the page numbers to start with.

-
Page Number Format m

Mumber format: |1, 2, 3, ... -

Indude chapter number

Chapter starts with style: |Heading 1 -

|Use separator: - (hyphen) |-

Examples: 1-1, 1-A

Page numbering

@ Startat: |6 %

oK | Cancel
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Learner’s Activity

1. Create a new Word document.

2. Create a blank header.

3. Add your name in the header of a document and draw a line under this.
4. Right-align the text in the header.

5. Select a built-in footer with date and page Number.

6. Don’t show page number on front page.

Teaching and Learning Material: Information Technology (Computer Operator) | 205



Module 2: Prepare Word Document

Learning Unit 13: Insert Section Break in a Word
Document

Overview

In this learning unit you will learn about the concept and usage or Section Break. After completion of this learning

unit you will be able to use section break in the document and usage of its attributes.

1. Purpose of Section Break

Section Breaks: create a barrier between parts of the document for formatting

Section Break
purposes.

A section break
stores the section Section breaks in Microsoft Word 2010 can be used for following purposes
formatting for the
text above it, and . Use page numbering that starts at 1 for each section of your document (for
also means the end example, different chapters in the same document).
of the section
containing the text . Display text in two columns for only a portion of your document and then return
above the section to the default one column afterwards.
break.
o Display different header and footer information for different parts of your
document.

2.

MISURE YOO PRER ME METHlon T2 S-32000d MUk Dfare, and Row o make the diference
Detween geming 2 new client gf losing Mem farever. Thats why | tach every student | mentar how
el Wenshes USIng RIS Ul The S-22000 ruke ek S 90 gt yOUr MEssage B0Tass
%0 your vishors; you must grab thelr altentlon wihl Se first S seconds of fem armiing on your
web page. Luskily for you, we Rave 3 Program ceskgned 1o Show Jou Row 1o grab your wiskars

amention - and keep I Plus we'll show you how 10 fum Bese wsRors inio clients who will pay you Monprinting line indicating &
what you desene Allyou Rave to do ks follow Te slepy-step lessons | give you hene! /, section break
Section Break (Mext Page)

Text within parentheses indicates the
t of section break

The 3-Second Website Rule ype
But recently I've been neading that expens think the S-second rule Fas been changed to the 3-
E200nd ndle. Thils means yOou REwve 25 EE0ONIE 0 grab your VisRar's amemtion, or you risk ID&I'\;
boze them Torewer

'.-‘\"‘:."’ SECEUEE ONCE Meyne gone. they wander around the Intems fnd somedne else, and
complefely forged about you_ Lucklly for you, we hawe 3 program designed toshow you how fo
‘gral i our Vishors e N =300 KesD B PIus well smow §Ou POW 50 fum ese WisRar's Into clients
wiho will pay you what you desere. All ou hawe o do ks Tillow the step-by-sep lessons | ghe you
here:

Inserting Section Break in a Word Document

The procedure to divide the page into section has the following steps:

206 |

1.
2.

3.

Position the insertion point in the position where you want to start a new section.

On the page layout menu, click Break.

The Break dialog box is displayed.

Under Section break types, click the option that describes where you want the next section to begin.
Click OK.
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Important
‘Continuous Section Break(] : —>  SutTetonnewpage _

You will have to

oo Secton sk dose e ne oS00 can el v sl -Even-QrOdd-Page-SectionBreak ;
ALantinuous SectionBresk doesn't starts newpagesoyoUCanactusly hevesavers herd g ﬂ SWltCh to Normal
breakson the-ssmepage. Y ouwould use-a confnuous bres ki youwanteddiferent: .

. i samensgs forexampleans sscionaf he pasedisgsyin view (or enable the
kinds offormetting on the same page, forexemple-one sectonof the pagedispleyingin Insertingan-EvenorOdd Page Sedion breskinserts the-sectonbresk sndthenstarts .
twocolumnsandtherestinana ] {he newsectononthenextoddorevennumbered-page. Thosepeoplewanting their S h OW/H I d € b utton

newchapiersto ahweys startonanodd orevenpage shoudusethisopon.] (TD n a.ny Other
1 Section Break (Mext Page) -

view) before you can
\ In additionteinserting sedion bresks whereyouneedthem-asyouare typing your V|S|b|y see the
document, youctansalsoselect et andinser sadion bresksBmundhstext The ..
positions of each

section break.

|ndi|:ate 1ype Df sec“ﬂn Break |ndil:aie secﬁun break 'TEl'TD-j'5172‘53'112.'31-1':,'3.]‘.]521"&'55"“2'3310'15'0'11'15'52’31DTD'EB‘("TE'Mﬂ

3. Difference between Section Break and Page Break

Page Breaks: help to separate content between pages. After a page break, the following text will start at the
beginning of the next page. It tells the printing device where to end the current page and begin the next.

Section Breaks: split your document into sections, enabling you to have different formatting for each section:
Section properties include the following settings:

e Page Orientation (Portrait/Landscape)

e Margins
e Columns
e Line Numbering

Vertical Alignment
Headers & Footers
Page Numbering
Paper Size

Paper Source.

Different Attributes of Break

When you click the Break command to insert a section break, Word displays the Break dialog box, which offers
you a number of options. The Break tab in the page layout has the following options:
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2 A [ Inden

Page Breaks £
| | Pave |
b Mark the point at which one page ends
- ﬁ and the next page begins. -
: Column [

Indicate that the text following the column
break will begin in the next column,

&

I  Text Wrapping
ré‘ Separate text around objects on web
= pages, such as caption text from body text. ,"
 I—
Section Breaks L
| Next Page

b Insert a section break and start the new 1

- section on the next page. |

n  Continuous !

f— Insert a section break and start the new ]

= section on the same page. f

— |

2 Even Page £

——  Insert a section break and start the new
*=liﬁ section on the next even-numbered page,

| | Odd Page I

Insert a section break and start the new
*:Eﬁ section on the next odd-numbered page.

1 L F AT S

Page Breaks:

Only start you on the next page, all formatting will be kept the same from your original page to your new one. Use
this when you want to just start typing on a new page but want all the formatting same.
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Column Break:

If you've formatted your document with columns (such as a newsletter), you know that your text will automatically
flow from one column to the other. You can also insert your own column breaks if you want which gives you more
control over the formatting of your document.

Column

Text Wrapping:

Select the text beside the picture, and select Text Wrapping. This will let you keep this
text together with consistent formatting, and will flow the rest of the document around

this section.

Next Page:

Indicate that the test following the column
break wall begin in the next column.

i Remember

Paper size and
page orientation
settings on adjacent
sections which are
separated by
Continuous section
break remain the
same. Two or more
section can be
different in line
spacing, margin
setting and number
of columns.

If you choose this option, word breaks the page before the insertion point but shift the contents to the Next page.
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e frors s le, ard Wrd

Foreword
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Position of sechon broak

Continuous:

Minw Section stans on e ned page

'Saction break

If you choose this option, or if Word automatically applies it, Word inserts a section break before the insertion
point and then begins the new section on the same page.
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Twp= of Sommary clickthe armws of Toolbar, clidk the Closs or to crate fndex
1 3 tha Parcent of sntrias. Whan you craate a table of contengs,

saction of the

This type of section dialog b, Eyou Original button Wrd mserts hidden

break is most ideal want a nger of 5. Totoem off boakrades for sach entey m the mhle. Steps
shorter sememary, Avtofummaniza 1. Clek in your document a the locaiton

for use for Chapters clickthe drop- znd mmove the whare vos want the bodmm=icto ba, or

(or o_ther major : selact the bext or graghic you want o nsme

sections such as - 2. Chooss sert. Boolemark bo desplay the

Appendix, Index, Closs or to craate mdac entriss, When vou Boolomarc dialog box, 3. Entervow naw

Glossary, etc) that create a bible of contents, Word tnserts bodlcnmar: name n the Boolonad: Mane bed

. ! hidden boolanasdes for mch &y m the box. You con alsy selest 3n emsime
begin on even- table Steps. Click in wour document. boakmark name from the list, and Waord

numbered pages.

Section break
Even Page:

Choosing this option, Word inserts the section break (the double-dotted line) before the insertion point (in Print
Layout view), and begins the new section on the next even-numbered page.

Intervening odd-numbered page left blank

TooTher, Shok fha Cloms or fo crasfe indeoromissen. Wb yos aneeds a2
sahis of commmnes ViNoord drseerts bhiddeen

Teosolerruzeries foor mach smeny in ths tabls. Seepa THok #n woor docomenn
21 T Inmmmie s e TR Chm Pumnioer mrl an Tem_ oo e s e o
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Ermpthc o w50 memme. Choces Tmers, Bockrmark to dhsilay e
Feoolorrzerk diadog hoor. Fanseer worer memr hoolbmeerk names o the
Frosolerreerc Mizeres seort boor. Viors sz ales sslsctzn sxhvsing hoolmerk
nzme from the B, 2od Ward

"o 2 Boskmmark - Boobmarks can be s i mlosleson sl & fhe

"\-'-'\.a_l.- Fom s B TEoge mpeme 30 2 ypesadiheesd The ook
BT s m Jocation of & oombeer Toemr-nh\.nwdmmz\.
bramte 2 ook for amch of fhe sshiotaty (proal, prioel, prioed, 2nd
o o) Pondtion fhe inestion podet wihere 100 waat 90 total fhe dmcioe,
E'hng'hhuTorr_kﬂﬁeTo:'r_hmrbm:—yﬂem
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= :bameﬂ](_““bmtaﬂds\sd‘dL¢_crmm,mﬁs
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s remnls wEll be mpdated Foolbmueris: Delesing Vo mensy waent 50
oot = bookmr fhat's no Jomger seefol framyour docurmmnt. (Sen
“Eoolmary Creating” bafors won comoiete fhiy tael (Eeese 1
oaen Lorweers, Bl Zelelt fhe mame of fhe bookmark 0 be
Balened Fom the Boobmoeerd Nars Hwt boor 3. CHcok tha Delbes
Jmeamh—ndM‘taLmnﬂrmﬁdFﬂrﬁoh o znd

Section break falls on an even-numbered page 20

18

79

Odd Page:

It has all the effects and uses as the Even page option, EXCEPT that the new section begins on the next odd-
numbered page.

4. Using Breaks

The procedure to use any break command in your document has the following steps:

Open the document.

Place the pointer on the insertion point where the break is required.

Select page layout tab and click the break command down arrow and select the required break.
The break will be applied on the document.

PONE
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Learning Unit 14: Set Style in a Word Document

Overview

In this learning unit you will learn how to apply appropriate styles in your document and how you can edit the
styles given in the word Document. After completion of this learning unit the student will be able to set styles on
the document according to the requirement.

1. Setting Styles on the Document

The procedure to set the styles on the document has the following steps:

1. Select the text you want to format

MONTHLY MEETING

As per email receive from DM Office Khanewal, Agenda pints for the meeting with DM on 08-
08-2014 are as following:

Agenda Point: 1

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

4aBbCel AaBbC AaBbCc AaBbCecl | AaBbCcl | AaBbCcel AaBbi %

Emphasis T Headingl THeading2 71 Heading3 T Marmal Subtitle T Title Change
Styles —
AaBbCcl 4aBbCcl  4aBbCcl AaBbCcl AaBbCcl A4aBbCcl AABBCCI P
4 M Mo Spaci... Subtle Em... Intense E... Strong Quote Intense }... Subtle Ref...

AABBCC AABBCC AaBbCcl
Intense R... EBook Title T List Para...

! Save Selection as a Mew Qluick Style...
i“’/' Clear Formatting
“H

+ Apply Styles...

3. Select the style you want. The selected text appears formatted in the style.

H Review View

21 | 91 | AaBbCc | aaBbcenc | aaBbcede AaBbce AAADS  aasbee.

- Heading 1 T Mormal T Mo Spaci.. Heading 2 Title Subtitle

AgBbCcDt AgBbCcDe AaBbCcD( AgBbCcDt AaBbCcDv AABBCCDLC
2 ' Emphasis Intense E... strong Quote Intense Q... Subtle Ref...

AABBCCDL AaBbCcDc

Book Title T List Para...

Save Selection as a Mew Quick Style...
Clear Formatting

Apply Styles...

e

MONTHLY MEETING
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Applying Set Styles:

Style sets include a combination of title, heading, and paragraph styles. Style sets allow you to format all of the
elements of your document at once, rather than formatting your title and headings separately.

The procedure to apply set styles has the following steps:
1. Select the text.
2. Click the Change Styles command on the Ribbon. A drop-down menu will appear.

3. From the drop-down menu, select Style Set.

44 Find -
BbCc A::l]j AaBbCc. AaBbCcDt |_ % )

- aac Repla
ding 2 Title Subtitle subtle Em.. |—= ange

Default (Black and White] N Style Set
= Distinctive B Colors

Elegant = Fonts

—. Paragraph Spacin
Fancy —g¢ Haragraph sp qd
Set as Default

Formal

Manuscript

Modern

Mewsprint

-

Beset to Quick Styles from Template
Reset Document Quick Styles
Save as QJuick Style Set..,

4. Select the Style Set you want and the change will be reflected in the entire document.
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MONTHLY MEETINGI

As per email receive from DM Office Khanewal, Agenda pints for the
meetingwith DM on 08-08-2014 are as following:

Agenda Point: 1

Banners hawve been displayed at different points in the premises of Instituts.
Pamphlet & handbills have been distributed in local newspapers.

[

Door to Door campaign through staff members.
Agenda Point: 2

In this regard itis stated that a new 06-month trade of fashion designing
course have been proposed to startin coming session 2014-15, due to
the reason the infrastructure is available for this course

Agenda Point: 3
Certificate attached with.

Agenda Point: 4

It iz stated that all observation regarding internal audits have been
resolved, No pending para or observation.

Agenda Point: 5

Copiezattached

2. Purpose of Setting Styles and its Utlilties

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

Different options are available to set and modify styles in the style group.
Modify Style:

e Any given style can be modified by right clicking on the style and select modify.

&4 Find ~
AzBbCcDd AsBbccDdt | AABB(| AABBC | ab Replace
THMormal T Mo Spaci.. | Hea Update Heading 1 to Match Selection
Style %4 Modify...
T s s oS o008 s oo SEIQAII:[NGData]
Rename...

Remowve from Quick Style Gallery

Add Gallery to Quick Access Toolbar
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Make the desired changes to the formatting. If you want, you can also change the name of the style.

F 4
Modify Style [ 2 ]
Properties
Mame: Sales Report Main Heading
Style type: Linked (paragraph and character)
Style based on:

T Mormal
Style for following paragraph: T Mormal

[[]

Formatting

Cambria {Headings]E 16 |Z|| B [ U | _Iz‘

B = =1 i

e
]
ni

]

¥
*

EXECUTIVE SUMMARY

Font: (Default) +Headings (Cambria), 16 pt, Font color: Text 2, Small caps, Expanded by 1 pt
Line spacing: single, Space

Before: 20 pt

L4

-

After: 3 pt, Don't add space between paragraphs of the same style, Level 1, Style: Linked,
Add to Quick Style list  [] Automatically update
@ Only in this document

() New documents based on this template

ok || cand

Click OK to apply the modifications to the style.

Create New Style:

To create new style in the document follow these steps:

1. Click the arrow in the bottom-right corner of the Styles group. This opens the Styles task pane.
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éﬁin*
r AaBbl A T

.;','E‘_t Replac
T Title _| Change
P Editing

Click to open
the style

Before: 5pt, After: 12 pt
Before: 5pt, After: Spt_
Body Text T
Body Text + Lowered by 3

callout
Emphasis
Footer
Header
Heading 1
Heading 2
Heading 3
Hyperlink

New Style

Commamd

mureirﬂy'

] Shghy Preview
[ ble Linked Styles

= gy gy =M g =8 =4 A A 4, oA
|

n

@] [@ @] Options. ..

2. Select the New Style button at the bottom. A dialog box will appear.

3. Enter a name for the style, and set the text formatting the way you want.
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-
Create New Style from Formatting

Properties
Mame: |Salas Report Title|
Style type: |Paragraph
Style based on: | T Normal

e i

Style for following paragraph: |

'Formath'ng

vty 0[] 5 7 u e—]

>
i I

Januzry 2010 has been 3 profitable manth and the campany has shawn srawth in many

re up by 23% and capital expenditures have dec

guarterin the Sales Department. The sales team hired 2 new desisn specislist, the rale
af v

Style: Quick Style

Based on: Normal

Add to Quick Style list Automatically update
@ Only in this document ) Mew documents based on this template

o) Coma ]

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

Applying different styles on Document:

Apply different styles on the document to see the difference between them.

1. Inthe below diagram Fancy style from set style has been applied.

After applying a
specific style you
can change its font
and color from
change style tab.
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MONTHLY MEETING

As per email receive from DM Office Khgnewal, Agendo pints for the meeting with DM on 08-08-
2014 areas following:

Agenda Point: 1

1. Bonnars have been displayed ot differsnt paints in the premises of Institute
2. Pamghlet & handbills have bean distributed in local newspapers.
3. Doorts Doorcampaign through staff membars.

Agenda Point: 2

Inthisregard it isstated that a new 06-maonth trade of fashion designing course have been
proposed to start in coming session 2014-15, due to the reagson the infrastructure is gvailable for

thiscourse

Agenda Point: 3
Certificate attached with.
Agenda Point: 4

It is stated that all observation regarding internal gudits have been resolved, No pending parg or

observation.
Agenda Point: 5
Copies attached
Agenda Point: 6
Copies attached

Agenda Point: 7
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Learner’s Activity

1. Open an existing Word document
2. Apply several different styles to different parts of your document
3. Apply a style set to your entire document

4. Modify an existing style

Teaching and Learning Material: Information Technology (Computer Operator) | 217



Module 2: Prepare Word Document

Learning Unit 15: Insert Table of Contents in a Word
Document

Overview

In this learning unit you will learn how to insert table of contents in the file. After completion of this learning unit
you will be able to insert table of contents from different available options.

1. Inserting Table of Contents in File

The procedure of inserting table of contents has the following steps:

1. Open the existing document and click on the References tab at the top of the screen.
W d9-0|s

Home Insert Fage Layout

References

[ Add Text ~ [[Inse 'j

2 Update Table AE Next Footnaote = =

Table of Insert Inse
Contents = Footnote = Show Notes Citatic
Table of Contents Footnotes la it

2. Place your cursor at the beginning of the document. This is the place where the table of contents will be
inserted. Click on the Table of Contents icon and select Automatic Table 1

[Ep Add Text - [y Insert Endnote - ) Manage S
| |27 update Table AE Next Footnote = = (R, Style: AP,
Table of Insert B Insert o
Contents = Footnote = Show Notes Citation - @4 Bibliograj
| BuiltI 15 & Bibliogre
Automatic Table 1
Contents
T

Heading 7 ...

HeEading 3 .o S S |

) ng
Automatic Table 2

ItOrs COIrec

Table of Contents
=rb tense, s
T
Heading 2 ...... " roofread, ¢
e .1 [lients requ

B TR & Fa

3. Notice that a table of contents has been inserted at the head of your document.
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Diploma In Infermation Technolog Semester-1(CH-3: Database Manageme em
using MS Access

Contents

3.3.1 Introduction to Database: . e e e 2
3.3.2 Definition of Database System: .. e e e 3
3.3.3 Properties and Benefits of Database Systemi. e 4
3.3.4 Components of Database Systemi . s e 4
3.3.5 Database Management System (DBMS) e 6
3.3.8 Whatis RDBIMIS T i re s mm e e s e e e e e 6
3.2 INTRODUCTION TO RDBIMS e e s s s s s s s s s mnm s smnmm s ne 7
3.3 RELATIONSHIP AND ITS TYPES. .o crrr s rr s mer s s s e s e mm e 10
3.4 RELATIONAL DATA INTEGRITY ..o vrrrr s rr s ser s e s e smnmm e e 13

2. Insert Table of Contents using Headings

The procedure to insert table of contents using heading toolbar has the following steps:

1. Open existing Word document.
2. Select the heading and apply heading style from the styles group in Home tab.

Review View
H A et ﬁLl 1'|'
= SR z AaBbCcDe  AaBbCeDc | AaBbCi| AaBb aaB
====- TMormal T Mo Spaci.. | Headingl | Heading2 Head

Paragraph u Styles

| —

i- | S Lt oc e e T e+ e ke o F e 0 4 |Headingl|[ At - B -
= i i T i T i T

3.3.1 Introduction to Database:
What is Data?

Raw facts and figures that are collected from different sources for some
specific purpose are called Data. Data is made up of text, numbers, images
which can be processed or stored by a computer. In order to understand it, it

Same like that apply heading styles on all the heading that you want to add in table of contents.
Click where you want to add table of contents.

Click on the Table of Contents icon and select Automatic Table 1.

Notice that a table of content has been added in the document.

ogkw
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Contents
3.3. 1 Introduction 10 Database o 5
3.3.2 Definition of Database Systemi . 5
3.3.3 Properties and Benefits of Database Systemi e e 7
3.3.4 Components of Database Systemii e 7
3.3.5 Database Management System (DBMS ) e e e 9
3.3.6 WhHhat is R BV S P i e et e e ma e n e na e 9
3.2 INTRODUCTION TO RDBMMS .o i siii e s mrmrm s mrm e s 10
o e 1= = -0 = = 10
3.2.2 Table s/ R elatioms e e e e ras e eee e eae s enm—ne—a e emane—n e am e 10
T = T o T == Lo - S 11
I B e o e S 11
T o 8 1= A 1= o ] - S 12
3.2.6 Key Attributes and Non Key Attributes. i 12
3.2.7 Degree and Cardimality: co i e e e 13

3. Purpose of Using Table of Content

If you don't like the
way the heading
styles look (eg, you
want a different font
or font size or color),
don't format the text
directly. Instead,
modify the heading
style.

A table of contents makes it easy for you, your collaborators, and viewers to quickly
navigate to a section of your document. Each item in your table of contents links to the
titled sections of your document that use the heading styles.

Creating a table of contents in a Microsoft Word document is a two-step process. First,
identify the text that you want to appear in the Table of Contents. Second, tell Word to
insert the Table of Contents. Having created your Table of Contents, you can then
customize it in several ways, to suit your needs.

You cannot generate any automatic tables without first using styles effectively
throughout your document. If you want an automatic table of contents you need to
label all of your chapter titles and front matter headings (e.g. “Dedication” and

“Acknowledgements”) in the style Heading 1. All major headings within your chapters should be labeled Heading
2. All subheadings should be labeled Heading 3, and so on.

Microsoft Word can scan your document and find everything in the Heading 1 style and put that on the first level
of your table of contents, put any Heading 2’s on the second level of your table of contents, and so on.
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4. Features of Table of Content

Update Table of Content:

If you added or removed headings or other table of contents entries in your document, you can quickly update
the table of contents.

1. On the References tab, in the Table of Contents group, click Update Table.

Zp Add Text ~
=¥ Update Table

Table of
Contents -

Table of Cantents

2. Click Update page numbers only or Update entire table.

Delete a table of contents:

1. Onthe References tab, in the Table of Contents group, click Table of Contents.

2. Click Remove Table of Contents.
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Summary of Module

222 |

Touch is typing without using the sense of sight to find the keys. Used to increase the typing speed.
Formatting of text Include the size, style, alignment of the text.

The MS Word page Set-up includes elements such as the page size, margins (Left, right, up, bottom),
number of columns, orientations.

Restricting and protecting a document ensures that you have the complete authority over its
progress. Data can restrict for formatting and editing in MS Word.

Word document can be set to mark and track changes you make to a document so that you or another
author can later review the changes.

Through Insert tab pictures, clip Art, shapes, smart Art etc. can be add in the document.

Word document can be save using Save, Save As options in the File tab and using short Key
CTRL+S.

Tables can add in the document to locate the images in their exact locations. Word tables are the
perfect easy way to display complex visual information in a page easily.

Adding hyperlinks to your document can help readers quickly access contact information, other parts
of the document and any additional information online that you want to share.

Mail Merge is a powerful tool for writing and sending a personalized letter or e-mail to many different
people at the same time.

Header is the text included in the top portion of the page separated from the main body of the text.

Footer is the bottom portion of the page which is separated from the main body of the text.
Section Breaks: create a barrier between parts of the document for formatting purposes.

Style sets include a combination of title, heading, and paragraph styles. Style sets allow you to format
all of the elements of your document at once, rather than formatting your title and headings
separately.
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Frequently Asked Questions (FAQS)

FAQ 1: What do you mean by touch typing?

Touch type is the ability of typing without looking at the keyboard. While using touch-typing,

AT all fingers are used instead of just a few fingers and it increases speed dramatically.

FAQ 2: Write names of Page Orientation?

Answer Portrait and Landscape.

FAQ 3: What is the Shortcut Key to Save a file?

Answer CTRL+S, is used to save a file.

FAQ 4. Which color indicates the spelling mistake in Word document?

Answer Red color wavy line below the text indicates the spelling mistake.

FAQ 5: Can we embed a file of other format in MS Word Document?

Answer Yeg, files with_ different file formats can be embedded in the MS Word document by using
Object button in the Insert Tab.

FAQ 6: Why we use comments in the MS Word file?

Answer Comments provide useful way to leave notes about parts of the document.

FAQ 7: For which purpose Bookmark is used?

Answer _Bookmark is_useq t(_) locate a specific point in the document. Using bookmark you can directly
jump to a point within the document.

FAQ 8: What is Smart Art?

Answer Smart Art allows you to visually communicate information rather than simply using text.

FAQ 9: From which tab you can apply page number on the document?

Answer Through Insert tab>Header & Footer group, page number option is available.

FAQ 10: Can you automatically add table of Contents in the Word File?

Answer Yes, you can add table of contents in the document from reference tab.
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Test Yourself!

Please mark the correct one from the given options. You can check your answer with the Answer Key at the

end of this module.
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Landscape is ?

A font style

Paper Size

To use Mail Merge, you will need a

Heading Style

Recipient List

Page Layout

Page Orientation

Stamp Field

Navigation Pane

To add text to the top of every page, you should use a

Right Margin

Header

In Word 2010, WordArt is always inside a
Text Box

Column

Shortcut Key to copy the selected text is
CTRL+S

CTRL+V

The Columns command is located on the
Insert

Home

You can change the font size with the
Font Size Box

Grow Font Command
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Footer

Left Margin

List box

Table

CTRL+C

CTRL+Z

Page Layout

Review

Shrink Font Command

All of the Above
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8. To save an edited document while keeping the original version, use

a Save b Save AS

c ALT+F4 d Close

9. To use more than one type of Margin and number of columns within a document, you
should use .

a Section Break b Page Break

c Even Break d Odd Break

10. The wavy line indicates a contextual spelling error.

a Blue b Green

c Red d Yellow
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Answer Key

MCQ Number Correct Answer
1 d
2 c
3 c
4 a
5 b
6 b
7 d
8 b
9 a
10 a
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Module 3: Preparing Spreadsheet

Learning Outcomes

After completion of this learning module, you will be able to:

Create workbook

Insert Sheet

Apply Basic formulas/ Functions
Create Chart / Graphs

Filter Data

Format Cells

Edit Worksheet

Insert Page break

Split Cells

Merge Cells
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Learning Unit 1. Create Workbook

Overview

This learning unit covers the procedure for creating workbook and spreadsheet, the

basic concept of Spreadsheets, types of spreadsheets in Excel and procedure for

creating workbook in Excel. After completion of this learning unit You will be able to Each Workbook is a

explain the types and uses of worksheets and the procedure of creating a worksheet. collection of
Worksheets, Each
worksheet is a
collection of rows
and columns.

1. Using Electronic Spreadsheet Program

A spreadsheet is a very interactive computer application for organization, analysis, manipulation and storage of
data in tables. Itis an electronic document in which data is arranged in the rows and columns of a grid
and can be manipulated and used in calculations. What makes a spreadsheet software program unique is its
ability to calculate values using mathematical formulas in cells.

2. Types and Uses of Excel Sheets

Most spreadsheet editing is now performed using computer software, such as Microsoft Excel or Apple Numbers.
There are certain types of spreadsheets commonly used to provide versatility in work.

1. Two-Dimensional Spreadsheets

Two-dimension spreadsheets consist of "cells"-a box holding one piece of data-arranged in rows and columns like
atable.

2. Three-Dimensional Spreadsheets

Modern spreadsheet applications allows for more than one two-dimensional sheets effectively stacking related
spreadsheets on top of each other and introducing a third dimension.

3. Arithmetic Spreadsheets

Spreadsheets often utilize arithmetic functions, such as automatically adding up all the values of one particular
column. These functions are necessary for budget and invoice spreadsheets.

4. Logical Spreadsheets

Some spreadsheets utilize logic functions, rather than arithmetic functions, to allow for deductive of inductive
reasoning.
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5. Object-Oriented Spreadsheets

=)

Creating a Workbook

Instead of using two-dimensional cells, some spreadsheets are organized by objects, which are variables with a
number of attributes attached. This allows the data to be viewed, analyzed and mapped in a number of different
ways.

Uses of Spreadsheets

Here

230 |

are some of the most commonly uses of spreadsheets.

Spreadsheets are used for simple lists and complex numerical calculations.

Spreadsheets change the information into detailed graphs to show a visual representation of the data.

Spreadsheets provide many sorting options to filter information.

Spreadsheet software is very versatile and can be used for both very simple and very complex tasks. Adding
or deleting items from a list, so the lists can be used many times.

The management of more complex data, such as earnings, expenses, budgets and other accounting, is
also made easier.

Spreadsheet Software includes features that can calculate complicated math, including everything from
basic addition and subtraction to percentages, taxes and multi-step problems. This makes spreadsheets
essential for businesses, self-employed people and anyone who needs to keep an account of expenses and
income.

Spreadsheet software also includes graphs and charts from the data provided within the table. This is good
for presentations, such as business meetings and research projects, and offers a fresh view of the data.
These graphs and charts are customizable and can be specific or general depending on the settings and
options chosen.

The information generated in a spreadsheet can easily be incorporated into electronic presentations, web
pages, or printed off in report form.
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Creating a new workbook

To create a new workbook, there are three different ways
Keyboard

1. It can open through a blank workbook. shorteut, to quickly
create a new, blank

2. It can also base a new workbook on an existing workbook.
. . workbook, press
3. Or it can create by using any other template. CTRL+N

1. Opening a new, Blank Workbook

Open MS Excel Software by double clicking on its icon.

Click the File tab.

Click New.

Under Available Templates, double-click Blank Workbook.

» | Blank Workbook

......

wwwww

Creating New workbook

It can also add and remove worksheets as needed.

2. Creating a New Workbook on an Existing Workbook

Click the File tab.

Click New.

Under Templates, click New from existing.

In the New from Existing Workbook dialog box, browse to the drive, folder, or Internet location that
contains the workbook that wanted to open.

Click the workbook, and then click Create New.

e

o
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Every workbook in
Ms Excel contains 3
worksheets by
default.

Home | Inset  Pagelayout  Formulas

&

Data  Review  View  FoxtReader PDF
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ste BL US| oA EE 5| SMergeaCenter~ || S - 3y |48 M Condtionsl Format Cel insert Delete Form: ~ ort & Find &
S Fomatpanter LidE a Elienea e % 2R omatting” asTavie- sues= | = - | 206 Fere Seea~
Gipboard g Font =) New from Existing Workbook =
Al - 5 - = — T )
- t T » Libraries » Documents » <%
A B c D Bl == P a R s T uj
1 Organize v New folder - 3 0
2 ~ =
3 & Microsoft Office B Docume e
5 ¢ Favorites
6 I Desktop
7 B Downioads |z | MyPaletes
3 % Recent Places S
9
Version Cue
10 5 Libraries B, Fetoide
u 5| Documents
2 & Music Visual Studio 2008
B &= Pictures | File foldes
14
= B videos
5
16 " =
18 Computer 3
17 s =5
18 Filename: proformas v | Al Bxcel Files -
= Took v | Crestelew [v [ Cancel
20 e
2
2
B
24
ps)

M4 » W] Sheet1 Sheet? “Sheet3 T3

Ready

Creating Workbook with existing one

3. Creating a new Workbook on a Template

1. Click the File tab.
2. Click New.

Do one of the following:

1. To use one of the Sample Templates

e Provided with Excel, under Available Templates, click Sample Templates and then double-click
the template that is needed.

e To use arecently used template,

e Click Recent Templates, and then double-click the template that wanted to open.

2. To useyour own Template

e On the My Templates, and then on the Personal Templates tab in the New dialog box, double-
click the template that you want.
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Creating with own Template
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Learning Unit 2: Insert Sheet

Overview
A worksheet or sheet is a single page in a workbook created with an electronic
spreadsheet program such as Excel. A worksheet is used to store, manipulate, and
Every workbook in display data. Each worksheet is composed of a very large number of cells which
Ms Excel contains 3 are the basic place for data in a file or workbook. This learning unit covers the
worksheets by procedure for describing different parts of a worksheet area and how to insert a new
default. worksheet in Excel. After completion of this Learning Unit you will be able to

describe different parts of spreadsheet work area, and to demonstrate the
procedure of inserting new worksheet in Excel.

1. Main parts of Spreadsheet Work Area

The Excel Window

Many items on the Excel screen are standards in most of the Microsoft software programs like Word,
PowerPoint, and previous versions of Excel, while some elements are specific to Excel.

Foxit Rfader gOF

Home | Insert

Pagelayout  Fomuls  Data  Review  View

o e r— = - y o
il Caliori 1 =iWrapTe General ij ﬁd 4 g e ;J Fru- 'i\l(
7 Jromsoua\[B 7 80 B 88 2| Tl 8- o[ ot o e v 5o
Clipboard L Font L) Alignment Title-Bar nunser & Styles Calls Editing
T W ] \
A B et T | 1 ) K L M N o P a R s T u
i :l
2
e —— Tabs
4
5 Ribbon
; Formula Bar
5 Cell
8 Column Headings
s Row Headings
10
i
12 3
14 Work Area
15
16
17
18
19
20
2 worksheets View buttons
2
B
u
%
W <> | sheet1 ~Sheet? ,Sheet3 £J 0 - ~ 0|
Ready | e — l ‘ B0 12& C——U——0)

Main Parts of Excel Sheet

1. Workbook

It is also called a spreadsheet, the workbook is a unique file created by Excel.
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2. Title Bar

Bookl - Microsoft Excel |o &3

Title Bar

The title bar displays both the application name and the spreadsheet file name.

3. Menu Bar

Home Insert Page Layout Formulas [Data Review View Foxit Reader PDF

Menu Bar, Tabs

The menu bar displays all of the menus available for use in Excel .The contents of any menu can be displayed
by left-clicking the menu name.

4. Column Headings

Column Headings

Each Excel spreadsheet contains 256 columns. Each column is named by a letter or combination of letters.

5. Row Headings

| k| —

Row Headings
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By default number of rows in office 2010, It Consists 65,536 rows in Each spreadsheet.

6. Name Box

B3 M

&

Name Box

It will show the address of the current selection or active cell.

7. Formula Bar

B3 v

e

Formula Bar

The formula bar displays information entered in the current or active cell. The contents of a cell can also be

edited in the formula bar.

8. Cell

Do you know!

Pagq_La'yout For'm.u|las
Press Shift+F11 =m e LBJ My
Keys and you will i 23 copy Catibr T A A
seea neW blank Pavste ,fFormat Painter | R N L v” E v” &_7 é vl
sheet similar _to Clipboard = Font = Alignment
above dsheet is B3 e £
opened.
P A B C D E F
1
2
s —
a
5
5]
7
8
]
LO
11
Cell in Excel sheet
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A cell is an intersection of a row and column. Each cell has a unique cell address. Like, In the picture above,
the cell address of the selected cell is B3. The heavy border around the selected cell is called the cell pointer.

9. Navigation Buttons and Sheet Tabs

|4 4 » w4 Sheetl / Shestz # Sheet3 /
]

I <

Mavigation Worksheets

Navigation Buttons and Work Sheets

Navigation buttons allows moving to another worksheet in an Excel workbook. They are used to display the
first, previous, next, and last worksheets in the workbook.

10. Workbooks and Worksheets

A workbook automatically shows in the workspace when Microsoft Excel opened. Each workbook contains
three worksheets. A worksheet is a grid of cells consisting of 65,536 rows and 256 columns.

2. Basics of Creating a Spreadsheet

Creating New Worksheet

When Microsoft Excel starts, three new blank sheets always open. But if the user wanted to start another new

worksheet while working on another worksheet, or closed already opened worksheet and want to start a new
worksheet. Here are the steps to create a new worksheet:

1. Creating New Worksheet in After Previous:

1. Click on the button mentioned below in figure. The new sheet will be inserted. In this method a new
sheet will be inserted after the previous sheet.
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Inserting New Worksheet in a Sequence

2. Creating new Spreadsheet on a Specific Place:

1. Right Click the Sheet Name and select Insert option.

Home Insert Formulas Review

Page Layout

Data View Add-Ins
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sheet
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< <« » > Sheeti She Sheat= =3 Tl<1 [ ]
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O Delete =
Rename

Move or Copy...
&g View Code
&3 Protect Sheet...
Tab Color >
Hide
irshid

Creating Worksheet at a Specific Place
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2. Now the Insert dialog will appeared with select Worksheet option as selected from the general tab.
Click Ok button

Insert " lf [

General | spreadsheet Solutions
o 3 .
Workaheet Chart  MSExcel40 MSExcel5.0 Preview
Macro Dialog
Preview not avaiable.
[  TempatesonOffice.com | [ ok | | cancsl

Select New Worksheet

The new worksheet will be created.
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Newly Created Sheet
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3. Entering Data in MS Excel Worksheet
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Entering Data in Cell

It is very easy to enter data in a worksheet.

e Click on the cell where the data will be inserted.
e Type the data in cell or it can also be typed in formula bar.
e The data will be inserted in the desired cell.
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Learning Unit 3: Apply Basic Formulas and Functions

Overview

There are a lot of formulas and functions used in Excel for calculations it is necessary

to understand the basic difference of these to concepts. A formula is a statement written

and calculated by a user and A function is a built-in code designed to calculate specific | It is important to

values. MS Excel is used for creating both formulas and functions. This learning unit | understand how

covers basic concept of creating Formulas and functions and how to use these | to create simple

Formulas and Functions in Excel. After completion of this learning unit you will be able | formulas and use

to demonstrate the procedure to apply different types of formulas and functions in an | of cell references,

Excel sheet. to maximize the
capabilities of Excel.

1. Basics of Creating Formulas

In Excel, each cell can contain one formula. When formula is entered in a cell, Excel calculates the result of that
formula and displays the result of that calculation .When entering a formula, make sure Excel knows that what is
want to do. Start a formula by typing the = (equals) sign, then the rest of the formula. If the equal sign doesn't
type the first, then Excel will assume that the user is typing either a number or a text. A formula can start either
with a plus (+) or minus (-) symbol.

Formula

A formula is a statement written and calculated by a user. Formulas can be as simple or as complex as the user
wants. A formula may contain values, references to cells, defined names, and functions.

All formulas must start with the equal sign. Like “=B4*C4”
Function
A function is a code designed to calculate specific values and is used inside formulas.

Functions are typed along with parenthesizes at both sides, where in the arguments (if any) are listed in between.
There are different types of functions are available in excel like Sum, IF, Average, Max, Min.

“=SUM( F4:G4)
Creating Formulas

There are different methods used for creating or inserting formulas in Excel. It can insert through predefined
formulas, using cell references or it can create through using point and click method.
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Excel uses different standard operators for equations, such as

a plus sign for addition ( +)
minus sign for subtraction ( -)
asterisk for multiplication ( *)
forward slash for division (/)
caret for exponents (")

Zl =9~ = Bookl - Microsoft Excel (Trial)
m Home Insert Page Layout Formulas Data Review View Foxit Reader PDF
B %C”t Calibri 1l v AN == = Wrap Text General -
Paste A copy BIU- H- &#~-A- E= ] M 8 o - g €0 .00 (o
S Format Painter u A- EE= erge & Center $ fo v | TEo S0 =
Clipboard Font Alignment MNumber
F11 - Jx
A B C D E F G H | J K
1 Simple Formulas in Excel
2
3 Addition + 4+04
a
5 Subtraction -
6
7 Multiplication *
8
9 Division
10
11 Exponent n =212
12
13
14

Using Basic Formulas

To Create a Simple Formula in Excel:
1. Select the cell where the answer will appear.

2. Type the equal sign (=).

3. Type in the formula that is wanted to be calculates.
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SUM - K ~ f | =3000/750
A B - D E

1 Total cost per Item

2 |Total No. of LCD's 750

3 price per item 3000

4 total Cost /LCD =3000/750

5

&

7

8

g

10

11

Creating Simple Formula

4. Press Enter. The formula will be calculated, and the value will be displayed in the cell.

B4 - J= | =3000/750
A E C D If the result of a

formula is too large
to be displayed in a

. Total cost per Item 10 e displayed in.

2 Total No. of LCD's 750 as hash or number

. . SigNSs (HH#HHHH)

3 price per item 3000 instead of a value.

4 total Cost /LCD 4

3

]

7

8

Creating Simple Formula

Sometimes ###HHH# sign appears when a formula is calculated. This means the column is not wide
enough to display the cell content. Just Increase the column width to show the cell content.

e Creating formulas with cell references

The cell where the formula being applied contains a cell address, it is called a cell reference. Creating a
formula with cell references is useful because it can update data in worksheet without having to rewrite the
values in the formula.
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To create a formula using cell references:

arwNE

6.

244 |

Select the cell where the answer will appear.

Type the equals sign (=).

Type the cell address that contains the first number in the equation.
Type the desired operator in formula. For example, Addition + sign.
Type the cell address that contains the second number.

SUM - K " Jf| =B2+B3
A B C D E
1 Total cost per ltem
2 Total No. of LCD's 750

3 price peritem
4 total Cost /LCD
5

\ inserting Formula

L= = RN R = ]

Inserting Formula Using Cell Reference

Press Enter. The formula will be calculated, and the value will be displayed in the cell.

B4 - ) | =B2+B3
A | B | C D
: Total cost per Item
2 Total No. of LCD's 750

3 price peritem

total Cost /LCD

calculated result

nmqmm‘h‘

Using Cell Reference
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e Creating aformula using point-and-clicking:

In this method the formula will be added through point and click. In this method after inserting equal sign cell
reference will be included in formula by clicking on the desired cell.

oahNWDE

Select the cell where the answer will appear.
Type the equals sign (=).

Click the first cell to be included in the formula which is wanted to be included.

Type the operator according to formula. For example, type the multiplication sign (*).
Click the next cell in the formula.

2 Item

3 Long shirt

4 [total
5

(=D = R = ]

Using Point and Click

6. Press Enter. The formula will be calculated, and the value will be displayed in the cell.

| ca fe | =B3*C3
A C E F

1

2 Item Hours Rate

3 Longshirt 3 500
4] Total 1500)

)

6

7

2

=)

10

11

e Editing a Formula:

Using Point and Click method

1. Click on the cell that is wanted to be edit.
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2. Insertthe cursorin the formulabar, and edit the formula as desired. Or it can also edit by double-
clicking the cell to view and edit the formula directly from the cell.

3. Press Enter.

4. The new value will be displayed in the cell.

SUM - v i =Ba*c3l
A B D E F |

1

2 Item Hours Rate

3 Long shirt 3 LY
4| Total =B3*C3|

5

6

7 Edit a Formula from

2 Formula bar or Cell

10
11

Using Formula Bar

2. Using Functions in Excel

Basic functions

A function is a predefined built-in formula that performs calculations in a particular order using specific
values. One of the major benefits of functions is that they can save time because we do not have to write
the formula. Excel has hundreds of functions.

A Function has different parts. To use these functions correctly, It is necessary to understand the
different parts of a function and how to create arguments in functions to calculate values and cell
references.

The parts of a function:

Each function in Excel has a specific order called syntax It is necessary to understand the order of the
function to work correctly. The basic syntax to create a formula with a function is :

e insert an equals sign (=)

e function name (SUM, for example, is the function name for addition),

e Argument. Contains the information about formula to calculate, such as a range of cell
references.
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Sum - (% ¥ £ =sum(sa:c3)
A B C D E
Item Hours Rate
Long shirt 3 500]
I Total =SUM(B3:C3) |

Equal sign |Function I |Argument5 I

A Function's Parts
Working with arguments:

Arguments must be enclosed in parentheses. Individual values or cell references inside the parentheses
are separated by commas.

e Colons create a reference to a range of cells.
For Example

e AVERAGE ( H4:K4)

Using Simple Functions:
Creating a basic function in Excel:

1. Select the cell where the answer will appear.
2. Type the equals sign (=), then enter the function name (SUM, for example).

i - O T T o LT ™ Wi rosott Excel (Trial) " —
Home Insert Page Layout Formulas Data Review  View Foxit Reader PDF
*CUt 11 ov A AT =1 Wrap Text - jgg : ¥ | =
Paste i B 7 U H Sy A ﬂm;‘.—,; & Center $ LAY C nal Format Cell In:
# Format Painter - ) . Formatting - as Table - Styles
Clipboard £l Font Alignment Number Styles
SUM 0 KV A sume
A B C D " E F G H 1 1 K L M N
1
2
3 Result Card
Obtained
4 Roll No. |Name Urdu English  |Math Marks Total marks
5 1JALl 67| 56| 67| =SUM
6 2|AHMAD 68 60 70 [ & [ Adds all the numbers in a range of cells |
7 3[KAMRAN 80| 78 67|
8 A[AMMAR
2 S[AMINA
10 6
11 7
12
13
14
15
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Creating Basic Function

3. Enter the argument inside the parentheses.

Zd9- = Bookl - Microsoft Excel (Trial)
Home | Insert Page Layout Formulas Data Review  View  Foxit Reader PDF
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Paste macomr B 7 U- H- &-A- = i Merge & Center | $ ~ % v %8 5% mmninal Ffff« c:\d I
- < Fommat Painter = A= ge & tenter N % | Eormatting - as Table ~ Styles =
Clipboard Font Alignment Number Styles
H5 - £ =sumies:as) ) Calculated Sum
A B = ) E F G H 1 J K L M N
1
2
3 Resultard
\ Obtained
4 Roll No. |Name Urdu English  |Math Marks Total marks
5 1ALl 67| 56 67| 190|
6 2|AHMAD 68| 60| 70| 198|
7 3|KAMRAN 80| 78 67| 225
8 4|AMMAR 67| 63| 60| 195
9 5|AMINA 56 56 65) 177|
10 6|
11 7|
12
13
14
15
16
17

10

Using SUM Function

4. Press Enter, and the result will appear.

Using AutoSum to Select Common Functions:

The AutoSum command allows to automatically returning the results for a range of cells for common
functions like SUM and AVERAGE.

Using AVERAGE Function:

Select the cell where the answer will appear.

Click the Home tab.

In the Editing group,

Click the AutoSum drop-down arrow and select the function you want (Average, for example).

el N
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2 AutoSum

x  5um
Format
- Average
Count Mumbers
Max
K Min

More Functions...

Using Auto Sum Function

5. A formula will appear in the selected cell. If logically placed, AutoSum will select your cells.

Xldo~-®- |5 Bookl (version 1) [Autosaved] - Microsoft Excel (Trial)
Home Insert Page Layout Formulas Data Review View Foxit Reader PDF
4 T A . = - - =
P o B r U Sy A $ <, Cell Insert C
5 # Format Painter = = = styl
Clipboard ) Fogt Alignment Number
SUM ~ (= % « f| =AVERAGE(E5:G5) | e
A B € D e e e G 1 3 K L ™ N
1
2
3 Result Card Applying AVERGE Formula
Obtained
a Roll No. |[Name g% [Trragks Avi Total marks
B 1|aul | | 67| 56| s7] | ZAVERAGE(ES:GS)
5 2|AHMAD sl sol ol J 195
7 3[KAMRAN 80 78 67 225
E 4[AMMAR 67 [ 50| 195
B} s|amina 56 56 65| 177
10 5|
11 7
12
13
14
15

Using AVERAGE Function

6. Press Enter, and the result will appear.

Using Complex Functions:
Using IF Function:

e Select the cell where the function will be applied.

e Click on EI button or go on Formulas tab, then Insert Function.
e Select the IF functions from the list.
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F IR EBAE Q@B

Insert AutoSum Recently Financial Logical Text Date & Lookup & Math Mare

Mam

A3 Define Name ~

£ Use in Formula

Function - Used = - - Time = Reference = & Trig * Functions = | Manager B Create from Selection
Defined Names

Function Library

f:‘“ Tr
E'Cf Tr

SR

1 ]
\verage Remarks
63.33333333|=

3]
75
65
59

15 - x o E] -
7T A | B InsertFunction ? _EZ
1 Search for a function:
2 - _— "
Type a brief description of what you want to do and then dick -
; s e
Or select a category: | Most Recently Used IZ|
a
z Select a function:
SUM -
6 AVERAGE =
7 e F
HYPERLINK ‘ ‘
8 COUNT b
q MAX
SIN v
10 IF(logical_testvalue_if_truevalue_if_false)
1 Checks whether a condition is met, and returns one value if TRUE, and another
12 wvalue if FALSE.
13
14
15 Help on this function [ oK J [ Cancel
16
17 .

Using IF Function
e Click OK button.

After Clicking OK a window will appear.

IF - XV & | =IF(H5>150," PASS","FAIL")
A B c D E F G H ] il K L
1
2
3 Result Card
Obtained
q Roll No. |Name Urdu English  |Math Marks Average Remarks
5 1AL 67 56 67 190| 63.33333333[S","FAIL")
6
7 Function Arguments L@ = |k
8 I I
9 Logical_test H5:150 TRUE |
10 Value_if_true | "pAss” PASS” i
L Value_if false “FalL™ “FAIL™ -
12 i
13 = "PASS”
14 Checks whether a condition is met, and returns one value if TRUE, and another value if FALSE. 1
15 Value_if_false is the value that is returned if Logical_test is FALSE. If omitted, FALSE
is returned.
16
17
18 Formula result = PASS
20
21
22
23

Using IF Function

e Give the logical test, then True or False conditions in the given boxes.

e Click OK the function will be applied.
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Learning Unit 4: Create Chart / Graphs

Overview

This learning unit covers the procedure for creating different types of charts. After completion of this learning unit
You will be able to describe different types of Charts/ Graphs and to describe the procedure of creating and
modifying these charts and their elements and also using of sparklines in Excel.

1. Charts/Graphs and their Use in Excel

A chart is a tool that is used in Excel to present data graphically. A chart, also called
a graph, is a graphical representation of data, in which the data is represented by
symbols, such as bars in a bar chart, lines in a line chart, or slices in a pie chart. A
chart can represent numeric data, functions or some kinds of qualitative structure and
provides different information. There are many types of chart / Graphs used in Excel.

A chart is a visual representation of data. By using elements such as columns, or
lines, a chart displays series of numeric data in a graphical format.

Excel Chart Types

MS Excel has different types of charts as shown in the picture below.

Do you know!

Charts are (called
graphs in math
class) visual
representations of
worksheet data.

‘gl]l]l
T

Side By Sida Bar 30 Stached 100% |

s!!,!]!

Bar Stacked Bar Stacked 100%.

FLTY LY

Side By Side Bar Stacked

\ Sido By Side Bar Stacked 100% |

Ilhh

-

&>

| S——

Scatter Line

h—_

\}'\,

l'i‘

Step Lre T

l'(“/
-~

Ares Sacked 100%

1% <Cj

h-i.—_

Splne Area Stadked

| Sphim ares Stacked 100%

kl

Spine Ares 30

)| E

Sprerea D Facked | | Spkoe Avea 30 Stacked 100%

Chart Types

Identifying the Elements of a chart

A chart consists of different parts. These are:
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_ Fiction Book Sales
Chart Title
$120,000.00
$100,000.00
() Data Series
$80,000.00 Chart Lege
w )
_E -/ Verticl Xis W Young Adult
g $60,000.00 Classics
I': H Mystery
§ $40,000.00 m Romance
© W 5ci-Fi & Fantasy
$20,000.00
$0.00
2006 2007 () 2008 2009 2010
Elements of a Chart
1. Chart Title

A chart Title describes what the chart is illustrating.

2. Vertical Axis

The vertical axis is also known as they axis. It is the vertical part of the chart. IN the above picture,
a column chart, the vertical axis measures the height or value of the columns, so itis also called the value axis.
However, in a bar chart, the horizontal axis would be the value axis.

3. Horizontal Axis

The horizontal axis is also known as the x axis. It is the horizontal part of the chart. In the above picture, the
horizontal axis identifies the categories in the chart, so it is also called the category axis. However, in
a bar chart, the vertical axis would be the category axis.

4. Data Series

The data series consists of related data points in a chart. If there are multiple data series in the chart, each will
have a different color or style. Pie charts can only have one data series. In the above picture, the green columns
represent the Romance data series.

5. Legend

The legend identifies which data series represents through which color. For many charts it is necessary, but

for some charts it may not be necessary and can be deleted. In the above picture, the legend allows viewers to
identify the different book genres in the chart.
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2. Creating a Chart in Excel

Creating a Chart

1. Select the cells that are wanted to chart, including the column titles and row labels. These
cells will be the source data for the chart.

Al - I | Result Card
A B C D E F G
1
2
3
Obtained
4 Roll No. |Name Urdu English |Math Marks Average
5 1ALl 67 56 67 190| 63.33333333
6 2|AHMAD 63 60 70 198 66
7 3|KAMRAMN B0 78 67 225 75
8 4| AMMAR 67 68 60 195 65
9 S|AMINA 56 56 65 177 59
10 6lAmreen 67 40 60 167| 55.66666667
11 7
12
13
14
Creating Chart
2. Click the Insert tab.
3. Inthe Charts group, select the desired chart.
X9 -o-|= Bookl (version 1
Insert Page Layout Formulas Data Review View Foxit Reader PDF

PivotTable Table

Tables

Illustrations

il @ Sy

Picture Clip Shapes SmartArt Screenshot | Column  Line
Art - - -

Pie Bar

Charts

Area Scatter

¢
]

Al

I | Result Card

Column

Insert a column chart.

Column charts are used to compare
values across categories.

4 Roll No. |Name Urdu English |Math Marks Average

5 1ALl 67 56 67 190| 63.33333333
6 2|AHMAD 68 60 70 193 66
7 3|KAMRAN 20 78 67 225 75
3 4|AMMAR 67 68 60 195 65
9 S|AMINA 56 56 65 177 59
10 6|Amreen 67 40 60 167| 55.66666667
11 7

Selecting Chart

4. Select the desired chart type from the drop-down menu (Clustered Column, for example).
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o o= Bookl (version 1) [Autosan

“_Home Insert Page Layout Formulas Data Review WView Foxit Reader PDF

== = ElE O 1 [
F O G B8 0P 2 & |(all| X & S da |- Q|
PivotTable Table Picture Clip Shapes SmartArt Screenshot | [Column| Line  Pie Bar  Area Scatter Other
- rt - - - - - - - - Charts -
Tables Tilustrations 2-D Column =
AL - # | Resultcard
a B c [ 3 |[Ei[i ||_E_ﬂ H_Eﬂ 1 )
1 3-p| Clustered Column
2
Compare values across categories
3 H by using vertical rectangles.
. Q Use it when the order of categories
4 Roll No. |Name Urdu Math N Cyli s not important or for displaying
s 1A 571 S6| 571 item counts such as a histogram.
6 2|AHMAD 68| 60, 70, |
7 3|KAMRAN 80, 78 &7,
8 4|AMMAR 67 68 60| | Cone
9 s|lamina 56, 56, &5 g
10 6|Amreen &7 40 60 H_L_m |J_ [ ‘ [ | /
11 7| -
> Pyrami
= Wbin| [1aA | JAA| | b
1 Lol | \ |
15
ally  anchart Types...
16

Selecting a Chart type

5. The chart will appear in the worksheet.

Change  Save As Switch  Select ™) | & J'Ll,i,u!‘ ; ‘II II |- - |

‘hart Type Template Row/Column Data

Type Data Chart Layouts
Chart5 s £ |
ey B C D E F G H 1
1
2
3
Obtained
1 Roll No. [Name Urdu English  |Math Marks Average
5
5 66
7 — —
8
3
0
1
2
B B Urdu
A W English
2 = Math
6
|7
8
]
]
1 L AL AHMAD  KAMRAN  AMMAR ARIN A Amreen )
2

Inserting Chart
Using Different Charts in Excel

The steps for creating a basic column chart in Excel are:

e Select the data which wanted to be in the chart. Insert row and column headings but not the title for the
data table.

Click on the Insert tab of the Ribbon.

In the Charts box of the ribbon, click on the Insert Column Chart icon to open the drop down list of
available chart types.

e Hover mouse pointer over a chart type to read a description of the chart.
Click on the desired chart.

A plain, unformatted chart that displays only the columns, representing the selected series, a default chart title,
a legend, and axes values, will be added to the current worksheet.
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Result Sheet For Class 9th

= urdu
m Engiish
N Math

v =0 2

1 2 3 a 5 5 7

Roll No.

Column Chart

Working with Sparklines in Excel

Sparkline is a New feature in Microsoft Excel 2010. A sparkline is a small type of chart in a worksheet
cell that provides a visual representation of data. Sparklines are used to show trends in a series of
values, such as seasonal increases or decreases, economic cycles, or to highlight maximum and
minimum values. It is necessary to position a sparkline near to its data for best impact.

Creating Sparklines

Generally, there is one sparkline for each row, but it can create as many as needed in any location. Just
like with formulas, it is usually very easy to create a single sparkline and then use the fill handle to
automatically create sparklines for the remaining rows.

1. Select the cells where sparklines will be applied.

2. Click the Insert tab.

3. Inthe Sparklines group, select Line. A dialog box will appear.

Line :i QJ A
| — ] |
Column
Slicer | Hyperlink Text
[ Win/Loss Box

Filter Links

Sparklines

Insert Line Sparkline

Insert a line chart within a single 1
cell.

Inserting Sparklines

4. Make sure the insertion point is next to Location Range.
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5. Click the on the desired cell.

s - k| 67
A B & D E F G H | J K L M
1
2
3 Result Card
I I I
| 2 o)
4 RollNo v [Name v |Urdu  ~|English ~ |Math + et Sekingg -
5 1AL 67 36| 67 Choose the data that you want
6 2|AHMAD 68 a0 7 i = Select the Cell where the
U /A MIBAN il 7 4 sparkline will be created.
8 4|AMMAR 67 50| 60 Choose where you want the sparklines to be placed
2 EAMINA i ] ] ocation Range: \
10 6
11 7 Insertion point
.
13 Y

Insertion Point of Sparklines

6. Click OK. The sparkline will appear.

L
)
3 Re

hbtained
1 RollNog *|Name - |Urdu - |English ~ |Math Sparklines vWarks | |Remarks -!|Total mark ~
3 1ALl 67 56 v 190|PASS 300
3 2| AHMAD 68 60, —— 198|PASS 300
7 3|KAMRAN 80 78] —\ 203|PASS 300
3 4|AMMAR 67 50 \!—.ﬁ e 177|FAIL 300
3 3|AMINA 36 56 — ~ 177|FAIL 300
0 6 Sparklines
1 7
2
3

Inserting Sparkline
Changing the Sparkline Type
1. Select the Sparkline that is wanted to change.
2. Locate the Type group in the Design tab.

3. Select the desired type.

| — —_  [#] High Point

M -'hl_ -IE L::uwF‘::uint

Line |Column|Win/Loss

|:| Megative Points
Jm_%'e Show
H2 Convert to Column Sparkline

Change the selected sparkline
group to a column sparkline.,
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Changing Sparkline Style
4. The Sparkline will update to reflect the new type.
o _ . _ l
- E_u

Column Type Sparkline

3. Modifying Chart Elements

When a Chart is inserted the Chart Tools, Format tab in Excel 2010 contains command buttons that make it
easy to format any selected chart element. Excel gives a choice of methods for selecting individual chart

elements.

Selecting Individual Chart Elements:
Click the element directly in the chart to select it.

Click the name of the chart element.

of the arrow keys.

Use the ScreenTip that appears at the mouse pointer to identify the chart object.

On the Chart Elements drop-down list in the Current Selection group on the Format tab.
After selection of an element, it can cycle through and select the other chart elements by pressing any

Al 9 - ¢ - [FNE ookl (version 1) [/ d] = Microsoft Excel (Trial) —
Home Insert Page Layout Data Review View Foxit Reader PDF

Chart Title - =N = = i n
—_— PR w) D] o] (] (M) faw] ] TORE i

hart Area -

Chart Title Shapes Text  Chart Axs legend Data Data  Axes Gridlines  Plot Trendline Error
H tal (Cat o - Box. Title = Titles ~ - Labels » Table = - - Area~ - Bars v

orizontal (Category) &ds Insert Labels Axes Backgroun

Horizontal {Category) Axis Title

Legend i ————— Salect any Chart Element here

Plat Area D 3 F G H ! J M N

| Vertical (Value) Axis

[Vertical (Value) Axis Major Gridlines

[Vertical (Value) Axis Title

Result Card

Series “Urdu’®

Obtained
Marks =

Series “English®
Series "Math” -

English ~ [Math ~ Remarks -!|Total mark ~

o

Modifying Elements of a Chart

When an element is selected in the chart itself a selection handle appear around it and its name appears in the

Chart Elements box on the Format tab.
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1. Changing in any Chart Element Using Chart Tool Format Tab

After select a chart element, can be made any of the following changes to it:

e Format the element by selecting the appropriate command button.
¢ Inthe Shape Styles group or by clicking the Format Selection button to open the Format dialog box
and use its options to make the desired changes.

2. Moving Chart Element

It is easy to move any element of a chart by select and drag the element.

e Move the element within the chart by positioning the arrow head pointer over the element and then
dragging it around. With some elements, such as the legend, selection handles are used to resize or re

orient the object.

3. Removing any Chart Element

It is very easy to Remove the element from the chart by pressing the Delete key.

e Select any element in the chart which is wanted to be removed.
e Press the delete key from the key board.

4. Changing the Display of Chart Axes

The chart axes can easily be modified. There are two axes on a chart.

e \Vertical Axes
e Horizontal Axes.

Modifying Horizontal Axes

Select the horizontal Axes.

Under the chart tools group, click on Layout tab.

Click on Axes drop down button.

Click on second option Primary horizontal Axes.

Select and apply the desired option from the sub menu (For example, show axes left to right).

agrONE
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icr cel (Trial Cha —
eview View Foxit Reader PDF Design i Layout i Format
1
o] (8] | ] ] J k4 [« J ] | 2
Chi
1 Data Data Axes |Gridlines Plot  Chart Trendllne Lines Down  Error
Labels ~ Table ~ 2 ~ Area~ Rot Bars =
£ @ Primary Horizontal Axis » None P
— % ; )
@ Primary Vertical Axis 13 i Do not display Axis
G H I Show Left to Right Axis i (o]
|l Display Axis Left to Right with Labels
Show Axis without labeling
|l | Display Axis without labels or tick
marks
n Show Right to Left Axis
~ |[Remarks  -!|Total mark - llnl|  Display Axis Right to Left with Labels

Mare Primary Horizontal Axis Options...

Modifying Horizontal Axes

6. Axes will be changed.

Modifying Vertical Axes

Select the Vertical Axes.

Click on Axes drop down button.

agrwONE

[ (Trial) T Cha

w Foxit Reader FDF

Click on second option Primary vertical Axes.
Select and apply the desired option from the sub menu (For example, show axis in Million).

P ——————

Design i Layout i Format

Under the chart tools group, click on Layout tab.

3 (] ] QJJ

JJJ_JZ’;Z'.

ta Axes | Gridlines Plot  Chart Trendllne Lines 1 Error
le~ 2 ~ Area~ Rat Bars =
___L|[®] Primary Horizontal Axis » faround Analysis Pri
@ Primary Vertical Axis b None
H f iri!'l Do not display Axis N o
Show Default Axis
il'ifi Display Axis with default order and
labels
T Show Axis in Thousands
jlm | Display Axis with numbers
L Total mark = represented in Thousands
Show Axis in Millions

anoon0]

IR E
i SR

i

®m Urdu

Display Axis with numbers
represented in Millions

Show Axis in Billions

Display Axis with numbers
represented in Billions

Show Axis with Log Scale
Display Axis using a log 10 based
scale

Maore Primary Vertical Axis Options...

Modifying Vertical Axes
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6. Axes will be changed.

5. Adding Data Labels to a Chart

The data labels are added to an Excel chart to help identify the values shown in each data point of the data
series. Excel provides several options for data labels formatting.

Use the following steps to add data labels to series in a chart:

1. Click anywhere on the chart that is wanted to modify.

2. Onthe Chart Tools Layout tab, click the Data Labels button in the Labels group.

A menu of data label placement options appears:

None: This is the default choice; it means you don't want to display data labels.

Center: This is used to position the data labels in the middle of each data point.

Inside End: This option is used to position the data labels inside the end of each data point.
Inside Base: This is used to position the data labels inside the base of each data point.
Outside End: This is used to position the data labels outside the end of each data point.

6. Applying Data Labels

. Select the place where data label wanted to be placed.

To quickly remove a

legend or a legend
entry from a chart, . On the Chart Tools Layout tab, click Data Labels and then More Data Label

select it, and then Options.
press DELETE.

. The Format Data Labels dialog box will appear. It can use the options on the
Label Options, Number, Fill, Border Color, Border Styles, Shadow, Glow and Soft Edges, 3-D
Format, and Alighment tabs to customize the appearance and position of the data labels.
e Alabel can be changed to show the Series Name, the Category Name, or the Value.
e Customize and change any additional options and then click Close.
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™ e B | ookl (version 1) [Autosaved] = Microsoft Excel (TrTaﬂ'—‘ Chart Toold
m Home Insert Page Layout Formulas Data Review View Foxit Reader PDF Design Layout
Vertical [Value] Axis Majo ~ ] - [A = B iy i
¥, Format Selection L/ LTJJ L = ilni = L il il |
Srerectormensope | P apes ot | Gt s teamnd| Gatp ) Daa | e Grdines | Pel_ i

When you click one

Chart 10 - I~ b :;r:ct-)‘fjanata Labels for Of the display
A B [+ D E F ‘Center I i
D I Data Label d iti
1 R options, the legend
2 R It Card Inside End h I
esu ar ositic d p
: rd ] S Dot o s o moves, and the plot
Inside B H

4 RollNg - |mame [~ |urdy - |Engiish - |viath |- [marks | Display bata tabets and osition area automatically
5 1lau 67| 56 67| 19 inside the base of data point(s) .
© 2SN AT = 2 G = Sit;:yg[![:t: Labels and position adJ UStS’ tO
7| =Lk Sl = M 20 outside the end of data point(s) .
CHI store pate Laber Options.. accommodate it. If
9 it .
10— you move and size
11

the legend by using

ﬁ l‘! "! the mouse, the plot

2 o area does not

5 automatically adjust.
2

21

Data Labels

7. Adding or Removing Titles in a Chart

For making a chart easy to understand, titles can be added to it, such as a chart title and axis titles, to any type
of chart. Axis titles are generally available for all axes that can be displayed in a chart. Some chart types (such
as radar charts) have axes, but they do not display axis titles. Chart types that do not have axes (such as pie
and doughnut charts) cannot display axis titles either.

Ali Computersdaily sales per item

®LCD's

* Mouse

-l

1/6/2015

= speakers

’ = Mother board
B » Keyboards

!

2/6/2015

® Microphones

3/6/2015 total

Adding Chart Title

A chart and axis titles can also be linked to corresponding text in worksheet cells by creating a reference to
those cells. Linked titles are automatically updated in the chart when the text is changed in corresponding
worksheet. A chart titles can be removed if it does not need.
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8. Adding a Chart Title Manually

1. Click at the chart to which the Title wanted to add.

2. Chart Tools, the Design, Layout, and Format tabs will appear.

3. Onthe Layout tab, in the Labels group, click on Chart Title.

4. Click on Centered Overlay Title or Above Chart.

5. Inthe Chart Title text box, type the text that is wanted to be added.
9. Adding a Legend to a Chart
Show or hide alegend

Click the chart in which the legend is wanted to show or hide.

1.
2. Click on Chart Tools, Design, Layout, and then Format tabs.
3. Onthe Layout tab, in the Labels group, click Legend.

- i
| o] [og] o] |

Chart Axis Legend Data Data
Title = Titles r Labels ~ Table -

Labels

Do one of the following:
To hide the legend, click None.
To display a legend, click the display option that is want.

o g &

Modifying Legend Entries on the Worksheet
1. Click the cell that contains the name of the data series that appears as an entry in the chart legend.

2. Type the new name, and then press ENTER.
3. The new name will automatically appear in the legend on the chart.
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Learning Unit 5: Filter Data

Overview

Filtering is a technique used in Excel to pick up a specific data that is required. Filtering
data in a spreadsheet means to set conditions so that only certain data is displayed. It
is done to make it easier to focus on specific information in a large database or table of
data. This learning unit covers that what is filter and what are its uses in Excel also it
will cover the procedures of applying filter using different methods. After completion of
this learning unit you will be able to apply filter using more than one column, using Auto
filter applying and reapplying a filter.

1. Filtering Data

Filters are used to narrow down the data in a worksheet and hide parts of it from view.
It may sound a little like grouping, filtering is different because it allows us to qualify
and display only the data that is of interest. For example, you could filter a list of
Students to view only those who get the marks in between 300 and 340 out of 500. You
could also filter a list of Employees who got the salary above 30,000.Filters can be
applied in different ways to improve the performance of a worksheet. It can filter text,
dates, and numbers. It can use even more than one filter to further narrow the results.

2. Filtering Data by more than One Column

A Filter button =¥
means that a filter is
applied.

To see more items
in the list, drag the
handle in the
bottom-right corner
of the filter gallery to
enlarge it.

Data can be filtered from different columns in Excel. For this purpose there is an Advance filter option is
provided under the DATA tab. For creating filter from using different columns do the following:

1. Create the criteria field in an area, like in the example given below

Al - Je | product
A B = D H
1 |product order total price |name
2 Keyboards <30 L= Set your Conditions
3 LCD's Ali
4 speakers =1000
3
6 Ali Computer Shop Daily sale per item
7 product order total price |name
8 LCD's 30 A000(Ali
9 Mouse 40 200|Ali
10 Mother board 23 5000|Nadeem
11 Keyboards 35 300|Ahmad
12 speakers 25 1500|Ali
13 Microphones 16 1000|Ahmad
14
15

16

Advance Filtering
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2. Select the data range that want to filter, and click Data tab then Advanced.

Formulas Data Review View Kutools Enterprise
|_£] Connections | % G Clear =
2] ARPIF Sa=
5 Properties f_; Reapply =
Refresh il sort Filter 7 Text to
All= == Edit Links A Advanced | columns
Connections Sort & Filter

3. In the Advanced Filter dialog box, click E]button beside Criteria range to select the criteria.

A2 - J= | product

A B & D E F G H 1
1 |product - lorder ~ |total pric ~ [name 'J
2 Keyboards <30 ! M

ey - : Advanced Filter &Iﬂ
3 ILCD's Ali I}
4 ispeakers | (1000 | J Acton
5 (@) Eilter the list, in-place
6 Ali Computer Shop Daily sale per item () Copy to another location
7 product order total price [name List range: SAS1:EDE13
: "
8 |LCD's 30 4000|Ali Criteria range: | Sheet5!$AS2: SD84|
9 Mouse 40 200(aAli
Copy to:

10 Mather board 23 5000|Nadeem
11 Keyboards 35 300{Ahmad [] unique records only
12 speakers 25 1500|Ali
13 Microphones a6 1000|Ahmad

14

Giving Criteria Range

4. Then click OK, and it displays the filtered results.

A B C D
T‘product arder total price [[name
9 |Mouse 25 2000| Al
12 speakers 25 1500 (Ali

Advance Filter Result

3. Using Auto Filter and three types of Filters

Using AutoFilter, you can create three types of filters: by a list values, by a format, or by criteria. Each of these
filter types is mutually exclusive for each range of cells or column table. For example, you can filter by cell color or

by a list of numbers, but not by both; you can filter by icon or by a custom filter, but not by both.

Using Auto Filter:

1. Click inside a table, and then choose Filter in the Sort & Filter group of the Data tab
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Obtained
Roll No ~ [Name ~ (Urdu -~ |English = |Math = |Marks - |Remarks - |Total mark ~

Filtering Data

1. Click OK.

2. Inthe table header, the filtering arrow changes to this icon 7| that indicates a filter is applied.

Selecting from a list of values

3. Click the arrow L™/ in the table header of the column that is wanted to filter.
4. In the list of text or numbers, uncheck the (Select All) box at the top of the list.
5. Check the boxes of the items that is wanted to show in the table.

Zv SorthAtoZ
%) sotztoa
Sort by Color

Text Filters

[ KAMRAN

Select List of Values

Filtering by Criteria:

-

Click the arrow in the table header of the column that is wanted to filter.

Click Number Filters, if the column has numbers.

Pick the desired filtering option, and then enter filtering conditions.

For example, to show numbers that is above a certain amount, pick Greater Than Or Equal To, and then
enter the number in the box.

PownE
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Show rows where:

I is greater than or equal to |Z| 200 E

aARd
=]

Use ? to represent any single character
Use * to represent any series of characters

Customized Auto Filter

(To filter by two conditions, enter filtering conditions in both sets of boxes, and pick And for both conditions to be
true, and Or for either of the conditions to be true.)

Filtering by Format

Filters can also be applied on colors if there is used of Conditional formatting.

1. Click the arrow |/ of the column that has color formatting or conditional formatting applied.
2. Click Filter by Color and then pick the cell color, font color, or icon wanted to filter by.

Obtained

Urdu  ~ [English ~ |Math |~ |Marks Iz‘ Remarks - |Total mark =
‘% Sort Smallest to Largest PASS 300

_ ﬁ Sart Largest to Smallest PASS 300
1 Sort by Colar » |PASS 300|
| FAIL 300)
. nacc 200

] sdic i i " | Filter by Cell Color ool
: Mumber Filters * I:l @
_ » [ Do)
_ | [ (Select All) - [ Doj
177 D0
- 7 ] g
— 198 L [ Bol
] 203 More Cell Colors... —
214 . 00|

Applying Filter by Color

4. Reapplying a Filter

Once data have filtered or sorted in a range of cells or table column, it can either reapply a filter or sort to get up-
to-date results, or clear a filter to redisplay the entire data. For example if the date and time change the data in
filter data will also be changed.

Reapplying a filter

Determine if a filter is applied, note the icon in the column heading:

266 | Teaching and Learning Material: Information Technology (Computer Operator)



Module 3: Preparing Spreadsheet

1. A drop-down arrow Filter drop-down arrow means that filtering is enabled but not applied.

2. AFilter oL icon means that a filter is applied.

oSum ~ =
- A )
Sort & Find &
E L Filter = Select ~ X
Edi{ 4| sortAtoz Filter and sort
Z| sartztoa - criteria are saved
P|E  customsort.. | | S= with the workbook
i so that you can
g=) Etfter reapply both the
K Clear

filter and sort each
time that you open
the workbook.

\'llb Reapply

Reapply (Ctrl+Alt+L)

Reapply the filter and sort in the
current range.

Mewr or modified data in the
column won't be filtered or sorted
wuntil you click Reapply.

Reapplying a Filter
When a filter is reapply, different results appear for the following reasons:

Data has been added, modified, or deleted to the range of cells or table column.

Date and Time Filter:

The filter is a dynamic date and time filter, such as Today, This Week, or Year to Date.

Sort by Color

Date Eilters
Search (Al

-] (Select Al
=B} is

] September
October

~[=]

]

[ concar ]

Ready |

1 product order Itotal price |name |
2 Keyboards =30 Equals...
L3l Mouse EBefore...
2 speakers prter..
s
Between...
=3 Ali C er Shop Daily s
7 |p uct ~ lorder ~ |Date -~ T
2] Sort Oldest to Mewest Today
%1l  sort Newest to Oldest Yesterday

Mext Week
This Week
Last wWeek
Mext Month
This Month
Last Month
Mext Quarter
This Quarter
Last Quarter
Mext Year
This Vear
Last ¥ear

Year to Date

All Dates in the Period  »

Custom Filter...

Changing in Date or Time Filter
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Ali Computer Shop Daily sale peritem

268 |

product - |order - |Date -1 [total pric = [name hd
LCD's 30 6,/4/2015 4000 Ali

Mouse 25 7/5/2015 2000|Ali
speakers 25 9/2/2015 1500|Ali
Microphones 46| 10/3/2015 1000|Ahmad

Changing in Date or Time Filter
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Learning Unit 6: Format Cell

Overview

Formatting a cell means changing the style size alignment of a cell. Cell formats allows

changing the way cell data appears in the spreadsheet. It is important to keep in mind

that it only alters the way the data is presented, and does not change the value of the | Keyboard

data. This unit covers the procedure of formatting a cell, adding or deleting a column or | shortcut, to quickly

a row. After completion of this Unit, you will learn how to change the color and style of | create a new, blank

text and cells, align text, and apply special formatting to numbers and dates. workbook, press
CTRL+N.

1. Adding or Removing Columns and Rows

Sometimes it is necessary to remove or add some of the columns or rows before or after the specific location.
Inserting a table row or column

Do one of the following:

To insert one or more table rows.

Select one or more table rows above which it is wanted to insert one or blank table rows.

To insert one or more table columns.

Select one or more table columns to the left or right of which it is wanted to insert one or moreblank table columns.

1. Onthe Home tab, in the Cells group, click the arrow next to Insert.

P

Il Insert D[Delete Format

IS"' - - -

-
Cells

Inserting Rows and Columns

Do one of the following:

To insert table rows, click Insert Table Rows Above.

To insert a table row below the last row, click Insert Table Row Below.
To insert table columns, click Insert Table Columns to the Left.

To insert a table column to the right of the last column.

Click Insert Table Column to the Right.

agrwONE

Deleting rows or columns:

1. Select one or more table rows or table columns that wanted to delete.
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2. On the Home tab, in the Cells group, click the arrow next to Delete, and then click Delete Table
Rows or Delete Table Columns.

g D L | PO T AutoSum = A
[= N r
4 @ g -=J @] Fill - 7

I Insert | Delete |Format - 5c
o - = - (2 Clear ~ Fil
I+ Delete Cells.., ting

Delete Sheet Rows

=

M 4P Delete Sheet Columns
|
(ES

Delete Sheet

Deleting rows and Columns

2. Editing Contents of a Cell

Inserting, deleting, or replacing cell contents

1. Insert characters:
Click on the cell where wants to insert text, and then type the new characters.

2. Delete characters:

Click in the cell where wants to delete the text, and then press BACKSPACE, or select the characters and then
press DELETE.

3. Replace specific characters:
Select the text and then type the new text.

4. Cancel or undo edits:
Press ESC to cancel any edits that made to the cell contents.

5. Adjusting Cell Contents:

Sometimes, a cell might display #####. This can occur when the cell contains a number or a date and the width
of its column cannot display all the characters that its format requires. Then the cell will display #####. To see
the entire contents of the cell with its current format, It is necessary to increase the width of the column.

A B C D E

Ali Computer Shop Daily sale per item

product order Date |total price [name
LCD's 30| HHHHHE A000|Ali
Mouse 25| 2000(Ali
Mother board 23| 5000|Madeem
Keyboards 35| s 3000({Ahmad
speakers 25| HHHE 1500|Ali
Microphones A6 HEHHE 1000|Ahmad

Adjusting Cells
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6. Changing the width of a column:
1. Click on the desired cell to change the column width.
2. Onthe Home tab, in the Cells group, click Format.
3. Under Cell Size, do one of the following:

To fit all text in the cell
4. Click AutoFit Column Width.

To specify a larger column width.

5. Click Column Width, and then type the width that wants in the Column width box.

" R

e m— : , - e Do you know!

If you want to
appear text on
multiple lines in a
cell. Wrap the text in
cell.

A B c o E G G H | seft the column at
cxtained Row Width here :
-|uy - |Englicn  -|math | -|Merks - |Remaris - [Totalmark -

Vibity

Orgarize Sheels

HEEIEIEIEEL E] E1EIELED E
=11 1R 1 Y A Y A ERE

Sett Column and Rows Width

7.Wrapping text in a cell
1. Click the cell in which you want to wrap the text.
2. Onthe Home tab, in the Alignment group, click Wrap Text.

1l d 9 - o T E oo (Autosaved] = N

Home Insert Page Layout Formulas Data Review View Foxit Reader PDF
_“j ‘* Cut Calibri il A == [%] o General
Paste mCRe A B F U-~-|iT~| &~ A~ E‘QM o .o
- < Format Painter = g - erge & Center $ o
Clipboard 3 Font 3 Alignment 3 HNumb
c1 - £ obtaindM
A B c -t E F g H | ]
ﬂkoll No. [Name |Obtaind ks
2 1lau 190[PASS Click on the Cell and
3 2|AHMAD 198|PASS then select wrap text
4 3|KAMRAN 202|PASS
5 4[AMMAR 170(FAIL
6 5[AMINA 180(FAIL
7 6|Adeeba 220
8
3

]
=

Wrap Text
Clearing the Contents of a Cell

Simply Select the cell and press the delete key the contents will be delete.
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Learning Unit 7: Edit Worksheet

Overview

Each Excel workbook contains at least one or more worksheets. If you want to work with a large amount of
related data, use worksheets to help organize the data and make it easier to work with. This learning unit covers
the procedure of editing like copying, pasting, moving the worksheet data. After completion of this learning unit
you will be able to describe to add, delete, copy, and move worksheets also will describe the procedure of
splitting a worksheet, applying grammar check and many more.

1. Editing Worksheet

Editing a worksheet means changing the contents of the worksheet like copy, paste or moving the data so
that it can be easy to read.

Copy, Paste, Move a Sheet

1. Copying or Moving a Worksheet

A worksheet can be moved or copied to other location. If an extra copy required then the worksheet will be copied
to the same workbook or a New workbook. Like this worksheet can also be moved to the New workbook or at
the same workbook.

For copying a worksheet
1. Right click on the desired worksheet which wanted to be copied.

2. Click on copy or move option.
3. A dialogue box will appear.

14
Insert...
- | Delet
16 o Lelete
17 Rename
18 Move or Copy...
19 G Wiew Code
20 &)y Protect Sheet...
21 Tab Color
22 Hide
23
24 Select All Sheets
M 4 v M| January | Febluwry—=meses——rwrer o Sheetd4 - Sheetf

Copying or Moving a Worksheet

4. Check the option, create a copy.
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1w
11 Move or Copy | ? 2 |
12
13 Move selected sheets
To book:
14 Book1 (Autosaved).xlsx |E|
15 Before sheet:
16 January -
February
= Sheet3
18 March
13 Sheets
20 ({move to end)
- Create a copy
22
23 oK ] ’ Cancel
24 - ’

M 4 » ¥ | January | February . Sheet3 " March . Sheetd - Sheets

Copying or Moving a Worksheet

5. Select the location of the worksheet where wanted to be copied.
6. Click OK.

2. Moving aworksheet using Drag and Drop
1. Click the worksheet wants to move.

2. Drag the worksheet icon until a small black arrow « appears where the worksheet to be moved.

22
23
24
25
26
27 Moving a wroksheet
28

29 ¢  —

M 4 ¥ M| January . February . Sheet3 | March ./ Sheetd . SheetG . #1
Ready|

Moving a Worksheet
3. Release mouse, and the worksheet will be moved.
3. Deleting a Worksheet
For deleting any extra r un necessary worksheet.
1. Right click on the desired worksheet which is wanted to be removed.

2. Click on delete option.
3. The worksheet will be removed.
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A

15 Insert...
16 Lwl Delete
17 Rename
18 Move or Copy..
19 =y

Q= Miew Code
20 %5 Protect Sheet..
21

Tab Color g

22
23 Hide
24
25 Select All Sheets

M 4 » M| January . February . Sheet3 - March | Shest# ~Sheeth -~ ¥

Deleting a Worksheet

2. Editing Worksheet Contents

Moving or copying cells and cell contents

Cut, Copy, and Paste commands are used in Microsoft Office Excel to move or copy
entire cells or their contents. Or it can also copy specific contents or attributes from
the cells. For example, it can copy the resulting value of a formula without copying the

You can move the ; .
formula itself, or it can copy only the formula.

contents by
selecting the
contents than drag

and drop them. )
1. Move or copy entire cells

Excel moves or copies the entire cell, including formulas and their resulting values, cell formats, and comments.

1. Select the cells that want to move or copy.
2. Onthe Home tab, in the Clipboard group, do one of the following:

ek

== | X cut
=3 Copy ~
Paste
»  «f Format Painter
Clipboard

To move cells, click Cut & .
Also can press CTRL+X. Keyboard shortcut

To copy cells, click Copy =2 .
Can also press CTRL+C.
Select the upper-left cell of the paste area.

On the Home tab, in the Clipboard group, click Paste e .
Can also press CTRL+V.

©©® NoOU pW®
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2. Relative and Absolute Cell Reference.

By default, a cell reference is relative. For example, when you refer to cell A4 from cell C4, you are actually
referring to a cell that is two columns to the left, and in the same row (4). A formula that contains a relative cell
reference changes as you copy it from one cell to another.

As an example, if you copy the formula =A2+B2 from cell C2 to D2, the formula in D2 adjusts downward by one
row and becomes =A3+B3. If you want to maintain the original cell reference in this example when you copy it,
you make the cell reference absolute by preceding the columns (A and B) and row (2) with a dollar sign ($).
Then, when you copy the formula (=$A$2+$B$2) from C2 to D2, the formula stays exactly the same.

3. Applying Undo and Redo Option:

Sometimes it needs to go back one step or repeat some step at this situation use Undo and Redo commands
or buttons.

1. For Undo Press CTRL+Z or press 17 button on Quick Access tool bar.

2. For Redo an action press CTRL+Y or U | button on Quick Access tool bar.

4. Checking Spelling and Grammar in Worksheet:

Press F7 or Click on Review tab then click on Spelling and Grammar option.

Using Printing Command:

1. Select the worksheet that wants to be print. To print multiple worksheets, click the first worksheet, hold
down the Ctrl key, then click the other worksheets wanted to select.

M 4 r M| 2009 2010 2011, %
Ready | s

2. Click the File tab.
3. Select Print to access the Print pane.
4. Select Print Active Sheets from the print range drop-down menu.
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Print Active Sheets
Only print the active sheets

Print Active Sheets
| Only print the active sheets I}

Print Entire Workbook
| Print the entire workbook

—  Print Selection
Only print the current selection

Ignore Print Area

Print Active Worksheet
5. Click the Print button.
5. Print the Entire Workbook:
1. Click the File tab.

2. Select Print to access the Print pane.
3. Select Print Entire Workbook from the print range drop-down menu.

Print Active Sheets
Only print the active sheets

Print Active Sheets
|. | Only print the active sheets

Print Entire Workbook
| Print the entire workbook I}

—  Print Selection
Only print the current selection

Ignore Print Area

Print Entire Workbook
4. Click the Print button.

6. Print a Selection or Set the Print Area:
1. Select the cells that want to print.
2. Click the File tab.
3. Select Print to access the Print pane.
4. Select Print Selection from the print range drop-down menu.
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| Print Active Sheets
Only print the active sheets

Print Active Sheets

| Only print the active sheets
Print Entire Workbook

| Print the entire workbook

Print Selection
! | Only print the current selection

Ignore Print Area

Printing a Worksheet
Changing Page Orientation:

1. Click the File tab.
2. Select Print to access the Print pane.
3. Select Portrait Orientation or Landscape Orientation from the orientation drop-down menu.

| Portrait Orientation -

| Portrait Orientation
| Landscape Orientation

Changing Page Orientation

7. Adding a Comment on a Cell:
A comment can be added to a cell for its description.
1. Click on Review tab. Then click on new Comment.

2. A comment will be added to the cell.
3. Write the description of the cell in the comment box.
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P — Bookl (Autosaved) -

ayout Formulas Data Review View Foxit Reader PDF

\ﬁ u U Li; 2 show/Hide Comment ﬁ L"L,@I |

(3 Show All Comments
Edit Delete Previous MNext =" Protect Protect
Comment i Show Ink Sheet Waorkbook W

Comments

Je | =SUM(C5:E5)

D E F G H
Obtained
* |English v [Math | ~ |Marks B¢ manobilly: = 1
'8 69 67 214||PAthis column is showing
8 50 70 198|p/the obtained marks
i 78 45 203 |PE=s =
W a0 60 177 FAIL 300

Adding a Comment
4. For removing a comment click on Delete comment option.
8. Adding Currency and Percent Symbols:

For adding currency or % percent signs with the data change the type of data as accounting or Percentage
under the Numbers Groups on the Home tab.

fx | 6700%
D E
Prices Profit

T8l 5 £9.00 6700.00%
] 69.00 6700.00%
Wil 5 09.00 6700.00%
W 5 £9.00 6700.00%
] 69.00 6700.00%

Adding Currency or Percentage Signs
3. Formatting a Worksheet

Formatting means changing the color, size, style, of a worksheet contents. For changing the contents of a
worksheet is defined in previous lessons also.

1. Write the text in the worksheet.

2. Select the text and change the font style, font size color etc.
3. Apply changes .and save the worksheet.
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A B C D E F G H
1
2
3 Result Sheet for 9th class

OBTAINED

4 ROLL NOJNAME URDU ENGLISH MATH MARRKS BEEMARKS |TOTAL MARKS
5 (ALl 78| ) 69 67 214|PASS 300
7} 2(AHMAD 68 0 60 70 198|PASS 300
7 J|KAMRAN SDO 78 45 203 |PASS 300
8 A AMMAR 67 0 50 60 177 FAIL 300
9 S|AMINA 20 O 73 78 236|PASS 300
10 6|ADEEBA 59 O 78 29 226|PASS 300
11 T7IBUSHRA 67 O 78 78 223|PASS 300
12 B(ALIA 45| ) 68 77 190|PASS 300
13 9(MUMEEB 67| ) 70 80 217|PASS 300
14 10|KHADLA 78 O 79 89 246|PASS 300
15 11(RAFIA 89 O i 78 244\ PASS 300
16 12(SADIA 60 O 88 70 218|PASS 300
17 13|ZAHRA ?SO 90 70 238|PASS 300

Formatting a Worksheet
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Learning Unit 8: Insert Page Breaks

Overview

Page breaks are used to view the preview of a page where the page breaks when the page is printed. This
Learning unit covers the procedure for inserting, deleting, moving page breaks. After completion of this learning
unit you will be able to describe the page breaks, insertion deletion and moving page breaks.

1. Using Page Break Preview

Page breaks are dividers that divide a worksheet into separate pages for printing. Ms
Excel insert automatic page breaks based on the paper size, margin settings, scale

Page breaks are options, and the positions of any manual page breaks that are inserted. To print a
used to view the worksheet with the exact number of pages, adjust the page breaks in the worksheet
preview of a page before print it.

where the page
breaks when the
page is printed.

Using Page Break Preview Option :

1. Select the worksheet or the area which is wanted to be print.
2. Onthe View Tab, click on Page Break Preview button.
3. Sett the rulers if the print is out of area.
4. Click ok.
| J | ......... ..... | I _l = J| Farmula Bar ' --.‘::
Mormal Page |Page Break| Custom  Full V| Gridlines [#] Headings foom
Layout Preview Views Screen
Workbook Views Show
Ad - J= | Roll No.
A E (= ] E F ] H | Fermula Bar [
1
z
3 Result Sheet for 9th class
Obtained i
4 | Ro|Rklame Lrdu English Fath Plark= Femarks | Total marks |
5 [ ALl TE| &3 &7 2 FASS 300,
3 z| AHFAD (=1 (] 1] 70 182|FASS 300,
7 3| KAMBAR s0| 7E 45 203 FAasSS 300
3 4| AMMAR 67| 50 50 177 Fall 300,
3 5 | ARAIRLA z0| 7 i 236|PASS 300,
10 |_ E| ADOEEEA 53| e 59 226|PASS 300,
1 7| BUSHRA B7 | 7E 7S z23|FASS 300,
12 | s|ALlA 45| B3 77 180] FASS 300,
12| 3| MUREEE 67| w0 =0 217 | PASS 300,
14 | 10| KHADIJA TE| 73 23 46| FASS 300,
15 | 11| RAFIA 28| T TE 244 [FASS 300,
1€ | 12| sania 50| a2 70 22| FASS 200,
17| 13| =aHRA =1 (] an 70 235| FAasSS 300
13 I
13 I
20 I
21 1
2z 1
23 |
24 1
25 1

Using Page Break Preview
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2. Inserting a Page Break

Insert a Page Break

1. Select the worksheet that you want to modify.
2. Onthe View tab, in the Workbook Views group, click Page Break Preview.

Home Insert Page Layout

= g

Mormal Page |(Page Break| Custom  Full

Layout | Preview Views 5creen
Workbook Views

3. Click OK.
To Insert a Horizontal Page Break:
Select the row below where wanted to insert the page break.
To Insert a Vertical Page Break:
Select the column to the right of where you want to insert the page break.

4. Onthe Page Layout tab, in the Page Setup group, click Breaks.

Page Layout Formulas Data Feview 4

. — E =|
B DaE B FH
Jrientation  Size Print Breaks Background Print

~ ~ Area~ = Titles
Page Setup ¥

Inserting Page Breaks

5. Click Insert Page Break.
3. Working with Page Breaks
1. Moving a Page Break

1. Click the File tab.
2. Select the worksheet that wants to print.
3. Onthe View tab, in the Workbook Views group, click Page Break Preview.
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== B3| L] B S

Mormal Page |Page Break| Custom Full
Layout | Preview Views 5Screen

Warkbook Views

4. To move a page break, drag the page break to a new location.

2. Deleting a Page Break:

1. Select the worksheet that wants to print.
2. Onthe View tab, in the Workbook Views group, click Page Break Preview.

m_HnmE Insert Page Layout
=@l =5 &S

Mormal Page |Page Break| Custom  Full
Layout Views Screen

Warkboaok Views

Using Page Break Preview

To Delete a Vertical Page break

Select the column to the right of the page break that wanted to delete.

To Delete a Horizontal Page Break

Select the row below the page break that you want to delete.

3. Onthe Page Layout tab, in the Page Setup group, click Breaks.
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Page Layout Formulas Data Review Vie

i‘ — ~ " =
B OkEgE @ &
Crientation Size Print Breaks Background Print

s s Area~ - Titles
Page Setup ..

Inserting Page Breaks

4. Click Remove Page Break.

3. Resetting all Page Breaks:

Click the worksheet that wants to print.

On the View tab, in the Workbook Views group, click Page Break Preview.
Click OK.

On the Page Layout tab, in the Page Setup group, click Breaks.

Click Reset All Page Breaks.

agrwNE

4. Returning to Normal View

For returning to Normal view after finishing work with the page breaks, on the View tab, in the Workbook
Views group, click Normal.

“ Home Insert Page Layout
=B [ &

Mormal| Page Page Break Custom  Full
Layout  Preview Views 5creen

Workbook Views

Returning to Normal View
5. Display or Hide Page Breaks in Normal View
1. Click on the File tab.

Click on the View Tab, and then Click on Normal View.

Teaching and Learning Material: Information Technology (Computer Operator) | 283



Module 3: Preparing Spreadsheet

Learning Unit 9: Split Cells

Overview

Splitting means separate text or cells into two or more parts. One of many features of Microsoft Office Excel is
the ability to merge or unmerge cells within a worksheet. When working in Excel, you can use the tools to split
data among two or more cells within a chart or spreadsheet. This is a very good feature in Ms Excel. This learning
unit covers the procedure for splitting the column text into separate columns. After completion of this learning unit
you will be able to demonstrate the procedure of splitting text of a column into two different columns.

1. Spreading the Column’s Data

Split cells spread the text across multiple cells. This is the opposite of concatenate, where it can combine text
from two or more cells into one cell.

Splitting Text to Columns:

Do you kn0W' l:!g A e Pagelayout  Formulas D R Vi
Home | Inset  Pagelayout  Formulas  Data  Review  View Tﬂy [a] W
= o1 Ly 5 L' - (o[ Connections |
iy . o cut 1= 5 = [«] ANAR
Splitting is used to | b comi -[n - [a ]| g 2 90 L | L |8 S | 2L
. —— SaCopy - From From From From Other | FExisting || Refresh z| sort
sp||t your worksheet Pttt oot painter | B £ B || & A-| [£ = = F/| & acess wen Tex sources~ | connections || A~ = Edit Lnks
t . ltipl ” = = Get External Data Connedtions
0 view mulitiple Cchphoar L Font g Alignment _
= B2 - Je | Alilmran
parts of worksheet — = &l . — — - B c = =
. 1 Full name First Name Last name
at once. 1 Full name First Name Last name - .
2 LAl 2 1|Ali,imran Al Imran
: Jlu o mra:h 3 2|Usman,Khan Usman Khan
sman,Khan
4 3IMari ,Z hid 4 3|Mariya,Zahida Mariya Zahida
G 4Al.a:ya, el 5 4|Ali,Amreen |ali Amreen
- 5 MI' mreenZ. 6 5|Memoona,Zia Memoona Zia
lemoona,Zia
- olKi B'b', 7 6|Kiran ,Bibi Kiran Bibi
3 4 Nllran . I:: }I\h 3 8 7|Muneeb ,Ahmad |Muneeb Ahmad
unee ma
3 s/ Ayvan A;i 9 8|Ayyan, Ali lAyyan Ali
o 5 A:Y . Fati 10 9|Abeera, Fatima ||Abeera Fatima
=2re, Teams 11 10|Maryam, Ameen |Maryam Ameen
1 10|Maryam, Ameen 12 >
12
13 G
13 Original Text to Column 7 Split Text to Columns

.

Splitting Columns

1. Select the column of the data.
2. Click on DATA tab.
3. Click on Text to Column that contains the text wants to split.

ookl (Autosaved) - Microsoft Exce

Review View Foxit Reader PDF

|3 Connections Al E ? {5 Clear = Ne E
> £¥ |7|a I —
2T Properties g Reapply
- il Sort Filter F Textto QRemove Data £
== Edit Links o Advancedll | columns Ruplicates Validation =
onnections Sort & Filter Data Tools

Text to Column

4. |t starts the Convert Text to Columns Wizard.
5. Click Delimited, than Next.
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6. Check Space, and uncheck the rest of the boxes.

f ™
Cornvert Text to Columns Wizard - Step 2 of 3 &‘g
e &
| This screen lets you set the delimiters your data contains. You can see how your textis affected in
the preview below.
Delimiters
=] Tab
[ semicalon Treat consecutive delimiters as one
VlC
— Text qualifier: |~ E
Space H
e Pick how the data is split
Data preview
1i mran |:
Sman an H | |
ariva zhids —  HOW the data Preview —

Splitting Data

1. Click Next.

2. Inthis step, pick the format for the new columns, select the format, such as Text.

L ™
Convert Text to Columns Wizard - Step 3 of 3 @Ig
. &

I This screen lets you select each column and set the Data Format.

P} oo Lo

@) General

‘General' converts numeric values to numbers, date values to
(O Text dates, and all remaining values to text.
O for  [1]
(") Do not import column (skip)
I
S— = (i
Destination: | §552 [2.7]
Data preview |

[ Cancel ][ < Back ]

Selecting Data Format

2. Collapse the Dialogue Box

1. Click the button to the right of the Destination box to collapse the dialog box.

Select the cells in the workbook where wanted to paste the split data. (For example, if you are dividing a full

name into a first name column and a last name column, select the appropriate number of cells in two adjacent
columns.)
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c2 - I | Ali,Imran
A B c *
1 Full name FirstName _  |lastname ,]
2 1{|Ali,Imran }
3 2|Usman,Khan ]
4 3|Mariya,Zahida E
5 4/Aali,Amreen E
6 5|Memoena,Zia ;
7 6(Kiran ,Bibi E
8 7(Muneeb ,Ahmad :
9 8[Ayyan, Ali F
10 9|Abeera, Fatima E
11 10|Maryam, Ameen E

Selecting Column to Paste Data

3. Click the @ button to expand the dialog box, and then click Finish.

] s T
Convert Text to Columns Wizard - Step 3 of 3 &I&J

Expand Button

B2 - Je | Ali,Imran

A B C D
1 Full name First Name Last name
2 1j|Aali,lmran Ali Imran
3 2[|Usman,Khan Usman Khan
4 3|Mariya,Zahida Mariya Zahida
5 4||Ali,Amreen Ali Amreen
6 5|Memoona,Zia Memoona Zia
7 6/Kiran ,Bibi Kiran Bibi
= 7|Muneeb ,Ahmad |[Muneeb Ahmad
9 g/Ayyan, Ali Ayyan Ali
10 9(|Abeera, Fatima |Abeera Fatima
11 10]|Maryam, Ameen |Maryam Ameen
12

Split Data
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Learning Unit 10: Merge Cells

Overview

Merging means creating a big cell by merging vertical or horizontal rows and columns. This learning unit covers
the procedure for merging and un merging the cells. After completion of this learning unit you will be able to

demonstrate the procedure of merging and un merging the cells in Excel.

1. Merging Cells

When the cells merge into two or more adjacent horizontal or vertical cells, the cells become one larger cell that
is displayed across multiple columns or rows. In the following example, using the Merge & Center command

centers the text in the merged cell.

1. Onthe Home tab, in the Alignment group, click Merge and Center.

View Foxit Reader PDF

gl

- | =" Wrap Text General - ‘E:I"éj

- Merge & Center ||| § - % o ||%8 28| Conditiona
Formatting

Alignment P Mumber Pl

1"
NN
]

Merge & Center

E Joins the selected cells into one
Excel %1 larger cell and centers the contents
2

in the new cell.

1
1 This is often used to create labels

that span multiple columns.

Exce
1| 2

i) Press F1 for more help.

Merging Cells

If the Merge and
Center button is
unavailable, the
selected cells might
be in Edit mode, or
the cells might be
inside an Excel
table. To cancel Edit
mode, press ENTER

The cells will be merged in a row or column, and the cell contents will be centered in the merged cell.

To Merge Cells without Centering

2. Click the arrow next to Merge and Center, and then click Merge Across or Merge Cells.
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View Foxit Reader PO'F

= | =) Wrap Text General

= gghderge&&nter:] [ % ~ 9%

Alignmi@ Merge & Center Mumber
=] Merge Across [

e

Merge Cells

i
H Unmerge Cells

Merging Cells

3. To change the text alignment in the merged cell, select the cell, and then click any of the alignment
buttons in the Alignment group on the Home tab.

Bookl (Autosav

Home Insert Page Layout Formulas Data Review View Foxit Reader PD'F
I_—j d cut Calibri sl - |A A || = =|®-| | SiwrapText General
P‘t 53 Copy oY S
aste - - - - === ) - - 0,
> Format Painter /B I U -||H-| a | EEEF £=| | |z Merge & Center|~| || § Yo
Clipboard (F Font F} Alignm F} Mum
AS - 5 | Ali Computer Shop Daily sale perﬁ
G H 1
Ali Computer Shop Daily sale peritem
T e e T —
3 LCD's 30 6/4/2015 A4000|Ali
9 Mouse 25 7/5/2015 2000 |Ali
10 |Mother board 23| 8/6/2015 5000|Nadeem
11 Keyboards 35| 8/4/2015 3000|Ahmad
12 speakers 25| 9/2/2015 1500|Ali
13 Microphones 46| 10/3/2015 1000|Ahmad
Merge Cells

2. Un Merging the Cells

For splitting a merged cell, it must be selecting it first.

1. Select the merged cell that wants to unmerge.

2. When the cells are select a merged cell, the Merge and Center button = also appears selected in
the Alignment group on the Home tab.
-ﬁ'ﬁ*l = Wrap Text General
£= 5| g Merge & Center = ||| § ~ o

Alignment ] Mu
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3. For splitting the merged cell, click Merge and Center ZX , or click the arrow next to Merge and Center,

and then click Unmerge Cells.
4. Or Press CTRL+Z for undo.

S ;l;‘;:matpamter (B I U-|H-||&- A~ |E = = £ ££|| = Merge & Center ~
Clipboard LF] Font ] Alignment (]
| AS - Jx | Ali Computer Shop Daily sale peritem
= = F G H
Ali Computer Shop Daily sale per item
Un Merge Cells
ase Rala b R R
LCD's 30 6/4/2015 4000|Ali
9 |Mouse 25 7/5/2015 2000(Ali
10 Mother board 23| 8/e/2015 5000|Nadeem
11 Keyboards 35| 8/4/2015 3000(Ahmad
12 speakers 25| 9/2/2015 1500|Ali
13 Microphones 46| 10/3/2015 1000(Ahmad
14
15
Merge Cells

Teaching and Learning Material: Information Technology (Computer Operator)

| 289



Module 3: Preparing Spreadsheet

Learner’s Activities

Description

Time

Purpose

Instructions for Learner

Description

Time

Purpose

Instructions for Learner

290 |

Creating New Worksheet

This learning activity consists of an interactive session in the class about
creating a new worksheet inserting data in worksheet modifying data in
worksheet and learns about different parts of a worksheet.

40 minutes.

To highlight the procedure for creating a new work sheet and modification of a
worksheet elements.

1. Ask learners how to create a new workbook.

2. Ask learners how to insert a new worksheet in a workbook.

3. Ask learners are they able to create their own worksheet at any specific
place.

4. Ask the learners are they able to modify the elements of a worksheet.

Creating Chart Data in Worksheet

This learning activity consists of an interactive session in the class about
creating charts data in worksheet modifying data in charts and learns about to
change different elements of a chart.

40 minutes.

To highlight the procedure for creating a chart using data and then change the
elements of this chart.

1. Ask learners how to create a chart.
2. Ask learners how to modify the chart elements.
3. Ask learners are they able to create their own modified chart.
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Summary of Module

. Spreadsheet is an electronic document in which data is arranged in the rows and columns of a grid
and can be manipulated and used in calculation

. Each worksheet is composed of a very large number of cells which are the basic place for data in a
file or workbook.

. A formula is statement written and calculated by a user and A function is a built-in code designed to
calculate specific values

. A chart is a visual representation of data. By using elements such as columns, or lines, a chart
displays series of numeric data in a graphical format.

. Filtering is a technique used in Excel to pick up a specific data that is required used in a
spreadsheet to set conditions so that only certain data is displayed

. Spreadsheets that are not formatted can be difficult to read. Formatted text and cells draw attention
to specific parts of the spreadsheet and make the spreadsheet more visualized and easy to
understand

. Editing a worksheet means copying, pasting, moving a worksheet or its contents.

. Page breaks are used to view the preview of a page where the page breaks when the page is
printed.

. Splitting means separate text or cells into two parts. One of many features of Microsoft Office Excel

is the ability to merge or unmerge cells within a worksheet. When working in Excel, you can use the
tools to split data among two or more cells within a chart or spreadsheet.

. When the cells merge into two or more adjacent horizontal or vertical cells, the cells become one
larger cell that is displayed across multiple columns or rows
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Frequently Asked Questions (FAQS)

FAQ 1: What is the Difference between workbook and worksheet?

Answer Workbook is a collection of worksheets.

FAQ 2: What is a Ribbon?

Answer A Ribbon is a Combination of Groups and commands.

FAQ 3: What is the shortcut key to insert new worksheet?

Answer Shift+F11.

FAQ 4: What is a Formula?

Answer A formula is a statement which calculates the value of a cell.

FAQ 5: What is a Function?

Answer A Function is a predefined formula.

FAQ 6: What is a Chart?

Answer A chart is a graphical representation of data.

FAQ 7: What are sparkline?

Answer A sparkline is a small type of chart that provides a visual representation of data.
FAQ 8: What does Merge Cells means?

Answer Merging means to combine two or more cells in a row or column.

FAQ 9: What is Formatting a Cell?

Answer Formatting a cell means to change the cell color, size, style, alignment etc.
FAQ 10: What is the benefit of a filter?

Answer Filter is used to narrow down the data in a worksheet.
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Test Yourself!

Please mark the correct one from the given options. You can check your answer with the Answer Key at the
end of this module.

1. Shortcut key to save a worksheet:

a. CTRL+S b. CTRL+S+/

C. CTRL+Y d. None

2. For Undo an Action:

a. CTRL+Y b. CTRL+Z

C. CTRL+U d. None

3. For merging two or more cells together, use the command.
a. Wrap Text b. Merge and Center

C. Auto Sum d. None

4. When a formula contains the address of a cell, it is called a

a. Address Book b. Group

C. Cell address d. Cell Reference

5. Worksheets can be

a. Name b. Color Coded

C. Rename d. All

6. A cell reference that does not change when copied or filled is called a

a. Absolute reference b. Relative Reference
C. Concrete Reference d. None

7. If you want to arrange your data alphabetically then used

a. Sort b. Filter

C. Alphabetize d. None

8. To automatically group and summarize the data, you can use the command.
a. Auto Group b. Group

C. Sub total d. Combine

9. Use to narrow down the data in your worksheet or hide parts of it from view.
a. Borders b. Functions

C. Filters d. All

10. Shortcut key For Redo:

a. CTRL+Z b. CTRL+R

C. CTRL+Y d. None
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Answer Key

MCQ Number Correct Answer
1 a
2 b
3 b
4 d
5 d
6 a
7 a
8 a
9 c
10 c
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Module 4: Prepare Presentation

Learning Outcomes

After completion of this learning module, you will be able to:
o Prepare Slide Master
o Insert Slide
o Design Slide
o Apply Animation
o Apply Sound Effects

o Format Slide
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Learning Unit 1. Prepare Master Slide

Overview

Slide Master is a special feature in PowerPoint that allows quick modifications of the

slides and sliding layouts in presentation. This learning unit covers the procedure for

preparing the Slide Master. After completion of this learning unit, you will be able to | Every presentation
demonstrate the procedure for preparing Slide Master orientation and layout of the | contains at least one
Slide Master. slide master.

1. Slide Master

A slide master is the top slide that stores information about the theme and slide layouts of a presentation. It
includes the background, color, fonts, effects, and positioning. By using Slide Master, affects can be added
in every slide. Individual slide layouts can also be modified using this feature.

2. Key Benefits of Using Slide Master

The key benefits of using slide master is:

¢ Modifying backgrounds: Using slide master watermark or logos can be added to every slide in a
presentation or modify the background graphics of an existing PowerPoint theme.

e Customizing text formatting: Using Slide Master, Text formatting can be done in all slides at once rather
than formatting text on each slide.

e Creating unique slide layouts: Using slide master customized layouts of slides can be possible.

3. Creating and Editing a Slide Master

Creating a Slide Master:

Insert a New Slide Layout:

Click on the View tab of the ribbon.

Click on the Slide Master button

Navigate to Slide Master View, From the Slide Master tab.
Click the Insert Layout command.

O id
)y

PR

Click to edit Master title style

Click to edit Master subtitle styl

Inserting Slide Master

Teaching and Learning Material: Information Technology (Computer Operator) | 297



Module 4: Prepare Presentation

Customizing the Slide Master

Customizing means changing in pattern and layout of a slide.

1. Inserting a New Placeholder

D k | m Slide Master Home Insert Transitions Animations Review View
0 you Know:! e S (5 Delete — . B oo - —
TIt|E . @ Background Styles =
_F‘A Rename — Fonts ~
Insert Slide Insert . Master Insert Footers | Themes Hide Background Graphics Pag
Pla‘ceh0|ders are the Master Layout '+ Presenve | |ayout Placeholder = - [O]effeats - o g P Setu
boxes W|th the Edit Master Master Layout Edit Theme Background

dotted borders
contain contents.

[ J»

o edit Master title style™ ™

Inserting a New Placeholder

1. Click the bottom half of the InsertPlaceholder command, and then select the desired placeholder
type.

Do you know!

Placeholder is the
area where you can
add objects, 1 ’ " :

pictures, charts, ; . Click to edit Master title,

textboxes etc. o i style

.
t Mastersubtitle style

Adding Placeholder

2. Click and drag to draw the placeholder on the slide. The user can add more placeholders required.
2. Changing text color/alignment on Slide Master:

1. Selectthe View tab from the Menu Bar.

2. Click the Slide Master View command in the Presentation Views group. The Slide Master tab
will appear active.

3. Select the slide master for all slides, if it is not currently selected.
Select the text you want to modify, and format it how you want.
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5. Selectthe Home tab. The slide master and supporting layouts will remain in the slide task pane
on the left because Slide Master View is the current view.

6. Click the Font Color command in the Font group.
7. Hover over each font option to display a live preview on the Slide Master.

Review  View

Slide Master

. a
iiil :;E:;y =] Heout | ipody |32 - A ,{\ f
Past

£ Reset
N M- pa[A -
% #romatpainter | gige- [ Delete [B 7 0 e 8 &~ Aar|A -]

Clipboard ] Slides Font
H EEENEEN
|

» n
|I| : :

wacms - rCdit Master title
[ ] | EEEEE

J 1 More Colors...

) ¢ Clickto edit Master text styl

— Second level

- * Third level

: — Fourth level é

H » Fifth level 3%%

Changing Color of a Text in Slide Master

BE~NO00 - b
AL LG 0 "
P comverttosmartant - ||| % DAL T AE Y

ST ST laraph (] e

8. Select a font color from the menu options. The font color change will appear on all the slides

in the task pane on the left.
9. Click an alignment command to change the alignment of the selected text.

Drawing Taols resentationd - Miciosoft PoweiPal

Oo)id 2 - 6

Slide Master | Home | Inset  Animations  Review  View

Format

(= K |12 ) g 1 Tt Dvecion-

(o)) 1 ) &
58 0ol 2y w2
T i

Catlorl Body  -[s2 - |[A a7 [ %3] [3E)- S -

o
Amrange. Quick
- * Styles =

B Res .
ovee [[B78 e & 8- hucfA | [ 2 i)
Font /-. Paragraph

U copy o
o

 Format Painter | slige -
ke 5 Sides

Paste
Orawing

Click to edit Master title style
?

changing in text alignment

. » Click to edit Master text styles

— Second level

+ Third level A
— Fourth level

) ="

» Fifthlevel X747
===

CO

Changing Text Alignment

10. Click the Slide Show view or Normal view command at the bottom of the window to exit Slide
Master View and see the changes in the presentation slides.

3. Inserting Logos & Pictures on Slides:

1. Select the View tab from Menu Bar
2. Click the Slide MasterView command in the Presentation Views group. The Slide Master tab will

appear active.
3. Select the slide master for all slides, if it is not currently selected.

4. Select the Insert tab.
5. Click the Picture command in the Illustrations group. The Insert Picture dialog box will appear.
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SideMuster  Wome | inet | Anmsions  Reew View For w

BPEpP=dg @A
o o Riecmn B[

ks Tea

Click to edit Master title style

+ Click to edit Master text styles
—Second level °

* Third level
— Fourth level

Inserting a Picture or Logo in a Slide
6. Locate the picture file on the computer.

7. Select the picture file.
8. Click Insert. The picture will appear on the slide master.

Organize v New folder =~ 0 @
B Desktop A ~ ~ ~ B
& Downloads
1 Recent Places L 'J e Y
“ ﬁ
4 Libraries " | 3
|5 Documents Adobe CS6 New folder (5) pics 1st pics i
& Music = - a ‘} l
[&=] Pictures ? §
Videos —_ ‘ 3 ‘
= |
Bl Computer 12 Asim-Jofa-Tunic- inpage
£, Local Disk (C:) Collection-2015-
= Local Disk (D:) 2016-8
= Removable Disk | _ n L
File name: index - [All Pictures v]
Tools ~ [ Insert Iv] [ Cancel ] l

Locating Pictures
9. Click the picture and while holding down the mouse button, drag it to the desired location on the

slide. Release the mouse button.
10. The picture will be inserted.

4. Use of Multiple Slide Master in a Presentation

To add more than one theme in presentation, it requires multiple slide masters. Each slide master represents
each theme. For example, in the image that follows.

300 | Teaching and Learning Material: Information Technology (Computer Operator)



Module 4: Prepare Presentation

Ea\Lid 9 - o E e R Pt S vicotort Poweror

Stide Master | Home Binsert B Animations 0 Review I View - Do you know!
T e e i A slide master can
[ cuckrommmstacne be reuse to another
e Siide Master 1 EDIT MASTER TI | presentation by
| copying and pasting
® Click to edit Master text styles It.
Second level

Third level
Fourth level
Fifth level

Slide Master 1

Adding another Slide Master to a Presentation

On the View tab, click Slide Master.

On the Slide Master tab, do one of the following:

From the Edit Theme group, click Themes, and then under Built-in, select a theme.
From the Edit Master group, click Insert Slide Master.

rPONPE

|Click to edit Master title
= Click to edit Mastertext styles

‘ Second level
Third level

- Fourth level

« Fifthlevel

Slide Master 2

In the above image there are two different layouts applied in the same presentation.

5. Removing Built-in Slide Layouts

To remove the default layout/built-in layout follow these steps:

1. Select the slide which is to remove.
2. Click on delete button.
3. The slide will be deleted.
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Anl.(lorls Shide Show Review View
o S [ [ S [ |““J1j‘;n"
B L T ke W A AR [A| [ (] = L,
=) | Paragraph

Clic

- Click to aad text

Removing a Slide

6. Applying Theme to a Presentation

To apply a built in theme on a presentation following are the steps:
1. Applying a Built-in Theme

1. Click on the Design Tab.
2. Select Built-In, click the desired theme.
3. The selected theme will be applied.

%)%
= Home Insert Design Arumations Slide Show Review View

I cotors -
* |[A] Fonts -
[G]emeas -

= PN EN .

| ;

Applying Built-in Theme
2. Applying a Customized Theme
1. Click on the Design tab.

2. Click Browse for Themes
3. Locate the desired theme.

@ or v
W Jave Current Theme

Browsing a Customized Theme
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4. Select themed document stored in a different location.

Organize = New folder
B Deskiop

& Downloads W5 s
e B

email unit 1 docx
jord Document

4 Libraries
(¥ Documents
o Music =
=) Pictures
H videos

Select the theme

8 Computer
& Local Disk (C)
o Local Disk (D)
Ea €D Drve (F PTC _

File name:  ThemeZthms

Applying a Customized Theme

3. Downloading a Theme from Office Online

1. To download free themes from Office Online
2. Click More Themes on Microsoft Office Online.
3. Select the desired theme and apply.

F R T o 1 ®prs ol S Wy STt AT A P @ e

¥

winws st Drssge | S i S Bewww v

B

I

Tk a0 (PP g
e R
e e ) e Lt Torma

Browsing a Theme Online
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7. Applying Page Orientation Settings

Changing the orientation of all slides

1. A presentation can have only one orientation (either landscape or portrait).

Remember

I,-" 5

O

By default r "‘x,
orientation of a page L
is landscape. j |
17
g_ J
T —

Uportrait page orientation 2 Landscape page orientation
Changing all the slides in a presentation to portrait orientation:,

3. Click Page Setupfrom the File menu

4. Click Portrait .

Under Orientation.
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Learning Unit 2: Insert Slide

Overview

This learning unit covers the procedure of inserting slides using different methods in a presentation. After
completion of this unit you will be able to demonstrate the procedure for adding slides in a presentation.

1. Add One or More Slides in a Presentation

One or more slides can be added in a presentation easily. Following are the steps:

Open Ms Power point.

Under the Home tab.

Click on New slide.

Select the desired layout of a slide.
The slide will be inserted.

agrwNE

WELLCOME

Click to add subtitle

Inserting a New Slide

2. Inserting Duplicate Slide to/from other File

A duplicate slide can also be added from any other file with same format.

Open both files (source and destination).

Click on the slide which wanted to be added on other file.
Click and drag the slide and drop it to the destination slide.
Save the slide with source file formatting.

PR

] i %

y - L
= Variants Customize ute Shdes
g [~= = e T

copy a duplicate slide
from one file to other
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Duplicate slide can
be added by copy
and paste the
existing slide again

_ e , - P

BH S F - w.em&dfx{wﬂmrmun TR ?\}k-r-. @ B e ~j/,( o S T 1 QR
HOME INSERT  DESch | TRANSITIONS —ToMATIONS—suck skl ke WEW i e - B e | T | e TRann T SUDESH. i W | b e -
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Learning Unit 3: Design Slide

Overview

This learning unit will cover the procedure for designing a slide. After completion of this learning unit, you will be
able to demonstrate the procedure to design slide and change the design, color, fonts, effects and background
etc.

1. Creating a Slide Design Template

1. Insert a slide in a blank document
2. Click the Design Tab from the main menu
3. The design templates have different options.

I v s | T | e oS i

[ _Y[2_

Y J\'_l_ ‘

i Click to add title [~

‘ i Click to add subtitle

Creating a Slide Template

Click the theme and choose appropriate theme from the available list or add new theme from the saved file.
For creation of new theme select customize Background option and choose on choice background form
the list.

Click the variant option.

Click Font and select appropriate Font

Click Color and select suitable color scheme

Click Background styles and select desired background

10 Click Effect and select appropriate effect

11. Click size of the Slide ,it shows two options ,choose one option

SFS

© N

@H S 0T et Fovepi S \\\\ 7 \v\ﬁ\x
B rove w | ovion | TRASTON  ANMATONS | SDESOW  REVEW VW Zi

Click to add title

Click to add subtitle

o m Al w

Inserting New Slide Design

12. Newly created slide deign is shown in the task pane.
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2. Switching to Slide Master

1. Click Slide Master from the view tab on the menu bar.
2. The designed slide template is copied to the Slide Master
3. This design is automatically applied to all Slides.

B E SO -

R DIPERER

Click to edit Master title style

Click to edit Master subtitle style

3. Save as a New Template

To save the new template click File from the main Menu
Select Save as option

Click brows

Click presentation template folder in MS office

Select design template as the file type

Click save

oukwnpE

CEHOIGORTY

w e o |8 1Ll

Save as a New Template

4. Save the template in Design Template Folder

Open the power point presentation.

Open blank slide.

Click design from Main menu.

Click Browse from themes, select file template saved.

Open the saved template that is selected as a design for new presentation.

aorwdPE
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When you create a
presentation, and
then save it as a
PowerPoint template
file, save it to the
template folder

TR CRTE

5. Save Template in New Presentation Task Pane

1. Click the new from file menu
2. Click recent presentation
3. Newly created Save template is selected in new presentation

e \\\\\ 7 \:\n\x\
Presentationt 1 - PowePoint S ! |
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New
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Save the Template in Templates Folder
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Learning Unit 4: Apply Animation

Overview

Animations are visual effects applied to individual items on the slide such as graphics, titles or bullet points.
Animation can help to make a PowerPoint presentation more dynamic, visually interesting, automation and to
grab the audience's attention. The most common types of animation effects include entrances, exits, emphasis
and motion paths

1. Meaning and Usage of Animation

Animations in MS Power point refers to the way that items, such as text boxes, bullets, or images move onto a
slide during a slideshow.

Types of Animations:
. _Entrqnce effects: Make an object fade gradually into focus, fly onto the slide from an edge, or bounce
into view.
o Exit effects: Making an object fly off of the slide, disappear from view, or spiral off of the slide.
e Emphasis effects: Making an object shrink or grow in size, change color, or spin on its centre.
. l\/#)tion) Paths: Make an object move up or down, left or right, or in a star or circular pattern (among other
effects).

There are many uses of animation in PowerPoint.

¢ Animation move individual options onto or off of the slide.
e Can reveal points on slides in a staggered way (i.e. one bullet displayed at a | Too much animation
time) to keep the audience focused only on the point. can be distracting.

e Can automate the presentation so it runs on its own.
¢ Can use animation to focus on important points, to control the flow of information.
e Can increase viewer interest in presentation.

e Can communicate messages or ideas more effectively.

2. Applying an Animation to Slides

Select the text or object to apply animation

Click the Animations tab from main menu

Click an animation effect from the Animation group gallery.

Click the More arrow to see more options

Animation Applied to the object.

Click Effect Options and select the effect to, how animation have effects.

To specify the timing of the effects, on the Animations tab, use the commands in the Timing group.

NouokrwnpE
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Apply Animation to Slide Master
Apply the animation to the Slide Master and it will appear on all slides.

Open presentation in PowerPoint

Click Slide Master from the View tab

Click the main text box that contains the bulleted list On the Slide Master.
Click the Animations tab.

Select the animation that for the list.

Click Custom Animation,

Click Add Effect, click Entrance, and then click Blinds.

Click the View tab, and then click Normal.

ONOUOA~LONE

BEEE socrastn  HoME ST TRANSTONS | ANMATONS | REVEW VW FORMAT il i 8 A

* | A K kr ¥ % ) ¢ x * o X
Bl v e An Fown v Wee e |

Preview

Mastzy silde

sample Za@

* First level

]
Animations Applied to Slide Master reflects in all the Slide
Applying Transition to a Slide

Slide transitions are like the effects used in films to change from scene to scene.

1. Select the Slide

2. Choose an effect from the Transition gallery In the Animations tab under the Transition to This
Slide group.

3. Use the arrow to scroll through the options. PowerPoint will show a preview of the transition when
mouse is over a gallery item.
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Presentation Outline
* LUMS Overview
= Financial at LUMS

* National Outreach Programme
« Statistical Analysis

Applying Transition to a Slide

To set the speed of a transition,

1. Select a speed from the Transition Speed pull-down menu.
2. To apply transition settings to all of your slides, click Apply to All.
3. To set the clicking option
4. Clicking the mouse of the "On Mouse Click" option is checked.
| - = - v Tranition Seund: Mo Sound] = | Advance Slide
[ | i | ﬂ ‘J ﬁ £E| vJ “IJ ~ ' Transition Speed  Fast * | ¥ OnMouse Click
5 . —/ " | Hj Apply Te &l Automatically After: | 00:00 =

Transition ko This Slide

3. Perform Custom Animation on one Slide

A custom animation allows you to consider the objects or the text boxes in a slide, one at a time, and to animate
them as desired by the person not as given in the software.
1. Select the slide to which the animation is to be applied.

2. Select the Animations tab and the Animation Pane button from the Main menu. The Animation Pane
appears on the right side of the screen.

s

)l O-0 |+ Power

Home Insert Design Slide Show

—
) || -2 Animate: | Mo Animation —
o N2 W = -h
Preview Egﬂ CustomAnimati.onl [ | !

Preview Animations

r
!

Click on an element of the slide that is to be animated.

For example, select a title, bulleted list, or graphic.

5. Click Add Effect. Quick method to
A menu appears with a list of effect categories. change speed of
PowerPoint
6. Entrance effects control how the element enters the slide. animation set the
7. Emphasis effects make the element do something after it enters the slide. precise speed of
8. Exit effects control how it leaves the slide. next slides.
9.

Motion paths allow you to specify where the element travels on the slide.
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10. Select one of the effects. Details about the effect appear in the Animation Pane.
11. In the Start field, use the drop-down menu to select an event which will trigger the animation.

12. In the Direction field, use the drop-down menu to select a direction for the animation. The significance
of the direction depends on animation type.

13. In the Speed field, use the drop-down menu to select a speed for the animation.

Ei Egﬂﬁnimation Pane] P Start ~  Reorder Anima

1
1
A4k 4

Add
Animation ~| 75 Animation Painte B Delay

|| Entrance

 § ¢ x " yi¢

Appear Fade Fly In Float In Split

i * A ¥ ﬁm
* W w = X
Wipe Shape Wheel Random Bars  Grow & Turn
L Cate |
G P e o
Zoom Swivel Bounce

Franhacic

4. Applying Custom Animation to all Slides

To apply a custom animation to all slides

1. Click the Slide Master.
2. Click custom Animation
3. Custom Animation will be applied to all slides
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Learning Unit 5: Apply Sound Effects

Overview

Sound is the special feature in Power point to make a presentation more attractive and
effective. This learning unit covers the procedure of applying different types of sounds
on a presentation. After completion of this unit you will be able to demonstrate the uses | Sounds can be

of sounds its types and procedure of applying sound effects in your presentation. added from a CD or
a recorded voice.

1. Using Sound Effects in Presentation

PowerPoint allows adding sound in a presentation using different methods. This can be done by using a sound
file from computer, choosing from hundreds of sounds available through the clip organizer, or playing tracks
from an audio CD or from a recorded voice. Customized and Built —in sound effects can be added to a
presentation.

Sound can be added from three different sources.

Inserting a Sound File from Computer:

1. Select the slide where the sound will be added.
2. Select the Insert tab.
3. Click the drop-down arrow on the Sound command in the Media Clips group.

pp07?_CompanyOvernew_lessonl3-1

Insert Design Animations Slide Show Review View Add-Ing

54 B L::' P AN 4 EJ

Clip  Phote Shapes SmartAt Char Text Header WordAst Dale  Slide Obj et
At  Album - - Box & Footer - & Time Number

1 1 _M' edia Clips |

Inserting Sound Clip
4. Select Sound from File from the menu. The Insert Sound dialog box will appear.

€3

Movie |Sound |

- -

il  Sound from File...
Rﬁound from Clip Organizer...
Play CD Audio Track...

Record Sound...

Selecting Sound from File
5. Locate the sound file on computer.

6. Select the file.
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To repeat a sound
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specify to options.
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Selecting File

8. Click OK. A sound icon and a dialog box will appear.
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Home o Anmstions  SideShow  Revew  View | Fomat | Mapack
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Inserting a Sound File from Clip Art

Do you know! 1 Select the Insert tab from Menu bar.
2. Click the drop-down arrow on the Sound command in the Media Clips
You can add a song group.

a clip or a recorded . . . .
voice to your 3. Click on Clip art audio option.

presentation. 4. Select any of the clip media from the list like claps cheers, telephone
etc.

%3 K conoressitres | Enauesorser+ Gysingfowsed [ agn- T o v
- e - = 3] Hegrt 189em ¢
LR L e “ T F 1 [ Jipoetedemet-nalll-
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2. Association of Animation with a Sound Effects

A sound can also be added to any animation also. For example if you want to play a sound at any specific
animation you can easily applied a sound to it.
For this purpose following are the steps.

Select the desired object.

Click on Animation tab.

Apply the desired animation on the selected object.

Then click on Insert tab.

Click on Audio button. Select the desired method through which sound will be applied.
Select the sound.

A sound icon will appear on slide.

Set the properties for its application on slide from the playback tab on Menu bar.

The sound will be added to animation.

CoNorwN R

association of animation and sound

Association of Animation and Sound

3. Association of Different Sound Effects with Different Slides

In power point different sound effects can be added to different objects. Do you know!
For example you can add different sound effects at each slide in a presentation.

Sounds can be

On a slide select the object at which sound will be added. associate with
Click on insert tab then click sound button. different objects in a
presentation.

Select the method through which you want to add sound.

Select the and apply it.

Repeat the steps for all the desired objects at which the sound will be added.
Set the properties of the sound from playback tab on Menu bar.

oghrhwnhE

Association of Animation with Different Sound
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Learning Unit 6: Format Slide Master

Overview

Formatting in slide is changing the color, size, style, design of slide. This unit will cover the procedure of formatting
a Slide Master. After completion of this, You will be able to demonstrate the procedure of formatting a Slide
Master in different ways.

1. Formatting Master Title

Formatting Master Title Text

1. Click on the master title style to select it.

. 2. From the Slide Master tab, select the Fonts dropdown in the Edit Theme area.
Formatting relates to

the Oblects nio%hewoq flozoniM - Enoitsinsznd — oo R[
propernes I|ke e (A1 tedonA 2nl-bbA waiV waivafl znoiteminA 2noitizneT hsznl smoH
Changlng the SIZB, Q 6_' L - 2slyte mumgj:\sﬂ@ 'Ewloju 5H|T I:“; [_ ‘_
amen3A

color, font, style and s | sob G | SMaoD et ok B | o] | o & f i
a|lgnmentS Of a teXt sz0l2 quis2 sps9 bnuoipAed sm3AT 1ib3 tuoyel 13126M 13t26M 1ib3
or objects.

3. Select the desired font, font style, font size, effects, and color.

Click OK when finished selecting the font attributes for the title style.
Click elsewhere on the slide to deselect the title style and view the font formatting.

Repeat the steps as needed.

N oo o &

Select each text style and follow steps 2 through 6 to format the appearance of the text.

2. Formatting Slide

Opening Slide Master

1. From the menu, selecttheView tab.
2. Select Slide Master.

|E|! A 9-0l= Presentation3 - Microsoft PowerPoint —l'l:' ‘M‘i
Home  Insert Design  Transitions Animations Slide Show  Review Add-Ins Acrobat o @
[FE —"j J _L“J [ Ruler © [= |l color = = Arrange All o =
S = ] | = \‘jJ S ’5 :
| [ Gridlines \ B &= Grayscale — %Cascade =2
Normal| Slide Notes Reading Slide Handout Notes = Zoom Fit to v New — Switch Macros
Sorter Page View Master |Master Master | || Guides Window | il Black and White | window G Move Split  windows ~
Presentation Views Master Views Show , Zoom Color/Grayscale Window Macros

3. Anew Slide Mastertab will automatically appear.

Formatting Text

1. Click on the master title style to select it.

2. From the Slide Master tab, select the Fonts dropdown.

TR—
Pld9- 0= Pt e roe ot Do erP ot —‘
slide Master Home Insert Transitions Animations Review View Add-Ins Acrobat 7
Colors = s
/ | Title [ 7] 5| Background Styles ~ @
) G = L =
Insert Slide Insert Insert Footers | Theme [ Hide Background Graphics | Page Slide Close
Master  Layout ‘= Placeholder = - Effects ~ Setup Orientation ~ | Master View

Edit Master Master Layout Edit Theme Background Page Setup Close
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o g M w

Select the desired font, font style, font size, effects, and color.
Click OK.
Repeat the steps as needed.

To change the bullets for each level of text, click on the text to select it and from the Home tab, expand
the Bullets and Numbering menus.

(Bl [l 0 o — PresentatorE I i Dot P oveerP o ‘ S——
Slide Master Home Insert Transitions Animations Review View Add-Ins Acrobat Format Do you knOW!
=% & tayout - - m = sz, it D) EHa e
| Ealie } o Calibri (Body)  ~ 24= ~ A~ a7 &) [:—:F]§:‘ = ’r’}/ = [
e 27 e B s e A i . 3;" You can change the
il clipboard = Slides Font - MNone . o | — type Of bu”etS I|ke
1| S : ° images or any other
. o format from symbol
: 2 according to your
need.
> v
> v
= > v
Click to e‘EE Bullets and Numbering... St
e
» Click to edit Master text styles
o — Second level

* Third level
Formatting Slide

Moving and Resizing Text Areas

Click on a text area. A border appears with resize handles.

To resize the text area, click and drag a resize handle while keeping the mouse clicked. A dotted line
shows the new size of the area.

To move the text area, move the mouse pointer over the text area. The mouse pointer becomes a four-
headed arrow.

Click and drag the text area to a new location.

Working with Footers and Special Placeholders

The Slide Master contains placeholders for date/time, slide number, and footer. These can be moved around,
resized, and reformatted.

318

1.

From the Menu bar, select the Insert tab.

2. Then select Header and Footer.

[EH HA9-0F Presentation3 - Microsoft PowerPoint [.’u_u..u < —-:' ‘ E] | ){
a

Slide Master Home Transitions Animations Review View Add-Ins Acrobat Format

| B@ 's 8 O = D s ES =) T o) pey
b & we B4 ¥ 2 & ! = 5] Q & =
Table Picture Clip Screenshot Photo Shapes SmartArt Chart Hyperlink 0 Text | Header WordArt’ﬁ Equation Symbol | Video Audio Embed
Y, Art Y. b v > - - v

Album ~ Box |& Footer Flash
Ml Tables Images Tlustrations Links Text Symbols Media Flash

3. The Header and Footer box appear.
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i ™
Do you know! Header and Footer M

Slide | Motes and Handouts

Header footer can

be applied by double Include on slide
clicking on the '
header or footer @ Update automatically
place. 6/23/2011
English {U.5.) Western
Fixed
6/23/2011

[ Slide number

[T Footer

[T Don't show on title slide

L -

4. Click on the Slide number check box if the slides wanted to be numbered.
Type text in the Footerbox if it desired.

Click the Don’t show on title slide check box if it does not want the placeholders to appear on the title
slides.

7. By default, the date/time does not appear even though the placeholder is turned on. This is because
Fixed is the default setting and the Fixed box is blank.

8. To make the date/time appear, type the date in the Fixed box or click Update automatically to set up an
automatic date/time on each slide. Click the drop down menu to select the desired date/time format.

9. Click Apply to Allto apply the footers and placeholders to all slides.

Changing the Background

1. From the menu bar, select the Slide Master tab.

2. Then select Background >Background Styles.dropdown menu. The Background window appears.

— - — o
Pldw-0= Presentation3 - Microsoft PowerPoint Drawing —-:' =) |
Slide Master Home Insert Transitions Animations Review View Add-Ins Acrobat Format [~ e
. s Delete - Colors =
Title B colors 1'% Background Styles ~ El E
4 Rename =] [a]Fonts -
Insert slide Insert . Maste Insert Footers | Themes [ Hide Background Graphics Page Slide Close
Master Layout | Presenve | |ayout Placeholder~ - [O]effects + Setup Orientation = | Master View
| Edit Master Master Layout Edit Theme Background £l Page Setup Close

Select a predefined color.
4. Color selections can be previewed before applying.

Click to apply the background selection to the slide master.

Return to Normal view

1. After defining slide master formats, return to the normal view. Close Master
View from the ribbon.
Normal view is (B i 7+ GO — oo O o Fone T ont Booo oo | SRS
Where yOU W|” Work Home Tnsert Transitions Animations Review View Add-Ins Acrobat Format o @
most frequently to 5 & & m mme [Ae] B Gmagenemer ] B [H
create your slides. Mincter . Layout @b Preserve | Loyout pracenotaer = 3 PO | M [B]errects - | [ Hide Backaround Graphics | S0 AL | | waster view
[ Edit Master Master Layout Edit Theme Background F Page Setup Close
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3. Delete or Change Properties of a Slide Format

A slide formatting can also be customized. For example if you want to change the size of a text box or color of a

text then you can customize its properties.

1. Select the object.
2. Right click then go to the Size and position option.
3. Change the desired properties.
4. Click ok.
(B = T rezentationl ™ Microzoft Power? cint TR [ ] e — =R
SideMater  Home et Tandtioms  Anmations  Review | View Fomat - @
i S ENE el N =R-emialll-- - |
Normal Reading | Side Handout Motes i Zoom Fitte New Swich Macroy
View | |[Master| Master Master Guides Window il Black and Ve  window L} Move SpMt  windown -
e P - - "
1 - =
Shadow £
e ————— Reflecton

Glom and Soft Eges W %

Picture Cormectons

Picture Cakor

Artstc Effects

Com

|@RBE T 3% U +

Change the Properties of Slide Format
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Learner’s Activities

Description This learning activity consists of an interactive session in the class about the
importance of Slide Masters and how to apply and customize these Slide
Master view in PowerPoint presentation

Time 40 minutes.
Purpose To highlight the importance of Slide Masters and their use in PowerPoint.
Instructions for Learner 1. Ask learners how to apply customize Slide Master.

2. Ask learners are they able to add another slide to a Slide Master from other
presentation.

3. Ask learners are they able to create their own Slide Master.

Description This learning activity consists of an interactive session in the class about
Custom animation and transition to apply effects on presentation for making it
more attractive and effective.

Time 40 minutes.
Purpose To highlight the importance of animation and transition in PowerPoint.
Instructions for Learner 1. Ask learners how to apply customize animation.

2. Ask learners are they able to apply animation and transition to slides.
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Summary of Module

322 |

Microsoft PowerPoint is the software that incorporates with images, sounds, videos, text, and charts
to create an interactive presentation.

A slide master is the top slide that stores information about the theme and slide layouts of a
presentation. It includes the background, color, fonts, effects, and positioning.

Most PowerPoint presentations are created from a template, which includes a background color or
images, fonts and slide layouts.

A design template is created so that even though different slide types can have different layoutsand
graphics.

Animation can help to make a PowerPoint presentation more dynamic, visually interesting,
automation and to grab the audience’s attention.

Sound is the special feature in Power point to make a presentation more attractive and effective
Formatting in slide is changing the color, size, style, design of slide.

Transitions are the motion effects that add movements to the slide show when it is viewed.
Animations can be applied to text, images, shapes, and graphics so they play in slide show.

A PowerPoint template is a pattern of a slide or group of slides that contains layouts, themes, colors,
theme fonts, theme effects, background styles and contents also.
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Frequently Asked Questions (FAQS)

FAQ 1: Name the different tabs in PowerPoint?

Answer File, Home, Insert, Design, Animation, Slideshow, Review, and View

FAQ 2: What is the Ribbon in PowerPoint?

Answer The Ribbon consists of tabs, Each Ribbon has group of commands.

FAQ 3: What is slide master view?

Answer Slide master view allows to quickly modifying the slide layouts in presentation.
FAQ 4. What is animation?

Animation is a set of effects which can be applied to objects in PowerPoint so that they will

Answer animate in the slide show.
FAQ 5: What are the methods of applying sound effects in a presentation?
Answer There are three methods to add sound in a presentation.
1. Insert from File, 2.Insert from record sound 3. Insert from a CD audio track.
FAQ 6: What is a slide in a presentation?
Answer Slide is a single page of a presentation created with software such as PowerPoint.
FAQ 7: What is a slide show?
Slide show is a collection of pages arranged in a sequence that contain text, images for
Answer . . - - U :
presenting to the audience using a display device like projector.
FAQ 8: What are the charts in PowerPoint?
PowerPoint includes many types of charts for graphically representation of data i.e. Line chart,
Answer )
Pie chart, scatter chart, etc.
FAQ 9: What is the extension of PowerPoint file?
Answer The extension of PowerPoint files are .ppt and .pptx
FAQ 10: What is the shortcut key for playing a slide show?
Answer The shortcut key for playing a slide show is F5.
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Test Yourself!

Please mark the correct one from the given options. You can check your answer with the Answer Key at the
end of this module.

1. To insert logo in the same position on every slide, automatically, Insert it on the

a. Handout Master b. Notes master

C. Slide master d. All of the above.

2. Special effects used to introduce slides in a Slideshow are called

a. Effects b. Custom animation

C. Transitions d. Present animation

3. What is the shortcut key for saving a PowerPoint presentation?

a. CTRL+R b. CTRL+S

C. CTRL+O d. None

4, PowerPoint presentations are widely used as

a. Note outlines for teachers b. Project presentation by students.

C. Communication of planning. d. All of the above.

5. To add more text to a slide add

a. Text box. b. Contents control

C. Picture box d. None

6. A theme includes all of the following except

a. Fonts b. Clip art

C. Colors d. effects

7. An images can be added to the presentation from the tab.

a. Insert b. View

C. Home d. File

8. A isthe motion effect on slide when one slide changes to another in a slide show.

a. Transition b. Animation

C. sound d. None

9 A presen.tatior) can be presented by selecting the view at the bottom of the
PowerPoint window.

a. Reading View b. Normal view

C. Slide show d. None

10. All of the following is a type of animation except_ ?

a. Entrance b. Equation

C. Emphasis d. Exit
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Answer Key

MCQ Number Correct Answer
1 c
2 c
3 b
4 d
5 a
6 b
7 a
8 a
9 c
10 b
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Module 5: Prepare In-Page Documents
Learning Outcomes

After completion of this learning module, you will be able to:
e Set Keyboard Preferences
e Layout Page
e Toggle Between Languages

e Insert Columns
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Learning Unit 1. Set Keyboard Preferences

Overview

From keyboard preference you can either select one of the predefined keyboards
(Monotype, Farsi, Kashmiri, Kurdish, Aftab, Muqtadra, Phonetic, Farsi, and Arabic) or
make your own keyboards (up-to eight User Defined Keyboards). Predefined
Keyboards cannot be modified whereas you can modify User Defined Keyboard
according to your need.In this learning unit, you will learn how to set the keyboard
preferences.

1. Method to Switch between Different Input Languages

Do you know!

By Default the
keyboard is set to
Phonetic.

Using the “keyboard preferences” menu item, you can select from one of the predefine keyboards or from a

list of eight User defined Keyboards and modify it as per your requirements.

2. Setting Keyboard Preferences

The procedure of setting keyboard preferences has the following steps:

A e

File | Preferences Help

MNew... Ctrl+MN
Open... Ctrl+0
Printer Setup... Ctrl+Alt+P
Exit Alt+F4

1 ChUsers\manobilly\Desktop\fghgfh.inp

1. Open the new In-page file.
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There is a support of
up to Eight User
Defined Keyboards
in In-Page
Professional
whereas other
versions of In-Page
have support for
only one.

User Defined
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[Ecﬁt] View Format Insert  Symboels Uil

Undoes the last zelction

? Cut Ctrl+ X
T Copy Ctrl+C
Paste Special...
Paste Ctrl+W
Duplicate...
Clear Drel
Select All Ctrl+A
Find and Replace... Ctrl+F
Top Most

S5end To Back
Bring To Front

Lock Guides

Story Editor F2
V Delete Page... Alt+Del

Preferences

2. Click on the “Edit Menu” from Menu bar.

t Preferences PI Application... Alt+F11
5 Document.., Ctrl+F11
Typographic... F11
Story Editor...
Keyboard Preferences...

|
3. Click on the option “Preferences” and then select the keyboard preferences.

.
Keyboard me&r&ncesﬁ
You can find out

which language is Eenfrosndt : 0K, I
currently enabled by 4 - |Phanetic ;I

looking at the n
!apguagg - Fh .Earii- = Cancel
information in the rabic =

bottom right of your [ Enahls K a=hmini - Help

In-Page window.

4. Select the Keyboard from the combo box
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-
Keyboard Preferencesu

keyboard: |0

Phaonetic Kevboard [Wiew) | Cancel

[ Enable Sindhi [ Enable Pushtu Help |

5. Click on “OK” button.

i )
Keyboard Preferencesu

kevboard: |[EEE 0=
Phonetic Keyboard [Wiew) Cancel |
Enable Sindhi Enable Pushtu Help |

e ———————————————————

6. If you have selected one of the fixed keyboards, you can use the View button under the combo box to
view or print the selected keyboard.

3. Key Positions of Selected Keyboard Preferences

The difference between key positions of any keyboard preferences can be illustrated by the following steps.

Setting up Phonetic Keyboard:

f File | Preferences Help

Mew.., Ctrl+N
Open... Ctrl+0
Printer Setup... Ctrl+Alt+P
Esat Alt+Fd

1 ChUsers\manohbillyDesktop\fghgfh.inp

1. Open the new In-Page file.

t Preferences PI Application... Alt+F11
5 Document.., Ctrl+F11
Typographic... F11
Story Editor...
Keyboard Preferences...
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2. Setthe Keyboard preferences to Phonetic.

= ! # $ % A & e B e
= 1 @a / 2 <( )) — - \ I_..
1 2 3 4 5 (53 7 8 k=] (o] = = \
= | r r ~ Q b < A 9 - \ K] a
Q W, |E R T Y U I (o] P { H
rg’}l} - 3 PR ¥ a < >
s W e r t Y u i o P [ 1
< 2 & 2 el = [ o < [ ]
A S D  |JF G . H_ | K . L
- < 3 & C N = -~ =
a s d f g _|h j k 1
\ <y > [ ] 3 = & ) J €
z X C \4 B N M < > ?
3 2 = L > [s] \ ¢ <
z X e JC v b n m /
2 (S & L et [} ' < —

3. Phonetic keyboard has the following key positions.

Phonetic Keyboard key position

s Bl <

Sequence of keys
to write this

wcy

an Py ] airdw ki bwrD

4. Type “INPAGE URDU KEYBOARD” in Urdu language. Above example shows the key positions in the
phonetic keyboard.

Setting up Monotype Keyboard:

T T e

[ Fi|E] Preferences Help

Mew... Ctrl+ M
Open... Ctrl+O
Printer Setup... Ctrl+Alt+P
Exit Alt+F4

1 Chlzersimancbilly Desktoptfghgfh.inp

T="="m

1. Open the new In-Page file.
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t Preferences PI Application... Alt+F11
: Decument.., Ctrl+F11
Typographic... F11
Story Editor...
Keyboard Preferences...

2. Setthe Keyboard preferences to Monotype.

7~

Meonotype® Keyboard {\.l"le'wOnly)I [é]
||
S EERE EE R £ dA_&;K‘[,]T_ﬁE*'E,lu_.-
o LY ER R R I R SR A [ S (U A== =
D RS S SR A N A ) IR R AN E 2
IS CERREON N LT LI E U [ hlEnEpc[t]‘
AWl P Z2F a6 e F—H sk 2t - = |3
ancp: . - Erter <-
aldals [wafd e [o|a Ljh1| rkdlt;t’ & I
_ Z oo A" AN 2F 1M aMrel EPIEF _ |
Shift Shift
E N LT L= f,bjnjm) k] all &

3. Monotype keyboard has the following key positions.

Montotype keyboard key positions

n Py ] ar dw k. i bwr D

- oﬂ‘)“‘
By applying monotype
keyboard preferences

same keys will type
this text.

4. Press the same keys as used in phonetic keyboard. Above example shows the difference between key
positions in the Monotype keyboard.
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Learning Unit 2: Page Layout

Overview

Page layout includes formatting of page such as page size, margin, orientation and page number. After
completion of this learning unit you will be able to demonstrate the different page sizes and page margins in the
In-page file and could exhibit to add page numbering in the file.

1. Specifying Page Layout and Paragraph Formatting Attributes on Text

Specify Page layout:
The dialog box that appears by clicking “New” button allows you to enter values for your document. The
attributes that can be set in this dialog are

Page Size:
You can select one of the standard pages sizes from the page Size Combo Box. If a custom size is desired,
then you need to enter the Page Width and Page Height.

Page Margins:
Specify the page margins distances from the respective Box boundary.

Page Orientation:

The pages in the document can either be in a Portrait mode or in a Landscape mode. In Portrait mode, the
width and height that you specify are taken such, whereas in the Landscape mode, the widths and heights are
interchanged.

The procedure of specifying page layout has the following steps:

1. Choose the New menu item from the File menu.

[==1=Tr CErl+O

Close Ctrl+F4
Save... CErl+S
Save As... Cerl+-AlE+5S
Send Mail. .. CErl+M

Collect Eor Output...

Place. ..

Import, .. CErl+Y
Esrmatse, CEr - SlE+HY.
Export Page...

Brink. .. CLrl+P
Exit Alt+F4

1 CH2seiManuales. inp

2 Ciz2ss\sample.inp

3 Vivkaieitesturd2. inp

4 Cilinpage20mfc\Debugigcom.qps
5 CHinpagezomfciDebuglgz.qgps

& Zilinpage20mfci\DebughgS.gps

7 ClinpagezZ0mfc\Debughn, gps

g C:inpagezomfciDebugig4.qps

2. A New Document dialog is displayed. You can specify the page size, orientation, margins etc. Or you
can just let the default settings work for you.
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Mew Document

Page

[ 44 210x297mm
widih: [2Tcm
Height: | 29.7cm

Orientation ‘

[ |

& Poitrait
¢ Landscape

Pages: |1

— M argins

|nside: I 1.27cm

Outside: I 1.27cm

Top: |1.2?crn

Eattam: I 1.27cm ¥ autornatic Tezt Box

W {Daouble Cided

— Diirection
" Left T Right
@ Right To Left

[T Facing Pages

Save as Default I

3. Click on OK button.

4. A new document with the specified attributes is created.

2. Adding Page Number in File

Selecting this option inserts a page number field at the insertion point.

This option is available only if insertion point is in Title Text box. If you are in text Edit
mode inside a normal text box, this menu item appears grayed.

The procedure of adding page number has the following steps:

Anything what we
write on master
page is also shown
on all pages of the
Document.

1. Open the document to which you want to insert Footer.
2. Now click on Master Page option on the left corner of the page.
3. By clicking on Master page a blank page will be open.
4, Make a title text box at the desired location on the page.
5. |
Go to Text Edit Mode by choosing the IBEAM tool I@ and clicking on this title text box
6. Choose the Page Number menu item from the Insert menu.
7. Then click on the master page button again.
8. If you are inserting a page number inside a title text box on a master page, then the page

number gets inserted as "#" character in master page.

Paragraph Formatting Attributes
Paragraph Setting:

Paragraph Attributes are a collection of attributes that get applied to the paragraph as a whole. Unlike the
character attributes which get applied to selected characters, paragraph attributes get applied to the
whole paragraph(s) lying inside the selection. Therefore if paragraph attribute is applied when the cursor
is blinking then these attributes get applied paragraph in which the cursor is blinking.
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The Paragraph Attributes are as follows:

e Style Sheet Name Combo Box: All the defined Style Sheets appear in this combo box. You can
define new style sheets by selecting the Define Style Sheets menu item from the Format menu.
On selecting a Style Sheet from this combo box, the style sheet is applied to the selected
paragraph.

Defining New Style Sheet
The procedure to define a new style sheet has the following steps:

9. Click on style sheet in the format menu.

Format | Insert Symbels  Utilities Language

Character... Ctrl+H

e o |

Paragraph... Ctrl+G

b

- Hyphenation...

Borders...

Tabs Ctrl+Al+T
v | Text Wrap

Sort Text...
Takle Format

Table Layout...

Chject...

Funarcund...

Inset...

Master Page Objects...

Docurment...

vGuides...

Style Sheets... Ctrl+=T I
Define Colors...

|
10. Make a New style sheet and define the name of your Style sheet.

I Hural ﬂ Auto I
EEEEEE> |

—_—

4]
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11.

12.

. N

Define Style Sheets

f ame: 2pply

|Mormal
A

Enter — u

Style Sheet Mame:

Cancel

Help

Al

my style M

™1

Hel | Cancel
= Remove. ..

i

fodify. .

b

Click the “OK” button.

Now define the styles of paragraph, characters, border and hyphenation according to our choice
and click “OK”.

Edit Style Sheet =]
E.ep Equivalent

Control + Shift +

Kew I— Cancel
Help

Mame: |m_|..| style

Baze: |N0rma| -
FParagraph... Character. ..
Border... Huphenation...
kA adify. .

% Tabs... |

Alligning Paragraph

The paragraph can be aligned in the following styles:

Start Align aligns the text on left side of the frame for horizontal line direction and on top of the
frame for vertical line direction.

End Align aligns the text on right side of the frame for horizontal line direction and on bottom of the
frame for vertical line direction.

Center Align aligns the text between the frame edges.

Full Align justifies the text between the frame edges. The last line of the paragraph remains start
aligned.fdsa432;

Forced Align justifies all lines of the text between the frame edges.

Line Height Edit Box:

You can specify the line height (Auto by default) which sets line height of each line of text in the paragraph to

this value.

Inter Line Spacing Edit Box:

Specifies the gap between lines.
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Changing Point Size:

To change the point size of the selected text, you need to enter the new point size in the Size combo box
either in the ribbon or in the Format Character dialog.

Borders:

You can apply borders before and after a paragraph (much like as Remember paragraphs. The Borders can
also be given a line pattern style (whether dotted, dashed, dash-dotted etc.), its thickness and color can also
be specified.

Hyphenation:

Hyphenation allows you to hyphenate English words at the end of the line of text in a paragraph. In-Page gives
us the capability to specify the density of hyphenation in a paragraph.
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Learning Unit 3: Toggle Between Languages

Overview

In-page supports several languages such as Urdu, Arabic, Pushtu, Sindhi, Farsi, Kashmiri. If other languages
are enabled from the in-page setup then a short cut key (Ctrl + Space) can be used to switch between the
languages. After completion of this learning unit you will be able to Perform toggle between different languages.

1. How to Enable Optional Languages

Following steps to be followed to enable the optional languages support such as Pushtu and Sindhi.

Step 1:

In the Menu bar click EDIT then PREFERENCES and then KEYBOARD PREFERENCES

%] InPage - [Untitled-3] - a
[ File | Edit | View Format Insert Symbols Utilities Language Window Help HEE
Noms! Undoes the last selction - zpt a[ER
PR S [ | |
‘ E e T50) T60) 0, 20, L d
Z ial..
) Ctrlev
2 uplicate...
98| Clear Del
Select All Ctrls A
T
Find and Replace... Ctrl+F
]
®
Bring To Front
g =1 Lock Guides
@) Stery Editor (73
~ Delete Page Alt+Del
Ctr+F1
Fi1
=l
M=l | N K L]
Keyboard Prefe 3 URDU
Check Enable Sindhi or Enable Pushtu or both
i1} InPage - [Untitled-1] - a
[{® File Edit View Format Insert Symbols Utilities Language Window Help
[Romar ~EAe [w ~ (Bl L] i)
EEEEEES  [feres ][We ][] e
» |EEL = ==, e oo, oo, o 1 =
g
)
)
98]
2
I
@ 33/
]
®
= Keyboard Preferences
ol Keshoss 5
=] Phanetic Keyboard [ien) Cancel
E ¥ Ensble Sinchi ¥ Enable Pushtu Help
X =]
=l
MI<[ 7 B I ki 5
For Help, press F1 CAP URDU
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2. How to Toggle between Languages

You can toggle between English and Urdu by pressing Ctrl+Space. Also you can choose the menu item Toggle

Language from the Language menu.

If you have enabled Sindhi and Pushtu, then this command switches

amongst English, Urdu, Sindhi and Pushtu.

Corresponding to the current language its name is displayed in the task bar on the bottom right corner of InPage

frame window.

3. Switching Amongst the Languages

Step 1:

Urdu is enabled in the lower right corner. Press Ctrl+Space to change the language

InPage - [Untitled-1] -a
[{% File Edit View Format Insert Symbols Utilities Language Window Help NER
fems — SIE[me @ 2 e EE
EEEEEE> |- B e [ |
e
5]
o 2
= 23/l
B
B
ol ]
Ols
(@]
&
=3

-|
b 1Y B3 I B I ki 5
_ ForHelp, press F1 URDY
Step 2:
Sindhi is enabled in the lower right corner. Press Ctrl+Space to change the language.

L} InPage - [Untitled-1] -a
[{® File Edit View Formst Insert Symbols Utilities Language Window Help NER
P — 1] a3 e o
EEEEEE =

[l
T

150, o] T, T30 T a0, 7, W w5 5 -3 R |

1 1 3 T S A e
e :

For Help, press F1

338 |
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Step 3:

Pushtu is enabled in the lower right corner. Press Ctrl+Space to change the language

InPage - [Untitled-2] -a
[{® File Edit View Formst Insert Symbols Utilities Language Window Help RER
[romear | [F]Awe B ~ B[+ e
EEEEEE [Noor Nastaie = | [ Biack | (=] [rone B
R a aa) a0 o0, Te, T, T o, iy wy Wy ay q i i |

i
|

3

§r)

&)

1 1 3 T S A e

) 05 &)

)

MI=<T S 2 Rl [IF]
For Help, press F1 PUSHTU

Step: 4

English is enabled in the lower right corner. Press Ctrl+Space to change the language.

InPage - [Untitled-2] - a
[{® File Edit View Formst Insert Symbols Utilities Language Window Help RER
[romear | [F]Awe B ~ B[+ EE
EEEEEEE e e (=]
M L Gl a) a0, i, o, Ty T T ) &) iy ) q - R |

i
|

3

ENGLISH

§r)

&)

&)

1 1 3 T S A e

) 05

)

MI=] S 2 Rl ]
For Help, press F1 ENGLISH
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Learning Unit 4: Insert Column

Overview

Column is an important feature in the In-page software. It is used to manage the text in a specific portion of the
page or text and can be aligned properly using columns. After completion of this learning unit you will be able to
use columns and its supporting options in In-page.

1. Selecting Text and Inserting in Table

The procedure to convert the text in a table has the following steps:

1. Open the In-page file and type the text.

JJ%J/LKUZ&CLJPfJU:ﬁ;}J}‘{O}f? é}"df
e P 3r Po FE A AL S T
U L S 1 2

2. Select the whole text by pressing “CTRL+A” key from keyboard.

3. Click on Insert Menu and select Text to Table Option.
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[Insert | Symbols  Utilities Language
Page... Alt+Ins

Page Mumber...

L <]
FEF

Date & Time...

4 Picture...
Teut To Table...
Split Table

Index Entry... Crl+Alt+1
Object Lock...

4. A Dialog box will appear select Tabs or Paragraph.

Text To Table

Convert From
(* Tabs
(" Paragraph|  Cancel

Ok

e
ok |
==
e ]

Help

5. Click on OK button.

6. The table will be created on the paragraph.

2. Inserting Specific Text in the Column

A portion of the text can be selected to insert in a table. The procedure to insert specific text in the column has
the following steps:

1. Place the cursor on the page where you want to create columns.

2. Now Click on Insert Menu and select the Table option.

3. In appearing dialog box select the number of the rows and number of columns of the table. For
example 3 columns and 1 row in the table.

4. Now Click on Ok button.

5. Finish.
6. Now select the text that you want to insert in column 1 and paste it.

7. Repeat step — 6 for other columns.

Sample file using column is as follows
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342 |
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Learner’s Activity

Description

Time

Purpose

Instructions for
Learner

This learning activity consists of an interactive session in the class about the selection
of keyboard and language urdu phenotic , alignment and page setup.

40 minutes.

To defined the step by step procedure of urdu inpage.

1. Ask learners how to select the page setup

2. Ask the learner how to select the language and keyboard.
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Summary of Module

e Inpage is a program that is used to compose Urdu, Arabic, Farsi, Sindhi, Pushtu in computer. It is a very
comprehensive program. This program is used to compose Urdu and other Pakistni languages with all
fonts and facilities.

e Inpage comes with eight predefined and eight user-defined key-boards.Predefined Keyboards cannot be
modified whereas you can modify User Defined Keyboard according to your need. In the Inpage software
Ctrl+Space command switches between the Input languages. Windows languages can be switched by
Alt+Shift.

e Page layout is the term used to describe how each page of your document will appear when it is printed.
Inpage page layout has several important options such as margins, columns, portrait, landscape etc.
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Frequently Asked Questions (FAQS)
FAQ 1: From where | can download INPAGE software?

In-page Urdu is a very popular Urdu desktop publishing software. While its original version is not
Answer available for download, many clone copies are available. These look and work like In-page Urdu

but may have some bugs or viruses. Use at your own risk.

FAQ 2: Does In-page works under windows 7?

In-page works under almost all versions of windows including windows xp, windows 2000,

NS windows 7 and windows 8.

FAQ 3: Can | save my files as PDF?

Answer Yes, In-Page can save a file or pages in pdf format by Primopdf software tool.

FAQ 4. Can | copy contents from in-page and paste it to MS word?

Answer Yes, In-page contents can be shifted to ms word through In-page Unicode convertor software.

FAQ 5: How do | convert Urdu image files like*.jpg,*.BMP,*.PNG in to an in-page file?

Answer Itis not possible to convert_image files to in-page file_s at this time. It falls in to the rgalm of OCR
(Optical Character Recognition) and currently there is no software that can do the job.

FAQ 6: Can | use In-page for mathematical equations?

Yes, you can use In-Page to inter mix mathematical equations with urdu/english text. These
Answer equations will need to be entered in MS Windows compatible software which supports equation.
One such package is Microsoft's Equation Editor.

FAQ 7: Can | print inpage documents?
A Yes, Printing can be carried out on any of the MS Windows compatible printers. You first need
nswer : . : .
to choose the printer using Printer Setup dialog.
FAQ 8: Can | draw a line in the inpage document?

Yes, you can draw a line by Select the Line Tool from the Tools Bar. Now click with the CROSS
Answer cursor in the document Area and while keeping the mouse pressed, drag the mouse. The Ribbon
shows the two end points of the line.

FAQ 9: Can | draw a line at any angle in the inpage document?

Answer Yes, you can draw lines at any angle, keep the SHIFT key pressed while creating or resizing the
line.

FAQ 10: Can | draw tables in the Inpage documents?

Answer Yes, you can draw tables of any number of columns and rows by clicking on table from the insert

menu.
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Test Yourself!

Please mark the correct one from the given options. You can check your answer with the Answer Key at the end
of this module.

1. There are number of user-defined keyboards in the Inpage.

a. 2 b. 4

c 6 d. 8

2. Windows input languages can be switched by the short-cut-key command!

a. Alt + Control b. Control + Space

C. Alt + Shift d. Control + Shift

3. Inpage input languages can be switched by the short-cut-key command!

a. Alt + Control b. Control + Space

C. Alt + Shift d. Control + Shift

4, Copy and Paste option is available in the Menu.

a File b Edit

c Format d Insert

5. Preferences options is available in the Menu.

a File b Edit

c Format d Insert

6. command will replace the current occurrence of the found text. It will also find
and select the next occurrence of the same word(s).

a Find Text b Replace With

c Replace and Find d Replace All

7. Specify the gap between columns.

a Margins b Direction

c Gutter d Columns
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is similar to Cut but the difference is that Copy does not delete the selected text

8. mwject(s) from the document.

a Clear b Copy

c Undo d Delete

9. Text to table and Table to text options are available in the Menu.
a File b Edit

c Insert d Format

10. Text to table option is only available when

a Text is in the clip board b Text is selected

Cc Table is selected d Table is in the clip board
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Answer Key

MCQ Number Correct Answer
1 d
2 c
3 b
4 b
5 b
6 c
7 c
8 b
9 c
10 b
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Module 6: Manage E-mail / Internet

Learning Outcomes

After completion of this learning module, you will be able to:

Teaching and Learning Material: Information Technology (Computer Operator)

Configure Email Account
Sort Out Email

Manage Address Book
Achieve Email Data
Perform Browsing
Download Data

Send and Receive Emails
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Learning Unit 1. Configure Email Account

Overview

Email stands for electronic mail. It is like a message sending over the internet using
email address. In this learning unit, you will learn how to configure internet email service
in Microsoft Outlook software and how to send and receive email. After completion of
this learning unit, you will be able to properly configure MS Outlook, send and receive
messages and you will also be able to identify problems during configuration of MS
outlook email.

1. Configuring Email Account

What is Email?

To configure MS
Outlook, an Email
address must be
created already.

Email stands for 'electronic mail'. It is used for sending Electronic message/Letter through internet. An email
address is required to send or receive email, and that address is unique to the user. Email can be accessed in
two ways, either from web browsers or desktop applications. Some companies provides facilty for email like
yahoo, google,these are called email service providers. For using this facilty it is required to create an email

address.

Configuring Email Account Using MS Outlook:
Hotmail.com is windows live email address which is created by microsoft
corporation.For adding and configuring a windows live id / hotmail id just follow these
steps:

1. Open MS outlook application From MS Office.

2. Enter user name, e-mail address, and password.
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Outlook 2010

Outlook 2010 is a
personal information
manager included in
the Microsoft Office
2010 suite, which is
commonly used in
the workplace.
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Auto Account Setup
Click Mext to connect to the mail server and automatically configure your account settings.

@ E-mail Account

‘four Name: | |

Example: Ellen Adams

E-mail Address: | |
Example: ellen@contoso.com

Password: | |

Retype Password: | |
Type the password your Internet service provider has given you.

() Text Messaging (SMS)

() Manually configure server settings or additional server types

< Back Mext = Cancel

Entering Required Data in Outlook
3. Click Next.
4. A dialogue box will appear of configuration email.

"= Add New Account (Not
Do you know! —
Online search for your server settings...

The tabbed Ribbon

_system was e
introduced in
OUtIOOk 2010 tO Configuring e-mail server settings. This might take several minutes:

s «"  Establish network connection
replace trad |t|0na| =y Search for sadiahamid231@hotmail.com server settings
menus. The RIbeI’l Log on to server

contains multiple
tabs, each with
several groups of
commands.

2

Configuring Outlook

5. After completion of the configuration process click Finish.
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Online search for your server settings...

Configuring

Configuring e-mail server settings. This might take several minutes:
«"  Establish network connection
" Search for sadishamid231@hotmail.com server settings
«" Log on to server

[T Manually configure server settings

Add another account...

< Back [

Finish | |

Cancel ]

Finish Configuring Outlook

6. The account will be configured and the welcome screen will be appeared.

C=Tad X
eve  Folder  View  FoxtPOF 5
\ KOGl D C) Baeng Dhorter G ToMmaer 25 M A oo conac -
2 Clean Up + — (53 Team E-mail  Done 0 L4} Adaress Book
Delete | Reply n:;‘,‘\y Forward B More £ Reply &Delete 7 Create New || Move Rules OneNote Ua::ddr Categorize FZ\;{W T —
Respond Quick Steps Move Tags Find
avor < >
- search Inbox (Ctr-) || Welcome to your new Outlook.com inbox ‘ July 2015 »
) SuMo TuWe Th Fr Sa
S sent tems FrEmECes =D Outlookcom Team <member_services@outlook.com> e s

(5 Deletedtems © Click here to download pictures Ta help proteet your privacy, Outlook pr
4 Today some pictures in this message.

| Outiook.com Team 215 P
Welcome to your new Outloak.com inbox.

4 sadiahamidZ31@hotmail.com "t Mon7/13/2015 4118 Pha
Cjinbox

(21 Dratts

(3 sent tems
@ Deletearems

\Welcome to your new

Outlook.com inbox

Here are a few tips to help you get started:

Navigation
Click the app launcher icon next to the Outlook.com logo to navigate fo:

) RS Feeds
(0 Search Folders
> Synclssues

+ Calendar: Access reminders and appointments from your devices
+ OneDrive: 15GB of free storage for your photos and files

+  People: Add comtacts from other services, like Facebook and Google

evented automatic download of

1[G 15 16 17 18
18202 2 3 2 25
% 27 2 2 3031

No upcoming appointments

Arange By; Flag: Due Date. =
Type a new task

There are no items to show in this

) e view,
i Email basics
Open or select a message to find.
8] Contacts
2 =l « Reolv: genlv to. revly all. or forward messases. E
Tasis

U @ Seemore about: Outiook.com Team E‘ .

Items:1 | &7 Connected to Windows Live Hotmail |[II|E1 100% (=) O (%)

Welcome Screen of Outlook

This is the easiest way of configuring email using MS outlook.

Adding an Account in MS Outlook:
1. Start MS Outlook.
2. Click on the File tab.

3.
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[oI= 55T T sadiahamid231 @hotmail.com = Microsot Outioak o o
File Home  Send/Receve  Folder  View  Foxit PDF

Save as )
X Account Information

oo y =" o M

= Add Account
Open
e _ Account Settings.
a‘;ﬂ Madify settings for this account and configure additional
Help LI connec tions.
Account
3 options Settings ~
= =3]| Account Settings
&}, Add and remove accounts or change
* existing connectian settings.
(\'3 Manage the size of your mailbox by emptying Deleted ltems and
iving
Cleanup
Tools~
o Rules and Alerts
w Use Rules and Alerts to help organize your incoming e-mail
- messages, and receive updates when tems are added, changed, or
ManageRules  removed,
& Alets
Additional Information
o —
ersion information, and how to contact Microsoft.

Additional
Information *

Account Settings of Outlook

4. On the Email tab, click New.

W Account Settings ==

E-mail Accounts
fou can add or remove an account. You can select an account and change its settings.

E-mail | Data Files I RSS Feeds I SharePoint Lists I Internet Calendars I Published Calendars I Address Books

g MNew...

Mame Type

Close

Adding an Account

5. Click to select the Email Account option, and then click Next.

6. In the Add New Account dialog box, to configure the new email account automatically, configure the
following settings in the Email Account section under Auto Account Setup:

7. Inthe Your Name box, type user full name.
8. Inthe Email Address box, type e-mail address.

9. Inthe Password box, type the password.
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10. In the Retype Password box, retype the password, and then click Next to begin the Auto Account Setup

process.
Add New Account | 26 |
Auto Account Setup )
Click Next to connect to the mail server and automatically configure your account settings. Some ISPs require
the full email
address to be
@ E-mail Account entered into
the User Name field
‘four Name: SADIA HAMID
Example: Ellen Adams
E-mail Address: sadiahamid 11@yahoo.com
Example: ellen@contoso.com
Fassword: E————

Retype Password:

Type the password your Internet service provider has given you.

Text Messaging (SMS)

Manually configure server settings or additional server types

| < Back || Next = || Cancel

Adding an Account

11. Outlook will then try to automatically configure account. After successful configuration, the confirmation
messages will appear that the account is created successfully.

12. Click Finish, and then click Close to complete the account setup.

Testing Email Configuration:

If a problem occur during configuration of Outlook as shown in the picture below than it means that email is not
configured successfully. It is necessary to configure Outlook manually.
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b e s ==

Cannot Log on to Server

If wanted Outlook to

automatically enter Configurang
email password, ] _ _ - _
Configuring e-mail server settings. This might take several minutes:

make sure that =« Establish network connection
the " Save th | S «"  Search for sadishamid11@yahoo.com server settings
password II”I your b4 Log on to server and send a test e-mail message
password
IlSt Check bOX Is verify the settings below. You can make changes if necessary.
selected. E-mail Address:  |sadishamid11@yaheo.com

Password: = = | Feeessssss

Retype Password: |=sssssssss

[ Manually configure server settings

Type the password your Internet service provider has given you.

(

< Back

I

Retry

) |

Cancel

Configuration Fails
For manually configuration of Outlook mail follow these steps:

1. Add New Account dialog box

2. Click the Manually configure server settings or additional server types check box, and then click Next.

M Add New Account

Auto Account Setup
Connect to other server types.

) E-mail Account

) Text Messaging (SMS)

I@ Manually configure server settings or additional server types

Manually Configuration of Email

3. Click Internet Email, and then click Next.
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® Add New Account B
Choose Service

Yahoo or Gmail id

on Outlook needs

@ Internet E-mail

Connect to POP or IMAF server to send and receive e-mail messages. manual
(") Microsoft Exchange or compatible service Conflguratlon fOI’
Connect and access e-mail messages, calendar, contacts, faxes and voice mail messages. Settlng InC0mIng and

_) Text Messaging (SMS)
Connect to a mobile messaging service.

outgoing ports.

~) Olher
Connect to a server type shown below.
Fax Mail Transport

[ < Back I[ Mext = ]I [ Cancel ]

Manually Configuration of Email

4. Click on More information button.
A.dd MNew Account
Internet E-mail Settings

Each of these settings are required to get your e-mail account working.

User Information Test Account Settings

Your Name: SADIA HAMID After filing out the information on this screen, we
recommend you test your account by dicking the button
E-mail Address: sadiahamid11@yahoo.com below. (Requires network connection)

Server Information
Test Account Settings ...

Account Type: POR3 EI

tacammyan el Eraorere pop.mail.yahoo.com Test Account Settings by dicking the MNext button

) . Deliver new messages to:
Outgaing mail server (SMTH:  |zmtp.mail.yahoo.com _
@) Mew QOutlook Data File

LDgomindnaatsoen () Existing Outlook Data File

User Mame: sadiahamid11

Password:

¥ Remember password

Reguire logon using Secure Password Authentication (SPA;
D < & a ( ) More Settings ...

[ < Back ][ Mext = ][ Cancel ]

More Information
5. Select the Outgoing Server tab from the top of the new window that opens.

6. Check the box for My outgoing server (SMTP) requires authentication and ensure that Use same settings
as my incoming mail server is selected.

7. Next, click the Advanced tab at the top of the window.
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General I Outgoing Server I Connechon | Advanced |

Server Port Mumbers

Incoming server (PFOP3): 110 Use Defaults

| |iThis server requires an encrypted connection (SSLY
Outgoing server {SMTF): 25

Use the following type of encrypted connection: | MNone El

Server Timeouts
Shaort Long 1 minute

Delivery

Leave a copy of messages on the server
Eemowve from server after 14 ~| days

[ remove from server when deleted from 'Deleted Items'

Check this Option

8. Enter port 995 as the Incoming server (POP3) port and ensure that SSL is chosen from the Use the
following type of encrypted connection drop-down box.

9. Enter port 587 as the Outgoing server (SMTP) port and choose TLS from the drop-down box next to Use
the following type of encrypted connection.

10. Click the OK button to save settings.
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General I Outgoing Server I Connection

Server Port Mumbers
Incoming server (POP3):] 995
This server requires an encrypted connection (SSL)
Dutgoing server (SMTF): | 587
Use the following type of encypted connection:

Mone

Mone
[l |

TLS

Server Timeouts

Short Long 1 minute

Delivery
Leave a copy of messages on the server
Remove from server after 14 ~| days
[ remove from server when deleted from 'Deleted Items'

Setting Properties

11. After this a test email message will be send. If the test is successful, click the Close button.

Test Account Settings

Congratulations! All tests completed successfully. Click Close to continue,

Tasks | Errors

Tasks
\/Lug onto incoming mail server (POP3)
\/Send test e-mail message

Status

Completed
Completed

Test Account Settings

12. The email will be configured successfully now.
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Do you know!

Gmail uses
Incoming port: 993
and outgoing port:
587 for outlook
configuration.

Congratulations!

You have successfully entered all the information reguired to setup your account.

To dose the wizard, dick Finish.

< Back |l Finish ]

Adding New Account Screen
Now here a user can see configured email ids.

| Account Setti gs

E-mail Accounts
You can add or remove an account. You can select an account and change its settings.

E-mail | Data Files I RSS5 Feeds I SharePaint Lists I Internet Calendars I Published Calendars | Address Books

g Mew... '$ Repair... 'S Change... @ SetasDefault X Remove 4 &

Mame Type

0 sadiahamid231@hotmail. com MAPT (send from this account by default)
sadiahamid 11@yahoo.com POP [SMTP

Selected account delivers new messages to the following location:

sadiahamidl1@yahoo.com\Inbox
in data file C:\Users'manobilly...\Outlook Files\sadiahamid 11@yahoo.com.pst

Configured Emails
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2. Sending and Retrieving Test Messages

Sending and Retrieving Test Message:
For testing newly configured email on outlook open MS Outlook.

1. Click on New Email button on the left corner.

2. Type the sender’s (it may be your second email id) email address for checking whether the emails are

forwarded or not.
3. Send and check the email on other email account.

4. Also check if a test message is sent to the configured email address or not.

€ c = |®

us-mg5.mail.yahoo.com/neo/launch

# Home Mail Search News Sporis Finance Weather Games Answers Screen Flickr Mobile More ~
YAHOQ! | ‘ Search Mail '
MAIL
unpz®eo P
# Compose O~ i Delete EIMove~ EF Spam~ s More v Sort
Inbox (345) Todzy
Drafts (12) Facebook Facebook® Account Sign Up. Join for Free Today!
Sent Sponsored Connect with friends and the world around you on Facebook. Sign up, it's free and...
Spam (18) O Microsoft Outlook Microsoft Outlock Test Message Thiss an e-mail message sent automatically by v
T O Microsoft Outlook GllisgeiT el wivia (nol o i 3 e s an e-mail mess
¥ Smart Views. -
L1 > sadia, me hi (2) welcome to Outlook new account

Unread

Checking Test Email Send

Adding a Gmail
account will not

services, such as

import other Google

your Gmail contacts
or Google Calendar.

5. Now send an email form any id to check for whether the newly configured email account is receiving emails

or not.

ome | Send/Receive  Folder  View  FoxtPDF

VO S % ) () () B BE o YR RS

A Clean Up + QG . SiTamEmil o Done L ey 8 (0 Adress Book

New  New Delete | Reply Reply Fomiord - B | Moue Rules Oneote / Cotegorize Follow
Email fems - | &plunk - T Mo I ReplyEDelete G CreateNew 3| 00 | 7 fiter Emai -
Delete Respond Quick Steps £l Move Find
< >

scarch imbar ctr-5 2| Re:hi a0 mmEE D
5 R, Subo Tuwe T Fr sa
arnge By: Dote Newest on top Sadia Hamid <sadiahamid11@yahoo.com> e fr s

(5 senttems
) Deteted tems cnt Mon TA13/2015 5:24 PM

2 Today sadia hamid
4 sadiansmiazs1 @hotmail.com J sadia Hamia s24 M
= Rech welcome to Outlook new account
= 3 Outiookcom Team 118 P10
' Drafts Welcome to your new OQutlook.com inbox

5 senttems

3 Deleted I
 eleted ems On Monday, July 13, 2015 5:02 PM, sadia hamid <sadiahamid231@hotmail.com> wrate

(3 Archive
([ Junk E-mail

(3 outbox 1] hi
() RSS Feeds

(0 Search Folders

> sadiahamidil@yahoa.com

5678 91011

23] 15 16 17 18
vwannEAB
%2703

Mo upcoming appointments.

Arrange By: Flag: Due Date.
Type a new task

There are no items to show in this
view,

3 wan
7] calendar
[8=] contacts
] Tasks
O @  See more sbout: Sadia Hamid. DD ~
7 connected to Windows Live Hotmail | [T] &1 100% (=) Iy )

Iems: 2 | Receiving message 204 of 535 (2.6 M of 351 M)

Checking Test Email Received
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Learner’s Activity
e Open MS Outlook
e Configure Outlook.com /Hotmail account on MS Outlook.
e Now add and configure a Yahoo id on MS Outlook account.
e |f a problem occur than configure it manually according to the given procedure in manual.

e Check the email through send and receive emails using this email account.
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Learning Unit 2: Sort Out Email

Overview

Sorting means arranging something in a way so that it can retrieve easily. MS Outlook

emails can be sorted based on the Date, Account, Attachments, Flags, subjects and

Size as per requirements for ease. In this learning unit you will learn how to sort email By default, the

by the account through which they were received using various applications. messages are date
) ) ] . ) ) . wise sorted i.e.

After completion of this learning unit you will be able to sort out emails received from | |5test mail first.

different accounts.

1. Sorting Emails and its Benefits

Sorting Out Emails:

There are several features that can help manage and organize messages, one of them is sorting. There are many
benefits of sorting emails in Outlook.

Benefits of Sorting Emails:

e Ifitis needed to find a particular email from a certain person than sorting is helpful in searching mails by a
specific person.

¢ If wanted to have emails sorted by date received with the most recent at the top than sorting is a best
technique.

e Ifitis needed to sort emails, received to a particular Account.

Methods of Sorting Emails in Outlook:

Outlook downloads email into the Inbox, which fills up inbox quickly. Finding what is | sorting is a

needed when is needed it can become a frustrating task, but with a few easy-to- | technique for

implement sorting techniques, even the crowded Inbox can be handled. arranging data in
ascending or
descending order.

1: Click to Sort

The click-a-header sort behavior in Outlook is probably a common method of sorting. With the Inbox (or any
mail folder) open, simply click a column header (From, To, Subject, Received, and so on) to sort by the data in
that column. Click a second time to toggle between ascending and descending order.

Sort Mail by who it is From:

If there is a mail in the folder there will be people’s names in the column. These names are the names of the
people who have sent you email.

1. If left click the From column name the mail will be sorted by name alphabetically in descending order.

The Z’s will be at the top of the list and the A’s will be at the end of the list.
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2. For sorting the mail by name in ascending order, left click the From column name again.

Now the A’s are at the top of the list and the Z's are at the bottom of the list.

Sort Email by Subject:

The Subject column is the next to the From column.

1. Left click the Subject column label and the emails will be sorted in descending

This button is order.

used from the
column for sorting
data in ascending or
descending order.

For multiple emails on the same date with the same Subject the last one received that
date is at the top of the list.

2. For sorting by Subject in ascending order, left click the Subject column label
again.

The emails are now sorted in ascending order with the A’s first and Z’s last.

Sort Mail by Date Received:

1. Left click the Received column label and the mail will be sorted in descending with the most recently
received mail at the top of the list.

2. Left click the Received column label again and the mail will be sorted in ascending order with the most
recently received mail at the top of the list

Sort Mail by Account Name:
1. Left click the Account column label and the mail will be sorted by Account name in descending order.
2. Leftclick the Account column label again and the mail will be sorted by Account name in descending order

Sorting mail by the column labels in Folder view is an easy way to find emails based on the From, Subject,
Received and Account columns.

Sorting Emails by the Account, Received:
For sorting emails by the account through which they were received:
1. First click on view tab.

2. Then click on View settings.
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File Home Send / Receive Folder View

- » : ; ¢
@ ﬁ ] Show as Conversations —%Qate '@afrom ‘&Io EE Categories
Changlp View JReset Conversation Se Y Flag: Start Date Y Flag: Due Date [ 5ize ]3 Subject —
View 9 Settings | View -

] Conversations Arrangement
ers Here €
Search Inbo

4 sadiahamidll @yahoo.com ’:| V% )@ From Subject Received

View Settings in Outlook

3. A dialogue box will appear. Click on sort button
4. Another dialogue box will appear here the properties for sort can be set.

5. Click on first drop down menu select the From and then click Ok.

Advanced View Settings: Con| Sort & |
y
Description Sort items by -
[ Columns... ] From |E| 0 Ascending
(") Descending
[ __ ] Ihen by Clear all
= {none) |E| @ HSEEI'IC'II'!Q
Descending
[ Filter... ] Then by
(none) (@ Ascending
[ Other Settings. . ] Descending
[ Conditional Formatting. .. ] Then by
(none) (@ Ascending
[ Format Columns... ] Descending

E— . Select available fields from:
eset Current View
- Frequently-used fields |E|

Account

Then all emails in the selected folder are sorted by email senders automatically.
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1% 0 @] From Subject Received Size Categories
.~4 000webhostI.. Free hosting in India! Fri3/27/201511:... 12 KB

=5
»

4 From: 000webhost.com (6 items, 6 unread)

T0% Day Pr i Tue 7/7/2015 6:... 13 KB
. Up to 70% Easter Discount Wed 4/8/20159... 13 KB
. How is your website? Sun 3/29/2015 3... 10 KB
Account gvtiwg; ir.comlu.com is ready! Thu 3/26/2015 1... 14 KB
‘Welcome to 000webhost.com Thu 3/26/2015 1... 12 KB
. Confirm your registration Thu 3/26/2015 1... 11 KB

4 From: Abdul Mateen (1 item, 1 unread)
i<] Abdul Mateen Re: [TEVTA - Microsoft IT Trainers Group] Today i had dinner with umar f... Mon 11/17/201... 29 KB

4  From: Abdul Razzaq (5 items, 5 unread)

i-] Abdul Razzag Re: [We Demand Extremists Free Pakistan] New photo Mon 12/22/201... 30 KB
i<] Abdul Razzag Re: [We Demand Extremists Free Pakistan] New photo Mon 12/22/201... 30 KB
-1 Abdul Razzag Re: [We Demand Extremists Free Pakistan] New photo Mon 12/22/201... 30 KB
/-] Abdul Razzaq Re: [We Demand Extremists Free Pakistan] New photo Mon 12/22/201... 31 KB
-] Abdul Razzagq Re: [We Demand Extremists Free Pakistan] New photo Mon 12/22/201... 30 KB

4 From: Adobe Creative Cloud (1 item, 1 unread)
-] Adobe Creati... Creative Cloud: Please verify your email address Thu 4/16/20159... 23 KB

4 From: Afzaal Hamdani (1 item, 1 unread)

Sorted Emails in Ascending Order through Account
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Learner’s Activity

1. Sort emails in Ascending Order
e Data Wise
e Subject Wise

2. Sort emails in Descending Order
e By Account Name
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Learning Unit 3: Manage Address Book

Overview
Outlook Address Managing address book is very necessary in MS Outlook. The Microsoft Outlook
Book Address Book is a container that includes the main Contacts folder and any others
added. This learning unit covers the procedure for sending email using addresses in
The Outlook address book, copying, customizing, moving, importing and exporting contacts in
Address Book is a address book, setting up a personal address book and importing contacts from
collection of address personal address book to contacts in outlook. After completion of this learning unit you
books or address will be able to understand the functionality of address book in MS Outlook.

lists, created from
Outlook contact
folders.

1. Sending a Message Using Address Book

For sending a message from names in MS outlook do the following

Sending Email

1. In MS Outlook Mail, click on the Home tab
2. Inthe New group, click New E-mail.
3. A window will be appear.

' = o nti (HTML el 5
DO yOU know- File. Message Insert Options Format Text Review E
¥ cut . . - . @9-] ¥ Follow Up =

S5 1
A @ = \Z’ ¥ High Importance L

CC means Carbon Paste d’f:: R B 7 U |®- A Address [Fheck | Attach Attach Signature

COpy and Becc i C\ip/b-;a:rd w::. - Basic Text L I Kadréss Hﬁ@&e i ¢ LO\T“;::WWCE‘ Zoom

means blind I from - | sadiahamidi1@yahoa.com I sender email account

carbon copy. For sﬁ | write address here to whom wanted to send email
emailing, you use Ce, write Cc. Address here

Cc when you want Sy _

to copy others
publicly and Bcc
when you want to do
it privately. Any
recipients on the
Bcc line of an email
are not visible to
others on the email.

Creating New Email in Outlook

4. Click on the Address Book a dialogue box will be appear.

(Here the receiver’'s email accounts, Cc. and Bcc. email Accounts can be added from the Address book
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Search: @ Mame only () More columns Address Book
Go Contacts - sadiahamid 11@yahoo.com - Advanced Find

| Mame Display Mame E-mail Address

aafaki1937@yahoo. com aafaki1l937@vyahoo.com
aafagi.monthly @gmail . com aafagi.monthly @gmail.com
ahmadirshad 19 1@gmail. com ahmadirshad 19 1@gmail.com
b4lt_p_o0@yahoo.com b4lt_p_00@yahoo.com
b4it_p_100@yahoo.com b4lt_p_100@yahoo.com
gvti_vhr@yahoo.com gvti_vhr@yahoo.com
newpremierhotel @hotmail.com newpremierhotel @hotmail.com
po0&2et@gmail.com po0&2et@gmail.com

=, yousaf555@gmail.com =, yousaf555@gmail . com

= ali woh_lamha2005@hotmail.com woh_lamha2005@hotmail.com

8
8
8
8
8
8
8
8
g

& arslan. javed@giz. de arslan.javed@giz.de arslan.javed@giz.de
' 1 | »

sadiahamid 231 @hotmail. com Add Email account from the
woh_lamha2005@hotmail. com address book-
manobilly44&@gmail . com

J|(

Adding Email Account from Address Book

You must exit and
restart Outlook to
use the address
book that you
added.

5. Click on the first text field and select an account from the address book who will receive email.

6. Click on the second field Cc. to add an email account.

7. Click on third field Bcc. To add an email account.

8. Click on OK button.

9. Then enter the subject of email, write the text in body of email attach files if any and click on Send button at

the top left corner of the window.

The mail will be sent.

2. Specifying the Default Address Book

Sometimes address book cannot be found due to the default selection of address book.
You can change the default address book.

To change the default Address Book, do the following:
1. Onthe Home tab, in the Find group, click the Address Book or click Ctrl+Shift+B).

2. In the Address Book dialog box, Click on Tools than Options to open the
Addressing dialog box.
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You can also open
the Address Book by
clicking Address
Book on the Tools
menu when you are
sending an email.
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(s =SSN,
File Edit Tools

Search: @ Mame only () More columns Address Book

|| | Go Contacts - sadiahamidi1@yahoo.com - Advanced Find

| Display Mame E-mail Address

aafakil337@yahoo.com aafaki1337@yahoo.com
aafagi. monthly @gmail.com aafagi.monthly @gmail.com
ahmadirshad 19 1@gmail. com ahmadirshad 12 1@gmail. com
b4it_p_00@yahoo.com b4t_p_00@vyahoo.com
b4it_p_100@yahoo.com b4t_p_100@yahoo.com
gvti_vhr @yahoo.com gvti_vhr@yahoo.com
newpremierhotel @hotmail.com newpremierhotel@hotmail.com
p00&2et@gmail.com po0&2et@gmail.com
2. yousaf555@gmail.com 5. yousaf555@gmail. com

ali woh_lamha2005@haotmail.com woh_lamha2005@hotmail.com

& arslan. javed@qgiz. de arslan.javed@giz.de arslan.javed @giz.de

& ashirace ayesha_raee@yahoo.com ayesha_raee @yahoo.com

& Chisaa Munda kiridotcom @yahoo.com kiridotcom @yahoo.com

% dm. dok@tevia. gop. pk dm.dgk@tevta.gop.pk dm.dgk@tevta.gop.pk

S GVTI (W) ABAD wmgvtiwabad_tevta_dgk@yahoo.com wmgvtiwabad_tevta_dgk@yahoo.com

% Kashif Rasheed kashifrasheed 196 7@yahoo.com kashifrasheed1967@yahoo.com

& Mahmood Atif GIZ PK atif.mahmood @giz.de atif. mahmood @giz.de
< 1

B E0 80 02 20 2 (2 g0 g0 B

Address book Dialogue Box

3. From the drop-down list labeled when opening the address book, show this address list first, select the

desired address book.

4. Select Custom option then select the desired address book which is wanted to show by default in Outlook.

5. Select the option” Choose Automatically” and click OK.

Remember

The Display Name When sending e-mail, check address lists in this order:
Eoicey%tﬁ (:y%aesﬁion (") Start with Global Address List

contact's name in () Start with contact folders

the Full Name box. (@) Custom

Contacts in sadiahamid 23 1 @hotmail. com -
Suggested Contacts
Contacts

[ Add... ] [ Remove ] [ Properties ]

When opening the address book, show this address list first:

Choose automatically -

| ok || cancel

Addressing Dialogue Box
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3. Copying Contacts from Personal Address Book to Outlook

Outlook automatically updates its address book whenever it is updated / upgraded to latest version otherwise it
can be imported manually.

To import address book manually follow these steps:

1.

2.

3.

Start Outlook 2010.

Click the File menu.

Click Open, and then click Import. The Import and Export Wizard opens.

Click Import from another program or file, and then click Next.

Click Personal Address Book, and then click Next.

Click Browse, locate the Personal Address Book that wanted to import, and then click OK.
Click Next.

Click Finish to import the Personal Address Book.

4. Changing Appearance of Names in Address Book

The appearance of address name can be changed by selecting the display format of BT Pl i
last name, first name. List (GAL)

Change to Last Name, First Name Format:

A user can change the name format for the contacts in the main Microsoft Outlook | -~-ount. The GAL
Contact folder or any contact folders that is created. These folders are listed in the
Outlook Address Book. However, you cannot change the name format for names in the
Global Address List (GAL).

To display this
address book, you
must use a Microsoft
Exchange Server

contains the names
and e-mail
addresses of
everyone.

Click the File tab.
Click Account Settings, and then click Account Settings.

On the Address Books tab, in the Name list, click Outlook Address Book, and then click
Change.

Under Outlook Address Books, click the address book that is wanted to change the contact
display format for.

Under Show names by, click File As (Ali, Khan).

Click Close on the Microsoft Outlook Address Book and Account Settings dialog boxes.

Exit and restart Outlook.
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Change Individual Contacts to Last Name, First Name Format:
After changing the name format for existing contacts in the Outlook Address Book, the change applies to future
entries that are created. However, if all the contacts are not updated you must change the format for each contact
by following steps:

1. In Contacts, double-click a contact that does not appear in the last name, first name format.

2. Inthe open contact, in the File as box, click the name in the last name, first name format.

On the Contact tab, in the Actions group, click Save & Close.
Repeat for each contact not displayed in the correct name format.

P w

5. Including or Excluding Contacts Folder from Address Book

Including Contact to an Address Book:
1. Onthe Tools menu, click Account Settings.
2. Onthe Address Books tab, click New.

3. You are prompted to select one of two types of address books. To add the type of address book that you
want, follow these steps:

Adding an Address Book by Using an Internet Directory Service (LDAP):
1. Click Internet Directory Service (LDAP), and then click Next.

2. Inthe Server name box, type the name of the server that was provided by your Internet service provider
or system administrator.

3. |If the server that you specified is password-protected, select the This server requires me to log on
check box, and then type your user name and password.

4. Click More Settings.

5. Under Display Name, type the name for the LDAP address book that you want to be displayed in the
Address Book list in the Address Book dialog box.

6. Under Connection Details, type the port number provided by your Internet service provider (ISP) or
system administrator.

7. Click the Search tab, and then <change the server settings as needed.
The Search Time-Out setting specifies the number of seconds that Outlook spends searching the LDAP
directory to resolve names in a message. You can also limit the number of names listed in the Address
Book after a successful search for a name.

8. Under Search Options, if the Search base box is empty, type the distinguished names that were
provided by your administrator.

9. Click OK, click Next, and then click Finish.
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Add an Additional Address Book

1. Click Additional Address Books, and then click Next.

You can delete this
export file after your
contacts are
imported into
Outlook.

2. Click the address book that you want to add, and then click Next.

Removing an Address Book:
1. Onthe Tools menu, click Account Settings.
2. Onthe Address Books tab, click the address book that you want to remove.
3. Click Remove.

4. Click Finish.

6. Moving Contacts from one Contact Folder to another

Transferring contacts between Outlook and other mail account:
To Import contacts from yahoo mail to Outlook, follow these steps:
1. Log on to yahoo mail account.
2. Inthe left column, click Contacts.
3. At the top of the contacts section, click More actions, and then click Export.
4. Under which contacts do you want to export, click a contact group or All Contacts.
5. Under Which export format, click Outlook CSV (for importing into Outlook or another application).
6. Click Export.
7. When prompted to download the export file, click Save.
8. Choose a location on computer to temporarily save the file. The default file name is google.csv. Click Close.
9. Go to Outlook.
10. Click the File tab.
11. Click Open.
12. Click Import.
13. Click Import from another program or file, and then click Next.
14. Click Comma Separated Values (DOS), and then click Next.

15. In the Import a File box, browse to find the file downloaded in step 8, and then double-click the file.
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16. Click one of the following:
e Replace duplicates with items imported
e Allow duplicates to be created
e Do not import duplicate items

17. Click Next.

18. In the folder list, click the contacts folder where wanted the imported contact information to go, and then
click Next.

19. Click Finish.

Exporting Contacts from Outlook to other mail account:
Before exporting contacts from Outlook, it is helpful to understand the difference between the Outlook Address
Book and Outlook Contacts. Both are part of Outlook. However, the Address Book is a compilation of the different
address lists that might store in Outlook, such as LDAP Internet directories, the global address list (GAL), or other
third-party address books. Contacts are only one of the address lists included in an Address Book. Only contacts
can be exported directly from Outlook to yahoo mail or any other configured email account.

1. Click the File tab.

2. Click Options.

3. Click Advanced.

=

Under Export, click Export.
1. Inthe Import and Export Wizard, click Export to a file, and then click Next.
2. Click Comma Separated Value (DOS), and then click Next.
3. Inthe folder list, click the contacts folder wanted to export, and then click Next.
4. Choose a location on computer to temporarily save the file.
5. Type a name for the exported file, and then click Next.

6. Click Finish.

7. Setting Up Personal Address Book as the Place to Store Addresses

In case of large Contact List, you can easily create a personal Address Book from these entries.

1. Right click over the Contact List (do not open)
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2. Select Properties

4 My Contacts

85] Suggested Contacts
&3] Contacts - sadi
€3] Contacts - sadi

ES  Open in New Window
4 Mew Folder...

L3l | Rename Folder

.

™

opy Folder

—

lowve Folder

elete Folder

=

a
|t
— Move Up
-

Mowve Down

Share

akil!

_p_!
|§' Properties...

Adding Personal Address Book

| General I Home Page | Outook Address Book

ok

[] show this folder as an e-mail Address Book

| hotmail contacts

1. Click Outlook Address Book tab.

Adding Personal Address Book
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Remember

When you add or
edit a contact
record, the personal
address book is
automatically
updated.

NK2Edit is a
downloadable
Windows-based
application that
enables users to
revise or modify
their device's
'‘AutoComplete’
function to suit their
personal
preferences or
needs.
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arwN

Check the "Show this folder as an e-mail Address Book" option.
Type in the name for this new Address Book.

Click Apply

OK to save the settings

Now a new Address Book list that will show up when search for email names/addresses.

agrwONRE

Click New E-mail

Click on To button

From the Address Book list.
Click Personal List option.
Search for names in the List.

Search: @ Mameonly () More columns  Address Book

Go Contacts - sadiahamid 11@yahoo. com u
sadiahamid 11@yahoo.com

| Mame Displa

Contacts

hotmail contacts

Suggested Contacts
g aafagin  Contacts (Mobile) m
g ahmadir hotmail contacts (Mobile) r
] bt p__ Suggested Contacts (Mobile) |
- L ale __1ﬁﬁ.l:.h.._|___ _—— Lﬁlj._.__iﬁﬁ.-':.n.._l___

Adding New Address List

8. Importing Contacts from a Personal Address Book to Contacts

NK2Edit allows to easily importing the email addresses stored in address book of Outlook directly into NK2 file.

In order to use this feature

1. Go to Action Tab in NK2Edit than Add Records from Address Book, or simply press Ctrl+F6. The address

376 |

book window of Outlook will be displayed:
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s ()

Search: (5 Neme only () More coumns Address Book
| Siobal Address List - Admninistratoritwaren RN LTt

Hame Tithe Bussineess Phone Lo ation

T
@ Administrator
g Bob Kely

§ Claire O'0onnel
§ Frank Miller

£ Helo world

§ Holy Hok

8 Jm Corbin

& My Users

G Peter Houston
F Sales Persons
8 Spencer Low
8 Susan Burk

8 Terry Adams
& |y ids Flanl b

£
Tg - i |

Opening Address Book

2. Inthe 'Search' section, choose 'Name Only' to view all addresses.

or alternatively, choose 'More Columns' and then type a search string.

In the 'Address Book' combo-box, choose the desired address book.

For non-Exchange profiles, only choose 'Contacts'. For Exchange profiles, other address books may also
be available, like 'Global Address List' and 'Personal Address Book'.

3. After choosing the desired address book, select multiple addresses to add into NK2 file, by holding down
the Shirt or Ctrl key and selecting the desired addresses with the UP/Down arrow keys.
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5

Search: (5 Mame only  (OMoge columns Address Book

| CONLACs - Adimanistr st ongRiw g oM w | Adyanced Find

Drsplay Name E-mad Address
233 338 hygbihctenad, o -~
Aderinistrator Adinistr stordiRwarsne . com

Searching Contacts by Name

4. Press the 'To' button in order to add the selected addresses to the list.

5

search: (<) Name oy ()Moge columns Address Book

I
| Hame

-ﬂmm
§ Administrabor

| Contacts - Audrrstr b ongPnaan s, DO w Adyanced Find

Display Name E-mal Address |
B33 333 bryigbihotmal, com ~ |
Adrninistraton Administr abonlneareinc oom

Lok | [ come |

Adding Selected Addresses to the List

5. After that, press the 'Ok’ button, and then the addresses list will be added into current NK2 file:

378 |
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o8 HK2Edit

Ble Action bt View Ophions Help
DSEHE OPAS Y VE DRI Y = A
Endex Address Type  Display Name Emal[Exchange Sring Drop-Down Home | Sesrch Sring
i 3 EX Heday Wiceld fo=First Organizationfou=Exch,., HeloWorld <H,..  HeloWirld
n: z X Holy Holt JoiFirst Organizationous=Exdh... \
i ) EX o ot fomFirst Orgamizationfoum=Exch.., JmCorbin <X... e
0 EX My Users Jo=Frst OrganationfoumExech.,, My lsers <My... Mylsees
i 13 TR MrSoft MCEEdR  nbedbniesoft net MeSoft MEZEDE ... néZedbdnrsoft... |
Ne TP MrSoft Support  suppoetirasoft.nat MeSoft SUppoft, . supportibnEsof...
ﬂ? Ex Peter Houston Jo=Frst Organzationou=Exch.., Peber Houston ... Peter
Re Ex Sales Persons Jo=frst Crganzatioryou=Exch,., Sales Persors ... SdedPersons
i X Spencer Low JomFirst Organizationfou=Exch..,  Spercer Low <. Spencer
£ >
QMEE Reoonds, 1 Selectsd For Personal | Hhen-Comimeescial Pse

Adding Selected Addresses to NK2 File
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Learner’s Activity

e Import contact list of your yahoo account to Contacts folder.
e Create a personal address list in contacts.
e Send email to anyone of the contacts of the list.

e Delete any of the contacts list from the contacts folder.
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Learning Unit 4. Archive Email Data

Overview

An archive can include a simple list of files or files organized under a directory or catalog structure depending on
how a particular program supports archiving. In this learning unit you will cover learn archiving emails for
compressing the size of main personal folder and data file (PST) small and manageable. After completion of this
learning unit you will be able to create archive of emails in outlook at regular basis for back up and future use
and retrieving of emails from this archived file.

1. Archiving Old Mails in Outlook & Keeping Main PST File Small Using Auto Archive

Microsoft Outlook allows individua Is to archive items to free up space in their inbox. They are saved in Outlook
data file format, or ".pst " it can either set up an automatic archive feature or manually archive emails and items

regularly.

For achieving emails automatically do the following.

1. Click on the file tab.
2. Choose the "Options" button.
3. Click "Advanced" and go to "AutoArchive Settings."

General

Mail

Calendar
Contacts

Tasks

Motes and Journal
Search

Mobile

Language
Advanced
Customize Ribbon
Quick Access Toolbar
Add-Ins

Trust Center

\L] Options for working with Qutlook.

Outlook panes

—| Customize Outlook panes.

Qutiook start and exit

_ Start Outlook in this folder: L;]Inhox
I:l Empty Deleted Items folders when exiting Qutlook
AutoArchive

.t

"__.AJIJ Reduce mailbox size by deleting or moving old items to an archive data file,
=l

Reminders

Show reminders

Play reminder sound: | reminder.wav

Export

I:> Export Outlook information to a file for use in other programs.

RSS Feeds

D Any RSS Feed item that is updated appears as new

Sl

Auto Archive Emails

4. A dialogue box will be open.

5. Choose the frequency with which wanted to run AutoArchive.

Browse...

Navigation Pane...
Reading Pane...

0

AutoArchive Settings...

6. Type a number in the section that says "Run AutoArchive every__ days."

If wanted to turn AutoArchive off, type a zero for the number of days.
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R Archive

An archive is a
collection of
computer files that
have been
packaged together
for backup, to
transport to some
other location, for
saving away from
the computer so that
more hard disk
storage can be
made available, or
for some other
purpose.
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Autoirchive

The pst-file is also
known as Personal ' '
Folders and Outlook e
Data File. Delete expired items {e-mail folders only)
Archive or delete old items
Show archive folder in folder list
Default folder settings for archiving

Clean out items older than |5 =

@ Mowve old items to:
C:Wsersimanobilly\Documents WOutook
7 Permanently delete old items

[ Apply these settings to all folders now ]

To specify different archive settings for any folder, right-dick
on the folder and choose Properties, then go to the
AutoArchive tab.

[ Ok ] [ Cancel

Auto Archive Emails

7. Choose additional options. For example,
e Choose to delete the archived messages automatically.
e Choose prompt before “Auto-archive Runs” to prompt the user when it is time to run.

P TOAN DT | B

[V & i = days

~

Prompt before AutoArchive runs
During AutoArchive:
Delete expired items {e-mail folders only)
Archive or delete old items
Show archive folder in folder list
Default folder settings for archiving

Clean out itemns older than | & =

@) Move old items to:

C:\Users\ymanobilly\Documents\Outook

1 Permanenty delete old itemns

[ Apply these settings to all folders now ]

To specify different archive settings for any folder, right-click
on the folder and choose Properties, then go to the
AutoArchive tab.

[ Ok ] [ Cancel

Auto Archive Emails
8. Enable the box to show archive folder in folder list. This will allows accessing archived items more quickly.

382 | Teaching and Learning Material: Information Technology (Computer Operator)



Module 6: Manage E-mail / Internet

o EXTTIS

[FF Run AutoArchive everyi |14 == days Auto Archive, which

Frompt before AutoArchive runs
During Autolrchive:
Delete expired items (e-mail folders only)

is turned on by
default,
automatically moves
old items to an
archive location at

Show archive folder in folder list scheduled intervals.

LeTau Older setangs mar archining

Clean out itemns older than | & =

@ Mowve old itemns to:

C:WisersmanobillyYDooumentsYOutook

Permanenty delete old items

[ Apply these settings to all folders now ]

To specify different archive settings for any folder, right-dick
on the folder and choose Properties, then go to the
AutoArchive tab.

[ QK. ] [ Cancel

Auto Archive Emails

9. Decide how old the items have to be in order to be archived. Choose this under "Clean up items older than
months."

| .

[FF]Run AutoArchive every 14 = days
Prompt before AutoArchive runs
During Autofrchive:
Delete expired items {e-mail folders only)
Archive or delete old items

Show archive folder in folder list
i i ira

I Clean out items older than |6 = |M::r|ths - | I

@ Mowve old items to:

C:\Wsersymanobilly \Documents YWOutook

) Permanenty delete old ibems

[ Apply these settings to all folders now ]

To specify different archive settings for any folder, right-dick
on the folder and choose Properties, then go to the
AutoArchive tab.

[ Ok ] [ Cancel

Auto Archive Emails

10. Decide whether it is wanted to apply these settings to all folders. Check the box, if so.
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AutoArchive

Upgrading to [ Run_Autoarchive every! | 14 = days
Outlook 2010 or Prompt before AutoArchive runs
Outlook 2013 will During AutoArchive:

Delete expired items (e-mail folders only)
I’?Ot move your PST- Archive or delete old items
files to the new Show archive folder in folder list
location. Default folder settings for archiving

Clean out items older than |6 =

@ Move old items to:

C:\WsersymanobillyyDocuments\Outook

I [ Apply these settings to all folders now ] I

To specify different archive settings for any folder, right-dick
on the folder and choose Properties, then go to the
AutoArchive tab.

[ Ok ] [ Cancel

Auto Archive Emails

11. Select the location where wanted the archived items to be stored. Use the browser to change from the
default file.

PR rtoAm e |

[F2un AutoArchive every: | 14 = days
Prompt before AutoArchive runs
During Autoarchive:
Delete expired items (e-mail folders only)
Archive or delete old items
Show archive folder in folder list
Default folder settings for archiving

Clean out iterns clder than | & = Munths

C:YWsersimanobilly\Documents\Outook m

I Fermanenay deje nems

@ Mowve old items to: |

[ Apply these settings to all folders now ]

To specify different archive settings for any folder, right-dick
on the folder and choose Properties, then go to the
Autosrchive tab.

[ Ok ] [ Cancel

Auto Archive Emails

12. Click "OK" to begin Auto-Archive program. It will automatically run according to the number of days specified
by the user.
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2. Creating Archive of Old Messages Separate from Main PST File

1. Click on the "Archive" option.
2. Select the archive this folders and all sub folders, in the dialog box.

il Yanoo.oom

L= Imbeosc [(256)
L_,El Dirafts

=9 sent tems
[ @ Dreleted Itermnms

m Calendar

- B Contacts

cgﬁ Journal

[@ Junk E-mail [34]

Archive items older than: Sun 4262015 EI
[] Indude items with Do not AutoArchive™ checked

archive file:

C:Wsersymanobilly\DocumentsYWOutook Fileslarch

[ Ok ] [ Cancel ]

Creating Archive Mails

3. Choose the folder would like to save and archive in the browser window.
4. Choose a date when Outlook will decide items should be archived.

) Archive all folders according to their AutoArchive settings
@) Archive this folder and all subfolders:
PR sadiahamidll @yahoo.com
L= Imbeoac |(356)
L Drafts
Sent Items
Deleted Items
Calendar
Contacts
Journal
Junk E-mail [34]

archive items older than: | Sun 4262015 EI

lndude Imems Wi [+ W gTe] Ll e

archive file:

C:Wsersymanobilly\Documents\Outook Filesarch

[ Ok ] [ Cancel ]

Creating Archive Mails

5. Select the location of the archive file.
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Outlook =1 Archive all folders according to their AutoArchive settings
automatically @) Archive this folder and all subfolders:

creates another s T5% sadiahamidll @Dyahoo.com

archive file for items [} Inbox |(356)

in the folder and L7 Drafts

location specified. =3 sent Hems
b fal Deleted Itermns

ﬁ Calendar

- B Contacts

(E Journal

L@ Junk E-mail [34]

Archive items older than: |Sun 4f26/2015 El
[[] tndude items with "Do not AutoArchive™ checked

I Archive file:

C:\Usersymanobilly\Documents\Outook Files\arch

[ Ok ] [ Cancel ]

Creating Archive

6. Click OK. The Archive will be created.
Lid Searcn rolaers
4 Archives
':E' Deleted Items
[ Drafts
[ Inbox L

|;|:I Search Folders
[ Sent Items

Archive Mail Folder
3. Retrieving Messages from an Archived PST File after Closing

There are 3 ways to retrieve the data from archives.

e Moving individual items from a .pst file into their original folder or a new one.
e Copy the e-mail back to the original folder.
e Copying e-mail to a new folder.

Opening a .Pst File:

1. On the File tab, click Open.
2. Click Open Outlook Data File (.pst).
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ooooo

Importing PST File

3. Choose the PST file and click OK.
4. The folders from the PST file will now appear in the folder sidebar.

I=a = " -

4 Archives

'@ Deleted Items

dl Drafts

» Ll Inbox

LO Search Folders
[ Sent Items

Archive Emails Folder

1. Retrieving / Copying all Archived Items from a .PST File Back into their Original

Folder: Never try to open a
pst-file by
overwriting an

1. On the File tab, click Open. existing pst-file.

2. Click Import. Doing so will corrupt

3. Click Import from another program or file. Click Next. your mail profile and

4. Click Outlook Data File (.pst). Click Next. could lead to
countless of “weird”
issues.
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Select file type to import from:

Lotus Organizer 4.x

Lotus Organizer 5.x

Microsoft Access 97-2003

Microsoft Excel 97-2003

Outlook Express 4.x, 5.x, 6.x or Windows Mail
Personal Address Book

Tab Separated Values (DOS)

[ <Back || mext> | [ cancel

Importing Archived Emails

5. Click Browse and choose the file wish to import.

6. Click the folder to import from. Select the Include subfolders check box if the folder that is importing has
subfolders wanted to import as well.

7. Select one of the destination options:
e Import items into the current folder - this imports the data into the folder currently selected.
e Import items into the same folder in - this imports the data into the destination folder of the same

name as the source folder, e.g., from Inbox to Inbox.
8. Click Finish.

While making a copy Select the folder to import from:

of the pst-file will 4 &3 Archives

effectively backup - 5] Deleted ems

your Outlook data, it HH calendar

will not include any » B3 Inbox

mail account JH Journal

configuration N e
settings (mail Indude subfolders Filter...
profile), templates or =
signatures. i7) Impert items into the current folder

@) Import iterns into the same folder in:

|: e

Importing Archived Emails

2. Moving Individual Iltems from a .PST File into their Original Folder or a New One

1. Onthe File tab, click Open.
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2. Click Open Outlook Data File (.pst).
3. Choose the PST file and click OK.
4. The folders from the PST file will now appear in the folder sidebar.
5. Click the folder containing the items want to move.
6. Select the items want to move, and then drag them into their original folders in the Folder List.
g| —_ﬂ = rchieved emails - Archivi ic
Z Home Send / Receive Folder View
5 (B, Txlgnore } i 4 =
3 & X Clan U~ X CL Q5 Bmean Sremimi o - | If you receive an
Comail e | Gydunk - DO Reo RV Fonsrd Bamore -y pepyspente  w crestenew 5| ' | error message that
MNew Delete . Respond Quick Steps ) "the pSt is already in
Search Archieved emails (Ctrl+E) Pl USG," there may be
‘Embexgo 4 | arrange By Date Newest on top , | some size or
2 Drats T . vecs corruption issues
= v T _ with the .pst file.

sadia, please add me to your LinkedIn network

éﬂ- Journal [This computer only]

L@ Junk E-mail 32] 4 Last Week

[ outbox A o
T - L~ Aamir Adnan Khan Fri7/24

B e sadia, please add me to your LinkedIn network

H sadia s s

L{) Search Folders = 4 Older

/] Tasks (This computer onl

< & " ! L= Adobe Creative Cloud 4/16/2015

4 Archives Creative Cloud: Please verify your email address
&) Deleted Items
L Draftc
4 3 Inbox . -

3 Archieved emails Drag and drop the items in the folder

T Search roTaers | 4

[ Sent tems

Moving Archived Mails to other Folder
3. Copying all Archived Items from a .PST File Back into a New Folder:

In Outlook, create a new folder to copy the archived items to.
On the File tab, click Open.

Click Import.

Click Import from another program or file. Click Next.
Click Outlook Data File (.pst). Click Next.

Click Browse and choose the file wanted to import.
Select Import items into the current folder.

Click Finish.

Nogkrwdbr
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Learner’s Activity

e Create an Auto archive of your emails in outlook.
e Create an archive of emails manually.

e Retrieve emails using different archiving methods.
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Learning Unit 5: Perform Browsing

Overview

A search engine is a software program available through the internet that searches documents and files for
keywords and returns the results of any files containing those keywords. In this learning unit you will learn how
to use search engines to browse the data such as pictures, books, PowerPoint presentations and articles. After
completion of this learning unit you will be able to perform browsing in manner that exact information is browsed

and data can be fetched.
1. Search Engines

A Web Search Engine is a software program that is designed to search for information
on the World Wide Web. The search results are generally presented in a line of results
often referred to as search engine result pages (SERPSs). The information may be a mix
of web pages, images, and other types of files.

There are 3 parts to a search engine:

1. The search engines use robots (also known as spiders) to search the internet
for websites.

2. The results of the spiders' travels are put in a database which is then indexed
based on words found and where these words were found.

Search Engine

Search engines are
a program that
search documents
for specified
keywords and
returns a list of the
documents where
the keywords were
found.

3. The users of search engines search for words or phrases related to what they are looking for and the

search engine index returns related sites.

\%— The search engine spider goes out checking web pages
.i !

Wwhen the spider has finished it's World Wide checl of web pages, it returns
home carmying all the details about your website.

=W

Data
collected by
spider

The search engine's database takes the data collected.

Incles: bl hased
on search enging's
weighting =y dem

The web pages are indexed based on the search engine's system of indexing.

The index data is stored and waits for search engine users to perform a search.

Someone visits the search engine and types in a search word or phrase.

Search Engine
Reszults
displayed

The search engine searches it's data and displays the results

Different Types of Search Engines:

A browser is a
software application
used to locate,
retrieve and display
content on the World
Wide Web, including
Web pages, images,
video and other files.
i.e. Internet Explorer

Although the term "search engine" is often used to describe crawler-based search engines, human-powered

directories, and everything in between.
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Crawler-Based:

Crawler-based search engines such as Google, Yahoo and Bing, compile their
listings automatically. They "crawl!" or "spider" the web and people search through their

A word used by a listings.

search engine in its

search for relevant Crawler-based search engines are good when you have a specific search topic in mind
Web pages is known and can be efficiently search the relevant topic. However, when the search topic is
as Keyword. general, crawler-base search engines may return with hundreds of thousands of

irrelevant responses to simple search requests, including lengthy documents in which
your keyword appears only once.

Human-powered directories:

Such as the Yahoo Directory, open directory and look Smart, depend on human editors to create their listings.
Webmasters submit an address, title, and a brief description of their site, and then editors review the submission.

2. Browsing the Data Using Keywords

Keyword:
Keywords are words or phrases that describe content. They can be used as
metadata to describe images, text documents, database records, and Web pages. A
There are many user may "tag" pictures or text files with keywords that are relevant to their content.
other web browsers Later on, these files may be searched using keywords, which can make finding files
like Mozilla Firefox, much easier.
Opera, Google
Chrome etc.

Browsing data using keywords:
Keywords are used on the web in two different ways:

e As search terms for search engines.
e Words that identify the content of the website.

Search Engine Search Term:

Whenever you search for data using a search engine. You type keywords that tell the search engine what to
search for. For example, if you are searching for Mobile phones, you may enter "Mobile Phones" as your
keywords. The search engine will then return Web pages with content relevant to your search terms. The more
specific keywords you use, the more specific and useful the results will be. Therefore, if you are searching for a
mobile of specific company, you may enter something like "Samsung Mobile Phones" to get more accurate
results.
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Web Page Description Term:

Keywords can also describe the content of a Web page using the keyword meta tag. The purpose of the keywords
meta tag is to help search engines identify and organize Web pages.

3. Performing Browsing On Different Search Engines

With a few basic search strategies, you can find almost anything online. It doesn't matter if you're using Google,
Yahoo!, Bing, or some other type of search engines; most of the techniques are same.

Google is most common search engine on the Internet.
Browsing using the Google:
The steps are used to search data using Search Engine.

1. Goto Google's homepage at Google.com. From there, conducting a search is straightforward. Just type
your search terms in the box, then click the Google Search button or press Enter on your keyboard.

Google

Mobile Phones

Google Search I'm Feeling Lucky

N

2. The web page will be open with the expected result.
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Important Go gle mobile phones __-_ n e O -

The read links will Imsges  MNews  \ideos Mo+  Saarch tools 1| € o]
be shown in Purple
color while link that
you did not check

will be displayed in ?ECQDEF?B&;J;T roe Shping In Patisan S
Blue. Use this toolbar o navigae between |~ " ©°°

diflerenttypes of coniert, ke videos, [185 Store Apple Online Store §euer§| different features,
news, recipes, and much more. ' fnesSto=in Apple Iphane, Ipad, |pod & Mare. including Search Settings,

g In Pakistan Free Shipping In Pakistan. Buy Now! Search HeIp, and more.

L]
fe

Web

bout 243,000,000 results (0.68 seconds)

Original Mobile Phones - daraz_pk

www daraz.pk/Mobile-Phones! -

Android Cne Mobile Phones - android.com
www.android.com/one ~

Android Lollipop smartphones with a long lasting battery. Leamn mare.

Android One has 485,533 followers on Google+

Mobile phone prices  ====—————fl
www.whatmobile.com.pk/ =
Mobile Prices in Pakistan 2014, Daily Updated Mobile Prices, WWhist Mobile Pakistan,
Prices Lg mobile, Mokis Mobile Prices Pakistan HTC Mobile Retes o
Samsung mobiles - QMobile - Mokia mobiles - Huswei mobiles

Search results

All Mobile Phones Prices - WhathMobile Pakistan
www.whatmobile.com.pk/0_to_150001_Mobiles ~

Maobile Prices > All Mobiles with Price All Mabile Prices. Mobile Phone Lookup: Al
Samsung Galscy 56 Edge Price in Pakistan Samsung Galsxy S8 Edge

Images for mobile phones Report images

Bnrn irnmnmn fne mankiles mlneos

3. After you've searched, you'll get a page full of results. Some of these will be matching pages from across
the web. You might get news or image results mixed in, as you can see below:

Go g[e mobile phones J},“ mis 1 Q) ;

Web Images Mews ideos Mo - Saarch tools 2 s Q

Criginal Mabile Phones - daraz.pk
werwi daraz. pk/Mobile-Phones/ -
Buy Mobile Phones it O
Samsung Phanes 5

Mobile Phones on Kaymu pk
werw kaymu.pk/Mobile_| Phnnes o
i Mow Mobile Phones O

Web Sites

Mobile Phone sPrc-nmors Mewi Arrivals on Kaymu

Android Cne Maobile Phones - android.com

wiwwi . android.com/one -

batiery. Learn more.

Mobile phone prices
wore. whatmobile.com.pk/ =

Mohbile Prices in Pakistan 2014, Daily Ups Mohbile Prices, What Mobile Pakistan,
3 Mobile Prices P n HTC Mobile R 0z..

- Nokia mobiles - Huawei mobiles
iE

All Mobile Phones Prlces—“vhatMoblle Pakistan |mages

wwnw whatmobile. com . pk/D, _Mobiles -

More images for mobile phones
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4. Google doesn’t know exactly what you want, when you enter keywords, the results you get are its best
guess. There are ways you can help it make better guesses. At the lower part of page you can see the
options of related searches where you can get the best Keywords for your search.

In the new

$630m

In a sign that the rising demand Wr portable broadband will
continue to drive mobile phone .

Maore news for mobile phones News

Free classifieds ads for Mobile Phones in Pakistan

olx.com_pk » All Ads » Mobiles & Tablets -

OLX Pakistan offers online local classified ads for Mobile Phones - Post your
classified ad for free in various categories like mobiles, tablets, cars, bikes, laptops, ...

Free classifieds ads for Mobile Phones in Karachi - OLX ...
olx.com_pk » Karachi » Mobiles & Tablets =

OLX Karachi offers online local classified ads for Mobile Phones - Post your classified
ad for free in varous categeries like mobiles, tablets, cars, bikes, laptops, ...

Searches related to mobile phones MKeywords

mobile phones prices sony ericsson mebile phones options related to
samsung mobile phones  hte mobile phones your search
compare mobile phones  history of mobile phones
nokia mebile phones Ig mchile phenes

More Searches

related to this topic

gle >
Next

4. Perform Browsing of Different Objects

Different catagories are available to search some specific type of data as images, power point slides books

etc.

In the Google search Engine you can navigate between different types of contents using the option available on
the upper side of the search bar.
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LG

Google  cats

Web Images Videos News More = Search tools

About 398,000,000 results (0.38 seconds)

Cat - Wikipedia, the free encyclopedia

hitps://en wikipedia_org/wiki/Cat ~

The domestic cat (Felis catus or Felis silvestris catus) is a small. usually furry,
domesticated, and camivorous mammal. They are often called housecats when ...
List of cat breeds - Human interaction with cats - Creme Puff - African wildcat

Cats the Musical - Official Website & Tickets

www.catsthemusical.com/ ~ =
Jun 26, 2015 - The official home of Andrew Lloyd Webber's worldfamous, family-
favourite musical CATS - Tickets from £20 & NO booking feel Ca‘t
. g Animal
Funny Cats Big Compilation 2015! [NEW] - YouTube
- Www.youtube com/watch?v=eVo3LbVWWe - The domesti
- Dec 2, 2014 - Uploaded by Funny Animals Channel camivorous |
It's not funny to scare a cat, the one in the next to last vid was indoor pet or
terrified :( Also _... 1 of those cats died 9 times .. other felids 2

1. To search the images of “Cats” write the keyword Cat in the Search bar and click the Images button on
the upper side of search Results as shown in the picture above.

Go 8[6 cats 0] @n

sf.{ & RS B
e F:\T * g ' I\ '.1- n Yaina
R vt o v A

Breeds White

2. Similarly you can search videos, News and many other objects using the tabs.
To search the powerpoint slides follow these steps:
1. Type the keywords that you want to search out on web and along with keywords, type “.ppt” that will
show the type of search we want to do.

2. In the result, the mostly searches will be displayed in the powerpoint format as shown in the picture
below:
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GG glE parts of computer.ppt

The document with
specific format can
be search through
the Advance Search
About 7,260,000 results (0.44 seconds) option on the main
page of the
FEIEomputer Parts_ppt Goole.com.
www.uen.org.. /downloadFile.cgi?.. Computer_Parts ppt . .Computer_Pa... =
There are many parts that waork together to make a computer work. Hardware. Physical
parts of the computer, including processor and memor y chips, ...

ou visited this page on 7/.28/15.

Web Videos Images MHews Naore - Search tools

Parts of the Cnmputer pptppt

www vl k12 la.usl. . /Computer®20Program/Computerie2Oteaching ... =
Parts of the Computer. By: Clivia Krause. Kaplan Elementary / Summer 2006, Monitor,
A monitor is the computer. screen you look st and work on. A monitor ...

Paris of a Computer - SlideShare

www slideshare net'sheafox/parts-of-a-computer-13543384 -

Apr 27, 2008 - The parts of a computer slideshow for gredes 3-4. Includes a quiz and
activity. ... basics of computer system ppt. Suaj. 84,307, Types and ...

Cnmputer hardware cnmpnnent_ ppt - SlideShare

www . slideshare.net/nsihag/computer-hardware-component-ppt ~

Moy 4, 2012 - Transcript of "Computer hardware component. ppt’. 1. Computer
Hardware Components; 2. Computer Hardware components Motherboard ...

hapter 3: Computer Hardware Components: CPU, Me. ..
cs-people. bu.edw=smonica’useful_stufiflecturesics101/ppisich3.ppt ~
What is the typical configuration of a computer sold today? The Computer ... Input:

3. Click on the links to get the powerpoint slides online.

Similarly any type of data can be search out through the buttons available on the Google search engine.
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Learner’s Activity

e Browse the Pictures of Computer Parts on the Internet.
e Search the PowerPoint Slides on the Topic “Storage Devices”.

e Search for the Articles on the Child Labor.
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Learning Unit 6: Download Data

Overview

When you search out the data on the web you must want to copy the files from the web to the computer. In this
learning unit you will learn that what is downloading and its types and how data can be save from the internet to
the computer with some specific path. After completion of this learning unit you will be able to download data
from the internet with the proper precautions for downloading.

1. Downloading and Its Different Types

Download: Downloading

In computer network downloads means to receive data from the remote system to the | Downloading is the
local computer. The most commonly downloaded files are software, updates, game, | transmission of data
demos, music, images, video files and documents. from one computer
to another computer
While downloading files and viewing websites, you'll meet up with many file formats. | of from web page to
Most are common and used frequently, others required special programs to open or | another computer.
use. Here, we have a list of the file types, along with the applications.

1. .AVI, .MP4 (Audio/Video sound file format.

2. .EXE Executable Files After downloading,

3. .DOC/.DOCX Microsoft Word Document. to open the Specific

4. JPG /.JPEG/.GIF File format most commonly used for Pictures. type of file,

5. .PDF Portable Document Format softwares related to

6. .RAR/.Zip This is a compressed file format similar to the popular .zip format. these files types

7. .TXT file The most basic of files, it's just some text. must be installed on
Computer.

2. Saving a File with Proper Path

If you want to save a file from the internet to a computer in the required folder, follow these steps:

1. Right Click on the required file and select Save Target As / Save Image As option. Or when it prompts
you for a download click the browse button to find a desired location of file where it is saved.

2. When the next window pops up, you can see where the file has already been chosen to be downloaded.
You can easily change this download path by finding your folder or the folder that you want to place the
download in. Start from the top and click on My Computer. This shows all possible locations to save a
file. When you find the proper location, click the Accept or Save button in the corner of the window.

3. The file will be saved in the destination folder.

3. Step Wise Procedure of Downloading Data

The method you need to use to choose where the downloaded file is saved is depends on which internet browser
you are using.

For example if you want to download a program from the internet and you are using the Mozilla Firefox than
follow these steps to save the file with the required location on your computer.

1. Write search words on the search engine about which topic you want to download data or type the
Website name from where the data is required.
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é ) @b filehippo.com

Access an Onlin

& Verified VPN E

from Anywhere

WINDOWS | MAC | ooe

NEWS
% Popular software View mere @ Latest updates View more )
1 4% CClesner 5.08.5308 E Emsisoft Anti-Malware 10.0.0 5581 27 Jul 15
2 B Adobe Reader 11.0.10 @ LibreOffice 50.0 RC 4 27 Jul 15
e é WLC Medis Player 2.2.1 [22-bit) EE Wisic Professional 2012 27 Jul 15
4 & uToment 2.4.2 Build 40780 & Google Chrome 44.0.2403.107 27 Jul 15
5 @ ManyCam Free 4.1.2.2 ‘S Stream-Cloner 2.20 37 Jul 15
1 -ﬂt Aywast! Fres Antivirus 10.2.2222 g PuTTY 0.85 Beta 27 Jul 15
7 @ skype7.7.0.102 £ GeoGebra 5.0.125.0 27 Jul 15
5 & BlueStads App Flayer 0.2.20.4... ﬂ Thunderbird 40.0 Beta 1 27 Jul 15
5 & Internet Downlocad Manager 8. & Internet Download Manager 8.23 B... 27 Jul 15
10 @!’ Recuva 1.52.1086 M FastPictursViewsr 1.9 Build 248 {22... 27 Jul 13

Browsers

% Anti-Malware n System Tuning ﬂ Photo / Image ¢
-
C >
File Sharing Security Compression Multimedia
\ & i v
a Office | News @ Hetworking e Desktop C
=

Messaging

2. Click on the program that you want to download. The Next page will be open with the download option.

English ¥

moows | wi | )

NEWS

Home » Windows Apps » Browsers and Plugins » Browsess » Google Chrome 44.0.2403.107 o Tweet 2 m

@ Google Chrome 44.0.2403.107 ::”:‘5
By Google {Open Source)

3. Click on the Download Latest Version Option. The small window will open to ask for save file.

Remember

 Opening AdbeRdr11010_en X
By Default the file e

will be saved in the You have chosen to cpen:

Home » Windows Apps » Office and News

Download folder [2] AdbeRdr11010_en_US.exe

¥ Your program is now down which is: Binary File (72.3 MB)
- from: http://ardownload.adobe.com

Would you like to save this file?

While you wait__. check out the |3

Promoted Stories

T T
4. Click on the Save file. The file will be automatically downloaded and after completion of downloading a

green arrow will be shown on the upper right side of the Browser as shown in the picture below. Click on
the Arrow to see your download file
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C® search Download File description n e 9 IIFEF— Click
— to see
AdbeRdrl11010 %S.Eﬂ(e file
I (=)

@ 723 MBE — adobe.com — 12:45 PM

{ ardownload.adobe.com — Tuesday, July 28, 201512:4 -

It will show the
previous download
file

Show All Downleads

5. Click on the downloaded file to open it. To open the folder where file is located, right click on the file and
click Open Containing Folder.

To change the destination folder of the downloaded file, follow these steps:

1. Open Mozilla Firefox and click on the Open Menu button on the upper right side of the page

2. Click on the Option Button to change setting.

=T I S S B Y —een——— R )

Cut Copy Paste
- 100%: +
Mew Window  Mew Private Save Page
Window
il
& O &
v
Print History Full Screen

e

c # 2
Find Option Add-ons }

Developer

Yo

) Signinto Sync

e O

Customize

3. Onthe Download tab Click the browse button to change the location where file will be automatically save.
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Downloads

@ Savefilesto | @ Downloads Browse...

Always ask me where to save files

4. Close the window. Changes will automatically apply.

4. Precaution taken while Downloading

One of the easiest ways malware, spyware, and adware can access your computer is through downloads;
therefore, it's important to take precautions when downloading content to your computer, whether it is a software
program, the latest pop song, or a cool game. There are two things that provide the best defense against infected
downloads: your computer's security programs and your own judgment. This is why it's important to make
sure all of your security programs are up to date and that your firewall is turned on.

Download only from trusted sites:

You should only download from well-established sites you trust. CNET is one reputable site where you can
download files that have been checked for malware, spyware, or adware.

Save downloads:

It is best that when prompted you must save a file on hard Disk instead of Running it. This gives your security
programs time to check downloads before you open them.

Check license agreements and privacy statements:

Before installing any download, read the license agreement and privacy statement carefully to make sure you
are not agreeing to allow spyware or adware.

Avoid illegal downloads:

When you illegally download copyrighted material like music, books, software, games, and videos, you are
violating federal laws, which can lead to fines and even jail time.

You should be aware that law agencies do respond to the misuse of copyrighted material on the Internet, so it is
best to obey the laws.
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Learner’s Activity

e Download and install “Google Chrome” on your Computer.

e Download “Media Player Classic “software on the Desktop.
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Learning Unit 7: Send and Receive Emails

Overview

It is important to learn sending emails and how to deal with the newly received emails
in outlook. In this learning unit you will learn how to send and Receive emails with

CTRL+N is the
keyboard shortcut
for opening a new
email.

receive emails.

1. Sending and Receiving Emails Using Outlook

Sending an Email:

1. Click on New Email command on the Home tab Ribbon.

2. A window will appear.

1]
il Message Insert Options

proper precautions. After completion of this learning unit you will be able to send and

FIERCRRE o TP T iy B R

FormatText  Review o g
B Calibri (Body ~ 11 = A" A" | & ! ﬂ G v';J @ @ ﬁ’ ¥ Follow Up ~ I’\‘
= ¥ High Importance
YOU can aISO press Paste B I U ¥-A-[= 5 | Address Check ||Attach Attach|Signature Zoom
CTRL+ENTER to - < Format Painter = Ll = == | "Book Names || File Hem~ s B LowImportance
Clipboard Basic Text MNames . Jude Include Tags Zoom
d il T I e —— 4 =1
send an emaill using From - | sadizhamill @ancocom attachments here
keyboard. Sﬁd' To.. sadiahamid 11@yahoo.com Receiver's email address
Sen
Ceo sadihamid231@hotmail. com add the email to whom wanted to send a carbon copy of email.
Subject: Sending a test email to my Account Enter email subiect here
— N i)
This is a test message sending back to myAcmumi
Enter the body of email. or message
which you wantes to send.
@  See more about: sadia hamid. I:J ~

3. Click on the “TO” button and select the Recipient’s account from the address book or type and check it

manually.

4. Click on Cc. button to enter the email account of the person to whom wanted to send a carbon copy of email.
5. Click on Bcc. Button to enter email account of the person to whom wanted to send a Blind carbon copy of

email.

6. Enter the subject of email in the subject text field. The subject must be concise and clear.
7. Enter the text in the body of email. After entering the body text if there is spelling mistakes in the text than

right click on the text or press F7 and select the appropriate word.
8. Ifthere is any attachment to send with the email then click on attach file and browse the file from its location

and attach it with the email.

9. After completion of these steps click on Send button or

10. Click CTRL+ ENTER to send using keyboard.

404 |
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Sending And Receiving Emails Automatically:

The emails can send and receive automatically. To schedule Auto Send/Receive in Outlook 2010,

1. Click on the File tab then Options.
2. Click on Advanced and scroll down to Send and receive and click on the Send/Receive button.

General

Mail

Calendar
Contacts

Tasks

Mates and Journal
Search

Mobile

Language
Advanced
Customize Ribbon
Quick Access Toolbar
Add-Ins

Trust Center

J Show reminders

Play reminder sound: |reminder.wav

Browse...

Export

|:> Export Qutlook information to a file for use in other programs.

RS5 Feeds

I:‘ Any RSS Feed item that is updated appears as new
jﬁ] [] Synchronize RSS Feeds to the Common Feed List (CFL] in Windows
Send and receive
U
L= L Set send and receive settings for incoming and outgoing items.

= Send immediately when connected
Developers
‘_ﬂ% Configure advanced custom forms options.
7] Show add-in user interface errors
Dial-Up connections

{ When using a dial-up networking account:
\_} @ Warn before switching an existing dial-up connection

) Always use an existing dial-up connection
[] Automatically dial during a background Send/Receive
Hang up when finished after a manual Send/Receive

International options

= [ Use English for message flag labels

T o=

Send/Receive Emails

Send/Receive..

m

3. In the Send/Receive Groups window under Setting for group “All Accounts” check the box Schedule an
automatic send/receive every...minutes. It is set to 30 minutes by default and it can change the minutes
to. If the user busy and wanted to keep up with the messages go as low as every one minute.
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= [— -
Send/Receive Group e

Rﬁ " A Send/Receive group contains a collection of Outook accounts and
t.,F folders. You can specify the tasks that will be performed on the group
=1 during a send/freceive.
Group Mame Send/Receive when
All Accounts Online and Offline

Edit...
Copy...

Remove

Rename

Setting for group "All Accounts™

Indude this group in send/receive (F9).
Schedule an automatic sendfreceive every 5] =| minutes.

1=
m

[ Perform an autematic send/freceive when e e

When Outook is Offline

Indude this group in send/receive (F3).

[T schedule an automatic send freceive every 30 = minutes.

I Cloze I

Send/Receive Emails

4. It can also get to the Send/Receive groups by selecting Send/Receive tab on the Ribbon and then Define
Send/Receive Groups.

2. Sending Emails Using Keyboard in Outlook

1. Use Alt+Tab to switch to Outlook.

Do you know!

2. If looking at anything other than one of mail folders (like Calendar or Contacts),
By Default automatic hit Ctrl+Shift+M to open a new mail message, otherwise just hit Ctrl+N.
spelling & grammar 3. Now this is a blank email, with cursor placed in the To: field. Type the recipient’s
mistakes option is name (and if Outlook is connected to Microsoft Exchange Server and emailing
disabled in MS somebody in organization, type their name and hit Ctrl+K, which will verify their
Outlook. address).

4, Use the TAB key to navigate between the CC: BCC: and Subject fields, filling

in as necessary.
5. Hit TAB to enter the main text area of the email, type the body of message.
6. Use the TAB key to navigate, making changes as needed.
7. Once you're ready to send, hit Ctrl+Enter.

3. Using Spell Check and Attachment

Outlook 2010 has a built-in proofreading feature which can check emails for spelling & grammar mistakes before
you send them. To enable automatic spelling and grammar mistake option follow these steps:
1. Launch Outlook 2010 and On File menu, click Options.
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Remember

To Invoke the
Spellcheck utility

Home Send use F7 key.

This will open Outlook Options dialog, from left sidebar.

Click Mail from main window.

Under Compose messages section, enable Always Check spelling before Sending option.

Click OK in Outlook Options window. Now before sending emails, Outlook will always perform a spelling
check.

arwd
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Outlook Options

General

e —

Calendar

Contacts

Tasks

Notes and Journal
Search

Mobile

Language

Advanced

I Change the settings for messages you create and receive,

Compose messages

/j' Change the editing settings for messages.
Compose messages in this format: | HTML EI

AB! I@ Always check spelling before sending I

Ignore original message text in reply or forward

[

\ }ﬂ) Create or modify signatures for messages.

Adding Attachment:

Files can be attached to an email message. Other Outlook items, such as messages, contacts, or tasks can be
added with messages that you send.

1. Create a message, or for an existing message, click Reply, Reply All, or Forward.
2. Inthe message window, on the Message tab, in the Include group, click Attach File.

While composing a
message, you can
also drag files from
folders on your
computer and drop
them on the
message window.

= |4

Attach Attach Signature
File [\ Item ~ v

Include

3. A dialogue box will be appeared as shown in picture below. Choose the path where file is located, select
the file and click the insert button
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Search Documents pel

Organize = Mew folder =~ O @

s

0] Microsoft Outlook Documents library

Includes: 3 locations
W Favorites Choose the folder

B Desktop - .
whefe fileTS]0RA6A
43 Dropbox 9&3 E backup3

Arrange by:  Folder =

4 Libraries

L13_-:'—)', Recent Places =
Downloads -
o g i. !h

Eﬁl computer operat
|=_§| Documents

J‘ Music -"-
|=] Pictures ~ (=

B Videos

cca certificate Chaange setting change setting

File name: cca certificate ~ | AllFiles

=:::1‘3_U='—_-_I Insert |vl ’ Cancel ] )

4. File will be attached. Now mail is ready to send. Click on the Send Button.
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Learner’s Activity
e Create a New email.
o Enter the Recipient’s account from the address book.
e Enter Cc. account in Cc. field.
e Enter the text in in the body and check the spellings and grammar mistakes.
e Add an attachment with the mail.

e Configure the Send and Receive emails automatically after 10 minutes.
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Summary of Module

e An email is an Electronic mail that sends and receives messages electronically. Email can be accessed
in two ways, either from web browsers or desktop applications.

e Sorting means arranging something in a way so that it can retrieve easily. In Ms Outlook emails can be
sorted so that searching any specific email become easy. Emails can sorted based on the Date, Account,
Attachments, Flags, subjects and Size.

e The Microsoft Outlook Address Book is a container that includes the main Contacts folder and any others
added. It’s used most often when click the To button on an open message.

e An archive email is a collection of computer files that have been packaged together for backup, to take
them to some other location, for saving away from the computer so that more hard disk storage can be
made available, or for some other purpose.

e A web browser is considered a software application that allows people to access, retrieve and view
information on the internet. The information that may be “browsed” can be in the form of text content on
a web page, an image, video, audio etc. The most popular web browsers currently in use are Firefox,
Google Chrome, Internet Explorer, Opera and Safari.

e The main purpose of a search engine is to search for information on the Internet. They are software
programs that search for websites based on keywords that the user types in.

¢ Downloading Means copying a file from a remote server computer to local computer. Using browser a
user can download files from the main servers to their computer.

¢ Sending and Receiving emails automatically using outlook can be configured so that emails can be send
and receive at the time when the user is busy.
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Frequently Asked Questions (FAQS)

FAQ 1.
Answer

FAQ 2:
Answer

FAQ 3:
Answer

FAQ 4:

Answer

FAQ 5:

Answer

FAQ 6:
Answer

FAQ 7:

Answer

FAQ 8:

Answer

FAQ 9:

Answer

FAQ 10:

Answer
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What is an Email Address??

An email address is a unique address that is required to send or receive email, and that address
is created by the user itself.

What are the methods of sorting emails in outlook?
Emails can be sort by mails received from, sort by Date, Sort by subject, sort email account.

What is address book?

The Outlook Address Book is a collection of address books or address lists, created from Outlook
contact folders.

What is an archive?

An archive is a collection of computer files that have been packaged together for backup, to
transport to some other location, for saving away from the computer so that more hard disk
storage can be made available, or for some other purpose.

What is the difference between search engines and browsers?

A browser is a software program installed on computer locally. There are many browsers such
as Internet Explorer, Firefox, Safari, and Opera, etc. A browser is used to access various
websites and web pages. A search engine is also a software program that searches for some
particular document when specific keywords are entered by the user like google search yahoo
search etc.

What is downloading?
Downloading a file means copying a file from the internet to the computer.
What is POP3 server in outlook?

Post Office Protocol 3 (POP3) servers hold incoming e-mail messages until you check your
e-mail, at which point they're transferred to your computer. POP3 is the most common account
type for personal e-mail. Messages are typically deleted from the server when you check your
e-mail.

What is IMAP server?

Internet Message Access Protocol (IMAP) servers let you work with e-mail messages without
downloading them to your computer first. You can preview, delete, and organize messages
directly on the e-mail server, and copies are stored on the server until you choose to delete them.
IMAP is commonly used for business e-mail accounts.

What is SMTP server?

Simple Mail Transfer Protocol (SMTP) servers handle the sending of your e-mail messages to
the Internet. The SMTP server handles outgoing e-mail, and is used in conjunction with a POP3
or IMAP incoming e-mail server.

Where archive files located?

The location of the archive Outlook Data File (.pst) varies depending on the version of Microsoft
Windows you have on your computer when you create the archive.
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Test Yourself!

Please mark the correct one from the given options. You can check your answer with the Answer Key at the
end of this module.

1 One of the biggest changes to Outlook 2010 from previous versions is the addition of the
a. Ribbon b. View pane

C. Quick Access toolbar d. Office button

2 You'll navigate to commonly used features in Outlook like Print Preview and Help from
a. the File menu b. Backstage view

C. the Navigation pane d. None

3. Which one among the following can only be done successfully if Outlook has online status:
a. Creating an appointment b. Creating an event

C. Scheduling a meeting d. All

4, You can add existing contacts to an email message by

a. clicking To: in the Compose window b. using the Address Book

C. typing a contact's name d. B, C both

5. If you want to reply to a group of people, click the command.

a. Reply b. Reply to All

C. Forward d. Signature

6. Most folders you create will be nested within the folder.

a. Drafts b. Inbox

C. Deleted items d. Outbox

7. Before you can import contacts to Outlook, you'll need to

a. sync them from your network b. export them from another email client
C. upload them to the cloud d. None
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If you want to send messages to multiple people at the same time, you can create a

8. for quick access.

a. Contact Team b. Contact Group

C. Contact Network d. None

9. A browser is aweb

a. application b. Plug in.

C. widgets d. Add in.

10. Which of the following web site is used to search other websites by typing keywords?
a. Social Networks b. Web browser

C. Search Engines d. None
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Answer Key

MCQ Number Correct Answer
1 b
2 a
3 d
4 d
5 b
6 b
7 b
8 b
9 a
10 c
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Module 7: Manage Information System

Learning Outcomes

After completion of this learning module, you will be able to:

Perform Data Entry
Manage File / Folder
Perform Scanning
Maintain Office Record
Perform Printing
Search File/Folder

Convert Files
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Learning Unit 1. Perform Data Entry

Overview

Raw data is data that has not been processed for use. In this learning unit, you will learn the techniques of using
keyboard for different software packages, how to organize data in useful information and how you can process a
data for making decisions. After completion of this learning unit, you will be able to process raw data into useful
information.

1. Organizing Raw Data

Data
The data you collect from different resources is in a raw format. Some examples of raw data are:

Completed hardcopy surveys

Field notes

Audio recordings of interviews or focus groups
Video recordings of observations

Typically, raw data is difficult to understand.
Information

¢ Knowledge of facts about something or someone is called information.
e The information is the processed data into desired format that is easy to understand.

Information is valuable because it can affect behavior, a decision or an outcome.
Entering and Organizing Data:

Whether you have collected quantitative or qualitative data, it is important that you enter
the data in a logical format that can be easily understood and analyzed. The data can

be easily managed through computer. Before you are

o _ being entering,
» Forquantitative data, use Microsoft Excel or another spreadsheet software | gevelop a system to

package to enter your data into an electronic format. organize your data

e For example, if you administered a survey to parents and students, you
would probably be best served to create one data spreadsheet for the parent survey and another
spreadsheet for the student survey.

e For qualitative data, type all the data into a word processing program such as Microsoft Word.

e Also make sure that each participant is assigned to a unique participant ID and responses are
organized by survey item/question. Below is an example of what your data spreadsheet may look
like.
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Q4. as.
Ql. Q2. Summer |Program
Participant ID|Birth Date [Gender |Q3. City [program |Satisfaction
1 21/9/96 1] 1 0 99
2 1/9/1998 1 2 1 3
3 5/6/1995 1 3 1 3
4 8/9/1998 1] 2 1 99
5| 10/5/1999 ] 3 0 0
6 18/9/99 1 2 1 i)
7 23/7/92 1 2 0 )
3 15/8/90 1] 5 1 8
9 18/9/20 1 a 0 3
10 23/7/93 ] 4 1 3
11 15/8/91 1 1 0 3
12 18/9/96 ] 1 1 3
13 23/7/94 ] 1 2
14 15/8/92 1 0 2

Data Spread Sheet

The code book is your data key/legend, so it is important to keep it in a safe place where you can access it easily
and frequently.

Student Summer Program Survey Code Book

The process of

it s Participant ID: range 001-022
entering qualitative

data can be very G1-Birthdate: mm/ddfnyyy
tedious gnd tim_e-_ Q2-Gender:
consuming, so it is O=Male
important that you 1=Femae
p|an accordingly. G- Program City: City Name
Q5-Did you participate in the Summer Program?
O=mro
1="es

GQ6-How satisfied were you with the Summer Program experience?
1="Very Dissatisfied
2=Dissatisfied
I=Zatisfied
A4="ery Satisfied
99= Mot Applicable

Use a similar organizational approach for qualitative data.

e Create a file for each interview, observation site, focus group, etc.

e Within each file, organize the data by question, time intervals, and/or topic (depending on what method makes
the most sense).

e Excel/Spreadsheet also can be used for qualitative survey, allocate every column will with spreadsheet field
i.e. sr#, name, questionl, question 2 etc.

Cleaning Data

Checking data for errors is commonly called “cleaning.” Cleaning data is critical because “dirty” data can severely
influence your results.

Three most commonly used in cleaning methods are:

e Spot-checking
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e Eye-balling
e Logic checks

The best practice is to use all three approaches so that you are sure you have caught all possible errors.

2. Data Processing for Making Useful Decisions

An ongoing process of analyzing and evaluating information to inform important educational decisions and
actions are called Data-based Decision making.

The purpose of data-based decision making is to review:

e Systems
e Practices
e Tools

The Process

When data analysis is viewed as one step in a system, its use will become integral to the workings of the
organization. Without a process, data analysis can be only an event. Time is spent in viewing and analyzing data,
but there is no intended result other than to comment on what is observed.

The following four-step process uses data as an integral part of Decision Making cycle.

Decision Making Cycle
1. Analyze

Data analysis is a foundational part of the improvement cycle. Data provides evidence, successes and challenges
of a system. The Five W’s (who, what, when, where, why) provide a summary of analysis components.

2. Plan
Planning is not about what people want to do, or what they think they might want to focus on, but what the data

tell them they need to do to increase the achievement of the students. Long- and short-term improvement goals
are established.
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Generating plans to reach goals requires the involvement of teachers and administrators at the school and district
levels. At each level, plans need to be created that reflect the data. Classroom, school, and district plans should
be mutually supportive.

The planning form can be typed into a table so that the sections can expand to meet the needs of the group.

3. Implement

Plan implementation requires the involvement of all parties who are reflected in and affected by the plan. District
staff should be knowledgeable and supportive. School staff should be clear on their key roles in the plan and its
implementation. The involvement and support of students and parents is essential for the greatest impact on
achievement.

4. Assess

Assessment takes a variety of forms and is ongoing. Types and times of assessments are identified during the
planning process. The goal is to assess the effectiveness of the plan throughout
implementation. These assessment tools create a focus to evaluate the key
components of the plan.

Important

For keyboard
shortcuts in which
you press two or
more keys at the
same time, the keys
to press are
separated by a plus

sign (+).

Decision-Making

Data are key to an effective cycle of continuous improvement. The focus is continuous
growth in student achievement. Through data analysis and discussion, district
weaknesses are identified. These provide the improvement targets. The use of an
improvement cycle supplies a process by which plans can be created and implemented
to support the elimination of identified challenges.

3. Skills Related To Keyboarding In Different Software

Keyboard skills are necessary to operate computer efficiently. You can avoid reaching for the mouse if you are
familiar with keyboard shortcuts. The following are some important keyboard shortcuts that you can use in
different software packages:

Ctrl+N

Open a new file quickly.

Ctrl+X

Cut- Removes the selection from the active document and places it on the clipboard.
Ctrl+O

Opens a previously saved document.

Ctrl+C

Copies the selection to the clipboard

Ctrl+W

Closes the active window, but does not Exit Software.
Ctrl+V

Paste - Inserts the contents of the clipboard at the insertion point (cursor) or whatever is selected.
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Ctrl+S

Saves the active document with its current file name, location and format.
Ctrl+A

Selects all on the active document/Workbook etc

Ctrl+P

Prints the active file, also gives the opportunity to change print options
Ctrl+F

Find /Searches for specified text in the active document

Alt+F4

Exit /Closes Microsoft Software.

Ctrl+B

Bold - Formats selected text; make text bold, or remove bold formatting
Ctrl+z

Undo the last action. This selection can be repeated several times.

Ctrl+l

Italic - Formats selected text; make text italic or remove italic

Ctrl+Y

Redo - After an action has been undone, it can be reinstated in the document.
Ctrl+U

Underline - Formats selected text; make text underlined or remove underline.
Print Screen

Copy a picture of the selected window to the Clipboard.

ALT+TAB

Switch to the other window

Microsoft Office Basic Shortcut keys:

Switch to the previous window.

ALT+SHIFT+TAB

Close the active window.

CTRL+W or CTRL+F4

Restore the size of the active window after you maximize it.

ALT+F5
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Move to a task pane from another pane in the program window (clockwise direction). You may need to press
F6 more than once.

F6

Move to a task pane from another pane in the program window (counterclockwise direction).
SHIFT+F6

When more than one window is open, switch to the next window.

CTRL+F6

Switch to the previous window.

CTRL+SHIFT+F6

Maximize or restore a selected window.

CTRL+F10

Copy a picture of the screen to the Clipboard.

ALT+PRINT SCREEN
4. Typing Techniques to Enter Data

Typing Master

Typing master is a software with a lots of Lessons, Tests and Games to increase the typing speed. It is a well
designed software that systamatically helps you to increase speed in a friendly way and inform you about the
keys that are problamatic for you and suggest exercise for those problematic areas.

The procedure to use Typing Mater has the follwing steps:

1. Open the Typing Master Software from the all program. Enter the name to start the program.

3 Typing Mase o

Once you added @ : 3
your name it :
remains save for the
future use.

2. On the Next page the Course window will be open from where you can select the desired lesson.
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D Typmg Master

Remember

Typing Master

rTouch Typing Course » Change course YOU can dil‘ectly

practice the keys

Lesson 1: The Home Row

23 T 3w that you feel needs
1.2 New keys: Home row. 2- 5 mn,

La ket 2en to be more

. > smn perfection.

15 Tipi Typing tests
16 word o 3- 5 mn,

1.7 Bacagragh drll 3.5 mn, Q’)
Course progress Cour: ontent
L“"m L] BIED > Adgmt cmene drution @ Typing Master
Blie (5o elelée[®[@[G]F] oM

3. After selecting the lesson next page will be open with the information about that lesson and the visual
instructions of fingers position. Click on the Next button.

@ Typmg Muster 2|

Typing Master
4 oY

In this lesson you will learn the home row :
ASDFandJKL;

Press Space 1o continue

Back

S -
. B =

spmce

r \% \% —

Ee 5o ele[e/®[@]6]F] T e
4. Now the Exercise wil start with the time. You can also Pause the lesson, it will stop counting time of
typing speed.
© Typng Masr ol
Typing Master \-'—‘
( o)
Bl 6] ] a] (o] [0 ] s e oomsss
o (e 1 ) L]0 ] =
" ]
i { Time (paused)

| e i
. \\ua \% =

Bie (5o elelée/®[@]a] ] - TN

-

5. As the time will over the Exercise Result will be open with the detail of your typing progress.
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[ . ~°=“-‘=
Typing Master '1
. rE><ercise Results o)
The major focus of Vemesmwmes L e
typing test result is S —— o
speed and accuracy LT el e -
§ Net Speed 11 wpm
. L‘ Difficult Keys in this Exercise. > Ravien
—
[0 [ o o o
o )
7
FREE SHIPPING
Pl svor how |

When you start the Typing master by giving name you can select the category in which you want to enter. For
example you can select studying, Typing Test, Games etc according to your level / interest .

& lyping Master

Choose Course

‘MM hd ‘
4 Typing Meter
‘ Speed Building Course - ‘ 4 Custom Review

This course is designed to increase your typing speed and confidence. 4 Typing Test

You will focus on the keys for each finger, type longer texts and train

with some of the most common English words. 4 Games
Duration 1:30 - 2:30 hours 4 Statistics
Lessons 6 lessons
Progress Not started Start Now
4 Settings
4 About
Numbers, Special Marks and 10-Key Pad Courses - ‘

@ Typing Master

This type of typing software helps you to improve typing speed for data entry.
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Learning Unit 2: Manage File and Folder

Overview

Most of the operating systems provide much flexible options to organize your data. In this learning unit you will
learn how to arrange file / folders in libraries and data can easily be search out and the techniques to naming and
arranging files in the folders. After completion of this learning unit you will be able to organize your files and

folders on the storage devices.
1. Customizing the Document Library

Libraries are the most useful features in Windows. It can help you to organize your files
and folders very efficiently. By using libraries, you can easily build a system so that you
can always find what you want within seconds. It is not limited to this, but you can also
sort, tag or edit files and folders with just a few clicks.

In Windows 7 default libraries include two standard folders: the user folder specific to
each library and the public folder specific to it. For example, the Documents library
includes your user's Documents folder and the Public Documents folder,
the Music library includes your user's Music folder and the Public Music folder and
so on. By default, you have the Documents, Music, Pictures and Videos libraries.
Three of them can be found, by default, on the upper right side of the Start Menu in
Windows 7.

p—

i( Getting Started

6 Windows Media Center

= Win7VM
= Calculator

Documents
Sticky Notes

:% Snipping Tool
“[ Paint

&; Remote Desktop Connection
)

'\'% Magnifier

B Command Prompt

Pictures

Music

Games

Computer

Control Panel
Devices and Printers

",‘ Solitaire Default Programs

Help and Support

» Al Programs

2. Adding File /Folders in the Existing Library

A library is a virtual
collection of folders
on your system.
Alibrary is a
reference to one or
more folders on your
computers and the
files found inside.

Do you know!

Libraries can also be
accessed in the
navigation pane

of Windows
Explorer.

If you have documents stored in a folder other than My Documents, and you need to add it to the Documents

Library. There are a couple of ways you can use.

1. Right-click on a folder and select Include in library from the context menu.
2. Choose the Documents Library.
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Remember

When you add a
folder to a library,
that folder is still in

its original location.

i comp
| HANG
L learni

L lesson

Or when you have the folder containing your documents open, select Include in library and choose the library to

. partl
. pics
@ Datab
Ms W,
&, Rapid

A vic-21

Inodified: 6

Open

Open in new window

Add to VLC media player's Playlist

Play with VLC media player

Share with

Shared Folder Synchronization

Restore previous versions
Scan a

Include in library

Add to archive...

Add to "a.rar”

Compress and email...

Compress to "arar” and email

Send to

Cut
Copy
Create shortcut

Delete

Rename

ed Type

16 PM File folder

09 AM File folder
23 PM File folder
4 AM File folder
:56 AM  File folder
38 AM File folder
File folder

=
E =
=

ARA ¥R L A

Documents
Music
Pictures
Videos

B B %@

Create new library

put them in from the dropdown.

428 |

- & v ¥
'*LJ v Computer » Local Disk (D:) »
2w = Open Include in library - Burn Mew folder
- -~ | |5 Documents Date moedified
orites
J’l Music
=sktop . 6/13/2015 916 PM
= Pictures
swnloads ) 6/15/2015 9:09 AM
B Videos
ropbosx 7/2/201512:23 PM
=cent Places @l Create new library 74772015 10:02 AM
\u lesson plans 6/26/2015 11:56 AM
aries  partl 6,/24/2015 938 AM
scuments M pics 6,/2/2015 9:20 AM
usic (&) Databasel_2015-05-28 5/28/2015 10:24 AM
ctures 5 Ms Word 6/22/2015 1:28 PM
deos @ RapidTyping_Setup_4 9/14/201312:41 PM
é wlc-2.1.3-win32 272272014 2:09 PM
nearouo
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Documents library

Includes: 3 locations

4 My Documents (8)
ChUsershChoudhary

i Corel | document

f File folder ; l File folder

= My Data Sources My Palettes
File folder i File folder

; Visual Studio 2008 §| 218 horz-horz

H . JPEG image

{ File folder . €| 531 kB
@ Lil:_:raries are one of the most - Iibrar_t,.f13

i misunderstood and PMG image

Microsoft Word Document B Mis| 959 KB

4 Public Documents (1)
Chlsers\Public

i Corel

£ File folder

4 3 (33)
%

+++ i Bilkees Akhter
File folder r File folder

Here look at the Documents library that contains files that are located in different places throughout the hard
drive, including some on another partition.

3. Customizing the Libraries

Libraries can be customized in many ways. You can view and arrange the files/ folders or you can create your
own libraries.

To customize the view of folders/files follow these steps:

1. Open the required folder or library in windows explorer.
2. Click on the View Menu Bar item and select Group by arrangement options.
3. Select a field Name by Ascending or Descending order for sorting as per requirement.
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Creating Own Library

The default libraries are all well and good, but if you really want to take advantage of this feature, you have to

create your own.

1. Inthe libraries directory click on the New library button and give it a name.

r|3 » Libraries » Documents »
-

- Tools Help
Status bar [\Iew falder
Explorer Bar » h

i s library

= Extra large icons Fions

" Large icons

b Medium icons

c Small icons
List Ider
Details - MName

| @ Tiles Date modified
Content Type
Expand all groups =23

L Collapse all groups e

= Arrange by > FEEERE T

lid Sort by P fod Descending
Group by » More...

" Choose details... der
Go To »
Refresh

@Q"ﬁ » Libraries »

- “,H Searc

Burn Newlibrary | 5= » [l

k

Create new library.

Open a library to see your files and arrange them by folder, dat...

“:J_L/ Library

Organize i Open Share with »
a - -
- Favorites Libraries
B Desktop
& Downloads -
£ Recent Places 3 $ Music
[ Recorded TV o Library
7 Libraries s Ei;‘tures
3 Documents <7
J’ Music
J] S Videos
@) New Library Library
| Pictures =
2 Videos

G
L

— Library

New Library Date modified: 2/2/2010 10:16 PM

m

2. The first time you open it you’ll be prompted to include a folder.
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mlﬁlg

[ 43 || Search Work Projects

@Q"g‘] » Libraries » Work Projects »

Organize v @

Bl Desktop
& Downloads

0 Favorites ‘*

| Work Projects is empty

%) Recent Places Mo folders have been included in this library.

[ Recorded TV
Include a folder

9 Libraries
@ Documents

J? Music

=ine

= 0 items

3. Browse to the location with the files you want to add then click Include a folder.

~ B
5| Include Folder in computer operator [
. T

\ J=|ca » Computer » Local Disk (D) » v [ 44 | Search Loca \
&L= p ) [+ o
- — — —
Organize * MNew folder B== ~ @
[ Documents o MName ° Date modified Type
J’ Music s -
! /13 2 W
=K a 6/13/20159:16 PM File folder
ct
B V!d Hres . computer operator manual 6/15/2015 9:09 AM File folder
ideos
, HANGOVER AUDIO MP3 f201512:23 PM File folder
J learning medule 7 1511:24 AM File folder
& Homegroup .
i / lesson plans 01511:56 AM  File folder
_ J part1 6/24/2015 3:38 AM File folder
% Computer o .
£2 Local Disk () | pics 6/2/2015 9:20 AM File folder
& Local Disk (C:
w Local Disk (D:) L
a data (E:)
Gﬁ Network
=l n r
Folder: computer operater manual
————————— Indudefolder | [ Cancel
4. Now the files included in that folder will show up in the new library.

r B
) Include Folder in computer operator M
. T

U"Eﬂ v Libraries » computer operator b - | &,‘ Search computer operator o]
- —— — —
Organize * MNew folder Bz = @
Py = -
%# Dropbox * MName Date modified Type

4. Finding Files

2| Recent Places
+ computer operator manual (3)

DA
J Corel 6/9/201510:24 AM  File folder
. My Palettes 6/6/2015 8:39 AM File folder
) Visual Studio 2008 6/9/201510:24 AM  File folder

4 Libraries

® . computer oper
> @ Documents -
> J‘) Music 1
» [= Pictures
> B Videos

Windows provide several ways to find files and folders. There isn't only one way to search,you can use different
methods for different situations.
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1. Using the search box in a folder or library:

When you're looking for a file that you know is in a particular folder or library, such as Documents or Pictures.
Browsing for the file might mean looking through hundreds of files and subfolders. To save time and effort, use
the search box at the top of the open window.

EEET>)

Search Box

2. Using Search Bar in the Start Menu:

You can use the search box on the Start menu to find files, folders, programs, and e-mail messages stored on
your computer.

Programs (5)
3 CorelDRAW X6
Corel CAPTURE X6
BN Corel CONNECT X6
Documents (165)
J Corel
. Corel
@'_1 Backup_of_corel draw logo
computer operator (25)

, Corel
, Corel PHOTO-PAINT
, Corel Content
Files (50)
[ DIT (01 Tear)-52 (CH-1-part-2-Dlgital illustration using Corel Dr...
§j Backup_of_corel draw logo

' See more results

|c0rel * | | Shut down | » |

Using Search Box at Start Button

5. Storing Data on Different Storage Devices

Difference between File and Folder:
File:
There are different types of files each have different extensions and icons. For example, Microsoft Word

documents (.doc/.docx), digital photos (.gif/.jpeg), music (.mp3), and videos (.avi) and many more. When you use
different applications, you'll often be view, create, or edite files.

432 | Teaching and Learning Material: Information Technology (Computer Operator)



Module 7: Manage Information System

Files are usually represented by an icon.

<@ 1)
PRESENTION stickers 03 - Gale Lag Assignment3
PAKVSIND Ja

Icons of Different Files
Folder:

Windows uses folders to organize files. You can put files inside a folder, just like you would put documents
inside a real folder. In the image below, you can see some folders on the desktop.

Remember

: To prevent future

: - copies of files, it's
hotel madam pics important to make
shortcuts of files and
folders, not copies

SIDRASMARI

—

Icons of Different Folders
Storing Files/Folders:

If you select Start > Computer you can see all the different drives available for storing your files.

==
) Copy vs. Move
@T)-L-l; » Computer » + [ %2 | [ Search Computer 2|
File Edit View Tools Help
T T T T =- 0 @ Copy leaves the
—B=E * [ rard Disk Drives ) copy of file at
i Downloads Loco D (€) =S Hard Drive P :
43 Dropbox _ : . : , original place while
) Recent Places &f 190 GB free of 247 GB S 169 GB free of 198 GE <:|
e move does not.
Libraries -
ﬂgj computer operat|= S 305 GB free of 149 GB
[%) Documents 4 Devices with Removable Storage (2
& Music 5 Removable Disk (G:)
|| Pictures !-@Eéi DVD RW Drive (F:) -
B videos " 294 GE fres of 374 GB

& Homegroup {} G

1% Computer COUOVDIDUS USB Drive

&, Local Disk (C)

= Local Disk (M) 7
p |  CHOUDHARY-PC Workgroup: WORKGROUP Memory: 4.00 GB
! | Processor: Intel(R) Core(TM) i5-24.

Files Storing Drives
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A folder that’s not properly labeled, or is in the wrong place, is just as bad as files all over your computer without
a home (folder).

If you want to store your personal data to a specific location within the hard drive or a device attached with the
computer you can do it by copying or moving it.

If you want to change where files are stored on your computer. You might want to move files to a different folder,
for example, or copy them to removable media (such as CDs or memory cards) to share with another person.

Mostly copy and move files using a method called drag and drop.

Don’t back up your
files to the same
hard disk / drive that

Windows is installed ) -
on.

Press and drag Release

Drag and Drop

When using the drag-and-drop method, you might notice that sometimes the file or folder is copied, and at other
times it's moved. If you're dragging an item between two folders that are stored on the same hard disk, then the
item is moved so that two copies of the same file or folder aren't created in the same location. If you drag the
item to a folder that's in a different location (such as a network location) or to removable media like a CD, then
the item is copied.

e Start by opening the folder that contains the file or folder you want to move.

e  Then, open the folder where you want to move it to in a different window.

e Reduce the sizes and position the windows side by side on the desktop so that you can see the contents
of both.

e Next, drag the file or folder from the first folder to the second folder.

6. Getting Backup Files

The procedure to back up your files on the storage device has the following steps:

1. Open Backup and Restore by clicking the start button> Control Panel>System and Security, and then
clicking Backup and Restore.

2. Click on the Set up Back up option and follow the steps in the wizard.

3. When you click on the setup Back Up, the window will be open with the options to select the desired
location where you want to back up your files.

o Tt ]
Important )30 s=tup backun

Se re you want to save your backup

Another way to copy
or move afile is to

nd that you save your backup on an external hard drive. SRS FEF ERSSSRE 8 BREETH

= backup on:

Backul P Destination Free Space Total Size

drag it from the file o Lacal Disk @0 iomsce  19me2ca

list to a folder or SR eesaE 9o G
library in the = o

navigation pane so ] e

you don't need to
open two separate
windows. i —
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4. Select the Backup Destination and click Next.
5. Select the option either you want to back up recommended files/Folders or you want to Backup files of
your choice and click Next.

F g
| -

b @ @Setupbackup

Do you know!

- . .
Some companies
What do you want to back up? provide free web
@) Let Windows choose (recommended) Space fOI’ baCkUp
‘Windows will back up data files saved in libraries, on the desktop, and in default Windows folders. your flIeS i.e. Google

Windows will also create a systermn image, which can be used to restore your computer if it stops

working.

flles to back upd

) Let me choose

You can select libraries and folders and whether to include a system image in the backup.

The items you choose will be backed up on a regular schedule,

e items will be backed up on a regular schedule. How does Windows choose what dr|ve, Degoo etC_

6. After selecting the files/Folders you want to backup, Review Backup window will appear that shows
detail of your Backup. Check your Backup Detail and click Save Setting and Run Backup

[ TR W A wa a " R — L

S

@ Set up backup

o Important

Review your backup settings

Backup Location: data (E:)

Backup Summary:

When you're
browsing for folders,
you won't be able to
see the individual

files in a folder. To
view individual files,
use the Browse for
files option.

Items Included in backup

82 All users Default Windows folders and lo...
18 System image Included
Schedule: Every Sunday at 7:00 PM Change schedule

/1, Asystem repair disc might be required to restore a system image. More information

Save settings and run backup ] [ Cancel

Backing Up Files

Restoring Backup Files:

You can restore backed up versions of files that are lost, damaged, or changed accidentally. You can also
restore individual files, groups of files, or all of the files that you've backed up.

1. Open Backup and Restore by clicking the Start buttone, > Control Panel > System and Maintenance,
and then clicking Backup and Restore.
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Option 1:
1. To restore your files, click Restore my files.

2. To restore the files of all users, click Restore all users' files. ¥ If you're prompted for an administrator
password or confirmation, type the password or provide confirmation.

Option 2:
1. To browse the contents of the backup, click Browse for files or Browse for folders..

2. To search the contents of the backup, click Search, type all or part of a file name, and then
click Search.

7. Naming File and Folder

Choose a logical and consistent way to name and organizing your files allows you and

Important : )

others to locate them. Ideally, the best time to think how to name and structure the
If the total length of documents and directories at the time of their creation.
the file path is more
than 200 characters Develop a naming scheme for all kinds of files you create most often and then stick to
this may cause it. Useful file names must be:

problems when the
files are backed up
or moved.

Consistent.
Meaningful to you and your colleagues.
Allow you to find the file easily.

The following are useful elements for a file naming:

e Vocabulary — choose a standard vocabulary for file names, so that everyone uses a common
language.

e Punctuation — decide on conventions for if and when to use punctuation symbols, capitals, hyphens
and spaces.

o Dates — agree on a logical use of dates so that they display chronologically i.e. YYYY-MM-DD.

e Order - confirm which element should go first, so that files on the same theme are listed together and
can therefore be found easily.

e Numbers — specify the amount of digits that will be used in numbering so that files are listed
numerically e.g. 01, 002, etc.

8. Keeping File Name Short

Its best practice to keep folder and file names as short and meaningful as possible. The following 3 tips should
be follow for file naming:

File length:
As you create folders and documents a file path is created.
The file path below has 141 characters

X:\Philosophy\Dept Management\ Print Accounting Reports\...
... \Other Print Charging Files\Charging Rates - various calculations\Department costs.xIs
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it could be shortened to 85 characters
...\Print Charge\Rates\Dept cost.xls

Repetition:

Unless you are going to emalil a file externally, you should shorten the name if you want to avoid repeating the
folder names in the file name.

Abbreviations:

You might find it useful to abbreviate words in file names. It is good practice to use abbreviations in file naming
in spite of using full name.

9. Structuring Folders

Using single folder for a long topic is not a good choice and also don’t use too many folders for data. You
should start with a limited number of folders for the broader topics, and then create more specific folders within
these.

Let your folders do some of the naming. For example, rather than create a file called Computer Operator
Semester 1 Database management versionl.doc, you can build a structure like:
4 | My Decuments
4 | Computer Operator
4 | Semesterl
4 | database managment

. wersion 1

10.Avoid Big Sub Folder

If you need to put so many subfolders in a folder that you can't see all of them at a glance, consider creating an
alphabetic menu.

o Eorrbe, ey &S obigon -
T Eernder

= Dy I v ] B

-, - gt

o ol P M 3
L et — I
i Bt

£ * e

To organize the folder alphabaticaly the best solution is to sort the folders. To sort the foldrs follow these steps:

1. Open the folder having folders in it.

2. Right click on the empty space and click on the Sort By option and select Ascending order to arrange
folders Alphabetically.

3. The data will be arranged Alphabetically.
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Learning Unit 3: Perform Scanning

Overview
An anti-virus scanner is a component of an anti-virus software package that scans a
hard drive for viruses and other harmful items. In this learning unit you will learn how to
The first antivirus scan your computer from viruses, Trojan horses, malwares, and worms and how you
programs began can update your antiviruses and can completely scan computer from malwares. After
appearing in completion of this learning unit you will be able to scan/protect your computer from
1987 with the viruses with updated antiviruses etc.

introduction of an
antivirus program
from G Data
Software for the
Atari ST

1. Scanning Computer Completely

An antivirus program is a software utility designed to protect your computer or network against computer
viruses. Whenever a virus is detected, the computer displays a warning that what action should be done, often
giving the options to remove, ignore, or move the file to the vault.

If a virus infected a computer without an antivirus program, it may delete files, prevent access to files, send spam,
spy on you, or perform other malicious actions.

Today, there are dozens of different companies and antivirus products available for computers, servers, and even
phones. All new antivirus programs have a feature to schedule times to scan all of the files on your computer for
infections or can be manually run to check for viruses.

After installing antivirus in the computer it should automatically start each time you boot your computer. In the
picture below Avast antivirus is being displayed in the Window Notification Area.

\/ Avast Free Antivirus
You are protected

fa

Customize...

2:04 PM

B2 i o
| Dt . [!l |x -l‘l‘ I'« 7/9/2015

To start the complete scan of computer follow these steps:

1. Click on the Avast Antivirus from the Notification area.
2. Antivirus window will be open.
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?_ X

UPGRADE

dead.smoker@yshoo.com | 880 points

ol avast! FREE ANTIVIRUS =217

YOU ARE PROTECTED

All shields active
Everything up-to-date

Important

Other well-known
antivirus programs
include Norton

Antivirus and MAC
Fee, and popular
free antivirus
programs include
Avira and AVG.

-

FREE MOBILE
SECURITY

HOME NETWORK.
SECURITY

SMART SCAN BROWSER CLEANUP

1. Click on the option Scan>Scan for Viruses. The following window will be appearing.

ol avast! FREE ANTIVIRUS 2015 ? - X
Scan Quick scan M
Quick scan
Full system scan
® Quick scan Removable media scan

Performs a scan of the areas on your computer n| Select folder to scan lection.
Boot-time scan

Settings...

Quarantine (Virus Chest) | Scan history | Create custom scan

2. Select the option Full system scan from the drop down menu of Quick Scan and click on the Start
button.
3. The scan will be start.

UPGRADE

ol avast! FREE ANTIVIRUS -2

Full system scan

Scan

0

== Full system scan / Scan running...

Processed file: C\Windows\Temp\TS_5E2Atmp

Infected files: o

Quarantine (Virus Chest) | Scan history | Create custom scan
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4. After completion of the scan the summary will be displayed.

sl avast! FREE ANTIVIRUS [ upGRaDE | ? X
Scan Full system scan v
L;l., Full system scan 4

Scan complete, THREAT DETECTED!

Quarantine (Virus Chest) | Scan history | Create custom scan

5. Click on the Show result option to check the threats.

_thmmst! SCAN RESULTS

NOI’ma”y FIX THREAT DETECTED! Threats Found
Automatically option Threats | Warming=
|S Chosen for the Select the required action for each result and click "Apply’ G
threat f|Xat|0n . File name Severity Sratus
Dia\songs\New Folder\sharabia.flv High Threat: INFAutoRun-DP [Wrm]
Efdevice driversinetworkingl...\pop-11.js High Threat: |S:Redirector-BWW [Adw]
Ef\software\idman608.exe Medium Threat: Win32:Evo-gen [Susp]
Microsoft releases a 1 = C
new version of the Apply this action for all: | Fix automatically v
Microsoft Malicious . | Fxautomatically
ote: the automatic fix tries to repair the file first. I repair is not possible, it proced| Move to Chest
SOftware Rem 0V6.| that fails as well, the file is deleted Repair
Tool every month. Delete
Do nothing
——

6. See the threats that are found and then select the action that you want to perform from the drop down
menu and click on the Apply option.

7. The selected action will be applied and your scan is complete against viruses ,trojan horses and
malewares.

2. Using Microsoft Windows Malicious Removal Tool

The Microsoft Windows Malicious Software Removal Tool helps remove malicious software from your computers.
After you download the tool, the tool runs one time to check your computer for infection by specific prevalent
malicious software (including Blaster, Sasser, and Mydoom) and helps remove any infection it finds.

The Microsoft Windows Malicious Software Removal Tool can download from the http://www.microsoft.com/en-
pk/download/malicious-software-removal-tool-details.aspx website. As downloading complete run Microsoft
windows malicious Removal tool and follow instructions:
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1. Run the setup. The window will apear with the terms and conditions. For installation you have to accept
the terms and conditions by checking/clicking the check box. This checked box will enable the next button

for you to move forward, click Next.

<) Microsoft Windows Malicious Software Removal Tool - June 201% Im portant

End user license agreement
You must accept the end user license agreement in order to run this tool.

Malicious software removal tool end user license agreement:

MICROSOFT SOFTWARE LICENSE TERMS
MICROSOFT WINDOWS MALICIOUS SOFTWARE REMOVAL TOOL

—

- - J It runs in "quiet

' mode", which means
it doesn't tell you
anything at least as
- long as it doesn't

These license terms are an agreement between Microsoft Corporation {or based on
where you live, one of its affiiates) and you. Please read them. They apply to the

find any malware to
remove.

software named above, which indudes the media on which you received it, if any.
The terms also apply to any Microsoft

* updates,

* supplements,

* Internet-based services, and

* support services I

for this software, unless other terms accompany those items. If so, those terms

apply.
By using the software, you accept these terms. If you do not accept them, donot  +

Printable version

Accept all terms of the preceding license agreement

[S

Click Next button from the next window.

Select the type of scan that you want their, click Next.

Quick Scan: will scan those areas of computer where malicious softwares are most likely to be.
Full Scan: scans the complete system and it takes long time.

Custom Scan: will scan the selected files in the computer.

¥ e = 5 ol
<! Microsoft Windows Malicious Software Removal Tool - June 2015

Scan type - __]
-’"_‘-

e o o WN

Please choose a type of scan:

@ Quick scan. Scans areas of the system most likely to contain malicious software. If
= malicious software is found, you may be prompted to run a full scan.

= Full scan. Scans the entire system. Mote that this scan can take up to several hours on
= some computers.

i~ Customized scan. In addition to a quick scan, the tool will also scan the contents of a
~ user-spedified folder.

[ < Back ][ MNext = ][ Cancel ]

4. The Scan will be started and after completion shows the result with possible threats and infections that
are found.
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' e — |
=) Microsoft Windows Malicious Software Removal Tool - June 2015 @

Scan results \
You can also -
schedule update :
taSk from the Mo malicious software was detected.
Scheduler option in @ _ .
View detailed results of the scan.

Antivirus window.

This toel is not a replacement for an anti-virus preduct. To help protect
your computer, you should use an anti-virus preduct. For mere
information, see Protect Your PC.

< Back Finish ] [ Cancel

3. Updating Virus Definition

Every virus or spyware application has unique identification information, known as its
signature definition file. Security software uses these files to detect viruses and

Computers become spyware on your computer.

vulnerable to viruses
whenever its
database becomes

outdated. To solve . )
this issue regular Therefore, computer becomes vulnerable to viruses and spyware whenever its

updates required. database of virus signature definition files become outdated. But, this issue can be
resolved, because:

As new viruses or spyware applications are discovered, your security software updates
its databases with the signature files it needs to detect these new threats.

e By default, virus definition files are automatically updated regularly.

e If you hear of an outbreak and want to get the latest updates immediately, select Update option in the
main window.

To customize automatic signature update for Avira Antivirus follow these steps:

Open the Avira Antivirus Window.

Click on the Schedular option on the Left side of the Window.

Click on the + sign to insert New job.

Select the job type (Scan,Update) and then set the schedule for update.

PP

4. Updating Antivirus

A feature of most of our programs is their ability to update themselves automatically. If you are connected to the
Internet, virus database updates are downloaded and installed automatically without any user action. You
can also update your software manually. Antivirus software must be updated regularly to stay effective against
new viruses.

To update the Antivirus installed in your computer,follow these steps:
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1. Open the Antivirus window installed in your computer from the Notification Area. This window will show
the computer status whether it is updated or needs to be updated.

[ Avira Free Antivirus
O TN
date  Help

File View Extras Up

E Free Antivirus

/ All services are working correctly
vl | PC Protection | Internet Protection
Real-Time Protection ) FireWall k-3
£ scan system & Web Protection
Last scan: Mot performad
I:J Startopdate Mail Protection
Last update:
Game Mode
Looking for Tech Support?
& Ask the community
2. Click on the Start Update option as shown in the picture below.
[Zd Avira Free Antivirus =1
File View Extras Update Help
a Free Antivirus
/ All services are working correctly
< PC Protection + Internet Protection
Real-Time Protection ) Firewal o
£ Scan system [ Wieb Protection
Last scan: Not performed
TS o Mail Protection
Last update:
Game Mode
Looking for Tech Support?
o Ask the community
3. The updates will be start downloading and then automatically install.
E Updater = J——
Free Antivirus
7 Help
i I
Status: Scan for updates ...
L]
Time elapsed: 00:06 min Transmitted: 0 kBytes
Time remaining: 00:00 min Remaining: 0 kBytes
Download speed: 0.0 kBfsec
(o)

If you are not
connected to the
internet then the
antivirus will notify in
daily basis for the
updates

Important

The Update

now option only
appears if Windows
detects that your
antivirus software is
out of date. Not all
antivirus software
reports its status to
Windows.

4. After installation of updates the window will show the status of computer as working properly.
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5. Running Complete Virus Scan

Antivirus is always running on the background. It monitor the processes that are running on system, and ensures
that there are no malicious processes running. Whenever you start downloading a new file or open a program or
attach any removable device, your antivirus quickly start processing, examine the file and compar it to viruses
before allowing it to run. If you download a virus or attach an infected device with computer, antivirus will notice
without your scanning. Antiviruses generally run system scans in the background once a week without interrupting
you.

If you want to manualy complete scan your computer with Avira Antivirus,follow these steps:

1. Open the Antivirus window installed in your computer.

[A Avira Free Antivirus ESHEEE

File View Bdras Update Help

Free Antivirus

v Al services are working correctly

FireWal < PC Protection 4 Internet Protection
eWal
Real-Time Protection o FireWal o
£ scan system o Web Protection
Last scan: Not performed
Mail Pratecti
£+ Startupdate o i pretseton
Last update:
Quarantine
Game Mode
Upgrade Now

Looking for Tech Support?

'L & sk the commurity |J

2. It will show when last scan was performed. Click on the Scan Sytem.

// All services are working correctly

.+ PC Protection

Real-Time Protection I E o
£ Scan system 'l}
Last scan: Mot performed

f:; Start update 'n'
Last update:

Uparade Mow |
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3. The antivirus will start scanning all files of computer including hidden files, diretries, archive files etc.

ater completion it will show you the summary of scan.

- — —
-
Avira Free Antivirus
/ Summary
7 | Help
Statistics
Files: 511457 Detections: i}
Directories: 20537 Suspicious: o
Archives: 14579 Repaired: o]
Warnings: a Wiped: 1]
Objects scanned: 679178 Deleted: [v]
Hidden objects: [u] Moved: [u]
[ Close ] [ Report

4. If it finds any malicious it will prompt for actions otherwise Close it, after that chek the stautus of

Antivirus.

Firewall

Social Ne: ks

Android Security
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.D Scan system

-f:} Start update
Last update:
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Learning Unit 4. Maintain Office Record

Overview

Office record is a very valuable asset of any organization so it must keep in organized and maintained form. In
this learning unit you will learn about the Electronic record management and it's backup. How you can access
and maintain the records without its physical existence. After completion of this learning unit you will be able to
maintain office records.

1. Ensuring the Existence of Electronic Record

A digital record that
can be manipulated
transmitted or
processed by a
computer is known
as Electronic
Record.

With the rapid development of computer technology many organisations are shifting
from manual to electronic records by use of office automation tools such as word
processing, spread sheets, electronic mail and database management software.

In reality few automated systems have implemented paperless environment by
eliminating the use of “hard copy” (printed form of the computerized data.

Electronic records are logical and cannot be read directly without the use of computer
software and hardware.

As logical entities, electronic records have three attributes: content, context and structure, which can be explained
as follows.

Content: what the record says.

For secure record-
keeping records
must be protected till
they need to be
kept, and after that
dispose them
appropriately.

Context: is the background information that helps to explain the meaning of the
document. This includes two types of information. Firstly, there is information that
identifies the particular document, such as the title, author and date of creation.
Secondly, there is information about the creator and the purpose of creation.

Structure: relates to both the appearance and arrangement of the content (for
example, the layout, fonts, page and paragraph breaks, tables, graphs, charts and so
on) and the relationship of the record to other related records in the system (i.e the
links).

To ensure that the record is preserved and protected by all means, follow these steps:

1.

446 |

Do not use computer hard drives (C: drives) to store records or important information. Instead, store
records in formally established electronic record-keeping systems or, in the absence of such systems, in
secured network drives.

Regularly clean up computers and network locations by destroying obsolete records that have met their

retention periods.

Ensure your computer systems are configured with proper security systems, anti-virus software,
password protection, and automatic time out/lock features to restrict access to password holders only.
Good record-keeping involves keeping full and accurate documentation about which records were
destroyed and which were kept safe.

Always check that the website you are using is using secure links.

Ensure that no body is looking you during password typing and always logout after finishing work or

leaving the seat.

Always install antivirus on your computer and be sure that all the softwares are properly updated.
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2. Managing Electronic Record Backup

Dependable backup procedures protect electronic documents from loss and corruption Important
.Record must be well organized and timely backup has been taken for proper working

otherwise many issues can be arise. Individual hard
' . . drives on PCs are
Some important points are given below to manage backups. not backed up via

. ) ) the regular network
1. Youmust back up electronic records on a regular basis to safeguard against l0ss | packup procedures

of information due to equipment malfunctions, human error, or other disaster. and must be backed

. ] up regularly by

2. Back-up media created for recovery purposes must be stored in another storage | ysers onto backup
facility with constant temperature (below 68 degrees Fahrenheit) and relative | grives i.e. Usb flash

humidity controls. passport disks.

3. Electronic records on magnetic tape or disk must not be stored in metal containers unless the metal is non-
magnetic.

3. Enhancing Ability to Access Record Overtime

There is often a presumption that because information is stored on the computer or on disk or tape, it is somehow
automatically preserved for all time. Unfortunately, electronic storage media can easily become unreadable over
time due to physical, chemical, or other deterioration. Special care and precautionary measures must be taken
to avoid the loss of records stored on electronic media.

The following are general suggestions to enhance the data availability.

e Do not use diskettes for long-term storage of permanent records. Temporary storage on diskettes is

acceptable.

Keep disk and tape drives clean and give them periodic preventative maintenance.

Keep diskettes and tapes away from strong electrical or magnetic fields.

Do not touch the recording surfaces of floppy diskettes; do not break open their outer shell.

Do not allow unauthorised persons to have access to the computer or to the diskettes or tape files and

records. Even people with good intentions can enter commands that will delete files or reformat hard

disks.

e Keep food and drink away from storage media as well as equipment.

e Store disks and tapes in a vertical position in a storage container (for example a disk box).

e Store diskettes under normal office conditions, taking care to avoid extreme fluctuations in temperature
and humidity if possible.

e You must annually read a statistical sample of all electronic media containing permanent or long-term
records to identify any loss of information and to discover and correct the cause of data loss.

e Copy data on the tapes to new or re-certified tapes at least once every ten years or more frequently when
necessary to prevent the physical loss of data or technological obsolescence of the medium.
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Learning Unit 5. Perform Printing

Overview
Printing is process of getting hard copy of a file, image, email or anything which is
wanted to print on paper. Printer must be installed on the computer before printing.
Choose paper as Printing ink/powder and paper directly affect the printing quality. This learning unit
per requirement covers the procedure for printing a file on a paper and how to get print on both side of
within allowed a paper. After completion of this learning unit You will be able to demonstrate the
W(?iEtJht limit of procedure of printing a good quality print of a file.
printer.

1. Getting Print Out From a PC

e Open any document, webpage, or email for printing.
e Click the File menu, and then click Print.

¢ In the Print dialog box, change the settings as per requirements i.e paper size, margin, copies, page
numbers etc. click Print.

2. Handling Problems that Occur While Printing

Check Before Printing

Printer is a device o Before printing any file, check whether the printer is installed, connected with
that is used to computer and powered on.

convert a softcopy o Also, check type of printer (inkjet or a laser printer).

result to a hard copy | Choose the appropriate paper and ink/Powder.

(like Paper). . Determine what type of paper size wanted to print on before printing. This paper

will need to be loaded into the appropriate slot / tray.

e Determine what is needed, color or black & white prints.
e Ensure that printing material is open and visible on the computer. It is impossible to print if the document

to be printed is not open.
Getting Printout:

1. Click File in the top left-hand corner of document or file.

Wil g 9 - O S Leaiming Module Template.doct™ Microsoft Word Wy

File liii Erfétk HeFlage Layout References Mailings Review View Foxit PDF Design Layout
|

=) g Arial T A A A |8 EC[IERE EE T aaeece
CTRL + P command Poste i otpmner| B 7 L ke x x| A- - A [E]E S S5 &-[EH] | tvema 1
H Clipboard Font Paragraph
pr!nts?nberfauIt ol o - et -
printer’s settings. =l St S s o e Gt
not open.

Getting Printout:

. Click File in the top left-hand corner of documer

Move down and click Print in the menu.

. Choose how many copies of the document neec

. Click Print Preview. If wanted to see what the d

like once printed, click print preview.

. Fromthe File menu, click Print. This will bring u
menu.

[ N

T N I
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2. Move down and click Print in the menu.

W A4 T T Manuscript 1 - Microsot Word Starter | 2 S
Home  Inzert  Pagelsyout  Mailings Q

i seve
& swveas
L5 Open

d Close

| Info

Recent

New

Print

Save & Send
Help

=) Options

& et

Print
=
4 Copies: 1 A
Primt
Printer
HP Officejet 7200 senes =
Deir i
Click Here for
P& .
==l " Print settings
Pages:
Print One Sided -
Only print on cne side of th
— — PO =
_] Portrait Orentation =
1 o =
Nemx29T em
Normal Margins =)

| 1Page Per Sheet =

oy 0% =
‘11 30 +

3. Choose how many copies of the document needed.

W A T Manuscript 1+ Microsoft Word Starter E=iet x )
n Home  Inset  FPagelsyout  Mallings (2]
i swe o
rint
& seveas S
[y B o Select Number of
5 Open
= Print copies
‘ o Close
o Printer
HP Officejet 720 sesies  _
Recent Ready A
5 Printer Propertie v e i
lew
| Settings
| erint
| 4 Print All Pages =
1 Print the entre document
Save & Send o
Pages
Help Print One Sided =
S
Collated
B e .J___ 123 12 3
j Portrait Orientation -
By -

Normal Margins
Left: 258 cm  Right: 2.54

_j 1Page Per Sheet -

Do you know!

You can also print
Envelops Labels,
Charts and images,
Wedding Cards
using printer.

ok

settings.

Click Print Preview. To see what the document will look like once printed.
Click Properties, Preview, or Advanced. Find the button which will allows accessing the more advanced

6. (This menu will allow changing paper sizes, source, and type, as well as a variety of other options depending

on the program using.

7. If wanted to print on both sides of a paper than select the option from settings than Pages and then select
Manually print on both sides (This is subject to the printer).
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Printer Properties
Settings

MNew
- 3 Print All Pages .

Print the entire document

Save & send
Pages: @
T Print One Sided .
Only print on one side of the page
|§ Options
Print One Sided
Exit Only print on one side of the page

Manually Print on Both Sides
Reload paper when prompted to print the second side

A4
8.27" x11.69"

< | Custom Margins 7
D 1 Page Per Sheet -

Page Setup

8. Click Ok or Print.

L Bl : - - e
Home Insert Page Layout References Mailings Review View Foxit PDF Des

= save
Print
Save As @
Copies: |1 =
Open
& or Print
L Close . .
Click Here for Print
e Printer
.7 Foxit PhantomPDF Printer -
Recent o Ready
N Printer Properties
ew

Settings

- Print All Pages .

Print the entire document
Save & Send

Pages:

Select Print

3. Printing E-Mail

To print an E-Mail follow these steps:

1. Open an E-Mail you want to print out.

WRo

“ % =+ fioce= EIMoev @Spamy - Morev

Trending discussions this week on Bayt.com Specialties.

Bayt.com hd 9211210 M
To mehwish_saba60@yahoo.com

=

Trending discussions this week on
Bayt.com Specialties.

s

is a great way to network, collaborate, and

ialt

y

Top Questions & Answers in:

Sakes & Mametng Soft SUls  Business and Management

Fasetaox

Facetook® Accosnt 25 Up.
Join tor Free Toduy?
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2. Press CTRL+P to print E-Mail. A small window will open with the preview of email.

|1 Print - Google Chrome (T = ———

[ about:blank

Print - Close Window - Click More at the bottom of the email to print single message

Subject: Trending discussions this week on Bayt com Specialties. |
From:  Baytcom (noreply@bayt com}

To: mehwish_sabab0@yahoo.com !
Date: Thursday, July 9. 2015 12:10 AM

[S=1
Trending discussions this week on
Bayt.com Specialties.
Bayt.com S ialties is a great way to network, collaborate, and get answers to
your care estions

Top Questions & Answers in:

3. Click on the Print button shown in the above button .
4. E-Mail will be printed, you can collect it from out tray of printer.
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Learning Unit 6: Search Files and Folders

Overview
Finding files and folders means searching for a specific folder or files in a computer.
Windows provides several ways to find files and folders. There isn't one best way to
You can search a search. You can use different methods for different situations. This learning unit will
specific file or folder covers the procedure for searching files and folders using different methods. After
through navigation completion of this learning unit you will be able to search known and unknown files
but it takes a lot of using wild cards using names of files or folder through start buttons and search tool.
time for searching a
specific file.

1. Methods of Finding Files and Folders

For finding or searching files and folders different methods are provided with windows like:

1. Using the search box on the start button.
The search box on the Start menu is used to find files, folders, programs, and e-mail messages stored on
computer.

2. Using search box in afile, folder or library.

The search box filters the current view based on text that is typed. The search looks for text in the file name and
contents; and in the file properties, such as in tags. In a library, the search includes all folders included in the
library as well as subfolders within those folders.

3. Expanding a search beyond a specific library or folder.
If it cannot find what is looking for in a specific library or folder, than expand the search to include different
locations.

2. Use of Search Box to Find Files, Folders and Programs

Search Box

The search box is one of the most convenient ways to find things on computer. The search box finds programs
and all of the folders in personal folder (which includes Documents, Pictures, Music, Desktop, and other common
locations). It will also search e-mail messages, saved instant messages, appointments, and contacts etc. saved
in computer.

All Programs search box

Shut down e

Search Box

Using Search Box

Open the Start menu and start typing. It doesn’t need to click inside the box first. As you type, the search results
appear above the search box in the left pane of the Start menu.
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A program, file, or folder will appear as a search result if:

e Any word in its title matches or begins with the search term.

e Anytextin the actual contents of the file such as the text in a word processing document matches or begins

with the search term.

e Anyword in a property of the file, such as the author, matches or begins with the search term.

e Click any search result to open it. Or, click the Clear button * to clear the search
results and return to the main programs list.( You can also click See more
results to search your entire computer.)

Besides searching programs, files and folders, and communications, the search box
also looks through your Internet favorites and the history of websites you've visited. If

any of these webpages include the search term, they appear under a heading called
"Files."

3. Finding Files and Folders Using Start Button

Finding an item using the Start menu:

1. Click on the Start button, and then type a word or part of a word in the search box.

Programs (2)

18 Computer

A Computer Management
Control Panel (59)

Y* View recent messages about your computer
F’ Review your computer's status and resolve issues

¥ Restore your computer to an earlier time
Documents (5)

] gbg

EL] HiSuite messages 20150618145549

| IMG_20150414_131437
Files (27}

@ Computer Operator-L2 [C5]

@ Curriculum Computer Operator 2014-06-27 (1)

|E_|] computer notes

= See more results

compu % | Shutdown | » |

Search Box in Start Button

2. Search results appear as soon as start typing in the search box.

Microsoft has
allowed searches
using two wildcards,
the asterisk (*) and
the question mark

?).

As you type, items that match your text will appear on the Start menu. The search results are based on text in

the file name, text in the file, tags, and other file properties.

4. Finding Known Files and Folders Using Windows Search Box Tool

Using the Search Box in a Folder or Library

When looking for a file that someone knows is in a particular folder or library, such as Documents or Pictures.
Browsing for the file might mean looking through hundreds of files and subfolders. To save time and effort, use

the search box at the top of the open window.
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In wildcards the
guestion mark (?) is
used to substitute
for one letter or
symbol that you

- @ @

[E[r]

don't know. The
asterisk (*) is used
to substitute for
many letters and
symbols.

Arrange by:  Folder =

Search Box in a File and Folder

Search for a File or Folder by Using the Search Box:

Type a word or part of a word in the search box. When done, the contents of the folder or library are filtered to
reflect each successive Character typed. When the wanted file is seen stop typing or filter it with other checks

that is date, author, size etc.

v | 5l computer

ults in Computer »
Help
1 Bumn =
computer notes Date modified: 7/8/2015 9:17 AM
= Size: 783 KB
Authors: manobilly
D\ cs data

l computer operator
D\New folder (2)\New folder

Date modified: 6/30/2015 9:55 AM
ate modified: 6,30/, Search Bar

Gk Curriculum Computer Operator 2014-06-27 (1) Date modified: 6/1/2015 10:18 AM

POF

D\
' Shakeel Ahmed Computer CV

POF

D:\ms.cs data\Adobe Photoshop Training!\Day 5

? Shakeel Ahmed Computer CV

454 |

Size: 159 MB

Date modified: 5/30/201510:10 AM
Size: 118 MB

Type: Adobe Photoshop Image
Size: 6.53 MB

Searching a File and Folder
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Learning Unit 7: Convert Files

Overview

Sometimes it is necessary to convert a file into another format, like converting an MS

word file into a PDF file which is an adobe acrobat file or conversion of a video file into

audio file. This conversion can be done using different types of software available on | Make sure that you
internet. The software can be downloaded and installed. This learning unit covers the | have downloaded
procedure for converting a file into a different format like a MS word file to PDF file, | freeware software
demonstrate software types used for file conversion, conversion of a file manually and | or conversion.
procedure for converting files using online software are website. After completion of

this learning unit you will be able to conversion of files using different methods.

1. Converting a File into Different Format

A file can be converted into different formats through many ways. It can be converted either manually or using
download or online software for example converting a word document file into pdf file. Some software gives the
option of saving a file in different format like MS office provided this conversion option. For conversion a word file
into pdf follow the steps:

1. Open the file in Office Word 2010.
2. Click the "File" tab and go to Save & Send.

The Save as
PDF/XPS add-in is
built in Word 2010,
and it can directly
save Word 2010 or
other parts of 2010
Office suite to PDF
format.

3. Inthe "File Types" field, choose Create PDF or XPS Document.

el}‘

POF/1PS
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4. Click "Create a PDF/XPS".
5. Inthe pop-up dialog box, enter a file name and location.

| W] Publish as PDF or XPS E
eskiop
Organize = MNew folder d= - l@
i Name - Date modified Type
- Libraries o -
= MNew folder 1/9/20157:01 PM File folder
j Documents o .
J“ o Mew folder (2) 6/20/2015 10:46 AM  File folder
@' Music
pics 3/12/2015 8:39 AM  File folder
[ Pictures . o R
a a5 The Start menu (overview] - Windows He...  7/9/201511:43 AM File folder
faeos -|  [E Computer Operator-12 [CS] 7/3/201510:31 AM  Foxit PhantomPD...
@ Curriculum Computer Operator 2014-06-...  6/1/2015 10:18 AM Foxit PhantomPD...
*& Homegroup N o
|§| unit 7 7/9/2015 8:10 PM Foxit PhantemPD...
1% Computer B
£, Local Disk (C3)
= Local Disk (D:) [ = -
File garle: I -
Save as type: |PDF -
Open file after publishing Optimize for: @ Standard (publishing
online and printing)
© Minimum size
(publishing online)
=« Hide Folders Tools ~ [ Publish ] [ Cancel

6. Click Publish.
2. Software Used for Converting Files

There is a lot of software available for conversion of files to different format. For
example converting a word file to pdf, converting a video file to audio, and many more.
There are many
methods for files

conversion it Word to PDF or PDF to word file conversion software

depends on user

what method he Foxit Phantom and Nitro are the software used for converting word document to PDF
/she is used. file while PDF to Word convertor is software used for PDF to word conversion.

Audio ,Video file conversion software

Any video convertor, Total video convertor, AVS video convertor is software used for conversion of audio and
video files into different formats. Like it can convert an .FLV file into MP4 or MP3 file format.

Archive file to Zip File conversion software
Express zip software is used to convert archive file to zip file.

All File 3000 converter software

All File to File Converters 3000 is revolutionary software, which has the ability to convert any file format to almost
any format under the sun. With this file conversion software, users can easily convert massive different formatted

files to one specific format with fast conversion speed. It has the ability of all different file converter like the PDF
converter, Video and Audio converter.
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Universal file convertor Software

Universal Converter offers a complete solution for converting documents into major file formats like PDF, HTML,
TIFF, JPEG, PNG, BMP, RAW, EPS, PS and other file formats. One great feature of the Universal Converter is
that it provides security features like password protection, water mark and unique copy protection to the
documents that are converted. The software also provides a command line interface for converting files and users
are enabled to combine multiple files of different formats into a single file and convert it to any desired file format.

3. Changing the Extension of a File Manually

A file extension (or simply "extension") is the suffix at the end of a filename that indicates what type of file it is.
For example, in the filename "computer.txt,” the .TXT is the file extension. A file extensions can also be changed
manually for doing this:

Changing a file extension manually
In Windows 7, to change a file extension, first, make sure file extensions are visible using the steps below, then:

Open any folder window.

Press Alt+T+O (it is letter O, not a zero) to open the Folder Options dialog box.

Click the View tab.

Remove the checkmark beside ‘Hide extensions for known file types’ and click OK.

Click the file to select it, and then click once more. Windows automatically selects the filename so that
anything that is typed will replace the existing name.

6. Click and select the extension, type the new extension and press Enter.

agrwdNE

Changing afile extension using save as command
A file extension can also be changed using Save as command for doing this:

1. Open a file for change extension.
2. Click on File tab then save as button. Save as dialogue box will appear.

e g/v| <« Users » manobilly » Desktop » - || Search Desktop
Organize « MNew folder == - '@
3 Documents o Mame Date modified Type
rJ"- Music 2
X . New folder 77972015 7:01 PM File folder
[ Pictures P =
. New folder (2) 6/20/201510:46 AM  File folder
E Videos ) R
pics 3/12/2015 8:39 AM File folder
& unit6.docc 7/9/2015 2:18 PM Microseft Word D...
*& Homegroup 5 . R . . .
E ) unit 7.docc 7/10/201510:50 AM  Microsoft Word D...
18 Computer
&, Local Disk (C:)
u Local Disk (D:)
= oD Drive 1 PTC T ¢ i k

File name:  unit7.docx -

Save as type: | Word Document (*.deocx) -

‘Word Document (*.docx)

‘Word Macro-Enabled Document (*.docm)
‘Word 97-2003 Document (*.doc)

Word Template (*.dotx)

‘Word Macro-Enabled Template (*.dotm)

‘Word 97-2003 Template (*.dot)
~ ide Folders _L
13

Authors:

XPS Document (*xps)

Single File Web Page (*.mht;*.mhtml)

- Web Page (*.htrm;*.html)

'_“ Web Page, Filtered (*.htm;*.html}
Rich Text Format (*.rtf)

- Plain Text (*bt) o

- ‘Word XML Decument (*xml)

- Word 2003 XML Document (*xml) n

P A '

Change File Type Using Save as Command
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3. Click on the save as type text box and select the type wanted to change or save.
4. Click on OK button.

5. The file extension will be saved as selected type.

4. Using Online Converter for Converting Files

A file can also be converted using online available software. www.zamzar.com is a website for providing
different file formats to convert a file. Here are some steps to follow for conversion:

1. Open a web browser
2. Click on address bar and type www.zamzar.com
3. Click enter button, the website will be open.

oo T tcmumig s md e | 2 Wonisa Ovsmge a T B R 13 00C 3 7 2o 7 =

« c = e

To change the file

extension only does
not mean to change -
of format of file. DOC to PNG

141t DOC 10 PNG

Convert DOC file

Catey

Here is different option available.

«srcelo

DOC to PNG

anver DOC 10 PNG

Step 1 Step 2 Step 3 Step 4

‘Select fles or UL 10 comert | Choose the format 1o Enter your emai 3ddress 1 | Conwert your fle now (agree:
(U to 100MB - gaol ora > T 7

=
-] =]

Selocta i Select file format enter email ‘Click on convert
e bes, addieas hex

Step 1:

Click on first option for selecting a file which is wanted to convert.

Step 2:

Click on this option for selecting a file format. For converting a .PNG form select PNG.

Step 3:

Enter email address on which the converted file will be sent after conversion.
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Step 4:

In the last click on Convert button for converting.

Files to convert:

Share Zamzar with friends ...

e I | a1
90% complete. About 4 seconds left G ex] 9 Tweet|[105k| |81 2k
File Size Progress
Computer Operator-L2 [CS]pdf 606.0 KB 90% uploaded Remove File

It will take a few minutes after conversion the file will be sent to the given email address.
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Learner’s Activity

Description This learning activity consists of an interactive session in the class about
installing a file conversion and converts a file in different format.

Time 40 minutes.

Purpose To highlight the procedure for installing a conversion software and conversion
of afile.

Instructions for Learner 1. Ask learners how to download install conversion software.

2. Ask learners how to convert a file in any other format.

3. Ask learners are they able to convert a file using online available software
for conversion.
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Summary of Module

Knowledge of facts about something or someone is called information. Information is valuable
because it can affect behavior, a decision or an outcome.

Checking data for errors is commonly called “cleaning.”
Three most common methods used for data cleaning are:
1. Spot-checking

2. Eye-balling

3. Logic checks

The following four-step process uses data as an integral part of Decision Making cycle.

e Analyze

e Plan

¢ Implementation
e Analysis

Typing master is software that systematically helps you to increase speed in a friendly way with lots
of Lessons, Tests and Games.

Library helps you to organize your work and make finding easy. In Windows 7 default libraries
include two standard folders: the user folder specific to each library and the public folder specific to
it.

An antivirus program is a software utility designed to protect your computer or network against
computer viruses. whenever a virus is detected, the computer displays a warning asking what
action should be done, often giving the options to remove, ignore, or move the file to the vault.

Most of the antivirus software have feature of automatic update and can be updated manually as
well

Print out/Hard Copy means physical copy of data on paper. Different printing devices are available
for this.

The search box on the Start menu is used to find files, folders, programs, and e-mail messages
stored on computer.

A file can be converted into different formats through many ways. It can be converted either
manually or using download or online software

A file extension (or simply "extension") is the suffix at the end of a filename that indicates type of
file.

Universal Converter offers a complete solution for converting documents into major file formats like
PDF, HTML, TIFF, JPEG, PNG, BMP, RAW, EPS, PS and other file formats.
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Frequently Asked Questions (FAQS)

FAQ 1:

Answer

FAQ 2:
Answer

FAQ 3:

Answer

FAQ 4

Answer

FAQ 5:

Answer

FAQ 6:

Answer

FAQ 7:

Answer

FAQ 8:
Answer

FAQ 9:

Answer

FAQ 10:

Answer

462 |

Differentiate between files/folders?

File is signal unit of data i.e. program, document etc. while folder is a logical location where
these files or other folders exist.

What is the short key to Find /Searche for specified text in the active document
Ctrl+F

What are the 3 common methods for checking error?

e Spot-checking
e Eye-balling
e Logic checks

What are the common folders included in the library?

Documents
Pictures
Music
Videos

Write some names of common storages devices?

e Hard Disk
e USB
e CD/DVD

What is the recommended storage device to store backup files?

Backup files can be stores on any storage device expect that where the files are actually
stored.

Define antivirus.

An Antivirus Program is a software utility designed to protect your computer or network against
computer viruses.

What is short key to print an E-mail?
Ctrl+P

From how many ways a file/Folder can search out?

There are many ways to search any file/folder. Window 7 provides the search boxes for ease.
e Through Search Bar on the opened window.
e Using Search Box in the Start Menu

What is meant by file extension?

A file extension (or simply "extension") is the suffix at the end of a filename that indicates type
of the file.
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Test Yourself!

Please mark the correct one from the given options. You can check your answer with the Answer Key at the
end of this module.

1.

a.

Teaching and Learning Material: Information Technology (Computer Operator)

A collection of letters, numbers and special characters is called a

Folder b. File

Information d. Data

CD/ DVD are device.

Temporary Storage Device b. External Storage Device
Output device d. None of Above

Which statement is true for Viruses?

Increase speed of Computer System. b. Corrupt the files in Computer.
Protect our Computer from malwares. d. None of Above

In “Rapid Typing Tutor.exe” .exe is of file.

Name b Extension.

Version d None of above

To Exit /Close Microsoft Softwares key is used.

ALT+F4 b CTRL+C

ALT+Tab d ALT+F5

A is avirtual collection of files/ folders on your system.

File b Libraries

Program d None of these

Foxit Phantom is the software used for converting files.

Word /PDF Files b Audio/Videos

Archive/Zip Files d None of the Above

In wildcards the is used to substitute for one letter or symbol that you
don't know.

Question Mark (?) b Asterisk Sign(*)

# Sign d None of Above

A digital record that can be manipulated transmitted or processed by a computer is known

Paper work b Electronic record

Information d None of Above
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Answer Key

MCQ Number Correct Answer
1 d
2 b
3 c
4 b
5 a
6 b
7 a
8 a
9 b
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Module 8: Identify and Peruse New
Business Opportunities in the Field of
Computer (ICT)

Learning Outcomes

After completion of this learning module learner will be able to:
¢ I|dentify business opportunities in the field of Computer (ICT)
e Develop structure of the new Computer Business
e Communicate new computer business to the customers

e Negotiate arrangements for the new computer business
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Learning Unit 1: Identify Business Opportunities in the
Field of Computer (ICT)

Overview

A business plan lays out a written plan from a marketing, financial and operational
viewpoint. Sometimes a business plan is prepared for an established business that is

moving in a new direction. In this learning unit you will learn how to identify new | A written document
business opportunities for new and existing business and learn to face challenges | that describes in
related to business planning, finance, competition, market trend, employment issues | detail how a

etc. after completion of this learning unit you will be able to identify how to start a | new business is
successful business by improving business plan, market research budgeting and | going to achieve its
dealing with suppliers and/or customers, proper business places etc. goals is called

Business Plan.

1. Identifying Business Opportunities

It's incredibly tough to find good business opportunities. The best tactic is to read examples and understand what
to look for and where to go to find a successful opportunity. It's never guaranteed, but it's a good (and necessary)
place to start. There are a few general things that should always be present with a good opportunity (no matter
what type) of business you are going to start.

1. The product or service will be according to need:
For a new business when you evaluate an opportunity, ask yourself if there is really need for this product
or service. Does the product or service solve the problem for consumers? The best way to see if the
people are going to like your product is to take a survey.

2. The opportunity will work in your location.

If the opportunity meets the need that's sufficient, but if isn't specific to your location it won't work for you.
You also have to think of the economic environment.

3. Ensure Resources to make Business Successful:

While it's true that you can start to compile resources once you have acquired or started a business, you
should still be considering this at the start. This is more of a personal requirement for an opportunity as
opposed to finding one in general. Do you have what it takes to run that type of business right now? Are
you going to be able to afford the resources needed to help the business succeed?

If you will not keep in mind this point in start, in the end you need to trust others so that you can focus on
the bigger picture of setting the strategy.

4. Product and services price is according to market:

You have to consider the market and consider price. Ask yourself whether or not you can provide the
product or service at a price the market can handle.

5. Timing is suitable in term of Market and Resources:
Timing is everything when evaluating business opportunities. It's also worth noting that even in a down

economy there could be a window of opportunity. It's all about considering the above points to decide if
the timing is right for your idea.
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2. Facing Challenges in the Business

Growing businesses face a range of challenges. As a business grows, different
problems and opportunities demand different solutions. Recognizing and overcoming

Remember that the the common pitfalls associated with growth is essential if your business is to continue
process of entering to grow. The main problems that you have to face during the business development
gualitative data can are as follow:

be very tedious and
time-consuming, so

it is important that

you plan

accordingly.

Keeping Up with the Market:

Market research in not something that you do when you start your business. Business conditions changes
continuously, so market research should also be continuous to how the success of business.

Problem Solving:

As your business grows, you also need to be alert to new problems and priorities. For example, your business
might be increasingly at risk unless you take steps to ensure your intellectual property is properly protected.

If you are focusing on individual marketing campaigns, you might need to devote more resources to developing
your brand.

Money Management:
Money management becomes even more important when cash is flowing into the business and to the owner.

Making the best use of your finances should be a key element in business planning and assessing new
opportunities.

Proper Systematic Way:
Responsibilities and tasks can be delegated as your business grows, but without solid management information

systems you cannot manage effectively. The larger your business grows, the harder it is to ensure that information
is shared and different functions work together effectively.

3. ldentify Risk Related to Business

There are many different types of business risk. Risks can be internal and external to
your business. They can also directly or indirectly affect your business's ability to

The Australian operate. The types of risk you face are specific to your business and its objectives.
standard defines Some common risk categories are:
risk as 'the chance
of something ° Regulatory and government policy changes, such as water restriction,
happening that will quarantine restrictions, carbon emission restrictions and tax.
have an impact on
objectives'. ° Property and equipment, such as damage from natural disasters, burst water

pipes, robbery.

e economic and financial, such as global financial events, interest rate increases, cash flow shortages,
customers not paying, rapid growth and rising costs
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e Market, such as changes in Consumer preference and increased competition.

You should use this list as a starting point for thinking broadly about the types of risks Risk
that could impact your business. People often make the mistake of overlooking things IS
that don't directly impact their business and are therefore unprepared to deal with

change. For example, while your business might not be directly affected by a natural
disaster, you may still suffer if it affects your suppliers, customers or general location.

The process of
identifying risks,
assessing risks and
developing
strategies to

i manage risks is
 If your suppliers are affected, you may run out of the products you sell, or the | | nown as risk

materials you need to make products. management.
e If your customers are personally affected their priorities may change and you
could experience a reduced demand for your products or services.
e If your general location is affected, you and your customers may not be able to access your premises, or
your utilities could be affected.

Consider how these scenarios could affect your business:

Assessing your Business:

Before you begin identifying risks, you need to assess your business. Think about your critical business activities,
including your key services, resources and staff, and things that could affect them, such as power failures, natural
disaster and illness. Assessing your business will help you work out which aspects you couldn't operate without.
You thing about the following questions?

e When, where, why and how are risks likely to happen in your business?
e Are the risks internal or external?
e \Who might be involved or affected if an incident happens?

Brainstorm:

Brainstorming with different people, such as your accountant, financial adviser, staff, suppliers and other
interested parties, will help you get many different perspectives on risks to your business.

Consider the Worst Case Scenario:

Thinking about the worst things that could happen to your business can help you deal with smaller risks. The
worst case scenario could be the result of several risks happening at once. For example, someone running a
restaurant could lose power, which could then cause the food to spoil. If the restaurant owner was unaware of
the power outage or the chef decided to serve the food anyway, customers could get food poisoning and the
restaurant could be liable and suffer from financial losses and negative publicity.
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4. Assessing Cost Including Break-Even Point

Your cost and profit margin is a key piece of information about the health of your
business. You'll need it to create a good business plan, monitor your costs, adjust your
prices, and as a measurement of how profitable your business is over time. There are

Break-even Point = < . . oo -
Fixed Costs/ (Unit two distinct nature of costs that a business has to incur in its normal operational

activities:

Selling Price —
Variable Costs)

Fixed Cost:

These costs stay the same regardless of how many units the company is producing. These include start-up costs,
and other capital expenses which do not have to be paid periodically. Rent, insurance, utility bills and repairs are
also considered fixed costs. For Example if a company is paying 10000 Rupees rent for a building and decides
to design 200 shirts with in a month. Then the monthly fixed cost will be 10000 rupees. The amount will stay the
same if even there is no activity and zero shirts are produced.

Variable Costs:

These costs are directly associated with the number of units produced, and these are recurring in nature, since
they have to be paid periodically. As the business produces more and more goods and services, these costs
increase proportional. For example, the cost of paint required to design a shirts is 200 rupees. If company designs
zero shirt, the total variable cost comes down to 0 (10*0). On the other hand, if the company designs 500 shirts,
the total variable cost comes down to 10000 (500*20). These costs usually include material, labor, direct sales
and promotion, storage etc.

Break-Even Point:
Break-even analysis is an important aspect of a good business plan, since it helps the business determine the
cost structures, and the number of units that need to be sold in order to cover the cost or make a profit.Even after

a business has been set-up, break-even analysis can be immensely helpful in the pricing and promotion process,
along with cost control.

Sales Revenue

Break-Even Point

Total Costs

Costs and Revenues

Fixed Costs

Sales Level
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Once the business has reached this point, in sales or units sold, all costs (Fixed and Variable) have been
recovered. Beyond this point, every additional unit sold will result in increasing profit for the business.

Behavioral Effect:

The best way to upsell customers is to keep in touch with them. Here are a few ideas to incorporate into your
business.

e Contact customers within 7-10 days of a sale

e Conduct an online survey about your customer service

e Invite customers to leave a review on your website, LinkedIn, Google+ local, or Yahoo local listings.
e Send an email newsletter at least monthly (weekly is best).

e Send birthday cards.

e Send holiday cards.

e Ask for feedback on Facebook and Twitter.

5. Business Ethics with Customers in Relationship

In order to build and maintain trust with our customers we have to first develop a strong,
company-wide reputation for integrity. We accomplish that through clearly established

internal ethical principles. For example, all of our employees are required to take part | A company that

in annual online training with ethics courses. They also participate in refresher courses | bases its policies
throughout the year, covering various ethical practices and of course, all relevant laws. | and decisions on
deeply rooted ethics
will create a culture
in which employees
Human Resources: are naturally
disposed to act
Ethical human resource policies are vital to creating and maintaining an ethical | ethically, too.
company culture. Employees who are treated with politeness are more likely to be
content with their jobs. When employees feel exploited, they commit unethical behavior such as theft, as well as
offenses such as using company resources for personal gain.

Product Integrity:

A company that inspires ethical behavior in its employees will probably provide products and services created
with ethical values in mind. For example, a food business that uses optimally fresh ingredients handled in a clean
and compliant facility most likely won't have to be dishonest with customers who get sick from eating the
company's food.

Competitive Integrity:
It is true that a company's competitors are often seems as enemies, a truly ethical company extends its solid

values to the way it treats its competitors as well as its stakeholders. Calling a competitor, pretending to be a
customer and asking questions that you will use to create competing products is dishonest.
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Learning Unit 2: Develop Business Plan for the New
Computer Business

Overview

In this learning unit you will learn to manage all important arrangements to start a new
business including finance management, hiring staff, arranging Business policies and
A partnership is an necessary arrangement of tools and equipment etc. After completion of this learning
arrangement where unit you will be able to design a proper Business plan keeping in mind all important

parties, known aspects.
as partners, agree to
cooperate to
advance their
mutual interests.

Partnership

1. Studying Business Laws and Regulations

One of the first decisions is to determine the legal form of ownership of an enterprise / business / firm. Few
possible options are:

Sole Proprietor:

Partnership Act A sole proprietorship, also known as the sole trader or simply a proprietorship, is a type
1932 deals with the of business entity that is owned and run by one person and in which there is no legal
law of Partnerships distinction between the owner and the business. The owner is in direct control of all
and firms in elements and is legally accountable for the finances of such business which may
Pakistan. include debts, loans, loss etc.

Partnership:

The partners in a partnership may be individuals, businesses, interest-based organizations, schools and
government.

Limited Company:

In a limited company, the liability of members or subscribers of the company is limited to what they have invested
or guaranteed to the company. Limited companies may be limited by shares or by guarantee. The former may
be further divided into public companies and private companies. Who may become a member of a private limited
company is restricted by law and by the company's rules. In contrast, anyone may buy shares in a public limited

company.

Limited companies can be found in most countries, although the detailed rules governing them vary widely. In
Pakistan companies may incorporate with Security and Exchange Commission of Pakistan (SECP).
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Incorporation of a Company with Security and Exchange Commission of Pakistan:

Following are the requirements for registration of a new company under the Companies
Ordinance, 1984:

1.

I . For the naming
Availability of Name: purpose, an

The first step with regard to incorporation of a company is to seek the application is to be
availability of the proposed name for the company from the registrar. made and Rs.200/-
for online application
The following documents are required to be filed with the registrar concerned | 5nd Rs. 500/- for
for registration of a private limited company:- offline application is
) ) ] ) ) required to be paid

1. Copy of national identity card or passport, in case of foreigner, of each | {5 seeking
subscriber and witness to the memorandum and article of association. | ayailability certificate

2. Memorandum and articles of association Four printed copies of | for each name.
Memorandum and Articles of Association in case of offline submission
and one copy for online submission, duly signed by each subscriber in the presence of one
witness

3. Form - 1 Declaration of compliance with the pre-requisites for formation of the company.

4. Registration/filing fee a copy of the original paid Challan in the any branch of MCB Bank Limited
or a Bank Draft / Pay Order drawn in favor of the Securities and Exchange Commission of
Pakistan of the prescribed amount.

5. Authorization by sponsors The authorization of sponsors in favor of a person to make good the
deficiencies, if any, in memorandum and articles of association as may be pointed out by the
registrar concerned and to collect the certificate of incorporation.

Additional Requirements for Incorporation Of a Company having objects of providing Security Services
In case of security object company nine additional sets of each of the documents at i and ii above along-
with the bio-data, four attested photographs of each subscribers and financial position/bank statement of
the subscribers (Aggregate wealth should not be less than 1.5 million) is required to be provided. Ministry
of Interior grants NOC for a security object company.

Documents for incorporation of a Single Member Company Any person may form a single member
company and would file with the registrar at the time of incorporation a nomination in the form as set out
in Form S1 indicating at least two individuals to act as nominee director and alternate nominee director,
of the company in the event of his death. All the requirements for incorporation of a private limited
company shall mutatis mutandis apply to a single member company.

If the membership of a single member company is transferred to a new member, the company shall,
within fifteen days from such transfer, also file with the registrar, a nomination in the form as set out in
Form S1.

hange in status of a single member company.

How to Get NTN:

Taxpayer Registration can be obtained by any of the following two ways:

Apply online at FBR Portal by visiting https://e.for.gov.pk

e NTN is the
e Apply on paper at any of the Taxpayer Facilitation Centre. abbreviation of
Taxpayer registration is available for following three types of persons: Hﬁ%ok?;l Tax

a.
b.

Company.
Association of Persons (AOP)
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c. Individual

For registration of all the above type of persons, there is a single form notified by FBR which can be downloaded.

2. Understanding Finance

Equity Capital is the owner’s investment in the business. Borrowing needed capital for
the business is called credit or debt financing.

Equity Capital

Money that the
owner puts into the
business is called
equity capital.

Where can equity capital are obtained?

1. Personal savings

2. Friends and relatives

3. Partners. The owner may form a partnership with one or more individuals to obtain equity capital to
initiate the business

4. Corporation. It is possible to incorporate the business (as a company or a corporation) and sell stock
to raise equity capital

Where can credit or debt financing be obtained?

Banks

Finance companies

Governments agencies (with loan schemes)

Trade credit. Suppliers extending credit terms for equipment, inventory, etc. allow the business to begin
generating sales before payment is due

Microfinance institutions

PwnNPE

o

How will the capital be used?

In financing a new business, first determine your specific needs for money. To help determine your money needs,
three groups of costs and expenses are examined: start-up costs, operating expenses and personal expenses.

A. Start-up costs: expenses that occur once only when starting the business. Once your business is
started, you may never have these expenses again. Some examples of start-up costs include:

* Fixtures and equipment

+ Initial inventory

» Deposits for rent and utilities

* Business licenses and permits

+ Certain legal fees and

* Advertising for the grand opening.

B. Operating expenses: until there is enough profit to keep the business running, money will be needed

for operating expenses. Examples of operating expenses include inventory, supplies, advertising, payroll,
taxes, wages, repairs and depreciation of equipment, insurance, monthly rent and utilities.
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C. Personal expenses: these include costs that are necessary for you to live. You need money for personal
expenses such as rent or mortgage payments, food, transportation, insurance, clothing, utilities, medical
bills and entertainment.

Considerations in Applying for a Business Loan:

Different lending institutions have different procedures which have to be followed by the loan applicant. It is
necessary to understand the following factors that are taken into consideration when a banker is appraising a
loan application.

+ Type of loan
* Purpose of the loan:
»  Credit worthiness and integrity of the borrower.

+ Capability:
*+ Repayment period:
*  Security:

¢ Guarantors:
* Business plan:

3. Managing Resources for Business Advertisement

Most marketing experts recommend that businesses spend anywhere from 2 to 5 percent of their gross sales on
advertising. But if you're still growing your business, you might not have the budget for large advertisement
campaigns, or you might be focusing your capital on other areas. You too can take advantage of free ways to
reach potential customers and advertise your business.

*  Marketing Online

Use Tweeter

Create Facebook Page
Create An account
Create Blog

el AN .

» Using Local Media
1. Write Press Releases
2. Contact Columnist
3. Work for Charity
*  Networking
1. Build Partnership

2. Join Community Organization
3. Host seminars, workshops
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4. Managing Business

1) Every business sells some type of product or service to people.

The market, for a Potential customers can be described as:

business is all the

people within a 1. People who need or want the product or service.

specific

geographical area, 2. People who are able to buy the product or service.

who need a specific

product or service 3. People who are willing to buy the product or service.

and are willing and

able to buy it. Competition must be considered. If competitors are serving the same market, it must

be decided if the market is large enough to support another business. It should also be
determined how the product or service is unique and different from that of the competitors.

2) What should entrepreneurs know about potential customers?
1. Know the customers: The market can be segmented either by dividing it into meaningful buyer groups
or dividing it according to characteristics such as age, sex, marital and family status, employment,
income and trends regarding any of these characteristics.

2. Know what different customer groups want: By segmenting the marketing into groups, it is easier
for entrepreneurs to determine what products or services each group wants or needs.

3. Know where the customer buys: Entrepreneurs need to find out where the customers in their market
are presently buying.

4. Know when the customer buys: By knowing when customers buy (daily, weekly, monthly, yearly, or
seasonally).

5. Know how the customer buys: Knowing how the customer pays for products and services can help
the entrepreneur to determine a credit policy as well as a pricing policy for the business.

6. Customers with disabilities: Businesses benefit when they give customers with disabilities an equal

opportunity to obtain their goods and services. For example, easy access to buildings benefits people
with disabilities, plus others with baby strollers, or doing deliveries, etc..

3) Where can customer information be located?
Customer information can be obtained from trade associations (publications), Chambers of Commerce,

government agencies (including local government), newspapers and magazines, the internet, and individual
research by conducting a market survey in the community.

4) What is the marketing concept?

Marketing is based on the fact that: (a) business policies and activities should be focused on satisfying customer
needs, and (b) profitable sales volume is a primary goal.

When applying the marketing concept, a small business should:
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1. Determine the needs of their customers (market research);
2. Analyse their competitive advantages (marketing strategy);
3. Select specific markets to serve (target marketing); and

4. Determine how to best satisfy those needs (marketing mix).

5) What is market research?
A small market research program, based on a questionnaire given to present customers and / or prospective
customers, can disclose problems and areas of dissatisfaction that can be easily remedied, or new products or

services that could be offered successfully. For example, it is very useful to know what your competitors’
strategies are (i.e. how they compete?).

6) What is target marketing?

Owners of small businesses have limited resources to spend on marketing activities. Concentrating their
marketing efforts on one or two key market segments is the basis for their target marketing. The major ways for
a business to segment its market are:

1. Geographical segmentation:

2. Customer segmentation:

7) How marketing performances can be evaluated?

The standards of performance need to be established so results can be evaluated against them. Sound data on
industry norms and past performance provide a basis for comparing present performance. Owners should
evaluate their business performance at least quarterly.

The key questions are:

1. Is the business doing all it can to be customer-oriented?

2. Do employees make sure customers’ needs are satisfied?
5. Hiring and Waging Staff
Best organization always has the right man on right job and offer wages according to market.

Types of Staffing Services:

e Temporary staffing: Services supply client companies with workers on a short-term basis, either to fill in
for absent employees or to supplement existing staff during particularly busy times.

e Long-term staffing services: also known as "facilities staffing," specialize in placing employees in
long-term assignments, for indefinite periods of time. Project-related assignments, such as those found in
the professional and technical sectors, often require long-term staffing.
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e Atemp-to-perm staffing service, offers clients a chance to try out a worker on a temporary basis and to
hire that worker later if the client wishes to do so.

Staffing Service Sector:

The staffing services industry is divided into the following sectors:
e Office and clerical.
e Industrial. Professional /Technical

Start-Up Cost:

The staffing industry has higher startup costs than do many other industries--for a couple of reasons.
¢ A home office isn't usually a reasonable option.

e You'll have to meet payroll immediately, even though your business may have no income for a few
months.

Size: Obviously, starting out with a small office and few permanent employees costs less than starting out with
a larger facility and numerous permanent employees.

Niche: Some sectors of the industry are more expensive to operate in than are others. As a rule of thumb, the
more highly skilled the job assignments your company handles, the higher your start-up costs will be. There are
at least three reasons for this: 1) employee salaries will be higher, 2) the need for a certain image may require a
more expensive location, and 3) computer demands (both hardware and software) for testing and training will be
greater. The most expensive niche in which to start up appears to be the medical staffing industry.

Geographical location: Office rent, employee pay, advertising costs, tax rates and insurance rates all depend
on both your area of the country and the city/town distinction.

Operations:

As a general rule, front office work is "people work" and that involves dealing with
clients, employees and applicants, either in person, on the phone or at the computer.
Your sales staff will usually be out of the office by about 9 a.m. to drum up clients for
you, so this section is about the people work those in the office for instance (recruiters,
employment counselors, coordinators, etc.) will be doing.

PSQCA came into
operation since 1st
December 2000,
working with 81
scientists/engineers
and 254 supporting
staff as self-finance
organization

Most staffing services are open from 8 a.m. to 6 p.m., or some close approximation
thereof. During that time, you should always have someone at the front desk, ready to
greet those who walk in. The majority of people coming through your doors will be
applicants, since clients rarely visit and most employees come in only occasionally (for
example, to pick up a paycheck).
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6. Quality Standard

PSQCA: CRCP

The Pakistan Standards and Quality Control Authority, under the Ministry of Science | Consumer Rights
and Technology, is the national standardization body. In performing its duties and | Commission of
functions, PSQCA is governed by the PSQCA Act, 1996. PSQCA has been given the | Pakistan (CRCP) is
task of not only formulation of Pakistan Standards but is also responsible for | arights-based civil
promulgation thereof. initiative registered
under the Trust Act,
PSQCA has also been established to advise the Government on standardization | 1882.Established
policies, programs and activities to promote industrial efficiency and development, as | in 1998

well as for consumer protection.

7. Customer Service Policy from Consumer Rights Commission of Pakistan

CRCP is an independent, non-profit, and non-governmental organization. It largely works through local fund-
raising and engaging volunteers. It is not supported by any industry or commercial sector. It is the first national
consumer organization in the country, which approaches the issue of consumer protection in comprehensive and
holistic terms. Its vision and strategies have significant cross linkages with both market practices and issues of
governance.

8. Search for Premises

Specify your Premises Requirement

Drawing up a list of what you need from your premises is a good way to start your search. This list might include
the following points:

e size and layout of the premises

e structure and appearance, both internally and externally

e any special structural requirements, such as high ceilings

o facilities and comfort for employees and visitors - including lighting, toilets and kitchen facilities

e utilities, such as power and drainage, water and any special requirements - for example, 3-phase
electricity

e access and parking space - for deliveries or customers, including disabled customers

Your choice of premises will also depend on your budget. Whether you rent or buy, costs can include:
e initial purchase costs, including legal costs such as solicitor's fees and professional fees for surveyors
e initial alterations, fitting out and decoration
e any alterations required to meet building, health and safety and fire regulations

e ongoing rent, service and utility charges, including water, electricity and gas

Teaching and Learning Material: Information Technology (Computer Operator) | 479



Module 8: Identify and Peruse New Business Opportunities in the Field of Computer (ICT)

e Business rates.
e continuing maintenance and repairs

e building and contents insurance

Search For Premises

You can then circulate this specification to estate agents and surveyors that handle commercial properties in your
area. Your local authority, Chamber of Commerce or trade association may also be able to help.

Many local authorities maintain a register of available commercial property. It's also worth investigating any
grants, loans on preferential terms and incentive schemes set up to tempt small businesses into urban areas,
such as grants from inner city renewal projects, or cheaper premises for small businesses in designated areas.

When starting out, you'll need to decide where you will conduct business. If you sell products, this might be
deciding where to set up a shop. If you're a professional service provider.

Fire and Security Protection:

Good electrical and gas safety could help protect premises against fire. Installing fire and burglar alarms also
makes sense.

Include contact details for those you're likely to have to notify in an emergency such as the emergency services,
insurers, municipal services, customers, suppliers, utility companies and neighboring businesses.

9. Employer Source of Support

To gear-up a business you must need the support of other people. Chamber of Commerce is a huge platform for
this purpose.

Chamber of Commerce:

Chambers of Commerce is essential to the economic growth of our communities; through making introductions,
facilitating projects, maintaining data on the areas served and their economic climates and keeping abreast of
pending development projects.

Through an online community members can:

1. Network, with fewer members able to attend events, a forum in which they can connect with others
(virtually) on their schedule is of great value.

2. Update your own information, saving administrations and members’ time as business profiles can be
updated by members on their schedule.

3. Promote your business, an online community allows member businesses to offer each other deal
through a secure environment.

4. Educate yourself; you are the keeper of important economic information for your area.

In addition you can arrange business parties with other to build relationship.
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10.Custom Printed T-Shirts Business Plan

EXECUTIVE SUMMARY

Printing T-shirt (Mind Expression) is an exciting new business that allows people to custom design a shirt
(specifically the design on the front or back) any way that they would like.

e Name of Business:
Mind Expression

e Legal Form:

e Partnership
Mind Expression is formed on partnership. Partnership is registered as per Partnership Act
among the four partners.

BRIEF DESCRIPTION OF THE BUSINESS IDEA

e Product:
Mind Expression will offer customers a variety of options for creating their own custom shirts.
Initially all orders will be for t-shirts only, however in future other style shirts will be entertained.
e Customer:
The first group is customers that desire an already created graphic image to be placed on their
shirt.
The second group are those that prefer custom artwork to be placed on their shirt.
e Age:10-40
e Occupation:
Students, Department or Business (Celebrating their special events, for their employees), Player
e Events:
Local Public (celebrating events i.e Birthday, Independence Day, Valentine Day etc.)
e Employability:
Mind expression will be source of employment as well by generating 08 positions. Out of which
half will be occupied by the owners / partners and remaining 04 will be open for the market.

START-UP CAPITAL

Investment Rs. 0.325 Million ”"’, i
Working capital Rs. 0.075 Million e

Total Rs. 0.400 Million NS -
(Rs. 0.100 Million / Partner) e

SOURCE OF CAPITAL:

Partners will manage the all source on their own (on loan) as per share mentioned in the partnership deed.
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START-UP EXPENSES

Item Description Cost (Rs.)
Legal (Partnership Stamp Paper etc.) 2500
Stationery 5000
Brochures 5000
Computer equipment 50000
Rent 5000
Advance for Shop 15000
Office furniture 30000
Sublimation heat transfer unit 100000
Internet Connection 2500
White Wash 5000
Display Board 5000
Rack 5000
Printer 50000
Cash in Hand 50000
Advertisement 25000
Utility Expense (Installation Charges) 10000
Generator / UPS / Solar Panel 35000
TOTAL 400000

STRATEGY AND IMPLEMENTATION SUMMARY:

Mind Expression will leverage their two competitive edges to quickly gain market share.
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e Marketing Campaign:

The marketing campaign will emphasize the ability to completely customize a shirt. Other
possible marketing tools are, Boucher, Cable TV, Gifts, Panaflex on Auto Rikshaw etc.

e Competitive Edge:

Mind Expression has two competitive edges (uniqueness) that they will use to their advantage
to achieve market penetration.

e Large catalogue of graphics —
e Quality of the sublimation —
e Market Segmentation

We segmented their market into two distinct group’s i-e Graphics and Network.

MONTHLY EXPENSES

Item Description Cost (Rs.)
Salaries (8000 *4 =32000) 32000
Rent 5000
Utilities 1500
Other 1500
Total 40000
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Learning Unit 3: Marketing the New Computer Business’s
Services to Customers

Overview

Start-up businesses must be even more careful when it comes toadvertising. The fact is that
most businesses spend way too much money advertising to get new customers. In this learning unit you will
learn how to grasp the new business with communicating the information clearly and passionately to potential
customers and how you can advertise your business and can attract your customers by offering promotions and
deals. After completion of this learning unit you will find the key points to nourish your business with good
communication and behavioral skills and strategies for marketing of business.

1. Grasping Vision of New Business

Before starting new business you will see the existing business through the directories available in the market
and will find business according to your mind; you will see the case studies of different companies and will decide
your business according to availability resources. You will generate an idea what to do according to watching all
the factors, Innovative, risk factor and all watching the competitors. Seven C’s of Effective Business
Communication are described as under:

1. Correctness
At the time of encoding, if the encoder has comprehensive knowledge about the decoder of message, it makes
the communication an ease. The encoder should know the status, knowledge and educational background of the
decoder. Correctness means:

= Use the right level of language

= Correct use of grammar, spelling and punctuation

= Accuracy in stating facts and figures

Correctness in message helps in building confidence.

2. Clarity

Clarity demands the use of simple language and easy sentence structure in composing the message. When there
is clarity in presenting ideas, it's easy for the receiver/decoder to grasp the meaning being conveyed by the
sender/encoder. Clarity makes comprehension easier.

3. Conciseness

A concise message saves time of both the sender and the receiver. Conciseness, in a business message, can
be achieved by avoiding wordy expressions and repetition. Using brief and to the point sentences, including
relevant material makes the message concise. Achieving conciseness does not mean to loose completeness of
message. Conciseness saves time.
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4. Completeness

By completeness means the message must bear all the necessary information to bring the response you desire.
The sender should answer all the questions and with facts and figures. And when desirable, go for extra details.
Completeness brings the desired response.

5. Consideration

Consideration demands to put oneself in the place of receiver while composing a message. It refers to the use
of You attitude, emphases positive pleasant facts, visualizing reader’s problems, desires, emotions and his
response. Consideration means understanding of human nature.

6. Concreteness

Being definite, vivid and specific rather than vague, obscure and general leads to concreteness of the message.
Facts and figures being presented in the message should be specif. Concreteness reinforces confidence.

7. Courtesy

In business, almost everything starts and ends in courtesy. Courtesy means not only thinking about receiver but
also valuing his feelings. Much can be achieved by using polite words and gestures, being appreciative,
thoughtful, tactful, and showing respect to the receiver. Courtesy builds goodwiill.

2. Employing Methods of Marketing

Advertising: The key to advertising successfully is to generate promising leads in exchange for the money you
spend. To do so, it helps to offer a message that not only hits on your target customers, but also showcases the
value you can offer them.

e Social Media

Social media is about connecting with the people in your niche: customers, potential customers, people who
are interested in what you do, or who share similar interests and circles or hubs with you. It's about building
relationships and networking, not selling, although that does come as a result.

Create an interactive, regularly update site or Blog, or by build informative yet informal profiles on social
networking sites like Facebook or Twitter.

e Offer Gifts, Discount Coupons etc.

Offer your customers with a gift pack. Make sure your gift bag offering has your website address, business
card and additional offers that inspire recipients to follow up or at least check you out. For instance, if you're
giving away t-shirts, include a list of celebrities who also wear the shirt they’re getting.

e New Contents

Content are any articles, information, video, info graphics or stuff people can read, watch or look at that tells
them something they didn’t know already about your product or service. If you can consistently amaze and
thrill readers with new content and new information or entertainment about your product or services, you'll
grow quickly!
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3. Marketing Mix

McCarthy classified all these marketing tools under four broad categories:

=  Product
= Price
=  Place

=  Promotion

These four elements are the basic components of a marketing plan and are collectively called 4 P’s of
marketing. 4 P’s pertain more to physical products than services. Below is an illustration for marketing mix.

PRODUCT

PRICE

Target
Customers

PLACE

PROMOTION

The important thing to note is that all these four P’s (variable) are controllable, subject to internal and external
constraints of marketing environment. Marketers, using different blends of these variables, can target different
group of customers having different needs. So, a customer may call marketing mix “the offering”.

Product

Product is the actual offering by the company to its targeted customers which also includes value added stuff.

Product may be tangible (goods) or intangible (services). While formulating the marketing strategy, product
decisions include:

=  What to offer?

= Brand name
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= Packaging

= Quality

=  Appearance

= Functionality

= Accessories

= Installation

= After sale services

=  Warranty

Price
Price includes the pricing strategy of the company for its products. How much customer should pay for a
product? Pricing strategy not only related to the profit margins but also helps in finding target customers. Pricing
decision also influence the choice of marketing channels. Price decisions include:

= Pricing Strategy (Penetration, Skim, etc.)

= List Price

= payment period

= Discounts

= Financing

= Credit terms

Using price as a weapon for rivals is as old as mankind. But it’s risky too. Consumers are often sensitive for price,
discounts and additional offers. Another aspect of pricing is that expensive products are considered of good
quality.

Place (Placement)
It not only includes the place where the product is placed, all those activities performed by the company to
ensure the availability of the product to the targeted customers. Availability of the product at the right place, at
the right time and in the right quantity is crucial in placement decisions.

Placement decisions include:

= Placement

= Distribution channels

= Logistics
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= Inventory
= Order processing
= Market coverage

= selection of channel members

Promotion

Promotion includes all communication and selling activities to persuade future prospects to buy the product.
Promotion decisions include:

= Advertising

= Media Types

= Message

= Budgets

=  Sales promotion
= Personal selling
= Public relations

= Direct marketing

Limitation of Marketing Mix
Marketing mix (4 P’s) was more useful in early 19’s when production concept was in and physical products were
in larger proportion. Today, with latest marketing concept, marketing environment has become more integrated.

So, in order to extend the usefulness of marketing mix, some authors introduced a fifth P and then seven P’s
(People, Packaging, and Process). But the foundation of Marketing Mix still stands on the basic 4P’s.

Data Bank and Record:

The company will have its own data bank of all the potential customers in PC and maintenance of record register.
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Learning Unit 4. Negotiate Agreements for the New
Computer Business

Overview

Negotiation is a method by which people settle differences. It is a process by which compromise or agreement is
reached while avoiding argument and dispute. In this learning unit you will learn the strategies and skills used to
negotiate with suppliers, staff and customers that how in a mannered way you can solve your issues with others
through negotiation. After completion of this learning unit you will be able to know tactical points to resolve your
problems related to suppliers, customers and staff through negotiation.

1. Businessman Negotiation

Major Actors with whom Businessman Negotiate: Negotiation

1.

2.

Important Negotiation Strategies with Suppliers, Staff and Customer satisfy various

Suppliers Negotiation is a
dialogue between
Customers two or more people
or parties intended
Staff / Employees to reach a mutually
beneficial outcome,
Partners resolve points of
difference, to gain
Banker advantage for an
individual

or collective or to
craft outcomes to

interests.

Here are few important strategies that may be used for negotiations in business with
suppliers, staff and customers.

1.

The negotiating process is continual, not an individual event. Good negotiating outcomes are a
result of good relationships and relationships must be developed over time. Because of that, good
negotiators are constantly looking for opportunities to enhance the relationship and strengthen their
position.

Think positive. Many negotiators underestimate themselves because they don'’t perceive the power
they have inside of themselves accurately. In most negotiating situations, you have more power than
you think. You must believe that the other party needs what you bring to the table as much as you want
the negotiation to be a success. Also, be sure that that positivity is visible during the negotiation. Be
aware of the tone of your voice and non-verbal body language while interacting with the other party.

Prepare. Information is crucial for negotiation. Research the history, past problems or any sensitive
points of the other party. The more knowledge you have about the situation of the other party, the better
position you’ll be in to negotiate. The most important part of preparation is Practice! The study of
negotiation is like golf or karate. You have to practice to execute well.

Think about the best & worst outcome before the negotiations begin. Don’t be upset if things don’t go
your way. Inthese instances, it's a good time to re-evaluate all positions and return to the table. In most
cases, as long as you know the highest and lowest expectations of each party a middle ground can
usually be reached in the overlapping areas.
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Be articulate & build value. This is key, and it's what separates the good negotiators from the
masters. When you have a strong belief in what you’re negotiating for, you will shine. Become a master
at presenting your thoughts and ideas so that others see the value.

A tip on how to do that well:

e Be direct when presenting a situation. Be clear about what is expected. Discuss ways to apply
how it can happen.

e Don’t simply talk about what needs to happen. Discuss the consequences — how your solution
will be beneficial to the other party.

Give & Take. When a person gives something up or concedes on part of a negotiation, always make
sure to get something in return. Otherwise, you're conditioning the other party to ask for more while
reducing your position and value. Maintaining a balance will establish that both parties are equal.

2. Issues that can be considered for Negotiation with Suppliers

The following issues can be considered for negotiation with suppliers:

1.

2.

Quality

Timely Delivery

Freight Charges

Rate vs Quantity

Areas of Mutual Gain

Rate of other Suppliers
Reference Their Customers

Play the High / Low Quality Game

Essential Negotiations Skills:
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Handle any type of negotiation situation with poise and confidence
Focus on the relationship-centred aspects of a negotiation

Recognize and flex with various negotiation styles and what each style
Improve your ability to reach mutually satisfactory outcomes

Increase your effectiveness by raising your aspiration level

Defuse conflict that may arise during heated or drawn-out negotiations

Understand whether a team-based or individual approach will be more effective
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e Reduce deadlocks and adversarial situations
o Evaluate your level of success in past negotiations so as to improve your ability in future discussions

¢ Increase personal confidence that will spread to other aspects of your job.

3. Advantages of Negotiation Other than Profit

e Help in Good working relations with suppliers, customer and staff
e Building Trust with suppliers, customer and staff

e Partnership Approach

e Increasing cooperative environment

e Build loyalty

e Conflict resolution.

4. Importance of Emotions in Negotiations

Lot of factors influence the process of negotiation, our emotions being one of the major factors. Emotions can be
a barrier to a value-maximizing agreement / business deals. Emotions can hinder the ability of negotiators to
reach a wise agreement in a fair and amicable way. Our mood / emotion decide a lot many things.

1. If oneis in a happy mood, everything seems perfect and good to him.

2. In a state of anger a mind is not in a position to think constructively.

3. Being positive always helps.

4. Individuals with a positive attitude tend to trust each other better. They take keen interest in the
negotiation and actively participate in discussions.

5. Don’t try to fool the other person. One should not fake things or manipulate the truth.
6. Avoid being partial. A deal is a deal whether it is with a friend or with a stranger.

7. Don’t mix your personal interests with your professional life.

WRITTEN CONTRACT / AGREEMENT

In common law or in legal systems, a contract (or informally known as an agreement in some jurisdiction) is
an agreement having a lawful object entered into voluntarily by two or more parties, each of whom intends to
create one or more legal obligations between them. The elements of a contract are "offer" and "acceptance" by
"competent persons” having legal capacity who exchanges "consideration” to create "mutuality of obligation.
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Key Parts of A Business Contract:

There are several key parts or elements of a business contract.. The key parts of a business contract do not have
to be any specific length. Simple, handwritten and even oral agreements can be enforceable.

Parties

The first section of a business contract includes the parties. One party is usually the business that is paying for
a particular product or service. For example, a small company might be hiring a marketing consulting firm to help
it market a new product line. An owner or manager typically includes her name in the payee spot. The other party
is the Service Company or supplier. This independent representative or businessperson is the one who is
expected to complete the work or provide the products.

Agreement
The agreement is legally called the consideration, according to "Entrepreneur” online. The agreement could be

only a sentence or two in length. It includes a general statement of what the service or product provider is
expected to do for the buyer.

Terms
More detailed information about the deal is included in the terms section of the business contract. This section
spells out exactly what services or products are expected from the company doing the work. The terms section

also includes the price, details of the payment, the length of the contract and when the services or products will
be delivered.

Signatures and Date

The business contract must be signed by both parties. This indicates that the buyer accepts the payment
conditions and the seller agrees to complete the specified work.
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Learner’s Activity

Description This learning activity consists of an interactive session in the class about
marketing research like collecting data about any product and services.

Time 40 minutes.
Purpose To highlight how to analyze marketing products and services.
Instructions for Learner 1. Ask learners how to do the market research.

2. Ask learners how to collect the data.
3. Ask learners are they able to do the SWOT analysis.

4. Ask learners how to give the recommendations.
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Summary of Module
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A business plan lays out a written plan from a marketing, financial and operational viewpoint. It's
incredibly tough to find good business opportunities. The best tactic is to read examples and
understand what to look for and where to go to find a successful opportunity.

There are many different types of business risk. Risks can be internal and external to your business.
They can also directly or indirectly affect your business's ability to operate. The types of risk you face
are specific to your business and its objectives.

A risk management plan is an essential part of any business as it helps you to understand potential
risks to your business and identify ways to minimize them or recover from their impacts.

Break-even analysis is an important aspect of a good business plan, since it helps the business
determine the cost structures, and the number of units that need to be sold in order to cover the cost
or make a profit.

Break-even Point = Fixed Costs / (Unit Selling Price — Variable Costs)

In order to build and maintain trust with our customers we have to first develop a strong, company-
wide reputation for integrity. We accomplish that, through clearly established internal ethical
principles.

A sole proprietorship, also known as the sole trader, is a type of business entity that is owned and
run by one natural person and in which there is no legal distinction between the owner and the
business.

NTN is the abbreviation of National Tax Number.

Equity Capital is the owner’s investment in the business. Money that the owner puts into the business
is called equity capital.

A small market research program, based on a questionnaire given to present customers and / or
prospective customers, can disclose problems and areas of dissatisfaction that can be easily
remedied, or new products or services that could be offered successfully.

The Pakistan Standards and Quality Control Authority, under the Ministry of Science and
Technology, is the national standardization body. PSQCA came into operation since 1st December
2000, working with 81 scientists/engineers and 254 supporting staff as self-finance organization.

CRCP is an independent, non-profit, and non-governmental organization. It largely works through
local fund-raising and engaging volunteers.

Chambers of Commerce is essential to the economic growth of our communities; through making

introductions, facilitating projects, maintaining data on the areas served and their economic climates
and keeping abreast of pending development projects.
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. Seven C’s of Effective Business Communication are:

Correctness
Clarity
Conciseness
Completeness
Consideration
Concreteness
Courtesy

. Marketing Mix is a combination of marketing tools that a company uses to satisfy their target
customers and achieving organizational goals.

. Negotiation is a dialogue between two or more people or parties intended to reach a mutually

beneficial outcome, resolve points of difference, to gain advantage for an individual or collective or
to craft outcomes to satisfy various interests.
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Frequently Asked Questions (FAQS)

FAQ 1: Define Business Plan?

A written document that describes in detail how a new business is going to achieve its goal is

Answer called Business Plan.
FAQ 2: Identify Risks rerlated to management of Business.
e Regulatory and government policy changes
Answer . Property and equmgnt
e Economic and financial
e Market
FAQ 3: What is Break-Even point?
In economics & business, specifically cost accounting, the break-even point (BEP) is
Answer ] " } ; .
the point at which cost or expenses and revenue are equal: there is no net loss or gain
FAQ 4. What is partnership?
A partnership is an arrangement where parties, known as partner, agree to cooperate to
Answer - .
advance their mutual interests.
FAQ 5: What is NTN?
Answer NTN is the abbreviation of National Tax Number.
FAQ 6: Where can credit or debt financing be obtained?
e Banks
e Finance companies
Answer e Governments agencies
e Trade credit.
e Microfinance institutions
FAQ 7: What is Market?
The market, for a business is all the people within a specific geographical area, who need a
Answer 7 ; I .
specific product or service and are willing and able to buy it.
FAQ 8: What is target Marketing?

Owners of small businesses have limited resources to spend on marketing activities.
Answer Concentrating their marketing efforts on one or two key market segments is the basis for their
target marketing.
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FAQ 9: What is CRCP?

CRCP is an independent, non-profit, and non-governmental organization. It largely works
Answer through local fund-raising and engaging volunteers. It is not supported by any industry or
commercial sector.

FAQ 10: What are the four basic components of Marketing Plan?
=  Product
= Price
Answer
= Place
=  Promotion
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Test yourself!

Please mark the correct one from the given options. You can check your answer with the Answer Key at the
end of this module.

1. A lays out a written plan from a marketing, financial and operational
viewpoint.

a. Business Plan b. Money Management

C. Marketing Strategy d. Market

2. The Australian standard defines as 'the chance of something happening

that will have an impact on objectives'.

a. Market b. Partnership

C. Risk d. None of Above

3. Expenses that occur once only when starting the business is known as

a. Personal expense b. Start-Up Cost

C. Equity Capital d. None of Above

4, A is an arrangement where parties, known as partners, agree to cooperate

to advance their mutual interests.

a. Agreement b. Mix Marketing
C. Partnership d. None of above
5. A process by which compromise or agreement is reached while avoiding argument and

dispute is called.

a. Marketing b. Negotiation

c sole proprietorship d None of Above
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6. is a combination of marketing tools that a company uses to satisfy their
target customers and achieving organizational goals

a Marketing Mix b Target Market
c Break-Even Point d None of these
7. A local association to promote and protect the interests of the business community in a

particular placeis known as.

a Target Market b NTN

c Aandb d Chamber of Commerce

8. is the best cheaper way to advertise your business

a Internet b Newspaper

c Television d All of Above

9. Break-even Point =

a Fixed Costs / (Unit Selling Price+ Variable b Fixed Costs* (Unit Selling Price — Variable
Costs) Costs)

c Fixed Costs / (Unit Selling Price — d None of Above

Variable Costs)
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Answer Key

MCQ Number Correct Answer
1 a
2 c
3 b
4 c
5 b
6 a
7 d
8 a
9 c
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