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COMPUTERSTUDIES
FORM2STUDYNOTES

(MrIsabokeMicah0714497530)

WORDPROCESSORS

ThischapterintroducesthestudenttowhatWordProcessorsare,andhow theyare
used.

1.1DefinitionofaWordProcessor
1.2PurposeofWordProcessing
1.3 UsingaWordProcessor

1.4 Formatandeditadocument
1.5 Createandeditatable

1.6 Createandeditamailmergedocument
1.7 Printadocument

1.8 Insertandeditobjects

1.1 DEFINITIONOFAWORDPROCESSOR

AWordProcessor(WP)isanapplicationoraprogram (software)thatconvertsletters
intowords,wordsintosentences,sentencesintoparagraphandparagraphintoa
documentforpurposesofcommunication.ThisprocessisknownasWordProcessing.
Thereareseveralwordprocessorsavailableforusersintheworkplaceandinschools.
Examplesinclude:Ms-Word,WordPerfect,WonderWord,WordProandsoon.

1.2 FeaturesofWordProcessors

Allwordprocessorspossesscertainfeaturesthatareuniquetothem.Thefollowingare
someofthefeaturesofWP.

1.Cursor–allWPpossessablinkingcursorthatshowstheuserwherenextto
type.Youcanonlybeabletotypeexactlyatthepositionofthecursor.Onceyou
type,thecursorthenmovestothenextavailablespace.

2.Formatting and Editing –Formattingischangingtheappearanceoftextby
selecting font(typefaceorhand writing style),colour,alignment,indentation
(movingtextawayfrom themargins),bolding,changingsize,underline,italicand
making bulleted list.Editing is correcting errors and ensuring clarity and
accuracylikeremovingspellingandgrammarmistakes.

3.Spellingandgrammarcheck-WPshavetheabilitytocheckthespellingandthe
grammarofadocument.Thiscanbesettoindicatesuchmistakesbyshowing
differentcolours on them.Forexample in Ms-Word,spelling mistakes are
underlinedinredandgrammarareunderlinedingreen.Theuserthenhasthe
chancetocorrectthemistakeseitherimmediatelyoraftercompletingthetask
beingdone.Refertosection1.5fordetails.

4.WordWrap-WPshavetheabilitytotakeanincompletewordtothenextline
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automaticallywithoutpressingtheenterkey.Thisisknownaswordwrap.

5.Thesauras-this is a Greek word forstorehouse.Itstores synonyms and
antonymsofdifferentwords.TheuseroftheWP hastheoptiontoobtain
differentwordswhichmeanthesameoroppositeasthewordtobechanged.

6.Auto-correct-word which is frequently used with WP can be made to
automaticallybecorrectedorbecompletedbyWPintheprocessoftyping,
hencethenameauto-correct.Refertosection1.4fordetails.

7.Undoandredo-anyactiondonebytheuseroftheWP,canbeundonebythese
twofeatures.Iftheusertypessomewordswhichwasnotintended,onehasthe
optiontoclickundobuttonfortheactiontobeomittedorifonehaddeleted
somewordorsentenceorparagraphbymistake,onesimplypressestheredo
buttontohavethesamedeleteditemsbacktotherightplace.

8. MailMerge-thisistheabilityofWPtocreateacommonletter,e-mailorlabels
andadddifferentaddressesorparticularstoeachletterfordifferentpeopleat
thesametime.Ithasthreemainparts:creatingmainletter,creatingaddresses
andmergingtheaddressestotheletter.Refertosection1.7fordetails.

9.Dictionary–WPhasadictionarywherecertainwordscanbeadded,tomake
them acceptedbyWPsuchthatitwillnotshowtheredcoloursymbolizingthatit
isaspellingmistakeoranonEnglishword.Youcanaddnounsfrom adifferent
languageandWPwillrecognizethem aspartoftheEnglishlanguage.Depending
on thedefaultlanguageused bythecomputer,certain wordsmaynotbe
acceptedthoughtheyareEnglishwords.Youneedtoaddsuchwordstothe
dictionaryofWP.Forexample,BritishEnglishwillacceptlabour,butAmerican
willonlyacceptlaborandsoon.

1.3 PurposeofaWordProcessor
ThepurposeofaWPfrom thedefinitionaboveistocreatedocumentsforpurposesof
communication.Theessenceofanywordprocessingistoenablemessagestobe
createdforonwardtransmissiontothereader.Suchdocumentsintheworkplace
include letters,reports,circulars,emails,newsletters,memos and so on.The
documentscanthenbeprinted,orconveyedthroughothermeanssuchase-mails,or
throughfacsimile(fax).

1.4 UsingaWordProcessingPackage

1.4.1 Gettingstarted
ThefirstthingistoloadtheWPapplicationyouintendtouse.Theexamplethat
followswillmakeuseMicrosoftWord(MS-Word)asaplatform sincemost
schoolsandorganisationsusethesame.Theoperatingsystem underwhichthe
MS-WordisrunningisknownasWindowsXp.

 Toloadtheapplicationtothefollowing:
 ClickStartbutton
 GotoAllprograms
 ClickMicrosoftoffice
 ClickMicrosoftofficeWord
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TheMicrosoftWordwindow appearsandyourscreenlookssimilartotheoneshown
here.

Note:

Yourscreenwillprobablynotlookexactlylikethescreenshown.InWord2007,howa
windowdisplaysdependsonthesizeofyourwindow,thesizeofyourmonitor,andthe
resolutiontowhichyourmonitorisset.Resolutiondetermineshowmuchinformation
yourcomputermonitorcandisplay.Ifyouusealowresolution,lessinformationfitson
yourscreen,butthesizeofyourtextandimagesarelarger.Ifyouuseahighresolution,
moreinformationfitsonyourscreen,butthesizeofthetextandimagesaresmaller.
Also,Word2007,WindowsVista,andWindowsXPhavesettingsthatallow youto
changethecolorandstyleofyourwindows.
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THEMICROSOFTOFFICEBUTTON

Intheupper-leftcorneroftheWord2007windowistheMicrosoftOfficebutton.When
youclickthebutton,amenuappears.Youcanusethemenutocreateanewfile,open
anexistingfile,saveafile,andperform manyothertasks.

THEQUICKACCESSTOOLBAR

NexttotheMicrosoftOfficebuttonistheQuickAccesstoolbar.TheQuickAccess
toolbarprovidesyouwithaccesstocommandsyoufrequentlyuse.BydefaultSave,
Undo,andRedoappearontheQuickAccesstoolbar.YoucanuseSavetosaveyourfile,
Undotorollbackanactionyouhavetaken,andRedotoreapplyanactionyouhave
rolledback.

THETITLEBAR

NexttotheQuickAccesstoolbaristheTitlebar.TheTitlebardisplaysthetitleofthe
documentonwhichyouarecurrentlyworking.Wordnamesthefirstnewdocumentyou
open Document1.As you open additionalnew documents,Word names them
sequentially.Whenyousaveyourdocument,youassignthedocumentanewname.

THERIBBON

YouusecommandstotellMicrosoftWordwhattodo.InMicrosoftWord2007,youuse
theRibbontoissuecommands.TheRibbonislocatednearthetopofthescreen,below
theQuickAccesstoolbar.AtthetopoftheRibbonareseveraltabs;clickingatab
displaysseveralrelatedcommandgroups.Withineachgrouparerelatedcommand
buttons.Youclickbuttonstoissuecommandsortoaccessmenusanddialogboxes.
Youmayalsofindadialogboxlauncherinthebottom-rightcornerofagroup.Clicking
thedialogboxlaunchergivesyouaccesstoadditionalcommandsviaadialogbox.

THERULER
TherulerisfoundbelowtheRibbon.
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Youcanusetherulertochangetheformatofyourdocumentquickly.Ifyourrulerisnotvisible,
followthestepslistedhere:

1.ClicktheViewtabtochooseit.
2.ClickthecheckboxnexttoRulerintheShow/Hidegroup.Therulerappears

belowtheRibbon.

THETEXTAREA

Justbelowtherulerisalargeareacalledthetextarea.Youtypeyourdocumentinthe
textarea.Theblinkingverticallineintheupper-leftcornerofthetextareaisthecursor.
Itmarkstheinsertionpoint.Asyoutype,yourtextdisplaysatthecursorlocation.The
horizontallinenexttothecursormarkstheendofthedocument.

THEVERTICALANDHORIZONTALANDVERTICALSCROLLBARS

Theverticalandhorizontalscrollbarsenableyoutomoveup,down,andacrossyour
windowsimplybydraggingtheiconlocatedonthescrollbar.Theverticalscrollbaris
locatedalongtherightsideofthescreen.Thehorizontalscrollbarislocatedjustabove
thestatusbar.Tomoveupanddownyourdocument,clickanddragtheverticalscroll
barupanddown.Tomovebackandforthacrossyourdocument,clickanddragthe
horizontalscrollbarbackandforth.Youwon'tseeahorizontalscrollbarifthewidthof
yourdocumentfitsonyourscreen.

THESTATUSBAR

The Status barappears atthe verybottom ofyourwindow and provides such
informationasthecurrentpageandthenumberofwordsinyourdocument.Youcan
changewhatdisplaysontheStatusbarbyright-clickingontheStatusbarandselecting
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theoptionsyouwantfrom theCustomizeStatusBarmenu.Youclickamenuitem to
selectit.Youclickitagaintodeselectit.Acheckmarknexttoanitem meansitis
selected.

UnderstandingDocumentViews
InWord2007,youcandisplayyourdocumentinoneoffiveviews:Draft,WebLayout,
PrintLayout,FullScreenReading,orOnlineLayout.

DraftView
Draftview isthemostfrequentlyusedview.YouuseDraftview toquicklyedityour
document.

WebLayout
WebLayoutview enablesyoutoseeyourdocumentasitwouldappearinabrowser
suchasInternetExplorer.

PrintLayout
ThePrintLayoutviewshowsthedocumentasitwilllookwhenitisprinted.

ReadingLayout
Reading Layoutview formatsyourscreen to make reading yourdocumentmore
comfortable.

OutlineView
Outlineviewdisplaysthedocumentinoutlineform.Youcandisplayheadingswithout
thetext.Ifyoumoveaheading,theaccompanyingtextmoveswithit.Youshoulduse
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Draftviewfortheselessons.Beforemovingahead,makesureyouareinDraftview:

1. Clickthe
Viewtab.
2. Click
Draft in the
Document
Views group.
WhentheDraft
option is
selected it
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appearsinacontrastingcolor.
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CLICK

Duringthelessonsthatfollow,youwillbeaskedto"click"itemsandtochoosetabs.
Whenaskedtoclick:

1.Pointtotheitem.
2.Pressyourleftmousebuttononce.

Ifyouareaskedtodouble-clickanitem:

1.Pointtotheitem.
2.Quicklypressyourleftmousebuttontwice.

Ifyouareaskedtoright-click:

1.Pointtotheitem.
2.Pressyourrightmousebutton.

Ifyouareaskedtochooseatab,clickthetab.

UNDERSTANDINGNONPRINTINGCHARACTERS

Certaincharacters,callednonprintingcharacters,donotprintandwillnotappearin
yourprinteddocumentbutdoaffectyourdocumentlayout.Youcanelecttoseethese
charactersonthescreenasyoutypeoryoucanelecttohavethem remaininvisible.For
theselessons,opttoseethem onscreen.Thistabledescribesmostofthem:

C h a r a c t e r D e n o t e s

A t a b  

      . A s p a c e

¶
Theend ofaparagraph

H id d e n t e x t

Toviewnonprintingcharacters:

1.ChoosetheHometab.

2.ClicktheShow/Hidebutton intheParagraphgroup.TheShow/Hidebutton
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appearsinacontrastingcolor,whenitisselected.

CREATESAMPLEDATAANDSELECTTEXT

Ifyoutype=rand()inyourWorddocumentandthenpressEnter,Wordcreatesthree
paragraphs.Youcanusetheseparagraphstopracticewhatyoulearn.Throughout
theselessons,youwillbeaskedtoselecttext.Thefollowingexerciseteachesyouhow
tocreatedataandhow toselectdata.Youcanselectbyusingthearrow keysorby
clickinganddragging.Whenusingthearrow keys,usetheuparrow tomoveup,the
downarrowtomovedown,theleftarrowtomoveleft,andtherightarrowtomoveright.
Whenusingthemouse,presstheleftmousebuttonandthendraginthedirectionyou
wanttomove.

EXERCISE1
CreateSampleData

1.Type=rand().
2.PressEnter.Threeparagraphsappearinyourdocument.

SelectwiththeShiftandArrowKeys
1.Placeyourcursorbeforetheword"On"inthefirstparagraph.

2.PressandholddowntheShiftkey,whichservesasan"anchor"showingwhere
textyouwishtoselectbeginsorends.

3.Presstherightarrowkeyuntilthefirstlineoftextishighlighted.
4.Pressthedownarrowkeyuntilthefirstparagraphishighlighted.
5.Clickanywhereoutsidethehighlightedareatoremovethehighlighting.

SelectwiththeMouse
1.Placeyourcursorbeforetheword"You"inthesecondparagraph.
2.Pressandholddowntheleftmousebutton.
3.Dragthemouseuntilyouhavehighlightedthesecondparagraph.
4.Clickanywhereoutsidethehighlightedareatoremovethehighlighting.

PlacetheCursor

Duringthelessons,youwilloftenbeaskedtoplacethecursorataspecificlocation(the
insertionpoint)onthescreen.Youplacethecursorbymovingthecursortothe
specifiedlocationandpressingtheleftmousebuttonorbyusingthearrow keysto
movetothespecifiedlocation.

EXERCISE2
TheArrowKeys

1.Usethedownarrowkeytomovedownyourdocument.
2.Usetherightarrowkeytomovetotheright.
3.Usetheuparrowkeytomoveup.
4.Usetheleftarrowkeytomovetotheleft.

Cursor
1.Movearoundyoudocumentbyusingyoumouseandclickinginavarietyof
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location.
2.Clickinalocationandtype.Notewhathappens.

EXECUTECOMMANDSWITHKEYBOARDSHORTCUTS

TherearemanymethodsyoucanusetoaccomplishtaskswhenusingWord.Generally,
youchooseanoptionbyclickingtheoptionontheRibbon.However,youcanalsouse
shortcutkeys.Akeynamefollowedbyaplusandalettermeanstoholddownthekey
whilepressingtheletter.Forexample,Ctrl+bmeansyoushouldholddowntheCtrlkey
whilepressing"b."Ashorthandnotationoftheabovewouldreadasfollows:
PressCtrl+b.Typistswhoaresloweddownbyusingamouseusuallypreferusingkeys.

StartaNewParagraph
WhenyoutypeinMicrosoftWord,youdonotneedtopressakeytomovetoanewline.
Tostartanewparagraph,presstheEnterkey. 

EXITWORD

Typically,yousaveyourworkbeforeexiting.Theexitbuttonislocatedintheextreme

rightcornerofyourwindow.

CloseandSave
1.ClicktheMicrosoftOfficebutton.Amenuappears.
2.ClickExitWord,whichisinthebottom-rightcorner.
3.Youwillbeprompted:"DoyouwanttosavechangestoDocument1?"Tosave

yourchanges,clickYes.Otherwise,clickNo.IfyouclickYes,theSaveAsdialog
boxappears.

4.SpecifythecorrectfolderintheSaveInbox.
5.NameyourfilebytypingLessonOne.docintheFileNamefield.ClickSave.Word

savesyourfileasshownbelow.

RetrievingDocument
Oncethedocumenthas
beensaved,itexistsin
thecomputer.Toopen
it,dothefollowing:

1. Clickthe
officebutton

2. Clickopen
3. Onthe
openwindow,
choosewhere
yousavedthe
document
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4.Identifythedocumentandclickopen

1.5 Editing
and
formatting a
document

1.5.1 Editing
adocument

Selectingtext
Foryoutobeableto
edit and format a
document,the text
should first be
highlighted
(selected).Thiscan
bedonebyusingthe
followingmethods:

1.Oneword-simplypointthemouseandclickorclickanddragthemouseoverit.
Youcanalsodoubleclicktheword.

2.Asentence-pointthesentenceandclickifitisseparatedfrom therestofthe
text,orclickanddragthemouseoverthesentence.

3.Aparagraph-tripleclicktheparagraphi.eclickthreetimes.
4.Awholedocument-placethecursoratthebeginningofthedocument,holdthe

shiftbuttondownandclicktheendofthedocument.

Moving,copyinganddeletingtext
Movingtext

Movingatextmeanstorelocatethetextfrom itsoriginalplacetoanotherplace.Thisis
donebyusingcutandpastemethod.Oneyouselecttext,simplyclickoncutoption
from thetoolbar,orrightclickafterselectingdocumentonthepop-upmenuasshown
below.Positionthecursorwhereyouwanttomovethetextandclickpaste.For
example,youcancutandpaste(move)oneparagraphfrom oneplacetoanother.

Theaboveisthepop-upmenuthatappearswhenyourightclick.

Copyingtext
Copyingtextmeansmakingitsduplicateelsewhere.Thisisdonebyselectingtext,then
clickingcopybuttonfrom thetoolbarorfrom thepop-upmenuandpastingthetext
whereyouwantittobe.
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Thisisthepop-upmenuthatappearswhenyourightclickafterhighlightingtext.

Type,Backspace,andDelete
InMicrosoftWord,youcreatedocumentsbytypingthem.Forexample,ifyouwantto
createareport,youopenMicrosoftWordandthenbegintyping.Youdonothavetodo
anythingwhenyourtextreachestheendofalineandyouwanttomovetoanew
line—MicrosoftWordautomaticallymovesyourtexttoanewline. Ifyouwanttostarta
newparagraph,pressEnter.Microsoftwordcreatesablanklinetoindicatethestartof
anewparagraph.Tocapitalize,holddowntheShiftkeywhiletypingtheletteryouwant
tocapitalize. Ifyoumakeamistake,youcandeletewhatyoutypedandthentypeyour
correction.You can use the Backspace keyto delete.Each time you press the
Backspacekey,MicrosoftWorddeletesthecharacterthatprecedestheinsertionpoint.
The insertionpointisthepointatwhichyourmousepointerislocated.Youcanalso
deletetextbyusingtheDeletekey.First,youselectthetextyouwanttodelete;thenyou
presstheDeletekey.

EXERCISE1
TypeandBackspace

1.Typethefollowingsentence:

Alexhasaverylargehouse.

2.Deletetheword"house."Usingeitherthearrowkeysorthemouse,placethe
cursorbetweentheperiodandthe"e"in"house."

3.PresstheBackspacekeyuntiltheword"house"isdeleted.
4.Typeboat.Thesentenceshouldnowread:

"Alexhasaverylargeboat."

Delete
Deletetheword"very"from thesentenceyoujusttyped.

1.Selecttheword"very."Youcanplacethecursorbeforethe"v"intheword"very,"
pressandholddowntheShiftkey,andthenpresstherightarrowkeyuntilthe
word"very"ishighlighted.
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2.PresstheDeletekey.Thesentenceshouldnowread:
"Alexhasalargeboat."

InsertandOvertype
Whilecreatingyourdocument,youmayfindyouneedtoinserttext—placenew text
betweenexistingtext.Suppose,youtypethesentence,"Alexhasalargeboat." After
typingit,youdecideyouwanttochangethesentenceto"Alexhasa largeblueboat."
WithMicrosoftWord,insertingaword,phrase,orevenseveralparagraphsiseasy.

Alternatively,you maywantto overtype text—replace old textwith new text.For
example,supposeyoutypethesentence,"Alexhasalargeblueboat."Aftertypingit,
youdecideyouwanttochangethesentenceto "Alexhasalargegrayboat."With
MicrosoftWord,overtypingthewordbluewiththewordgrayisalsoeasy. Beforeyou
attempttoinsertorovertype,youshouldcheckthemodeyouarein—InsertorOvertype.
Youright-clicktheStatusbarandthenusetheCustomizeStatusBarmenutoplacethe
Insert/OvertypebuttonontheStatusbar.YoucanthenusetheInsert/Overtypebutton
toswitchbetweenInsertandOvertypemode.WhenyouareinInsertmode,youcan
inserttext.WhenyouareinOvertypemode,youcanovertypetext.Bydefault,Microsoft
WordisintheInsertmode.

EXERCISE2
PlacingtheInsert/OvertypebuttonontheStatusbar

1.Right-clicktheStatusbar.TheCustomizeStatusBarmenuappears.
2.ClickOvertype.TheInsert/OvertypebuttonappearsontheStatusbar.
3.IfthewordInsertappearsontheStatusbar,youareinInsertmode.
4.IfthewordOvertypeappearsontheStatusbar,clickthewordOvertypeanditwill

changetoInsert,therebychangingWordtoInsertmode.

Insert
MakesureyouareinInsertmodebeforeproceeding.Youaregoingtoinserttheword
"blue"betweenthewords"large"and"boat."

1.Placethecursorafterthespacebetweenthewords"large"and"boat."
2.Typethewordblue.
3.Pressthespacebartoaddaspace.
4.Thesentenceshouldnowread:

"Alexhasalargeblueboat."

Overtype
Youcantypeoverthecurrenttext(replacethecurrenttextwithnew text)inthe
Overtypemode.DothefollowingtochangetotheOvertypemode.

 Click"Insert"ontheStatusbar.ThewordInsertchangestoOvertype.
Changetheword"blue"to"gray."

1.Placethecursorbeforetheletter"b"in"blue."
2.Typethewordgray.
3.Thesentenceshouldnowread:

"Alexhasalargegrayboat."
Note:YoucanovertypetextwithoutchangingtoOvertypemodebyselectingthetext
youwanttoovertypeandthentyping.

1.5.2 FindandReplace
InMicrosoftWord2007,Whenyouclickfind
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Thefollowingwindowappears:

InsidetheFindwhatbox,typeawordorasentenceyouintendtofindtobereplacedby
anotherwordorsentence.

Example:TypethenameAlexinsideFindwhatbox

Onceyouhavetypedtheword,clicktheReplacetab,thefollowingwindowappears:

InsidetheReplacebox,typethewordyouintendtoreplaceAlexwith.Thenclickreplace
ifitisoneword,orReplaceAll.Thewordorwordswillthenbesimultaneouslyreplaced.

1.5.3 ProofReading
Microsoftword2007,asmentionedearlierhastheabilityto identifyspellingand
grammarerrorsandcorrectthem.Itisalwaysagoodpracticetoproofreadyour
documentsbeforesendingthem forprintingforanexamination.Underthissectionwe
willlookatspellingandgrammar,theuseofthesaurus,auto-correctandtheuseof
undoandre-dobuttons.

Spellingandgrammarcheck
ThekeyboardshortcutF7takesyoustraighttospellingandgrammarcheckwindow
shownbelow.YoucanalsoclickReviewmenuandthenchoosespellingandgrammar.
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Stepstouse:
Oncethewordwithaspellingorasentencewithgrammarproblem isshowninsidethe
NotinDictionarybox,lookatthesuggestionsgiveninthesuggestionsboxandclick
ChangeifitonewordorchangeAlliftheyaremanywordwiththesamespelling
mistakes.You can declineto changeitorthem byclicking IgnoreorIgnoreAll
respectively.

PleasenotethatonthespellingandGrammarwindow,theEnglishlanguagebeingused
isshown.ForinstancethecurrentoneisEnglish(U.S).Youcanvarythisbychoosing
thearrowonDictionarylanguageasshownabove.

Thesaurus
Thisisthefeaturewhichwillenableyoutogetalternativewordswhichhavethesame
meaning(synonyms)asawordyouintendtochange.Italsoprovideswordswith
oppositemeanings(antonyms).

Stepstouse
Selectthewordtosearchadifferentmeaningforunderthesaurus.
ClickonReviewmenu,thenclickThesaurusasshownbelow.
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Example:
The word review above has been selected and the
procedure above followed. Theresultfrom thesaurus
looksasshown.

Alternatively,selecttheword thenrightclickonit,then;
the following pop-up menu will appear. Choose
synonyms,thenthesaurusas shownbelow.

Auto-correct
Thisfeatureisusedtoautomaticallyreplaceeitherfrequentlymisspelledwordsorlong
wordsthatyoudonotintendtotypecompletelybecausetheyconsumetimetotype.
Thesewordsmustbeincludedintheautocorrectdictionaryifthisfeatureistobe
activated.

Example
Wordssuchasmiscellaneousareoftenlongandtedioustowrite.Youmayalsodecide
thateverytimeyouwriteamisspelledwordmoreasmoer,itshouldautomaticallybe
correctedtomore.Thisishowtosetuptheautocorrectfeature.
Steps
Selectthewordtoautocorrecte.gmoerabove
Rightclickonit.Thefollowingmenuappears
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When you click the Autocorrect the following window appears:

Notethewordmoerinsidethereplacebox,thecursorisblinkinginsidethewithbox.
Simplytypethewordmoreinsidethereplacebox.Onceyoutypethewordmore,the
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Addbuttonwillbeactivated.Onceyouclickonit,thebothwordswillbeaddedtothe
dictionaryasshownbelow.

Thefollowingwindownowshowsthatbothwordsareaddedtothedictionary.

Addisactivated
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Thisprocessisthesameforlongwordslikemiscellaneous.Simplyenterashortform
underautocorrecte.g.misc.Onceentered,itwillalwayscorrectittothefullword
immediatelyyoupressspacebarfrom thekeyboard.

UndoandRedo

Theundoiconisusedtoclearwhathasrecentlybeendoneandwhichyoudonot
intendtohaveaspartofthetext.However,ifyoudorealizelaterthatyouhavecleared
aword,asentenceandsoonbymistake,youcanusere-dotobringitbacktobepartof
yourtext.

Undo

Red



isabokemicah@gmail.com

0714497530 21

1.5.4 Formattingadocument
1.5.4.1TextFormatting
Theaim offormattingtextistomakeitmorereaderfriendlybybolding,italicizing,
changingfontsandfonttypes,changingcasesandsoon.

Thefirststepashasbeenmentionedelsewhereinthistopicistoselectthetextfirst.
Onetheselectionhasbeendone,onehastheoptionofusingeithertheshortcut
commandsontheshortcuttoolbarorclickingFontandaccessingthecommandsfrom
there.

Hereisthewindow:

TheactionisperformedimmediatelyyouclicktheeitherBIorUafterselectingthe
wordorsentenceandsoon.

IfyouclickthearrowunderFont,thewindowbelowwillopen.Themenufoundinthis
windowcontainstheshortcutcommandsabove.

Thebold(B),Italic(I)commandsarefoundunderFontstyle.Theunderline(U)isfound
underunderlinestyle.Underfont,youfindthedifferentfontsi.ethedifferent‘hand
writing’styles.ThereisalsosizeboxwhichcontainsthedifferentsizesoftheFonts
andtheFontcolourbox,containsthedifferentcoloursyoucouldapplytothefonts
chosen.

Bold Italic

Underline

Arrowtoaccess
theFontMenu
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Changecase
Capitalletters,smalllettersandsoonareknownascasesinWP.Inthissectionweare
lookingatthedifferentcasesthatareprovidedfor.Toaccessthedifferentcases,click
Aaonshortcuttoolbarasshownbelow:
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Therearefivedifferentcasesthatyoucanchangeyoursentenceto.Toapplythe
differentcases,simplyselectyoursentenceandclickthecaseyoudesiretochange
yourtextto.

1.Sentencecase-thisiswherethefirstletterinasentenceiscapitaland
therestaresmall.Exampleis:Sentencecase.Notethatthefirstletteris
capitalandtherestaresmall

2.Lowercasearesmallletters.Example:lowercase,Notethatthereisno
capitalletters.

3.Uppercasearecapitalletters.Exampleis:UPPERCASE,notethattheyare
allCAPITALletters.

4.Capitalize Each Word-when you applythis case,each word in the
sentenceismadetostartwithacapitalletter.ExampleisCapitalizeEach
Word.

5.tOGGLEcASE–thisiswherethefirstletterinaword issmallandthe
restarecapital.Theexampleisasshowninthetogglecaseabove.

Dropcaps
dropcapisthefirstletterinasentencewhichiscapitalandspanstwoor

moresentencesdownwards.

Toapplyadropcap,dothefollowing:
 Highlightthefirstletteryouintendtoputdropcapon.
 Clickinsertmenu,choosedropcap,byclickingonthearrowthatappearsunder

it.

Thisisshownbelow:

A
DropCap
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Therearetwotypesofdropcapsasshownabove:DroppedandInmargin.Theformer
isdroppedbyasomelines,whereasthelatterstandsonaseparatemarginfrom the
maintext.

Hint:Toremovethedropcap,simplyselectthedropcapandclicknoneaboveto
removeit.

SuperscriptandSubscript
Superscriptis a characterwhich appears superimposed above a text,whereas
subscriptappearsbeneathatext.Example:

5510 5510

ApplyingSuperscriptandSubscript
Selecttheletterornumbertoapplyassuperscriptorsubscript.
Ontheshortcuttoolbar,click

Superscri

Subscript

Subscript
Superscri

Arrowto
Font
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YoucanalsoaccesstheX2andX2byclickingthearrowonthefontmenuabove.

Undereffects,check(tick)theboxforsuperscriptorsubscriptasappropriate.

1.5.5 Paragraphformatting

Formattingalignmentonparagraphincludesalignment,indentation,spacing,applying
sectionbreaks,insertingbulletsandnumbering,pageandsectionbreaksamongothers.
AllthesearefoundunderparagraphmenuinMicrosoftWord2007.

Alignment
Toaligntextmeanstopositionittotheleft,centre,rightorjustified.

Highlightthetexttoalign,thenclickthefollowingiconsrespectively.

Hint:Whenyouclickthearrowonparagraphabove,youobtainthesamemenuunder
alignmentbox.

Exercise:Clicktheparagrapharrow andidentifythealignmentswithintheparagraph
window.

Alignleft Centre AlignRight Justify
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Indentation
Toindentmeanstomoveawayfrom themargins.Youcanindenttexttotheleftby
placingyourcursoratthebeginningoftext,thenclickdecreaseindentshownbelow,
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Oryoucouldindenttotherightbyclickingonincreaseindentasshownbelow.

Hint:Onparagraphwindow above,underindentation,youperform thealignmentby
specifyingunderleftorrightbox,intermsofcentimeters(cm)oranyotherunitof
measurementdefaultedonyourcomputer.

Exercise
Changetheleftalignmentto3cm andcheckthepositionofyourcursoronscreen.You
canbeguidedbytheruleronyourscreen.

Spacing
Thisisthespacebetweenonesentenceandanother,vertically.

Toapplyspacing,selectthetext,clickonlinespacingbelow andchoosetheline
spacingyouwishtoapply.
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Exercise:Identifythelinespacingboxunderparagraphwindow.

YoucanalsoaddspacingbeforeandafterparagraphbyclickingonAddspacebefore
paragraphorAddSpaceafterParagraphabove.

Whatthisdoesis,from thewordwhereyouwanttoaddspacebefore,therewillbea
spaceontopofthatword,andspaceafterparagraphwillcreatespaceaftertheword
selected.

Example
ObservekeenlythechangesthatthisoriginaltextwillhaveafterapplyingAddspace
beforeandafterparagraphcommands.

Explanation
ThetexthighlightedingreenisselectedandAddspacebeforeparagraphoptionused.
Notethespaceontopofthewordspacingthatishighlightedwithredcolour.

Sampletask
Changetheleftalignmentto3cm andcheckthepositionofyourcursoronscreen.You
canbeguidedbytheruleronyourscreen.
Spacing
Thisisthespacebetweenonesentenceandanother,vertically.

a)Addspacebeforeparagraph

Exercise
Changetheleftalignmentto3cm andcheckthepositionofyourcursoronscreen.You
canbeguidedbytheruleronyourscreen.

Spacing

Thisisthespacebetweenonesentenceandanother,vertically.

Pacecreatedbeforethe
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b)Addspaceafterparagraph–thiswillcreatespaceafterthewordspacing
asshownabove.

Exercise:Bygoingtotheparagraphmenu,specifythespacethroughupanddown
arrowsshownbelow.

Bulletsandnumbering
Bulletsandnumberingareclassifiedaslist.Theytypicallyusedtolistitemsinsome
order.Thebulletsarebasicallysymbolsandthenumberingcanbealphabets,decimal
numbers(1-10)orromannumerals(i-x).Underthislisting,youalsofindmultilevellist,
basicallyusedwhereyouhaveamainpointbrokendownintosub-points.

Bullets
Highlightthelisttoapplybulletstoandthenclickbulletsofyourchoice.Thebulletswill
beappliedtoyourlist.
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Toremovethebullets,simplyhighlightthetextandclicknoneabove.

Numbering
Highlightthelisttoapplynumberingtoandthenclicknumberingofyourchoice.The
numberswillbeappliedtoyourlist.
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Exercise
Explorethemultilevellistbyapplyingtoalist.

PageandSectionbreaks
Pagebreakdividesapagebyinsertinganewonefrom thepointofthecursor.Section
breaksinsertsanewsectionform thepointofthecursor.Theredifferenttypesofpage
andsectionbreaksasshownbelow.
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Toapplyabreak,simplyplaceyourcursoratthestartpointandclickbreaksaboveon
pagelayout,thenchoosepageorsectionbreak.

1.5.6Pageformatting
PageSetupmenuincorporatespagelayoutmenuwhichhasthecommandsnecessary
toformatapage.Theseincludemargins,orientation,pagesize,columns,textdirection,
tabsandsoon.Thisisshownbelow:

Pagelayout
A pagelayoutinMs-word2007involvesthemargins, orientation,papersizeand
columns.

Settingthemargins
Tosetyourownmargins,clickthearrow onmargins.Oncethesetupwindow opens,



isabokemicah@gmail.com

0714497530 33

insertleft,right,topandbottom margins.

Hint:tochangemeasurementunitsfrom inchestocm,clickofficebuttonandclick
wordoptions.Thefollowingwindowwillopen.Onmeasurementunits,changetocm.
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Changingorientation
Onpagesetupwindowabove,changetheorientationofyourpagebychoosingeither
portrait(verticalorientation)orlandscape(horizontalorientation).

Papersize
Onpagesetupwindowabove,changethepapersizebyfirstclickingthepapertabas
shownbelow.

Thewindowbelowopens.Chooseyourpapersizeasdesired,byclickingthearrowon
A5below.

Clicktochangeto
cm

Paper
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SettingColumns
Tosetcolumns,dothefollowing:
ClickPageLayoutmenu
Clickcolumns
Choosethedesiredcolumnsfrom thelistshown.

Hint:Youcanalsochoosemorecolumnsifyouwanttoputaspecificgapbetween
yourcolumns.

Exercise:

Clickonmorecolumnsandchoose3columns,thenapply1.25cm gapbetweenyour
columns.

HeadersandFooters

Choosepapersize
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Headerisarunningheadortextthatappearsontopofeverypage.Footerontheother
handistextwhichappearsbeloweverypageonyourdocument.

SettingheadersandFooters
Microsoftword2007hasplacedthiscommandunderInsertmenu.

 Clickinsertmenu.Clickheaderorfooter.
 Choosetheappropriatelayoutandtypethetexttoappearonthem.
 Onceyoucompletewritingonyourheader,doubleclickanywhereonthetextto

returntonormalpage.Youcanalso clickon

Hint:Ifyoudoubleclickontheheaderband onceyouhavewrittenyour
header,notethewaytheshortcuttoolbar changes with new
commands written header and footer Design

Exercise:Usethewindowbelowtoanswerthequestionsgiven.

1.SetyourheaderandthenclicktheDifferentfirstpageboxandwritedownyour
finding.

2.DothesamefordifferentOddandEvenPages
3.TrytheuseofHeaderfrom top and Footerfrom bottom bychanging the

numbersshowninthebox.Writedownyourfindings.

InsertingPagenumbers

Clickinsertmenu,choose page numberand choose where you wantyourpage
numberstoappear.

Exercise
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1.ClickonFormatPageNumbersoptionandchoosethenumberformatofyour
choice.

2.Removethepagenumbersyouhaveplacedonyourdocument.Writethesteps
youhavefollowedtodothis.

1.5.8CreatingandEditingaTable
CreatingtablesinMs-word2007iseasy.Simplyplacethecursorwhereyouwantthe
tabletogo.
On insertmenu,clicktable.Byhighlighting overtherowsand columns,you are
choosingthenumberofrowsandcolumnsyouwishtohaveonyourtable.

Observethefollowingandrecordyouthinktheauthorisdoingbyclickingonthetable
menuandtheinsertiontakingplace.

Hint:theauthorhavechosena4x4tablefrom thetablemenuaboveandthesamehas
beenplacedbelowasatable.

Row

Colu

4x4
table

Anotheroption
tocreatea
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Exercise
Createatablebyclickingoninserttableoptionshownabove.Writethedifference
betweenthetwomethods.

Editingtables
Tablescanberesized,newcolumns/rowsinserted,rows/columnscanbemergedand
theycanalsobesplit.

Resizingrows/columns
Theeasierwayofexpandingyourrowsistoplacethecursorwithinarow andpress
enter.

Hint:Alternatively,selecttherow to
expand and rightclick.A pop-up
window willappear,choose table
propertiesthenclicktherowtab.The

windowbelowwillappear.Onsize,specifyheight.

Resizingcolumns
Placethecursorontheboundariesofthecolumnyouintendtoexpand.A double
headedpointerasshownbelowwillappear.Columnsareresizedbymovingthedouble
headedpointerinthedirectionyouwanttoexpandthetable.

Thisisillustratedbelow.

Enter
presse
donce
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Insertingrowsandcolumns
Toinsertaroworacolumn,simplyselecttheroworcolumn.Rightclickonitandclick
insert,thenchooserow/columnandthepositionofinsertiondesired

Deletingrows/columns
 Highlighttherow/columntodelete.
 Rightclickonit
 Onthepop-upmenu,clickeitherdeleterowsordeletecolumnsdependingon

whatyouselectedtodelete.

Mergingrows/columns
 Highlighttherow/columntomerge
 Rightclickonthesame
 Onthepop-upwindowclickmergecells.
 Thecellswillbemerged.

Enteringdatainatable
Simplyplaceyourcursorinthecellyouwishtoenterdataandtypetheusualway.

Exercise
Typeinsideacellandthenchangethetextdirectionvertically.

Stretch
inthe
directio
n
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Hint:Simplyhighlightthecellcontainingtextandrightclick.Choosetextdirectionfrom
pop-upwindow.

FormattingTables
Formattingatableistomakeitappealingtothereader.Youcanputbordersand
shadingonittoenhancethecontents.

Steps:
Highlighttheentiretableorrow/columnasdesired.
Rightclickandchoosebordersandshadingfrom thepop-upmenu.

Whenyouclickonbordersandshading,thefollowingwindowpops-up.

Whentheborderstabisclicked,thefollowingisseen.
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Toapplytheborders
 Highlightwheretoapplyborder,
 Clickasettinge.g.Box,grid
 Choosethestyleyouwant,
 Choosecolour
 Choosewidthtoapplytotheborders
 OnApplytobox,clickwheretoapplytheborder

Exercise
Createatableof4rowsand5columns
Applythegridborderstothetable
Applycolourofyourdesire
Applyappropriatewidth.

Exercise
Usingshadingtab,applyshadingonthefirstrowofthetableinontheexerciseabove.
Makesuretochoose,thestyle,thecolourandwheretoapplytheshading.

Splitcells

Clickinacell,orselectmultiplecellsthatyouwanttosplit.

UnderTableTools,ontheLayouttab,intheMergegroup,clickSplitCells.

Hint:Onceyouhighlight,the

tabletoolswillappearontop

ofthemenus.

Tableconversions
Ms-Word2007allowsyoutoconvertcontentsofatableintotextandlikewiseconvert
textintoatable.

Thisfeatureisusedtoconverttheselectedtextintoatable,splittingthetextinto
columnsateachcomma
period,orothercharactersyouspecify.

Forexamplethesentenceabovebeginningwiththewordthisfeature...isseparatedby
threecommas,hencemakingthem foursentences.To convertthesentenceinto
columns,selectthetext,thenclickinsertmenuandchoosetable.Onthedropdownbox,
chooseconverttexttotable.Thefollowingwillbetheresult:
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Theresultisthis:

This
featureis
usedto
convert
the
selected
textintoa
table

splittingthe
textinto
columnsat
each
comma

period orother
characters
youspecify.

Convertingtabletotext

Highlightthetabletoconverttotext.Ontabletools,clickconverttotxtasshownbelow.

Sortthecontentsofatable
InPrintLayoutview,movethepointeroverthetableuntilthetablemovehandle

Click
this
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appears.
Clickthetablemovehandletoselectthetablethatyouwanttosort.

UnderTableTools,ontheLayouttab,intheDatagroup,clickSort.
IntheSortdialogbox,selecttheoptionsthatyouwant.

Sortasinglecolumninatable
Selectthecolumnthatyouwanttosort.
UnderTableTools,ontheLayouttab,intheDatagroup,clickSort.
UnderMylisthas,clickHeaderroworNoheaderrow.
ClickOptions.
UnderSortoptions,selecttheSortcolumnonlycheckbox.
ClickOK.

Sortbymorethanonewordorfieldinsideatablecolumn
Tosortthedatainatablethatisbasedonthecontentsofacolumnthatincludesmore
thanoneword,youmustfirstusecharacterstoseparatethedata — includingdatain
theheaderrow.Forexample,ifthecellsinacolumncontainbothlastandfirstnames,
youcanusecommastoseparatethenames.
Selectthecolumnthatyouwanttosort.
UnderTableTools,ontheLayouttab,intheDatagroup,clickSort.

Sort
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UnderMylisthas,clickHeaderroworNoheaderrow.
ClickOptions.
UnderSeparatefieldsat,clickthetypeofcharacterthatseparatesthewordsorfields
thatyouwanttosort,andthenclickOK.
UnderSortby,intheUsinglist,selectwhichwordorfieldyouwanttosortby.
InthefirstThenbylist,enterthecolumnthatcontainsthedatathatyouwanttosortby,
andthenintheUsinglist,selectwhichwordorfieldyouwanttosortby.
Ifyouwanttosortbyanadditionalcolumn,repeatthisstepinthesecondThenbylist.
ClickOK.

ArithmeticCalculations
Onceyouhaveasetofdatainatableasshownbelow,Ms-wordprovidesyouwithan
optiontoenteraformulaandperform calculationonthedatapresent.
Toinsertaformulainthecellunderprofit,simplyplaceyourcursorwheretheanswer
shouldbe,andgotoTabletoolsmenu.Onlayout,clickformula(fx)asshownbelow.
Theformulaappearsforyou[=sum(above)]andthewordaboveindicatestheitemsto
beadded.Iftheformulaisnottheoneyouintendedtohave,simplygopastefunction,
andchoosetherightfunction.Clickoktoperform calculation.

Item Purchase
Price

SalesPrice Profit

Beans 145 278 133.00
Potatoes 200 520
Flour 300 430
Total 645

OnNumberformat,choosetheformatyouwante.g.0.00tomeantwodecimalplaces
fortheanswer.

Updatingyouranswer
Hint:ifyou changeanynumberwithin thecells,theanswerwillnotbeupdated
automatically.Simplygotothecellcontainingtheanswer,rightclickandchoose
update.Theanswerwillthenbeupdatedforyou.



isabokemicah@gmail.com

0714497530 45

Exercise
From thetableabove,show how theauthorobtainedtheanswer133fortheprofit
undertheitem beans.

1.6CreatingandUpdatingaMailMergedocument

MailmergeisakeyfeatureofMs-word.Itisaprocesswhichallowstheusertocreatea
mainletter(envelope,emailorlabels)andmergeitwithdatasource(listofaddresses)
toproducepersonalizedletters.Thisisnormallyapplicableinsituationswhereyou
needtoproducemanylettersfordifferentpeople,yethavingsomeaspectsofthat
letterbeingstandard.

Example
Youcanusemailmergetoproducelettersforstudentsinaschoolwhoobviouslyhave
differentaddressesanddifferentschoolfeesbalances.

Stepsofmailmerge
Mailmergeisathreestepprocesswhichinvolvesthefollowing:

1.Creatingamainletterorenvelopeorlabels
2.Creatingorimportingadatasource(alsoknownasrecipient’slist)
3.Mergingthemaindocumentwiththedatasource.

1.CreatingMaindocument
Themaindocumentbeingaletterusuallyhascertainfeatureswhicharecommonfor
everyoneandotherswhichareuniquetotheindividual.Suchaletterwilloftentakethe
followingformat:

EFFORTSACADEMY
P.O.BOX1550-00200,NAIROBI,KENYA

<Prefix><Firstname><Lastname>
P.O.Box<address>
Email<emailaddress>
<town>

Dear<Prefix><Lastname>,

RE:SCHOOLFEESBALANCE

Thisistoremindyouthatyour<child>accordingtoourrecordsowestheschool
<kshs>.

Wewouldrequestthatyouclearthisfeebalancein<days>days,failureofwhichwe
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maybeforcedtosendthechildhome.

Thankyou

Accountant

Theaboveisasampleletter.Thefieldsmarkedby<>,meanstheyarealluniqueand
willbefilledbydetailsfrom thedatasourceorrecipientslist.

Tocreatetheaboveletter,openanewMs-worddocumentandstarttypingitasitis.

Onceyouhavetypedtheletter,dothefollowing:
ClickMailings,

ClickstepbystepMailMergeWizard

Onyourrighthandside,mailmergeoptionsappearasshownbelow.

Choosetheoptionyouwant,butinthiscaseclicktheradio
buttonforletter.
Thenclicknextonstep1of6
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Chooseusethecurrentdocumentfrom thewindowthatappears.

ClickNext:Selectrecipientsbelow.

Oncetheoptionofselectrecipientsisopened,youhavetheoptiontochoosethe
optionsasshownbelow.

Choosethethirdoption,typeanewlist.Youchoosethe
firstoptionifyouhavealistalreadyexistingandsavedin
thecomputerorelsewhere.Youcouldalsohaveyourlist
from outlookcontacts.

Whenyouclickontheoptionabove,aniconforcreate
appearsimmediatelybelowitasshownbelow.

Whenyouclickcreate,the
followingwindowappears.
Thiswillallowyoutocreate

thedatasource.

YouhavetheoptiontostarttypingwithinthefieldnamesshownintheNewAddress
Listoriftheydonotfityourcommonfieldsleftintheletterabove,thenclickcustomize
columns
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InthecustomizeAddressList
thatappears,ensurethatthefieldnamesarerenamedaccordingtotheletterabove.
Youcanrenametheexistingonesbyclickingrename,orAdd,ifyousimplywantafresh
listasperyourletterandthenusetheoptiondeletetodeletealltheotherfieldnames
thatdonotfityourrequirements.Oncecompletedclickok.Thecompletelistisshown
below.
IhavechosentorenamethefieldnamesandafterwardsdeletewhatIdonotneed.
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Thisisdonerepeatedlyuntilallthefieldsarechanged.Thefinalresultslooklikethis.

Enterdataoncethewindowappears.Sometworecordshavebeenenteredalready.
Onceyoucompletetheprocessofenteringdata,thenclickOk.TheSaveAswindowwill
appear.Savethedatasource.

Observetheleftsideofthewindowandseetheeditrecipientlistisactivatedasshown
below.
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Whenyouclickoneditrecipientlist,thefollowingwindowwillbedisplayedshowing
yourdatasource.

Thenextstepisinsertingmergefieldstotheletter.
Onthetoolbar,youwillnoticethattheinsertmergefieldisnowactivatedreadyforuse.

Activated
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Pleasenotethatthefieldnameswecreatedareexistingwhenyouclicktheinsertmerge
fieldasshownabove.

Thenextstepisclickandinserteachofthesefieldnamesintheirrespectiveareas
withintheletter,theideaistohighlight<prefix>intheletter,andchooseprefixfrom the
insertmergefieldtosubstitute.Theformerfieldnameswerejustholdingthoseplaces
temporarily.

Thisishowtheletterwilllooklikewiththenewfieldnames.

EFFORTSACADEMY
P.O.BOX1550-00200,NAIROBI,KENYA

«Prefix»«FirstName»«LastName»,
P.O.Box«Address»,
Email:«Email_Address»
«Town»

Dear«Prefix»«LastName»

RE:SCHOOLFEESBALANCE

Thisistoremindyouthatyour«Child»accordingtoourrecordsowestheschool
«Kshs».

Wewouldrequestthatyouclearthisfeebalancein«days»days,failureofwhichwe
maybeforcedtosendthechildhome.

Thankyou
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Accountant

Hint:Makesureyouformattheletterproperlybycreatingenoughspacesbetween
fieldnames.

Exercise
Canyouspotthedifferencebetweenthisletterandtheonebefore?

Finalstep
Thefinalstepismerging.Simplyclickfinish&merge

1. ChooseEditindividualDocumentsoption.Thefollowingwindowwillappear.
Chooseyouroption.

Forthepurposeofthisexercise,IwillchooseAllradiobutton.
Theresultswillamergeddocumentoftwolettersasperthedatasource.

EFFORTSACADEMY
P.O.BOX1550-00200,NAIROBI,KENYA

Mr.KennedyOchieng,
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P.O.Box2234,
Email:
Siaya

DearMr.Ochieng

RE:SCHOOLFEESBALANCE

Thisistoremindyouthatyoursonaccordingtoourrecordsowestheschool3,500.

Wewouldrequestthatyouclearthisfeebalancein21days,failureofwhichwemaybe
forcedtosendthechildhome.

Thankyou

Accountant

--------------------------------------------------------------------------------------------------------------------

EFFORTSACADEMY
P.O.BOX1550-00200,NAIROBI,KENYA

Prof.YusufHassan,
P.O.Box6789,
Email:
Mombasa

DearProf.Hassan

RE:SCHOOLFEESBALANCE

Thisistoremindyouthatyourdaugtheraccordingtoourrecordsowestheschool
4,500.

Wewouldrequestthatyouclearthisfeebalanceindays,failureofwhichwemaybe
forcedtosendthechildhome.

Thankyou

Accountant
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Note:Sincewedidnotmergethefieldfor<days>,nothinghascomeinthatfield.

Apartfrom choosingtheeditindividualdocuments,youcanalsodecideto:

2.Chooseprintdocumentsoptionwhichenablesyoutoprintthedocuments
andpostashardcopiesor

3.youcanchoosesendemailmessages,inwhichcase,themergeddocuments
willbesentasemailmessages.Whenthishappens,theindividualpersonto
whom theletterwaswrittenreceivesonlyanemailcopyofthatdocument.

Exercise
Clicktheoptionofsendasemailmessagesandwritedownthestepsusedtillthe
documentsaresent.

1.8PrintingDocuments
Printingprovidesyouwithhardcopyofwhatyouseeonthescreen.Theprinted
documentsform anageoldwaytokeepdocumentsforfuturereference.

1.8.1 Printersetup
TosetupaprinterusingwindowsXpdothefollowing:

 Clickstart
 ClickPrintersandfaxesorgotocontrolpanelandclickprintersandfaxes

 ClickAddaprinterontheprintersandfaxeswindow
 OnAddaprinterwizard,clicknextandfollowtheinstructionstofinish

Option2

Option3
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NB:Allprinters currently
requirethatyouinstallthe
printer drivers (software)
first,beforeyousetitup.
Oftentheinstructionsgiven
aboveareused whenthe
printerdriversarepresently
inyourcomputer.

Once your printer is
installed,youcanpreview
your documents before
printing to ensure the
document output is as
required.

Printpreview
Clickofficebutton

Clickprint,then,printpreview

Whenyouclickprintpreview,youwilldecideonwhethertogoaheadandprintormake
modificationsappropriately.Suchchangesareexplainedbelow.

PrintOptions
Onceonpreviewwindow,theshortcuttoolbarchangesasshownbelow:

Theprintoptionsavailable
foryou include changing
margins,paperorientation,
sizeandsoon.
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Printerselection
Whenyouclickonprint,therearechoicesthatyoucanmakebeforeyouprintthe
document.

Onprintwindow,underprinter,thedefaultedprinteristheonethatpopsundername.If
itisnottheoneyouintendtouse,clickonthearrowandchooseanotherprinter.

Onpagerange,youcanchoosetoprintAllpages,currentpagewhichmeanswherethe
cursoriscurrentlyplacedoryoucantakethethirdoption,pages,whereyouspecifythe
rangeofpagestoprintsuchas1,3,5-13.Thismeans,itwillprintpage1,skippage2,
printpage3,skippage4,andprintpagesfrom 5to13.

Thelastoptiononprintistochoosethenumberofcopiesyouwanttoprintofeach
page.
Undernumberofcopies,typethenumberofcopiesyouwantforeachpage.

Finallyclickoktoprintthedocument.

1.9 InsertingGraphics

Typeorchooseby
thearrowsthe
copiestoprint.
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InMs-word,thereare3typesofgraphicsprovided.Thesearedrawing,picturesand
charts.Youcaninsertanyofthesegraphicsbyeitherdrawingorimportingthem from
file,internetorClipArt.
Oninsertmenu,underillustrations,youcaninsertpicture,ClipArt,shapes,SmartArt
andChart

Generalinstructionsoninsertion
1.Placethecursorwhereyouwanttoplaceyourgraphic.

2.Clickontheillustrationofyourchoice,andchoosethespecificgraphicunderthe
illustration.

DrawingShapes

Incaseoftheshapes,choosetheshapeandstretchtheshapeinthedirectionyouwant.
Forexample,todrawashape,clickinsert,thenshapes,chooseyourshapefrom the
dropdownmenuandfollowtheseinstructions.

Todrawtherectangle,clickonitandplacethecursor(nowaplussign)totheplaceyou
wishtodrawtherectangle).Stickontheleftmousebuttonandstretchtheplacesignto
form therectangularshapeasshownbelow

TextBox
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Toresizeashape,usethedotsorrectanglesaroundtheshape.Whenstretchingitina
particulardirection,makesurethatyouhavedoublepointedarrows( )Thenstretch
inthatdirectiontoexpand.Tomovethewholetable,ensureyouhaveafourheaded
arrow,stickthemouseandmoveinthedirectiondesired.

Usingtextbox
Ifyouwanttowriteinsideashape,clicktextboxshownabove.Itprovideswiththe
spaceandthecursortousefortyping.
Exercise

Useshapestodrawanorganisationstructureofyourschool.Typethenamesof
undereachshape.

CHAPTER2

SPREADSHEETS

This chapterintroduces the studentto whatSpreadsheets are,the components,
applicationareasandthepracticalusage.

2.1DefinitionofSpreadsheets
Aspreadsheetisagridthatorganizesdataintocolumnsandrows.Spreadsheetsmake

2.0DefinitionofSpreadsheets
2.1Componentsofaspreadsheet
2.2Applicationareasofspreadsheets
2.3createandeditaSpreadsheet
2.4explaindifferentcelldatatypes
2.5Applycellreferencing
2.6Applyfunctionsandformulae
2.7Applydatamanagementskills
2.8Applychartingandgraphingskills
2.9Printworksheetandgraph
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iteasytodisplayinformation,andpeoplecaninsertformulastoworkwiththedata.The
columnsaremarkedbylettersandtherowsaremarkedbynumbers.Forexample
columnA,B,Cbeyondletter26i.eZ,thecolumnsaremarkedasAA,ABetcetera.The
intersectionofarowandacolumnisoftenknownasacell.Eachcellhasaname
knownacellreference.Eachcellisnamedbythecolumnandtherowinwhichthecell
fallsunder.Forexample,CellA3meansthatitisoncolumnAandrow3.Thecellwhere
thecursorisplacedoperationsisknownasanActivecell.

2.1ComponentsofaSpreadsheet
Aspreadsheetismadeupofthreekeycomponents.Theseare:worksheet,database
andgraphs.
2.1.1Worksheet
Aspreadsheetismadeupofmanyworksheetsasshownaboveinthesheettab.The
totalsum ofalltheworksheets,makeupaworkbook.Thefigureaboveisaworkbook.
Eachoftheseworksheetsmayholddifferentsetsofinformation.Youcanaddasmany
worksheetsasyouwishinaworkbook.
2.1.2Database
Aspreadsheetcanholdmanyrecordsproperlyorderedinagivenformat.Theserecords
areaboutparticularpeopleorthingswhichmakeuptherecords,classifiedunder
specifiedfields.Thisisadatabase.Suchrecordsarerelatedandcouldbeplaced
togetherinoneworksheettomeanafileofanentity.

2.1.3Graphs
Aspreadsheetprovidesapictorialrepresentationofdataintheform ofagraph.Thisis
akeyfeatureofaspreadsheet.Whereaswordsdescribeanalyseddata,graphsprovide
aquickwaytovisualizethesameoutput.

2.2.Applicationareasofaspreadsheet

FormulaBarCellReference
barActive

Column

Sheettab

Row

Ro
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Spreadsheetsareoftenusedinthefollowingapplicationareas:
a)Statisticaldataanalysis
b)Accounting
c)Datamanagement
d)Forecasting(whatifanalysis)
e)Scientificapplication

2.2.1StatisticalAnalysis
2.2.2Accounting
2.2.3Datamanagement
2.2.4Forecasting(whatifanalysis)
2.2.5Scientificapplication

2.3Creatingaworksheet/workbook
2.3.1Gettingstarted
ForpurposesofthissyllabusweshalluseMicrosoftOfficeExcel(MS-Excel).
 Gotostartbutton
 ClickMicrosoftOfficeExcel
 Theworksheetbelowwillopen

2.3.2Worksheetlayout
ThefollowingworksheetloadswhenyouclickonMS-Excel.
Thepartsofthisworksheethasbeenexplainedabove,section2.0.Themenuswillbe
explainedaswemovealong.Theofficebutton,operationsbuttonsuchasexit,
minimize,maximizeandrestoreremainthesameasinMs-Word.

2.3.3Runningtheprogram

PracticalLearning:StartingMicrosoftExcel
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TostartMicrosoftExcel,from theTaskbar,click
Start->(All)Programs->MicrosoftOffice->

MicrosoftOfficeExcel
 

TheOfficeButton

 

Introduction

WhenMicrosoftExcelopens,itdisplaysaninterfacedivided

invarioussections.

Thetopsectiondisplaysalongbaralsocalledthetitlebar.

ThetitlebarstartsontheleftsidewiththeOfficeButton .

Ifyoupositionthemouseonit,atooltipwouldappear:
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TheOptionsoftheOfficeButton

Whenclicked(withthemouse'sleftbutton),theOfficeButton

displaysamenu:
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Asyoucansee,themenuoftheOfficeButtonallowsyouto

perform theroutineWindowsoperationsofaregularapplication,

includingcreatinganewdocument,openinganexistingfile,or

savingadocument,etc.Wewillseetheseoperationsinfuture

lessons.

Ifyouright-clicktheofficebutton,youwouldgetashortmenu:

Wewillcomebacktotheoptionsonthismenu.

TheQuickAccessToolbar

 

Introduction

OntherightsideoftheOfficeButton,thereistheQuickAccess

Toolbar .

Likeanormaltoolbar,theQuickAccessdisplayssomebuttons.

Youcanright-clicktheQuickAccesstoolbar.Amenuwould

appear:

IfyouwanttohidetheQuickAccesstoolbar,youcan
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right-clickitandclick

RemoveQuickAccessToolbar.Toknowwhatabuttonis

usedfor,youcanpositionthemouseon.Atooltipwould

appear.Onceyouidentifythebuttonyouwant,

youcanclickit.

AddingaButtontotheQuickAccessToolbar

Bydefault,theQuickAccesstoolbarisequippedwiththree

buttons:Save,

Undo,andRedo.Ifyouwanttoaddmorebuttonsormore

options,youcanright-clicktheQuickAccesstoolbarand

clickCustomizeQuick

AccessToolbar...ThiswoulddisplaytheExcelOptionsdialog

box:

ToaddabuttontotheQuickAccesstoolbar,ontheleftlistof

Add,clickanoptionandclickAdd.Aftermakingtheselections,

clickOK.

Toremoveabuttonfrom theQuickAccesstoolbar,right-click
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itontheQuickAccesstoolbarandclickRemoveFrom Quick

AccessToolbar.

TheQuickAccessButton

OntherightsideoftheQuickAccesstoolbar,thereisthe

Customizebuttonwithadown-pointingarrow.Ifyouclickor

right-clickthisbutton,amenuwouldappear:

Theroleofthisbuttonistomanagesomeaspectsofthetop

sectionofMicrosoftExcel,suchasdecidingwhatbuttons

todisplayontheQuickAccesstoolbar.Forexample,

insteadofusingtheCustomizeQuickAccess

Toolbarmenuitem aswesawpreviously,youcanclickan

optionfrom thatmenuanditscorrespondingbuttonwould

beaddedtotheQuickAccesstoolbar.Iftheoptionsonthemenuarenorenough,youcan

clickeitherCustomizeQuickAccessToolbarorMore
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Commands...

ThiswouldopentheExcelOptionsdialogbox.

Themainormiddleareaofthetopsectiondisplaysthename

oftheapplication:MicrosoftExcel. Youcanright-clickthe

titlebartodisplayamenuthatismanagedbytheoperating

system.

Ontherightsideofthetitlebar,therearethreesystem buttons

thatallowyoutominimize,maximize,restore,orclose

MicrosoftAccess.

Underthetitlebar,thereisanotherbarwithaHelpbuttonon

therightside.

TheRibbon

 

Introduction

Underthetitlebar,MicrosoftExceldisplaysalongbarcalledtheRibbon:

MinimizingtheRibbon

Bydefault,theRibbondisplayscompletelyinthetopsection

ofMicrosoftExcelunderthetitlebar.Oneoptionistoshow

itthewaythemainmenuappearedinpreviousversionsof

MicrosoftExcel.Todothis:

 Right-clicktheOfficeButton,theQuickAccesstoolbar,
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ortheRibbonitself,andclickMinimizetheRibbon

 Clickorright-clickthebuttonontherightsideofthe

QuickAccesstoolbar:

ThiswoulddisplaytheRibbonlikeamainmenu:

ToshowthewholeRibbonagain:

 Right-clicktheOfficeButton,theQuickAccesstoolbar,

orone

oftheRibbonmenuitems,andclickMinimizethe

Ribbontoremovethecheckmarkonit

 Clickorright-clickthebuttonontherightsideofthe

QuickAccesstoolbarandclickMinimizetheRibbonto
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removethecheckmarkonit

 Double-clickoneofthemenuitemsoftheRibbon

ChangingtheLocationoftheRibbon

Bydefault,theQuickAccesstoolbardisplaysonthetitlebar

andtheRibbondisplaysunderit.Ifyouwant,youcanswitch

theirlocations.

Todothat,right-clicktheOfficeButton,theQuickAccess

toolbar,ortheRibbon,andclickShowQuickAccessToolbar

BelowtheRibbon:

Toputthem backtothedefaultlocations,right-clicktheOffice

Button,theQuickAccesstoolbar,ortheRibbon,andclick

ShowQuickAccess

ToolbarAbovetheRibbon.

TheTabsoftheRibbon

Theribbonisatypeofpropertysheetmadeofvariousproperty

pages.

Eachpageisrepresentedwithatab.Toaccessatab:

 Youcanclickitslabelorbutton,suchasHomeorCreate



isabokemicah@gmail.com

0714497530 69

 YoucanpressAltorF10.Thiswoulddisplaytheaccesskeyofeachtab:
 

 To accessatab,you
can press its corresponding
letter

onThekeyboard.Forexample,when
theaccesskeys

display,if you press Home,the
Hometabwoulddisplay

 Ifyourmousehasawheel,youcanpositionthemouse

anywhereontheribbon,androlethewheel.Ifyourole

thewheeldown,thenexttabontherightsidewould

beselected.Ifyourolethewheelup,theprevioustab

ontheleftwouldbeselected.Youcankeeprolling

thewheeluntilthedesiredtabisselected

ToidentifyeachtaboftheRibbon,wewillrefertothem by

theirnames.

TheSectionsofaTab

Eachtaboftheribbonisdividedinvarioussections,each

delimitedbyvisiblebordersofverticallinesontheleftand

right.Eachsectiondisplays

atitleinitsbottom side.Inourlessons,wewillreferto

eachsectionby

thattitle.Forexample,ifthetitledisplaysFont,wewillcall

thatsection,

"TheFontSection".

SomesectionsoftheRibbondisplayabutton .Ifyouseesuch
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abutton,

youcanclickit.Thiswouldopenadialogboxorawindow.

TheButtonsoftheRibbon

Sincetherearevariousbuttonsandsometimestheyare

unpredictable,

toknowwhataparticularbuttonisusedfor,youcan

positionyourmouseonit.Asmallboxwouldappeartolet

youknowwhatthatparticularbuttonisusedfor;that

smallboxiscalledatooltip:

Youcanalsousecontextsensitivehelpinsomecasesto

getinformationaboutanitem.

Youcanaddabuttonfrom asectionoftheRibbontothe

QuickAccesstoolbar.Todothat,right-clickthebuttonon

theRibbonandclickAddtoQuickAccessToolbar:



isabokemicah@gmail.com

0714497530 71

Rememberthat,toremoveabuttonfrom theQuickAccess

toolbar,right-clickitontheQuickAccesstoolbarandclick

RemoveFrom Quick

AccessToolbar.

TheMoreButtonsoftheRibbon

InsomesectionsoftheRibbon,onthelower-rightsection,

thereisabutton:

Thatbuttonisusedtodisplayanintermediarydialogboxfor

someaction.

Wewillseevariousexamplesaswemoveon.
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WhenMicrosoftExcelisoccupyingabigareaorthewhole

areaofthemonitor,mostbuttonsoftheRibbonappear

withtext.Sometimesyoumayneedtouseonlypartofthescreen.

Thatis,youmayneedtonarrowthe

MicrosoftExcelinterface.Ifyoudo,someofthebuttonsmay

displaypartoftheirappearanceandsomewoulddisplayonly

anicon.Considerthedifferenceinthefollowingthree

screenshots:

Inthiscase,whenyouneedtoaccessanobject,youcan

stillclickitorclickitsarrow.Iftheitem issupposedtohave

manyobjects,anewwindowmayappearanddisplaythose

TheSizeoftheRibbon
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objects:

From this:

Tothis:

TheWorkArea

 

TheNameBox

UndertheRibbon,thereisawhiteboxdisplayinganamelike

A1(itmaynotdisplayA1...),thatsmallboxiscalledtheName

Box:
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TheInsertFunctionButton

OntherightsideoftheNamebox,thereisagrayboxwith

anfxbutton.ThatfxbuttoniscalledtheInsertFunctionbutton.

TheFormulaBar

OntherightsideoftheInsertFunctionbuttonisalongempty

whiteboxorsectioncalledtheFormulaBar:

YoucanhideorshowtheFormulaBaranytime.Todothis,

ontheRibbon,

clickView.IntheShow/Hidesection:

 TohidetheFormulaBar,removethecheckmarkonthe

FormulaBarcheckbox

 ToshowtheFormulaBar,checktheFormulaBarcheck

box

TheColumnHeaders

UndertheNameBoxandtheFormulabar,youseethecolumn

headers.ThecolumnsarelabeledA,B,C,etc:

Thereare255ofcolumns.
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TheRowHeaders

Ontheleftsideofthemainwindow,therearesmallboxes

calledrow

headers.Eachrowheaderislabeledwithanumber,starting

at1ontop,then2,andsoon:

TheCells

ThemainareaofMicrosoftExcelismadeofcells.Acellisthe

intersectionofacolumnandarow:
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Acellisidentifiedbyitsnameandeverycellhasaname.

Bydefault,MicrosoftExcelappendsthenameofarowtothe

nameofacolumntoidentifyacell.Therefore,thetop-left

cellisnamedA1.Youcancheckthenameofthecellin

theNameBox.

PracticalLearning:UsingCells

1.ClickanywhereintheworkareaandtypeA
(Itdoesn'tmatterwhereyouclickandtype)

2.Clickanotherpartoftheworksheetandtype42XL
3.Clickagainanotherplaceontheworksheettype

Fundamentals

andpressEnter

TheScrollBars

Ontherightsideofthecellsarea,thereisaverticalscrollbar

thatallowsyoutoscrollupanddownincaseyourdocument

cannotdisplayeverythingatatime:
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Inthelowerrightsectionofthemainwindow,thereisa

horizontalscrollbarthatallowsyoutoscrollleftandright

ifyourworksheet

hasmoreitemsthancanbedisplayedallatonce:

Sometimesthehorizontalscrollbarwillappeartoolongor

toonarrow

foryou.Ifyouwant,youcannarroworenlargeit.Todothis,

clickanddragthebuttonontheleftsideofthehorizontal

scrollbar:
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TheSheetTabs

Ontheleftsideofthehorizontalscrollbar,therearethe

worksheettabs:

Bydefault,MicrosoftExcelprovidesthreeworksheetstostart

with.Youcanworkwithanyofthem andswitchtoanother

atanytimebyclickingitstab.

TheNavigationButtons

Ontheleftsideoftheworksheettabs,therearefournavigation

buttons:

Ifyouhappentousealotofworksheetsortheworksheetnames

Areusingtoomuchspace,whichwouldresultinsome

worksheetsbeing

hiddenunderthehorizontalscrollbar,youcanusethe

navigationbuttonstomovefrom oneworksheettoanother.

TheStatusBar

Underthenavigationbuttonsandtheworksheettabs,the

StatusBarprovidesalotofinformationaboutthejobthat

isgoingon.
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MicrosoftExcelFileOperations

 

SavingaFile

AMicrosoftExcelfilegetssavedlikeanytraditionalWindows

file.

Tosaveafile:

 YoucanpressCtrl+S
 OntheQuickAccessToolbar,youcanclicktheSave

button

 YoucanclicktheOfficeButtonandclickSave

Twoissuesareimportant.Wheneveryoudecidetosavea

fileforthefirsttime,youneedtoprovideafilenameand

alocation.Thefilenamehelpsthecomputeridentifythat

particularfileandregisterit.

Afilenamecanconsistofupto255characters,youcan

Includespacesanddashesinaname.Althoughthereare

manycharactersyoucanuseinaname(suchas

exclamationpoints,etc),trytoavoidfancynames.

Giveyourfileanamethatiseasilyrecognizable,alittle

explicit.ForexamplesuchnamesasTimeSheets,

Employee'sTime

Sheets,GlobalEXFirstInvoiceareexplicitenough.Likeany

fileoftheMicrosoftWindowsoperatingsystems,aMicrosoft

Excelfilehasanextension,whichis.xlsbutyoudon'thave
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totypeitinthename.

Thesecondimportantpieceofinformationyoushouldpay

attentiontowhensavingyourfileisthelocation.Thelocation

isthedriveand/orthefolderwherethefilewillbesaved.

Bydefault,MicrosoftExcelsavesitsfilesintheMy

Documentsfolder.YoucanchangethatintheSaveAs

dialogbox.JustclickthearrowoftheSaveIncombobox

andselectthe

folderyouwant.

MicrosoftExcelallowsyoutosaveitsfilesinatypeofyour

choice.

Tosaveafileinanotherformat:

 PressF12orShift+F12
 YoucanclicktheOfficeButtonandpositionthemouse

onSaveAsandselectthedesiredoption:
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 OntheQuickAccessToolbar,youcanclicktheSavebutton .

Then,intheSaveAsdialogbox,clickthearrowoftheSaveAs

Typecomboboxandselectaformatofyourchoice

ThereareotherthingsyoucandointheSaveAsdialogbox:
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PracticalLearning:SavingaFile

1.Tosavethecurrentdocument,ontheQuickAccess

Toolbar,

2.clicktheSavebutton
3.TypeFundamentals
4.ClicktheSavebutton

SavingunderaDifferentNameandNewFolder

Youcansaveafileunderadifferentnameorinanother

location,

thisgivesyoutheabilitytoworkonacopyofthefilewhile

theoriginalisintact.

Therearetwoprimarytechniquesyoucanusetogetafileintwo

namesorthesamefileintwolocations.Whenthefileisnot

beingusedbyanyapplication,inWindowsExplorer

(orinMyComputer,orinMyNetworkPlaces,locatethefile,

right-clickitandchooseCopy.

Tosavethefileinadifferentname,right-click

inthesamefolderandchoosePaste.Thenewfilewillbenamed

CopyOf...Youcankeepthatnameorrenamethenewfilewith

adifferentname(recommended).

Tosavethefileinadifferentlocation,right-clickinthe

appropriatefolderandclickPaste;inthiscase,thefilewill

keepitsname.

InMicrosoftExcel,youcanusetheSaveAsdialogboxto
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saveafilein

adifferentnameorsavethefilewiththesamename

(oradifferentname)inanotherfolder.TheSaveAsdialog

boxalsoallowsyoutocreateanewfolderwhileyouare

savingyourfile(youcanevenusethistechniquetocreate

afolderfrom theapplicationevenifyouarenot

savingit;allyouhavetodoiscreatethefolder,click

OKtoregisterthefolder,andclickCancelontheSaveAs

dialogbox).

PracticalLearning:SaveaFileWithDifferentSettings

1.Tosavethisfileusingadifferentname,clicktheOffice

Button,positionthemouseonSaveAs,andclick

Excel97-2003Workbook

2.Changethenameofthefileto

EmploymentApplication

3.OnthetoolbaroftheSaveAsdialogbox,clickthe
4.CreateNew

Folderbutton(ifyouhaveahardtimefindingit,

pressAlt+5

5.TypeMyWorkbooksandpressEnter.TheMyFiles

foldershouldnowdisplayintheSaveIncombobox.

IfyouclickedCancelorpressedEscnowtodismissthe

SaveAsdialogbox,thecomputer

wouldstillkeepthefolder

6.AftermakingsurethattheMyFilesfolderdisplaysin
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theSaveIn

combobox,clicktheSavebutton

OpeningaFile

Thefilesyouusecouldbecreatedbyyouorsomeoneelse.

Theycouldberesidingonyourcomputer,onanother

medium,oronanetwork.Onceoneofthem isaccessible,youcan

openitinyourapplication.

Youcanopenadocumenteitherbydouble-clickingitsiconin

WindowsExplorer,inMyComputer,from theFindFilesOr

Folders

window,inMyNetworkPlaces,orbylocatingitintheOpen

dialogbox.

Toaccesstheopendialogbox,onthemainmenu,

clickFile->Open...

YoucanalsoclicktheOpenbuttonontheStandardtoolbar.

AshortcuttocalltheOpendialogboxisCtrl+O.

2.4CellDataTypes

Thedatathatyouenterinacellcantakeanyofthe

followingfortypes:

Labels-thesearedatawhichareintextform.Forexample

titlesontopofthecolumnsoratthestartofeachrow.

Values-thesearetheresultfrom acalculation.Theyare

oftenintheform ofnumbers,currencies,datesandsoon.

Formulae-thesearedatathatusesoperatorssuchas
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+,-,/,*,Brackets.

Functions-thesearethecelldatatypeswhichcontainsthe

Formulaewhichthespreadsheethasmemorizedandis

availableinthelibrary.Afunctionusuallycontainsan

equalsign(=),functionnamesuchassum,average,maximum

andsoon,valuestobeusedwiththefunction.Example

ofafunctioninacellwouldbe:=sum(A2:A4).

2.4Cellreferencing

2.4.1CellAddressing

Acellmusthaveacelladdress.Thenameofthecell.The

Cellsareaddressedusingcolumnletterandrownumber.

ForexamplecellA3,meansacellpositionedoncolumnA

androw3.MicrosoftExcel,justlikeanyotherspreadsheets,

workwithcellreferencesinsteadofvalues.Thisisbecause

thereferencesprovideaneasywaytoamendcontentsofa

cellinsteadofthevalues.

Exampleofuseofacellreference:

Thefirstusescellreferencestoaddthetwonumbers.When

thishappens,youcaneasilychangethecontentsofanyof

thetwocells,andimmediatelytheanswerwillchangeto

correspondwiththechangeyouhavemade.Inthesecond

formula,evenifyouchangethecontentoftheformula,

theanswerwillnotchangeatall.
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2.4.2AbsoluteReferencing

Acellwhosecontentsneedtoremainconstant

Throughoutthecalculationperiodisreferredtoas

Absolutereference.Itisusuallydenotedbyadollarsign

thus,$B$2,thiscanbedonesimplybyhighlighting

thecellreferenceandthenpressingF4ontheKeyboard

toaddthedollarsigns.

=(78+45)
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