


2BCOM6CA

Windows and MS Office



2BCOM6CA, Windows & MS Office

Edition: March 2024

Compiled, reviewed and edited by Subject Expert team of University
1. Dr. Archana Agrawal

(Associate Professor, Dr. C. V. Raman University)

2. Dr. Rahul Pandey

(Assistant Professor, Dr. C. V. Raman University)

3. Dr. Pritendra Malakar

(Assistant Professor, Dr. C. V. Raman University)

Warning:

All rights reserved, No part of this publication may be reproduced or transmitted or utilized
or stored in any form or by any means now known or hereinafter invented, ¢lectronic, digital
or mechanical, including photocopying, scanning, recording or by any information storage or
retrieval system, without prior written permission from the publisher.

Published by:

Dr. C.V. Raman University

Kargi Road, Kota, Bilaspur, (C. G.),
Ph. +07753-253801,07753-253872
E-mail: info@cvru.ac.in

Website



Lesson |
Lesson 2
Lesson 3

Lesson 4

Lesson 5
Lesson 6
Lesson 7
Lesson 8
Lesson 9
Lesson 10
Lesson 11
Lesson 12
Lesson 13
Lesson 14
Lesson 15
Lesson 16
Lesson 17

Lesson 18

Know the Windows XP
Accessories and Tools
Managing File and Folder

Customuizing Your Computer

Microsoft Office XP Suite with Other Otfice Suites
Common Elements of the Suite

Office Tash Panes

Word Processing and MS-Word

Text Formatting and Document Formatting

Tables and Graphics

Mail Merge, Views and Templates

Spreadsheet and MS-Excel

Worksheet Formatting and Function & Operator
Chart and Web Object

Presentation Package and MS-PowerPoint

Text Formatting in Slide Along with Inserting Table and Drawing Objects

Slides, Views, Notes and Handouts

Qutlook Express

CONTENTS

Page No.

41
49

63
74
80
91

101

129

149

168

185

203

215

228

253

271






LESSON

1

KNOW THE WINDOWS XP

CONTENTS

1.0 Aims and Objectives

1.1 Introduction

1.2 What is Windows XP?

1.3 Evolution of Windows Operating System
1.3.1  Windows 1.0
1.3.2 Windows 2.0
1.3.3  Windows 3.0
1.3.4  Windows 95
1.3.5  Windows 98
1.3.6  Windows ME
1.3.7 Wirdows XP
1.3.8  Windows Vista
1.3.9  Windows 7
1.3.10 Windows 8.0
1.3.11 Windows 8.1
1.3.12 Windows 10

1.4 Features of Windows XP

1.5  Desktop Anatomy

1.6  Windows and [ts Elements

1.7 What’s New in Window XP?

1.8  LetUs Sum Up

1.9 Lesson End Activity

1.10 Keywords

1.1l Questions for Discussion

1.12  Suggested Readings

1.0 AIMS AND OBJECTIVES

After studying this lesson, you should be able to:
® Acquire knowledge on windows XP
e Discuss about the history of windows operating system

e Discuss the importance of tools and accessory in XP















fv_ ] S s O menu was launched in this version of application, files, websites were also being
mnaows arn 1ce . . . .
attached to this new start menu to provide easy navigation.

Windows 8

These are the following edition of Windows 8.
e Windows 8
e Windows 8 Pro

e Windows 8 Enterprise

1.3.11 Windows 8.1

The vision of Windows & to provide powerful apps and cloud connectivity let the
upgrade to Windows 8.1. Changes in user interface and desktop, online services and
functionality, security and hardware compatibility, etc. are improvements to name a
few. In addition, some very interesting apps were also shipped tn Windows 8.1, some
of them are, Bing Smart Scarch so you can find what you're looking tor across the PC
or the web, Bing Food & Drink, Bing Health & Fitness. and great utility apps like
Reading List, Calculator and Alarms.

Windows 8.1 Operating System has the following editions:
® Windows RT &.1

e Windows 8.1 Edition

e Windows 8.1 Pro Edition

e Windows 8.1 Enterprise Edition

1.3.12 Windows 10

This version of windows was launched on 29" July, 2015. A number of new functions
like Windows store app, Microsoft edge, virtual desktop. action centre, revamped core
app, the Xbox app, continuum, untficd settings, etc., first made their existence in this
edition. Microsoft edge is a new web browser of windows tamily specially designed
for light weight web browsing. Windows 10 also have many new version subsequently
launched and one of most special feature of Windows 10 is that if you are a genuine
Windows 10 holder then you can upgrade to new versions lor free unlike older days
consumer don’t have to buy new version every time they wish to upgrade.









Horizontal and Vertical Scroll Bar: This allow user to traverse through a file as the
size of file increase horizontal and vertical bar also appear.

Resize Corner: This option help user to customise the size of file as per his or her
need.

1.7 WHAT'S NEW IN WINDOW XP?

Windows XP came to market in the year 2001, it had following great new features that
made it legendry and best selling product of Microsoft.

® [t came with new design and feel to its user interface.

e This OS was built on windows 2000 kernel.

e [t was more reliable and safe.

® [t was faster and had plug and play for wireless network.
e XP started to support DVD burner.

e XP was not launched in server version. It came in two edition home and
professional which muake it very suitable for home based user.

e Professional version was very well suited for small and large organisation.

Check Your Proeress

Fill in the blanks:

1. XP OS was introduced on

2. OS stands for

3. Pointing device was introduced in OS.
4, Iconis

5.

Internet explorer is used for

1.8 LET US SUM UP

e In this chapter. we saw various versions of operating system.

e We also saw how windows have evolved from command line operating system to
application based operating system.

® We also saw what windows is all about.
e Now we know in brief about the anatomy of windows.

® We have explored about the features and functionality of windows XP.

1.9 LESSON END ACTIVITY

Why we need so many operating systems? Why updated versions of operating systems
are important”? Use mternet to find it out.

1.10 KEYWORDS

DOS [Disk Operaung System]: It is a kind of operating system used in early days.

OS: It is a short torm for operating system.
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MS: 1t is the short form of Microsoft.

PC [Personal Computer): It slands for personal computer popularly known as
desktop.

CD-ROM [Compact Disc Read Only Memory]: 1t is a short tor CD drive you use for
storing data.

DVD [Digital Versatile Disc/: It is a kind of CD having better features then typical
Ch.

XP {Windows XP]: It stands for Windows "experience", because XP is supposed to be
a whole new great experience with Microsoft.

1.11 QUESTIONS FOR DISCUSSION

1. Write a short note on the new teatures of Windows XD,

2. What are the significant changes brought in Windows 9% and 957
3. Differentiate between DOS operating system and Windows XP.
4. Write a detailed note on Windows XP.

5. What do you understand by windows anatomy?

6

Explain the evolution of operating system in detail.

Check Your Progress: Model Answer
i. 24™ August, 2001

Operating system

Windows 95

2
3
4. Representation of program
5

Web browsing

1.12 SUGGESTED READINGS

O'Hara, Shelley, 2003, Absolute Beginner's Guide to Microsoft Windows XP.
Covers connecting to the Internet, maintenance, applications, and multimedia features.
Harry L. Phillips, 2012, New Perspectives on Microsoft Windows 7 for Power Users.

Without assuming prior knowledge of the operating system, this text allows students
to quickly review the basics, and move on to cover more adyvanced concepts and
features.

Guy Hart Davis, 2007, Mastering Microsoft Windows Vista Home: Premium and
Basic.

The FTP site appears in the Internet Explorer window as a scries of links: Click the Up
to Higher Level Directory link 1o go ... Windows Live Spaces was formerly known as
MSN Spaces before Microsoft brought it into the fold of Live services.
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ACCESSORIES AND TOOLS
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CONTENTS
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22 Calculator
2.2.1  How to Open a Calculator?
2.2.2  How to Use Calculator?
2.3 Character Map
2.3.1  How to Open Character Map*?
2.4 Using Outlook Express
2.5  Address Book
2.5.1  How 1o Open the Address Book?
2.6 Microsoft Paint
2.6.1  How to Open MS Paint?
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2.15  Windows Picture and Fux Viewer Overview

2.1o HyperTerminal and Windows Messenger
2.16.1  How to Open HyperTerminal?

2.17  Windows Messenger

2.18  Windows Movie Maker

2.19 LetUs Sum Up

220 Lesson End Activities
221 Keywords

2.22  Questions for Discussion
2.23  Suggested Readings

2.0 AIMS ANDOBJECTIVES

After studving this lesson. you should be able to:
e Learn about windows accessories and tools
e Know how to usc the tools

e Learn about the need for tools

2.1 INTRODUCTION

This lesson is all about windows XP features, programs and tools that allow us to
customize our computing experience. In this lesson, we will explore about different
tools and their working capabilities.

Every window operating system contains a vast variety of tools and supporting
program to aid its user. These tools, accessories and program are very useful in order
to make work more professional. Tools have a huge role in every computer program.
These tools and accessory programs are very important in increasing the productivity.
They save a lot of time and money of its user because by using these tools a user can
do a lot of tasks in very short span of time.

22 CALCULATOR

Windows calculator is an application included in all windows version operating
system, It is used for performing various types of calculation like simple calculation,
scientific calculation or programming calculations.

Calculation application was first introduced in Windows 1.0 as a simple calculator. In
Windows 3.0, scientific mode was added in which the user could perform exponents
and root, logarithms, factorial base function, etc.

In Windows 1. more features were added to the calculator like statistics, unit
conversion, date calculation and worksheet mode calculator was remodelled for the
first time since its introduction.

















mailto:account@1and1help.com
















2.6.3 MS Paint Tool Box

The tool box is a very usetul part of paint. It contains a lot of tools that help in making
graphic paintings. Tool box have the following tools:

® Free from selection and select tool: This tool is used for selecting specitic part of
image, we can copy and paste selected part of an image in some other part of
image. We can also use this tool to delete specific part of image.

® FErase or colour crase: This tool is used to remove your drawing or a part of
image. We can select the size of eraser as per requirement manually.

® Pick colour: This tool helps us to pick any specific colour and make it as the
actively available colour by default.

® Pencil: This tool is used for drawing, there are a variety of pencil art available in
paint we can choose thickness of pencil.

® Airbrush: This tool is used for spraying colour in your creation. We can select the
thickness of airbrush manually.

® Line tool: This tool helps us to draw a variety of lines with different measures of
thickness. We can choose what kind of line we want 1 our creation manually. To
make line, hold mouse click and stretch it to the length you are looking for. Select
thickness of line tfrom toolbox. ’

® Rectangle tool: This tool is used for making rectangle shape tn our creation. We
can also draw a square shape by press holding the shift key. To make a shape hold
your mouse and stretch the pointer till desired size is not achieved.

® Ellipse tool: This tool is used for drawing ellipse 1n drawing. We can also draw
circle using this tool by press holding the shift key before you start dragging your
mouse.

® Fill with colour: This tool is used to fill specific colour in an object drawn in your
creation.

e Magnifier. This 100l 1s used for zooming purpose. We can 7oom any specific part
of drawing. We can seclect the size of zoom simply by clicking on drawing until
desired zoom is not achieved.

e Brush: This tool is used for painting. There are a variety of brushes available in
Paint, we can sclect the kind of brush as per requirement.

e Text: This tool 1s used for inserting text in drawing We can choose a variety of
font, style, colours und different font size also.

® Curve, Polygon. Rounded rectangle: These tools allow the user to create different
shapes with respective to the names given to tool.

® (Colour box: This tool helps you to choose different colours in drawing.

2.7TNOTEPAD

Notepad is a text editor. “What is Text editor?"” Text editor is an application program
that helps you to type and create simple text document. Even if you write numbers text
editor will treat it as text only. Now let’s get back to Notepad - it is an application
program. “What ts an application program?” An application program 1s a kind of
software which is developed to accomplish a specilic task tor which only like text
editor can be used to create text documents. Now, again let’s get back to NOTEPAD.

Notepad is an application program used for creating simple text document. Notepad 1s
used for reading and writing .txt files only. we can never nsert an image in a notepad
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page could be any valid web page available over the network. Every web page
will have some extension and every extension have its respective significance like
.com stands for commercial web page, .gov stands for government web pages,
.edu is for educational web pages, .in stands for India, etc.

Tool bar: Internet explorer has fine quality of tools available in tool bar. These

tools aid its user while exploring the internet.

(a)

(b)

(c)

(d)

(e)

Forward and backward button: This tool allows the user to traverse between
pages. Internet explorer is capable of storing sessions so if the user wishes to
go back to the page previously viewed, the user can go back to it using back
button and if user wishes to come back to the page before going back, then the
user can use forward button to come back to the point where he started from.

Refresh and stop button: The refresh button is used to rcload a page whereas
the stop button is used when a user wishes to stop processing going on in
internet explorer.

Home and search buttons: The Search button will take you to the page that
you have set as default scarch page, if you haven’t sct any page as default
search page then it will take you to Microsoft default search page. If you press
back button after clicking the home buttorn then internet explorer will take you
to the page that you just left behind.

Home button will take you to the page that you set as default home page. You
can choose any website or most commonly used webpage as home page.

Favourites, history and medfa button: Favourites button will show you the list
of web pages that you visit most often. Before viewing this list, we need to
enter the web pages which we like the most, so 10 do so we need to click on
add to favourires option available in tool bar to add any page to favourites list.

History button will display the list of pages open in internet explorer. IE keeps
track of history by itselt, no one need to add pages to history. But yes we need
to empty history from time to time o keep the internet explorer healthy. If we
don’t remove history of internet explorer then it becomes heavy and hence
leads to slower processing.

Media button will play online streaming audio and video using Windows
Media Player.

Mail and print button. Print button allows you tu print the current page. Mail
button will open the e-mail box set as default, if no mail id is set as default
then it will traverse page to MSN.com

2.11.2 Advantages of Internet Explorer

e Internet explorer is free.

e Internet explorer is most popular.

e [t is very simple to use.

® [tis very less error pronc.

e We can stream live audio and video in internet explorer.

® We can traverse between pages move back to previous session and can go
forward.

® Internet explorer saves oid sessions.

e Saves pages offline.















e Internet Options: This tool helps to change settings of internet explorer such as
history, connections and security.

® Keyboard: Herc you can adjust the settings such as how fast the keyboard will
repeat a character when u key 1s held down and the cursor blink rate.

® Mail: This tool allows you to change settings of outlook express.

® Mouse: This option 1s used to adjust the mouse settings. We can change mouse
pointer and effects (c.g., processing effect will have rotating round, we can change
that effect using mouse option available in control panel).

® Network Connections. This tool is used for customuzing vour network settings. It
will show you all the active network connections. If vou wish to set up new
connection use this option to do so.

® Phone and Modem Options: This tool is used for changing settings of your
modem and computer calls.

® Printers and Fuxes: This tool is used to add a ncw printer to your system or to
change printing properties.
® Scheduled Tasks. This tool helps you to run some task at certain time of a day.

® Security Centre: This tool keeps a check of your windows security, firewall, virus
protection, etc. [t tool helps you to set your security check on auto update.

® Sounds and Devices: This tool is used to adjust sound settings of your computer.
By using this opiton, you can set different sounds on different occasion. This tocl
is also used to troubleshoot your sound hardware. -

® Specch Propertics: This tool will adjust properties of speech input that is used for
reading text in computer voice.

e System: This tool gives you detailed information of your computer hardware and
software configuration.

® User Accounts: This option is used to change the user settings who are logging in
your computer. By using this tool, you set programs and features that a particular
user can view.

e Wireless Network Setup Wizard: This tool allows you tu set devices that can use
your wireless access point.

2.15 WINDOWS PICTURE AND FAX VIEWER OVERVIEW

This program is a windows utility program used for viewing images coming from
digital or any other extemal medium. This is a default program that opens up every
time when we open an image, to view this program have no drop down menu. All it
has is set of some tools that allow you to view, traverse, zoom, rotate. print, save with
new name, delete and edit image currently viewing.

To open windows image and fax viewer all you need to do is to double click image in
“my picture folder” and as a result image will open in fax and image viewer.

If you don’t want to open an image in this program then select and left click on the
image, then choose option “open with” and then choose the program that you wish the
picture to open in. If you don’t choose any program then picture will open in image
viewer by default.
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2,19 LET US SUM UP

e This lesson is all about windows tools and accessory.

® We have seen how these tools are helpful.

® We explored various drop down menus of various programs.

® We have also discussed a bit about text editor.

e In windows, we have WordPad and Notepad as basic text cditor.

® Now we know about the basic structure of internet explorer,

e We are also aware about the advantages and disadvantages of internet explorer.

® We know now how windows media player and windows movie maker work.

2.20 LESSON END ACTIVITIES

1. Use WordPad and Notepad to create a file and see what extension vour file has.
Also try to find out all media extension using mternet. Try to customize your
internet explorer.

2. Use internet to find all DOS commands and its syntax.

221 KEYWORDS

.Ixt [for text file]: 1t 1s the format used for text filcs.

.exe [executable filej: By using this file, we run installation of any program in
computer,

OS [Operating System): OS is a program that acts as a base to run any application 1t
provide user and user triendly GUI to work on. :

IE [Internet Explorer]: This is the program used for accessing web pages available on
internet.

MP3 [Moving Picturc Experts Group Phase 3] This is the extension used for video
files.

URL [Uniform Resource Locator]: A Uniform Resource Locator (URL). colloquially
termed a web address 1s a reference to a web resource that specifies its location on
a computer network and a mechanism for retrieving it.

MSN [Microsoft Network]: 1t was a kind of messenger service used in older days.
LAN [Local Arca Network]: 1t is a type of network topology.

TCIP [Transmission Control Internet Protocol]: It 1s a protocol used to sending and
receiving files trough e-mail.

IP [Internet Protocol]: It is a protocol used for intemet browsing.

MS [Microsoft]: This is a casual name used for Microsoft.

2.22 QUESTIONS FOR DISCUSSION

1. List all the difference between Notepad and WordPad.
2. What is MS Paint? Explain in detail.

3. What are the various tools available in MS Paint?

4

Write a short note on Text Editor.
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5. List out the differences between Windows Media Player and Windows Movie
Maker.

6. Describe how to use Outlook Express and NetMeeting”
7. Write a short note on MSN and HyperTerminal.
8. Write short notes on:

(a) Internet explorer

(b) Calculator

(c) Character map

(d) Control panel

(e) DOS

Check Your Progress: Model Answer
. Application, calculations

Accessory folder

Windows mail

Text editor

vos e

Restart session

2.23 SUGGESTED READINGS

Shelley O'Hara, 2003, Ahsolute Beginner's Guide to Microsoft Windows XP.
Covers connecting to the Internet, maintenance, applications. and multimedia features.
Harry L. Phillips, 2012, New Perspectives on Microsoft Windows 7 for Power Users.

Without assuming prior knowiedge of the operating system, this text allows students
to quickly review the basics, and move on to cover more advanced concepts and
teatures.

Guy Hart Davis, 2007, Mastering Microsoff Windows Vista Home: Premium and
Basic.

The FTP site appears in the Intermet Explorer window as a series of links: ¢ Click the
Up to Higher Level Directory link to go ... Windows Live Spaces was formerly known
as MSN Spaces before Microsofi brought it into the fold of Live services.
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3.0 AIMS AND OBJECTIVES

After studying this lesson. you should be able to:

e Define file and folder

® Learn how to create files and folders

e Explain the differences between files and folders

e Discuss the various methods of opening files and tolders

3.1 INTRODUCTION

In this lesson, we will learn about how to create a tile and foider in Windows XP. In
this lesson, we will explore different shortcuts used to create files in windows. We
will also gain knowledge about arranging of files and tolder in different order.
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® Press enter.

® Drag newly created shortcut to desired location or cut the shortcut by opening its
properties and paste it on desired location.

3.6.3 Create a Shortcut using Microsoft's Wizard

To create a shortcut using Microsoft wizard takes the following steps:

® Choose the location where you want to create shortcut on for example; on
desktop.

e Right click on the empty space available.

e Select New option given in pop-up menu.

e From New select "“Shortcut option. Double click or press enter.

® Browse the location of file for which you want to create shortcut.
File Shortcuts

While working on files some of the common shortcuts are used to perform tasks more
quickly. For example. if we want to select entire content of file we drag the mouse by
holding left mouse button to the end of file instead of this we can use keyboard
shortcut “Ctrl+A” to select tull content of file, this method is quick and efficient.

Using shortcut for file manipulation gives a quick and faster file processing solution.
All we need to do is remember all the shortcuts while working on files and folders.
Files and folders will have separate set of keyboard shortcuts. Still some are common
for both.

Windows XP keyboard shortcuts are given ahead.

3.6.4 Windows System Key Combination

F1: Help

CTRL+ESC: Open Start menu

ALT+TAB: Switch between open programs

ALT+F4: Quit program

SHIFT+DELETE: Delete item permanently

Windows Logo + L: Lock the computer (without using CTRL+ALT+DELETE)

Program Key Combination
CTRL+C: Copy

CTRL+X: Cut

CTRL+V: Paste

CTRL+Z: Undo

CTRL+B: Bold

CTRL+U: Underline
CTRL+I: 1talic

Windows Explorer for S¢  ted Object
F2: Rename object
F3:Find all files



CTRL+X: Cut
CTRL+C: Copy
CTRL+V: Paste

SHIFT+DELETE: Delete selection immediately, without moving the item to the
Recycle Bin

ALT+ENTER: Open the properties for the selected object.

General Folder Shortcut

F4: Selects the Go To A Different Folder box and moves down the entries in the box
(if the toolbar is active in Windows Explorer).

F5: Refreshes the current window.

F6: Moves among panes in Windows Explorer.

CTRL+G: Opens the Go To Folder tool (in Windows 95 and Windows Explorer only)
CTRL+Z: Undo the last command

CTRL+A: Select all the items in the current window

BACKSPACE: Switch to the parent folder

SHIFT + click + Close button: For foiders, close the current folder plus all parent
folders

Reference: Microsott MSDN

o

Fill in the blanks:
F1 shortcut key is used for

Folder is

Every file will have

Shortcut provides to programs.

wok »w -

A folder will never have

3.7LET US SUM UP

® Now we know what is tile and what 1s folder.
® We know the various methods of creating files and folders.
® We know now the difference between file and folder.

® We can now make shortcuts to gain quick access to mostly used programs.

3.8 LESSON END ACTIVITIES

1. Create folder and subfolders and try making folder with no name and note the
output. Try creating Nle having link of some other file, make its shortcut on
desktop.

[

Try using all shortcut keys on files and folder and see what happens. Note the
output.

47
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3.9 KEYWORDS

Exe [executable file]: Using this file, we run installation of any program in computer.

Txt [text file] extension is used for text files only.

OS: 1t is the short form used for operating system.

Ctrl [control key]: It is a key present on keyboard for performing various operations.

Alt [alternate key]: It is a key present on keyboard for performing various operations.

3.10 QUESTIONS FOR DISCUSSION

1.

A T

What is a file? Explain.

Write a note on folder.

How to create a shortcut?

What are shortcut keys?

Why do we create shortcut for files and folders?

Is it possible to create a file without any extension? If no, then explain why?

Write in detail all the methods for creating files and folders.

Check Your Progress: Model Answer

1.

2
3
4.
5

Help

Place holder
Extension
Quick access

Extension

3.11 SUGGESTED READINGS

Shelley O'Hara, 2003, Absolute Beginner's Guide to Microsoft Windows XP.

Covers connecting to the Internet, maintenance, applications, and multimedia features.
Harry L. Phillips, 2012, New Perspectives on Microsoft Windows 7 for Power Users.

Without assuming prior knowledge of the operating system, this text allows students
to quickly review the basics. and move on to cover more advanced concepts and

features.

Guy Hart Davis, 2007. Mastering Microsoff Windows Vista Home: Premium and
Basic.

The FTP site appears in the Internet Explorer window as a series of links: Click the Up
to Higher Level Directory link to go ... Windows Live Spaces was formerly known as

MSN Spaces before Microsoft brought it into the fold of Live services.
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— EEEE—
4.0 AIMS AND OBJECTIVES

After studying this lesson, you should be able to:

® Understand how to customize your Desktop and its button

® Discuss how to change the start Menu Style

® Understand customization of Start Menu
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4,11 LET US SUM UP o

Customizing Your Computer

e This lesson is all about changing the appearance of your computer screen, mouse,
background, etc.

® We also saw how to use control panel to add and remove fonts.
® By using control panel, we also learn to change mouse si  1gs.
® Now we know what is logging off from computer and how to perform it.

® We also learnt about the significance of quick launch bar and about various
options available at quick launch bar.

4.12 LESSON END ACTIVITIES

1. Use control panel to install a new font in computer. Download new front from
internet and create a file in WordPad using new font downloaded.

2. Try changing appearance of your mouse pointer. Make it cascade style.

4.13 KEYWORDS

GUI [Graphic User Interface]basic idea of GUI is to sh  user their working area on
which they can perform various functions.

XP [Extended Procedure]: 1t is a kind of an operating system.

Exe. [executable file]: Using this file, we run installation of any program in computer.

4.14 QUESTIONS FOR DISCUSSION

1. How to hide and display quick launch menu?

Mention the step by step process of changing wallpaper.

How to create custom screensaver?

2

3

4. What is log off? Explain its importance.

5. How to install a new font without control panel?
6

What do you understand by customizing your computer?

Check Your Progress: Model Answer
1. Working area [GUI]

Default start menu, classic start menu
Option to save desktop from overheating
Pointing objects to open them

Control panel

ISANS U S

Log off button at start menu
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4.15 SUGGESTED READINGS

Shelley O'Hara, 2003, Absolute Beginner's Guide to Microsoft Windows XP.
Covers connecting to the Internet, maintenance, applications, and multimedia features.
Harry L. Phillips, 2012, New Perspectives on Microsofi Windows 7 for Power Users.

Without assuming prior knowledge of the operating system, this text allows students
to quickly review the basics, and move on to cover more advanced concepts and
features.

Guy Hart Davis, 2007, Mastering Microsofi Windows Vista Home: Premium and
Basic.

The FTP site appears in the Internct Explorer window as a series of links: Click the Up
to Higher Level Directory link to go ... Windows Live Spaces was formerly known as
MSN Spaces before Microsofi brought it into the fold of Live services.
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5.6.2  How to Insert Smart Tag? And how it Works?

5.0 AIMS AND OBJECTIVES

After studying this lesson, you should be able to:

® [ .carn about various office suites

® Focus on why MS Office is best

® Explore and acquirc knowledge on various softwar

with MS Suite package

¢ program that come along






K Office

This is a free office suite. This application includes K word for word processing, K
cell for spreadsheet and show case for presentation. Since it's a free tool it largely
depends on volunteer for update and maintenance.

Soft Maker

This productivity tool includes Text Maker for word processing, Plan Maker for
spread sheet application and presentation. This application is not a free application.

5.4 MICROSOFT OFFICE XP SUITE

Office suites are the applications sold in a package with almost same interface but
with different properties. One the most popular office suite application is “Microsoft
Office”.

This application has versatility encompassing a vast variety of tools and support for its
users. The reason for its popularity comes from its simplicity and its strong support
that makes it a user friendly application. A typical Microsoft office suite contains the
following application:

MS Word

PowerPoint Presentation
MS Excel

MS Access

One Note

Outlook Express, etc.

MS Word

It is a word processing tool that offers tools for text formatting and text processing. It
lets its user to create creative word document. File created in word is called document.
MS Word is a very popular tool. It is very simple to use. It allows us to create
document containing pictures, sound and videos. Files created in word are saved with
.DOC extension.

MS PowerPoint

This tool is used for creating presentation. Presentations are created using slides. A
slide is like a page that can contain special text, image, amimation. sound effects, etc.
By using this tool, we can present ideas in a creative way. Files created in PowerPoint
are saved with .PPT extension.

MS Excel

This tool is used for mathematical calculations. A file created in excel is called a
worksheet. We can store related information in one file. A single unit in which data is
stored is called “cell”. We can apply various advance mathematical formulas in a
work sheet to perform calculation. Files created in excel are saved with .XLS
extension,

MS Access

This tool is used for database management [DBMS). This tool gives its users an
integrated environment {GUI] to create, update and relate 1. DBMS is created in
tabular form which can be edited easily in care of any error. Unlike other DBMS tools
it is very simple to use. It also gives its user a set of very usetul tools to make data
base.
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Every software product will have one product key which will remain unique to

product. This key is used to activate the product. This key is also responsible for

validating your preduct authenticity. To install MS Office take the following steps:
® Click Start, point to Settings, and then click Control Panel.

e Double-click Add:Remove Programs, click Add New Programs, and then
click CD or Floppy.

e C(lick Next.
e Click Browse.

e Locate the root folder of the Office source location, click Setup.exe, and then
click Open. Setup.cxe is added to the command line that appears in the Open box
of the Run Installation Program dialog box.

e Click Finish to run Othice Setup.

e [f requested, type your customer name and product key (CD key) information in
the appropriate boxes, and then click Next. Note The Next button is not available
until you type a valid product key.

e Accept the End User License Agreement, and then click Next.

e Specify the location where you want to install Oftice, and then click Next.
e On the Choosc which applications for setup to install page, click Next.
If you click

Choose detailed installation options for each application on the Choose which
applications for setup to install page, and then click Next, the feature tree appears on
the Choose installation options for all Office applications and tools page. Because
Office Setup detects that you are using Terminal Services. only the installation states
that are available are Not Available and Run from My Computer.

Common Elements of the Suite, Introduction, Different Integrated Items in Office
Suite, Menu Bars and Toolbars, Shared Tools, Objects, Linking, Embedding, Office
Assistant and Online Help.

Cheek Your Progres;
Fill in the blanks:

1. Officeisa software.

Office suite contains and fundamental programs.

MS Word is used for

MS Office is popular because

Voice diction and voice commands are feature ot

A

Office task pane provides quick access to

5,10 LET US SUM UP

e This lesson is all about office suite package programs.
® This office suite programs are used for helping user to do task much efficiently.

e There are various kind of office suite package available, among those also MS
office is one the most popular option.
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5.14 SUGGESTED READINGS

Jennifer T. Campbell, Steven M. Freund, Mark Frydenberg, 2016, Shelly Cashman
Series Discovering Computers & Microsoft Office 365 & ...

Gary B. Shelly, 1995, Microsoff Office.

Advanced Concepts and Techniques expands on those projects, showing you
additional capabilities that help increase your productivity. With Introductory
Concepts and Techniques, you'll gain a better understanding of Microsoft Office

“Manager.
Joesph Habraken, 200!, Microsoft Office XP 8-in-1.

73
Microsoft Office XP Suite with
Other Office Suites












® Functional or main toolbar: This tool bar contains tools such as print, save, help,
zoom, et¢. this toolbar has the basic function on a file.

® Object toolbar: This tool bar contains object tools with reterence to current open
file, like for example if you make the font bold in your file then bold font will
appear in your current opened file only and not in any other file. These toolbar are
objectified for specific tile only that is they are called object tools.

6.4 SHARED TOOLS

Shared tools in oftice suite are those tools that are available in all the versions of
office suite. Shared tools are also those tools that every application in office suite will
have. For example, print. this tool is found in all the applications of office suite
package. Shared tools have changed with increasing needs for consumers, some got
discontinued, some got modified whereas some remained the same as when
introduced. Some common shared tools are as follows:

® Equation Editor: This tool is used for making mathematical equations. This tool
is included in all commercial applications of Microsoft Office. This tool is no
longer a detfault tool for making equations.

® Microsoft Graph: This is originally known as Microsoft Chart. This tool is used
for making charts in applications like Excel and Access. Otfice supports many
types of chart. In office 2007, new graph engine was introduced which support 3D
graphs to make visualization of graphs more interesting.

® Word art: This tool is available in 30 different styles of Microsoft Office suite.
This tool enables us to create text with various effects such as starched, rotated,
etc. This tool is available from a very long time though it can be medified using
customize tool bar.

® Smart art: Smart art 1s special form of a graph that shows hierarchy. It allows user
to insert text in it to show what this graph is about. There are about 115 smart art
available in Microsott Office suite. Smart art is available in under smart tab of MS
Office. smart art changes its colour, theme. style, etc. to match current document
formatting.

6.5 OBJECT LINKING AND EMBEDDING

Object linking and embedding is supported by Microsoft Office. By using this
method, we can access the content of one program in another program. For example,
you can link excel file in word document or vice versa. We can create object of only
those program that supports object linking. Link remains as a separate file, it cannot
be updated. Like if you linked a X file in a Y file and later you made changes in X file
then those changes will not be brought to X file. Anyways we can remove the link and
can also reline the file in order to get updates.

6.5.1 When to Use Linking of an Object?

We use object linking between tiles when we want a file to get updated using object.
Remember the source file remain unaffected. For example. if we are using object
linking between X and Y tile, we have created an object of X file in Y file. Then we
made some changes in Y file using object only as ares  object file will get updated
not the source file.

6.5.2 When to Use Embedding of an Object?

We use object embedding when we want the source file 1o be viewed only. When we
embed a file in another file then source file can only be viewed. This is one method of
hiding source file trom modification.
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7.0 AIMS AND OBJECTIVES

After studying this lesson, you should be able to:

® Aim to gain knowledge about task panes
e Know about the significance of task pane
® Be aware about how to use these task pane? How to add and remove task pane?

® Acquire knowledge on different types of task panes

7.1 INTRODUCTION

The task pane was introduced in MS Office 2003. This feature brought a major change
in the GUIT of office suite. Task pane is a multipurpose window located at right side of
window anatomy. Following arc the features that every task pane will contain. It is
also known as global task pane The purpose of task panc is to provide quick access to
useful and most often used tunctions. Every application will have its own task pane
with different options.




























Simply select the Contact E-mail item in the To: dropdown and enter a subject for the
e-mail. Finally click on the OK button to send the e-mails using your e-mail software
(e.g., Microsoft Outlook). Please note that when you click the OK button, the e-mails
are sent without any further intervention from yourself and you do not have any
opportunity to review the e-mails before sending.

Fill in the blanks:

1. Task pane was introduced in

2. Task pane window 1s at side of window.
3. Task pane provides access.

4. To display or hide use option.

5. Clipart after searching appears as B

7.7 LET US SUM UP

e In this lesson. we learnt about the significance of task panc.

e Know we know about different types of task panes and their use.
® We can hide and display task pane using view tab.

e To insert clipart, we use insert clipart task pane to style text.

e We use style and formatting task pane and to create e-mails we use mail merge
task pane.

7.8 LESSON END ACTIVITIES

l. Using mail merge option and mail merge task pane send e-mail to your friends.

2. Use clipart task pane to inset clip from clip art library. Try to insert some image
from clip art gallery.

3. List the details of all style used in a file.

7.9 KEYWORDS

GUI [Graphic User Interface] basic idea of GUI is to show user there working arca
on which they can perform various functions.

MS is short form used for Microsoft.

PPT [Power Point Presentation] extension is used for MS PowerPoint files.

7.10 QUESTIONS FOR DISCUSSION

What is task pane’’
Differentiate between research task pane and scarch task panc.

Write a note on clip art task pane.

1
2
3
4. How to use mail merge task pane to create an e-mail? Explain in steps.
5. Explain all the additional task pane.

6

What do you understand by style task pane? Explain with supporting diagrams.
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Check Your Progress: Model Answer
1. MS Office 2003
Left corner of window
Quick access to trequently used programs

2
3
4. View tab
5

Icons

7.11 SUGGESTED READINGS

Jennifer T. Campbell, Steven M. Freund, Mark Frydenberg, 2016, Shelly Cashman
Series Discovering Computers & Microsoft Office 365 & ...

Gary B. Shelly, 1995, Microsoft Office.

Advanced Concepts and Techniques expands on those projects, showing you
additional capabilities that help increase your productivity. With Introductory
Concepts and Techniques, you'll gain a better understanding of Microsoft Office
Manager.

Joesph Habraken, 2001, Microsoft Office XP 8-in-1.
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8.0 AIMS AND OBJECTIVES

After studying this lesson, you should be able to:

e Use MS Word proficiently
e Use different features of MS Word
e Know about MS Word's tools and menus

® Become aware about MS Word file types and file manipulation

8.1 INTRODUCTION

Word processing is a soitware program that allows its user to make text files. Text
processing is far more then just text. It encompass a vast variety of tools and functions
to facilitate its user to:

® (Create files
e Update files
e Delete files

Word processor programs cnable us to create, delete. manipulate, store, retrieve and
print files. A file created in a typical word processor 15 called a "document”. These
programs help us not only to type a file but it also helps in correcting wrong words.
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we can have a varicty of fonts, we can a copy part of text without retyping it, we can
insert figures, pictures, special character, etc.

These all features of word processor make it a very strong tool for office automation
because it substantially reduces the eftfort tor creating a new document.

8.2 FEATURES OF WORD PROCESSOR

Word processor programs enable us to create files containing text, pictures, graphs,
tables, special text, ete. These all features are not available in traditional manual
typewrite. To use word processor a user does not need to acquire any special skills.
User with limited computer knowledge can also use the word processor program
easily.

The following are the featurces of word processor program:

Typing

All word processor allows their users to insert any kind of text in a working area of
text processor, In any text processor, there is no limit to add text in a file. We can copy
text to any part of a file. We can create paragraphs. We can also delete or move any
part of the text. Cutting a part of the text is a different operation of file manipulation
and copying a part of text 1s a ditferent operation.

We can copy a part of text many times within a file or in any other file also. But it we
cut a part of text, we can only paste it once in any part of a tile or any other file.

Saving

All text processor allow their user to save the work on any part of the hard disk
[IIDD]. The saved work is called document. If we try to exit text processor without
saving the file content then text processor prompts its user to save the work. If there is
an event like power failure then most processor allows their user to recover the lost
progress.

Adding, Removing and Apphing Text [Find and Replace Operation ]

This operation of a word processor allows you to change any string with another
string. Once this option 1s chousen then it is applicable to entire document currently
typed. For example, if you wish to change string “ram™ with “Rama™ then in find box
you will type “ram™ and in replace box you will type “"Rama™ iand then press ok to sce
the changes in entire current document “ram™ will get replaced with “Rama”. This
whole process is done automatically, no manual interference 18 required.

Change Style

Every word processor program s loaded with a variety of styles and font, we can
choose any of 1t as per our requirement.

Spell Check of Words

This feature of word processor notifies user on the event of spelling mistake by
underlining the mistaken word with red colour. It also notifies the grammatical errors
by underlining them in green colour. Although we can ignore the spelling mistake or
grammatical errors but it is always strongly recommended to correct.

Header and Footer

This function allows user to add details to a document. Header and footer note are
used for adding details to a page. Header 1 footer note arc water mark effects that
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Allow Sharing of Document

We can share a document over internet, with friends, in office and anywhere we think.
MS Word is supported by most ot the OS so it makes it casy for us to open and read
file without being worried about readability. We can also send MS Word files through
e-mails and other digital mediums.

Security

MS Word offers strong security features in order to protect documents. MS Word has
password protection to invoked security. By using password, we can prevent the
document from unauthorized access.

8.3.1 Starting MS-Word [Four Methods to Open MS-Word]

To open MS Word is very simple, all you need to do is to ¢lick on start button-> then
select all programs -> then click on MS office, there will be many programs under MS
office package. Select “Migcrosoft Word” double click or press enter to open MS
Word. Other than this there are few more methods available to open MS office.
Method 1

Click on start button type {word] without bracket in search box. Select “Microsoft
word”

Method 2

Open window dialogue by pressing window key and “R™ key together. Type
[WinWord.exe] in run dialog box. Remember this method 1s case sensitive. To have
successful output type it exactly like as it’s mentioned above.

Method 3

Right-click on an empty area of the Windows 7 desktop. Hover the mouse pointer
over "New" in the menu that appears. Click "Shortcul” "Type or copy and paste
"C:\Program Files\Microsoft

Method 4

Click start menu select "All programs” point on Microsoft Office select “Microsoft
Word”. Double click or press enter to open MS Office.

8.3.2 Chief Elements of MS-Word Window
There are various window clements in MS-Word. Each element has a specific task.
Each tool has its own role in document formation.

Title Bar

This bar is used for showing the title of document. Title of any document is the name
given at the time of saving the file. If document is new or we have used no name while
saving the file then title bar will show “untitled document™.

Control Buttons

Along with title bar there cxists control button to close or to minimize or to maximize
the window. Maximize option will open window to display size.

Menu Bar

Using these drop nenus. we can do a lot of task like to save a file or to open a
file or to print a document, etc. These drop down menus will also have standard
formatting options also.
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Ruler Ruler on which you can set tabs, paragraph alignment, and other formats.

Insertion Point Blinking vertical bar that indicates where the text vou tvpe will be inserted. Don’t
confuse the insertion point with the mouse I-beam. To move the insertion point,
just click the mouse where you want the point moved.

End-of-File Non-printing symbol that marks the end of the file You cannot insert text after this
Marker mark.

Selection Bar Invisible narrow strip along the left edge of the window. Your mouse pointer
(Gutter) changes to a nght-pointing arrow when it is in this area. It is used to select a line, a

paragraph, or the entire document.

Split Handle Double-click to split the window in two (to view difterent portions of the same
file). Double-click to return to one window.

Status Bar Displays page number, section number, and total number of pages, pointer position
on page and time of day.

Task Pane Displays and groups commonly used features for convenience.

Office Assistant | An animated character that can provide help and suggestions. There are multiple

characters to choose from, and it is possible to turn the Office Assistant off.

Displaying and Hiding the Toolbar

Method 1

To show or hide the toolbar take the following steps:

® Open MS Word.

® Click on “View Menu” (drop down menu).

® C(Click on the check box that you want to display.

® Uncheck those toolbars that you wish to hide.

Method 2

® Open MS Word.

® Right click on the menu bar or toolbar depending on version.

® A pop-up menu will appear.

® Now select the toolbar that you want to display and uncheck those you want to
hide.

8.3.3 File Operations in MS-Word

File operation encompasses a vast variety of operations that one can perform to gain
maximum performance. File operations are as follows:

New

This operation lets you create new file. When we select the new option we get black
template. If you made any changes in other fiie, it will get removed and settings will
return to default.

Open

This option will let you browse the file saved on any location of hard disk. Using this
operation, we can access external drive also like pen drive, etc.

Close or Exit

This option is use « e a currently open file. Using cross button, we can close
currently open file.
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9.17 Cursor Movement with Keyboard
9.18 LetUs Sum Up

9.19 Lesson End Activitics

9.20 Keywords

9.21 Questions for Discussion

922 Suggested Readings

9.0 AIMS AND OBJECTIVES

After studying this lesson. you should be able to:

® |.earn about text formatting

e Explain the significance of text formatting

e Discuss how to do text tormatting?

® Describe how to insert text and how to perform text manipulation?
e Discuss the significance of spelling check and grammar check

e Explain the various features of advance text formatting

9.1 INTRODUCTION

Formatting text or document stands tfor making changes in default settings. Tool bar
have both text formatting and document formatting tools These tools help us to
design document more efficiently. Text formatting is used for making changes in
written content whereas document formatting is for making changes in document
appearance. Formatting helps us 10 make things look different from usual.

9.2 TYPING THE TEXT, SELECTING TEXT WITH A
MOUSE, DELETING TEXT AND RESTORING THE
DELETED TEXT

9.2.1 Typing the Text

To insert text in a MS Word document is easy all you need to do is to open MS Word.
Take the following steps to insert text in MS Word:

e C(lick on start

e Point on all “All Programs™.

e Select MS Office.

e _ Point to MS Word.

® DPress enter or double click to open MS Word.

e Once MS Word get loaded then you will see MS Word GUI with menus, toolbar
and a blank page with a blinking cursor on it. This linking cursor is called
“Insertion Point™. From this place, we start entering text in a MS Word document.
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® Now we know how to modify various font types, 127
Text Formatting and

® We can have various styles of fonts in document. We can also specity margins Document Formatting
and spacing.

e We can apply header and footer note to add brief description about document.

We can select text using mouse and can move arrow using keyboard keys.

O

19 LESSON END ACTIVITIES

1. Apply header und footer note in document. Use date as header and time and page
number as footer note.

2. Make a list about MS Word features using bullet buttons.

3. Write a paragraph and align it in centre of page, make text bold, italic and
underline. Keep tont size 10 and font colour as red. Make all alphabets capital.

920 KEYWORDS

MS shortcut is used for Microsoft.

GUI display area in which users make entry and perform processing.
Ctrlis a key present in kevboard used for word processing.

Altis a key present in keyboard used for word processing.

9.21 QUESTIONS FOR DISCUSSION

1. How to insert text in MS Word? Explain.

What are the different schemes avatlable in MS Word tor text alignment?
Explain all the methods to delete text.

What do you understand by redo and undo functions in word?

How can we increase font size and change its colour?

Write a note on go tu statement and auto correct.

Write the method of applying borders in word document.

How to insert manual and automatic page break? Discuss.

R - NV S

How many types of murgins are available in MS Word?

Check Your Progress: Model Answer
1. 1

Mouse, keyboard

Delete

Delete

Bold, Italic, Underline

Spelling check, Grammar check
Bullets

Short Notes

e Ny

Moving cursor to specific page
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9.22 SUGGESTED READINGS

Jennifer T. Campbell. Steven M. Freund, Mark Frydenberg. 2016, Shelly Cashiman
Series Discovering Computers & Microsoft Office 365 & ...

Gary B. Shelly, 1995, Microsoft Office.

Advanced Concepts and Techniques expands on those projects, showing you
additional capabilities that help increase your productivity. With Introductory
Concepts and Techniaues, you'll gain a better understanding of Microsoft Office
Manager.

Joesph Habraken, 2001, Microsoft Office XP §-in-1.
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10.0 AIMS AND OBJECTIVES

After studying this lesson, you should be able to:
® Insert table

e Modify and align table

® Insert border and shades in a table

e Know about the significance of drawing and inserting shapes in a document
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® Click the Layout tab, and click the Delete Column option under the Delete Table
Button to delete the selected cotumn.

104 FORMATTING ATABLE

Onee table is created MS Office gives a variety of option to format it. 1t allows you to
beautify it and make it look more attraclive. In table, you can add shades and border
and have variety of font style. You can even preview changes before deciding its final
look.

You can create custom Jook 1able by changing the deflault setting for example using
various settings you have o varety of cell size within one table. You can add and
delete column, rows or entire table itself. You can have same table format for entire
document.

Formatting table is all about chunging default settings and making things look like as
per your requirement,
Using Table Style Tab to Format [able

Once a table 1s created. you can format entire table with the help of “tab style”. This
tab has preview option 1o view actual 1able even before inserting it. Take the following
steps o format table:

® Click on the table you want to format.
e Under table tool click on design tab.

® In “Table Style™ group rest the pointer over each table style until you find a style
that you want to use.

Double click the style to apply it to the table.

10.5 TEXT ALIGNING & FORMATTING IN TABLE

Aligning and formatting text in a table is very integral part ot table development. If
text is not formatied and aligned properly in table it will have no effect on its
productivity, but it will affect its look and  uce overall experience of end user.
Imagine a table having no proper formation but correct data in it. What will be the
output? End user will not gain proper information through such table. So in order 1o
make the table more efficient we must align and format text properly in it.

Text Formating in Table

Text formatting is about making sure that everything fits in given cell of table. We
must make sure that by formatting table we enhance its efticiency and looks. Take the
following steps to format textin a table:

e Sclect the cell or cells that you want to format.

® Click on layout tab.

e Click on propert:  tool in Lable group. It will display table property dialog box.
e Sclect cell tab.

e Click on option button. word will display cell option dialog box.

e Sclect fit text check box.

e Click ok to exit properties.

®» Word will reduce the font size so that text 1 in cell of table.


http:Formatti.ng





































Check Your Progress 147
Tables and Graphics
Fill in the blanks:
1. Tableis and representation of data.
2. To insert a table you have to specity and
3 formula is used for calculating sum in table.
4, 1s used to align text in table.
5. Shapes are available in tab.

10.11 LET US SUM UP

Tables are key tool for data representation.
Table has cells in which you insert data.

You must align table to make it look more attractive and to increase readability of
data.

You can insert formula in table to perform mathematical calculation.

Use MS Office drawing feature to insert drawing in a document. Using various
shapes and structure; you can create interesting eftects in a document.

Using text box, you can create emphasis on specific piece of text.

10.12 LESSON END ACTIVITIES

Create a table having 8 rows and 5 columns. Make double line border for table.
Create a table to pertorm any two mathematical functions.

Draw circle and colour it blue, square as red, and triangle as green. Insert text in
shapes colouring the name of each shape respectively.

10.13 KEYWORDS

MAX () math function to find largest number.
MIN () math function 1o find smallest number.

SUM () math function to find addition of two numbers.

10.14 QUESTIONS FOR DISCUSSION

N AR W N

What do you understand by table?

How to insert a table?

Write a note on how to insert a formula in MS Word?
Explain the process of deleting row and column.
Explain in brief. How to format a table?

What is auto shape and canvas in MS Word?

Write short notes on the following:

(a) Word Art
(b) Text box
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{c) Clip organizer
(d) Creating drawing

Check Your Progress: Model Answer
1. Horizontal, vertical

Row, column

Arithmetic

Text formatting

ok W

Insert

10.15 SUGGESTED READINGS

Jennifer T. Campbell. Steven M. Freund, Mark Frydenberg, 2016, Shelly Cashman
Series Discovering Computers & Microsoft Office 365 & ...

Gary B. Shelly, 1995, Mrcrosoft Office.

Advanced Concepts and Techniques expands on those projects. showing you
additional capabilities that help increase your productivity. With Introductory
Concepts and Techniques, you'll gain a better understanding of Microsoft Office

Manager.

Joesph Habraken, 2001, Microsoft Office XP 8-in-1.
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11.0  Aims and Objectives
11.1 Introduction
11.2  Mail Merge
113 Views in MS Word
1.4 Overview of Templates
11.4.1 Using an Existing Template
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11.43  Create a Web Page based on a Template
11.44 Modify a Document Template
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11.6 Zoom
11.7 Protecting Your Document
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11.9 Inserting ITyperlinks of a Web Page or a Word Document
11.9.1  Types of Hyperlinks
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11.0 AIMS AND OBJECTIVES

After studying this lesson, vou should be able to:
e Acquire the ability to operate mail merge

e (reate a document using template

e Insert various views in document

e (reate your own template

® Modify existing template

® C(reate web page

® Zoom, password protection and hyper! «
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Basically a wizard is like a guide that helps you in creating new files in any program.
Wizard does not offer much customization features hence many users may find it
useless as experienced users want more features in finished files. Apart from that
wizard is only suitable at learning stage. Once you gain command over a product then
wizard is not used at all. Be sure not to confuse between a "wizard" with a "template”.
A template is a pre-formatted document that has already been created, whereas a
wizard is a step-by-step guide that helps you to create your own document.

11.9 INSERTING HYPERLINKS OF A WEB PAGE OR
A WORD DOCUMENT

Hyperlinks are basically location address inserted into a document that have link to
another object or location. We all at some stage of life usc hyperlinks while using
internet. By using this tool, you can enhance the reader experience by linking various
resources to a document. Adding hyperlinks is a very sumple process. Hyperlinks are
clickable elements in a document and it takes you to the location or object they are
mapped with,

11.9.1 Types of Hyperlinks
There are few basic types of hyperlinks that we can include in a word document:

® Relative: Hyperlink i> a shorter address that only includes the location details
necessary to follow the path from the document's current location to another
document within the same location. Thus, the hyperlink connects to another
document relative to its current location. The linked document can be in the same
location, or it can be in a subfolder, but it cannot be outside of the original
document's location.

® Absolute: Hyperlink 1s a full address for the document to be linked to. It includes
every location detail necessary to follow the path to the linked document from
anywhere. The document linked to can be virtually anywhere your computer is
able to access, from your hard drive to a location on the Web.

® Anchor: Link connects locations within the same document. For example, a table
of contents might consist of anchor links that take the reader to specific chapters
within the document.

11.9.2 Inserting a Hyperlink in Your Word Document

To insert hyperlink in a document take the following steps:

® Open MS Word.

® Open any existing file or create new document.

® Insert some text.

e Select the text you want to tumn into hyperlink.

e Right click the selected text and then select option Hyperfink.

e This option will open hyperlink dialog box.

e Embed the link by applying appropriate setting. Choose tab according to your link
type.

® Choose tab if link is a file or web, document or e-mail address.

e Browse the location of file or document that you wish to link.

e Click on ok to exit.

® Test link by clicking it
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11.12 KEYWORDS

PCis short form (or personal computer which ideally means desktop computer.

Wizird is a step by step process of problem solving.

11.13 QUESTIONS FOR DISCUSSION

1. Explain mail merge.

Write all the steps mvolved in creating mail merge.

How to usc zoom and ruler tool to change appearance of document? Explain.
Explain how te create a document template?

Try different views ot MS Word and explain them.

What do you understand by wizard?

How to insert hyperlink in MS Word? Explain its significance.

© N o v s W N

Explain all types ot hyperlink.

Check Your Progress: Model Answer
1. Group document mailing utility tool
Five
Prototype

2
3
4. Increasing and decreasing size of font
5. Password

6

Link to destined address

11.14 SUGGESTED READINGS

Jennifer T. Campbell, Steven M. Freund, Mark Frydenberg, 2016, Shelly Cashman
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Start a New Workbook

"File" menu on the top left of your screen.
Click the "New".

Select the type of file you want to create (usually "Blank Workbook") and press
the "Create" button.

Shortcut: Try pressing Ctrl + N
Click "File menu" on the top ieft of your screen.
Click the "Open" option.

Navigate through your computer's folders to the file you want to open, then click
"Openll.

Shortcut: Try pressing Ctrl + O

Close a Workbook

Click the "File menu" on the top left of your screen.
Click the "Close".

Bear in mind that Excel can have multiple workbooks (files) open at once;
pressing the "Close" icon will only close the current workbook, and will keep all
other workbooks open.

Shortcut: Try pressing Ctrl + W
Click the green "File menu" bution on the top left of your screen.
Click the "Save".

Navigate through your computer's folders to the location in which you'd like to
save your workbook. then click "Save".

Shortcut: Try pressing Ctrl + S on Windows.

Print a Workbook

Click the green "File menu” on the top left of your screen.
Click the "Print”.

Edit the settings that appear until the previeW in the right-hand pane appears as
you would like it to print, then press the "Print" button.

Shortcut: Try pressing Ctrl + P on Windows.

12.6.2 Excel Worksheets

MS Excel allows its user to have multiple worksheets in a single workbook.
Worksheets are created in tabs. These tabs are located at the bottom of each
workbook. Each worksheet have its own unique name, by default every work book
will contain three worksheets namely sheetl, sheet2, sheet3. You can freely add and
remove sheets from workbook. To navigate through these tabs all you need to do is to
click on them. Or use Ctrl+ PgUp or PgDn shortcut keys. To open option/property .
menu bar right click on worksheet. Using this property menu, you can perform a
variety of functions on worksheet,


















184 3. Try to increase and decrease zoom in excel file.
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4. Find out extension of excel file.

12.10 KEYWORDS

Ctrl keyavailable on keyboard performs various operations on document.
Pg. Up keyis used for bringing cursoer on top of a page.
Pg. Down keyis used tur bringing cursor at end of a page.

A4, AS, A6 pypical sheet size 1s used while printing a page.

12.11 QUESTIONS FOR DISCUSSION
1. What s Excel?

2. Explain formula bar.

3. Explain in detail the significance of cell.

4. What do you understand by file handling? Explain.
5. Differentiate between workbook and worksheet.

6. Explain all elements of Exeel program.

Check Your Progress: Model Answer
1. Spreadsheet

Workbook and work sheet

Actual table holding data

Additionai name given to workbook file
Place holder 10 inscert data

Formatting, standard

N oo v R W

Formula bar
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® C(Click on Edit menu.
® Select find option.
e Select Replace option from find sub-menu.

e In find text box enter the sting you want to find and in replace text box enter the
sting that you wish to replace it with.

® You can use * and ? wild character in search textbox.

e Use the asterisk to find any string of characters. For example, s*d finds "sad" and
"started".

e Use the question mark to find any single character. For example, s ? t finds "sat"
and "set".

® You can define your search by selecting appropriate options.

e Use match case check box to find case sensitive string. Search output depends a
lot on case of string.

e To search for cells that contain just the characters that you typed in the Find
what box, select the Match entire ccll contents check box.

e If you want to scarch for text or numbers that also have specific formatting,
click Format, and then make your selections in the Find Format dialog box.

e While replacing Excel gives you two options “replace” and “replace all”.

® Replace option will update oneé string at a time whereas replace all will replace all
string at a same time.

To search for cells that contain just the characters that you typed in the Find what box,
select the Match entire cell contents check box.

If you want to search for text or numbers that also have specific formatting,
click Format, and then make your selections in the Find Format dialog box.
Using Spelling and Grammar

In Excel, spelling check and grammar check is not a detault feature. Excel allows you
to have your own text no matter it’s a correct spelling or not. To make sure there are
no spelling errors in excel sheet, take the following steps to perform spelling check.
Unlike MS Word spelling errors or grammatical errors will not appear as red underline
or green underline.

For Single Sheet
® Open Excel.

e Open workbook in which you want to perform spelling and grammar check in
Excel.

e Or create new Excel workbook insert text in it.

e Click where you want to start the spell check.

e If you click in the first cell (A1) it will check the entire sheet.
e Ifyou click in cell ZZ99 it will start spell checking from there.
e If you select a range of cells only those cells will be checked.
® Go to the ribbon and select Review tab.

e Sclect Spelling. Button to perform spelling check.
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Using Mathematical Functions

Mathematical functions are used for performing some very common mathematical
calculation like addition, conditional addition, sum and product, etc. there are more
then 100 mathematical functions available in excel.

ABS: Returns the absolute value (i.e., the modulus) of a supplied number.
SIGN: Returns the sign (+1, -1 or 0) of a supplied number.
SQRT: Returns the positive square root of a given number.

MOD: Returns the remainder trom a division between two supplied numbers.

Using Statistical Functions

By using statistical functions. we can perform complex statistical operations, these
function reduce time and effort of calculation.

MAX: Returns the largest value from a list of supplied numbers.

MIN: Returns the smallest valuc from a list of supplied numbers.

AVERAGE: Returns the Average of a list of supplied numbers.

COUNT: Returns the number of numerical values in a supplied set of cells or values.

COUNTIF: Returns the number of cells (of a supplied range), that satisfies a given
criteria.

SUM: Returns the sum of a supplied list of numbers.

Using Date & Time Functions

These functions can return current date and time to selected cell.
DATE: Returns a date, from a user-supplied year, month and day.
TIME: Returns a time, from a user-supplied hour, minute and second.

DATEVALUE: Converts a t:xt string showing a date, to an integer that represents the
date in Excel's date-time code.

TIMEVALUE: Converts a text string showing a time, to a decimal that represents the
time in Excel.

NOW: Returns the current date & time.
TODAY: Returns today's date.

13.11 CHANGING THE DEFAULT DATE FORMAT

If none of the predefined Excel date formats is suitable for you. you are free to create
your own.

In an Excel sheet, seiect the cells that you want to format. Press Ctrl+1 to open
the Format Cells dialog.

On the Number tab, select Custom from the Category list and type the date format that
you want in the Type box.
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Text Function

By using these functions, we can perform text manipulation and many more. Some
commonly used text functions are:

LOWER: Converts all characters in a supplied text string to lower case.

UPPER: Converts all characters in a supplied text string 1o upper case.

TRIM: Removes duplicate spaces, and spaces at the start and c¢nd of a text string.
CONCATENATE: Joins together two or more text strings.

LEFT: Returns a specitied number of characters from the start of a supplied text
string.

MID: Returns a specitied number of characters from the middle of a supplied text
string.

RIGHT: Returns a specitied number of characters from the end of a supplied text
string.

LEN: Returns the length of a supplted text string.

FIND: Returns the position of a supplied character or text string from within a
supplied text string (case-sensitive).

Logical Functions

Logical functions are those that return to one condition either true of false.

AND: They test a number of user-defined conditions and returns TRUE if ALL of the
conditions evaluate to TRUE. or FALSE otherwise.

OR: Tests a number of user-defined conditions and returns TRUE if ANY of the
conditions evaluate to TRUE or FALSE otherwise.

NOT: Returns a logical value that is the opposite of a user supplied logical value or
expression i.e., retuns FALSE if the supplied argument is TRUE and returns TRUE if
the supplied argument is FALSE.

Financial Function

Financial functions are for finance related calculations.

Functions What 1t Does

FV Retums the future value of an investment

NPER Retums the number of periods for an investment

PMT Retums the pertodic payment for an annuity

RATE Returns the mterest rate per period of an annuity
Operators

Operators are the basic clements through which we perform various calculations. Any
operator needs atleast one operand to perform processing. Some operators require
more than two operands.

Arithmetic Operators

These operators are used for arithmetic calculations. It require two operand and they
are solved in the order of there precedence.



The Exce! Arithmetic Operators and the order in which they are evaluated are shown
in the table below:

[Operator Meaning Precedence
(1 —most: 3=least)

’_0/—0 The percent operator 1

A The exponentiation operator l

* The multiplication operator 2

/ The division operator 2

+ The addition operator 3

- The subtraction operator 3

Excel Comparison Operators

The Exce! Comparison Operators are used while defining conditions (for example
when using the Excel If Function). These operators are listed in the table below:

Operator Description

= Equal to

> Greater than

< Less than

>= Greater than or equal to

<= Less than or equal to

<> Not equal 1o
AutoSum

AutoSumis a function in Microsoft Excel and other spreadsheet programs thal
automatically enters the appropriate formula or function into your spreadsheet. For

example, if you want to add the values of cells Al through A5, highlight cells Al-

through A5 and click the AutoSum button, as shown in the picture to the right.
Clicking this button after highlighting the cells creates the formula =SUM(A1:A3) in
cell A6 (first cell after last highlighted cell) and gives you the total of all those cells.

The AutoSum feature makes entering formulas casy without the need to memorize the
syntax for each formula.

Function Wizard

The Function Wizard is a pop-up tool that helps you to write the expressions that
define the data and models entered in LEAP's Analysts View. The Function Wizard
can be invoked when creating an expression by clicking Ctri+F or by
selecting Function from the drop-down menu attached to every expression in the
Analysis View data tables. It can also be invoked in a similar way from
the Expression Builder tool. The function wizard can also be invoked by clicking a
function in an existing expression and pressing Ctrl+~Space or Ctrl+F.

The function wizard is displayed as a pop-up dialog box containing a series of
selection and edit boxes.
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e Excel have huge library of built-in function to support data processing. 201
. ) ‘ . Worksheet Formatting and
® You can create your own functions using vperators supported bv Excel. Function & Operator

13.13 LESSON END ACTIVITIES

I.  Use math function to calculate data of student studving in your class. Make a Jist
of all student enter all subjects enter recent score of each student in each subject
and find out who is leading.

2. Try to modify the grid. colour choose any colour ot vour choice.

13.14 KEYWORDS

ABS is excel math function for finding absolute value of number.

MOD is excel math function for finding modular vaiue of number.

SQRT is excel math function for finding the square root of number.

MAX & MIN are excel math functions for finding smallest and largest number.
COUNTIF is excel function to count number if given condition is true.
UPPER i1s excel text tunction to convert all alphabets into capital letters.
LOWER is excel text tunction to convert all alphabets into small letters.

LEN is excel text function to find total number of character in given text,

MID is excel text function to find mid of text.

CTRI key available on keyboard is used for data manipulation.

13.15 QUESTIONS FOR DISCUSSION

How to insert text in Excel?

Explain AutoSum and Function Wizard.

How many types of operator are available in Excel” Explain all.
Differentiate between math function and text function with example.
Differentiate between tunction and formula.

How to apply find and replace in Excel?

How can we change the colour of gridlines? Explain in steps.

Write a note on format painter with example.

Explain in brief about various cell formats.

0. What 1s function wizard?

= X0 NN RN

Check Your Progress: Model Answer
Text box

Mathematical

Border

Copy formatting of one object to another
Text replacement

Special character or mathematical expt  on

e o

Operator precedence
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14.0  Aims and Objectives

14.1 Introduction

142 Types of Charts

14.3  Creating a Quick Chart Sheet
14.3.1 Parts of a Chart

144  Creating a Chan Using Wizard
14.4.1 Using Pivot Table

14.5 Object Linking and Embedding (OLE)

14.6 Linking Cells and Linking Formula

14.7 Let Us Sum Up

14.8 Lesson End Activilies

149 Keywords

14,10 Questions for Discussion

14.11 Suggested Readings

14.0 AIMS AND OBJECTIVES

After studying this lesson. you should be able to:

® Explain the signiticance and types of chart used in excel
® (reate a chart

® Define OLE conirol

°

Understanding cell referencing

14.1 INTRODUCTION

Charts are pictorial way of representing data. By using chart, we can show variation in
data. Excel is all about data so when you want to show data in prices manner we use
chart. In Excel, we have a variety of charts like pic chart, bar chart. Gantt chart, etc.
Charts are a very powerful way of showing group of intormation. By using chart. a
user gets better view of information. It is a great tool for data processing. It is a visual
representation of numeric data.

142 TYPES OF CHARTS

There are various types of charts available in Excel. Below we can see chart gallery of
MS Excel. By using any of this, we can represent numeric data in Excel.
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14.8 LESSON END ACTIVITIES

1. Create a database of passing percent in your institution and then make a graph for
finding out which year has highest passing percent. (Give name to this graph as
passing percent. ’

2. Create a word and excel document and update excel file using word program.
Print excel sheet without gridlines.

4. Print chat from excel without printing any other thing.

149 KEYWORDS

(LE stands for object linking and embedding. By using this control, you can link two
different programs and both programs can exchange input and output.

Axis length and breadth on which charts are created.

14.10 QUESTIONS FOR DISCUSSION

1. Explain with example about OLE tool of excel.
How to modity chart? Explain in steps.

Write a note on pivot table.

What is chart wizard? How to use it?

Explain all the elements of chart.

Discuss the various types of chart.

Explain in detail with example about cell referencing.

® N s e

How to insert hyperlinks and page break in excel?

Check Your Progress: Model Answer

1. Pictorial representation of data

o

Chart wizard

Select data

X, Y

Generating reports for database

Object Linking and Embedding

N e v oW

Absolute, mixed. relative
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15.1 Introduction

15.2  Chief Elements of Presentation

15.3 Starting PowerPoint
15.3.1 Creating a Presentation
15.3.2 Creating a Presentation with AutoContent Wizard
15.3.3 Creating a Presentation Using a Design Template
15.3.4 Creating a Blank Presentation

154 PowerPoint Window and its Elements

15.5 Using Help Online & Customizing Office Assistant

15.6 LetUs Sum Up

15.7 Lesson End Activities

15.8 Keywords

15.9 Questions tor Discussion

15.10 Suggested Readings

15.0 AIMS AND OBJECTIVES

After studying this lesson, you should be able to:

e Explain the basics of presentation

e Discuss the elements of PowerPoint
e Use AutoContent Wizard

e C(Create a blank presentation

e Define templates

15.1 INTRODUCTION

PowerPoint presentation is a powerful tool used for creating a presentation. File
created in PowerPoint are saved with extension. PPT, typical presentation of
PowerPoint are made on slides. A slide is a place holder that can contains animation,
sound, audio or video clips etc. PowerPoint contains a vast variety of tools to help us
in making presentation.





































15.9 QUESTIONS FOR DISCUSSION

1. Explain the importance of PowerPoint,

What is PowerPoint Wizard? How can we use a template to create presentation?
Explain all the elements of PowerPoint window.

How to get online help in PowerPoint? Explain.

What is a slideshow?

How to use zoom option in slide?

A T

What is slide and how to add slide in a PowerPoint program?

Check Your Progress: Model Answer
1. PowerPoint presentation

Shdes

Animation, sounds

Design prototype

Executing presentation

A

| Quick formation of presentation
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16.0 Aims and Objectives
16.1 Introduction
16.2 Adding Text to Slides and Editing Text in a Slide
16.3 Using Format Painter
16.4 Setting Paragraph Indents
16.4.1 Line Spacing in a Paragraph
16.5 Setting and Removing Tab Stops
16.5.1 How to Create a Tab Stop”?
16.5.2 How to Remove a Tab Stop?
16.6  Checking Spelling of the Text
16.7 Finding and Replacing the Text
16.8 Chart and Other Drawing Objccts
16.8.1 Creating a Table
16.8.2 Creating an Embedded Word Table
16.8.3 Adding Columns and Rows, Deleting Columns and Rows
16.8.4 Changing Table Borders
16.8.5 Using AutoShapes
16.9 Chart
16.9.1 Inserting a Clip to Your Slide
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16.0 AIMS AND OBJECTIVES

After studying this lesson, you should be able to:
® Make use of drawing object

o Format text using WordArt





































































16.10 LET US SUM UP

® This lesson is all about formatting custom settings on PowerPoint presentation.

e By using various tools and methods, we can insert charts and table in PPT to have
better data representation.

e PPT have features like WordArt and AutoShape to make text and presentation
more attractive.

® Now we know how to udd and remove slide in PPT.

e We also saw the significance of text box and text content in PowerPoint,

16.11 LESSON END ACTIVITIES

1. Create a PPT presentation containing chart and word art. You can insert any chart
of your choice and WordArt of your choice.

2. Insert a word table in presentation by embedded object method.

16.12 KEYWORDS

PPT: Short form used for PowerPoint presentation.

Ctrl: It is a key available in keyboard, full form is control key. This key is used for
performing various operations.

Esc: 1t is a key available in keyboard, full form is escape key. This key is used for
performing various operations.

16.13 QUESTIONS FOR DISCUSSION

1. How to insert shapes in slide? Explain how to customize them.
2. Differentiate between drawing toolbar and WordArt.

3. Differentiate between a chart and a table. Explain the various methods to insert
chart and table in PPT.

4. Explain the significance of textbox in PPT.
5. How to move slide from one place to another explain with example.

6. Write a short note on find and replace, speliing check, tab stop and text and
paragraph formatting.

Check Your Progress: Model Answer
1. Text
Copying style
Text formatting
Under home ribbon within paragraph group

2

3

4

5. Under insert tab within drawing toolbar

6. It helps you to tind location of cursor after teat insertion
7

Data representation
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16.14 SUGGESTED READINGS

Jennifer T. Campbell, Steven M. Freund, Mark Frydenberg, 2016, Shelly Cashman
Series Discovering Computers & Microsoft Office 365 & ...

Gary B. Shelly, 1995, Microsoft Office.

Advanced Concepts and Techniques expands on those projects, showing you
additional capabilities that help increase your productivity. With Introductory
Concepts and Techniques. you'll gain a better understanding of Microsoft Office
Manager.

Joesph Habraken, 2001, Microsoft Office XP §-in-1.
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Explain the significance of motion path.

Write step by step process of inserting animation on various objects.

N o v s

How to insert header and footer in PPT? Discuss.

Check Your Progress: Model Answer
1. Normal view, Slide Sorter view, Reading
Printable page for user reference
Slideshow tab

Bottom

Slides objects

Defined path for object

Slideshow

A

17.12 SUGGESTED READINGS

Jennifer T. Campbell, Steven M. Freund, Mark Frydenberg, 2016, Shelly Cashman
Series Discovering Computers & Microsoft Office 565 & ...

Gary B. Shelly, 1995, Microsoft Office.

Advanced Concepts and Techniques expands on those projects, showing you
additional capabilities that help increase your productivity. With Introductory
Concepts and Techniques, you'll gain a better understanding of Microsoft Office
Manager.

Joesph Habraken, 2001, Microsoft Otfice XP §-in-1.
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18.0 AIMS AND OBJECTIVES
After studying this lesson, you should be able to:
® Define a Outlook Express
® Discuss the features of Outlook Express
e Explain the concepts of CC and BCC
e Define newsgroups
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18.1 INTRODUCTION TO OUTLOOK EXPRESS

Outlook Express is a mailing utility of MS Office suite though it is a discontinued
feature of MS Office Suite. This is one of the oldest and most commonly used tool in
earlier days. Outlook 1s recently got updated with windows mail and windows live
mail,

18.2 WHAT IS OUTLOOK EXPRESS?

Outlook Express is an e-mailing tool used for sending and receiving information from
remote location. This tool uses Simple Mail Transfer Protocol [SMTP], File Transfer
Protocol [FTP] and POP protocol to send and receive data. To use outlook all you
need to do is to get registered with outlook express like you do with any other mailing
service. The basic benetit of this tool is that whenever your computer gets connected
to internet it will prompt you about new mail received, you don’t have to login again
and again to access you own inbox. This tool offers very high level of security so you
can completely depend on this tool for sending and receiving e-mails. The reason why
it got discontinued is because of its complicated GUI and less modern features.

18.2.1 Features of Outlook Express

Outlook Express is an inbuilt e-mail system of Windows operating. It gets installed in
PC while installing MS Oftice Suite. This was one of the most popular e-mail systems
once but ever since Gmail and other mailing system came into being, it lost its glory
that it had in 80s and 90s. Windows also replaced Outlook Lxpress with Windows
Mail and Windows Live mail. Some of the common features of outlook are as follows:

Calendar: This feature lets you configure all upcoming cvents so that you can plan
activates accordingly. You can set up reminder that will pop-up the time when that
event occurs.

Protects data by scanning: By using this feature, you can sct up a filter that will scan
all incoming and outgoing mails in order to protect your computer from viruses. You
can also blacklist some e-mail addresses from which you don’t want to receive e-mail.
It also alerts periodically to change password so that the password remains secured
and known to you only.

Default e-mail program: The default e-mail program is opened when you click a web
link in a different application for the purpose of sending messages for instance, when
mail to link is being clicked or when you click a send link in Firefox. You could
choose an e-mail program from the list of default e-mail programs by default for
handling certain actions. Various other applications of ¢-mail can also be used but this
might lead to invocation of the e-mail client on the Internet page.

Reliable: 1t is a very reliable mail system as it has very high level security and
periodically checks virus und malware.

Easy to use: It has easy to handle tools for which you don’t have to acquire any
special skills. It has a very strong online support to troubleshoot problems. It have
inbuilt help features that provide you with step by step process of problem solving.

Available all time: You can download e-mail to your PC, so you can read it any time.
You don’t have to be connected to internet all the time to view your e-mail.
18.2.2 Starting Outlook Express

If your computer is still using Windows 95, 98, ME, 2000 or XP take the following
steps to open outlook express.















18.3 CONCEPTS OF CC AND BCC

While composing your e-mail you fill CC and BCC text box to send e-mail. These are
an optional part of e-mail and it is not at all necessary to fill it all the time. This option
is used when you are sending mail to multiple people.

CC {Carbon Copy/: Put the e-mail addresses here if you are sending a copy for their
information (and you want everyone to explicitly see this).

BCC {Blind Carbonr Copy/!: Put the e-mail address here 1f you are sending them a
Copy and you do not want the other recipients to see that you sent it to this contact. If
you are sending an ¢-mail to many people use BCC (so you don't give away
everyone's e-mail address to everyone elsc).

18.4 E-MAIL ADDRESS

E-mail address is a unique web address provided by service providers to send and
receive e-mails. Every e-mail have it’s unique user name and domain name. Domain
name is shared among many users whereas username or user-id is always unique. To
get an e-mail address all you need to do is to get registered with e-mail service
provider. These service providers will ask you to fill a simple online registration form
to get you an e-mail address.

These forms will ask you question ranging from your personal information to question
to set your password. Every time you try to get e-mail address, then you also have to
set password for it. Using this password, you can access vour ¢-mail. Just in case if
you loose your password, then you can take help and assistance from your service
provider to get you new password.

Example: username(@domain

xyz(@gamil.com

18.5 READING AND RECEIVING E-MAIL MESSAGE,
COMPOSING MESSAGE AND REPLYING AND
FORWARDING MESSAGE

To read and receive an e-mail take the following steps:

To Recetve E-mail

To receive an e-mail you must have an e-mail address. You have to give this e-mail
address to your friends and family in order to receive e-mails. Or you can join some
news groups or subscribe for some newsletters. News and newsletters are free mailing
services that send you c-mails of your interest.

To Read an E-mail
To read an e-mail take the following steps:
® Open your e-mail account by entering your usemame and password.

® Make sure you enter same username and password that you used while registering
for e-mail address.

® Username and password are case sensitive so make sure that you enter correct case.
® Once you successfully login in your e-mail account. click Inbox to read e-mail.

e In this box, you will have a list of all old and 1 ¢ mails received.
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e Click the mail you want to read, it can be new or old.
Once your e-mail content is retrieved. now it is ready to be read.

If your e-mail have some attachment attached to it then you have to download this
attachment to read it.

e Click on attachment icon 1o read attachment.
e Download attachment to save it on any location of your PC.

® Open attached file and now you can read this attached file.

18.5.1 Composing Message and Replying

We compose e-mail to share some data or information with other user. To compose an
e-mail all you need is a valid user login and valid e-mail of receivers. If you enter a
wrong e-mail for receiver then c-mail will not be sent successfully and eventually will
come back to you as a bounce e-mail. To send or reply to an ¢-mail take the following
steps:

e Open your e-mail account by entering a valid user name and password.

e (lick on write mail. new mail, compose like option [every e-mail service provider
have there own style].

Now a blank e-mail form will open having options like as given below, you need to
use these options to create an e-mail. Some options are compulsory while some
options are optional. Once you arc done with writing an e-mail all you need to do is to
send it. Make surc you arc connected to the internet properly otherwise mail will not
be sent.

TO: 1n this text box enter the e-mail address of receiver. And it is a compulsory step.
BC(: Blind carbon copy s used when you want to send same mail to other users also.

CC: This also works same as BCC. But all receivers can see e-mail Id of other
receiver as well.

Body: Body of e-mail is actual text area where you edit your e-mail.
Send: Click this button to send ¢-mail once you are done writing it.
Attach: This option is used to attach tiles from your PC to ¢-mail.
Subject: This option gives brief description what e-mail 1s about.

Signature: You can add signature at the bottom or top of e-mail. This acts as a
salutation.

Browse: This button is used for browsing file from your PC.

Save as Draft: Use this option o save e-mail that you wish to send later.

Font: This option is available with some mailing services, using this option you can
modify default font of ¢-mail.

To Reply

When you replay to any c-mail then options like TO and subjects are filled
automatically, although you can modify it as per requirement. To reply to any e-mail
take the following steps:

e Open your inbox.

e Select the e-mail that you wish to reply to.
e Compose the body of e-maii and click send.
)

Steps written above arc applicable while replying e-mail.



To Forward

- We can forward e-mail that is received by us. Sometimes there is a situation when you
want to send e-mail received by you to someone clse. In this scenario, you can usec
forward option available in your e-mail inbox to forward an e-mail, you need to select
the e-mail that you wish to forward and then enter the e¢-mail ID of the person to
whom you wish to forward it. And then click forward button to send e-mail. You can
modify forwarded e-mail as per your requirement.

Attaching Files

Attaching a file is a very integral part of e-mail. By using this feature of e-mail, we
can share data and information with other users. By using attachment option, we can
send the files stored in computer. Every e-mail service provider provides the facility to
attach file saved in your PC. The process of attaching file will start with composing
e-mail procedure which would be same, the only difference is about attaching file to
e-mail. Click on attachment button available in compose form. Click on it to browse
file location. Double-click file that you want to attach. File will appear in attachment
dialog box, click attach button to confirm. Every E-mail service provider provides
limited file size that you can attach to an e-mail so if you have bigger file that you
want to attach than one method is to compress file or you can send file in different
fragments. Although you can attach more than one file in an e-mail but all attachments
have to be within that specified limit.

18.5.2 Creating Signature in Outlook Express

An e-mail signature 1s a word or phrase that is added to the bottom of your outgoing
e-mail messages. A signature can be as simple asJ. Smith, for example, or as
complicated as a lengthy quote from a Shakespeare’s play.

Add Signature
e Click the Signatures link on the Preferences.

e In the Add Signature section, type a name for the new signature in the Signature
Name box.

e Type the actual text of the new signature in the Signature box.
e [f you want this to be your default signature, select Set As Default,
® C(Click Save.

Edit Signature

e Click the Signatures link on the Preferences.

e Click the Edit link to the right of the signature you want to change.

e Type the name of the signature to be edited in the Signature Name box.
e [Edit the signature text which is displayed in the Signature box.

e Click Save.

Delete Signature
e Click the Signatures link on the Preferences.
e Check the box to the left of the signature or signatures you want to delete.

e Click the Delete button.
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18.5.3 Formatting Message Text

You can modify the text you inserted in an e-mail. To format text use texs
modification buttons of Outlook Express, by using thesc buttons, you can modify text.
Though only limited text formatting options are available in Qutlook. The following
are the text formatting options of Qutlook:

Line: Inserts a dividing line at the point where your cursor 1s sitting. All text will be
moved above or below the line.

Return: Breaks the linc you're typing onto the next line, without starting a new
paragraph. This is different from pressing the ENTER key on your keyboard, which
will start a new paragraph and insert a blank line.

Paragraph: Creates headers and defines sections of untormatted text, by using this
menu. When you select an option from this menu, it affects all the text you've typed in
that paragraph. Remember that if you have used the Return option on the Insert menu,
that text is included in a paragraph.

Font: Changes the font of text you're about to type, or select some text and change its
font.

Size: Changes the size of text you're about to type, or sclect some text and make it
larger or smaller.

Colour: Changes the colour of the text you're typing, or select text and change its
colour to another hue.

B, 1. U buttons: Use these buttons to make the text bold. ttalic. or underlined.

Paragraph alignment buttons: The three buttons next to the text style buttons affect
how a paragraph is aligned in the message. The first button left alignment - aligns
your text left. The centre bution centres it, and the right button right aligns the text.

List buttons: Next to the paragraph alignment buttons are two buttons that let you
make ordered and unordered lists. To make a list, enter the items on your list onto
separate lines in your message body. Select all the lines using your mouse, then click
one of the list buttons. If you change your mind about what kind of list to make, place
your cursor in one item on the list and click the other hist type. The whole list will
change.

Indent buttons: The last two buttons on the right of the formatting toolbar allows you
to indent paragraphs. Place vour cursor in a paragraph (anywhere in the paragraph)
and click the button that has an arrow pointing towards the nght. That paragraph will
be indented. You can click these buttons multiple times to move paragraphs further
over.

18.6 WHAT IS MIME?

MIME stand for Multimedia Intemet Mail Extension or Multipurpose Internet Mail
Extension. As the name indicates, it is an extension to the Internet e-mail protocol that
allows it’s users to exchange different kinds of data files over the Internet such as
images, audio, and video. The MIME is required if the text in character sets other than
ASCIL. Virtually all human-written Internet e-mail and a fairly large proportion of
automated e-mail is transmitted via SMTP in MIME format. Actually, MIME was
designed mainly for SMTP, but the content types defined by MIME standards are also
important in communication protocols outside of e-mail, such as HTTP. In 1991,
Nathan Borenstein of Bellcore proposed to the IETF that SMTP should be extended so
that Internet (but mainly Web) clients and servers could recognize and handle other



kinds of data than ASCIL 1ext. As a result, new file types were added to “mail” as a
supported Internet Protocol file type.

Applying Stationery

Stationery in Microsoft Outlook includes backgrounds and patterns and offers a set of
_ unified design elements such as fonts, bullets, colours and cffects. You can choose
from a predefined list of Outlook stationery and themes so that you can easily
personalize HTML-tormatted e-mail messages.

Apply Outlook stationery and themes to all messages
e C(Click the File tab.

e Click Options.

e Click Mail.

e Ciick Stationery and Fonts.

@ On the Personal Stationery tab, click Theme.

® NOTE: If you try this procedure without HTML as your message format, the
message Themes that are not installed appears.

e Under Choose a theme, click the theme or stationery that you want, and then
click OK.

@ Select the font optiens that you want to use.
e Apply Outlook stationery and themes to a single message.
e Click the Home tab.

e In the New group, ciick New Items, point to E-mail Message Using, and then
click More Stationery.

@ Under Choose a Theme, click the theme or stationery that you want, and then
click OK.

e Compose and send your message.

18.7 INSERTING A HYPERLINK OR
HTML PAGE INTO A MESSAGE

Sometime it becomes very important to make some links from ¢-mail. Imagine you
created a document and uploaded it over the internet. Now you want to share web link
with other user, in this case, you need to insert web link with other user. Use the
following method to insert web link in an e-mail:

Method |

Copy link address from web browser and paste it in your e-mail body.

Method 2

Insert some text and mark it as hyperlink.
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® We can import content and ¢-mail by using import and export wizard.

® We saw how to create mail and how to share information with e-mail.

18.10 LESSON END ACTIVITIES

1. Write an e-mail having BCC and CC option, Note down the ditference.

2. Create a new e-mail account and transfer all your contacts to this new mail
account. Write down steps that you followed.

3. Attach 5 files in e-mail and send it to your friends.

18.11 KEYWORDS

SMTP stands for Simple Mail Transfer Protocol. It is a protocol used for sending and
receiving information via e-mail.

F TP stands for File Transfer Protocol used for sending file.

POP stands for Post Office Protocol. It i1s a standard protocol for ¢-mail rotation over
internet.

GUI stands for Graphic User Interface.

P( stands for Personal Computer.

XP: 1t is a kind of Operating System developed by Microsoft.

ME: It is a kind of Operating System developed by Microsoft.

HTTP stands for Hypertext Transfer Protocol and it is a protocol for web browsing.
CC'stands for Carbon Copy. It 1s an optional text box while writing an email.

BC(C stands for Blind Carbon Copy. It is an optional text box while writing an e-mail.

MIME stands for Multimedia Internet Mail Extension used for sending and receiving
multimedia enabled e-mails

ASCIT stands for American Standard Code for Information Interchange. It is the
standard code that computer understands.

HTML stands for Hypertext Mark-up Language, a standard language for web page
creation.

18.12 QUESTIONS FOR DISCUSSION

1. What do you understand by MIME?

Write all the steps involved in writing an e-mail.

What is newsgroup? Explain the different types of newsgroups.
How to attach a file? Explain the steps.

What is e-mail formatting”

What is the use of import and export wizard? Explain in detail.

Write the advantages of identities and stationery tools.

© NS R W

How to create address book? Explain the steps.



Check Your Progress: Model Answer

1. Hypertext Mark-up Language

e-mail

Mailing

Importing and exporting contacts

Keeping data separate for users using same e-mail program
Insert

Multimedia Internet Mail Extension

© N L R W N

Browse
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