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Chapter 1: Computer and its components

What is a Computer?

A computer is a machine or device that performs processes, calculations and operations
based on instructions provided by a software or hardware program. It is designed to execute
applications and provides a variety of solutions by combining integrated hardware and software
components.

Computer

Desktop Computer (System Unit)

Flat-panel Display (Output Device)

Speaker (Output Device)

Keyboard (Input Device) Mouse (Input Device)

12
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Input Devices

An input device is any hardware device that sends data to a computer, allowing you to

interact with and control it. Example of an Input devices.

e Keyboard
e Mouse
e Scanner

e Microphone
e Web Camera

Joystick
Keyboard

=

ﬂ o

Cexamen Keyboard

-

Output Devices

An output device is any device used to send data from a computer to another device or
user. Most computer data output that is meant for humans is in the form of audio or video.

Examples include:

e Monitors

e Projectors

e Speakers

e Headphones
e Printers.

www.teampiccolo.com
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Output Devices

|
|
|
|
¥

Speakers

laser printer

\Kultimedia
ojector

Storage Devices

A storage device is any computing hardware that is used for storing, porting and extracting
data files and objects. It can hold and store information both temporarily and permanently, and
can be internal or external to a computer, server or any similar computing device. Examples of
storage devices include:

e Hard disk
e DVDs
e C(CDs.

e Pen Drive (Flash)

Memory Card Reader

USB Flash
Memory

Media
Devices

External Optical Drives

ZIP Drive

14
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Computer Memory
Computer memory is any physical device capable of storing information temporarily
like RAM (random access memory), or permanently, like ROM (read-only memory).

e RAM (Random Access Memory): RAM (random access memory) is a hardware device
that allows information to be stored and retrieved on a computer. RAM is a volatile
memory and requires power to keep the data accessible. If the computer is turned off,
all data contained in RAM is lost.

e

e ROM (Read Only Memory): ROM is a storage medium that is used with computers and
other electronic devices. As the name indicates, data stored in ROM may only be read. It
is either modified with extreme difficulty or not at all. A simple example of ROM is the
cartridge used with video game consoles, which allows one system to run multiple

games.

15
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A Processor

A processor is an integrated electronic circuit that performs the calculations that run a
computer. A processor performs arithmetical, logical, input/output (I/0) and other basic
instructions that are passed from an operating system (OS). Most other processes are
dependent on the operations of a processor.
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Chapter 2: Working with Windows OS

What is a Computer Mouse?

A computer mouse is a handheld hardware input device that controls a cursor in
a GUI and can move and select text, icons, files, and folders.

How to Work with Mouse

Step 1: Pick up your mouse and have a look at it.

At the front (which points away from you), there are two buttons — left and right. You
press or, more correctly, ‘click’ these to make things happen.
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https://www.computerhope.com/jargon/i/icon.htm
https://www.computerhope.com/jargon/f/file.htm
https://www.computerhope.com/jargon/f/folder.htm

Most mice also have a wheel in between the buttons that you roll to move up and down
the screen —technically called ‘scrolling’.

Step 2: Learn to hold your mouse comfortably. It’s normally held between your thumb and little
finger like this:

Step 3: Have a click. Use your index finger to click the left button and your middle finger to click
the right button:

Step 4: Try to double-click. This is done quite often on the left button. You have to click twice,
as quickly as possible. The first click tells the computer that you are in a particular ‘window’,
and the second click tells it that you’re selecting a button or link or whatever to do something in
that window. If you click too slowly, the computer just thinks you're telling it where you are
again and again, so do click quickly.
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Step 5: Now try a right-click. Just click the right button, paying no attention where the cursor is
on the screen. A menu will appear, giving you options. Whenever you right-click, it opens a
menu. If you move your cursor off the menu and left-click, the menu will close.

Understanding the Window Environment

User Account

The User Accounts section of Control Panel allows you to control Windows user settings.
User accounts determine who can and cannot access the system. User accounts are also used
to determine what rights a user will have on the system. The User Accounts section of Control
Panel has three options: Change your account picture, Add or remove user accounts, and

Change your Windows password.

To locate the User Accounts section on your Computer, follow the following steps

below:
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Step 1:

Step 2:
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Click on the Search Button
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Step 3:

e

Step 4:

)l
/Ry
@ Opinion: Let's hope we geta
fourth Duke-UNC meeting i..

DOW A 2534887 +13893
FISE100 A 722828 +42.85
NIKKEI 225 A 21450.85 +163.83
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eant |

Weather

e

Internet Explorer
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Help+Tips

- 08
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Trump Issi

a

OneNote

i
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Search

Everywhere
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secrets to livi
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Control Panel|

XAMPP

Realtek HD Audio Man:
Default Programs
Realtek HD Audio Mang

Change User Account Contro
settings

abc_scrubber_control_off_mtrl,

abe_scrubber_control_off_mir

Change User Account C
settings

A Setup UsB game

Type Control Panel inside the search box and click

on the enter button on your keyboard

v

1+ @ » Control Panel »

Adjust your computer’s settings

System and Security
Save backup copies of your files with File History
Find and fix problems

Network and Internet
View network status and tasks
Choose homegroup and sharing options

Hardware and Sound

View devices and printers

Add a device

Adjust commonly used mobility settings

Programs

Uninstall a program

User Accounts and Fg
9 Change account type

) Set up Family Safety for gny user

Appearance and Pers
Change the theme
Change desktop backgroun

Adjust screen resolution

Clock, Language, and
Add a language

Change input methods
Change date, time, or numb

Ease of Access

(] h Control Panel 0
View by: Category ¥
ily Safety

nalization

Region

Er formats

Let Windows suggest settings

Optimize visual display
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Step 5:

@ @ v 1 8 ) Control Panel » User Accounts and Family Safety » User Accounts v ¢ Search Control Panel 0

&

@ - 1 8, » Control Panel » User Accounts and Family Safety » v ¢ Search Control Panel 0

Control Panel Home

System and Security
Network and Internet
Hardware and Sound

Programs

User Accounts and Family

Safety
Appearance and
Personalization

Clock, Language, and Region

Ease of Access

Use h‘«ccounts
# CHhge account type ‘@‘ Remove user accounts

Credgntial Manager
Manade Web Credentials | Manage Windows Credentials

Mail

&ﬁ Family Safety
) @ Set |ip Family Safety for any user
@

Control Panel Home

Manage your credentials
Create a password reset disk

Manage your file encryption
certificates

Configure advanced user
profile properties

Change my environment
variables

See also

@ Family Safety

Click on User Accounts

Make changes to your user account

Make changes to my account in PC settings g———

Yusuf

Local Account
Administrator
Password protected

& Change your account name

'57 Change your account type

@ Manage another account

) Change User Account Control settings

Click on Make changes to my account in PC settings to change
your Account Picture and Account Password
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Step 7:

®© Accounts Yusuf

Local Account

Your account Sign in with a Microsoft account to easily get your online email, photos, files and settings (like
browser history and favorites) on all your devices.

S 5 ect t icrosoft account
Sign-in options {Connect to a Microsoft accoun

Otherficcounts Account picture

Click on Browse button to select an
Image from your PC

Browse

Click on Sign-in
options to create Create an account picture
or Change your .
m Camera

password

E People

Date and Time

The Date and Time option allows you to configure time and date information for your
PC. The Date and Time section of Control Panel has four options: Set the time and date, Change
the time zone, Add clocks for different time zones, Add the Clock gadget to the desktop.
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How to locate the Date and Time option:

Step 1:
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Step 3:

Date and Time | Additional Clocks | Internet Time |

Date:

Sunday, March 17, 2019

Time:
2:39:28 PM

# Change date and time...
A

Time zone

(UTC-08:00) Pacific Time (US & Canada)

Change time zone...

Daylight Saving Time ends on Sunday, November 3, 2019 at 2:00 AM. The

clock is set to go back 1 hour at that time.

Notify me when the clock changes

Click on the Change date and time
button to edit your date and time
settings on your PC

Working with Files and Folders

What are files and folders?

A file is very much like a typed document that you might find on someone's desk or in a

filing cabinet; it's an item that contains a collection of related information. On a computer,

examples of files include text documents, spreadsheets, digital pictures, and even songs. Every

picture you take with a digital camera, for example, is a separate file, and a music CD might

contain a dozen individual song files.

Your computer represents files with icons. By looking at a file's icon, you can tell at a

glance what kind of file it is. Here are some common file icons:
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26




f

14/ A\ blender
passTort_Z dOVT"’ad
Picture Text Document

A folder is little more than a container in which you can store files. If you put thousands
of paper files on someone's desk, it would be virtually impossible to find any particular one
when you needed it. That's why people often store paper files in folders inside a filing cabinet.
Arranging files into logical groups makes it easy to locate any particular file. Folders on your
computer work exactly the same way. This is what a typical folder icon looks like:

Viewing your files in a folder
When you open a folder and see your files, you might prefer larger (or smaller) icons, or
an arrangement that lets you see different kinds of information about each file. To make these

kinds of changes, follow the following steps below:
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Step 1:

Drive Tools

Manage ~ 0

A =R
Delete Rename  New
- folder

Home  Share

New item ~ m 4 Open BH selectan

Easy access ~ = } Edit Select none
Properties

¢ History 5 Invert selection

Ciipboard Organize e open se
v 1 s> THisPC » Media(F) » v ¢ [serchMeda) P
e e Name ‘ Date modified Type size
B Desktop ) Audio File folder
18 Downloads 1l Pictures File folder
%] Recent places | Tutorials File folder
1l Videos 06AM  File folder
& This PC
> [ Desktop
> (1) Documents

> 18 Downloads
> b Music

Pictures
> (@ Videos

> i Local Disk (C:)
> s Documents (E:)
¥ s Media (F:

Network

4items

Step 2: Press the right-click button on your Mouse

Home  Share  View | Manage ok,

pen - B setectall

Easy access ~ } Eait Select none
Delete Rename  New Properties

folder

" History 7 Invert selection

®© ~ 4 s> ThisPC » Media (F) v ¢ | SearchMedia (F) )

e i Name Date modified Type Size

B Desktop 1 Audio 0/2018 4:21PM  File folder
B Pi 3. Fi
& Downloads 1l Pictures 1. Filefolder = "
£ Recent places 1. Tutorials AM File folder Sortby %
). Videos 10/12 81:06 AM  File folder
Grou ,
8 This PC Ref Phby
res
& Desktop
1] Documents Customize this folder..
8 Downloads o
B Music: Paste shortcut
B Pictuces Undo Rename ez
B Videos
i, Local Disk (C) et *
s Documents (E) New >
Media (F)
= Properties

Network

4items EEE]
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Step 3: Move your Mouse Pointer on the ARROW sign under the View

l [ New item ~ J 4 Open - B setectall
L
) Eait

4 FEasyaccess ~ Select none

. ies
folder v [@Histoy 55 Invert selection
® ~ 1 s> ThisPC » Media(F) v & | | SearchMedia (F) £
0 Favorites i3 Type Size
B Desktop Audio 21PM  File folder
18 Downloads Pictures File folder
%] Recent places Tutorials Fille folder
). Videos M File folder T View > Extra large icons
1% This PC Sort by » Largeicons
Ju Desktop Group by > Medium icons
&) Documents Refresh Smallicons
18 Downloads [ e
L i Customize this folder... |
o Music [[e] petails
£ Pictures Paste s
H Videos Paste shortcut o,
s Local Disk (C) Undo Rename Ctrl+Z
Documents (E:)
= Share with »
s Media (F)
New »
i Network Properties

Step 4: Select any of the option of your choice (I will try the Extra Large Icons)

Drive Tools

Home  Share  View Manage

l [ New item ~ J 4 Open - B selectall
) Fleasyaccessv - ) Edit Select none

New Properties

‘@ History 5 Invert selection

® ~ 1 ca» ThisPC » Media(F) »

¢ Favorites
B Desktop N |

18 Downloads ‘

%] Recent places

8 This PC
& Desktop
1| Documents
18 Downloads
W Music
£ Pictures
8 Videos >
&, Local Disk (C:) Audio Pictures
s Documents (E})
s Media (F)

< L]
N
r

Tutorials Videos

€ Network

4items
18 PM

0 31700

Finding your files

When you need to find a particular file, you'll often know that it's located somewhere in
a common folder like Documents or Pictures. Unfortunately, actually locating the file you want
might mean browsing through hundreds of files and subfolders— not an easy task. To save
yourself time and effort, use the Search box to find your file.
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Step 1:

Home  Share  View  Manage ~ 0
= ¥ cut =h [ New item ~ S [& ope FH setectan
o ~ ) £ Easy access Y Dea Select none
a2 | oes O belaehename;) Hew. PRSI g History | O invert sefection
Open Select
© @) v 1 s ThsPC » Media () » v ¢ | | searcy Media (F: »
e Lavciiee Name - Date modified Type Size
B Desktop Ji Audio 10/20/2018 421 PM il folder
18 Downloads | Pictures 10/12/2018 10:18 ...~ File folder
] Recent places 1. Tutorials File folder
1 Videos File folder
1 This PC
& Desktop
1] Documents
16 Downloads
3 Music
= Pictures
8 Videos

& Local Disk (C3)
(s Documents (E:)
s Media ()

€ Network

Type the Name of the
file in the search box

4items

Step 2: | will try to search for “php”

Search Tools

Home  Share  View Search ~ 0

kh Current folder @ T Kind ~ 45 Recent searches ~ x
[ Ausubfolders L size~ [£) Advanced options ~
Date

This = Close
PC Ja Searchagainin  modified~ = Other properties v [ Save search Search
Location Options
©) ~ 1 ) » SearchResults in Media (F) » v/ ¢ php x
~
I Favorites ] Voting System Using PHP, PDO, MySQL Date modified: 12/8/2018 8:23 PM
B Desktop F\Tutorials\Kabir Yusuf Bashir
Download:
U8 Downloads ] PHP & PDO Date modified: 12/3/2018 6:52 PM
&l Recent places F\Tutorials\Kabir Yusuf Bashir
8 This PC ) php Date modified: 10/12/2018 10:53 AM
g FA\Tutorials\Php
J& Desktop
¥ Documents ) Php Date modified: 10/12/2018 10:52 AM
18 Downloads FA\Tutorials
W Music ] PDO php Date modified: 10/12/2018 10:45 AM
£ Pictures FA\Tutorials
8 Videos .
&, Local Disk (C) l Section 3 - PHP & MySQL Date modified: 10/12/2018 10:30 AM
- B (‘E) FA\Tutorials\Complete Web development\Section 3 - PHP & MySQL\Section 3 - PHP & MySQL
s Documents (E;]
s Media (F) ) Section 3 - PHP & MySQL Date modified: 10/12/2018 10:29 AM
FA\Tutorials\Complete Web development\Section 3 - PHP & MySQL
€ Network l Section 3 - PHP & MySQL Date modified: 10/12/2018 10:29 AM
FA\Tutorials\Complete Web development
l Multiple Media Uploads in WordPress' Functions.php  The English Guy Web Design_files Date modified: 10/12/2018 1:05 AM
F\Tutorials\WordPress Tutorials\WordPress
l How To Create image.php Template File For WordPress Theme To Display Photo Galle: Date modified: 10/12/2018 1:05 AM
FA\Tutorials\WordPress Tutorials\WordPress
D 21- Export Data to Excel in Codeigniter us... Frame height: 720 Date modified: 12/16/2018 5:48 PM
Length: 00:16:30 Frame width: 1280 Size: 32.3MB v

646 items
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Copying and moving files and folders

Occasionally, you might want to change where files are stored on your computer. You
might want to move files to a different folder, for example, or copy them to removable media
(such as CDs or memory cards) to share with another person.

Most people copy and move files using a method called drag and drop. Start by opening
the folder that contains the file or folder you want to move. Then open the folder where you
want to move it to. Position the folder windows on the desktop so you can see the contents of
both of them. Next, drag the file or folder from the first folder to the second folder. That's all
there is to it.

g~ .

Press and draa Release

Creating and deleting files

The most common way to create new files is by using a program. For example, you can
create a text document in a word processing program or a movie file in a video editing program.
Some programs create a file when you open them.

When you open Microsoft Word, for example, it starts with a blank page. This
represents an empty (and unsaved) file. Start typing, and when you are ready to save your
work, click File in the menu bar and then click Save As. In the dialog box that appears, type a file
name that will help you find the file again in the future, and then click Save (We will learn about
Microsoft Word in the next chapter).

To delete a file, open the folder that contains the file and then select the file. Press
DELETE and then, in the Delete File dialog box, click on Yes. When you delete afile, it's
temporarily stored in the Recycle Bin. Think of the Recycle Bin as a safety folder that allows you
to recover files or folders that you deleted accidentally.
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Opening an existing file
To open a file, double-click it. The file will open in the program that you used to create
or edit it. If it's a text file, for example, it will open in your word-processing program.

Home | Share  View ~ @
=1 % cut i IEE g \ [&f open ~  FH selectan
I & Copy path b = x K £ Easy access ~ LA 2 Edit Select none
Bl Pasteshortaut | ‘tor tor | ot | folder FrOREItes G History | S invert selection
®© ~ 4 [E » ThisPC » Documents » 15| [Sormboames P
't Favorites Name : Date modified Type Size ~
I Desktop C Sharp File folder
18 Downloads Car Racing File folder
%1 Recent places CARD File folder
Corel File folder
8 This PC Custom Office Templates Fill folder
Ju Desktop demo File folder
T Flashintegro File folder
18 Downloads Make a ball roll Fill folder
W Music Mobile App File folder
& Pictures My Palettes Fille folder
Videos Sambisa Forest File folder
&, Local Disk (C) Simple 2D scene File folder
s Documents (E) SketchUp File folder
< Media (F) thursday File folder
to_yusuf Fill folder
€ Network Unity Chan File folder
VR File folder
VR environment File folder
|| AutoSave_Untitled.skp SKP File 102KB
[ blender download TXT File
[ haafiz TXT File
B to_yusuf [ 1P archi
o
B wv .
23items 1 item selected 92 bytes EEE]

' 5 336PM
& - )
4 R R )

Double Click on the file to open the file
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CHAPTER 3: Application Software

An application is any program, or group of programs, that is designed for the end user.
Applications software (also called end-user programs) include such things as database
programs, word processors, Web browsers, spreadsheets, etc.

In this chapter we will be learning Microsoft Word, Microsoft PowerPoint, Microsoft
Excel, Microsoft Access and lastly CorelDraw.

Microsoft Word

Microsoft Word allows you to create and edit personal and business documents, such
as letters, reports, invoices, emails and books. By default, documents saved in Word 2010 are
saved with the .docx extension. Microsoft Word can be used for the following purposes -

To create business documents having various graphics including pictures, charts, and
diagrams.

e To store and reuse readymade content and formatted elements such as cover pages
and sidebars.

e To create letters and letterheads for personal and business purpose.
¢ To design different documents such as resumes or invitation cards etc.

e To create a range of correspondence from a simple office memo to legal copies and
reference documents.
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Getting Started with Microsoft word

In this chapter, we will discuss how to get started with Microsoft Word. We will

understand how to start a Microsoft Word application in simple steps. Assuming you have
Microsoft Word installed in your PC, to start the Word application, follow these steps —

Step 1:
a B

VLC media  UC Browser
player

[~ N - 14

Audacity ~ VSDCFree  Corel

Screen R.

(3

Etisalst  Recycle Bin
Nigeria

P

SparkAR  blender
Studio

D D &

Torch Google Safari

Chrome
By

|70 1
[E===0a P ‘
Opera {Magic MOGY WebsitED-. (O

DOW A 2584887 +13893
FISE100 A 7,22828 +42.85
NIKKEI 225 A 2145085 +163.83

Calendar
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=

J

@ Y

2] 17

TheQuran  ILIMI
EDUCATIO...

&

AL- KAB-
BASHIR INV.

o
Musawa
Freight a..

% o 5 8 , 1227PM
o P fl a0 g

0

Yusuf E’: 0}
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Step 3:

Search
Everywhere

word{E]
é Word 2013

Calendar Intemet Explorer

DOW ¥ 25,786.66 -175.85

FTSE 100 ¥ 7,23610 -11921
NIKKEI 225 A 21627.34 +1842

Q Autocorrect misspelled words

_ Highlight misspelled words
» March Madness: Ranking
Friday's 16 first-round... Finance Help+Tips OneDrive

Type in word to search for Microsoft Word
and CLICK on the enter button on your
keyboard

Tum in your phones! How
Mueller kept a lid on Russia...

NB: | have installed Microsoft word 2013 on my PC, the procedure will work on both later and
earlier version of Microsoft Word.

Step 4: We have successfully started our Microsoft Word

Ed (O Document? - Word 2@ - 8 X
EE HOME | INSERT  DESIGN  PAGELAYOUT  REFERENCES ~ MAILNGS — REVIEW  VIEW Signin
- it . . # Find ~
M - - LR A e -
cabBody) RJ1 T| A: A7) iM% Y AaBbCcD(| AaBbCcDC AaBbC( AaBbCcL | assbcer aaBbCeD AaBbCCDC
25 Repl
A ~| 25 Replace
Paste o sipainir | B L Uk x| AV A TNormal | TNoSpac.. Heading1 Heading2  Title Subtie  Subtle Em.. Emphasis 7| N g
Clipboard o Font ] Paragraph o Styles n Editing ~

PAGE1OF1 OWORDS [2

& B -———1—+ 100%
== n @H a | q e < d e Ps| y (> | 3:39PM

o
P {5 e
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Exploring Window in Microsoft Word

File Tab

Quick Access Toolbar

Title Bar

3 O -

HOME INSERT DESIGN

Document? - Word 7@ - 8 X
PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW Sign in
=2 t A @ Find -
- - Al = IR
0 Calibri (Body) ~ |11 2L T | assbceoe] aaBbeene AaBbC Asbcel AQB| asebcer aasbeen: agsbeene g
25
Paste . : Q. . 1 2 sis |2
b | B D MK A Normal | TNoSpac.. Headingl Heading2  Title Subtitle  SubtleEm.. Emphasis N Selecte
Clipboard Font [ Paragraph Styles 5 Editing 7
Ribbon
A

PAGE1OF1 nWORDs [2

= H@”ﬂ 9 o

B B B ~———F—+ 100

| x 49PM
. |m al
|| e sy

View Button

Status Bar

Document Area

Zoom Control
File Tab

The File tab replaces the Office button from Word 2007. You can click it to check

the backstage view. This is where you come when you need to open or save files, create new
documents, print a document, and do other file-related operations.

Quick Access Toolbar

This you will find just above the File tab. This is a convenient resting place for the most

frequently used commands in Word. You can customize this toolbar based on your comfort.
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Chapter 3 [Compatibility Mode] - Word

Ribbon
@HS O-
FILE HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW
o - L. N — ol
0 Times New Ro ~ |12 AA | Ay S-iE-tn &= 2T | ABbC Assbcede AaBbcede AaBbC AaBbCi A:
I U ~abex, X° aly . A =E=E=E= 15' &y - 1 - T List Para... TNormal TNoSpac.. Heading1 Heading2
Paragraph [ Styles

Paste |
- ¥ Format Painter
Font

Clipboard [F]

Ribbon contains commands organized in three components:
Tabs - these appear across the top of the Ribbon and contain groups of related

)

commands. Home, Insert, Page Layout are examples of ribbon tabs.
Groups - they organize related commands; each group name appears below the group
on the Ribbon. For example, group of commands related to fonts or group of

commands related to alignment, etc.
Commands - Commands appear within each group as mentioned above.

Title Bar
This lies in the middle and at the top of the window. Title bar shows the program and

document titles.

Zoom Control

Zoom control lets you zoom in for a closer look at your text. The zoom control consists
of a slider that you can slide left or right to zoom in or out; you can click the + buttons to

increase or decrease the zoom factor.

View Button
the screen, lets you switch through the Word's various document views.

The group of five buttons located to the left of the Zoom control, near the bottom of
Print Layout view - this displays pages exactly as they will appear when printed.

Full Screen Reading view - this gives a full screen view of the document.
Web Layout view - this shows how a document appears when viewed by a Web

browser, such as Internet Explorer.

heading styles.

Outline view - this lets you work with outlines established using Word’s standard
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o Draft view - this formats text as it appears on the printed page with a few exceptions.
For example, headers and footers aren't shown. Most people prefer this mode.

Document Area

This is the area where you type. The flashing vertical bar is called the insertion point and
it represents the location where text will appear when you type.

Status Bar

This displays the document information as well as the insertion point location. From left
to right, this bar contains the total number of pages and words in the document, language, etc.

You can configure the status bar by right-clicking anywhere on it and by selecting or
deselecting options from the provided list.

Opening and Creating a Document

You can open an existing document save on your PC or on a USB drive connected to
your computer. To open an existing file, follow the steps below:

Step 1:

Click on the File Bar

@E S0 -
HOME INSERT DESIGN PAGE LAYOUT REFEREM
A - -
l:} TimesNewRo ~[12 ~/ A" A Aa~- A
Paste | _ B I U ~abex, X° W . A~
- % Format Painter — :
Clipboard e Font e
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Click on Open

P Chapter 3 [Compatibility Mode] - Word ?2 - 8 X%
(<) i
(\‘,./‘ Sign in
Info
New

Chapter 3
Open E: » Documents » Documents » Teampiccolo » Files » ICT Training » Module
Save Compatibility Mode Properties ~
Some new features are disabled to prevent problems when working with previous Ske 832KB
Save As et versions of Office. Converting this file will enable these features, but may result in Pages Z
layout changes.
Words 780
Print
Total Editing Time 82 Minutes
Title Add atitle
Share Protect Document
3 Tags Add atag
» Control what types of changes people can make to this document. K
Export Profact Comments Add comments
Document
Close Related Dates
Last Modified Today, 12238 PM
A : C’\‘ Inspect Document Created 3/22/2019 3:07 PM
ccodn = Before publishing this file, be aware that it contains: e —
Check for Document properties and author's name
(ptions beest Content that cannot be checked for accessibility issues because of the current
2 Related People
file type
Author
Yusuf
?.11 Versions Add an author
@] Today, 12:06 PM (autosave) Last Modified By
Manage 4 ) Yusuf
Versions @ 3/22/2019 3:49 PM (autosave)

@5 3/22/2019 3:39 PM (autosave) Related Documents

@) 3/22/2019 3:28 PM (autosave)
@] 3/22/2019 3:18 PM (autosave)

Open File Location

Show All Properties

12:38PM

. M B )
B il € oo

Click on Computer to locate where you .o
® stored the file you want to use Signin

ifo Open

New
ent Documents =
o @ Recent Documents
pen
Chapter 3
Save E: » Documents » Documents » Teampiccolo » Files » ICT Training » Module
OneDrive Chapter 5
Save As E: » Documents » Documents » Teampiccolo » Files » ICT Training » Module
i Sema 2
Computer
it EI;I P E: » Documents » Documents » Teampiccolo » Files » ICT Training » Module
Share Chapter 4
+ Add a Place E: » Documents » Documents » Teampiccolo » Files » ICT Training » Module
Export Chapter 2
E: » Documents » Documents » Teampiccolo » Files » ICT Training » Module
Close
Chapter 1
E: » Documents » Documents » Teampiccolo » Files » ICT Training » Module
Account Chapter 1
E: » Documents » Documents » Teampiccolo » Files » ICT Training » Module
Options v

E: » Documents » Others » A Mariya

Certificate delegation
E:» Documents » Documents » Private » Letters

Letter of Delegation
E: » Documents » Documents » Private » Letters

authorization letter
E: » Documents » Documents » Private » Letters

Mr Jime
Desktop

12:41PM
3/25/2019

A % a0
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Step 4:

@ v 1 | « Teampiccolo » Files » Adverts v ¢ Search Adverts P
Organize v New folder 8= v (7}
P
A Name Date modified Type

+& Homegroup S T z :
{ Do you know about Team Piccolo 12/9/2017 10:53 AM  Microsoft Word 9...

1M This PC
pu Desktop

| Documents

Click on the Open button

Downloads

Music

Pictures

B Videos

&, Local Disk (C:)
w Documents (E:)
ca Media (F:)

me s

v £ >

Do you know about Team Piccolo v | Word Documents v

File name;

Tools ~ Open  |v| | Cancel

Step 5: We have successfully opened our document.

BEHS O- Do you know about Team Piccolo [Compatibility Mode] - Word ?2 B - &8 X
FILE HOME = INSERT ~ DESIGN  PAGELAYOUT  REFERENCES ~ MAILINGS  REVIEW  VIEW Signin |-
L Cut T T e A - | <] #Find ~

0 [Calibr B c| A A7 |Aav | 2L 9| pasbeepe Aasbcedc AaBbC AaBBC: AaBbC AsBbCcD AcBbccDi AaBbCcDQ -
) Copr T| %ac

Paste = X aly . & - - <

- & Format Painter B I U ~abex X A_ fas] T Normal = TNoSpac.. Heading1 Heading2 Title Subtitle  Subtle Em... Emphasis |3 b; Select™
Clipboard e Font & Paragraph i Styles & Editing ~

Do you know about Team Piccolo?

Team Piccolo Global Enterprises is a team of IT geniuses that on ion Tech (LT)
works and focuses on making Africa a global village.

Please check our Facebook page and our Website for more information about Team Piccolo. Let's work
together to make Africa a global village. Don't forget to like our Facebook page today to view our latest
software, activities and promotion.

Introducing the best Information Technology (I.T) courses that will boost your career. We ensure quality
training to prepare you for your career. We provide a wide variety of professional and certificate
courses.

PAGE10OF1 102WORDS [¥ Ed B -——+—+ 10m

awmli® 9 o 9 ¢ Y ] - o R
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To create a new document, follow the following steps below:

Step 1:

Account

Options

Click on the File bar

®E S o

Paste

Info

Chapter 3

HOME INSERT

) I U
¥ Format Painter =

Clipboard ¥

Click on New

Chapter 3 [Compatibility Mode] - Word

E: » Documents » Documents » Teampiccolo » Files » ICT Training » Module

(B

Convert

Protect
Document ~

Q)
Check for
Issues ~

Q
Manage
Versions ~

Compatibility Mode

Some new features are disabled to prevent problems when working with previous
versions of Office. Converting this file will enable these features, but may result in
layout changes.

Protect Document

Control what types of changes people can make to this document.

Inspect Document

Before publishing this file, be aware that it contains:
Document properties and author's name
Content that cannot be checked for accessibility issues because of the current
file type

Versions
@5 Today, 12:06 PM (autosave)
@] 3/22/2019 3:49 PM (autosave)

3/22/2019 3:39 PM (autosave)
% 3/22/2019 3:28 PM (autosave)
@E 3/22/2019 3:18 PM (autosave)

DESIGN

Times New Ro ~

PAGE LAYOUT

12 <A

Font

Properties ~
Size

Pages

Words

Total Editing Time
Title

Tags

Comments

Related Dates
Last Modified
Created

Last Printed

Related People
Author

Last Modified By

REFEREP

-

A Aa~- Pe

a . A -~

P

832KB

8

780

82 Minutes
Add a title
Add atag

Add comments

Today, 12:38 PM

3/22/2019 3:07 PM

Yusuf

Add an author

Yusuf

Related Documents

| Open File Location

Show All Properties

<% il

?2 - 8 X

Signin

12:38PM
all 4
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® Click on Blank document ’ _Sijn -
Info NeW

Print XXXXXXXXXXX

Share

Export

Close

Nccount Blank document Adjacency letter Adjacency report Adjacency resume Apothecary letter

Options

frour frour
Name] = Name]

Apothecary newsletter Apothecary resume Blog post Chronological letter Chronological resume v

422PM

3/25/2019

Step 4: You have successfully created a new document.

=] s Document3 - Word 72 ® - &8 %
HOME  INSERT ~ DESIGN  PAGELAYOUT  REFERENCES ~ MAILINGS  REVIEW  VIEW Signin
oo ut s T .. % Find -
= T < | 2 G
0O - Calibri (Body) ~ |11 A A A ¢ T | AaBbcede| AaBbceDe AaBbC( AaBbCcl /—\atﬂ AaBbCCC AaBbCcD( AaBbCCD( | Replce
Paste . ' " o — .. |l : ; s
= S—— I U-aex,x A-¥-A-E &y - i INormal | TNoSpac.. Heading1 Heading2  Title Subtitle _ Subtle Em... Emphasis || | ¢
Clipboard n Font ] Paragraph i Styles n Editing ~

PAGE 1 OF 1 oworDs [ -] B -——b—+ 100%

= H @l E 9 . : | - © 4 D LY

3/25/2019
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Editing a Document
Document edition is quite useful but you have to be careful when editing documents, a
little change might change the entire document.

Let open a document to edit. If you don’t know how to open a document, please refer
back to the screenshots above.

@ 8 O = Do you know about Team Piccolo [Compatibility Mode] - Word ? B - & X
FILE HOME  INSERT  DESIGN  PAGELAYOUT  REFERENCES ~ MAILINGS  REVIEW  VIEW Signin
L ut . v A i Find ~
v - v | & 2
Oe Calibri n A a7 Aav| 4 2L 9| pagbcede AsBbccdc AaBbC AaBbCi AaBDC AaBbCcD AaBHCcD. AaBbCCD( o | ohinaaee
F %
Paste v : ay . oA Y v iy 1 1 2 o e S
e e FormatPainter | B T U 7o X X - A SR Normal | iNoSpac.. Heading1 Heading2  Title Subtitle  SubtleEm... Emphasis [3| N oo
Clipboard n Font ] Paragraph I Styles n  Editing ~

Do you know about Team Piccolo?

Team Piccolo Global Enterprises is a team of IT geniuses that specializes on Information Technology (1.T)
works and focuses on making Africa a global village.

Please check our Facebook page and our Website for more information about Team Piccolo. Let's work
together to make Africa a global village. Don't forget to like our Facebook page today to view our latest
software, activities and promotion.

Introducing the best Information Technology (1.T) courses that will boost your career. We ensure quality
training to prepare you for your career. We provide a wide variety of professional and certificate
courses.

PAGE1OF1 102WORDS [% —— 4 100%
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Let us add a new paragraph in our existing document.
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For instance, you want to add a semi-colon (;) after “meaning” on the first line of the
new paragraph, move your mouse cursor behind g and press the semi-colon (;) button on your

keyboard.
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Delete Text

We have learned about how to edit a document, let us learn how to delete from a
document. You might type something you did not want to type or there is something extra
which is not required in the document.

You can delete a text by using the backspace button on your keyboard or the delete
button. You can hold down the shift button on your keyboard and use the arrow keys on your
keyboard to select a particular section or paragraph you want to delete.

Let’s delete the paragraph we added in the screenshot above.

@ H S s Do you know about Team Piccolo [Compatibility Mode] - Word 2 @H - 8 %X
FILE HOME = INSERT  DESIGN ~ PAGELAYOUT ~ REFERENCES ~ MAILNGS  REVIEW  VIEW Signin
3 Cut ; cx s | 3= A # Find ~

Jeac EalbnlBod) S[H 5| & &7 A8 |@| S riger 2l 9 | nasbcede  AaBbCcl | Assbceoc AaBbC AaBbCi AaBbC AaBbCcD Aasbced - ceol
B Copy | %acReplace
pajte o Foiinak Diiritar I U -~abex, x* ¥-Ar===5]1Er | O-H- TNormal | TNormal... | TNoSpac.. Heading1 Heading2 Title Subtitle  SubtleEm... [3| N cuecte
Clipboard & Font il Paragraph 1] Styles i) Editing ~

The paragraph we want to delete; PRESS the
delete button on vour kevboard

Do you know about Team Piccolo?

Team Piccolo Global Enterprises is a team of IT geniuses that speci on T (1.T)
works and focuses on making Africa a global village.

Please check our Facebook page and our Website for more information about Team Piccolo. Let's work

together to make Africa a global village. Don't forget to like our Facebook page today to view our latest
software, activities and promotion.

g the best Te logy (1.T) courses that will boost your career. We ensure quality
training to prepare you for your career. We provide a wide variety of professional and certificate
courses.

Importantly, Team Piccolo Global Enterprises is vendor-neutral meaning; the recommendations we
make are not i by any i - we find the best ICT solution for our client's
specific needs.

PAGE1OF1 310F133WORDS [ B Lol S s

i - - e g [¢ > o= T I ,  H17PM
- E a 9 o i - | A D - Bk S5m0

-I=} O = Do you know about Team Piccolo [Compatibility Mode] - Word 72 @ - x
HOME | INSERT  DESIGN  PAGELAYOUT  REFERENCES  MAILINGS  REVEW  VIEW Signin
o X Cut T e | e | A Hrind -
] (Calibo LU P e T | Asbeede| AsBbceDc A@aBDC AaBbCi AaBDC AaBbCcD AcBbCcDi AaBbCCD | o

Paste B I U-axx X ¥-A- TNormal | TNoSpac.. Headingl Heading2  Tile Subtitle SubtleEm.. Emph:

 Format Painter

Clipboard 5 Font 5 Paragraph 5 styles

Do you know about Team Piccolo?

Team Piccolo Global Ent ateam of IT geniuses that specializes on Information Technology (1.T)
‘works and focuses on making Africa a global village.

Please check our Facebook page and our Website for more information about Team Piccolo. Let's work
together to make Africa a global village. Don't forget to like our Facebook page today to view our latest
software, activities and promotion.

Introducing the best Information Technology (1T) courses that will boost your career. We ensure quality
training to prepare you for your career. We provide a wide variety of professional and certificate
courses.

PAGE1OF1 102WORDS L%

-E@HQ 9

www.teampiccolo.com

46




Spell Check in Word

Microsoft Word provides a decent Spelling and Grammar Checker which enables you to
search for and correct all spelling and grammar mistakes in your document. Word is intelligent
enough to identify misspelled or misused, as well as grammar errors and underlines them as
follows.

e Ared underline beneath spelling errors.

e A green underline beneath grammar errors.

e Ablue line under correctly spelled but misused words.

A Spelling error
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Misused word error

To correct these two errors in our document using the Spelling and Grammar checker,
follow the follow steps below:

Step 1:
Click on the REVIEW bar
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Step 2:

Click on Spelling & Grammar

B H S @ -
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Grammar Count v v Comment Comments Char
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RT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW

Proofing Language Comments

A Spelling and Grammar dialog box will appear and will display the wrong spellings or
errors in grammar. You will also get suggestions to correct as shown below:

Step 3: Click on Add if you
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Step 4:

BHS
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Formatting Text

Formatting text deals with how you want the appearance of your document such as the
Font type and Size, Text Decoration, Text Color, etc.

Font Type and Size
We will understand in brief the font buttons that we will further use in this tutorial.
Following is a screenshot to show you a few font related buttons.

Font Size Button

Home Tab

B H © (5 4 FontType Button
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If you want to change the Font Type or the Font Size of a particular section of your
document, select that section and follow the steps below:
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Step 3:
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To change the Font Size, select the section you want to change the font size and click on
the Font Size Button.

Click on the Font Button
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Text Decoration

When we use the term decorate, it means decorate by putting the text in italics,
underlining the text or making it bold to look more fancy and much more.

Making Text Bold

We use bold text to give more emphasis on the sentence. It is very simple to change a
selected portion of text into bold font by following two simple steps —

Step 1 - Select the portion of text that the font of which needs to be made bold. You

can use any of the text selection methods to select the portion of text.

Step 2 - Click the Font Bold [ B ] button in the Home tab Font group, or simply use Ctrl +

B keys to make the selected portion of text bold.

Making Text Italic

An italic text appears with a small inclination and we use the italicized text to
differentiate it from other text. It is very simple to change the selected text into italic font by
following two simple steps —

Step 1 - Select the portion of text the font of which needs to be italicized. You can use

any of the text selection methods to select the portion of text.

Step 2 - Click the Font Italic [ I ] button in the Home tab Font group, or simply use

the Ctrl + | keys to convert the portion of text in italic font.
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Underline Text

An underlined portion of text appears with an underline and we use the underlined
portion of text to make it more distinguished from other text. It is very simple to change the
selected text into underlined font by following two simple steps —

Step 1 - Select the portion of text which needs to be underlined. You can use any of the
text selection method to select the portion of text.

Step 2 - Click Font Underline [ U ] button in the Home tab Font group, or simply use
the Ctrl + U keys to put an underline under the text.

Change Text to Sentence Case

A sentence case is the case where the first character of every sentence is capitalized. It
is very simple to change the selected portion of text into sentence case by following two simple
steps —

Step 1 - Select the portion of text that that needs to be put in sentence case. You can

use any of the text selection methods to select the portion of text.

Step 2 - Click the Change Case button and then select the Sentence Case option to

capitalize the first character of every selected sentence.

Change Case button
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Change Font Color

The text that we type comes in black by default; you can always change the color of the

font to a color of your choice. It is very simple to change the text color by following two simple
steps —

Step 1 - Select the portion of text the font color of which needs to be changed. You can
use any of the text selection method to select the portion of text.

Step 2 - Click the Font Color button triangle to display a list of colors. Try to move your
mouse pointer over different colors and you will see the text color will change
automatically. You can select any of the colors available by simply clicking over it.

Font Color Button
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Text Alignment

There are four types of paragraph alignment available in Microsoft Word — left-aligned,
center-aligned, right-aligned, and justified.
Left Aligned

A paragraph's text is left aligned when it is aligned evenly along the left margin. Here is a
simple procedure to make a paragraph text left-aligned.
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Step 1 - Click anywhere on the paragraph you want to align and click the Align Text
Left button available on the Home tab or simply press the Ctrl + L keys.

Center Aligned
A paragraph's text will be said center aligned if it is in the center of the left and right
margins. Here is a simple procedure to make a paragraph text center aligned.
Step 1 - Click anywhere on the paragraph you want to align and click the Center button
available on the Home tab or simply press the Ctrl + E keys.

Right Aligned
A paragraph's text is right-aligned when it is aligned evenly along the right margin. Here
is a simple procedure to make a paragraph text right-aligned.
Step 1 - Click anywhere on the paragraph you want to align and click the Align Text
Right button available on the Home tab or simply press the Ctrl + R keys.

Justified Text
A paragraph's text is justified when it is aligned evenly along both the left and the right
margins. Following is a simple procedure to make a paragraph text justified.
Step 1 - Click anywhere on the paragraph you want to align and click the Justify button
available on the Home tab or simply press the Ctrl + J keys
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Create Bullets in Word
Microsoft word provides bullets and numbers to put a list of items in a nice order. This is
very simple to convert a list of lines into a bulleted or numbered list. Following are the simple
steps to create either bulleted list or numbered list.
Step 1 - Select a list of text to which you want to assign bullets or numbers. You can use
any of the text selection method to select the portion of text.
Step 2 - Click the Bullet Button triangle to display a list of bullets you want to assign to
the list. You can select any of the bullet style available by simply clicking over it.
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Step 3 - If you are willing to create a list with numbers, then click the Numbering
Button triangle instead of the bullet button to display a list of numbers you want to
assign to the list. You can select any of the numbering style available by simply clicking
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Set Line Spacing

A line spacing is the distance between two lines in a Microsoft Word document. You can
increase or decrease this distance as per your requirement by following a few simple steps.
Following are the simple steps to adjust spacing between two lines of the document.

Step 1 - Select the paragraph or paragraphs for which you want to define spacing. You

can use any of the text selection method to select the paragraph(s).

Step 2 - Click the Line and Paragraph Spacing Button triangle to display a list of options

to adjust space between the lines. You can select any of the option available by simply
clicking over it.
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Borders and Shades

Microsoft Word allows you to place a border on any or all of the four sides of selected
text, paragraphs, and pages. You can also add different shades to the space occupied by the
selected text, paragraphs, and pages. This chapter will teach you how to add any of the

borders (left, right, top or bottom) around a text or paragraph or a page and how to add
different shadows to them.

Following are the simple steps to add border to any text or paragraph.

Step 1 - Select the portion of text or paragraph to which you want to add border. You
can use any of the text selection method to select the paragraph(s).

Step 2 - Click the Border Button to display a list of options to put a border around the

selected text or paragraph. You can select any of the option available by simply clicking
over it.
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Formatting Pages

Adjust Page Margin

Margins are the space between the edge of the paper and the text. You can adjust the

right, left, top, and bottom margins of your document. By default, Word sets all margins left,
right, top, and bottom to 1 inch.

The following steps will help you understand how to set margins for an open document.

Step 1 - Open the document the margins of which need to be set. If you want the
margins to be applied only to a selected part of a document, select that particular part.

Step 2 - Click the Page Layout tab, and click the Margins button in the Page Setup

group. This will display a list of options to be selected but you have to click the Custom
Margins option available at the bottom.

You can also select any of the predefined margins from the list, but using custom
margins option you will have more control on all the settings.
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Add Header and Footer

Headers and footers are parts of a document that contain special information such as
page numbers and the total number of pages, the document title, company logo, any photo,
etc. The header appears at the top of every page, and the footer appears at the bottom of
every page.

The following steps will help you understand how to add header and footer in a Word
document.

Step 1 - Click the Insert tab, and click either the Header button or the Footer

button that which needs to be added first. Assume you are going to add Header; when

you click the Header button it will display a list of built-in Headers from where you can

choose any of the headers by simply clicking on it.
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Edit Header Button

Remove Header Button

Add Page Number

Microsoft Word automatically assigns page numbers on the pages of your document.
Typically, page numbers are printed either in header or footer but you have the option that can
display the page number in the left or right margins at the top or the bottom of a page.

Following are the simple steps to add page numbers in a Word document.

Step 1 - Click the Insert tab, and click the Page Number button available in the header

and footer section. This will display a list of options to display the page number at the

top, bottom, current position etc.
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Page Cover

Almost all the good documents and books have an attractive first page that includes the
document title, its subject, author and publisher name etc. This first page is the Cover
Page and Microsoft Word provides an easy way to add a cover page. Following are the simple

steps to add a cover page in a Word document.

Step 1 - Click the Insert tab, and click the Cover Page button available in the Pages
group. This will display a list of Built-in Cover Pages as shown below.
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Tables in Microsoft Word

A table is a structure of vertical columns and horizontal rows with a cell at every
intersection. Each cell can contain text or graphics, and you can format the table in any way you
want. Usually the top row in the table is kept as a table header and can be used to put some
informative instruction.

Create Table

The following steps will help you understand how to create a table in a Word document.
Step 1 - Click the Insert tab followed by the Table button. This will display a simple grid
as shown below. When you move your mouse over the grid cells, it makes a table in the
table that appears in the document. You can make your table having the desired
number of rows and columns.
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Step 2 - Click the square representing the lower-right corner of your table, which
will create an actual table in your document and Word goes in the table design
mode. The table design mode has many options to work with as shown below.
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When you move your mouse over any of the styles, it shows real time preview of

your actual table.
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Step 4 - to select any of the styles, just click the built-in table style and you will
see that the selected style has been applied on your table.

Rows and Columns in Word

A table is a structure of vertical columns and horizontal rows with a cell at every

intersection. A Word table can contain as many as 63 columns but the number of rows is
unlimited.

Add a Row

Following are the simple steps to add rows in a table of a word document.

Step 1 - Click a row where you want to add an additional row and then click the Layout
tab; it will show the following screen.
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Add a Formula

Microsoft Word allows you to use mathematical formula in table cells which can be used
to add numbers, to find the average of numbers, or find the largest or the smallest number in
table cells you specify. There is a list of formulae, you can choose from the many based on the
requirement.

Following are the simple steps to add formula in a table cell available in Word
document.

Step 1 - Consider the following table with the total number of rows. Click in a cell that
should contain the sum of the rows.

66
www.teampiccolo.com




EHS -
HOME
NE B HE R

INSERT DESIGN

Select View Properties Draw Eraser Delete
Gridlines Table »
Table Draw

PAGE1OF1  123WORDS [f%

Do you know about Team Piccolo [Compatibility Mode] - Word
PAGE LAYOUT

TABLE TOOLS

7@ - 8 %
REFERENCES ~ MAILNGS ~ REVIEW  VIEW  DESIGN | LAYOUT Signin
el g =R | R = Az F
! v € 2 B 0 B 1 Height: [0.18" B Distribute Rows SZ; A= @ /%l [ Repeat Header Rows

e % = 2 % Convert to Text
Insert Insert Insert Insert Split Split  AutoFit =g [133° £ Distribute Columns Tet  Cell  Sot
Above Below Left Right Cells Table - = E = pirection Margins Jx Formula
Rows & Columns [ Merge Cell Size & Alignment a A

Do you know about Team Piccolo?

Team Piccolo Global Enterprises is a team of IT geniuses that specializes on Information
Technology (I.T) works and focuse on making Africa is global village.

Please check our Facebook page and our Website for more information about Team Piccolo. Let's work

together to make Africa a global village. Don't forget to like our Facebook page today to view our latest
software, activities and promotion.

Introducing the best Information Technology (1.T) courses that will boost your career. We ensure quality

training to prepare you for your career. We provide a wide variety of professional and certificate
courses.

Name January February March Total
Kabir Yusuf Bashir [ 20000 25000 22000
Peter lliya 50000 40000 20000
Umar Grema 70000 10000 20000

Formula Button
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Step 2 - Now click the Layout tab and then click the Formula button; this will display a

Formula Dialog Box which will suggest a default formula, which is =SUM (LEFT) in our

case. You can select a number format using Number Format List Box to display the
result or you can change the formula using the Formula List Box.
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Step 3 - Now click OK to apply the formula and you will see that the left cells have been
added and the sum has been put in the total cell where we wanted to have it. You can
repeat the procedure to have the sum of other two rows as well.
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Cell Formulae

The Formula dialog box provides the following important functions to be used as
formulain a cell.

No Formula & Description

AVERAGE( )

The average of a list of cells

COUNT()

The number of items in a list of cells

MAX( )

The largest value in a list of cells

MIN( )

The smallest value in a list of cells
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PRODUCT( )

5
The multiplication of a list of cells
SUM()
6 .
The sum of a list of cells
Table of Content

A table of contents is a list of headings in the order in which they appear in the
document. You can set a list of headings which should be a part of the table of contents. Let us
learn how to create a Table of Contents. A table of content helps in navigating through a Word
document by providing associated page numbers and direct links to various headings available
on those pages.

The following will help you to create Table of Contents in your Microsoft Word using
various levels of headings.

Step 1 - you can insert a table of content anywhere in the document, but the best place

is always at the beginning of the document. So bring your insertion point at the

beginning of the document and then click the References tab followed by the Table of

Content button; this will display a list of Table of Contents options.
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The foll g will help you to create Table of Contents in your Microsoft Word using
Ties rutar e fuved 1. * 35 levels of headings.

[@ More Tables of Contents from Office.com

B Custom Table of Contents..

PAGE40 OF 42 4056 WORDS  [J%

B 9 o

B

Printing Document

)

Step 1 — you can insert a table of content anywhere in the document, but the best place is
always at the beginning of the d.

of the document and then click the References tab followed by the Table of

So bring your i ion point at the t

Content button; this will display a list of Table of Contents options.

iﬁ [2) Insert Table of Figures ‘EI Bl insertindex  F_P [ Insert Table of Authorities
= L te T ” -
Update Tat Upda y

7@ - 8 X
Signin

B -——+—+ 100
| o SOTEM

. [m
s 3/28/2019

Consider you are done with previewing and proofing your document and ready for the
final printing. The following steps will help you print your Microsoft Word document.

Step 1- Open the document for which you want to see the preview. Next click
the File tab followed by the Print option which will display a preview of the document
in the right column. You can scroll up or scroll down your document to walk through the
document using given Scrollbar. The middle column gives various options to be set
before you send your document to the printer.
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Printing Option

Document Preview

Do you know about Team Piccolo [Compatibility Mode] - Word ?2 -8 %
®

Print

New i 1 - PS
O = >
- =
Prirt Do you know about Team Pczolo?
Save
Technology (LT) works and focuse on making Africa is global village.
Save As Printer O S ————
e / Send To OneNote 2013 ol
fink KD Ready ; o e

Share Printer Properties R
e Settings Print Copies

ITE] Print All Pages .
Close The whole thing

Pages:

E Print One Sided .

Zecciny Only print on one side of th...
= Collated
Opt i N
gt FDD 123 123 123
E Portrait Orientation v
i Letter .
8.5"x 11"

H" Normal Margins
L4 Left 1" Right 1"

D 1Page Per Sheet -

Page Setup

9:23PM
3/28/2019

e T

Step 2 - you can set various other printing options available. Select from among the
following options, depending on your preferences.
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Do you know about Team Piccolo [Compatibility Mode] - Word ?

Print
New ¢ 1 rS
= opies: E
Open =
Print
Do ou ko ot o Pilo?
Save
Technology (1.T) works and focuse on making Africa is global village.
Save As Printer e for o s shut T Pl e wok
an ; Send To OneNote 2013 . !
& = 9 Ready - .»‘flla'(u' carcer. ¥
Share Printer Properties R
Eigot Settings
@-ﬁ Custom Print .

Type specific pages, section...

Pages: | 1-2|

Print One Sided

Only print on one side of th..

—  Collated
123 123 123

E Portrait Orientation v

D Letter .
85"x 11"
T Normal Margins

| Left 1" Right: 1"

1Page Per Sheet -

Page Setup

Options

@
]
4

@ Wa® o9 .

- 8 x
Signin

+ [

9:28 PM

No Option and Description

Copies

Set the number of copies to be printed; by default, you will have one copy of the document.

Print Custom Range
This option will be used to print a particular page of the document. Type the number
in Pages option, if you want to print all the pages from 7 till 10 then you would have to specify this
option as 7-10 and Word will print only 7, 8t, 9t and 10t pages.
Print One Sided
3 By default, you print one side of the page. There is one more option where you will turn up your
page manually in case you want to print your page on both sides of the page.
Collated
4 By default, multiple copies will print Collated; if you are printing multiple copies and you want the

copies uncollated, select the Uncollated option.

5 Orientation
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By default, page orientation is set to Portrait; if you are printing your document in landscape mode
then select the Landscape mode.

A4

6 o . . . .
By default, the page size is A4, but you can select other page sizes available in the dropdown list.
Custom Margin

. Click the Custom Margins dropdown list to choose the document margins you want to use. For
instance, if you want to print fewer pages, you can create narrower margins; to print with more
white space, create wider margins.
1 Page Per Sheet

8 By default, the number of pages per sheet is 1 but you can print multiple pages on a single sheet.

Select any option you like from the given dropdown list by clicking over the 1 Page Per Sheet option.

Step 3 - Once you are done with your setting, click on the Print button which will send
your document to the printer for final printing.
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Print Button

ow about Team Piccolo [Compatibility Mode] - Word ?2 - 8 x
Print
New 7S
=
Open
Print
Do you ko about Taam Picolo?
Save fori
Technalogy 0
Save As Printer Pea ek our .
o / Send To OneNote 2013 . sohare st nd protin.
- = Resdy " your carcer. ¥ i
Share Printer Properties o
Fepert Settings
59 Custom Print
Close Type specific pages, section...
Pages: | 1-2|
E Print One Sided
fecount Only print on one side of th...
Collated
Options EE -
EE 123 123 123
E} Portrait Orientation -
D Letter .
85 x 1"
Normal Margins .
Left: 1" Right: 1
1Page Per Sheet v
Page Setup
4]2 |of3 P 52% — —+ + &

. 9:28PM
- [m )
q} e
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Microsoft PowerPoint
Microsoft PowerPoint is a commercial presentation application written and distributed
by Microsoft for Microsoft Windows and Mac OS X.

Microsoft PowerPoint is a presentation tool that supports text, shapes, graphics,
pictures and multimedia along with integration with other Microsoft Office products like Excel.

Getting Started with Microsoft PowerPoint

In this section, we will discuss how to get started with Microsoft PowerPoint. We will
understand how to start a Microsoft PowerPoint application in simple steps. Assuming you
have Microsoft PowerPoint installed in your PC, to start the application, follow these steps —

Step 1:

3 I 0
B e & e @

UC Browser Torch G Safari The Qur'an ILIMI
EDUCATIO...

a? i

VSDC Free  Cor A &2 €€} AL- KAB-
Screen R... 7 (64-Bit] deo v dito BASHIR INV...

> U

Etisalat  Recycle Bin
Nigeria

R =

housesample YTDVideo DanAguiciRFirerodfBootarap
Downloader ~ App.apk

> P
2
SparkAR  blender
Studio

js blender

M ®® e 9 © 0 - o B D[&]-noxe 2
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Step 2:

=
/IR

Opinion: Let's hope we geta
fourth Duke-UNC meeting i..

OB S
..Ig;
L

Step 3:

Calendar

DOW A 25,848.87 +138.93
FTSE 100
NIKKEI 225

Finance

(=

Intemet Explorer

@ Free %ok 426

Help+Ti ﬂ
ps

=1 The surprising

Click on the Search Button

[ e lssues First Veto Afer
Congress Rejects Border... s Reading List

powerPoint 2013

¥ | PowerPoint 2013

Type PowerPoint inside the search box and
PRESS the ENTER button on your keyboard

PSS o
o ot takemways from Friday's
Sweet 16 games

NB: | have installed Microsoft PowerPoint 2013 on my PC, the procedure will work on both

NIKKEI 225 A 21,205.81 +172.05

Finance

&/

Help+Tips OneDrive

The surprisin
i secrets to liv
i nger — ant

Photos OneNote

_. P |
[ How Aleclones and infowars
Helped a Man Stalk Sandy...

later and earlier version of Microsoft PowerPoint.
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Step 4: We have successfully started our Microsoft PowerPoint

? - 8 x
H Sign in to get the most out of Office
PowerPoint e

Recent

You haven't opened any presentations recently. To A A

browse for a presentation, start by clicking on Open
Other Presentations.

Circuit

(@@ Open Other Presentations e

4
. —-;;f:- 4

Facet Feathered

I - AN $ I\
RSN

Integral lon Boardroom

e e

BHS OB Presentation - PowerPoint ?® - 8 X
HOME | INSERT ~ DESIGN  TRANSITIONS ~ ANIMATIONS ~ SLDESHOW  REVIEW  VIEW Signin [}
B X, Cut ‘ =) ElLayout~ BN\ \NOOO DD i Find
paie B Com oy EReset b e %1.1:)&6 2 e o S 23 Replace ~
. FormatPainter | gjige~ ' Section~ 2 i TAYE S0+ S Rk il 13 Select -
Clipboard & Slides Font Paragraph Drawing Editing ~

Click to add title

Click to add subtitle

SLIDE1OF 1 = NOTES Wl COMMENTS E

B2 ® 9 o 96 ¥a v
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Exploring Window in Microsoft Word

File Tab
Home Ribbon Title Bar Slide Side
B = Presentation] - PowerPoint 7@ - &8 %
FILE HOME INSERT DESIGN TRANSITIONS ANIMATIONS SLIDE SHOW REVIEW VIEW Sign in
o t = [ElLayout - Text Directior EN\NOo0O-| O raf # Find
O — 2]Reset nT ALLD o[ "D ape Out 23 Replace ~
Poste e agsection | ° 43 tosmanait- |2 AL ) 5| Amengf Quic 13 Select -
= ey Slide~ T >ection r v 3 Selec
Clipboard [ Slides Font Paragraph Drawin Editing ~
1
v

Click to add title

Click to add subtitle

Zoom Options

SLIDE1 OF 1 = NOTES Wl COMMENTS E i 8 ¥ -—4+—+ 7% B
"l B 9 o D e [ B % Ol 4 R
Slide Tab Notes Selection Slide Views

File Tab

This tab opens the backstage view which basically allows you to manage the file and
settings in PowerPoint. You can save presentations, open existing ones and create new
presentations based on blank or predefined templates. The other file related operations can
also be executed from this view.
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Ribbon

m Q .'__L— . Presentation1 - PowerPoint
FILE HOME INSERT DESIGN TRANSITIONS ANIMATIONS SLIDE SHOW REVIEW VIEW
—J] o [=] Layout ~

— T ©JReset
Paste New )
v f Slide~ ©JSection~

s

Clipboard [ Slides Font Paragraph

The ribbon contains three components -

e Tabs - they appear across the top of the Ribbon and contain groups of related
commands. Home, Insert, Design are examples of ribbon tabs.

e Groups - they organize related commands; each group name appears below the group
on the Ribbon. For example, a group of commands related to fonts or a group of
commands related to alignment, etc.

¢ Commands - Commands appear within each group as mentioned above.

Title Bar

This is the top section of the window. It shows the name of the file followed by the
name of the program which in this case is Microsoft PowerPoint.

Slide Area

This is the area where the actual slide is created and edited. You can add, edit and
delete text, images, shapes and multimedia in this section.

Zoom Option

The zoom control lets you zoom in for a closer look at your text. The zoom control
consists of a slider that you can slide left or right to zoom in or out, you can click on the - and +
buttons to increase or decrease the zoom factor. The maximum zoom supported by PowerPoint
is 400% and the 100% is indicated by the mark in the middle.

Slide View

The group of four buttons located to the left of the Zoom control, near the bottom of the
screen, lets you switch between PowerPoint views.

¢ Normal Layout view - this displays page in normal view with the slide on the right and
a list of thumbnails to the left. This view allows you to edit individual slides and also
rearrange them.
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o Slide Sorter view - this displays all the slides as a matrix. This view only allows you to
rearrange the slides but not edit the contents of each slide.

e Reading View - this view is like a slideshow with access to the Windows task bar in case
you need to switch windows. However, like the slideshow you cannot edit anything in
this view.

Notes Section

This sections allows you to add notes for the presentation. These notes will not be
displayed on the screen during the presentation; these are just quick reference for the
presenter.

Slide Tab

This section is available only in the Normal view. It displays all the slides in sequence.
You can add, delete and reorder slides from this section.
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Create Presentation using PowerPoint

PowerPoint offers a host of tools that will aid you in creating a presentation. These tools
are organized logically into various ribbons in PowerPoint. The table below describes the
various commands you can access from the different menus.

E! (] B = Presentation1 - PowerPoint
HOME INSERT DESIGN kTRANSITIONS ANIMATIONS SLIDE SHOW REVIEW VIEW
-‘T’_\} ‘ —_‘ [ Layout ~
Paslt_e F @ ] Reset

v Format Painte Slide ~ & Section ~

Clipboard P Slided Paragraph
Menu Categories ]
Ribbon Command
Menu Category Ribbon Commands
Home Clipboard functions, manipulating slides, fonts, paragraph settings, drawing
objects and editing functions.
Insert Insert tables, pictures, images, shapes, charts, special texts, multimedia and
symbols.
Design Slide setup, slide orientation, presentation themes and background.
Transitions Commands related to slide transitions.
Animations Commands related to animation within the individual slides.
Slide Show Commands related to slideshow set up and previews.
Review Proofing content, language selection, comments and comparing presentations.
View Commands related to presentation views, Master slides, color settings and

window arrangements.
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Add New Slide in PowerPoint

Step 1: Right-click in the Navigation Panel under any existing slide and click on the New
Slide option.

Navigation Panel

Presentation - PowerPoint ? @ - 8 X
TRANSITIONS ~ ANIMATIONS ~ SLIDESHOW  REVIEW  VIEW Signin
0O Shape Fill & Find
b Outlir 23c Replace ~
An
B us 9 Effects~ | [} Select~
Font Paragraph Drawing Editing ~

Click to add title

Click to add subtitle

SLIDE1 OF 1 Z=nNotes Wcomments B IR B ¥ -—F+——+ 7% B

u@aFfi®o s 9 ¢ ‘ e M@ %R ST

Step 2: The new slide is inserted. You can now change the layout of this slide to suit your design
requirements.

BH®S O B- Presentation1 - PowerPoint 7 @ - & X
FILE HOME INSERT DESIGN TRANSITIONS ANIMATIONS SLIDE SHOW REVIEW VIEW Signin
= X Cut ‘ *‘ [ElLayout ~ T EN\\OoO-| I # Find
D) g copy =) o) reset ALLDSr[] U 2 Replace -
Paste - B I U § abe Y A % NN ) 7| Amange
- <~ FormatPainter  gjige~ [ Section~ Convert to SmartArt A N I3 Select~
Clipboard 5 Slides Font Paragraph Drawing Editing ~

1

New Slide inserted

Click to add title

Click to add subtitle

“«»ie

supE1oF2 [ = NOTES W COMMENTS E & 8B ¥ -—4+—+ 7% @A

@8 iPi® 9 o 9 C = K EEX NPT
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Step 3: To change the slide layout, right-click on the newly inserted slide and go to
the Layout option where you can choose from the existing layout styles available to you.

Layout Menu Option

Slide Layout Style

BEHS O3 7 ® - 8 %

FILE HOME

Presentation1 - PowerPoint

INSERT DESIG TRANSITIONS ANIMATIONS SLIDY SHOW REVIEW VIEW Signin

= X Cut ‘

ER Copy ~

| Bla

IR}

Paste

. New
¥ Format Painter  gjige~

e

out ~
et

tion -

O
O

BEN\NO00
A1LLd G-

% AL} gy [s|Arange Quic

i Find
23c Replace ~

[3 Select~

Clipboard 5} Slides Font Paragraph Drawing Editing ~

T

Cut

Copy

Sh i X

Paste Options:

Click to add title

Click to add subtitle

P

Office Theme

= A

Duplicate Slide

Delete Slide

Title Slide Title and Content  Section Header

Add Section

Publish Slides

Layout > " Two Content Comparison Title Only

Reset Slide

&3] Format Background, GO BRGH a— >

Hide Slide

Picture with
Caption

Content with
Caption

= NOTES Wl COMMENTS -

5]

D

SUDE20F2 [
11

B ¥ -—4—+ 7% B

g g SBM

X
£ 3/30/2019

You can follow the same steps to insert a new slide in between existing slides or at the
end on the slide list.

When we insert a new slide, it inherits the layout of its previous slide with one
exception. If you are inserting a new slide after the first slide (Title slide), the subsequent slide
will have the Title and Content layout.

You will also notice that if you right-click in the first step without selecting any slide the
menu options you get are different, although you can insert a new slide from this menu too.
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Adding Text in Boxes in PowerPoint

PowerPoint allows users to add text to the slide in a well-defined manner to ensure the
content is well distributed and easy to read. The procedure to add the text in a PowerPoint
slide is always the same - just click in the text box and start typing. The text will follow the
default formatting set for the text box, although this formatting can be changed later as

required. What changes is the different kinds of content boxes that support text in a

PowerPoint slide.

Given below are some of the most common content blocks you will see in PowerPoint.

Title Box

This is typically found on slides with the title layout and in all the slides that have a title

box in them. This box is indicated by "Click to add title".

Subtitle Box

This is found only in slides with the Title layout. This is indicated by "Click to add
subtitle"

Title Box

Click to add title
O ittt N

Subtitle Box
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Content Box

This is found in most of the slides that have a placeholder for adding content. This is
indicated by "Click to add text". As you can see, this box allows you to add text as well as non-
text content. To add text to such a box, click anywhere on the box, except on one of the

content icons in the center and start typing.

Click to add title

Non-Text content

/

/.

* Click to add text

Adding New Text Box in PowerPoint

Step 1: Click on the Text Box icon in the Home ribbon under the Drawing section.

BHS OB-

FILE HOME

INSERT DESIGN ANIMATIONS SLIDE SHOW

i [E Layout ~

) Reset

TRANSITIONS

A ew
¥ Format Painter  gjige~ 3 Section~

Clipboard ] Slides Font

REVIEW VIEW

Paragraph

Presentation1 - PowerPoint

Text Box

L @ Find
7 25 Replace
A [ Arrange

I [} Select~

Drawing Editing

Step 2: You will get the insert text box cursor that looks like an inverted cross.
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Step 3: Click to insert a text box. You can now start typing directly into the text box

FHS OB- Presentation1 - PowerPoint DRAWING TOOLS ? @ - & X
HOME | INSERT  DESIGN  TRANSITIONS ~ ANIMATIONS  SLIDESHOW  REVIEW  VIEW FORMAT Signin
Aﬁ v =] I{‘f‘“y"“" Calibri (Body) - |18 ~| A" A" A i i = s H? Te.x‘ Direction ~ ;l ; 0o r? UD ‘:’? ﬁ.?Shape Fill 2 ;H Find
o of \_;]Reset i 15 1t Gl . E‘JAllgn Text~ A "Ij Lo d G 3 [ LZ Shape Outline~ 3¢ Replace ~
. “FormatPainter  gjige~ 3 Section~ = = = T Converttosmartat~ |4 A& ¥ SRR G Q@ Shapefffects~ Iy Select
Font 5 Paragraph 5 Drawing 5 Editing ~

Clipboard el Slides

Click to add title

* Click to add text

L
© This is a new Text Box{ g

= NOTES  Wicomments [ -————+ % |

SUDE2OF2 [
6:16PM

= vg & 9 @ : s [ps] \\!) ﬁ* 4 D - - aae 3/30/2019

New Inserted Text Box

Deleting Existing Slide in PowerPoint
There are times while creating a presentation, you may need to delete some slides. This

can be done easily from PowerPoint.

Step 1: Right-click on the slide to be deleted and select the Delete Slide option.
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EHS OB+

HOME | INSERT DESIGN

& Cut

D X Cut
L) B copy
Paste

. ~Format D

Clipboard

SUDE3OF4 [

Presentation - PowerPoint

TRANSITIONS ~ ANIMATIONS ~ SLIDESHOW ~ REVIEW  VIEW

Font Paragraph

2@ - 8 %
Signin

O (m] 7 # Find
G 2% Replace
pAd

I3 Select~

Drawing Editing -~

o \Clickto add title

Click on the Delete Slide

Click to add notes

= NOTES Wl COMMENTS .t ——" A T

= EEL I

Rearranging Slide in PowerPoint

T W/ Q - ; H. . , 625PM
| \' <4 £ 0 330

Rearranging slides is important when it comes to organizing the overall presentation
flow. While it is vital that you get the right content in every slide, it is equally important that
you are able to present them in a format that makes it easier for the audience to understand

the content too; most times this will require rearranging the slides.

To rearrange your slide, follow the following steps below:

Step 1: Left click on the slide and drag it to the position in the sequence where you want to

place it. PowerPoint will indicate the insert position with a line in-between existing slides.
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BHOS 0T

Presentation1 - PowerPoint

?27 B - &8 X
HOME INSERT DESIGN TRANSITIONS ANIMATIONS SLIDE SHOW REVIEW VIEW Sign in
S X Cut ‘ =] Eltayout- irect EN\NOo0O-| O hape Fi # Find
9y E@ Copy ~ e 1] Reset ) A1LLSG G- P ! 23 Replace ~
TF S Fomatpainter  gige- Foecion- T U S tt r K IRTA SR S - it B Select~
Clipboard 1] Slides Font Paragraph Drawing Editing ~
q
: Inser lide;
Slide #2 serted Slide;
3 NB: This Slide was the second slide in our
Wd tex| . . . .
presentation but we moved it to the third slide
&~
4
:
¥

Click to add notes
SLIDE2 OF 4
e
-

02

A B 9 o
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Step 2: When you get to the right position release the left click button to insert the slide.
Alternately you can also cut the selected slide and paste it back in the sequence as shown

below.

BHS @ 3= Presentation1 - PowerPoint

FILE HOME

INSERT DESIGN TRANSITIONS ANIMATIONS SLIDE SHOW REVIEW VIEW

= X Cut ¥ Cut
B Copy - B Copy
Paste = U § aix
- & Format Painter | [y Paste Options: t
[} Font Paragraph

Clipboard

SUDE3OF4 [

‘ NGB E oo

New Slide

Duplicate Slide
Delete Slide 5
Slide #2

Publish Slides

ENNO00 - O
ALLD o[ O

= —| Arrange Quick
 BRYAYE R 4 L el

Drawing

72 H - 8 %
Sign in
@ Find
33c Replace ~
[} Select~
Editing w

* Click to add text

Layout »
Reset Slide

Format Background...

Hide Slide

Click to add notes

i3 B 9 o
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Adding Slide Notes

Slide notes can be very useful tools for presentation. These notes are not displayed on
the screen in the Slideshow mode, but the presenter can see them so they can prepare well to
present the slides. Depending on your Print settings, you can also print the slide notes along
with the slides. To add notes to your slide, follow the following steps below:

Step 1:

BEHS @B Presentation1 - PowerPoint ? @ - & X
FILE HOME INSERT DESIGN TRANSITIONS ANIMATIONS SLIDE SHOW REVIEW VIEW Sign in
== X Cut ‘ =] Eltayout~ 77 Text Direction BENNO0O O hape Fi #% Find
R Copy ~ — ] Reset n Text ALLDE[] H hape Outlir 25 Replace ~
Paste - B I U § abch % AL} i |=) Amange Quick
- ¥ Format Painter  gjige~ 3 Section~ C t to SmartArt ) < i B P a [ Select~
Clipboard n Slides Font Paragraph Drawing Editing ~
1 E
2

Click on the NOTES button

& Clickto add title ~ /

/

Click to add subtitle

SUDE10OF4 [I2 = NOTES W COMMENTS E i B ¥ -——4—+—+ 7% H

T} @ 4 . > 7 a 7 S  &59AM
= wg B 9 o O G : 4 D S

Step 2: Type your text in this section as slide notes.

BHS OB+ Presentation’ - PowerPoint 7@ - 8 X%
[ ‘OME | INSERT  DESGN  TRANSITIONS ~ ANIMATIONS  SLDESHOW  REVIEW  VIEW Sign in
= - S . e e ¥t Direction BN \NOO Shape Fill

) =] Bt Calibri Body) ~[12 <A A A0 % v |4 fay AhTe B\ \O00O DD i  Find

o s N ERese lign Text A1LLd0 i hape Outlir 3 Replace ~

aste ew e = ~7 = Anange
& Format Painter | ige~ ‘Hsections | B T U S~ Aa- A = KIRTASERE 4 ek Effect 3 Select -
Clipboard & Slides Font & Paragraph i Drawing Editing ~

Type your text here

- Click to add titte"

Click to add sub#fle

Introduction to PowerPoint Tutorial
SUDE1OF4 [2 = NOTES Wl COMMENTS E & B ¥ -—4—+——+ 0% B

=m ifi®o ¢ 9 ~ | @ < Do Bl
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NB: Slide notes can be printed from the print menu under the backstage view. From the Print
Layout option, select Notes Pages or 3 Slides. Notes Pages will print a single slide with the slide
notes below it. The 3 Slides will print all three slides with notes on the right side.

Notes Option

i ? -8 %
Signin
Print Layout
Pages

Full Page Sides Notes Page: Outl N
Handouts
= E] E - i i
-
1 Slide 2 Slides 3 Slides 3 Slldes Optlon
4 Slides Horizontal 6 Slides Horizontal 9 Slides Horizontal
Share 4Slides Vertical 6 Slides Vertical 9 Slides Vertical
Erame Slides
Export
v Scaleto Fit Paper
Close High Quality
o e P~ Print Menu Layout
Print 1 slide per page N
. —  Collated
0 .
o EE 123 123 123
. Color ¥

Edit Header & Footer

I 7:06 AM
- |ms )
e Loy

Presentation Views in PowerPoint

PowerPoint supports multiple views to allow users to gain the maximum from the

features available in the program. Each view supports a different set of functions and is
designed accordingly.

PowerPoint views can be accessed from two locations.

e Views can be accessed quickly from the bottom bar just to the left of the zoom settings.
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BHS OB+

FILE HOME

INSERT DESIGN

TRANSITIONS ~ ANIMATIONS
= X Cut ‘ =) [=] Layout ~
O ER) Copy ~ — CIReset
Paste New B I U § ak A
~ Format Painter ~ gjige~ [ Section~
Clipboard ) Slides Font
1
2
3
4

Introduction to PowerPoint Tutorial

SUDE10OF4 [
e
-

Presentation1 - PowerPoint

= NOTES W COMMENTS E [as

?27 B - &8 X
SLIDE SHOW REVIEW VIEW Sign in
Text Direction BN\ \OoO-| I hape Fill i Find
*] Align Te ALLD S - U 5 Shape O 25 Replace ~
Con matart |4 DAL ) fe[5]Amnee Bk g o I3 Select -
Paragraph Drawing Editing ~
Introduction to PowerPoint
Presented by Kabir Yusuf Bashir
Quick Access to Presentation View
i
¥

B T -———+ 1% B3

Presentation Views

BH S OB -
13 HOME | INSERT ~ DESIGN  TRANSITIONS

EEEEE = B B

Normal Outline Slide Slide Handout Notes
View Sorter Master Master Master

Notes Reading
Page View

Presentation Views Master Views

www.teampiccolo.com

e <

View Ribbon

Presentatjon1 - PowerPoint

ANIMATIONS SLIDE SHOW REVIEW Vg
Ruler Q B color D—J H Arrange All
Gridlines — v = Grayscale | % Cascade
otes Zoom Fitto New
Guides Window m Black and White  window F=5 Move Split
Show [ Zoom

Color/Grayscale Window

7:14 AM

B
% d 3/31/2019

Views can also be accessed from the Presentation Views section in the View ribbon

|
i :‘
Switch Macros
Windows ~
Macros
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Normal View

This is the default view in PowerPoint and this is primarily used to create and edit slides.
You can create/ delete/ edit/ rearrange slides, add/ remove/ modify content and manipulate
sections from this view.

B HS OB Presentation! - PowerPoint ?® - 85 %
Ve NSRT  DSGN  TRANSTIONS  ANMATONS  SUDESHOW  ROVEW  viw Sonin
P Liyouts g S| . #Find

£ Reset Lo O o[- % Replace -

Introduction to PowerPoint

Presented by Kabir Yusuf Bashir

suDe1oFe 2 Znoes Wcowens [

L EIEX s E @ oD

Slide Sorter View

This view is primarily used to sort slides and rearrange them. This view is also ideal to
add or remove sections as it presents the slides in a more compact manner making it easier to
rearrange them.

28 S B s resentation! - PowerPoint 7@ - & X

FLE HOME = INSERT  DESIGN  TRANSITIONS  ANIMATIONS  SUDESHOW  REVEW  VIEW Signin

New
Slide - (5 Section

Introduction to PowerPoint

SUDE4OF4 2

=l ari® o9 o
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Reading View

This view was introduced in PowerPoint 2010 and it was created mainly to review the
slideshow without losing access to rest of the Windows applications. Typically, when you run
the slideshow, the presentation takes up the entire screen so other applications cannot be
accessed from the taskbar. In the reading view the taskbar is still available while viewing the
slideshow which is convenient. You cannot make any modifications when on this view.

[P 3] PowerPoint Slide Show - [Presentation1] - PowerPoint - 8 x

Introduction to PowerPoint

Presented by Kabir Yusuf Bashir

SUDE1 OF 4 ©OEBE® EBE &I 8 %

=W 2rA® 9 o DO O e @ ¢ D [Bl]l-wawe 22

Slide Show

This is the traditional slideshow view available in all the earlier versions of PowerPoint.
This view is used to run the slideshow during presentation.

Introduction to PowerPoint

Presented by Kabir Yusuf Bashir
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Setting Backgrounds in PowerPoint

As PowerPoint is a design-based program, backgrounds are effective ways of improving
the aesthetics and readability of the slides. The Themes in PowerPoint help select the
backgrounds by default, so every time you change the theme, the default background is set
automatically. Theme includes more than just backgrounds, so you can retain other aspects of
the theme while changing the default background.

To apply backgrounds in PowerPoint, follow the steps below:

Step 1: In the Design ribbon, click on the More button

BEHS- B = Presentation] - PowerPoint 2@ - 8 x
HOME INSERT DESIGN TRANSITIONS ANIMATIONS SLIDE SHOW REVIEW VIEW Sign in
Aa Aa Aa \—‘ EW
- e Pro.y | Slide  Format
Size~ Background

1 rent
2

; ; r/\/ Point

i Click on the more button erroin
Tesented by Kabir Yusur Bashir
.

Introduction to PowerPoint Tutorial

SUDE1OF4 [ =nNotes Wcommens B I B ¥ -—F+—+ 7% B

=@l ® 9 o I T EEEXS T

Step 2: Select one of the background styles that suits your requirements.

B H S B = Presentation! - PowerPoint 2 ® - & X
(B oMe  INSERT | DESIGN  TRANSTIONS  AMIMATIONS  SUDESHOW  REVIEW  VIEW Sign i
A e - [ [ ¢
= oo ‘ ’ é:.’::?é:: ‘ . | - .__M ‘ ‘ - ‘- ;
e || mememn | [ e g [c— - - —— — [ | p— Side  Format
- - Size~ Background
Theme K c % st

]
-- .0 PowerPoint

< cmmmiremm =y «odbir Yusuf Bashir

Introduction to PowerPoint Tutorial

sUDE1OF4 [ #notes Wcommens B 38

= vilrd| B 9 0o D € OB B ga «»
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Adding Slide Numbers in PowerPoint

Just like you have page numbers for books, it is usually a good idea to add slide
numbers to presentations. There are two ways you can add slide numbers to your
presentation and this chapter will show you both those techniques.

Step 1: Under the Insert ribbon, click on Slide Number command.

@ H S B = Presentation’ - PowerPoint 7@ - 8 X
EIEBl oME | INSERT | DESIGN  TRANSITIONS ~ ANIMATIONS  SLDESHOW  REVIEW  VIEW

Sign i
— (pe=l ) A 5 e ‘

S E ded s 20 M @ D ED AR T i)

New Table Pictures Online Screenshot Photo Shapes SmartArt Chart  Appsfor Hyperlink Action Comment t Text Head ‘WordArt Date &  SIif ject  Equation b Video Audio

Slide ~ - Pictures - Album ~ ] Office~ Box & Footer - Time Numb! - - -

Slides Tables Images INlustrations Apps Links Comments Text Symbols Media ~
1

2

3 Introduction to PowerPoin

Presented by Kabir Yusuf Bashir

Click on Slide Number

Introduction to PowerPoint Tutorial

SUDE10OF4 [I2 = NOTES W COMMENTS E

@l aFi® 9 o 9 E » e M@ « D I

3/31/2019

Step 2: Check the Slide number check box.

BHEH S B

HOME | INSERT | DESIGN  TRANSITIONS  ANIMATIONS ~ SLIDESHOW  REVIEW  VIEW

= B = = 7 B B E D g D)

New  Table Pictures Online Screenshot Photo pes SmartArt Chart  Apps for Comment H WordArt Date& Slide Object  Equation Symbol  Video Audio
Sider - Picture: Album fice Box & Footer Time Number -
Slides  Tables Images lustrations Apps Links Comment ts -
W Check on Slide Numb i
€CcK on Slide Number
slide | Notes and Handouts
Include on slide Preview
2 [ Date and time
. ® Update automatically
3 , DINt
[¥] slide number
[ Footer
i [] Don't show on titte slide
Apply Appiyto Al | | Cancel
Py
¥

Introduction to PowerPoint Tutorial

SUDE10F4 [ = NOTES W COMMENTS BE == B ¥ -—F+——+ 1% H

== LE| & 9 o - (€7 y - \\!/ N 4 A C g g 4 218PM

3/31/2019
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Adding Header and Footer in PowerPoint

PowerPoint offers the ability to add header and footers to the slides. While having
footers in presentations is logical, header may not be quite evident at first. Typically, the slide
title would be the header in the main slide, however when it comes to printing out handouts a
separate header would be quite useful.

Here are the steps to add header and footer information to slides

Step 1: In the Insert ribbon, click on the Header & Footer menu item.

EHS O3- Presentation1 - PowerPoint 2@ - 8 %
FILE HOME  INSERT = DESIGN  TRANSITIONS  ANIMATIONS  SLIDESHOW  REVIEW  VIEW Signin
= —~— ) = —] A = I ‘

=S EH fhd e BN S D EQ ABEN T )

New  Table Pictures Online Screenshot Photo  Shapes SmartArt Chart Appsfor Hyperiink n Comment Text ggeader WordArt Date& Slide Object Equation Symbol Video Audio

Slidew  ~ Pictures - Album~ - Office~ Box AFooter - Time Number - - -

Slides Tables Images Ilustrations Apps Links Comments Text Symbols Media ~

1

roduction to PowerPoint

Presented by Kabir Yusuf Bashir

Click on Header & Footer button

Introduction to PowerPoint Tutorial

SUDE1OF4 [I2 = NOTES Wl COMMENTS E 2 B T -—F+——+ 0% [

=l afI® 9 o O ¢ B KR XS ORIy

Step 2: The Header and Footer dialog has two tabs — the Slide tab and the Notes and
Handouts tab.
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Step 3: You can add details to the slide footer from the Slide tab.

B H S ® -
Pl HOME | INSERT | DESIGN  TRANSITIONS ~ ANIMATIONS  SLDESHOW  REVIEW  VIEW Signin
= y o PR ~ e
== =2 =2 3 J B 3 @ 2 )
New | Table Pictures Online Screenshot Photo | Shapes SmartArt Chart | Appsfor  Hyperlink Action | Comment Header WordArt Date& Slide Object Equation Symbol  Video Audio
Slide % Pictur Album ~ fie % & Footer Time Number - -
Slides | Tables images Iustrations Apps Links Comments Text symbols Media ~
1 |
rrosuionto uertorns

fide | Notes and Handouts

Include on slide
5 Date and time

@® Update automatically
3/31/2019 v

e DINt

[¥] slide number

[¥] Eooter

. [] Don't show on title slide
4«1 Slide Tab
Apply AppiytoAll | | Cancel

Introduction to PowerPoint Tutorial
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No Slide Footer Options & Description

1 Date and time
e Add date and time to the footer
e Specify the format of the date and time entered

e Set up the footer to update automatically or use a fixed number

2 Slide Number

Insert Slide number in the footer

3 Footer

Add designated text to the footer - a good example of this is the confidentiality clause or copyright
clause

4 Don't show on title slide

Decide on whether the footer information should be displayed on the title slide or not
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Step 4: You can add the details to the handouts from the Notes and Handouts tab.

B H S ® s

FILE HOME INSERT DESIGN TRANSITIONS ANIMATIONS SLIDE SHOW REVIEW VIEW Sign in
= = P = N

= E = = | - L ] o [ o] g )

New Table  Pict Screenshot  Photo hapes SmartArt Chart \Pps Hr ink Action Comment Text Header WordArt Date& Slide Object quation Symbol  Video Audio

Slide ~ - Picture Album ~ Box & Footer Time Number e k.

Slides Tables Images INlustrations Apps Links Comments Text Symbols Media ~

1

Slide | Notes and Handouts

clude on page Preview
Date and time
® Update automatically
3/31/2019 v
Language: Calendarty
English (United States)
O Fixed

3 - 3/31/2019 :)int
Notes & Handouts

Header

Footer

Applyto All Cancel

Introduction to PowerPoint Tutorial

SUDE1OF4 [ = Z NOTES W COMMENTS E 2 ¥ ¥ -—3—— 7% 4
=8 irA® 9 o 9 ¢E ol KK < r o A
No Notes and Handouts Options & Description
1 Date and time

e Add date and time to the footer
e Specify the format of the date and time entered

e Set up the footer to update automatically or use a fixed number

2 Header

Add the header information for every page on the handout

3 Page Number

Insert page number in the footer

4 Footer

Add designated text to the footer - a good example of this is the confidentiality clause or copyright
clause
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Running Slide Show in PowerPoint

Most PowerPoint presentations are created to be run as a slideshow. It is no surprise
that there are many features related to running the slideshow that have been included in this
program too. Most of these features are really to help you create a good slideshow without
having to go through the entire presentation over and over again after every minor change.
Features related to running the slideshow are grouped under the Slideshow ribbon.

Slide Show Ribbon

m E & -E_; s Psefentation - PowerPoint
HOME INSERT DESIGN TRANSITIONS ANIMATIONS SLIDE SHOW VIEW VIEW
E -L?E E EET E:Ej’ ii j “‘\:\'\ : EIH}ITNM:E“{O"S = Monitor: | Automatic -
From From Present Custom Slide SetUp  Hide Rehearse Record Slide e Hmings 7] Use Presenter View
Beginning Current Slide  Online~  Show~ Slide Show Slide ~ Timings  Show~ Y/ Show Media Controls
Start Slide Show Set Up Monitors
Section Menu Item Description
Start Slideshow From Beginning Starts slideshow from beginning
From Current Slide Starts slideshow from the current slide

) Allows users to broadcast the slideshows using
Broadcast Slideshow . ] .
Microsoft's PowerPoint Broadcast Service

. Builds a custom slideshow by picking the slides
Custom Slideshow
you want to run

Set Up Helps set up the slideshow including browser/ full
screen display, show options with or without
Set Up Slideshow narration/ animation, pen and laser color during
the slideshow and the slides to be presented
during the show

Hide Slide Helps mark/ unmark the slide as hidden, so it is
skipped or shown during the slideshow
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Monitors

www.teampiccolo.com

Rehearse Timing

Record Slideshow

Slideshow Checkboxes

Resolution

Show Presentation on

Use Presenter View

respectively

Allows users to rehearse the timing on each slide
and the entire slideshow

Records the slideshow including narration and
animation

Helps set or avoid the use of narrative audio and
rehearsed timings during the show. Display
media controls in the slideshow view

Defines resolution in slideshow view

Picks the monitor to display the presentation one
- in case of multiple monitors

Run presentation in Presenter view rather than
just slideshow view
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Saving Presentation in PowerPoint

One of the most basic tasks in PowerPoint is being able to save your work; this is

probably the most important task as well. There are many users who have burnt their fingers

for not saving their work in time and losing hours of hard work. The following are the basic

steps to save a presentation.

Step 1: Click on the File tab to launch the backstage view and select Save.

Info

New
Open »
Protect
o Presentation -
Save As
Print \'ﬁ
Check for
Share Issues -
Export
Close 6‘1
Manage
Versions ~
Account
Options

Click on the Save Button

Protect Presentation

Control what types of changes people can make to this presentation.

Inspect Presentation

Before publishing this file, be aware that it contains:
Document properties and author's name
Presentation notes

Versions

™ There are no previous versions of this file.

? -8 x
Signin

Properties ~

Size Not saved yet

Slides 4

Hidden slides 0

Title PowerPoint Presentation
Tags Add atag

Categories Add a category

Related Dates
Last Modified Today, 12:31 PM
Created Yesterday, 6:03 PM

Last Printed

Related People

Author
Yusuf

Add an author
Last Modified By
Yusuf

Show All Properties

12:42 PM

| . [m ¥
a} Bl & s
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Step 2:

Presentation1 - PowerPoint ?2 - 8 X
@ signin N

Save As

New _
. @& onevrve [ Computer Click on Browse to locate
— RECeEFOlees where you want to save the
E‘E] Computer Documents ]
Sevehs - Desktop presentation on your PC
Print s AddaPlace
Share
Browse
Export
Close
Account
Options

12:45PM
3/31/2019

~ e

e Save AS ® ~ 4 L « Files » ICT Training » v| & | | SearchICT Training r
New Organize v New folder

as 5 1

" a
o ) onedrive o Type in the name
usic E
g £ E H

Save = £ Pictures S of the presentation

EE] Computer B Videos §

L
Save As £, Local Disk (C))

s Documents (E) Module
Print o= AddaPlace o Media (F)
Share @ Network
e 2 Click on the Save button
e File name: | Introduction to PowerPoint -
Save as type:  PowerPoint Presentation v
Authors:  Yusuf Tags: Addatag

Account
Options  Vide Folders Tools ~ Savé Cancel

'S rr 12:47PM
- B )
& P i % € o0
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Microsoft Excel
Microsoft Excel is a commercial spreadsheet application, written and distributed by
Microsoft for Microsoft Windows and Mac OS X.

Microsoft Excel is a spreadsheet tool capable of performing calculations, analyzing data
and integrating information from different programs.

Getting Started with Microsoft Excel

In this section, we will discuss how to get started with Microsoft Excel. We will
understand how to start a Microsoft Excel application in simple steps. Assuming you have
Microsoft Excel installed in your PC, to start the application, follow these steps —

D W - - g
TheQuran  ILIMI

UC Browser Torch Google Safari
EDUCATIO...

Chrome

G
Audacity 3 A \lel.x.'y DEETES ‘\B.L.' DGEreS
7 (64-Bit) SNV 0 COIGRMRY (0 €O 1TOTS

2 <

Etisalst  RecycleBin  XAMPP Wi Weidiate}
Nigeria Py Sptu

" = N

housesample YTDVideo DanAguiCiREireroX Moot rop
Downloader ~ App.apk

Musawa
Freight ..

S P I " ; Click on the Windows button

Spark AR blender at
Studio i i T =] B T

js

blender

y i 3 : 5:58PM
m D Lé-i S E R g
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Step 2:

Calendar Play Guitar!

Free %k kk 1753

Dow A 2592868 +211.22 —

Eiig?gzs A ;1%5739.53’383;72 Click on the Search button g:uiffi'ﬁe 491

6 biggest takeaways from
Sunday's Elite Eight games Finance Help+Tips OneDrive

& OB

Photos OneNote

g ot ectionate,
IEsean i

Step 3:

Search
Everywhere

Excel 2013

e

Calendar Internet Explorer

pow A 2592868 +211.22
FTSE 100 A 727919 +44.86
NIKKEI 225 A 21509.53 +303.72 Free sk

6 biggest takeaways from
Sunday's Elite Eight games

i |
] W3 O

Photos OneNote Health & Fitn

Joe Bid i
Weather a=] physical style with women...

OB P = P B @ < o Bl - oo

NB: I have installed Microsoft Excel 2013 on my PC, the procedure will work on both later and
earlier version of Microsoft Excel.
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Step 4:

Excel

? - 8 X

Sign in to get the most out of Office

Learn more
Recent
Book1 A 5 C
i
Book1 2 R = = I
E: » Documents » Others » Fatima 3 | Your Company Name i Blood Pressure Tracker :
alkabinvestment-com_20181101T135.. 4 2] e . N | Expense Report
C: » Users » Yusuf » Downloads 5 7 ceszees 1 T a8 | i
6 2 s 5 Syeshe 5
¢ stoe i Pe— [ = ES—
[ Open Other Workbooks Billing Statement Blood Pressure Tracker Expense Report
Click on Blank Workbook
i | | freprr oo
s s | = Ry
s powwermBlEl 0 =
Loan Amortization Personal Monthly Budget Sales Report Time Card
@ N \\') 3 -, T 717 AM
@ ] @ C \' b S R e
s Book1 - Excel 2@ - 8 X
[Tl OME | INSERT  PAGELAYOUT ~ FORMULAS ~ DATA  REVIEW  VIEW  Tesm Signin
e . o e =
Calibri Sl oA A — -  EeWmpTet General - F A ¢ OER X 2. Autosum '%Y i
Ed & R Fill~
I ous|me Merge& Center = § = % » %3 g3 Condiional Formatas Cell Insert Delete Format Sort & Find &
=S Formatting~ Table~ Styles~ - - L Cear~ Filter ~ Select ~
Clipboard [ Font [ Alignment [ Number & Styles Cells Editing ®
A1 - £ =
A 8 c D E F G H J K L M N o P Q R s i u s
1 :l
2
3
4
5
6
7
8
9
10
1
12
13
14
15
16
17
18
19
20
21
22
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M -———+ 0%
I 718 AM
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Exploring Window in Microsoft Excel

File Tab

Title Bar

Ribbon

[x3) Book1 - Excel

FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW Team

- . v|l= B [2=== )i =]
% Cut Calibri u Ay E=E - BewepTet General L:-'#; B [

Pasts EE]COP)’ ) A @ C th‘ | F 't C‘H

ste BIU- H- O-A- === &3= EMegediCenter - $ - % » 3 £ Conditional Formatas Cel

-~ ¥ Format Painter - ¢ ° ® 2% Formatting~ Table~ Styles~
Clipboard Font [ Alignment [} Number [ Styles

Al - fe
A B C D E F G H J K B M N

1 [:l

2

a

p

5

6

= Column Bar

8

9

10

'¢—— Row Bar

13

14

15

16

17

Status Bar

19 A

20

21

22

23

Sheet1 (@) <

READY

LI @9 o

Sheet Area

File Tab

[==]
€m
EE

Insert

7@ - 8 X
Signin

Eax [j'j > AutoSum ~ }Z\Y H

Delete Format

Cells

[ Fin~

& Clear~

Sort & Find &
Filter ~ Select ~
Editing ~

Zoom Control

H B M -——+ 100m%

. 718AM
o [mz )
Bl 2 € g

A 4

View Button

The File tab replaces the Office button from Excel 2007. You can click it to check
the backstage view, where you come when you need to open or save files, create new sheets,

print a sheet, and do other file-related operations

Ribbon

=] Book1 - Excel

Tl HOME | INSERT  PAGELAYOUT  FORMULAS ~ DATA  REVEW VW  Team

P N :
db Cut Calibri Jn A s = - EeWpText General r

Paste B CoY Conditional F cell

aste B E wev| B ol A &= 5= [EMergediCenter - $ ~ % 3 G0 £ Conditional Formatas Ce

. Format Painter - 9 » ® % Formatting~ Table~ Styles~
Clipboard [ Font & Alignment & Number ) Styles

Ribbon contains commands organized in three components -

www.teampiccolo.com

=R m
/] i emm
2 2 =\

Insert

Delete Format

2 @ - 8 X
Signin
Bx g 3 Adtosum * Ay
EH Ej it~ z i
: Sort & Find &
€ Clear~ Filter~ Select ~
Editing ~

Cells
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e Tabs: They appear across the top of the Ribbon and contain groups of related
commands. Home, Insert, Page Layout are the examples of ribbon tabs.

e Groups: They organize related commands; each group name appears below the group
on the Ribbon. For example, group of commands related to fonts or group of
commands related to alignment etc.

e Commands: Commands appear within each group as mentioned above.

Title Bar

This lies in the middle and at the top of the window. Title bar shows the program and
the sheet titles.

Zoom Control

Zoom control lets you zoom in for a closer look at your text. The zoom control consists
of a slider that you can slide left or right to zoom in or out. The + buttons can be clicked to
increase or decrease the zoom factor.

View Button

The group of three buttons located to the left of the Zoom control, near the bottom of the
screen, lets you switch among excels various sheet views.

¢ Normal Layout view: This displays the page in normal view.

o Page Layout view: This displays pages exactly as they will appear when printed. This
gives a full screen look of the document.

o Page Break view: This shows a preview of where pages will break when printed.

Sheet Area

The area where you enter data. The flashing vertical bar is called the insertion point and
it represents the location where text will appear when you type.

Row Bar

Rows are numbered from 1 onwards and keeps on increasing as you keep entering data.
Maximum limit is 1,048,576 rows.

Column Bar

Columns are numbered from A onwards and keeps on increasing as you keep entering
data. After Z, it will start the series of AA, AB and so on. Maximum limit is 16,384 columns.

111
www.teampiccolo.com




Status Bar
This displays the sheet information as well as the insertion point location. From left to
right, this bar can contain the total number of pages and words in the document, language etc.

You can configure the status bar by right-clicking anywhere on it and by selecting or
deselecting options from the provided list.

Entering Values in Microsoft Excel

B = s Book1 - Excel 2 E - 8 X
[ HOME | INSERT  PAGELAYOUT ~ FORMULAS ~ DATA  REVIEW  VIEW  Team Signin

o = - — o m e =
3 f‘ Cut - | BewmpTet el z ;x\ B [ &= B L.J 3 AutoSum év H

B3 copy - £l o Wiz e | [F i~
Paste Conditional Formatas Cell  Insert Delete Format Sort & Find &
Formatting~ Table~ Styles~  ~ - - € Clear~ Filter~ Select~

Calibri MRV WY
B I U~ Hy O-A-

Clipboard [} Font [} Alignment 3 Number [ Styles

= = . g0 s |0
o Foiivak Daiier [ Merge & Center $-% 8 38

A1 - fe
A B e D E F G H J K L M N o P Q R s v U=

Sheet Area

Sheet1 ®

>
READY ] M -——+ 0%

S@ME85 o 90 OB - W@ 4D [Bll-nn.e

Sheet area is the place where you type your text. The flashing vertical bar is called the
insertion point and it represents the location where text will appear when you type. When
you click on a box then the box is highlighted. When you double click the box, the flashing
vertical bar appears and you can start entering your data.

So, just keep your mouse cursor at the text insertion point and start typing whatever
text you would like to type. We have typed only two words "Excel Tutorial" as shown below.
The text appears to the left of the insertion point as you type.
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X, Cut . utoSum
oo IR A "z i
51 T rer Fnas
o Select
v Excel Tutori
A B L N L R
1 |Excel Tutorial

Sheet!

ENTER

=®aI® 9 e

There are three (3) important points, which would help you while typing -

e Press Tab to go to next column.
e Press Enter to go to next row.

e Press Alt + Enter to enter a new line in the same column.
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Saving Workbook in Microsoft Excel

Once you are done with typing in your new excel sheet, it is time to save your

sheet/workbook to avoid losing work you have done on an Excel sheet. Following are the steps

to save an edited excel sheet -

Step 1: Click the File tab and select Save As option.

Book1 - Excel

Click on Save As

Info | ﬂfo

New
Protect Woukdeo®
» Cgpieat@hat types of changes people can make to this workbook.
Protect
-y
(cj Inspect Workbook
N Before publishing this file, be aware that it contains:
C]"““‘" Author's name and absolute path
S Content that people with disabilities find difficult to read
—L‘ Versions
Q ) There are no previous versions of this file.
Manage
Versions -
Account
Options : .
& Browser View Options
- Q Pick what users can see when this workbook is viewed on the Web.
Browser View
Options

www.teampiccolo.com

Properties ~

Size Not saved yet
Title Add a title
Tags Add atag
Categories Add a category

Related Dates
Last Modified
Created Today, 7:18 AM

Last Printed

Related People

Author
Yusuf

Add an author
Last Modified By  Not saved yet

Show All Properties

% i

? -8 x
Signin

1220 PM

O
4172019
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Step 2: Select a folder where you would like to save the sheet, Enter file name, which you want
to give to your sheet and Click on Save.

@ Signin

Save As
- ®© + 4 L « Teampiccolo » Files » ICT Training v ¢ | SearchICT Training o
ew
; Organize v New folder -
Open @& OneDrive Enter the file name
 Downloads A
o U Music E
- EL
E‘C] Computer £ Pictures 8
e
Save As 8 Videos §
&, Local Disk (C3) f
: Modul H
Pt d Addarace | ooamens® Bk Click on the Save button
s Media (F)
Share
o € Network
po
v
Close
File name: | Excel Tutorial 40 ]
Save as type: | Excel Workbook 4
Account Authors:  Yusuf Tags: Addatag
Opfians [] Save Thumbnail
' Hide Folders Tools + Save Cancel

— : . R p ° D F e e . 12:24PM
- UE| & 9 e - & - ) P o) I IR Dy

Creating New Worksheet in Microsoft Excel

The following steps below explain you how to create a new worksheet if you want to
start another new worksheet while you are working on a worksheet, or you closed an already
opened worksheet and want to start a new worksheet.
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Step 1: Right Click the Sheet Name and select Insert option.

=] s Excel Tutorial - Excel 72 ® - &8 %
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW Team Sign in
o e e | = = mal =~ T = = R —1 =
‘E)"c“‘ Calibri Ju Rk ==E o EWepiet General Ea B 2= Bx I E“”“’S“"‘ oy #
BB Copy ~ o B R
Paste B I U- - - crgeCenter ~ $ - % 3 %3 8 Conditional Formatas Cell Insert Delete Format . Sort & Find &
- ¥ Format Painter TR 9 ° ® % Formatting~ Tablev Styles~ -+ - v | & Clear~ Filter ~ Select »
Clipboard [ Font [ Alignment o Number [ Styles Cells Editing A
a2 - f || eoood v
A ] c D E F G H J K L M N o P Q R s T U
1 |Excel Tutorial
£0DDd
2
3
3
4
5
: .
: Click on Insert button
8
9
10
"
12 Insert..
13 BR Delete
14 Rename
15
Move or Copy...
16 Move or Copy
P &) View Code
18 [ Protect Sheet.
19 Tab Color ,
EH Hide
21
22
~ Select Al Sheets x
Shgerem—r 0| y

H M o-——+ 100%

12:32 PM
4/1/2019

Ol L

Right Click on Sheet name

Step 2 - Now you'll see the Insert dialog with select Worksheet option as selected from the
general tab. Click the Ok button.

=] :

HOME = INSERT ~ PAGELAYOUT ~ FORMULAS ~ DATA  REVIEW ~ VIEW  Team Sign in

S X Cut
B Copy ~

T - = ]l ) T By [ ZAutosum v A,
Calibri Ju A A == - [EWepret General . E B [E < B E) v ik
£ ¥ 2 X [l Fill~ zt
& 3= EMerge&Center + $ % G £ Conditional Formatas Cell Insert Delete Format > . Sort & Find &
Formatting~ Tablev Styles~  ~ - - € Clear Filter~ Select ~

Clipboard ) Font [} Alignment [} Number [} Styles Cells Editing ~

Paste

~ Format Painter

A2 e fe EDDDd

A B C D E E G H | J K L M N o P Q R S T U [«
1 |Excel Tutorial
EDDDd

. General | Spreadsheet Solutions

o & Ba= .
[Worksheet Chart Mssxcelm MS Excel 5.0 PEVEN, CI|Ck on Ok bUtton

iacro Didlog

Ve N oYU s W N

=

Preview not available.

e it

TS

ES

Templates on Office.com

M ———+ 0%

12:36 PM

%0 m
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Now you should have your blank sheet as shown below ready to start typing your text.

<= s Excel Tutorial - Excel 7@ - 8 %
HOME | INSERT ~ PAGELAYOUT ~ FORMULAS ~ DATA  REVEW  VIEW  Team Signin
2 X, Cut = uy - = ") } Tm By [2h X Autosum v A

B Calibri 11 <A A = - E¢WnapTet General - E £z [j‘ com X g Y H

Pacie BCORY c a | Formatas Cel |EEI DEE; Fommat | B Sz&Fd&

aste B I U- ¢ | Dy = == EMegedCenter - $ - % » 4§ 9 Conditional Formatas Ce nsert Delete Format ort & Fin

. ¥ Format Painter Rt L S “ 2% Formatting~ Tablev Styles~  ~ - - & Clear~ Filter = Select~

Clipboard o Font [ Alignment 5 Number ~ Styles Cells Editing ~
Al - f v
A B c D E F G H | J K L M N o P Q R s T ul=

1 :l

2
4

5

6

7

8

9
10
1
12
13
14
15
16
17
18
19
20
21
22
23

Sheet3 | Sheet ® < >

H B M -——+ t0m%

1] - * R T » - { S 12:39PM
= | & 9 9 S - e | - T

You can use a short cut to create a blank sheet anytime. Try using the Shift+F11 keys and you

will see a new blank sheet similar to the above sheet is opened.
Or you can follow the steps below to create a new worksheet in Microsoft Excel

Step 1:

=] s Excel Tutorial - Excel 7@ - 8 %
[l HOoME | INSERT  PAGELAYOUT ~ FORMULAS ~ DATA  REVIEW  VIEW  Team Signin
= X Cut 2 % pm =, B | T, Ty =h | X AutoSum v A
%, <o Calibri Sl oA A - BFWrapText General - ; by By = =X IE v #
Paste B COPY © . c d | Formatas Cell |EE’n Delic: Format | (1P szn&r da
aste BIU-|#H-+ d-A- = R o T .9 3 <3 g Conditional Formatas Cel nsert Delete Format o in
-~ ¥ Format Painter - B e $ ® 2% Formatting~ Table~ Styles~ . - & Clear~ Filter+ Select -
Clipboard 1] Font ) Alignment 1) Number I Styles Cells Editing ~
A1 - fe v
A B c D E F G H J K L M N o P aQ R s T U=
=
2
3
4
]
6
7
8
9
10
11
2
13
4 Click on the New Sheet button
15
16
17
18
19
20
2
22
23
Sheet3 | Sheeti @ < »

H B M -——+ 100%

12:40 PM
4/1/2019

~ e
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Step 2:

H € P & Excel Tutorial - Excel 7@ - 8 %
HOME | INSERT ~ PAGELAYOUT ~ FORMULAS ~ DATA  REVEW  VIEW  Team Signin
S X Cut
ER Copy ~

& Format Painter

e

o m
= 7 | % em X @ 2 AutoSum ~ A

B¢ Wrap Text General ? 7 0.} 5 o = zy H
= 5= EMerge&Center - $ v % » %3 8 Conditional Formatas Cell lnsert Delete Format @ Sort & Find &

Formatting~ Table~ Stylesw  ~ - & Clear~ Filter~ Select -
Clipboard ] Font ] Alignment ) Number F] Styles Cells Editing ~

Calibri

B I U-

Paste

5 New Sheet inserted

Sheet3 | Sheet? | Sheeti | (3 <

M -—————+ 0%

12:43 PM
4/1/2019

~ e

Copying Worksheet in Microsoft Excel

First of all, let us create some sample text before we proceed. Open a new excel sheet
and type any data. We've shown a sample data in the screenshot below.

B H S s Excel Tutorial - Excel 2 E - 8 %
HOME | INSERT ~ PAGELAYOUT ~ FORMULAS  DATA  REVEW  VIEW  Team Signin
B X Cut

D [z2Ye ¢
Pasie B Copy

T R - B [ Se Bx IS 3 Autosum v A

-0 - === - e g | em mX
Calibri [n -|A A B¢ Wrap Text General \_r@ & Lﬁ & X X =i ey F )
4 BIU- - & A- === é=3= ElMegeBCenter - $ ~ % » % £ Conditional Formatas Cell Insert Delete Format Sort & Find &
O Format Painter 4 < ® > | Formatting~ Table~ Stylesv | ~ - - L Cear Filter~ Select ~

Clipboard & Font & Alignment [ Number 5 Styles Cells Editing ~

Al M b v

»
3
a
]
m
)
T
=
Z
z
o
°
o
v

3 i i 30000 60000 40000
4 i 70000 90000 10000
5 80000 30000 50000
40000 30000 80000

Sheet3 | Sheet7 | Sheetl (O} 2|
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Here are the steps to copy an entire worksheet.

Step 1: Right Click the Sheet Name and select the Move or Copy option.

H 9 - Excel Tutorial - Excel 2@ - 8 X
HOME | INSERT ~ PAGELAYOUT ~ FORMULAS ~ DATA  REVEW  VIEW  Team signin L)
B X Cut s - o Bx [ X Autosum - A
[catibri BRI General - | 3 7] J = B A 4
ER Copy ~ : l | > % B @ [ Fill~ z H
Paste B I ww || v Ay § - 9% s <39y Conditional Formatas Cell Insert Delete Format Sort & Find &
- ¥ Format Painter S Formatting~ Table~ Stylesw  ~ - . & Clear~ Filter~ Select -
Clipboard o Font [ Alignment ] Number I Styles Cells Editing ~
Al - fe v
A 8 c D E F G H | 4 K L M N o P Q =
i ]
2 Employee January February March April
3 Kabir Yusuf Bashir 50000 30000 60000 40000
4 30000 70000 90000 10000
5 70000 80000 30000 50000
6 | 40000 40000 30000 80000
7
s | .
o Select Move or Copy option
10| Insert...
n BR Delete
12
Rename
13
= Move o Copy ¥
15 & View Code
16| 7 Protect Sheet...
17 Tab Color »
18
o Hide
20
21] Select All Sheets -

Sheet7 | Sheetl | ® <« >
5 M o-——+ 0%

3:06 PM

- |ms )
B 02 €

Step 2: Now you'll see the Move or Copy dialog with select Worksheet option as selected from
the general tab. Click on the Ok button.

HS o=
HOME = INSERT  PAGELAYOUT ~ FORMULAS ~ DATA  REVIEW VW  Team signin [
= X Cut T . iv|= = T Ty K= X AutoSum - A,
[calibri e & A = - BeWapTet General - F By [ &= Bx ] v
Poste T CoBY ‘| o i c d' oo, i |EEn [EEI‘t Format | I szn& Fﬂ?;(
aste ) B .z s e | By = &=3= ElMerge&Center - § - % » 43 95 Conditional Formatas Cell  Insert Delete Forma ot & Fin
- ¥ Format Painter = S - Blmegeaicainr~| $ < % “ % Formatting~ Tablew Stlesw v v -  LClear™  Fifterv Select~
Clipboard [ Font [ Alignment IF) Number & Styles Cells Editing A
Al = fe
A B C D E Move selected sheets K . [4]
1 ] b L — Select Option to add sheet
Excel Tutorial.xlsx
2 January February ) (i
! _ a0y, Sl o nee at the end
3 50000 30000 ¢ hest
I ee
4 i 30000 70000 ¢ |GEEEEE
5 70000 80000 :

40000 40000 :

6
7 [V]iCreate a cop
8

Cancel

£ Check this option if
17 you want copy sheet

Click on the OK button

Sheet7 | Sheeti (O] < >

B M -——F—+ 100%

312PM

. )
P 0o 4/1/2019
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Now you should have your copied sheet as shown below.

=] s Excel Tutorial - Excel 72 @ - 8 X
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW Team Sign in
o T - - 7 M m ke =
?"C“‘ Calibr - e Wrap Text General - ‘ B W 2 3xE é’““‘””’“ sy ik
B Copy ~ - b Fill+
Pasts g % | B == B = ¥ y €0 o Conditi | F t Cell Insert Delete F it Sort & Find &
T S romatpainter B T U H 2 | Elvegeaicener ~i| §5 % ¢ |G | oo e e | o e | @0k P Sk
Clipboard ] Font & Alignment & Number I Styles Cells Editing ~
Al - fe v
A B C D E ] G H 13 J K L M N o P Q -l
i1
2 Employee
3 Kabir Yusuf Bashir 50000
4 Peter Iliya 30000
5 Umar Grema 70000
6 Goma Alfred 40000
7
8
S .
2 The Copied sheet
1
12
13
14
15
16
17
18
19
20
21 -
Sheet7 Sheet7 | Sheet @ < >

M o-————+ 100%

— ¢ P Y ~ 316PM
- : = - 5 > .

£ g

NB: You can rename the sheet by double clicking on it. On double click, the sheet name
becomes editable. Enter any name say Sheet7 copied and press Tab or Enter button on your
keyboard.

Delete Worksheet in Microsoft Excel

You might need to delete your worksheet for one or more reasons. To delete a
worksheet in Microsoft Excel, follow the steps below.
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Step 1: Right Click the Sheet Name and select the Delete option.

H ©~ &~ = Excel Tutorial - Excel 2@ - 8 %
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW Team Sign in f‘ﬁz
o X Cut - e =, = =i e T By [ ZAuosum v A,
Calibri 11 -|A A - B¢WrapText |General - D ’_:5 CL i Y
PBE B Copy EE €0 00 Cur\al Furr:;tas Cell I;E;vt Egete F%l FI"‘ S%)rt& Fﬁ(
e Sromatpaines B T U Er O A 5 | Evegeaainv| $3% ¢ |53 Formatting~ Table~ Styles~  ~ - + | &Clear~ Filter » Select ~
Clipboard 5 Font 5 Alignment 5 Number r. Styles Cells Editing ~
Al - fe v
A B C D E E G H J K L M N o » Q |~
|-
2 Employee January February March April
3 Kabir Yusuf Bashir 50000 30000 60000 40000
4 i 30000 70000 90000 10000
5 70000 80000 30000 50000
6 40000 40000 30000 80000 Click on the Delete option
7
8
9
10 Inset..
1 B e
2 s
= Rename
14 Move or Copy...
15 & View Code
16 R Protect Sheet.
14 Tab Color »
18
19 Hide
20
21| Select All Sheets =
Sheet7 copied | Sheetr—|—sneertt ] [0 O]

i M o-———+ 0%

Step 2: Sheet will get deleted if it is empty, otherwise you'll see a confirmation message.

[= I <
HOME = INSERT  PAGELAYOUT  FORMULAS  DATA  REVIEW VW  Team signin [

= X Cut — T 7 T Bx 5 > AutoSum ~ A,
~  EPWrapTet |General - [Fl =32 ¢ em = @ v H
pae B T o B C d' et c‘u IEErl [‘)EEI‘I Format | B 71 szn& Find &
aste B I U- v | &+ % & 5= Merge& Center ~ $ ~ % 3 %8 £ Conditional Formatas Cel Insert Delete Formal of in

~ “¥ Format Painter & - . Formatting~ Table~ Styles~ - - - & Clear~ Filter ~ Select -

Clipboard [} Font [} Alignment [} Number w Styles Cells Editing -

|calibri i c] A A

(]
il

i
%

I
1]
il
ifi

Click on the Delete button

2| Employee January February March April
Kabir Yusuf Bashir 50000 30000 60000 40000
30000 70000 90000 10000

A
1, Youcan'tundo deleting sheets, and you might hefemoving some data. If you don't need it, click Delete,

9| | Cancel

| Sheet7 copied | Sheet7 | sheett | @ Tl G
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Close a Worksheet in Microsoft Excel

After working on your Sheet in Microsoft Excel, you can close the sheet; to close a sheet
in Microsoft Excel, follow the following steps below:

Step 1: Click the Close Button as shown below.

=] s Excel Tutorial - Excel 7@ - 8 %
T3 HOME  INSERT  PAGELAYOUT ~ FORMULAS  DATA  REVIEW  VIEW  Team
S X Cut = pm = B [E=s) | T, TSy =2 X AutoSum v A
B Calibri -1 A A — ¥- [EPWepTet General - =) e g em mX [y Y H
Paste B COPY © c d | Formatas Cel |EE,n L::f Format e Szn&F d&
aste o B I U~ #H+ O v = = [ Merge & Center ~ v % 9 | %0, onditional Formatas Cel nsel elete Forma ol in
- ¥ Format Painter - B Vg 7% ® 2% Formatting~ Table~ Styles~ . - & Clear~ Filter+ Select -
Clipboard 1] Font 1] Alignment 1] Number ] Styles Cells Editing ~
A2 - f- || eoppd v
A B c D E F G H J K L M N o P Q T U=
1 |Excel Tutorial
E£DDDd
2
3
4
5
6 .
7 Click on the Close button
8
9
10
12
13
14
15
16
17
18
19
20
21
22
Sheet7 copied | Sheetl ©) < >

BH B M -——+ 10

3:39PM

- [ 5 )
U e

NB: if you haven’t save your save, you'll see a confirmation message to save the workbook.
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Editing Worksheet in Microsoft Excel

In Microsoft Excel, there are 1048576*16384 cells. Microsoft Excel cell can have Text,
Numeric value or formulas. An MS Excel cell can have maximum of 32000 characters.

Rows and Columns in Microsoft Excel
Microsoft Excel is in tabular format consisting of rows and columns.
e Row runs horizontally while Column runs vertically.
e Each row is identified by row number, which runs vertically at the left side of the sheet.

e Each column is identified by column header, which runs horizontally at the top of the
sheet.

Row numbers ranges from 1 to 1048576; in total 1048576 rows, and Columns ranges
from A to XFD; in total 16384 columns.

H ©- s Excel Tutorial - Excel 2@ - &8 X
Columns
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW Team
= X Cut
ER Copy ~

¥ Format Painter

Signin

M m e
AutoSi -
General - 1 /"4 2] Eé::n =>4 L:]' 3. AutoSum '%Y H
- EE R Fill~
$-% 2 B8 Cgatitional Formatas Cell Insert Delete Format Sort & Find &

ormatting~ Table~ Styles~ & Clear~ Filter ~ Select ~
Styles Cells Editing ~

Times NewRoma ~ {18 - A” A7

BIU- HH- O-A-

Clipboard I Font ™

Paste

Number

c - fe Kabir Yusuf Bashir v
A B (4 D E 3 G H | J K E M N [e] P Q |

2 Employee January February March April Total

3 Kabir Yusuf Bashir | 50000 30000 60000 40000 120000

4 1 70000 90000 10000
80000 30000 50000
40000 30000 80000

® o~ o w

©

1
12
13
14
15
16
7 Rows
18
19
20
21 =
Sheet7 copied | Sheeti ® < >
READY M -———+ 0%

i . 5:51PM
[ . 7 - A % ik 0

- 4/1/2019
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Cell Introduction

The intersection of rows and columns is called cell. Cell is identified with Combination
of column header and row number. For example - Al, A2.

H -2 = Excel Tutorial - Excel 2@ - &8 X
FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW Team Signin .*-,
% cut — . = e = - [ 8= Bx [F ZAusm - A
Times New General - z s 85 = ; Y H
E@Copy X ‘ H C d | F ‘t (ﬁ! IEErt EEI‘t F it @Fi!l' Szrt& Find &
Paste B I U - $-9% » <3 Conditional Formatas Cel Insert Delete Format o i
HE— Cell Number in Name Box g | o o e e | o TR S cu e
Clipboard o ) Number F] Styles Cells Editing ~
c3 = Je Kabir Yusuf Bashir v
A B { D E F G H I J K E M N o 4 Q -

Employee January February March April Total
Kabir Yusuf Bashir | 50000 30000 60000 40000 120000
30000 70000 90000 10000

70000 80000 30000 50000

40000 40000 30000 80000

Sheet7 copied | Sheeti @ < »
22 e

'S ” 5:46 PM
. ;
-4 % f % 0

Inserting Data

To insert data in Microsoft Excel, just activate the cell; type text example “Kabir Yusuf
Bashir” or number example “1929292” and press enter or Navigation keys.

BES 2 Excel Tutorial - Bxcel 7@ - 8 %
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW Team Signin ")'
& g"c”‘ Times e A A ==E ¥ EwepTet General Bl F@ 2 i &= 3 @ E"”“’S”’“ Ty M
B Copy ~ g = [ Fill -
P 2 ] @ v | = =3= B = ] Condi Il Fe Cell I Dels F Sort & Find &
S Fomatpanter B 1 U H - O A = | ElMegesiCenter ~ | § - % 2 |G | o e Syiae | o e T @G prers Somte
Clipboard ] Font ) Alignment ) Number ™ Styles Cells Editing ~
D6 - b2 40000 v
A B C D E E G H J K L M N o] P Q =
-
2 Employee January February March April
3 Kabir Yusuf Bashir 50000 30000 60000 40000
4 Peter Iliya 30000 70000 90000 10000
s Umar Grema 80000 30000 50000
6 Goma Alfred 40000 30000 80000
7
8
9
10
1n
12
13 . . .
4 Active cell for data insertion
15
16
17
18
19
20
21 -
| Sheet7 copied | Sheeti @ 1 v

M o-——+ 0%

“ 511PM
A %m0

4/1/2019
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Inserting Formula
To insert formula in Microsoft Excel go to the formula bar, enter the formula and then
press enter or navigation key. See the screen-shot below to understand it.

H % &= Excel Tutorial - Excel 72 @ - x
HOME | INSERT ~ PAGELAYOUT ~ FORMULAS  DATA  REVIEW  VIEW  Team Signin [
= g{,cm TimesNewRoma -[18 | A" A7 = == &  EeWnpTet General 5 ]_—ﬁ,]d [:;3 %ﬂ Ex @ EA”“’S”"‘ z ‘Z\Y H
) Copy + - = 2 i~
Past Jme oAy ===les|H - < Conditional Formatas Cell  Insert Delete Format Sort & Find &
T° FFomatpainter | B T U [E-[R2-A~|E = | EE | EMegeaiCenter | §7 % ¢ |53 Fnurr’;alnlionnga- Tablee Styleesv T | @ clear Etteo Elitin
Clipboard [ Font [ Alignment ) Number & Styles Cells Editing A
H3 * fe || =D3+E3+G3 v
A ] c D E F G H | ) K L M N o P a [
1
2
3 1 1 50000 30000 60000 40000(120000
4 1 30000 70000 90000 10000
5 70000  80v00 30000 50000
6 40000 400006 30000 80000
7 {
8
9 {
10 Entering formula in MS Excel
1
12
13
14
15
16
17
18
19
20
2l J. [ [ I [ [ -
Sheet7 copied | Sheetl ® < O
i M -———+ 0%

. 517PM
. )
P il x4 4/1/2019

NB: | sum the months; January, February, March and April for the employee Kabir Yusuf
Bashir.
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Select Data in Microsoft Excel

Selecting data in Microsoft Excel is vital especially when you want to print a particular
section in your worksheet. To select data in Microsoft Excel, follow the steps below:

Step 1: Drag the mouse over the data you want to select. It will select those cells as shown
below.
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Delete Data in Microsoft Excel

To delete a data in Microsoft Excel, follow the steps below:

Step 1: Select the data you want to delete. Right Click on the sheet. Select the delete option, to
delete the data.
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NB: Or you can use the Delete button on your keyboard after selecting the data you want to
delete.

Move Data in Microsoft Excel

Sometimes you might need to move your data from the top of your worksheet to the
bottom or from the right to the left. To move data in Microsoft Excel, follow the steps below:

Step 1 - Select the data you want to Move. Right Click and Select the cut option.
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Step 2 - Select the first cell where you want to move the data. Right click on it and paste the
data. You can see the data is moved now.
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Find and Replace in Microsoft Excel
Microsoft Excel provides Find & Replace option for finding text within the sheet. To find
and replace a text in Microsoft Excel, follow the steps below:

Step 1: To access the Find & Replace, Choose Home -» Find & Select - Find or press Control +
F Key. See the image below.
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Step 2: You can see the Find and Replace dialog box as below.
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Special Symbols in Microsoft Excel

If you want to insert some symbols or special characters that are not found on the
keyboard in that case you need to use the Symbols option.

Stepl: Go to Insert » Symbols » Symbol to view available symbols. You can see many symbols
available there like Pi, alpha, beta, etc.
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Step 2: Choose your desire symbol you want to use and click on the Insert button
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Formatting Cells in Microsoft Excel

Setting Cell Type

Microsoft Excel Cell can hold different types of data like Numbers, Currency, Dates, etc.

You can set the cell type by following the steps below:

Step1: Right Click on the cell and select the Format cells option.
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Setting Fonts in Microsoft Excel
Step 1:
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NB: You can selected more than one cell and assign the font face or font size to those cells.

Text Decoration in Microsoft Excel

You can change the text decoration of the cell to change its look and feel.
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Rotate Cells in Microsoft Excel

You can rotate the cell by any degree to change the orientation of the cell.

Step 1: Click on the orientation in the Home tab. Choose options available like Angle Counter
Clockwise, Angle Clockwise, etc.
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Changing Background Color in Microsoft Excel

By default the background color of the cell is white in Micros
as per your need from Home tab » Font group » Background color.
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By default, the foreground or text color is black in Microsoft Excel. You can change it as

per your need from Home tab » Font group » Foreground color.
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Merge Cells in Microsoft Excel

Microsoft Excel enables you to merge two or more cells. When you merge cells, you
don’t combine the contents of the cells. Rather, you combine a group of cells into a single cell
that occupies the same space.

You can merge cells by various ways as mentioned below.

e Choose Merge & Center control on the Ribbon, which is simpler. To merge cells, select
the cells that you want to merge and then click the Merge & Center button.

H - s Excel Tutorial - Excel 7@ - 8 X
[Tl OME | INSERT  PAGELAYOUT  FORMULAS ~ DATA  REVIEW  VIEW  Tesm Signiin
S X Cut % pm =, B | T, Ty =h | X AutoSum v A
B Calibri e A A B¢ Wrap Text General . Pl Oy By = =X [ v #
Paste B COPY © ” c d | Formatas Cell |EE’n ﬁ Forenat | IS szn& Find &
aste I uy|Ee| DA = eoe B Carter .9 3 <3 g Conditional Formatas Cel nsert Delete Formaf o in
- ¥ Format Painter 2- A = $ 7% ® 2% Formatting~ Table~ Styles~ . - & Clear~ Filter+ Select -
Clipboard & Font [ Merge & Center Number i Styles Cells Editing 7
Merge Across
D8 - f || Team Piccolo Monthly Expenditure ) v
E Merge Cells
A B £ D B Unmerge Cells H 1 J K L M N o P al=

3

4

6

7

8 Team Piccolo Monthly Expenditure

]

10 ir Yusuf Bashir 40000 120000

n Peter IIiya 30000 70000 90000 10000

12 Umar Grema 70000 80000 30000

- R i m Select your desire option under the
- Merge & Center button
7 | Merged Cell from D8 to I8

«Z

20

21

Sheet7 copied | Sheeti ® < »
i M -————+ 100%

7:26 AM

PO ;
Bl 2 € g

134
www.teampiccolo.com




Formatting Worksheet in Microsoft Excel

Sheet Options in Microsoft Excel

Microsoft Excel provides various sheet options for printing purpose like generally cell

gridlines aren’t printed. If you want your printout to include the gridlines, follow the steps

below:

Step 1: Click on Page Layout on your Ribbon
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Options in Sheet Options Dialog Box

¢ Print Area: You can set the print area with this option.
o Print Titles: You can set titles to appear at the top for rows and at the left for columns.
e Print:

o G@ridlines: Gridlines to appear while printing worksheet.

o Black & White: Select this check box to have your color printer print the chart in
black and white.

o Draft quality: Select this check box to print the chart using your printer’s draft-
quality setting.

o Rows & Column Heading: Select this check box to have rows and column
heading to print.
o Page Order:

o Down, then Over: It prints the down pages first and then the right pages.

o Over, then Down: It prints right pages first and then comes to print the down
pages.

Page Orientation

Page orientation refers to how output is printed on the page. If you change the
orientation, the onscreen page breaks adjust automatically to accommodate the new paper
orientation.

Types of Page Orientation
o Portrait - Portrait to print tall pages (the default).

¢ Landscape - Landscape to print wide pages. Landscape orientation is useful when you
have a wide range that doesn’t fit on a vertically oriented page.
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Changing Page Orientation

Choose Page Layout » Page Setup » Orientation » Portrait or Landscape.
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Header and Footer in Microsoft Excel

A header is the information that appears at the top of each printed page and a footer is
the information that appears at the bottom of each printed page. By default, new workbooks
do not have headers or footers. To insert a Header or Footer to your worksheet, follow the
steps below:

137
www.teampiccolo.com




Step 1: Choose Page Setup dialog box » Header or Footer tab.
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Header:
Team Piccolo v
Custom Header... | | Custom Footer...

Footer.
[www.teampiccolo.com v

v teampiccolo.com |
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[ Different first page
Scale with document
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print... Print Preview | | Options...
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Signin
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Custom Header

i M -————+ 100%
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When a header or footer is selected in Page Layout view, the Header & Footer » Design »

Options group contains controls that let you specify other options -

o Different First Page - Check this to specify a different header or footer for the first

printed page.

o Different Odd & Even Pages — Check this to specify a different header or footer for odd

and even pages.

¢ Scale with Document - If checked, the font size in the header and footer will be sized.
Accordingly if the document is scaled when printed. This option is enabled, by default.

o Align with Page Margins - If checked, the left header and footer will be aligned with
the left margin, and the right header and footer will be aligned with the right margin.
This option is enabled, by default.
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Working with Formula in Microsoft Excel

Formulas are the Bread and butter of worksheet. Without formula, worksheet will be
just simple tabular representation of data. A formula consists of special code, which is entered
into a cell. It performs some calculations and returns a result, which is displayed in the cell.

Formulas use a variety of operators and worksheet functions to work with values and
text. The values and text used in formulas can be located in other cells, which makes changing
data easy and gives worksheets their dynamic nature. For example, you can quickly change the
data in a worksheet and formulas works.

A formula can consist of any of these elements -

Mathematical operators, such as +(for addition) and *(for multiplication)
Example -
o =A1+A2 Adds the valuesin cells Al and A2.

Values or text

Example -

o =200*0.5 Multiplies 200 times 0.15. This formula uses only values, and it always
returns the same result as 100.

Cell references (including named cells and ranges)

Example -

o =A1=C12 Compares cell A1 with cell C12. If the cells are identical, the formula
returns TRUE; otherwise, it returns FALSE.

Worksheet functions (such as SUM or AVERAGE)

Example -

o =SUM (A1:A12) Adds the values in the range A1:A12.
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Creating Formulas in Microsoft Excel

To create a formula you need to type in the Formula Bar. Formula begins with '=' sign.

When building formulas manually, you can either type in the cell addresses or you can point to
them in the worksheet.

Using the Pointing method to supply the cell addresses for formulas is often easier and
more powerful method of formula building. When you are using built-in functions, you click the
cell or drag through the cell range that you want to use when defining the function’s arguments
in the Function Arguments dialog box. See the below screen shot.

H - Excel Tutorial - Excel 7@ - 8 %
FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW Team Sign in
|
|
Themes Page Setup Scale to Fit Sheet Options Arrange ~
SumMm - x v fe =B5+C5+D5+E5

A B C

2 Team Piccolo Monthly Expenditure
+ |Kabir Yusuf Bashir 50000 30000 60000 40000 120000
s |Peter Iliya | 30000/ 70000/ 90000[10000/200000 .
¢ [Umar Grema 70000 80000 30000 50960D5ES | Formula Bar to write formula
7 \Goma Alfred 40000

8

9
10

12

Recult Cell

B M

5:40 PM
4/2/2019

< %ok ¢

Copying Formulas in Microsoft Excel

MS Excel does it automatically adjusting the cell references in the original formula to
suit the position of the copies that you make. It does this through a system known as relative
cell addresses, where by the column references in the cell address in the formula change to
suit their new column position and the row references change to suit their new row position.

Let us see this with the help of example. Suppose we want the sum of all the rows at

last, then we will write a formula for first column i.e. B. We want sum of the rows from 4 to 7
in the 8™ row.
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H - i Excel Tutorial - Excel 7@ - &8 X

HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW Team Sign in
e T = m ] S == R == R =} I
36 Cut Times NewRoma -[18 <] A' A B - SWopTet General | B P B 2 B [E] 2 atosum - Ay
Paste B Copy © o = c d i Formlas: Gl || e Dot B IS Sort & Find &
aste B I U~ v & ¥ | = = &= Merge& Center ~ $ ~ % 3 %8 £ Conditional Formatas Cel nsert Delete Forma of in
< Format Painter - 9 ® % Formatting~ Tablev Styles~ -+ - v | & Clear~ Fiter ~ Select -
Clipboard [ Font 3 Alignment & Number (" Styles Cells Editing A
88 - £ | =sum(pa:B7) v
A [} F G H | ) K L M N o P a <

Team Piccolo Monthly Expenditure

Kabir Yusuf Bashir 50000 30000 60000 40000 120000
s Peter Iliya 30000 70000 90000 10000 110000
s Umar Grema 70000 80000 30000 50000 200000
+ Goma Alfred 40000 40000 30000 80000 160000
s 190000 R
7y

Formula bar Showing Formula

i Drag this to the right to copy formula with relative reference

Sheet1 <1 »

H M o-——+ 100%

5:50 PM

- Mz 3 )
RO

H - s Excel Tutorial - Excel 7 @8 - 8 %
EEBll HoME | INSERT  PAGELAYOUT — FORMULAS ~ DATA  REVIEW  VIEW  Team Signin
D T - w | .= b=l o, fept -
% cut TimesNewRoma <18 | A" A7 = =2 ® 0 Wrap Text General 7 '; v D¢ g BX [ 3. AutoSum %Y F
Paste B COPY © ? S Conitoal Formatas, Coll | Inset. Delic: Format | A1 Sort& Find &
aste BIU- -+ b-A-===|&= Merge & Center =+ $ ~ % » %3 £§ Conditional Formatas Cel nsert Delete Format o in
- ¥ Format Painter - ¢ ® 2% Formatting~ Table~ Styles~ v = - & Clear~ Filter + Select -
Clipboard ] Font ] Alignment 1) Number ] Styles Cells Editing ~
BS - £ || =sum(ea:e) v
A B c D E F G H | ) K L M N o P a [1

Team Piccolo Monthly Expenditure

+ Kabir Yusuf Bashir 50000 30000 60000 40000 120000
5 Peter Iliya 30000 70000 90000 10000 110000
s Umar Grema 70000 80000 30000 50000 200000
; Goma Alfred 40000 40000 30000 80000 160000
5 190000/ 220000 210000 180000 590000

10
"
12
13

15
16
17
18
19
an >

Sheetl ® <« »

READY AVERAGE: 278000 COUNT:5 SUM:13%0000  EJ M -———+——+ 0%

= ) @ ‘ : ¥ae < : W - e
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Cell References in Formulas

Most formulas you create include references to cells or ranges. These references enable
your formulas to work dynamically with the data contained in those cells or ranges. For
example, if your formula refers to cell C2 and you change the value contained in C2, the
formula result reflects new value automatically. If you didn’t use references in your formulas,

you would need to edit the formulas themselves in order to change the values used in the
formulas.

When you use a cell (or range) reference in a formula, you can use three types of
references:

e Relative
e Absolute
e Mixed references.

Relative Cell Reference

The row and column references can change when you copy the formula to another cell
because the references are actually offsets from the current row and column. By default, Excel
creates relative cell references in formulas.

B H S : Excel Tutorial - Excel

7@ - 8 x
HOME | INSERT ~ PAGELAYOUT ~ FORMULAS ~ DATA  REVEW VW  Team Sigi
&Djim TimesNewRoma - |18 +| A A7 - EeWnpTet General 2 '!"Ig g‘; ;4 E:. é" ‘;’;‘ E::timm = QY m
P e ropines B T U B O-A- = = | Elmeresiconer« | § % 2 [0 8 | Gonon Formtos Col | it Dol Fomt | (L Sot® i
Clipboard I Font & Alignment & Number il Styles Cells Editing ~
B8 - fe =SUM(B4:87) v
A B c\ D E F G H ) K L M N o P Q [
Team Piccolo Monthly Expendis
+ Kabir Yusuf Bashir 50000 30000 60000 40000 00
s Peter Iliya 30000 70000 90000 10000 11000
s Umar Grema 70000 80000 30000 50000 200000
7 Goma Alfred 40000 40000 30000 80000 160000
sl 190000/ 220000 210000 180000 590000]
9
12
C Formula using Relative reference
5
” Sheet! ®
AVERAGE: 278000 COUNT:5  SUM: 1390000 H M o-——+ 00%
NI ® 9 o 90 e R MR 9D o BlM-nn.o 2
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Absolute Cell Reference

The row and column references do not change when you copy the formula because the
reference is to an actual cell address. An absolute reference uses two dollar signs in its address:
one for the column letter and one for the row number (for example, SAS5).

B H S s Excel Tutorial - Excel 7@ - 8 X
FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW Team Sign in
o X cut . . E [ B Bx (@] oo Ay g
Times NewRoma ~ |18 ~| A A ¥~ E°WmpTet General - r 7 Ny  €m X Y
P‘tjm@py' Conions Fapraas, 2 IBH Dtt\' Format| 2717 szn&r da
aste BIu- - He-A- Merge&iCenter = $ < % » %4 §9 Condiional Formatas Cell  Insert Delete Format ort & Fin
« ¥ Format Painter A B $ ® 2% Formatting+ Table~ Styles~ -+ LCear~ Fiter Select ~
Ciipboard 5 Font 5 Alignment 5 Number 5 styles cels Editing «
F7 - fe || =sB$738CS748DS7+8EST v
A B E D E F G H 3 K o M N o P Q -

2 Team Piccolo Monthly Expenditure

+ Kabir Yusuf Bashir 50000 30000 60000 40000 120000

s Peter Iliya 30000 70000 90000 10000 110000

s Umar Grema 70000 80000 30000 50000 200000

7 IGoma Alfred 40000 40000 30000 80000{190000]

8 190000 220000 210000 180000 620000

9

- Formula using Absolute reference
13

i

17

18

19

~ Lsvee [ ® L =

B B M -——+ 1%

— r - . < = o . 602PM
L] w§ m 9 o S 2 e a\ L s

Mixed Cell Reference
Both the row or column reference is relative and the other is absolute. Only one of the
address parts is absolute (for example, SA5 or AS5).

@B H S s Excel Tutorial - Excel 28 - 8 X
HOME | INSERT ~ PAGELAYOUT  FORMULAS  DATA  REVIEW  VIEW  Team Signin
% Cut TimesNewRoma -[18 -| A" A7 ==/ -  EoWmapTet General 7 G‘-g \;,‘J D gﬂj EX ] ZAdtosum - QY i
Paste EEICWY i B ouv|Ey| Ay SCenter -+ § - % » 4 £ Conditional Formatas Cell Insett Delete Format M- Sort& Find &
~ ¥ Format Painter o ArEEE [ B8 | E Mg aetis % “ 2% Formatting+ Table - Styles~ e 0 &Clear  Fifter~ Select~
Ciipboard 5 Font 5 Alignment 5 Number 5 styles cells diting ~
F6 W fe =SUM(BS$6:ES6) v
A B <3 D 3 F G H J K L M N o P Q -
2 Team Piccolo Monthly Expenditure
+ Kabir Yusuf Bashir 50000 30000 60000 40000 1200
s Peter Iliya 30000 70000 90000 10000 110000
6 |Umar Grema 70000 80000 30000 50000]230000]
7 Goma Alfred 40000 40000 30000 80000 190000
8 190000 220000 210000 180000 65000
9
1 Formula Using Mixed Reference
5
14
15
16
17
18
19
" Sheet! ® « ,

6:08PM
4/2/2019

% i@ .x ¢
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Using Formulas in Microsoft Excel

Many formulas you create use available worksheet functions. These functions enable
you to greatly enhance the power of your formulas and perform calculations that are difficult if
you use only the operators. For example, you can use the LOG or SIN function to calculate the
Logarithm or Sin ratio. You can’t do this complicated calculation by using the mathematical
operators alone.

When you type = sign and then type any alphabet you will see the searched functions as
below.

H - s Excel Tutorial - Excel 7@ - 8 %
FILE HOME ~ INSERT ~ PAGELAYOUT ~ FORMULAS  DATA  REVIEW  VIEW  Team Signin
-ﬂ‘- % Cut - S > AutoSum ~ H
ER Copy ~ s I
Paste py B I U Visavaiea 5 Conditional Format el t [ ormat Sort & Find &
. mat Painter - Formattir . & Clear~ [ Select~
Clipboard 1] Font Alignment Number Styles Cells Editing ~
SUM - X « £ | = v

Replaces existing text with new textin atext string |_ G H | J K L ™M N [e]} P Q [«

2 1  Expenditure

Kabir Yusuf Bashir 50 40000 120000
Peter Iliya 10000 110000
Umar Grema 70 800 0000 230000
Goma Alfred 40000 40000 30000 80DQ0O 190000
190000 220000 210000 180000

0 B N o

=]

Typing SU will show functions starting with SU

15
16
17
18
19
a0

EDIT

Sheetl (O] < »
i} m 100%

2w iA® 5 o 9 « e [ EKEXI o BTy
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Built-in Functions in Microsoft Excel

MS Excel has many built in functions, which we can use in our formula. To see all the
functions by category, choose Formulas Tab » Insert Function. Then Insert function Dialog
appears from which we can choose the function.

8o
FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW Team Sign in
A SEEBOER @ B crcss Bsonram
S e T S e = o Jse in Formul, ce Dependent Error Checking
Insert  AutoSum Recently Financial Logical Text Date& Lookup & Math&  More Name Watch | Calculation [ Calculate Sheet
Function - Used~  ~ - ~  Time~ Reference~ Trig~ Functions= Manager [ Crea T
Function Library Defined Names Formula Auditing Calculation ~
SUM o x v fe =su v
A B & D K L M N o P Q -
Search for a function:
. Type a brief description of what you want to do and then Go
2 Team Piccolo Monthly Expendy| cickce
Or select a category: | All v

Select a function:

4 |Kabir Yusuf Bashir 50000 30000 600(

s Peter Iliya 30000 70000 900 QAEER.NIM
s Umar Grema 70000 80000 3000 |xcos \

» Goma Alfred 40000 40000 300q| o™ v

ABS(number)
3 190000 220000 2100(] Returs the absolute value of a number, a number without its Qg
9
10
1
12 Help on this function Cancel \
13

Function Categories

Sheet1
EDIT

H @ M

= WE@ 9 o 9 @ s [p R W D - w0 2

4/2/2019

Functions by Categories

Let us see some of the built in functions in MS Excel.
e Text Functions
o LOWER - Converts all characters in a supplied text string to lower case
o UPPER - Converts all characters in a supplied text string to upper case

o TRIM - Removes duplicate spaces, and spaces at the start and end of a text
string

o CONCATENATE - Joins together two or more text strings.

o LEFT - Returns a specified number of characters from the start of a supplied text
string.

o MID - Returns a specified number of characters from the middle of a supplied

text string
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o RIGHT - Returns a specified number of characters from the end of a supplied
text string.

o LEN - Returns the length of a supplied text string

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

o Date & Time
o DATE - Returns a date, from a user-supplied year, month and day.
o TIME - Returns a time, from a user-supplied hour, minute and second.

o DATEVALUE - Converts a text string showing a date, to an integer that
represents the date in Excel's date-time code.

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

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

o Statistical
o MAX - Returns the largest value from a list of supplied numbers.
o MIN - Returns the smallest value from a list of supplied numbers.
o AVERAGE - Returns the Average of a list of supplied numbers.

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

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

o SUM - Returns the sum of a supplied list of numbers
¢ Logical

o AND - Tests a number of user-defined conditions and returns TRUE if ALL of the
conditions evaluate to TRUE, or FALSE otherwise

o OR - Tests a number of user-defined conditions and returns TRUE if ANY of the
conditions evaluate to TRUE, or FALSE otherwise.
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o NOT - Returns a logical value that is the opposite of a user supplied logical value
or expression i.e. returns FALSE if the supplied argument is TRUE and returns
TRUE if the supplied argument is FAL

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

o MOD - Returns the remainder from a division between two supplied numbers.

Advanced Operations in Microsoft Excel

Data Filtering in Microsoft Excel

Filtering data in MS Excel refers to displaying only the rows that meet certain
conditions. (The other rows gets hidden.)

Using the store data, we can only display the employee Umar Grema.
¢ Place a cursor on the Header Row.

¢ Choose Data Tab » Filter to set filter.

B HE S : Excel Tutorial - Excel 2@ - 8 %
FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW Team Sign in
= ™ [L ™ = [Fy [E Connections 4| fZTH Y Y Clear N E :| v/ = 2E €rg g
| 1] 8 i = 5 o PE
BHEE B RE mt a5H X - B
From From From From Other Existing Refresh ZL Sort Filter | Textto Flash Remove Data Consolidate What-If nship Group Ungroup Subtotal
Access Web Text Sources~  Conned tions  All~ h Y Advanced  Colymns  Fill Duplicates Validation = Analysis ~ - -
Get External Data Connections Sort & Fier Data Tools Outine 5 ~
B3 - fe || January v
A B E D E F G H J K L M N o P Q
2 Team Piccolo Monthly Expenditure

5 g - March - April - Total - Tax -
000 40000 30000 80000 230000
, 000 30000 60000 40000 120000
000 70000 90000 10000 110000
000 80000 30000 50000 200000

il G ' 000 220000 210000 180000 660000
Search et
W] (select Al
(] Goma Alfred
(] Kabir Yusuf Bashir
[ petegliya

Check the option Umar Grema

[ (Blanks)

[ ox ][ canee

sneet! ) < >

H @ M -——+ 0%

VM B® 9 o 9 @ ‘ B o |[B]{@] - 50

147
www.teampiccolo.com




Data Sorting in Microsoft Excel

Sorting data in Microsoft Excel rearranges the rows based on the contents of a

particular column. You may want to sort a table to put names in alphabetical order. Or, maybe

you want to sort data by Amount from smallest to largest or largest to smallest.

To Sort the data follow the steps mentioned below.

¢ Select the Column by which you want to sort data.

e Choose Data Tab » Sort Below dialog appears.

H ©- = Excel Tutorial - Excel
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW Team
1Y N L) ™ 1) v [E Connections &) MZTA Y e =2 E a =/ E
f@ [@ [D [3 T2 poriee | 2 ey, | B B B = P= 5D
From From From FromOther  Existing  Refresh — z| Soryg Fiter " Tetto Flash Remove  Data  Consolidate What-lf Relat
Access Web Tedt Sourcesw Connections  All~ t Link " Yo Advanced  Columns  Fill  Duplicates Validation ~ Analysis ~
Get External Data Connections Sort ilter Data Tools
B3 ¥ fx January
A B c D E G H | J K
2 Team Piccolo Monthly Expenditure

+ Goma Alfred 40000 40000 30000 80000 230000

s Kabir Yusuf Bashir 50000 30000 60000 40000 120000

s Peter Iliya 30000 70000 90000 10000 110000

7 Umar Grema 70000 80000 30000 50000 200000

8 190000 220000 210000 180000 660000 Click on Sort button
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M N o P Q .
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BHS o -

FILE HOME  INSERT ~ PAGELAYOUT ~ FORMULAS = DATA  REVIEW  VIEW  Team Signin [
S . S =] Connections 4 H b N v/ 5 X N She
o 2l &2 = E‘ o = s E’ =
B le LB < D Properties .. Reapply E = ? L= = = g
From From From FromOther  Existing  Refresh z| Sot Fitter Tetto Flash Remove  Data  Consolidate What-If Relationships Group Ungroup Subtotal
Access Web Text Sources~ Connections  All~ Edit Link Yo Advanced  Columns  Fill  Duplicates Validation ~ Analysis ~ - -
Get External Data Connections Sort & Filter Data Tools Outline ) ~
B4 - fe 40000
X
A B C D E o P Q [+
! *4| Add Level || X Delete Level || ER Copy Level | 4 v | Options... My data has headers
2 Team Piccolo Monthly Expenditure Cetn T T
3 Sortby  Employee v| | values vl |Atoz vl

Goma Alfred | 40000/ 40000 30000 80000 o
s [Kabir Yusuf Bashir 50000 30000 60000 40000
¢ [Peter Tliya 30000 70000 90000 10000
7 |Umar Grema ~ 70000 80000 30000 50004
s 190000 220000;’210000‘1189%

/

Column to sort

oK Cancel

Sheet1 | (O] < »
M -—————+ 0%

7:32PM

% B R g

H -2 = Excel Tutorial - Excel 7@ - 8 %
FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW Team o

BaD D B RS 2@ Y* @O X 6 B 2 8%

B S, e |9 | ™ G (25 e S | o g
Get External Data Connections Sort & Filter Data Tools Outline 1) ~
B3 * fe January v
A B C D E F G H 1 J K L M N o P Q [+
1
2 Team Piccolo Monthly Expenditure
: January
+ Goma Alfred 40000 40000 30000 80000 230000
s Kabir Yusuf Bashir 50000 30000 60000 40000 120000
s Peter Iliya 30000 70000 90000 10000 110000
7 Umar Grema 70000 80000 30000 50000 2000
8 190000 220000 210000 180000 660000
9
10
n
12
i Sorted record
i
17
18
19
- Sheet1 | O] < >

READY i} M -———+——+ 0%

p— 4 p . ~ Y . S 7:34PM
L vg & 9| @ 7 @ i - > N R s
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Charts in Microsoft Excel

A chart is a visual representation of numeric values. Charts (also known as graphs) have
been an integral part of spreadsheets. Charts generated by early spreadsheet products were
quite crude, but thy have improved significantly over the years. Excel provides you with the
tools to create a wide variety of highly customizable charts. Displaying data in a well-conceived
chart can make your numbers more understandable. Because a chart presents a picture, charts
are particularly useful for summarizing a series of numbers and their interrelationships.

Types of Chart in Microsoft Excel

There are various chart types available in MS Excel, to view the various charts in
Microsoft Excel, follow the steps below:

Stepl:
H ©- s Bxcel Tutorial - Excel 2 @ - 8 %
HOME | INSERT = PAGELAYOUT ~ FORMULAS  DATA  REVEW  VIEW  Team Sign in
BB OBEE 8 it Bk By @ 501
PivotTable Recommended Table  Pictures Online Tl martivt Appsfor Recommended “'K"'f' I PivotChart Power Line Column Win/ Slicer Timeline Hyperlink ~ Text Header 2. oS Symist

PivotTables Pictures @+ Screenshot~  Office~ Chats ™ k- - View Loss Box & Footer

Tables lllustrations Apps Charts & Reports Sparklines Filters Links Text Symbols ~

See All Charts
B3 o fe January s
A B C D £ F G H 1 J K L M N o P Q [+

2 Team Piccolo Monthly Expenditure
3
+ Goma Alfred 40000 40000 30000 80080 230000
s Kabir Yusuf Bashir 50000 30000 60000 000 120000
s Peter Iliya 30000 70000 90000/ 10000 110000
7 Umar Grema 70000 80000 30060 50000 200000
8 190000 220000 2)0000 180000 660000
9
. -
12 Click on See All Charts button

H B M -——+ 100%

7:41PM

a |z )
e
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Step 2:

H %~ :
M = w = -
u ] | oA o i = fa25) A S 4 - T Equation ~
. VAVANN | [ n =
Recommended Charts | All Charts e ! y Y =¥ «© *‘ [#~ € symbol
Piv Chart Power Line Column Win/  Slicer Timeline Hyperlink Text Header
o View Loss Box & Footer
. M '1 : l 5 Reports Sparklines Filters Links Text Symbols ~
Templates \ 1
B | |l Column
| Line Clustered Column . - i ) & . - - » p o =
® Pie
5 E Bar
3
[ XY (Scatter) I |||
s A NS
4 s Stock e
B B Sitace i
N #% Radar
6
iy Combo
7
8
9 \
10
"
12
Click on the All Charts tab
15
16
17 [ ok Cancel

BH B M -——+ 10

I 7:42PM
o |m )
ﬁ B0k

e Column: Column chart shows data changes over a period of time or illustrates
comparisons among items.

e Bar: A bar chart illustrates comparisons among individual items.

¢ Pie: A pie chart shows the size of items that make up a data series, proportional to the
sum of the items. It always shows only one data series and is useful when you want to
emphasize a significant element in the data.

¢ Line: A line chart shows trends in data at equal intervals.
¢ Area: An area chart emphasizes the magnitude of change over time.

o XY Scatter: An xy (scatter) chart shows the relationships among the numeric values in
several data series, or plots two groups of numbers as one series of xy coordinates.

e Stock: This chart type is most often used for stock price data, but can also be used for
scientific data (for example, to indicate temperature changes).

o Surface: A surface chart is useful when you want to find the optimum combinations
between two sets of data. As in a topographic map, colors and patterns indicate areas
that are in the same range of values.
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e Doughnut: Like a pie chart, a doughnut chart shows the relationship of parts to a
whole; however, it can contain more than one data series.

o Bubble: Data that is arranged in columns on a worksheet, so that x values are listed in
the first column and corresponding y values and bubble size values are listed in
adjacent columns, can be plotted in a bubble chart.

[ )

Radar: A radar chart compares the aggregate values of a number of data series.

Creating Chart in Microsoft Excel

To create charts for the data by below mentioned steps:

o Select the data for which you want to create the chart.

Choose Insert Tab » Select the chart or click on the Chart group to see various chart
types.

e Select the chart of your choice and click OK to generate the chart.

BH S Excel Tutorial - Bxcel 7@ - 8 X
{8 HOME  INSERT | PAGELAYOUT ~ FORMULAS ~ DATA  REVIEW  VIEW  Team Sign in
e il ) Shapes ~ ’ = R u MR v el — =] A A [F& 4 - 7T Equation -
J 2 LD a ® 1? L Pe A e W 5 E ¥y = !7\ i
5 = & I SmartArt s 2-D Column = [¥~ ©symbol
PivotTable Recommended Table  Pictures Online Appsfor Recommended lower Line Column Win/ Slicer Timeline Hyperlink —Text Header —
ivotTables Pictures @ Screenshot ™ Office v Charts 0 (RE Ve Loss Box & Footer 1
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Printing a Worksheet in Microsoft Excel
Sometimes, you may need to print only a specific part of your worksheet and not the

whole worksheet, to print a particular part of your worksheet, follow the steps below:

Step 1: Select the area you want to print
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Step 2:
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Step 4:

Click on the Print button to print your worksheet
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Microsoft Access

Microsoft Access is a Database Management System (DBMS) from Microsoft that

combines the relational Microsoft Jet Database Engine with a graphical user interface and

software development tools. It is a part of the Microsoft Office suite of applications, included in

the professional and higher editions. This is an introductory tutorial that covers the basics of MS

Access.

Microsoft Access is a Database Management System (DBMS) from Microsoft that

combines the relational Microsoft Jet Database Engine with a graphical user interface and

software development tools. It is a member of the Microsoft Office suite of applications,

included in the professional and higher editions.

Microsoft Access is just one part of Microsoft’s overall data management product
strategy.

It stores data in its own format based on the Access Jet Database Engine.

Like relational databases, Microsoft Access also allows you to link related information
easily. For example, customer and order data. However, Access 2013 also complements
other database products because it has several powerful connectivity features.

It can also import or link directly to data stored in other applications and databases.

As its name implies, Access can work directly with data from other sources, including
many popular PC database programs, with many SQL (Structured Query Language)
databases on the desktop, on servers, on minicomputers, or on mainframes, and with
data stored on Internet or intranet web servers.

Access can also understand and use a wide variety of other data formats, including
many other database file structures.

You can export data to and import data from word processing files, spreadsheets, or
database files directly.

Access can work with most popular databases that support the Open Database
Connectivity (ODBC) standard, including SQL Server, Oracle, and DB2.

Software developers can use Microsoft Access to develop application software.

Microsoft Access stores information which is called a database. To use MS Access, you will

need to follow these four steps -

Database Creation: Create your Microsoft Access database and specify what kind of
data you will be storing.
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Data Input: After your database is created, the data of every business day can be
entered into the Access database.

Query: This is a fancy term to basically describe the process of retrieving information
from the database.

Report (optional): Information from the database is organized in a nice presentation
that can be printed in an Access Report.

Microsoft Access Architecture

Access calls anything that can have a name an object. Within an Access desktop
database, the main objects are tables, queries, forms, reports, macros, data macros,
and modules.

If you have worked with other database systems on desktop computers, you might have
seen the term database used to refer to only those files in which you store data.

But, in Access, a desktop database (.accdb) also includes all the major objects related to
the stored data, including objects you define to automate the use of your data.

Microsoft Access has the look and feel of other Microsoft Office products as far as its

layout and navigational aspects are concerned, but MS Access is a database and, more

specifically, a relational database.

Before MS Access 2007, the file extension was *.mdb, but in MS Access 2007 the
extension has been changed to *.accdb extension.

Early versions of Access cannot read accdb extensions but MS Access 2007 and later
versions can read and change earlier versions of Access.

An Access desktop database (.accdb or .mdb) is a fully functional RDBMS.

It provides all the data definition, data manipulation, and data control features that you
need to manage large volumes of data.

You can use an Access desktop database (.accdb or .mdb) either as a standalone RDBMS
on a single workstation or in a shared client/server mode across a network.

A desktop database can also act as the data source for data displayed on webpages on
your company intranet.

When you build an application with an Access desktop database, Access is the RDBMS.
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Data Definition

Let us now understand what Data Definition is -

In document or a spreadsheet, you generally have complete freedom to define the
contents of the document or each cell in the spreadsheet.

In a document, you can include paragraphs of text, a table, a chart, or multiple columns
of data displayed with multiple fonts.

In spreadsheet, you can have text data at the top to define a column header for printing
or display, and you might have various numeric formats within the same column,
depending on the function of the row.

An RDBMS allows you to define the kind of data you have and how the data should be
stored.

You can also usually define rules that the RDBMS can use to ensure the integrity of your
data.

For example, a validation rule might ensure that the user can’t accidentally store
alphabetic characters in a field that should contain a number.

Data Manipulation

Working with data in RDBMS is very different from working with data in a word processing

or spreadsheet program.

In a word processing document, you can include tabular data and perform a limited set
of functions on the data in the document.

You can also search for text strings in the original document and, with ActiveX controls,
include tables, charts, or pictures from other applications.

In a spreadsheet, some cells contain functions that determine the result you want, and
in other cells, you enter the data that provides the source information for the
functions.

An RDBMS provides you many ways to work with your data. For example,

You can search a single table for information or request a complex search across several
related tables.

You can update a single field or many records with a single command.

You can write programs that use RDBMS commands to fetch data that you want to
display and allow the user to update the data.
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Access uses the powerful SQL database language to process data in your tables. Using SQL,
you can define the set of information that you need to solve a particular problem, including

data from perhaps many tables.

Data Control

Spreadsheets and word processing documents are great for solving single-user problems,

but they are difficult to use when more than one person needs to share the data.

When you need to share your information with others, RDBMS gives you the flexibility
to allow multiple users to read or update your data.

An RDBMS that is designed to allow data sharing also provides features to ensure that
no two people can change the same data at the same time.

The best systems also allow you to group changes (which is also known as transaction)
so that either all the changes or none of the changes appear in your data.

You might also want to be sure that no one else can view any part of the order until you
have entered all of it.

Because you can share your Access data with other users, you might need to set some
restrictions on what various users are allowed to see or update.

Microsoft Access Objects

MS Access uses “objects" to help the user list and organize information, as well as prepare

specially designed reports. When you create a database, Access offers you Tables, Queries,

Forms, Reports, Macros, and Modules. Databases in Access are composed of many objects but

the following are the major objects -

Tables
Queries
Forms

Reports

Together, these objects allow you to enter, store, analyze, and compile your data. Here is a

summary of the major objects in an Access database;

Tables

Table is an object that is used to define and store data. When you create a new table,

Access asks you to define fields which is also known as column headings.

Each field must have a unique name, and data type.
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e Tables contain fields or columns that store different kinds of data, such as a name or an
address, and records or rows that collect all the information about a particular instance
of the subject, such as all the information about a customer or employee etc.

e You can define a primary key, one or more fields that have a unique value for each

record, and one or more indexes on each table to help retrieve your data more quickly.

Query
An object that provides a custom view of data from one or more tables. Queries are a way
of searching for and compiling data from one or more tables.

e Running a query is like asking a detailed question of your database.

e When you build a query in Access, you are defining specific search conditions to find
exactly the data you want.

e In Access, you can use the graphical query by example facility or you can write
Structured Query Language (SQL) statements to create your queries.

¢ You can define queries to Select, Update, Insert, or Delete data.

e You can also define queries that create new tables from data in one or more existing
tables.

Form

Form is an object in a desktop database designed primarily for data input or display or for
control of application execution. You use forms to customize the presentation of data that
your application extracts from queries or tables.

e Forms are used for entering, modifying, and viewing records.

e The reason forms are used so often is that they are an easy way to guide people toward
entering data correctly.

¢ When you enter information into a form in Access, the data goes exactly where the
database designer wants it to go in one or more related tables.

Report

Report is an object in desktop databases designed for formatting, calculating, printing, and
summarizing selected data.

e You can view a report on your screen before you print it.

o If forms are for input purposes, then reports are for output.
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e Anything you plan to print deserves a report, whether it is a list of names and
addresses, a financial summary for a period, or a set of mailing labels.

o Reports are useful because they allow you to present components of your database in
an easy-to-read format.

e You can even customize a report's appearance to make it visually appealing.

e Access offers you the ability to create a report from any table or query.

Getting Started with Microsoft Access

In this section, we will discuss how to get started with Microsoft Access. We will
understand how to start a Microsoft Access application in simple steps. Assuming you have
Microsoft Excel installed in your PC, to start the application, follow these steps —

Step 1:

s - . @ )
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housesample YTD Video DanAgundi Firefox

Downloader  App.apk Click on the windows button

5 P @

SparkAR  blender  Opera  EMsgic MG viebsiteTm... ‘? - W m
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Step 2:

Mail Calendar Internet Explorer

Free %k 1753

B -
' o Y DOW ¥ 26,165.88 -92.54 £
4 FISE100 A 739112 +73.74 " @ Sequencer
' m I b } NIKKEI 225 ¥ 21,505.31-3.72 ] ee Ak 491

? Best one-and-done seasons
in college basketball history Finance Help+Tips

Click on the Search button ”

Health & Fitness

EI Pelosi to Biden: Stop being

Weather touchy-feely with women Reading List

Step 3:

Search
Everywhere

Access 2013J

ey - =

Mail Calendar Internet Explorer

= =
» ol pow v 26165.88 -92.54
4 \ FTSE 100 A 739112 +73.74
' - I } } NIKKEI225 ¥ 2150531-3.72 Free xokkks
-

Best one-and-done seasons ﬁ

i college basketball history Finance Help+Tips OneDrive

ORI <Y m Qs

2l Type Access in the search box and PRESS the ENTER button |}
T HEEE : hﬂi
V7 |

n E Pelosi to Biden: Stop being
Weather =]

touchy-feely with women

NB: | have installed Microsoft Access 2013 on my PC, the procedure will work on both later
and earlier version of Microsoft Access.
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Step 4: We have successfully opened Microsoft Access.

?2 -8 %
Access Sign in to get the most out of Office
Learn more
Recent
You haven't opened any files recently. To browse for
afile, start by clicking on Open Other Files.
(@ Open Other Files
Custom web app Blank desktop database
e 5 > & \Y/ - B | & e 259PM
& i M [» — \. W <t © - R R

Microsoft Access - Create Database

You can search for database templates online but sometimes editing a database

template to suit your requirement maybe hectic compare to creating a database from scratch.

To create a Database in Microsoft Access, follow the steps below:

Step 1: Start by opening Microsoft Access.

7 = x
Access Sign in to get the most out of Office
Learn more
Recent
You haven't opened any files recently. To browse for
afile, start by clicking on Open Other Files.
(@@ Open Other Files
Custom web app Blank desktop database
(P % > - u 259PM
@ CORDN =M@ d Dl -~
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Step 2: Select Blank desktop database. Enter the name and click the Create button.

Enter the name of the database Click on the Create button

Step 3: Access will create a new blank database and will open up the table which is also
completely blank.

BHS &= TABLE TOOLS Access Tutorial : Database- C:\Users\Yusuf\Documents\Access Tutorial.accdb (Access 2007 - 2013 file format) - Access 3 = x
HOME  CREATE  EXTERNALDATA  DATABASETOOLS  FIELDS | TABLE signin [
t‘( A 12 [ [3 Date & Time 4 ?Mame&(apmn “5\ f\ fab| Data Type: Required EE/
= [] ves/No N | L Default Value R ¥ Format:  Formatting Unique
View  Short Number Currency Delete | - Modify Modify Memo ) =2 Validation
Text Eul More Fields ~ ‘o Field Size Lookups Expression Settings~ | $ % * | %6 3% Indexed .
Views Add & Delete Properties Formatting Field Validation ~
= Table1 X
All Access Obje... ® «|| 3 .
ID - |ClicktoAdd ~
Search.. el i
* (New)
Tables N
= Tablet
Record: 4 [1of1 »’ W Mo Filter |[Search | |

el YE o > -
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Microsoft Access — Data Types

Every field in a table has properties and these properties define the field's characteristics
and behavior. The most important property for a field is its data type. A field's data type
determines what kind of data it can store. MS Access supports different types of data, each
with a specific purpose.

e The data type determines the kind of the values that users can store in any given field.

e Each field can store data consisting of only a single data type.

Here are some of the most common data types you will find used in a typical Microsoft

Access database.

Type of Data

Short Text

Long Text

Number

Date/Time

Currency

www.teampiccolo.com

Description

Text or combinations of
text and numbers,
including numbers that do
not require calculating
(e.g. phone numbers).

Lengthy text or
combinations of text and
numbers.

Numeric data used in

mathematical calculations.

Date and time values for
the years 100 through
9999.

Currency values and
numeric data used in
mathematical calculations
involving data with one to
four decimal places.

Size

Up to 255 characters.

Up to 63, 999 characters.

1, 2, 4, or 8 bytes (16 bytes if set to Replication ID).

8 bytes

8 bytes
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A unique sequential 4 bytes (16 bytes if set to Replication ID).
(incremented by 1)
number or random
AutoNumber number assigned by
Microsoft Access
whenever a new record is
added to a table.

Yes and No values and 1 bit.
fields that contain only

Yes/No

one of two values (Yes/No,
True/False, or On/Off).

e If you use previous versions of Access, you will notice a difference for two of those data
types.

e In Access 2013, we now have two data types — short text and long text. In previous
versions of Access these data types were called text and memo.

e The text field is referred to as short text and your memo field is now called long text.

Here are some of the other more specialized data types, you can choose from in Access.

Data Types Description Size

Files, such as digital photos. Multiple files can be Up to about 2 GB.
Attachment attached per record. This data type is not available in
earlier versions of Access.

OLE objects can store pictures, audio, video, or other Up to about 2 GB.

OLE objects . ]
BLOBs (Binary Large Objects)
Text or combinations of text and numbers stored as Up to 8,192 (each part of a
. text and used as a hyperlink address. Hyperlink data type can
Hyperlink .
contain up to 2048
characters).
. The Lookup Wizard entry in the Data Type column in Dependent on the data
Lookup Wizard

the Design view is not actually a data type. When you type of the lookup field.

168
www.teampiccolo.com




choose this entry, a wizard starts to help you define
either a simple or complex lookup field.

A simple lookup field uses the contents of another
table or a value list to validate the contents of a single
value per row. A complex lookup field allows you to
store multiple values of the same data type in each
row.

You can create an expression that uses data from one
Calculated or more fields. You can designate different result data
types from the expression.

You can create an
expression that uses data
from one or more fields.
You can designate
different result data types
from the expression.

These are all the different data types that you can choose from when creating fields in a

Microsoft Access table.

Microsoft Access — Create Tables

When you create a database, you store your data in tables. Because other database
objects depend so heavily on tables, you should always start your design of a database by

creating all of its tables and then creating any other object. Before you create tables, carefully

consider your requirements and determine all the tables that you need.

Let us try and create the first table that will store the basic contact information

concerning the employees in Team Piccolo as shown in the following table -

Field Name Data Type
EmployeelD AutoNumber
FirstName Short Text
LastName Short Text

www.teampiccolo.com
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Address Short Text

City Short Text
State Short Text
Phone Short Text

Step 1: Open the database we created earlier.

Ed s TABLE TOOLS Access Tutorial : Database- C:\Users\Yusuf\Documents\Access Tutorial.accdb (Access 2007 - 2013 file format) - Access ?2 - 8 X
Signin

FILE HOME CREATE EXTERNAL DATA DATABASE TOOLS FIELDS TABLE

N aB 12 = B Date & Time aptior Data T F v
= Yes/No i =
View  Short Number Currency Delete Validation
. Text Eil More Fields ~ Loobaas Exnressio IFidesiadt N
Views Add&De}ete Properties Formatting Field Validation ~
2 Tablet X

All Access Obje... ® «|| =
S ) 5 D v ClicktoAdd -

arch.

= * (New):

ables ES

B3 Table1

Record: M« [1of 1 » Search
NUM LOCK 74

Datasheet View
I 3:12PM

T ] a s Ier p [ & & | . .oy ;
1] Wg 6 C) (] - A = P % o 4/3/2019
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Step 2: Let us now go to the Field tab and you will see that it is also automatically created. The
ID which is an AutoNumber field acts as our unique identifier and is the primary key for this
table. The ID field has already been created and we now want to rename it to suit our
conditions. This is an Employee table and this will be the unique identifier for our employees.

Click on ID field.

TABLE TOOLS

®Ed
HOME CREATE EXTERNAL DATA DATABASE TOOLS FIELDS TABLE Sign in

t,/‘ AB 12 [* EBDate&Time LjJ Name & Captio Data Type: | AutoNumber ~ ~ vired =

= [ Yes/No Default Value mat t | Unique =

View Short Number Currency Delete Validation

Text Fil More Fields ~ dexed .

Views Add & Delete Properties Formatting Field Validation ~

All Access Obje... ® « || = Tt x
D = Clickto Add ~
Search.. yel
* (New)
Tables 7
B e Step 2: Click on the Name & Caption option

Name D

Caption

Description

oK Cancel

Step 1: Click on the ID

Step 3: Change the name of the field to EmployeelD

bs

Record: 4 10of1 L] Search
nuMiock [
3:28PM

Datasheet View
5 ) = I I
3 Q o [z )
S U ey

-
—a

= IAE B9 o
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Step 3:

Ed s TABLE TOOLS
HOME CREATE EXTERNAL DATA DATABASE TOOLS FIELDS TABLE Sign in
A 71 Date&Time L[  [£] Name & Caption £ = Data Type: AutoNumber  ~ Required =
AB 12 B [ B
%, JA )
; [ Yes/No Default Value Format  Formatting 7/l Unique &
View Short Number Currency Delete Modif: Memo Validation
Text E.l More Fields ~ Field Size Lookups Expression Settings "
Views Add & Delete Properties Formatting Field Validation ~
. ® Tablet X
All Access Obje... @ « e
s 5 D \v. Click to Add -
arch.
= * (New) .
ables E
e Click on the OK button

Name EmployeelD

Caption  |Employee ID
Description | This field describes the Employee ID|

Record: 4« [10f 1 » Search
NUM LOCK B

Datasheet View
3:35PM

asl - Ir [¢ ['5) . Tl & o ¥
] g & 9D © ") K - 3 N B R e

We now have our employee ID field with the caption Employee ID. This is automatically
set to auto number so we don't really need to change the data type.

Step 4: Let us now add the rest of the fields by clicking on click to add.

@ H s TABLE TOOLS Access Tutorial : Database- C:\Users\Yusuf\Documents\Access Tutorial.accdb (Access 2007 - 2013 file format) - Access ?2 - 8 X
HOME  CREATE  EXTERNALDATA  DATABASETOOLS | FIELDS = TABLE Sign in
b/‘ AB 12 [* [E3 Date&Time & Caption £ 5 )a
L IX ] . . .
Evero . " o Step 1: click on the Click to Add
View  Short Number Currency L e,
Text Eul More Fields ~ #

Views Add & Delete Properties Formatting Field Validation -~

x

= Tablet

All Access Obje... @ « 2
Employee ID ~ Click to Add -~

Search.. yel

Tables ~ | (New)| as Short Text

B Tablel 12 Number

&2 Currency
B Date & Time

£Q, Lookup & Relationship
Aa Rich Text

AB  Long Text

B A Step 2: Click on the data type for your field.
oS If you noticed in the employee table above,

— the second field is FirstName and has a data
type of Short Text

Record: 4 < [1of 1 " Search
NUM LOCK

Datasheet View
a 3:38PM

- a & / p [ps] © D - | . g d ;
- wg & 9 @ - & ' D = B f x4
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Step 5:

E & -
HOME  CREATE

b s 12 &

EXTERNAL DATA
B3 Date & Time  LJ1J
Yes/No

DATABASE TOOLS
Name & Caption
1 Default Value
=7 Field Size |255

TABLE TOOLS Access Tutorial : Database- C:\Users\Yusuf\Documents\Access Tutorial.accdb (Access 2007 - 2013 file format) - Access ? - 8 X
FIELDS TABLE Signin
tTe Required [E/
Unique
M Validation
Indexed -
~

Properties Formatting

Field Validation

View  Short Number Currency Detete
' Text Fil More Fields ~
Vigas Add & Delete
i ® Tablet
All Access Obje... ® «|| = T
Search. ye Employee ID - | SRR
Tabl, x (New)
ables A
E Tablel

Record: 4

Datasheet View

BB 9 o

Step 6: Follow the procedures from step 4 to step 5 to create the rest of the fields.

Click to Add  ~

Type in FirstName in the Box

Search

N

bs

]
3:43PM
4/3/2019

NUM LOCK

% 0 .x 0

4 D | B

BEHS- s TABLE TOOLS Access Tutorial : Database- C:\Users\Yusuf\Documents\Access Tutorial.accdb (Access 2007 - 2013 file format) - Access ? - 8 X
HOME  CREATE  EXTERNALDATA  DATABASETOOLS | FIELDS = TABLE Sign in
3 BB

b/ AB 12 [* ERDate&Time L{J [E]Name& Caption 7\ Required [g,

== [“] Yes/No 1 Default Value Format _| Unique =

View  Short Number Currency Delete 5 Modif = Validation

. Text F4l More Fields o3 Field Size |255 Lookups Indexed .
Views Add & Delete Properties Formatting Field Validation ~

. s Tablet

All Access Obje... ® « || = Tabe
= ye Employee ID - | FirstName - LastName ~| Address -~ City - State - Phone[ Click to Add  ~

arch..

= * (New)

ables 2

£ Tablel

Record: 4

Datasheet View

= B

www.teampiccolo.com

Search

¥ &

]

NUM LOCK

b2

3:45PM

RO

4/3/2019
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Step 7: After you have created all the fields, hold the CTRL + S button on your keyboard to save
your table.

@ E s TABLE TOOLS
FILE HOME CREATE EXTERNAL DATA DATABASE TOOLS FIELDS TABLE Signin
t,/‘ AB 12 [* [E3 Date & Time Name & Caption equired (55,
= [7] Yes/No Default Valu r =1
View | Short Number Cumency ., " . Delet e
Tet Step 2: Click on the OK button
Views Add&‘Dejtte Properties Formatting

EmployeeID - | FirstName - LastName - | Address -~ City - State - Phone
* (New)

Click to Add  ~
Search..

All Access Obje... ® «|| = bt
ye)

Tables ES

=] Tablet

Table Name:
EmployeeDetails|

Step 1: Type in the name of the

Record: 4 < [1of 1 " Search

Datasheet View numlock @ B

m UE | : N € ) [ 1 W g 4 9P

4/3/2019

Step 8:

Ed s TABLE TOOLS ?

Access Tutorial : Database- C:\Users\Yusuf\Documents\Access Tutorial.accdb (Access 2007 - 2013 file format) - Access ? - 8 X
HOME CREATE EXTERNAL DATA DATABASE TOOLS FIELDS TABLE Signin
AB 12 [* ERDate&Time L{J [E]Name& Caption A B Data Type: AutoNumber  ~ Required [%
= Yes/No D slue Format  Formatt Jl Unique B2
View Short Number Currency Delete Modif A Validation
- Text E4l More Fields - Field Size ookups ndexed .
Views Add & Delete Properties Formatting Field Validation ~
All Access Obje ® « || =] EmployeeDetails
= ye Employee ID - | FirstName - LastName -| Address -~ City - State - Phone - ClicktoAdd -~
arch..
* N

Tables 2

T EmployeeDetails \

We have renamed the table to EmployeeDetails

Record: M Mo» Search

This field describes the Employee ID
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As we have already created one table using Datasheet View. We will now create

another table using the Table Design View. We will be creating the following fields in this
table. This table will store the employee login details.

Field Name Data Type

EmployeelD AutoNumber

Password Short Text
Status Short Text

Category Short Text

Step 1:

&J E L TABLE TOOLS
Howe | crea

DATABASE TOOLS FIELDS

Access Tutorial : Database- C:\Users\Yusuf\Documents\Access Tutorial.accdb (Access 2007 - 2013 file format) - Access

? - 8 %
TABLE Sign in
o { itz [RFormWizard =] 7] | [lReportWizard [ P £ Module
B E& M e EEOZ =] ] £ el
i [E] Navigation ~ = = [E] Labels %! Class Module
Application  Table TabJpSharePoint Query Form Form Blank Report Report Blank Macro *,
Parts ~ Design\ Lists~  Wizard Design Design Form [ More Forms - Design Report (] Visual Basic
Templates Tables Queries Forms Reports Macros & Code ~
All Access Obje - T EmployeeDetails ) i i i ) i X
[ Employee ID - | FirstName - Name - | Address -~ City - State Phone - ClicktoAdd -~
arch..
Tables

5 EmployeeDetails

Step 1: Click on the CREATE tab

Step 2: Click on Table Design

Record: 4

Search
This field describes the Employee ID

NUM LOCK
== wg @ q & ” 4 ¢ [Ps] % “ ¢

Eé
B . . . | BasPM
= RO
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Step 2: Create your fields as in the screenshot below:

BEHS- s TABLETOOLS ~ Access Tutorial : Database- C:\Users\Yusuf\Documents\Access Tutorial.accdb (Access 2007 - 2013 file format) - Access ?2 - 8 X
FILE HOME CREATE EXTERNAL DATA DATABASE TOOLS DESIGN Signin
&= Insert Rows = =l =]
: = P 20 =
o 3X Delete Rows - - ©
View  Primary Builder Test Validation Property Indexes CreateData Rename/  Relationships  Object
- K Rule: EQ Modify Lookups  gheet Macros~ Delete Macro Dependencies
Views Tools Show/Hide Field, Record & Table Events Relationships ~
All Acce Obje L@« B3] EmployeeDetails (j Table1 X
Field Name Data Type Description (Optional) A
Search.. yel o
EmployeelD AutoNumber{ v
Talies i Password Short Text
Z employeetetais Status Short Text
Category Short Text

General |Lookup

Step 1: Click on the EmployeelD to make it the primary
kev of the table

Step2: Click on the Primary
Key

tes)

Design view. F6 = Switch panes. F1 = Help,

mlmIE® 9 o

The data type determines the kind of values
that users can store in the field. Press F1 for
help on data types.

iz}

8:49PM
4/4/2019

NUM LOCK 4

~ e

Step 3: Save the table by holding the CNTRL + S buttons on your keyboard.

BEHS- s TABLE TOOLS
HOME ~ CREATE  EXTERNALDATA  DATABASETOOLS DESIGN Sign in
L-j ? = Insert Rows D E E—1 =&
= 3X Delete Rows 5 ) & &
View  Primary Builder Test O e ot Loy | TIPS Indetes | CreteData Rename/  Reatonships _ Object Stepl Enter the table name
- Key £Q Modify Lookups  sheet Macros~ Delete Macro Dependencies
Views Tools Show/Hide  Field, Record & Table Events Relationships A
All Access Obje... @« ] EmployeeDetails ( Tablet
Field Name Data Type Description (Optional) -
Search.. L m
#» Employeeld AutoNumber
Sahles > Password Short Text
T employeeetais Status Short Text
Table Name:
Category Short Text

General |Lookup)

EmployeeLoginDetails|

Cancel

Field Properties

Field Size Long Integer
New Values Increment

Format

Caption

Indexed Yes (No Duplicates)
Text Align General

The data type determines the kind of values
that users can store in the field. Press F1 for
help on data types.

Step 2: Click on the OK button

Design view. F6 = Switch panes. F1 = Help.

NN
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Microsoft Access - Adding Data

An Access database is not a file in the same sense as a Microsoft Office Word document or
a Microsoft Office PowerPoint are. Instead, an Access database is a collection of objects like
tables, forms, reports, queries etc. that must work together for a database to function
properly. We have now created two tables with all of the fields and field properties necessary
in our database. To view, change, insert, or delete data in a table within Access, you can use
the table’s Datasheet View.

A datasheet is a simple way to look at your data in rows and columns without any
special formatting.

o Whenever you create a new web table, Access automatically creates two views that you
can start using immediately for data entry.

e A table open in Datasheet View resembles an Excel worksheet, and you can type or
paste data into one or more fields.

¢ You do not need to explicitly save your data. Access commits your changes to the table
when you move the cursor to a new field in the same row, or when you move the
cursor to another row.

e By default, the fields in an Access database are set to accept a specific type of data,
such as text or numbers. You must enter the type of data that the field is set to accept.
If you don't, Access displays an error message —
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Let us add some data into the tables we have created.

Step 1:

. .
®Ed s Step 1: Click on the View  |vusunpocumentaaccess Tutorialaccds (Access 2007 - 2013 il format) - Access ? - 8 X
T3 HOME  CREATE  EXTERNALD ABASE Thor o o Signin
b{ Al % Date & Time L1J [ Name & Caption £ [ DatoType [short Text - [ Required [g/
[“] Yes/No L Default Value Format Formatt Unique
View ' Short Number Currency Delete < ) Validation
- ore Fields + =3 Field Size Sd Indexe .
Text Fil More Field §o3 Field Size 255 ks o Ind
hdd & Delete Properties Formatting Field Validation '
D Datasheet View T —
® « || B3 EmployeeDetails | 33 EmployeeLoginDetails
N ‘mployeelD - | Password ~ Status ategory - | Click to -
EmployeelD - | P d stat Cat Click to Add
B Design View
4. x * (New)

B employeeDetails

T EmployeeLoginDetails

Step 2: Click on Datasheet View to add data to your table

Record: 4« [1of 1

M Search
NUM LOCK B %
‘. 9:03 PM
~ )
U
.
Step 2: Add some data to your tables.
BHS- s ABLE TOOLS Access Tutorial : Database- C:\Users\Yusuf\Documents\Access Tutorial.accdb (Access 2007 - 2013 file format) - Access 2 - 8 X
HOME ~ CREATE  EXTERNALDATA  DATABASETOOLS | FIELDS = TABLE Sign in
b/‘ AB 12 [l Date &Time L[l  [E] Name & Caption || DataType: Short Text - Required (=,
= g oAl [ Yes/No ., BLDeaut Value Format  |Formatt Unique “‘j—:'_
lew 0| lumber Currenc elete Modif: alidation
= Text ¥ Bl More Fields - =3 Field Size (255 ookups:E o : Indexed -
Views Add & Delete Properties Formatting Field Validation A
All Access Obje ® « || =3 EmployeeDetails F EmployeeLoginDetails X
e ye EmployeeID - | FirstName - LastName -~ Address - City - State - Phone - ClicktoAdd -~
arch..
Tabi X 1 Kabir Yusuf Bashir Lamido Crescent Kano Kano 08068593127
% o= 2 2 Abba Jime Mustapha Abuja Abuja Abuja 09078787719
EmployeeDetall 3 Peter lliya Maiduguri Maiduguri  Borno 09091828171
B employeeloginDetails 4 Umar Grema Maiduguri Maiduguri Borno 08012848238
£ 5 Goma Alfred Jos Jos Plateau 07020393929
* (New)

Record: 4 4 [5of 5

Datasheet View

|12 ® 9 o

www.teampiccolo.com

> oMb Search

3)

NUM LOCK

¥ e <R

®

]

9:09 PM
4/4/2019
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Microsoft Access — Deleting Data

If you want to delete any data you need to select the entire row first as shown in the
following screenshot.

Step 1:

BEHS- s TABLE TOOLS Access Tutorial : Database- C:\U: if\D Tut db (Access 2007 - 2013 file format) - Access ? - 8 X
HOME  CREATE  EXTERNALDATA  DATABASETOOLS | FIELDS | TABLE Signin
2 2@ Date ime :=] Name aption 1 ta Type: Numbe: Required =
" B 12 [ Date & Ti [=] Name & Capt £ I B
> 4 JX )
[ Yes/No Format:  Formatting V! Unique
View  Short Number Currency Delete femo - Validation
- Text E4l More Fields ~ d Size etting ’ Indexed N
Views AGG&DEJE(E Properties Formatting Field Validation ~
All Access Obje... © « | = Emptoyecpetits (& empioyeetoginpetais x
e EmployeelD - | FirstName -| LastName - Address ~-| City ~-| State | Phone - ClicktoAdd -
rch.
= - 1 Kabir Yusuf Bashir  Lamido Crescent Kano Kano 08068593127
% = = 2 Abba Jime Mustapha Abuja Abuja Abuja 09078787719
EmployeeDetalls 3 Peter lliya Maiduguri Maiduguri  Borno 09091828171
&3 employeeLoginDetails 4 Umar Grema Maiduguri Maiduguri Borno 08012848238
5 Goma Alfred Jos Jos Plateau 07020393929
6 Hassan Garba Sharada Kano Kano 08098765554
* (New)
Record: 4 4 |60f 6 LS Search

This field describes the Employee ID numlock  [EH &

- 4/4/2019

Step 2: Click on the DELETE button on your keyboard.

B AHS- s TABLE TOOLS
FILE HOME CREATE EXTERNAL DATA DATABASE TOOLS FIELDS TABLE Sign in
b{‘ AB 12 [* [ER Date & Time [5] Name & Caption fx bl Data Type: | AutoNumbe tequired 55,
[7] Yes/No t Value . Eqrmat 9 Uniue =
View | Short Number Cumency .\ - " Delete i Modify Mod
. Text ore Fields ~ Field § okups: Expre . . .
g Click on the No button if you want to undo the action |.
All Access Obje ® « || =] EmployeeDetails EmployeeLoginDetails 7 X
earch 5 EmployeeID - FirstName - LastName -~ Address - City - State - Phone - ClicktoAdd -~
arch..
Yabi 1 Kabir Yusuf Bashir Lamido Crescent Kano Kano 08068593127
ables 2
i 2 Abba Jime Mustapha Abuja Abuja Abuja 09078787719
RS 3 Peter Iliya Maiduguri Maiduguri Borno 09091828171
B employeeloginDetails 4 Umar Grema Maiduguri Maiduguri Borno 080128482
5 Goma Alfred Jos Jos Plateau 07020394529

* (New)

You are about to delete 1 record(s).

If you dlick Yes, you won't be able to undo thigfelete operation.
Are you sure you want to delete these recorg?

Click on the Yes button to confirm

Record: 4 4 [6of 6 " Search

This field describes the Employee ID NUM LOCK

T 7 , = { i 9:16 PM
=l aEB® Y o DG ' > i %10

4/4/2019

179
www.teampiccolo.com




Microsoft Access — Query Data

A query is a request for data results, and for action on data. You can use a query to answer
a simple question, to perform calculations, to combine data from different tables, or even to
add, change, or delete table data.

e As tables grow in size they can have hundreds of thousands of records, which makes it
impossible for the user to pick out specific records from that table.

e With a query you can apply a filter to the table's data, so that you only get the
information that you want.

e Queries that you use to retrieve data from a table or to make calculations are called
select queries.

e Queries that add, change, or delete data are called action queries.
e You can also use a query to supply data for a form or report.

¢ In a well-designed database, the data that you want to present by using a form or
report is often located in several different tables.

e The tricky part of queries is that you must understand how to construct one before you
can actually use them.

Create Select Query

If you want to review data from only certain fields in a table, or review data from
multiple tables simultaneously or maybe just see the database on certain criteria, you can use
the Select query. Let us now look into a simple example in which we will create a simple query
which will retrieve information from EmployeeDetails table. Open the database and click on
the Create tab.
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Step 1:

@ =] s TABLE TOOLS Access Tutorial : Database- C:\Users\Yusuf\Documents\Access Tutorial.accdb (Access 2007 - 2013 file format) - Access ?2 - 8 X
FILE HOME y REATE EXTERNAL DATA DATABASE TOOLS FIELDS TABLE Signin
S ey Bz Form Wizard o Report Wizard £ Module
E M R BEE O = ] [0 - -
s avigation~ ) [E] Labels %! Class Module
Application  Table Taple SharePoint Query Query Nform Form Blank Report Report Blank Macro
Parts ~ Defign Lists~  Wizard Design Design Form [ More Forms - Design Report (] Visual Basic
Templates bles e Queries Forms Reports Macros & Code ~
® Empl i
All Access Obje... ® « || = Emplc Query Design
oy §e Emplc Create a new, blank queNg Design  me  ~ Address - City - State - Phone - ClicktoAdd -~
arch.. 7
Yabi view: shir Lamido Crescent Kano Kano 08068593127
ables ES < = =
B Eneiniat Vouican than e tha Sk Tabls stapha Abuja Abuja Abuja 09078787719
dialog box to add tables or queries Maiduguri Maiduguri Borno 09091828171
& employecloginDetpils to the query design. Maiduguri Maiduguri Borno 08012848238
5 Goma Alfred Jos Plateau 07020393929
*

Step 1: Click on the CREATE tab

Step 2: Click on Query Design option

Record: 4 4 [6of 6 " Search

This field describes the Employee D NUMLOCK [ B4
6:49 AM

4/5/2019

BB 9 o

Step 2: Double click on the EmployeeDetails table.

Ed s QUERY TOOLS
HOME  CREATE  EXTERNALDATA  DATABASETOOLS DESIGN Signiin

@D Union .\*j &= InsertRows 3" Insert Columns
& Pass-Through ; Delete R

sac | ERiERH 2 E K

X Delete Columns

Step 2: Click on the Close button

View FRun  Select Make Append Update Crosstab Delete .
e T:h,: ppend Tpale Tosstah D€ M Data Definition Ta:r: N Builder 3 Return: |All
Results Query Type Query Setup Show/Hide w
All Access Obje ® EmployeeDetails | EmployeeLoginDetails ( Query1 X
Search.. pel =
Tables 2
T EmployeeDetails
EH EmployeeloginDetails
Tables Queries | Both
lo tails
| WEmployes ognbetais
< 3
feld:
Table: ” Close
_
[m] O O O O
. .
Step 1: double click on the EmployeeDetails table
> :

NUM LOCK 2l b

6:52 AM

O
4/5/2019
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Step 3: Double click field you want to see as the result of the query.

s ccess Tutorial : Database- C:\Users\Yusuf\l £ - - ? -
EH S QUERYTOOLS A Tutorial : Database- C:\Users\Yusuf\Documents\Access Tutorial.accdb (Access 2007 - 2013 file format) - Access g %
HOME CREATE EXTERNAL DATA DATABASE TOOLS DESIGN Signin
» <
B! BEE+ B koo £22] . }
. &P Pass-Th h .
View Run Select Make Append Updte rossab peie = "% | Step 1: Double click on the field you
x Table L Data Definition ~ T3pje
Results  cuene want to see as the result of the query A
All Access Obje ® « ||EE EmployeeDetails (] EmployeeLoginDet = of 3%
Search.. yel =
Tables 2 e z
T EmployeeDetails LastNam: i
B employeeloginDetails Address
City
State
Phone v\
Step 2: each field you
doubled click will appear
here respectively
4| »
Field: |EmployeelD t FirstName LastName Address City State
Table: | Empl Detail: Emple Detail: Empl Detail: Empl Detail: Empl Detail: Empl Detail: Detail
Sort:
Show: O
Criteria:

or:

Step 4:

NUM LOCK

e B4

6:56 AM
4/5/2019

BHS s QUERYTOOLS  Access Tutorial : Database- C:\Users\Yusuf\Documents\Access Tutorial.accdb (Access 2007 - 2013 file format) - Access 2 - 8 %
FILE HOME ~ CREATE  EXTERNALDATA  DATABASETOOLS DESIGN Sign in
— N | @D Union + &= InsertRows  “$" Insert Columns = [&] Property Sheet
El BEE@E+2E kg 222 Dl 2 T o
- " @ Pass-Through Delete R % Delete Columns P Table Names
View Run_ Select Make Append Update Crosstab Delete Show n Totals Parameters
= Table b2 Data Definition ~ Tapje < Builder £ Return: |All -
Results Query Type Query Setup Show/Hide w
All / Run ployeeDetails \ E5 EmployeeloginDetails (il Queryt
Search,| Performs the actidng specified in a
Y EmployeeDetails
Lable T FirstName |~
=] EmployeeDetails LastName
B employeeLoginDetails \ Address
City
State
hone -
<] »
Field: |EmployeelD FirstName LastName Address City State
Table: |EmployeeDetails EmployeeDetails | EmployeeDetails EmployeeDetails | EmployeeDetail EmployeeDetail
Sort:
Show: ]
Criteria:

or:

www.teampiccolo.com
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Step 5:

®Ed s Access Tutorial : Database- C:\Users\Yusuf\Documents\Access Tutorial.accdb (Access 2007 - 2013 file format) - Access ?2 - 8 x

FILE HOME = CREATE  EXTERNALDATA  DATABASETOOLS Signin

N o A Y e : a
b{ Cu Y EiAscEndmg Selection = New 2 Totals H ZacReplace [ i Dot - a
ER Copy %! Descending Y] Advanced ~ H Save % Spelling > GoTo~

View te Filter Refresh Find BIU A-¥-&- A =,

- Format Painter Remove Sort 'Y Toggle Filte All- X Delete ~ EMore~ [} select~ = ==
Views Clipboard el Sort & Filter Records Find Text Formatting 7] ~

All Access Obje ® « || EmployeeDetails (5 EmployeeLoginDetails (jﬂ Queryt

EmployeeID - FirstName -  LastName -~

ddress - City - State - Phone -
Search.. yel
= = B kabir Yusuf Bashir LamidQ Crescent Kano Kano 08068593127
5 ‘: - & 2 Abba Jime Mustapha Abuja Abuja Abuja 09078787719
moloyecDoiolls 3 Peter lliya Maidugun Maiduguri  Borno 09091828171
B employeeloginDetails 4 Umar Grema Maiduguri Maiduguri Borno 08012848238

5 Goma Alfred Jos
* (New)

Jos Plateau 07020393929

The result of the query we run

Record: 4 < [1of5 | » M » Search

NUM LOCK w b

7:04 AM
4/5/2019
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Create an Update Query

You can use an Update Query to change the data in your tables, and you can use an
update query to enter criteria to specify which rows should be updated. An update query
provides you an opportunity to review the updated data before you perform the update. Let us
go to the Create tab again and click Query Design.

Step 1:

®Ed s QUERY TOOLS
HOME  CREATE  EXTERNALDATA  DATABASETOOLS DESIGN Signin
soL — 1 )l 1 ] @union + &= InsertRows  “" Insert Columns . .

Q ol AR L T T | Step 2: Click on the Close button

View FRun  Select Make Append Update Crosstab Delete Sho

- Table £ Data Definition Tabr: N Builder 8 Return: |All -

Results Query Type Query Setup Show/Hide ~
All Access Obje... D EmployeeDetails | EmployeeLoginDetails ( Query1 / X
Search.. »p =
Tables 2

EH EmployeeLoginDetails

Tables | Queries | Both

gmploveeDetails
EmployeeLoginDetails

ield:
Table:

v

[ hdd

Step 1: double click on the EmployeeDetails table

v
NUM LOCK L4

% 0. ¢

6:52 AM

4/5/2019
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Step 2: On the Design tab, in the Query Type group, click Update and double-click on the field

in which you want to update the value. Let us say we want to update the FirstName of “Kabir”
to “Sunusi”.

BHS s QUERYTOOLS ~ Access Tutorial : Database- C:\Users\Yusuf\Documents\Access Tutorial.accdb (Access 2007 - 2013 file format) - Access ?2 - 8 %
HOME  CREATE  EXTERNALDATA  DATABASETOOLS DESIGN Sign in
L-j 1 D-j —i +| /~| E ] @ Unien D &= InsertRows  “$" Insert Columns r‘r [] Property Sheet
« B | b oy < s 7
5 " X & Pass-Through IX Delete Rows X Delete Columns 5 [' B Table Names
View Run  Select Make Append Update Crosstab Delete . Show . Totals Parameters
- able b2 Data Definition ~ Tapje < Builder Return:
Results Query Type Query Setup Show/Hide w
All Access Obje ® « || B EmployeeDetails \E5 EmployeeloginDetails (il Query1
Search- L EmployeeDetails
Tables 2 —
T EmployeeDetails 9 Employeeld |
EH EmployeeloginDetails FirstName
LastName
Address . “« H4
i . Step 1: Update to “Sunusi
L cty =
<] 3
>
Field: | FirstName
Table: | EmployeeDetails
Update To: |*Sunusi®
Criteria: | "Kabir®
or:
1

NUM LOCK L B2

Q!/ H “ p { o th 7;E4AM

4/5/2019
Step 3:
.

@ H ©- s QUERYTOOLS  Access Tutorial : Database- C:\Users\Yusuf\Documents\Access Tutorial.accdb (Access 2007 - 2013 file format) - Access ?2 - 8 X

FILE HOME ~ CREATE  EXTERNALDATA  DATABASETOOLS DESIGN Signin

— N ) Union e &= InsertRows  “A" Insert Columns = [E] Property Sheet
Bl a8+ dBE kg B | ) B &
¥ @ Pass-Through IX DeleteRows X Delete Columns 5 Table Names
View Run WSelect Make Append Update Crosstab Delete Show Totals Parameters

x Table BZ Data Definition ~ Tpje <N Builder @ Return:

Results Query Type Query Setup Show/Hide S
All £ Run ployeeDetails (0 EmployeeLoginDetails (’_Ep Queryt x
search Performs the actions sp®ed ina S

uery. EmployeeDetails
Table —_—
T EmployeeDetails 9 Employeeid
B employeeloginDetails FirstName
4] »
Field: | FirstName
Table: | EmployeeDetails
Update To: |“Sunusi®
Criteria: | "Kabir]
or:
]

NUM LOCK L B2

727AM
o )
B 020 o
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Step 4:

BHOS o -

QUERY TOOLS

FILE HOME CREATE EXTERNAL DATA DATABASE TOOLS DESIGN Signin
— N @D Union &= InsertRows  “A" Insert Columns = [E] Property Sheet
B! EEeAd8E LC : 2 2 T o
Y & Pass-Through X Delete Rows X Delete Columns £ Table Names
View Run  Select Make Append Update Crosstab Delete . ow . Totals Parameters
x Table BZ Data Definition ~ Tpje <\ Builder 5 Return:
R}su‘(s Query Type Query Setup Show/Hide ~
2 & =7 EmployeeDetails 7 EmployeeLoginDetails 3+ Queryt
All Access Obje... @ « i e 2
et L EmployeeDetails
Tables 2 —_— . .
B Enployespetaii ¥ rosindaos T Click on Yes to confirm the query
B employeeloginDetails FirstName
LastName
Address
L City =
You are about to update 1 row(s).
Once you click Yes, you can't use ty€ Undo command to reverse the changes.
Are you sure you want to updaty/these records?
4 v
: |FirstName
EmployeeDetails
“Sunusi”
“Kabir®
<

BH = ¥

o TOAM
b 4/5/2019
Step 5:
.
®Ed s TABLE TOOLS Access Tutorial : Database- C:\Users\Yusuf\Documents\Access Tutorial.accdb (Access 2007 - 2013 file format) - Access 2 - 8 %
HOME | CREATE  EXTERNALDATA  DATABASETOOLS  FIELDS  TABLE signin
Cut Y 2| Ascending V7 Selection Ne > Totals 20 Replace Calibr (Dt T = =
ER Copy " %l Descending Y] Advanced - Hsave ¥ Speliing 3 GoTo-
o Filter ) Refresh _ Find BIU AV -D-
. Format Painter Y Filter | Ae X + EMore~ [3 Select~ B
Views Clipboard n Sort & Filter Records Find Text Formatting 5 ~
All Access Obje ® « || =3 EmployeeDetails ( E5 EmployeeLoginDetails (1 Queryt X
= 5 ployeeID - Fi v L - Address - City - State - Phone - ClicktoAdd -~
arch..
ok 1 Sunusi Yusuf Bashir Lamido Crescent Kano Kano 08068593127
ables 2
2 Abba Jime Mustapha Abuja Abuja Abuja 09078787719
=] EmployeeDetail
RS 3 Peter Maiduguri Maiduguri  Borno 09091828171
& EmployeeloginDetails 4 Umar Maiduguri Maiduguri Borno 08012848238
5 Goma Alfred Jos Jos Plateau 07020393929
*
|
|
|
| . .
\ The FirstName field has been
|
« ~” “ )
\ updated to “Sunusi” from “Kabir
|
|
|
|
Record: 4 4[60f6 M Search

NUM LOCK B

7:30 AM

)
0 somg
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Create a Delete Query

You can use a delete query to delete data from your tables, and you can use a delete
guery to enter criteria to specify which rows should be deleted. A Delete Query provides you an
opportunity to review the rows that will be deleted before you perform the deletion. Let us go
to the Create tab again and click Query Design.

Step 1:

®Ed s QUERY TOOLS
HOME  CREATE  EXTERNALDATA  DATABASETOOLS DESIGN Signin
sqQL D-j I:l +| /~| E ] @ Unien D &= InsertRows  “" Insert Columns z [-r [] Property Sheet
] | X o ) w 7
y " 2 X @ Pass-Through Delete R 5 Delete Columns & B Table Names
View Run  Select Make Append Update Crosstab Delete ow i Totals Parameters
- Table B2 Data Definition ~ Tapje < Builder 281 Return: | All
Results Query Type Query Setup Show/Hide w
All Access Obje... B EmployeeDetails | EmployeeloginDetails =31 Queryt | 3 Query2
earc. 5 Step 2: Click on the Close button
Tables A

X

B EmployeeloginDetails Tables | Queries | Both

W EmployeeLoginDetails

Step 1: Double click on the
EmployeeDetails table

v
NUM LOCK st B

% @ %0

11:30 AM

4/6/2019
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Step 2: On the Design tab, in the Query Type group, click Delete and double-click on
the EmployeelD.

BEHS- s QUERYTOOLS  Access Tutorial : Database- C:\Users\Yusuf\Documents\Access Tutorial.accdb (Access 2007 - 2013 file format) - Access ?2 - 8 x

FILE HOME  CREATE  EXTERNALDATA  DATABASETOOLS DESIGN Sign in

— o D Union + &= Insert Rows  “8“ Insert Columns S = [Z] Property Sheet
E ! 28+ 7 E K = % T e
5 @ Pass-Through Delete Rows 3 Delete Columns ' H Table Names
View Run  Select Make Append Update Crosstab Del 5 Show Totals Parameters

v Table XData Definition  Tapje <\ Builder 9 Return:

Results B Query Type Query Setup Show/Hide ~
All Access Obje... ® « || EmployeeDetails \ 5 En\ployeeLoM!s (23 quemt |3 quey2 x
jpearchs L EmployeeDetails
Tables P _—

T EmployeeDetails

EmployeelD
B employeeloginDetails jFirstNam:
LastName
Address
L city 52

Step 2: Double click on the EmployeelD

<

Step 1: Click on the Delete button

Field: D)
Table: | EmployeeDetails

Delete: |Where

Criteria:

or.

Eé!
11:34 AM
4/6/2019
Step 3: In the Criteria row of the Design Grid, type 1. Here we want to delete an employee
whose EmployeelD is 1.
EH S s QUERYTOOLS  Access Tutorial : Database- C:\Users\Yusuf\Documents\Access Tutorial.accdb (Access 2007 - 2013 file format) - Access ?2 - 8 %X
HOME CREATE EXTERNAL DATA DATABASE TOOLS DESIGN Signin
B! @E+ o B B e Xosmcame | 2 T
View R Select Make Append Update Crosstab Delete Show . e | i Totals Parameters =3
x Table BZ Data Definition ~ Tpje <\ Builder
Results ” Query Type Query Setup Show/Hide ~
All Access Obje ® « || EmployeeDetails (E EmployeeLoginDetails (fﬂ Queryt X
[search. L EmployeeDetails
Tables o3 —
T Employedpetails 9 Employeeid . . . .
& enplorecloginoetais hins Step 1: Type 1 inside the Criteria row
LastName
Address
City =
Step 2: Click on Run
4| »
~
Field: |EmployeelD
Table: | EmployeeDef
Delete: | Where
Criteria: |1|
.

NUM LOCK L B2

o HIAM
v 4/6/2019
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Step 4:

B HS- s QUERY TOOLS
HOME  CREATE  EXTERNALDATA  DATABASETOOLS DESIGN Signin
= N @D Union * &= InsertRows  “A" Insert Columns = Property Sheet
B! 28+ 2 B XS B |} 4 > & S
. @ Pass-Through X Delete Rows 5 Delete Columns B Table Names
View Run  Select Make Append Update Crosstab Delete ° Show . Totals Parameters
x Table BZ Data Definition ~ Tpje <\ Builder
R}su\ts Query Type Query Setup Show/Hide ~
All Access Obje ® « || =] EmployeeDetails \ 5] EmployeeLoginDetails | =5 Queryt
Search.. yel . . =
/! Is
S : __ EmployecDetils Click on the Yes button to confirm the query
T EmployeeDetails 9 Employeed | |
B employeeloginDetails FirstName
LastName
Address
L City =

Field: |EmployeelD

Table: | EmployeeDetails

Delete: |Where

Criteria:
or:

NUM LOCK L4

M B 2AM

4/6/2019
Step 5:
.
@ | L TABLE TOOLS Access Tutorial : Database- C:\Users\Yusuf\Documents\Access Tutorial.accdb (Access 2007 - 2013 file format) - Access ? - 8 X
HOME CREATE EXTERNAL DATA DATABASE TOOLS FIELDS TABLE Sign in
b/’ t Y 2| Ascending V7 Selection Ne > Totals 20 Replace Calibr (Dt n = .
o ER Copy % Z| Descending = Advanced~ Hsave 3 Speliing > GoTo~
View oo Fiter [T Refresh - find BIU AW -O-
. Format Painter Remo Al e ~ EMore~ [} Select~ b
Views Clipboard n Sort & Filter Records Find Text Formatting 5 -
All Access Obje ® « || =3 EmployeeDetails ( E5 EmployeeLoginDetails (1 Queryt X
= ye) ployeeID - Fi v L - Address - City - State - Phone - ClicktoAdd -~
arch..
ok #Deleted #Deleted #Deleted #Deleted #Deleted #Deleted #Deleted
ables 2
T Ci 2 Abba Jime Mustapha Abuja Abuja Abuja 0907878771
RS 3 Peter lliya Maiduguri Maiduguri  Borno 09091828171
& EmployeeloginDetails 4 Umar Grema Maiduguri Maiduguri Borno 08012848238
5 Goma Alfred Jos Jos Plateau 07020393929
*
|
|
|
|
|
|
\ The Employee with EmployeelD
|
\ has been deleted from the table
|
|
|
|
|
|
|
|
|
Record: 4 4[60f 6 M Search

NUM LOCK B

s @ty AW

» 4/6/2019
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Microsoft Access — Normalization

Database normalization, or simply normalization, is the process of organizing columns
(attributes) and tables (relations) of a relational database to minimize data redundancy. It is
the process of splitting data across multiple tables to improve overall performance, integrity
and longevity.

o Normalization is the process of organizing data in a database.

e This includes creating tables and establishing relationships between those tables
according to rules designed both to protect the data and to make the database more
flexible by eliminating redundancy and inconsistent dependency.

Let us now look into the following table which contains data, but the problem is that this
data is quite redundant which increases the chances of typo and inconsistent phrasing during

data entry.
CustID Name Address Cookie Quantity Price Total
1 Sunusi Yusuf No 1 Garko avenue off Chocolate 5 200.00 1000.00
Lamido Crescent Chip
2 Goma Alfred 1234 Plateau Estate Jos Choc Chip 3 150.00 450.00
3 Manusr Terrang 12 Main St., Adamawa Chocolate 5 200.00 1000.00
Yola Chip

To solve this problem, we need to restructure our data and break it down into multiple tables
to eliminate some of those redundancy as shown in the following three tables.

tblCustomers
CustID

tbiCookies
CookieID tblOrders
OrderID

CookieName
Price TransactionDate
\W
' CookieID |

CustID

FirstName

LastName

Address

City
State

Zip

Phone
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Here, we have one table for Customers, the 2" one is for Orders and the 3"one is for

Cookies.

The problem here is that just by splitting the data in multiple tables will not help to tell
how data from one table relates to data in another table. To connect data in multiple tables,
we have to add foreign keys to the Orders table.

Defining Relationship

A relationship works by matching data in key columns usually columns with the same
name in both the tables. In most cases, the relationship matches the primary key from one
table, which provides a unique identifier for each row, with an entry in the foreign key in the
other table. There are three types of relationships between tables. The type of relationship
that is created depends on how the related columns are defined.

Let us now look into the three types of relationships -

One-to-Many Relationship

A one-to-many relationship is the most common type of relationship. In this type of
relationship, a row in table A can have many matching rows in table B, but a row in table B can
have only one matching row in table A.

For example, the Customers and Orders tables have a one-to-many relationship: each
customer can place many orders, but each order comes from only one customer.

Many-to-Many Relationship
In a many-to-many relationship, a row in table A can have many matching rows in table

B, and vice versa.

You create such a relationship by defining a third table, called a junction table, whose
primary key consists of the foreign keys from both table A and table B.

For example, the Customers table and the Cookies table have a many-to-many
relationship that is defined by a one-to-many relationship from each of these tables to the
Orders table.

One-to-One Relationship

In a one-to-one relationship, a row in table A can have no more than one matching row
in table B, and vice versa. A one-to-one relationship is created if both the related columns are
primary keys or have unique constraints.

This type of relationship is not common because most information related in this way would
be all in one table. You might use a one-to-one relationship to -
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e Divide a table into many columns.
e Isolate part of a table for security reasons.
e Store data that is short-lived and could be easily deleted by simply deleting the table.

o Store information that applies only to a subset of the main table.

Microsoft Access — Creating Relationship

One of the goals of good database design is to remove data redundancy.

e To achieve that goal, you divide your data into many subject-based tables so that each
fact is represented only once.

e To do this, all the common fields which are related to each other are placed in one
table.

e To do this step correctly, you must first understand the relationship between your
tables, and then specify these relationships in your Access database.

MS Access uses table relationships to join tables when you need to use them in a database
object. There are several reasons why you should create table relationships before you create
other database objects, such as forms, queries, macros, and reports.

e To work with records from more than one table, you often must create a query that
joins the tables.

e The query works by matching the values in the primary key field of the first table with a
foreign key field in the second table.

e When you design a form or report, MS Access uses the information it gathers from the
table relationships you have already defined to present you with informed choices and
to prepopulate property settings with appropriate default values.

e When you design a database, you divide your information into tables, each of which has
a primary key and then add foreign keys to related tables that reference those primary
keys.

¢ These foreign key-primary key pairings form the basis for table relationships and multi-
table queries.
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Let us try to create a relationship between the EmployeeDetails table and
EmployeeloginDetails table.

Step 1:

®Ed = TABLE TOOLS Access Tutorial : Database- C:\Users\Yusuf\Documents\Access Tutorial.accdb (Access 2007 - 2013 file format) - Access ?2 -8 x
HOME  CREATE  EXTERNALDATA | DATABASETOOI FIELDS  TABLE Signiin
Y, o —r = ] [ Database Dodwgpenter = S
1 EX | = P =
it ot =8 o ) Analyze Performan ’ﬁ’, @L
Compactand  Visual Run  Relagghnships  Object Access SharePoint  Add-
Repair Database ~ Basic Macro Dependencies [0 Analyze Table ins~
Tools Macro Relationships ﬁnflyz,,e, NQue Data Add-Ins ~
All Access Obje - elationships eLoginDetails |31 Queryt 55
s Define how the data in tables is ¢ v LlastName - Addri - City - State - Phone - ClicktoAdd -~
arch.
ol ;‘:“L’e" Ed“{‘f” ES‘D(‘S““SCH’”"”‘E #Deleted #Deleted #Deleted #Deleted #Deleted
5 = el erentisblesthat should Jime Mustapha Abuja Abuja 09078787719
EmployeeDetall ) lliya Maiduguri Borno 09091828171
B employeetoginDetails Grema Maiduguri Borno 08012848238
Alfred Jos Jos 07020393929
*
Step 2: Click on the Relationships button Step 1: Click on the DATABASE TOOLS tab
Record: 4 46of 6 " Search
This field describes the Employee ID UM LOCK B
| ‘ 7 4 [f i 12:07PM
E vl & 9P ¢ ~ b 4/6/2019
Step 2:
.
@ E = RELATIONSHIP TOOLS
HOME  CREATE  EXTERNALDATA  DATABASETOOLS DESIGN Signin
B 1 o
E1 22 Diect etionsips 3 Step 2: Click on the Add button
s ow ose
o [28) Relationship Report Tl B8 All Relationships
Tools i Relationships '
Search. el Tables | Queries | Both
Tables 2

T EmployeeDetails

“ }
B employeeloginDetails

Close ‘

Step 1: Select both the two tables

Step 3: Click on the Close button

NUM LOCK

12:09 PM
4/6/2019
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Step 3:

&] =] = RELATIONSHIP TOOLS ~ Access Tutorial : Database- C:\Users\Yusuf\Documents\Access Tutorial.accdb (Access 2007 - 2013 file format) - Access ? - 8 X
FILE HOME CREATE EXTERNAL DATA DATABASE TOOLS DESIGN Sign in
I =
37 X Clear Layout ES Hide Table
Ed & % Direct Relationships &
it [E)Relationship Report o ose
Relationships PR Table BBt All Relationships
Tools ~
All Access Obje... ® « £ EmployeeDetails (I EmployeeLoginDetails (I Query1 =5 Relationships

x
Search.. P EmployeeDetails EmployeeL oginDetails
Tables 2

¥ EmployeelD |~ ¥ EmployeelD
2 employeeDetaits FirstName | Password
B3 EmployeeloginDetails LastName Status
Address Category
city
State 62

LR

Step 4: To create a relationship between these two tables, use the mouse, and click and hold
the EmployeelD field from EmployeeDetails table and drag and drop that field on the field we

want to relate by hovering the mouse right over EmployeelD from EmployeelLoginDetails.

When you release your mouse button, Access will then open the following window -
® g .

s RELATIONSHIP TOOLS
FILE HOME CREATE EXTERNAL DATA DATABASE TOOLS DESIGN

Signin
=
D; X Clear Layout | j =S Hide Table
Edit
Relationships

3% Direct Relationships

 Relati Show
[28) Relationship Report Tl B8 All Relationships

lose

Tools Relationships

All Access Obje @« EmployeeDetails \| EmployeeLoginDetails

Search.. el EmployeeDetail
T = _ EmployeeDetails, PH| Table/Query: Related Table/Query: EC’“‘*
= ¥ EmployeelD [« EmployeeDetails EmployeelLoginDetails —
EmployeeDetails EirstName Cancel

B employeeloginDetails LastName EmployeelD jy]EmployeelD =
Address Join Type..
<1y, = Create Ne
State 5 [_]Enforce Referential Integrity real e

Cascade Update Related Fields

Cascade Delete Related Records

Relationship Type: One-To-One

NUM LOCK

1215PM
4/6/2019

194
www.teampiccolo.com




Step 5: The above window relates EmployeelD of EmployeeDetails table to EmployeelD of

EmployeeloginDetails. Let us now click on the Create button and now these two tables are
related.

Ed RELATIONSHIP TOOLS  Access Tutorial : Database- C:\Users\Yusuf\Documents\Access Tutorial.accdb (Access 2007 - 2013 file format) - Access 2 - 8 %
FILE HOME  CREATE  EXTERNALDATA  DATABASETOOLS DESIGN Sign in
=
F‘L; X Clear Layout [ES Hide Table
s < 2 Direct Relationships a
! [E8) Relationship Report ow. ase:
Relationships R Table B8t All Relationships
Tools Relationships A
All Access Obje... %) « || EmployeeDetails \ B3 EmployeeLoginDetails (P Quenyt | =5 Relationships
(e L EmployeeDetails EmployeeLoginDetails
Tables 2 gy r
= ) o [<] 7
EmptopeeDebal FirstName Password
B EmployeeLoginDetails LastName Status
Address Category
City |
State d |

NUM LOCK
ps| S Q -, & 0 m io s gy 1218PM
& \' d D : P 050 e

The relationship is now saved automatically and there's no real need to click on the Save
button. Now that we have the most basic of relationships created, let us now go to the table
side to see what has happened with this relationship.
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Microsoft Access — Forms

Forms in Access are like display cases in stores that make it easier to view or get the items
that you want. Since forms are objects through which you or other users can add, edit, or
display the data stored in your Access desktop database, the design of your form is an
important aspect. There's a lot you can do design-wise with forms in Microsoft Access. You can
create two basic types of forms -

e Bound forms

¢ Unbound forms

Bound Forms

Let us now understand what Bound Forms are -

¢ Bound forms are connected to some underlying data source such as a table, query, or
SQL statement.

e Bound forms are what people typically think of when they think of the purpose of a
form.

e Forms are to be filled out or used to enter or edit data in a database.

e Examples of bound forms will typically be what users use to enter, view or edit datain a
database.

Unbound Forms

Let us look into Unbound Forms -

e These forms are not connected to an underlying record or data source.
¢ Unbound forms could be dialog boxes, switch boards, or navigation forms.

¢ In other words, unbound forms are typically used to navigate or interact with the
database at large, as opposed to the data itself.

Types of Bound Forms

There are many types of bound forms you can create in Access. Let us understand the
types —

¢ Single Item Form: This is the most popular one and this is where the records are
displayed — one record at a time.

e Multiple Item Form: This displays multiple records at a time from that bound
data source.
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e Split Form: The form is divided into halves, either vertically or horizontally. One

half displays a single item or record, and the other half displays a list or provides
a datasheet view of multiple records from the underlying data source.

Creating Forms

There are a few methods you can use to create forms in Access. For this, open your

Database and go to the Create tab. In the Forms group, in the upper right-hand corner you will
see the Form Wizard button.

BEd TABLE TOOLS Access Tutorial : Database- C:\Users\Yusuf\Documents\Access Tutorial.accdb (Access 2007 - 2013 file format) - Access ? - 8 %
HOME = CREATE = EXTERNALDATA  DATABASETOOLS  FIELDS  TABLE Sign in
o = e p— A = —p e
| & | D [ Form Wizar ; ‘ f ‘ {31 Report Wizard £ Module
E EE M RE E&E | (m| |2 =
[E] Navigation ~ [E] Labels %! Class Module
Application  Table Table SharePoint Query Query Form Form Blank \port Report Blank Macro
Parts ~ Design Lists~  Wizard Design Design Form |2 More Forms = Design Report (] Visual Basic
Templates Tables Queries Forms Reports Macros & Code ~
All Access Obje... 3 « || =] EmployeeDetails «‘j Employeelogind - Form Wizard ) ) ) X
e §e EmployeeID - | FirstName - | | Show the Form Wizard that helps State - Phone - ClicktoAdd -~
areh- 2 Abba Jir you create simple, customizable Abuja 09078787719
Tables 2 ol forms =
T Eioi E peter iy laiduy, Borno 09091828171
dliai 4 Umar Grema Maiduguri Maiduguri\_ Borno 08012848238
B employectoginDetails 5 Goma Alfred Jos Jos 07020393929
* (New)

Click on the Form Wizard

Record: 4 4 [20f4 | » M »

Search
This field describes the Employee ID

[

NUM LOCK i)
W iEB®O o 90 EKEX |

i o 12:33PM
- [m * )
B i 50 g

Click on that button to launch the Form Wizard.

On this first screen in the wizard, you can select fields that you want to display on your
form, and you can choose from fields from more than one table or a query.

Let us assume we want to simply have a quick form that we are going to use for data
entry for our employee information.
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Step 1: From Tables/Queries drop-down list, select EmployeeDetails table. Click on the double
arrow to move all the fields at once.

Ed > TABLE TOOLS

FILE HOME CREATE EXTERNAL DATA DATABASE TOOLS FIELDS TABLE Sign in

D 2z m ’ﬁ\ ﬁ r‘ D % Form Wizard i‘ ﬂ *‘ {3 Report Wizard «: Module
e i Navigation~ ' [&] Labels £%! Class Module
Application  Table Table SharePoint Query Query Form Form Blank Report Report Blank Macro
Parts - Design Lists~  Wizard Design Design Fory oo . .
Templates Tables Queres v Click on the double arrow
. ils | Employeelog 7 .
All Access Obje... ® « || — EmployeeDetails | _| Employeelog Which fields do you want on your form?
J EmployeeID - FirstName -~ - | Click, to move a“ the fleldS at
[Search-. D) 2 Abba - You can choose from more than one table or query. /
Tables 2
3 Peter once
£ EmployeeDetails ~ e
B employeeloginDetails S'Goma ohie: EnployeeDetnis =
* New| .

| {new) Available Fields: Selected Fields:

| >

| Firstiame

Lasthame >
| Address
| city
State

| Phone

|

|

| Cancel B Enish

|

|

|

|

|

|

|

|

|

|

|

Record: 4 4 |20f4 L N 2 Search

Form Wizard NUM LOCK &

12:35PM
4/6/2019

~ P D h 0

ABLE TOOL

HOME | C EXTERNALDATA  DATABASETOOLS  FIELDS  TABLE Signin
= . ==l ™= B e = == (R Form Wizad - = 3 2 Report Wizard | Module
o | & [ Ed & LEN S " o ? il
lavigation Labels %) Class Module
Applcation  Table Table SharePoint Query Query  Form Form Blank Report Report Blank :
Parts - Design  Lists Wizard Design Design Fo v . v

Template: Table

Click on the Next button

| = employeeetans (=3 Emo
All Access Obje... © « || = Employeeoetats 3 Enoion Which fikds d you mant on your form?
Employee ID - FirstName - Clic
proovch- 4 2 Abba You can choose from mare than one table or query.
Tables *
3 Peter
I employeeDetails
& umar ol Queries
33 employeeloginDetais 5 Goma Frabic: BmclovesDetols "
* (New)
vl Fscs: Seleced Feids:
EmployeelD
Fratiame
Lastiame
address
Oty

Cancel next Eneh

| Record 4 42014 > W ¥ Search

NUM LOCK
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Step 3: The following screen in the Form Wizard will ask for the layout that we would like for

our form. We have columnar, tabular, datasheet and justified layouts. We will choose the
columnar layout here and then click the Next.

®d
HOME CREATE EXTERNAL DATA DATABASE TOOLS
—
;L\ ESS | “EE]
Application ~ Table Table ShareP

Par ts -

Templates

TABLE TOOLS
FIELDS  TABLE

) O Eemes ] ) | e 1o | Click on the Next button

Report Report Blank

All Access Obje... © «| 2 Emoysbes (T enporet

What layout would you like for your form? 8 = 2

e p||  Employeeid -| FirstName - |- [ClicktoAdd -

B 2 Abba

Tables N e

etes ——
T EmployeeDetails | @omar |
4 Umar e

B EmployeeLoginDetails T Ofpbar

(O)Datasheet
* (New) 2

O ustified

Cancel <Back

| Record: 14 <[20f4 | » W ¥

NuMlock

i : 206PM
e )
B il %0 oo

Step 4: In the following screen, we need to give a title for our form. Let us call
it EmployeeDetails.

Once you have given your form a title, you can open the form to see what that form
looks like, or you can begin entering information into your table. Or you can choose the option

to modify the form's design. Let us choose the first option to open the form to view or enter
information and click Finish.

Ed

TABLE TOOLS
FILE HOME | CREATE = EXTERNALDATA  DATABASETOOLS  FIELDS  TABLE

e — - e | Click on the Finish button [*
EE M BRE B0~ B 0w [
Form Form Blanl Macre

Application  Table Table SharePoint Query Query Report Report Blank
n Design Fory 3

:
;

Templates Tables

All Access Obje... ® « [ Empioyeevetais S employeeto What ttedo you want for your form? x
Employee 1D - | FirstName - Click to A
‘Search... el EmployeeDetails
T 2 Abba
ables 2
3 Peter
T EmployeeDetails A1 GiviaE
EmployeeLoginDetails
B apoctsomneny 5 Goma That's al the information the wizard needs to create your
* (New) form.
Do you want to open the form or modify the form's design?
4
(@ Dpen the form to view or enter informabon.
(O Modify the form's design.
Cancel <Back

Step 1: Enter the
name of the form
here

Form Wizard

NuMlock

208PM

PO
P& % o 4/6/2019
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Step 5: Now, take a look at the following screenshot. This is what your form looks like. This is a
single item form, meaning one record is displayed at a time and further down you can see the

navigation buttons, which is telling us that this is displaying the record 1 of 4. If you click on that
button then, it will move to the next record.

Ed Access Tutorial : Database- C:\Users\Yusuf\Documents\Access Tutorial.accdb (Access 2007 - 2013 file format) - Access ?2 -8 %
HOME = CREATE  EXTERNALDATA  DATABASETOOLS Signin
E Y 2| Ascending Y Selection - F‘ @ New 3 Total H 25c Replace
= £ [
ER Copy %] Descending Yo Advanced - = Hsave % spelling = GoTo~
View  Paste Filter Refresh Find B I U
© . —— o To N Delete ~ M [3 Select~
Al
Views Clipboard ] SDd}S‘ Filter Records Find Text Formatting ~
All Access Obje %) « || B EmployeeDetails \EH EmployeeloginDetails (B Queryt (=5 Relationships ]Zﬁl EmployeeDetails
search. »|| EmployeeDetails
Tables N
T EmployeeDetails [
EH EmployeeloginDetails »
Forms 2 B
E& EmployeeDetails Abba
Jime Mustapha
Address i
Addr Abuja Click on the Next button to
Rbuja view the next record
State Abuja
Phone 09078787719
Record: 4 10f4 L 2 Search

This field describes the Employee ID NUM LOCK B B K

= RE® 9 o 9 ¢ = R Y D - mmwaso 2om

4/6/2019
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Microsoft Access — Data Import

Normally data is stored in various formats, files, and locations, which makes it hard to get
and use it. If you have data in a spreadsheet, a SharePoint list, or some other format, you can

import it into an Access database with just a few steps, making it much more, easily available
in Access.

e The Save As command is generally used to save a document in another format, so that
you can open it in another program.

e In Access you can’t use the Save As command in the same way, you can save Access

objects as other Access objects, but you cannot save an Access database as a
spreadsheet file.

e To save Access as a spreadsheet file, you will need to use the import feature on the
External Data tab.

Different Types of Data Access Can Import

To understand what kind of data you can import in the Access data, let us open your
database and go to the External Data tab.

®Ed i TABLE TOOLS Access Tutorial : Database- C:\Users\Yusuf\Documents\Access Tutorial.accdb (Access 2007 - 2013 file format) - Access ?2 -8 %
HOME ~ CREATE  EXTERNALDATA  DATABASETOOLS  FIELDS  TABLE Signiin
==z T T B TextFile == L R R B FAAccess
A A o 35 Fe By 3 3
: @ B BF o S S S8 Sl S g e
Saved Linked Table Excel Access ODBC “w Soved Bxcel Tet XML PDF Email
Imports Database 7 More™  Ieports File  File orXpS 5% More~
Import & Link Export ~
All Access Obje... B }ﬁ EmployeeDetails | =5 EmployeeloginDetails x Field Lis "
= §e ‘ EmployeeID - | FirstName - LastName -~ Address - City - State - Phone - ClicktoAdd -~ ield List
arch.
Tabl. 2 Abba Jime Mustapha Abuja Abuja Abuja 09078787719
ables FI
= ‘ | Peter lliya Maiduguri Maiduguri  Borno 09091828171 LRl L e S
loyee s I i
ERploycener) 4 Umar Grema Maiduguri Maiduguri  Borno 08012848238
& employeeloginDetais | 5 Goma Alfred Jos Jos Plateau 07020393929
Forms A (Ix (New)
2 EmployeeDetails |
E& EmployeeDetails2 |
E& Navigation Farm
Record: 4 4 |[20f4 L 2 Search

This field describes the Employee ID NUM LOCK B %

“EmaEB® 9 o DO - o [l - oo 2
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In the import & Link group, you can see the different kind of options available for data
import in Access. Following are the most commonly used data import formats.

e Microsoft Office Excel
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e Microsoft Office Access

e ODBC Databases (For example, SQL Server)
e Text files (delimited or fixed-width)
e XML Files

To import the data in Access, we first need to open the Access database and then go to the
External Data tab as in the following screenshot.

Step 1:

@ H s TABLE TOOLS Access Tutorial : Database- C:\Users\Yusuf\Documents\Access Tutorial.accdb (Access 2007 - 2013 file format) - Access ? - 8 X
FILE HOME CREATE EXTERNAL DAT. DATABASE TOOLS FIELDS TABLE Sign in
= = TetFile M B B B (s MAces

2 0 B % o SNGEE sl 68 sl g
ER XML File £ Word Merge

Saved Linked Table Excel Access ODBC - Saved EX Text XML PDF Email
Imports  Manage Database 7 More™  Exports File orXPS 57 More~

Import & Link _ ~
All Access Obje... %) « || = EmployeeDetails \ 5 EmployeeLoginDetails X Field List x
o §e EmployeeID - FirstName - LastName -~ - City - State - Phone - ClicktoAdd -~
arch..

2 Abba Jime Mustapha Abuja Abuja Abuja 09078787719
Tables £ 5 Peter T R AT 09091828171 No fields available to be added to the current
EmployeeDetail W

= employe iy 4 Umar Grema Maiduguri Borno 08012848238

& employeetoginDetais 5 Goma Alfred Jos Jos Plateau 07020393929

Forms A | % (New)

= EmployeeDetails
E& EmployeeDetails2

E& nNavigation Form

Step 1: Click on the EXTERNAL DATA

Record: 4 4 [20f4 | » M » Search

This field describes the Employee ID

NUM LOCK B &
T} | K ) 3 > - I 238PM
=@ B9 o ) e < :

A [m: @ K )
P 1 O eame
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Step 2: Let try to import

an Excel Spreadsheet

@ =] s TABLE TOOLS Access Tutorial : Database- C:\Users\Yusuf\Documents\Access Tutorial.accdb (Access 2007 - 2013 file format) - Access ?2 - 8 X
FILE HOME CREATE EXTERNAL DATA DATABASE TOOLS FIELDS TABLE Signin
[ee) o P TedFile | = B B (U MAcces

al ) 5% | =
) @ Er By o SY S S5H 89 ol B g
ER XML File £ Word Merge
Saved Linked Ta ExcefRAccess ODBC Saved Excel Text XML PDF  Email
Imports  Mar Database 7 More~  Exports File  File orXPS 57 More~
Import & Export ~
. ® EmployeeDetails EmployeeLoginDetail X
All Access ObJe B « mployeeDetails | 55 EmployeeloginDetails Eisld [i6t x
o §e mployee ID - FirstName - | LastName - Address - City - State - Phone - ClicktoAdd -~
arch..
2 Abba Jime Mustapha Abuja Abuja Abuja 09078787719
Tables £ ! B iliya R ST TS 09091828171 No fields available to be added to the current
EmployeeDetail YEw

B EmployeeDetali 4 Umar Grema Maiduguri Maiduguri Borno 08012848238

& employeetoginDetais Alfred Jos Jos Plateau 07020393929

Forms a |[%

EmployeeDetails

EmployeeDetails2

B8 Navigation Form

Click on Excel option

Record: 4 4 [20f4

This field describes the Employee ID

BB 9 o

> oMb

Search

=

¥ R

Step 3: Browse the Excel file from which you want to import data and the then we have
different options to store data. Let us select the first option and click Ok.

@EI

Step 1: Click on the

Savi
Imp

the file on your PC

Browser button to locate

TABLE TOOLS
FIELDS

LS TABLE

1 ™ U PR Access
S8 G &0 &

\.)U

ource and destination of the

All’/Access OUpje... @ <

s 5 Employee
Tables 2

= employeeDetails

B3 EmployeeLoginDetails

Forms 2 ([ (

EmployeeDetails2

Navigation Form

Specify the source of the definition of the objects.

File name:

Specify how and where you want to store the data in the current database.

) Append a copy of the records to the table:

E\D

Files\ICT Tutorial.xdsx

import the source data into a new table in the current database.

If the specified table does not exist, Access will create it. If the specified table already exists, Access might overwrite its
contents with the imported data. Changes made to the source data will not be reflected in the database.
EmployeeDetails

If the specified table exists, Access will add the records to the table, If the table does not exist, Access will create it.
Changes made to the source data will not be reflected in the database.

Cli

Step 2: Click OK button

the data source by creating a linked table.

will create a table that will maintain a link to the source data in Excel. Changes made to the source data in Excel will
cted in the linked table. However, the source data cannot be changed from within Access.

oK Cancel

numiock B B4
i 238PM
A |m * )
B {0 g
Signiin
~
x . .
— Field List et

No fields available to be added to the current
view.

Record: 4 4 [20f4 | » »»

This field describes the Employee ID
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Step 4: Here you will see the preview of your data. Now, click the Next.

@ E o TABLE TOOLS
FILE HOME CREATE EXTERNAL DATA DATABASE TOOLS FIELDS TABLE Signin
fmms] ooz (o o PR O kel
2 @ EBr By o,
Saved Linked Table Excel Access ODBC

Imports  Man Database ©+ Mo Your spreadsheet file contains more than one worksheet or range. Which worksheet or range would you like? .
Import & ik _ Click on the Next button -
. = I ~
All Access Obje... @ « ||~ EmPloyeell ) show worksheets — feld List x
Employeg ) Show Named Ra
Search.. yel o Ranges
Tables ES No fields available to be added to the current
B EmployeeDetails o

B employeeloginDetails

Forms A |l% Sample data for worksheet ‘Sheet1',
EmployeeDetails 1Employee fanuary [February March [pril [Total ~
2Goma Alfred [40000 [40000 0000 [80000 PR30000
EmployeeDetails2 z <
3Kabir Yusuf Bashir (50000 [30000 60000 40000 (20000
Esj Navigation Form 4fPeter Iliya [30000 [70000 90000 [10000 {10000
5Pmar Grema [70000 [goooo [30000 [50000 R00000
6| 190000 pR20000 10000 (180000 660000

Record: 4 4 [20f4 | » M » 4 Search
Import Spreadsheet Wizard

numtock  [E
= EB 9 o @ = | « D B o

0 s

Step 5: In the Preview, you can now see that the first row contains the column headings. Let us
now check the check box and click the Next.

Ed i TABLE TOOLS
HOME  CREATE | EXTERNALDATA  DATABASETOOLS  FIELDS  TABLE Signin
S e x
W & 55 D
e Excel Access ODBC
Database 117 Mo
Microsoft Access can use your column headings as field names for your table. Does the frst
Import & Link row specified contain column headings? ~
2 - Empl X
All Access Obje... @ « ‘E"'°I°"e' (st RawW Cantains Colimn Headings Ll i x
mploye: L i
Search. 2 RV

Tables x Step 2: Click on the Next button

the current
B employeeDetails

EH EmployeeLoginDetails
Forms 2 [[%

January [February [March [april [Total [HFields
lkoooo  [eoooo 0000 [g0000 30000
50000 (30000 0000  |koooo 120000
[goooo [f0000 [p0000 p0000 [110000
0000 80000 80000 50000 00000
190000 P20000 10000 [180000 660000

2 EmployeeDetails

B8 EmployeeDetails2

Navigation Form

Step 1: Check on th

|

|

|

| < >
|

| G| | <o -
|

|

|

|

|

Record: 4 4 20f4 > b | Search
Import Spreadsheet Wizard

NUM LOCK li=]
1 9:02PM
T I X ol T
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Step 6: You will now see a dialog box where you can set the data type for each column/field. If
you don’t want to import any field, just check the check box which says do not import field.

Once you are done with the Employee field, just click on the January field, then the next field
respectively.

®Ed i TABLE TOOLS

HOME CREATE EXTERNAL DATA DATABASE TOOLS FIELDS TABLE

Signiin
fans] T S e = X
» @ B By o,
Saved Linked Table Excel Access ODBC
Manage # Moj
Imports  Manag Dstabasel You can specify informaticn about each of the fields you are importing. Select fiekds in the area below. You can then modify fisd
Import & Link information in the 'Field Options' area, s
S = . x
All Access Obje... @ « mployee Fild Options Field Li "
Employed - e Ist
oy 5 Field Name: [January Data Type:

Tables N Indexed:  No

v] [Jbonotim
= employeeDetails

No fields available to be added to the current

e | Step 2: Click on the Next button

EH EmployeeloginDetails

Forms 2 ||%

Employee [January [Febru;

= EmployeeDetails 1foma nlfred Q 0f Date With Tame

B Erspioyesnetaiie 2kabir vusut Basnir 0000 0{Short Text /
Speter Iliva 0000 0{Long Text

B8 Navigation Form 4[mar Grema 0000 odHyperlink
B 20000 10000 180000 660000

Step 1: Select the Data Type of the field

il I

<

>
et | | < -

Record: 4 4 [20f4 | » »» Search

Import Spreadsheet Wizard

NUM LOCK B

-, i 9:09PM
S b SR E R

Step 7: Here are the different options for primary key. Let us select the first option and click the
Next.

®d s TABLE TOOLS
CI HOME  CREATE  EXTERNALDATA | DATABASETOOLS  FIELDS  TABLE Signin
™ o o e "
) @ B Br o, 0
Saved Linked Table Excel Access ODBC wr
Imports Manager Database 3 Mo | Microsoft Access recommends that you define  primary key for your new table. A primary key is used to
oz uniquely identify each record in your table. It allows you to retrieve data more
Import & Link = ~
. - Employeel] 2 s e x
A s @ s o R - ;
All Access Obje.. T oo (@)t Accass add privary K&y Field List x
S:ﬂ’:m L & e | O Ghoose my own primary key. | =
ables X 2
= (ONo primary key.
EmployeeDetails 1
‘ lick h
B npioyetogroeats || Click on the Next Button
Forms 2 * [January [February [March [April |Total |HField8
= EmployeeDetails lzoooo |e0000 30000 [B0000 P30000 ~
E Empl. Details2 2 abir Yusuf Bashir [50000 poooo 60000 [40000 [20000
S “HplopeeDEaLsl 3 0000  [70000  [20000 10000 110000
B8 Navigation Form roooo 0000 [30000 [50000 00000

[L20000 P20000  P10000 [180000 660000

/|

Cancel <Back Next > Einish.

Record: M 4[20f4 | » M » Search

Import Spreadsheet Wizard

NUM LOCK iz}
= . e @ 9 9o 9D & = > L : una
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Step 8: In the last dialog box, you can enter the table name of your choice and click Finish.

B HS- s TABLE TOOLS
FILE HOME CREATE EXTERNAL DATA DATABASE TOOLS FIELDS TABLE Signin
o) P LD Tedg i
2 @ EBr By o,
Saved Linked Table Excel Access ODBC
Imports  Manager Database £ Mo | That's all the information the wizard needs to import your data.
Import & Link -~
- ® = Empl x
All Access Obje... @ « i — Field List x
Employed e IS
Search.. yel
Tables A Import to Table: No fields available to be added to the current
B EmployeeDetails EmployeeAllowance|

B employeeloginDetails

Forms 2 ||%

Step 2: Click on the Finish button

2 EmployeeDetails

E& EmployeeDetails2

B8 Navigation Form

["] 1 would like a wizard to analyze my table after importing the data.

/
Step 1: Type in the name of the table

| o | [ cwa | e

Record: 4 4 [20f4 | » M » Search

Import Spreadsheet Wizard

numiock [
wEiE® 90 D8 = R4 D |

%17PM
e

4/6/2019
Step 9: If you want to save all these steps, then check the checkbox and close the dialog box.
BEd s TABLE TOOLS
HOME CREATE EXTERNAL DATA DATABASE TOOLS FIELDS TABLE Signin
fmnn] M B P TedFile ™M <M ===] U— PR Access
» = @B B g, ;
Saved Lin Table Excel Access ODBC -
Imports  Manager Database '+ Morg g
Import & Link Save Import Steps { ~
= ® | EmployeeDd X . i
All Access ObJe--- < Employee Finished importing file ‘C:\Users\Yusuf\Desktop\Excel Tutorial.xisx' to table ‘EmployeeAllowance'. — Field List x
Search.. yel
Tables 2 Do you want to save these import steps? This will allow you to quickly repeat the operation without using the wizard. No fields available to be added to the current
B EmployeeDetails _ view.
Save import steps
B3 EmployeeloginDetails
Forms 2 |lx (

3 EmployeeDetails

E& EmployeeDetails2

& Navigation Farm

Step 2: Click on the Close button

Step 1: Check on the checkbox

Close

Record: 4 4 20f4 L Search
Caleulating .. .

NUM LOCK li=]
ol a v
R s

W -0 2
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Step 10:

@ =] s TABLE TOOLS Access Tutorial : Database- C:\Users\Yusuf\Documents\Access Tutorial.accdb (Access 2007 - 2013 file format) - Access ?2 - 8 X
FILE HOME CREATE EXTERNAL DATA DATABASE TOOLS FIELDS TABLE Signin
[ee) O ) fTeefe | OER RO R (U MAces

al ) 5% | =
) @ B By o SY S S5H 89 ol B g
ER XML File £ Word Merge
Saved Linked Table Excel Access ODBC - Saved Excel Text XML PDF  Email
Imports  Ma Database 7 More~  Exports File  File orXPS 57 More~
Import & Link Export ~
. ® EmployeeDetails | EmployeeLoginDetail x
All Access ObJe % « || = EmployeeDetails { E5 EmployeeLoginDetails Eisld [i6t x
o §e EmployeeID -  FirstName - | LastName -~ Address - City - State - Phone - ClicktoAdd -~

arch..

Yabi 2 Abba Jime Mustapha Abuja Abuja Abuja 09078787719
ables 2

8 3 peter iliya Maiduguri Maiduguri  Borno 09091828171 b ielasayalabietalbe.addectio e qurent

PR AN 4 Umar Grema Maiduguri Maiduguri Borno 08012848238
B employeeD(Employ E 5 Goma Alfred Jos Jos Plateau 07020393929
B employeeLoginDetails (New)

Forms 2

& EmployeeDetails

EmployeeDetails2

T Navigation Form

Click on the table that you imported to view the data

Record: 4 4 [20f4 | » M » Search

This field describes the Employee ID
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Step 11:
.
®Ed s TABLE TOOLS Access Tutorial : Database- C:\Users\Yusuf\Documents\Access Tutorial.accdb (Access 2007 - 2013 file format) - Access ? -8 %
HOME  CREATE  EXTERNALDATA ~ DATABASETOOLS  FIELDS  TABLE Signin
=] R T ] FTetfie MM R R (O MAcees
? T @R B e S ERERE I
) =1 ile ~ EfjWord Merge
Saved Linked Brcel Access ODBC " aved Excel Tet XML PDF  Email
Imports  Man. Database 7 More™  Eyports File  File orXPs '+ More~
Import & Link Export ~
= ~ Empl Details \{ Empl Ls Detail: = Empl Al
All Access Obje... © « B3 employeeDetails (B EmployestoginDetails | =] EmployeeAliowance A » Fiold List %
= ye 1D ~ Employee -~ January ~| February -~ March -~ April - Total v Clickto Add  ~
orch..
o B Goma Alfred 40000 40000 30000 80000 230000
ables E
= - 2 Kabir Yusuf Bas 50000 30000 60000 40000 120000 ‘l‘,llgval‘eldsavallableto be added to the current
Slliieas ik 3 Peter lliya 30000 70000 90000 10000 110000
B employesDetails 4 Umar Grema 70000 80000 30000 50000 200000
B employeeLoginDetails 5 190000 220000 210000 180000 660000
Forms x || *

(New)
E& EmployeeDetails

= EmployeeDetails2

E& Navigation Form

We have successfully imported the table from Excel Spreadsheet

Record: 4 < [10f 5 [ Search
Datasheet View
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Microsoft Access — Data Export

Data export is actually the opposite of importing data. In importing data, we bring data
from other formats in Access, while in exporting we save the data in other formats.

To understand what kind of data you can export from Access data, let us open your
database and go to the External Data tab.

Step 1:

E & TABLE TOOLS Access Tutorial : Database- C:\Users\Yusuf\Documents\Access Tutorial.accdb (Access 2007 - 2013 file format) - Access 7 - 8 x
HOME CREATE EXTERNAL DATA DATABASE TOOLS FIELDS TABLE Sign in

=] = (FTedfie | M Ez=] | 0 Tl Access

) E 53 poun | S B HREEI-—-
Soved Linked Table Bxcel Access ODBC " | Soved Bcel Tet XML PDF Emal o
Imports  Mai Database 2 More Exports File  File orXpS 7 More
Import &Link Export ~

All Access Obje... © «|| =B Employecoetais {1 LBk 2! risld List x
S B D | Employee -| January ~-| February -| March April  -| Total - |ClicktoAdd -

Tables A ! Somaalfred 20000 49000 30000 90000 2000 No fields available to be added to the current

2 Kabir Yusuf Bas 50000 30000 60000 40000 120000 bty

3 Empiopesationance 3 peter lliya 30000 70000 90000 10000 110000

& employeeetails 4 Umar Grema 70000 80000 30000 50000 200000

== EmployeelLoginDetails 5 190000 220000 210000 180000 660000

Forms A ||* (New)

E& EmployeeDetails
Bl EmployeeDetails2

B Navigation Form

Record: 4 < [1of5 | » »» Search

Datasheet View

NUM LOCK
iwE ¢ & s |
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Step 2: Let us try to export the EmployeeAllowance table to PDF
® g .

s TABLE TOOLS Access Tutorial : Database- C:\Users\Yusuf\Documents\Access Tutorial.accdb (Access 2007 - 2013 file format) - Access ?
FILE HOME CREATE EXTERNAL DATA DATABASE TOOLS FIELDS TABLE

Sign in
— o TedFile | P 2. R, O PR Access
7 & 6 By BREOE

ExMmLile P

- 8 X

Cfi Word Merge

Saved Linked Table Excel Access ODBC Saved Excel Te¢ XWL PDRy Email .
Imports | Database 7 More~  Exports File  File orXP 57 More~

Import & Link _ Export -~
All Access Obje... %) « || B EmployeeDetails \E EmployeeLoginDetails (j Employeejllowance 23 Field List x
o o D ~ | Employee ~| January ~ | Februal - March - April - Total ~ | Click to Add  ~
arch..

Goma Alfred 40000 80000 230000
Tables 2 2 Kabir Yusuf Bas 50000 40000 120000 No fields available to be added to the current
EmployeeAll . new,

&3 EmployecAliowance 3 peter lliya 30000 10000 110000
& employeeDetails 4 Umar Grema 70000 50000 200000
B EmployeeLoginDetails 5 190000 180000 660000
Forms A || * (New)

E& EmployeeDetails
B8 EmployeeDetails2

E& Navigation Form

Click on the PDF or XPS option

Record: 4 < [1of5 | » M » Search
Datasheet View

NUM LOCK B
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Step 3: Choose the location where you want to store the PDF file.

E g =
HOME  CREATE | EXTERNAL DATA
==z 73 Text Fil
7 XML Fi

Saved |
Imports

ODBC

Bxcel Access =
Database ©# More~

Import & Link

All Access Obje... @ «

Search.. yel D
Tables S

] EmployeeAllowance

& EmployeeDetails

B employeeLoginDetails

Forms A ||* (Nev

@
E

EmployeeDetails
EmployeeDetails2

Navigation Form

Record: 4

Datasheet View

=l aEB 9

| = EmployeeDetais \

TABLE TOOLS

DATABASETOOLS  FIELDS  TABLE
e
le 1 g« Users » Yusuf » Desktop »
Organize ¥ Newfolder
b Name ’
- Efl ™ ThispC
blender
164 i Desktop
bootstrap
2 K4 Documents
housesample
3 pd 18 Downloads >
s
oting System
5 =) Pictures g
w) B Videos

4 Local Disk (C:)
= Documents (E:)
s Media (F)

v <

(7]

File folder

File folder

Sign in

Field List

No fields available to be added to the current
view,

button

L ployccAllowance]

Save astype: | PDF

Open file after publishing

# Hide Folders

Optimize for: () Standard (publishing
online and printing)

@® Minimum size
(publishing online)

Options...

Tools ~ Publish

Cancel

> oMb

Search

b
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Step 4: We have successfully exported the EmployeeAllowance table to PDF format

@
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EmployeeAllowance

ID Employee January
1Goma Alfred 40000
2Kabir Yusuf Bas 50000
3 Peter lliya 30000
4Umar Grema 70000
5 150000

4/6/2019
February March April
40000 30000 80000
30000 60000 40000
70000 50000 10000
80000 30000 50000
220000 210000 180000
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CorelDraw

CorelDraw is one of the most popular and powerful graphics programs and gives
designers a most rewarding and enjoyable work experience. It is built and designed to meet the

day-to-day demands of working designers.

CorelDraw software is available in the market and once loaded onto the computer, you

can get started with your designing work.

Getting Started with CorelDraw

Step 1:

e B o O &

VLCmedia UCBrowser  Torch Google Safari
player Chrome

oF (7B F;l‘kp a [
Audacity ~ VSDC Free  CorelDRAVINRUSDGIFrecRRU SO GIFree)
ScreenR.. X7 (64-Bi W€, Wil

> ¥ S

Etisalst  RecycleBin  XAMPP Wi
Nigeria Contr.] 0

"R = N

housesample YTD Video  DanAgundi
Downloader  App.apk

> @
21
Spark AR blender
Studio

is

blender

R @

CarGame.apk Employee..

B

Excel Tutorial

www.teampiccolo.com
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EDUCATIO...

]
AL- KAB-
BASHIR INV...
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Musawa
Freight a...
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T . 1:53PM
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Step 2:

Yusuf .!:..

Calendar AT
Free %xxk 1753
DOW A 2642499 +4036 £

FISE100 A 744687 +44.93 w Sequencer

NIKKEI 225 A 21807.50 +82.55 % Free xkkak 491

Finance

Click on the Search button e

gl"l'rlﬂ"7||

)
Trump Retreats on Threat to
Close Border, Offers ‘One... Reading List

Step 3:

Search
Everywhere +

coreIDRAW|

orelDRAW X7 (64-Bit)

Calendar

Dow A 2642499 +4036
FTSE 100 A 744687 +4493
NIKKEI 225 A 21,807.50 +82.55

EE Hokkok
Finance

Type in CorelDraw in the search box %
and PRESS the ENTER button on your
keVboa rd Health & Fitn

g'n'llrw':ll

'
= Trump Retreats on Threat to
I Close Border, Offers ‘One...

Weather

O Ml =2 I B @& < | B

NB: | have installed CorelDraw X7 on my PC, the steps above will work for both earlier and
later previous of CoreIDRAW.
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Step 4: We have successfully started CorelDraw.

B CorelDRAW X7 (64-Bit) - Welcome Screen
File Tools Window Help

o =1 - - H [100%) v - E|mE B~

Letter 2 Units 00

Welcome Screen

(!)) « Get Started

I3 Gt started New Document
51 workspace

73 what's New New From Template
: o Need Help?

gGallery

Updates
" [ corelbRAW.com Open Other...
“ ﬂ Membership & Subscription

Always show the Welcome
screen at launch.

»# X

Cursor Position [¥] Object Information & XFill Color

& X outline Color

206 PM
4/7/2019

~ 0
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CorelDraw Window

The various window components in CorelDraw are:

e Title bar

e Menu bar

e Property bar

e Tool bar (Standard)
e Tool box

e Rulers

e Drawing Page

e Drawing Window

e Color Palette

e Status bar

e Document navigator
e Navigator

Title Bar Menu Bar

Property Bar

Tool Bar

Color Palette

Y CorelDRAW X7 (64-Bit) - Untitled-1 - B X
File Edit View Layout Object Effects Bitmaps Text TIable Tools Window Help
-} o H = 38% v [P %@ [4| snpTo~ @ £ & -
Hles” -l o L | 025" -l
Letter Bl oo 25 |0l o [fa| fan  Units|inches v| @00 H | ajossT == |
[+ | Welcome Screen _ Untitled-1 5
3, . \

N
bl

#, \ i

Drawing Page

Rl Ruler 87ae

~

D‘\

(©)

o Tool Box Navigator

<,

in‘ -

“ Document Navigator Status Bar

W

)A

% =
g M 4 10of1 » M Page 1 < A;
>

(-4.640,6.712 ) [ @ & X|None & I c:oM:0Y:0K:100 0.500 pt

OB =« BN & D o [Bll-na.oin
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Designing a Book Cover

In the section above, we explored the CorelDraw window. In this section we are going to
design a book cover.

In the steps below, we will be designing the book cover of this book:

TO COMPUTER APPLICATION

Q

Author: Kabir Yusuf Bashir
First Edition 2019 C.E.O www.teampiccolo.com
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Step 1: Open your CorelDraw application.

B CorelDRAW X7 (64-Bit) - Welcome Screen 2 - B X
File Tools Window Help
(2 -] . - H 100% v -lEE|®-
Letter e Units: inches 00 : J =y
Welcome Screen ¥
« A A

Click on the New Document option

(!)) Get Started

: I3 Gt started New Document

E; Workspace

73 what's New New From Template
: o Need Help?
; i callery Open Recent

Updates cover.cdr

ﬂ CorelDRAW.com

" ﬂ Membership & Subscription Open Other...

Always show the Welcome
screen at launch.

>
(-0970,1.738 ) ] @ & [XFill Color & [X Outline Color

Step 2:

&Y CorelDRAW X7 (64-Bit) - Untitled-1 A -’ X

File Edit View layout Object FEffects Bitmaps Text Table Tools Window Help

2 5] - - H & n% v @ [P [s] snepTo- @ E R -

Letter v Eff’o 2 [0l o [fo] tao  units{inches vl @or [ %g‘;g = &

Iy Welcome Screen _ Untitld-1 %
® P . i

o Double click on the Rectangle Tool

",

Q

e

Ya

N

Sl

O, Rectangle tool (F6)
Draw squares and rectangles by dragging in the
4 drawing window.

e

o O

DVLO&

Z{Bm € 1of1 > ¥ B[ Pagel < > @
>

(-11.766,8.020 ) [ & X None & I c:oM:0Y:0K:100 0.500 pt
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Step 3:

A CorelDRAW X7 (64-Bit) - Untitled-1 L - B X
File Edit View Layout Object Effects Bitmaps Text Table Tools Window Help
CBRa Xak 60 H dam (v VB [Fli

X:|425" w85
i e S

5,

D)
=
J

—%s 20 |° |

L&‘ Welcome Screen Unt':tlad-l + »

83 ¢ ; ¥ . i i : 2 : g ; 2 i : § ; $ 5 i : 2 i 2 i : b fhe

vl

0
i

Ole s oa

o582 00|

4
i

P A g

B« 10f1 » M B[ Pagel 7 < >@ Y
[ f

(-9.006,7.614 ) [¥] Rectangle on Layer 1 & X None & Il c:oM:0Y:0K:100 0.500 pt

Step 4:

Y CorelDRAW X7 (64-Bit) - Untitled-1 B - B X
File Edit View Layout Object Effects Bitmaps Test Isble Tools Window Help

OCPR= Kagn b- - H @B [a% v@\f?@\:ﬂsﬁpmv@

=] v+~ [00 EE o 700" T
\(‘ G /_\010" L] al00° v|

Click on the Cyan color
in the Color Pallet

rhlBlooOe o T

Q,

A

e

£y

bl |

@
S[EH < Tof1 > W B[ Pagel | < > Y
L7 i

(20.165,5.310) [ Rectangle on Layer 1 & M cioo Mo v:0 k0 & M c:om:0Y:0K:100 0.500 pt
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Step 5:

A CorelDRAW X7 (64-Bit) - Untitled-1 L - B X
File Edit View Layout Object Effects Bitmaps Text Table Tools Window Help
CBRS XKak 6-0- H dam[ax B [

X:[4.25" 85" |[1000 [%

Step 2: Place it on the node

1425 | w85 11000 [ o pg B @] v 4 00" — —_—— - P
Vi55” TnoT  Jloox & P00 [0 W EIF]F T oo I g Al B VT Q|4
iy, WelcomeScreen _ Untiled1 ‘ i . : . g - = - - - ;

w2

Oles o a

2 00|

e

Step 1: Drag the ruler

P A g

EMW < Tof1 ¥ W B[ Pagel | ‘ < > Y
L

(-0.093,11.058) [] Rectangle on Layer 1 & M c100 M0 Y:0 K0 & Il c:oM:0Y:0K:100 0.500 pt

Step 6: Drag the ruler from the LHS and place it on the LHS edge of your rectangle.

Y CorelDRAW X7 (64-Bit) - Untitled-1 B - B X
File Edit View Layout Object Effects Bitmaps Test Isble Tools Window Help

OCBRE Xak 6 -0- H IAam [ VB [P

B . o ] w e E B we @0 4

Iy, Welcome Screen _ Untitied-1 i i i %

b, » - iz i : i ki : : i i : i s i ; 2 e ° B o

“, .

ol Step 2: Place it

., | onthe edge of

‘Z‘ “| the rectangle

D4.‘ 1

O,

@i~

A,

2l

S

Q,

sl

- Step 1: Drag the ruler from

¢,-| | here

& -
;;\44 1of1 > M B Pagel : < >a Y
[ :

(-0.017,-4.829) ] Rectangle on Layer 1 & M cioomov:0 k0 & M c:oM:0Y:0K:100 0.500 pt
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Step 7: Repeat the same procedure by dragging the ruler from the LHS to the RHS of the edge
of the rectangle.

&Y CorelDRAW X7 (64-Bit) - Untitled-1 2 - B3 X
File Edit View Layout Object Effects Bitmaps Text Table Tools Window Help

CERS Xak 6 -0 H daw s @ [Flel
x[00° - 00" 1000 T Ta = 00" 2 900"

B e T1,8000" w00 % = | 2100 | <& v ‘ 8l oo

Iy, Welcome Screen _ Untited-1 %
e s e & 7 9 = $ . . ¢ e ow v w  w e

SnapTo ~ @ £

aje¢ 3t L &

s8I 00|

* A g

EMW < Tof1 ¥ W B[ Pagel | ‘ <
L
(8441,-2930) [ Guideline on Guides & X None & IR0 G0 B:255 (20000FF)

Step 8: Drag the ruler from the top and place it on the top of the rectangle.

Y CorelDRAW X7 (64-8it) - Untitled-1 B - @ X

Fle Edit View Layout Object Effects Bitmops Tet Table Tools Window Help

CER2 Xak b0 H JaB g v @ [P % [] septe - @
X:[85" 00" 100.0 laon  lo 7= v+~ [00" |25 = 700"

B s 1 1,8000° w00 % = | 2100 ¥ v oo | 8l

s, WelcomeSereen _ Unitled-1 - %
, == ~

- ] 8 3 a 2 0 2 o4 & 8 10 2 " 16 18 inches | o
B ir ;2 : 32 i . i i A i . : i i i 2 i i : i | L

s&BloomeslosT

e
-

e A

@

SBA 4 ef1 b @] Pagel | ' <
L7
(3.452,0.109 ) [ Guideline on Guides (<Y NNone & IR0 G0 B:255 (20000FF)
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Step 9: Repeat the same procedure by dragging the ruler from the top and place at the bottom
of the rectangle.

&Y CorelDRAW X7 (64-Bit) - Untitled-1 & - B X
File Edit View Layout Object Effects Bitmaps Text Table Tools Window Help
CBRS Xk b-0- H dak o V@ [Flef
X:/425" -1 1,800.0" 1000 T e = w4 00" 127 = (7[00"
B vioor 100" w00 (% = | Pl | =¥ ¥ ® Fijoo”
[y WelcomeScreen  Untitled-1 5
4 : - -
w2 S ; . i : ? : ? ; i i i : i ; 5 e e, S e 32 e

SnapTo ~ @ £

aje¢ 3t Ls &

s8I 00|

* A g

EMW < Tof1 ¥ W B[ Pagel | £
L
(3.022,-10932) 1] Guideline on Guides & X None & IR0 G0 B:255 (20000FF)

Step 10: Drag the ruler from the top and place it on the midpoint of the rectangle.

Y CorelDRAW X7 (64-Bit) - Untitled-1 B - B X
File Edit View Layout Object Effects Bitmaps Test Isble Tools Window Help

CBRe Xgk 6-0- H dam (v VB [Pl seo- @

X 425" -4 1,8000" 1000 ; ‘ = v 4~ [00° 51— (5[o0” S P ——

By oo sl e x & 2o e ¥ 7 b5 ® e B %] & [oomaspt v| -, o
s, WelcomeScreen _ Untitied-1 :
i 0 P s " 2 o 2 3 z 2 2 -- % 8 hez | gt
B 2 i 5 i s . i i A i it : it ki e A i i . i i Gl

s&BloomeslosT

Q,
2
o,
% le
MED
%
®
BN < Tof1 > W B[ Pagel | ' <
L7
(8542,-5538) o] Guideline on Guides & X None & IR0 G0 B:255 (#0000FF)
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Step 11: Drag the ruler from the LHS and place it 0.5 inches on the rectangle.

A CorelDRAW X7 (64-Bit) - Untitled-1 b =B X
File Edit View Layout Object Effects Bitmaps Text Table Tools Window Help

CERa Xak 60 H e (v V@ [FlE[E e @ E F-

x[05" olos” &

Olwo |°

¥: 55" plss” R +

Object positiyn
Position the oBject on the page by setting thex

and y coordinatdy,
z

5

Q,

N |

=R

©)

(O

A

& \

‘.‘ . .

Sl Enter 0.5 inside the

4l object position box

o,

'{‘ 2

F
§\<< 1of1 > M B[ Pagel e <
L

(-7512,1.071 ) [ Guideline on Guides & X None & IR0 G0 B:255 (20000FF)

Step 12: Repeat same procedure and place it 8.0 inches on the rectangle.

&Y CorelDRAW X7 (64-Bit) - Untitled-1 b - B’ X
File Edit View Layout Object Effects Bitmaps Text Table Tools Window Help

CERe XKagk -0 H daw |(a v E [FB[E e @ F-
ng 93’907,0 “o 7 a a1 P

Object positi

Position the ob\ct on the page by setting the x f— - 3 5 > n 5 . = = - we L
and y coordinate i i : 3 ? X 7 i : i it ? : 2 i 2 ° e i
#, \

Q,

2
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O

(=)

O,

(=) by

A

2l \

\‘ . .
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)
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2

6.‘ o

@

éu < 1of1 b M B Pagel
L7

(-9918,1375) [ Guideline on Guides (<Y %None & IR0 G0 B:255 (20000FF)
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Step 13: Create a new rectangle with size 3.0 by 0.3 inches

A CorelDRAW X7 (64-Bit) - Untitled-1 L - B X
File Edit View Layout Object Effects Bitmaps Text Table Tools Window Help
CbEBo Xk b-0- H dam [ 8 [Fle £9-
X:[-8.031" (30" |78 |% T o 1 1%, T 7 =
B Vsm Tha o Wiss % 20 [° B F¥ v (@ el V@ % w O G
Iy, Welcome Screen _ Untitied-1 "\, - _ ) ) i i 5
¢ w2 S A $ : ? : e i i : § : P e B S e 32 i
A
% \\
Q,
® A [ ] L] [ ]
Ya B x e
o - L] L]
g)

ol Step 2: Enter the
A \ rectangle width
o \ and height

=

Step 1: Click on
» | the rectangle tool

F
& i s i
SR 1of1 b M B[ Pagel < > Y
L

(-6.297,-3.664) o] Rectangle on Layer 1 & X None & Il c:oM:0Y:0K:100 0.500 pt

Step 14: follow the same procedure above and create three (3) extra rectangles with sizes 4.0
by 0.3 inches, 5.0 by 0.3 inches, and 6.0 by 0.3 inches respectively.

&Y CorelDRAW X7 (64-Bit) - Untitled-1 L - B X
File Edit View Layout Object Effects Bitmaps Test Table Tools Window Help
CERS XKagk -0 H daw |(ax v E [FB[E e @ F-
‘ | waloor 11436 |% o o lma & |[Fly [0 EE=g e BE= sy ol @ 3 $
422 i [sts J% & 2Lo_|° B B[] ¥ oo ere ® oo ,Mrﬂ gloset  v| &, | O 4
[y | WelcomeScreen  Untitled-1 >
Aice 10 8 r
?" l\V
H,
Q
+
a ——1
g\ ——
(=5 | ——
Ll o
Q, u X I
n L
(=7
A
2
S
Q, .
e
o2
% |,
b le
o
SBA 4 ef1 b @] Pagel | o < o > Y
[
(-6.499, -7.690) [»] Rectangle on Layer 1 & X None & M c:om:0Y:0K:100 0.500 pt
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Step 15: Drag the rectangles we created and place them on the main rectangle as in the
screenshot below:

A CorelDRAW X7 (64-Bit) - Untitled-1 L - B X
File Edit View Layout Object Effects Bitmaps Text Table Tools Window Help
B =~ ~ = B 6-0- H Pl (4 B [FB[E e B E
1 ifss” il » = .25 " i

e B0 O] Ml sl V] ebo B gip—F %
[Iy | WelcomeScreen _ Unfitied-1 - ¥
G RE—e $ ¢ AR i 9 : 2 i i $ N S0 e o
?V‘ : - § )
®,
Q,
+
v
N o
(=)
o, ]
(=7 bt
A
P
S
Q,
sl
o
%o
AN
G

EEN 4 of1 ¥ M@ Pagel o < o > Y

L
(-3.187,-3.119) ] & X None & Il c:oM:0Y:0K:100 0.500 pt

Step 16: Click on the first rectangle and left click on the white color in the color palette.

&Y CorelDRAW X7 (64-Bit) - Untitled-1 2 - B X
File Edit View Layout Object FEffects Bitmaps Text JTable Tools Window Help
CERS XKagk -0 H daw |(ax v E [FB[E e @ F-
B\ hw ] T [2i%e oo Jo we [y r e A ofoe )
| WelcomeScrn_ Unttled1 S o Step 2: left click on the :
4 2 10 s 5 4 2 0 2 3 5 5 . . 1 inches| ¢
i white color in the color 5
", ) \
Q
|
N |
o | u
o, m
Q=
A - [] White
co
< - | Step 1: Click on the rectangle Yo
\‘ K:0
a9,
NE
Z| 1
6.‘ o
F
;;\44 1of1  » M B[ Pagel | o < o >a v
(¥4
(18942, -5.000) [¥] Rectangle on Layer 1 & | |comov:oko & M c:oM:0Y:0K:100 0.500 pt
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Step 17: follow the same procedure and apply the color to the rest of the rectangle as shown in
the screenshot below:

A CorelDRAW X7 (64-Bit) - Untitled-1 Y
File Edit View Layout Object Effects Bitmaps Text Table Tools Window Help

OPE R = & ®- - H @ [a% VB [Pl [ seetor B £
1 ifss” 3 i
leter  “|igrer

‘ Iy | Welcome Screen Untitled-1 +
B ey 2 50

O] o [fol ko Unisfinches o] @foorr 5] g0B E

> ; 5 i i i ¢ : i ? ; i . i i : § : it e A i 18 inches

fv,

o00¢ L&

=

ey
5

* A g

0
i

£ i i G ¥
Z{B N < 1of1 > M B[ Pagel | < s@ v
L [ ]

(14,979, -4.034) [] & X None & M c:oM:0Y:0K:100 0.500 pt

Step 18: we are through with the rectangles. Click on the Text Tool, we want to write the book
title. Type INTRODUCTION TO COMPUTER APPLICATION

Y CorelDRAW X7 (64-Bit) - Untitled-1 L - B X
File Edit View Layout Object Effects Bitmaps Text Table Tools Window Help
B - - & oy B 4% v|® [Pl [&] septo- @ E R -
I ';gg:—g —“n oo | ¥i B [0 Al || 2apt vl Z U g B = |[0] @&
[y, WelcomeScreen  Untitled-1 ¥
2 w Aw: ‘|: ‘w: ?
?v‘
H
t\,.‘ L] L L]
a INTRODUCTION .
N | TO COMPUTER APPLICATION
L] - -
(=)
©)
(=7 bt
A
sl
S
Q,
al°
2
2.2
M
F
1y = i Y
B 1of1 ¥ M B[ Pagel < > Y
> [ 1]
(-8344,1123) ] Atistic Text: Arial (Normal) (ENU) on Layer 1 & Il comovo k100 & [X|None
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Step 19: Click on the pick tool and move the title of the book to the midpoint of the main
rectangle as shown below in the screenshot below:

A CorelDRAW X7 (64-Bit) - Untitled-1 L - B X
File Edit View Layout Object Effects Bitmaps Text Table Tools Window Help
geR e B o6-0- H Pam B [FleE e @E @ -
[ Y 0o [l sl V] oho [ pt—F @] @
‘ EWEl(OmESCI’eEﬂ Untitled-1 + »
;k © A v i i T 3 T : ; ’ i A T i : ; : (b4 : i / I v e ichs
5 ” \ {5 [
& .
: Step 2: Move the title
|« to the midpoint of the
=, .
= main rectangle
Q,l . .
: Step 1: Click on the Pick Tool
L;'\L 1
2l
3>,
=)
&\
z|
“.‘ =}
.
§\<< 1of1 > M B[ Pagel - < o >g1“
(¥4
(-1.789,-4.364) [3] & X None & [l C:o0M:0 Y:0K:100 0.500 pt
Step 20: Change the font type and font size of the title.
&Y CorelDRAW X7 (64-Bit) - Untitled-1 2 =B X
File Edit View Layout Object Effects Bitmaps Text Table Tools Window Help
CERe Xakw b-0- H fam (s V@ [FleE seo- @ E R -
Eﬁf ";ggg —‘:s oo |° m B [0 calibri o|[24pt v B Z U g ® = ([0] @
e - . ;%‘fy‘;';ffl?;?ewo.seymm} - - — Tl

/

|
Step 2: Click on the Font
list and select the font face

“ H 4
, Calibri
__________________ INTRODUCTION _

rsBPlocoeslprls e

=

s

o .

+.. | Step 1:Select the title

&
é’ . o v
B € 1of1 > M B[ Pagel < >q Y
XL

(-2526,1352) ] Atistic Text: Calibri (Normal) (ENU) on Layer 1 @ & M comov:ok100 & [XINone
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Step 21: Select the INTRODUCTION part of the title and increase the font size to 60px and font-
style to bold.

A CorelDRAW X7 (64-Bit) - Untitled-1 L - B X
File Edit View Layout Object Effects Bitmaps Text Table Tools Window Help
CBRa Xak 6 o B (4% @B [Pl [ seeor @ E D -
By The——c 2k |0 wE [oewi  J[er_ v[[B]F U B & = [0] @
[\3 Welcome Screen Untitled-1 »
?: P 7z 1 NS
", )
Q,
N o
=)
e, .
o~ Step 2: Click on the
1: Cli -Siz
w | Step 1: Click on the font-size TRODUCTION fold bold button
+ | option and type 60
S
=)
Al
z
“.‘ =}
12\44 1of1 > M B[ Pagel - < o >g1"
(¥4
(-5.727,-2611) ] Atistic Text: Calibri (Bold) (ENU) on Layer 1 & Il comovo k100 & [X|None

Step 22: Select the TO COMPUTER APPLICATION part of the title; increase the font size to 45px
and change the font-color to white.

Y CorelDRAW X7 (64-Bit) - Untitled-1 L -BX
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Step 23: now bring the company logo into CorelDraw, drag the logo and drop it inside the
CorelDraw window.
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Step 24: resize the logo by holding the SHIFT button on your keyboard.
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Step 25: place the logo towards the RHS of the main rectangle below the title of the book.
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Step 26: Drag the ruler from the top and place it -10.5 inches from the bottom as shown below:
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Step 27: Click on the Text Tool and write “First Edition 2019”. Make the font face as “Aller”,
font size as 16px and change the font color to white. Place it as in the screenshot below:
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Step 28: Click on the Text Tool and write “Author: Kabir Yusuf Bashir C.E.O
www.teampiccolo.com”. Make the font face as “Aller”, font size as 16px and change the font
color to white. Place it as in the screenshot below:
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Step 29: We are almost through with the cover page design. Select the whole design as shown
below. You can select the whole design by holding the left button on your mouse and dragging
your mouse to cover the whole design.
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Step 30:
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NB: you can leave the border on your design but for the purpose of this design, we don’t need
the borders.
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Step 31: We are done with the design, let us export the design to a JPEG format. Click on the

file tab and select the Export option.
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Step 33:
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Step 34: Locate the file and try to view it.
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Chapter 4: The Internet

What is an Internet?

The internet is a globally connected network system that uses TCP/IP to transmit data
via various types of media. The internet is a network of global exchanges — including private,
public, business, academic and government networks — connected by guided, wireless and
fiber-optic technologies.

IP Address: 1.1.1.1 IP Address: 2.2.2.2

https://iplacation.net

How to Create an Email

What is an Email?
An email address identifies an email box to which email messages are delivered.
Example of an email address: kabir.yusuf@teampiccolo.com

To create an Email, you must have an Internet Connection. To connect to an Internet

Connection, follow the steps below:

Step 1:

(A0 rm,zf.v_‘,, S— M .
o o e aEE e B Click on the button

=@l I B9 o 9 @ | = bl M @ ¢ B D& -~o.e 2
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Step 2:

ek
VLC media U
player

Audacity

[ <
w

|2
ki€ WislzolEelcl

£

DanAgundi. Firefox.

Spark AR blender

Studio

blender

Step 3:
c B

VLCmedia  UC Browser
player

(g

Audacity

=
[
Etisalat
Nigeria

blender

blender

www.teampiccolo.com

R D
Toch  Google
Chiome

Mozilla
Firefo)

Networks
View Connection Settings

Airplane mode
off

on |

il Team Piccolo Global Enterprises

Click on the available network you want to
use. | will click on Team Piccolo Global
Enterprises

Networks
View Connection Settings

Airplane mode

Off

on |

|| Team Piccolo Global Enterprises
all

goect automatically
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Step 4:

o

VLC media  UC Browser ord Google

Cme o Soege (© Networks

> Gt QW : s 1 ] Team Piccolo

Audacity ~ VSDCFree i VAVSDGEECRRVSDCTeS)
ScreenR.. X7 (6 |/I0CCICHRRRV I SOl T
Enter the network security key
.
EI‘
Etisalat
Nigeria

housesample DanAgundi. Firefox.

[ <

121
Spark AR blender

Studio

b Enter the network password and
) click on the Next button

= H‘“@\ﬂ LK)

Step 5:

< P
e B o O &
media UC Browser Torch Google Safari

v player Chrome @ Networks

: § . |||| Team Piccolo
2 td
Audacity

Verifying and connecting

RecycleBin  XAMPP 5 it
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Downloader  App.apk
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Studio
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blender Morzilla
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Networks

View Connection Settings

Airplane mode

“ »
Etisalast  RecycleBin  XAMPE
Nigeria

.ll“ Team Plvccolo

vi B9 o O © B b = ¥ e « B

You are connected to the Internet. Choose your favorite web browser. A web browser is
a software application for accessing information on the World Wide Web. Examples of browser
include Google Chrome, Mozilla Firefox, Safari, Internet Explorer, Opera etc.

| will be using Google Chrome throughout this book. | will be explaining later on how to
search and download on the Internet.

Now open your Google Chrome web browser and follow the following steps below:

Step 1:

R 3 @ | X
New Tab + - " _\ - 1%
4 A . Y A

c o @ i X | €
ii Apps % Bookmarks @ W Listenand downloa.. 4 Pyramid Newspaper esgIRRINALOT - WW... ur.. @ Zero-One Commun.. 4 Pyramid Newspaper

S I TE:

On your Address Bar, type www.google.com

4\ [~

NB: www.google.com is a search engine website that you can use to search
whatever you are looking on the internet.

e ———w ’
‘ ' =[P

amaBF 92 0 O = @ @ « B » o
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http://www.google.com/

./ /www.google.com

Gmail Images

Type How to Create a Gmail Email Address in the search box

\ Google

how to create a gmail email address

(-

how to create a gmail email address

how to create a second gmail email address

how to create a 2nd gmail email address

how to create a free gmail email address

how to create a gmail email for business

how to create gmail email address aliases

how to create a gmail filter for multiple email addresses
how to create a gmail account without an email address
how to create a gmail group email account

how to create a gmail email account for my child

Google Search I'm Feeling Lucky
Advertising  Business  About Privacy ~ Terms  Seftings

19PM

i) 3/19/2019

Go gle how to create a gmail account $ Q

NUPS.IWWW.GCHIEAITITEE. O gIGITAISELUNY-UP-d-gITI-aCCounuIun -~

People also ask

How can | create a new Gmail account? o
What are the steps to create a Gmail account? v
How do you create a second Gmail email address? v C||Ck on thIS Iink

How do | sign up for a Gmail account? /

Create your Google Account - Google Accounts /
hitps://accounts.google.com/SignUp?hi=en-GB @ ~

A single username and password gets you ints rything Google (Gmail, Chrome, YouTube, Google
Maps). Set up your profile and pre

Google Accounts
https://accounts.google com/SignUpMobile @
Create a new

Google account 1 2 3 4. Mobile phone number. Country: India (M1 (+91) change.
Number. We'll send you an SMS to this number to start

Create a Gmail account - Gmail Help - Google Support
https://support google com/mailanswer/562562hi=en @ v

To sign create a Go

Account. You can use the username and p

vord to sign in to -
3PM

3/19/2019
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Step 4: Fill in the required fields below and Click on the NEXT button.

@ Create your Google Account

@ https;//accounts.google.com/signup/v2/w

Google

Create your Google Account
First name Last name

Usemame @gmail.com

You can use letters, numbers & periods

Use my current email address instead

]
Password Confirm IS

Use 8 or more characters with a mix of letters, numbers & One account. All of Google
Ayl working for you

Signininstead =

English (United Kingdom) ~ Help Privacy Terms

3:48PM
3/19/2019

NB: Choose a password that you can easily remember.

Step 5:

Google

Create your Google Account

Lestrame
Kabir Yusuf

kabiryusufb @gmail.com

You can use letters, numbers & periods

Use my current email address instead

®

Use 8 or more characters with a mix of letters, numbers &
symbols working

Signiininstead [ et |

nt. All of Google

you.

English (United Kingdom) ~ Help  Privacy Terms

5:35PM
3/19/2019
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Step 6: Fill in the required fields and Click on the NEXT button

@ Create your Google Account

tps;//accounts.google.com/signup,

Google —

Welcome to Google

®

kabiryusufb@gmail.com

others.

We'll use it o keep your account secure

Month vea )
27 July 1993 =
Your date of birth
Your personal info is private and
safe
Why we ask for this information

P o . S3TPM
= /'b I Al 0

Step 7: Click on the SEND button, a confirmation code will be sent to your Phone number you
used in the screenshot above.

Google

Verifying your phone number

To make sure that this number is yours, Google will
send you a text message with a 6-digit verification
code. Standard rates apply

B B 08068593127

Back Not now m ey =

Your personal info is private and
safe

English (United Kingdom) ~ Help  Privacy  Terms

0 . 539PM
B e R
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Step 8: Click on the VERIFY button to verify your account

@ Create your Google Account

& https;//accounts.google.com/sig

Google

Verifying your phone number

To make sure that this number is yours, Google will
send you a text message with a 6-digit verification
code. Standard rates apply

BB 08068593127

G- 268284

e

Back call instead Your personal info is private and

safe

Engiish (United Kingdom) ~ Help  Privacy  Terms

@ https;//accounts.google.com/signup/v2

Google
Get more from your number

If you like, you can add your phone number to your account
for use across Google services. Learn more

For example, your number will be used to

[ Receive video calls & messages

®

G Make Google services, including ads, more relevant
to you
More options X
Your personal info is private and
safe

Back skip RS

English (United Kingdom) ~ Help Privacy Terms

3/19/2019
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Step 10:

@ Create your Google Account

8 https;//accounts.google.com/signup/v2/webtermsofservice?hl=en-GB&flowName=GlifWebSignin&flowEntry=SignUp

Google

Frtvacyand Tems Scroll down and Click

o g . on the 1 AGREE hutton

We also combine this data among our services and
across your devices for these purposes. For example,
depending on your account settings, we show you ads
based on information about your interests, which we can
derive from your use of Search and YouTube, and we use
data from trillions of search queries to build spell-
correction models that we use across all of our services

You're in control

Depending on your account settings, some of this data
may be associated with your Google Account and we
treat this data as personal information. You can control
how we collect and use this data now by clicking ‘More
Options’ below. You can always adjust your controls
later or withdraw your consent for the future by visiting You're in control of the data we
My Account (myaccount.google.com). collect and how it's used

MORE OPTIONS v

coneel m

B Inbox(5)- kabiusufbashir@g

& [CBEAM & hitps://mail.google.com/mail/u/2/#inbox

Welcome

Email by Google: Simple, Smart, Secure

Congratulations, you have successfully created your Gmail account.
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Advanced research on the Internet

Researching the Internet is quite an easy task. Most people search the internet for one
or more reasons. Some maybe an assignment given to them in the school by their chemistry
teacher to find about a particular element in the periodic table or by their computer teacher to
find the list of computer schools on Lamido Crescent.

The best way to search the Internet is to use a search engine. A Search engine is a
service that allows Internet users to search for content via the World Wide Web (WWW).
Examples of search engines:

e Bing

e DuckDuckGo
o Wiki

e (CCSearch

e Gibiru

e Search Encrypt
e Yandex

e StartPage

e BoardReader
e Ecosia

e Google

Google is the most known search engine and the best. | will be using Google throughout
this book.
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Let us try to find out on Google some “List of Computer Schools in Lamido Crescent
Kano”. Open your browser and on your address bar type www.google.com

Google

List of Computer schools in Lamido Crescent Kano

Images

DIP Infotech 5
Incubation Centre ¢
%
a
= 3
Py, 2
e ° ;j
% ° o Steamledge Limited
Kano Zoo e 3 Aptech Compmero
Education / Arena.. it
L] “ Road
Map data ©2019 Google
Hours ~
DIP Infotech Incubation Centre ©
* % k¥ (2) - Con ~ f
458 Lamido Cresent - 08 NERHE 1B
Aptech Computer Education / Arena Multimedia Kano ) -3
No uter train
a ‘arauni/D: aiduguri Road - 0814 000 EBSITE DIRECTIONS
Steamledge Limited

® @

Or you attended a lecture presentation by the C.E.O (Chief Executive Officer) of Team
Piccolo Global Enterprises on Web Development and you decide to find out more about him.

Google

C.E.O Team Piccolo Global Enterprises

Team Piccolo Global Enterprises: Home
hitps:/iwww.teampiccolo.com/ -

Team Piccolo Global Enterprises is a company founded by some talented young entrepreneurs who
C.E.O and Founder Team Piccolo Global Enterprises

About Us - Team Piccolo Global Enterprises
https://www.teampiccolo.com/about-us/index.php

Team Piccolo Global Enterprises is registered with Corporate Affairs C C.A.C) under
COMPANIES AND ALLIED MATTERS ACT 1990 on the 25th
Missing: GEQ

The result of our search

Services - Team Piccolo Global Enterprises
https:/w

w.teampiccolo.com/services/index_php >

Academic Writing. How best to write your PG thesis and dissertation
paper. Understanding your research data and statistics.
Missing: 6E©

Writi fticle and conference

Kabir Yusuf Bashir - Web D

per - Team Piccolo Global ... - Linkedin
v.linkedin.com/in/k;

Jusuf-bashir-b2a23b126 @

iccolo Bal Ent
[Shir's profile on LinkedIn, the world's largest professional community. Kabir has 1
C.E.O Team Piccolo Global Enterprises. Location

www.teampiccolo.com
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System automation and its function to organizations

What is System Automation?

Automated system operations (ASQ) is the set of software and hardware that allows
computer systems, network devices or machines to function without any manual intervention.
ASOs allow computer systems to work without a human operator physically located at the site
where the system is installed. Automated system operations are a part of the automatic system
control where the processes are completely automated with the help of control loops and
special logic.

Advantages and Disadvantages of System Automations to Organizations

Advantages commonly attributed to automation include

e Higher production rates and increased productivity,
e More efficient use of materials,

e Better product quality,

e Improved safety

Higher output and increased productivity have been two of the biggest reasons in
justifying the use of automation. Despite the claims of high quality from good workmanship by
humans, automated systems typically perform the manufacturing process with less variability
than human workers, resulting in greater control and consistency of product quality. Also,
increased process control makes more efficient use of materials, resulting in less scrap.

A main disadvantage often associated with automation, worker displacement. Despite
the social benefits that might result from retraining displaced workers for other jobs, in almost
all cases the worker whose job has been taken over by a machine undergoes a period of
emotional stress. In addition to displacement from work, the worker may be displaced
geographically. In order to find other work, an individual may have to relocate, which is another
source of stress.

Other disadvantages of automated equipment include the high capital expenditure
required to invest in automation (an automated system can cost millions of dollars to design,
fabricate, and install), a higher level of maintenance needed than with a manually operated
machine, and a generally lower degree of flexibility in terms of the possible products as
compared with a manual system (even flexible automation is less flexible than humans, the
most versatile machines of all).

Also there are potential risks that automation technology will ultimately subjugate
rather than serve humankind. The risks include the possibility that workers will become slaves
to automated machines, that the privacy of humans will be invaded by vast computer data
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networks, that human error in the management of technology will somehow endanger
civilization, and that society will become dependent on automation for its economic well-being.

These dangers aside, automation technology, if used wisely and effectively, can yield
substantial opportunities for the future. There is an opportunity to relieve humans from
repetitive, hazardous, and unpleasant labour in all forms. And there is an opportunity for future
automation technologies to provide a growing social and economic environment in which
humans can enjoy a higher standard of living and a better way of life.
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CHAPTER 5 - Computer Diseases

What is a Computer Virus?

A computer virus, much like a flu virus, is designed to spread from host to host and has
the ability to replicate itself. Similarly, in the same way that flu viruses cannot reproduce
without a host cell, computer viruses cannot reproduce and spread without programming such
as a file or document.

In more technical terms, a computer virus is a type of malicious code or program
written to alter the way a computer operates and is designed to spread from one computer to
another. A virus operates by inserting or attaching itself to a legitimate program or document
that supports macros in order to execute its code. In the process, a virus has the potential to
cause unexpected or damaging effects, such as harming the system software by corrupting or
destroying data.

How does a computer virus attack?

Once a virus has successfully attached to a program, file, or document, the virus will lie
dormant until circumstances cause the computer or device to execute its code. In order for a
virus to infect your computer, you have to run the infected program, which in turn causes the
virus code to be executed.

This means that a virus can remain dormant on your computer, without showing major
signs or symptoms. However, once the virus infects your computer, the virus can infect other
computers on the same network. Stealing passwords or data, logging keystrokes, corrupting
files, spamming your email contacts, and even taking over your machine are just some of the
devastating and irritating things a virus can do.

While some viruses can be playful in intent and effect, others can have profound and
damaging effects. This includes erasing data or causing permanent damage to your hard disk.
Worse yet, some viruses are designed with financial gains in mind.

How do computer viruses spread?

In a constantly connected world, you can contract a computer virus in many ways, some
more obvious than others. Viruses can be spread through email and text message attachments,
Internet file downloads, and social media scam links. Your mobile devices and smartphones can
become infected with mobile viruses through shady app downloads. Viruses can hide disguised
as attachments of socially shareable content such as funny images, greeting cards, or audio and
video files.
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To avoid contact with a virus, it’s important to exercise caution when surfing the web,
downloading files, and opening links or attachments. To help stay safe, never download text or
email attachments that you’re not expecting, or files from websites you don’t trust.

What are the signs of a computer virus?

A computer virus attack can produce a variety of symptoms. Here are some of them:

¢ Frequent pop-up windows. Pop-ups might encourage you to visit unusual sites. Or they
might prod you to download antivirus or other software programs.

¢ Changes to your homepage. Your usual homepage may change to another website, for
instance. Plus, you may be unable to reset it.

e Mass emails being sent from your email account. A criminal may take control of your
account or send emails in your name from another infected computer.

¢ Frequent crashes. A virus can inflict major damage on your hard drive. This may cause
your device to freeze or crash. It may also prevent your device from coming back on.

¢ Unusually slow computer performance. A sudden change of processing speed could
signal that your computer has a virus.

¢ Unknown programs that start up when you turn on your computer. You may become
aware of the unfamiliar program when you start your computer. Or you might notice it
by checking your computer’s list of active applications.

e Unusual activities like password changes. This could prevent you from logging into your
computer.

What are the different types of computer viruses?

Boot sector virus: This type of virus can take control when you start — or boot — your
computer. One way it can spread is by plugging an infected USB drive into your computer.
Web scripting virus: This type of virus exploits the code of web browsers and web pages. If
you access such a web page, the virus can infect your computer.

Browser hijacker: This type of virus “hijacks” certain web browser functions, and you may be
automatically directed to an unintended website.

Resident virus: This is a general term for any virus that inserts itself in a computer system’s
memory. A resident virus can execute anytime when an operating system loads.

Direct action virus: This type of virus comes into action when you execute a file containing a
virus. Otherwise, it remains dormant.

Polymorphic virus: A polymorphic virus changes its code each time an infected file is executed.
It does this to evade antivirus programs.
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Anti-Virus Software
Anti-Virus software is a software utility that detects, prevents, and removes viruses,
worms, and other malware from a computer.

download profiles of new viruses, enabling the system to check for new threats. Anti-virus

File infector virus: This common virus inserts malicious code into executable files — files used

to perform certain functions or operations on a system.

Multipartite virus: This kind of virus infects and spreads in multiple ways. It can infect both
program files and system sectors.

Macro virus: Macro viruses are written in the same macro language used for software
applications. Such viruses spread when you open an infected document, often through email

attachments.

Most anti-virus programs include an auto-update feature that permits the program to

programs are essential utilities for any computer but the choice of which one is very important.

One Anti-Virus program might find a certain virus or worm while another cannot, or vice-versa.

Anti-virus software is also known as an anti-virus program or a vaccine. Example of Anti-

Virus Software:

Norton
BullGuard
McAfee
Panda
Bitdenfender
Kaspersky
AVG

Avast
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Prevention Against virus infection

How can you help protect your devices against computer viruses? Here are some of the

things you can do to help keep your computer safe.

e Use a trusted antivirus product and keep it updated with the latest virus definitions.

e Avoid clicking on any pop-up advertisements.
e Always scan your email attachments before opening them.

e Always scan the files that you download using file sharing programs
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