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Office vs Officen Microsoft365

There are basically related products

the Stand alone full version of Office

the version of Office that is part of Microsoft 365 (formerly Office 365)

and Office online, a more limited web based tool free for users with a Microsoft email account.

The full version can be ireted on your PC or Mac, but not on a Chromebook.

The Microsoft 365 version of Office currently lacks some of the tabs with advanced features, so many not be fully useft
to you.

PS The Mac version of the full version does not include Access, the datahaagement system.

NOTE: While the interface may change slightly, the functionality of Office remains the same; so, some screenshots in t
book may be of previous versions, but the functionality again will be the same.
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One Driveand Microsoft Teams

Inthe Microsoft 365 system, after checking your email you can click oﬁécon to view additional apps, including

One Driveto save your files in the cloud, afdf@amsto collaborate with others in your group, or to share files.

Avoid using the Microsoft&b access point to the One Drive, it can be difficult to manipulate files and folders when not
dzaAy3d GKS Of 2dzR GSNRERAZ2Y 2F hFTFAOS |LlJae LyadaSIFRz asi

One Drivefor Windows uses:

1) Click the Start search boxaitype "OneDrive." When OneDrive appears in the search results, click it.

2) Enter the email address that's associated with your OneDrive account and click "Sign in," and then enter your
password. ...

3) Follow the instructions to choose your OneDrive foldeyoli've previously signed into OneDrive on this PC, you
might have an existing OneDrive folder. In that case, you can click "Use this folder." When you're done, your
OneDirive files will appear in File Explorer. You can now move files in and out of OeeiSilive

4) If needed, In File Explorer, right click One Drive, go to Settings, and Add Account, and enter your school email.

One Drivefor Mac uses:

When you install the OneDrive app for Mac, a copy of your OneDrive is downloaded to your Mac and put in the
OneDirive folder. This folder is kept in sync with OneDfilse this folder and you can now move files in and out of
OneDrive easily.

Note: if you are having trouble using the One Drive, it might be easier to save your work on a thumb drive until you hav
mastered the One Drive.

Microsoft Teams
Teams is for group collaboration, and includes video conferencing, discussion areas, and can facilitate sharing files.

More about Teams at https://support.office.com/en -us/article/microsoft -teams-5aa4431a8a3c-4aa5-87a6-
b640labeall4?ui=enUS&rs=en-US&ad=US#IDOEAABAAA=About

Here are the Microsoft Tutorials on Teams,https://support.office.com/en -us/article/microsoft -teams-video-training -
4f108e54-240b-4351-8084-b1089f0d21d7?wt.mc_id=otc_home&ui=en-US&rs=en-US&ad=US

Keyboard Shortcutnd Selection options

The Windows keyboard shortcuts | use most are:

[Alt] [Tab] Go to next window

[Alt] [F4] Close acte window

[Ctl] [X] cut selected item (copies into memory)

[Ctl] [c] copy selected item (into memory)

[Ctl] [v] paste item in memory into document

[Ctl] [b] bold

[CtI] [i] italic

[Ctl] [u] underline

Single click text Inserts cursor

Double click text Selegtord

Triple click text Select paragraph

[Shift] [End] select from insertion to end of line

[Ctl] [Shift] [End] select from insertion to end of document
[Shift] [Home] select from insertion to beginning of line
[Ctl] [Shift] [Home] select from insertion teginning of document


https://support.office.com/en-us/article/microsoft-teams-5aa4431a-8a3c-4aa5-87a6-b6401abea114?ui=en-US&rs=en-US&ad=US#ID0EAABAAA=About
https://support.office.com/en-us/article/microsoft-teams-5aa4431a-8a3c-4aa5-87a6-b6401abea114?ui=en-US&rs=en-US&ad=US#ID0EAABAAA=About
https://support.office.com/en-us/article/microsoft-teams-video-training-4f108e54-240b-4351-8084-b1089f0d21d7?wt.mc_id=otc_home&ui=en-US&rs=en-US&ad=US
https://support.office.com/en-us/article/microsoft-teams-video-training-4f108e54-240b-4351-8084-b1089f0d21d7?wt.mc_id=otc_home&ui=en-US&rs=en-US&ad=US
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Zipping Files

Folders are used to organize files, however you cannot attach a folder to an email, nor can you submit a folder to
Learning Management Systems such as D2L. The solution is to zip the folder, and its ctMbemtsn fle management
follows.

You probably should always create your folder, then save your files within that folder, but you can always drag the file
into the folder later, if needed. Once your folder has all the contents you wish to email or submit, claggeanyle
then browse to the folderDO NOT OPEN THE FOLDER.

Windows users
Open File Exploreand select the item(s) you wish to zRight click the folder, and select Send To>Compressed (Zipped)
Folder. Change the name as needed.

[T ———

Send to > e Bluetooth device

Cut Compressed (zipped) folder _

[ Desktop (create shortcut)

Copy

=l Documents
Create shortcut ) .

g Fax recipient
Delete . -

1 Mail recipient
Rename .
DVD RW Dirive (E:)

Properties H_collinsc0385 (\\tcnet3) (H:)

departmentss (\\tenet3) (1:)
0 Mtenet3\H_collinsc0585) (0:)

HHH I

i s

The shortcut menuisible when you right click a file or folder, then select Send to

Mac usersOpen Findeand select itenfs)you wish to zipRight clickControkclick or tap it using two fingers,

then choose Compress from the shortcut menu.

If you compress a singitem, the compressed file has the name of the original item with the .zip extension.

If you compress multiple items at once, the compressed file is called Archive.zip, Change the name as needed.

- - New Folder with Selection (3 ltems)

Screenshot 1 Screenshot 2

Move to Trash

& Previaw

March ™ Pixelmator
# Service Station

Get Info
s Rename 3 items..
- ===@' Compress 3 ltems
Sorsenahot > Duplicate

The contextual menu visible when you select files odaifol

Note: youmay not be able to zip an empty folder, and the zipped items cannot be edited. If changes need to be mad
delete the zip, return to your original selection and make your edits, then rezip.
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Terms
Locating a file. Access tinshow long it takes a computer to retrieve a file.
Random access memory, is like a music CD, you may skip to a favorite song;
Access {SljdzSydAalt ! 0O0Saaz tA1S 2y ol O1dzLd Gt LIS
songs to get to your favorite
Bandwidh Transmission capacity, often incorrectly referred to as transmission speed
BIOS Basic Input/Output System, a ROM chip used at boot up, as the OS loads
Bit Binary Digt, a 1 or a 0, the only item a computer can understand
Byte Binary Tem, usually 8 ks, enough information to represent a typed character
Central ProcessindJnit, the brains of the computer;
CPU a type of Microprocessor made up of the Control Unit (CU) and the
Arithmetic Logic Unit (ALU)
Computer In order to use a computeyou don't have to be an expert, just proficient... Being able t¢
Proficiency do basic functions with a computer
CRT CathodeRay Tube, a old fashioned boxy TV style monitor
Facts that can be processed into useful information, input
Data (the user communicating witthe computer, such as entering items on the keyboard)
Deskto The metaphor used in a Windows computer to show what files and programs you
P may use, and how they are organized
DOS DiskOperatingSystem, a command line OS that came before Windows
File In databases, a collection of related records; in computers in general, the name given
collection of stored data / instructions
2y3 YSY2NE GKI SSLla O2yuSyid S@S g K
Hard Disk L2y ! y y y
Secondary Storage
Hardware Thepart of the computer you can touch, if outside the case it is a 'peripheral
Hertz Repetitions, or cycles; often related as cycles per second, as in megahertz , about a n
cycles
con A graphical element on a desktop that represents an object, agchfile or program
I/O Input/Output, typically a used as a hardware term.
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Data that has been processed info something useful; output (the computer communicg

Information with the user, such as results displayed on a monitor)
Kilo... about 1000, exetly 1024; can be used with bits, bytes, or hertz
Mega... about a million, exactly 1024can be used with bits, bytes, or hertz

Microprocessor

another name for CPU

Operating System; a subset of System software; the OS provides the interface betwee

O/Ss the hardware, application software, and the user; i.e. DOS or Windows
Program A file that contains instructions, such as a word processor, Application
RandomAccestMS Y2 NB XS o0aK2dzZ RQOS 6SSy wSFER 2 NN
RAM Short term Memory that cahold new information RAM is
erased when the computer is turned off
ROM ReadOnly Memory, memory that holds unchanging information
Instructions or data in RAM; the part of the computer you can't touch; includes System
software (manages the comyper, such as the Operating System, or Utilities, or
Software Programming) and

Application software (does something useful for the user, such as word processing)

User Interface

How the user interacts with the system software; Windows is a Graphical Ul

Worldwide web; the area of the Internet that uses http protocol to transfer files written
html;

WWwW

also, the normal host name assigned to a web site, such aswhein

http:// www.templejc.edu

ZIP: A file thatan contain multiple fileand foldersor more importantly, a file that is
Zip compressed to take up less space; useful for emailing attachments, or for uploading.

NOTE: the ZIP contents are not always usable as is. Thus, you should not try to read
zip files until you download them and extract them. If redoing a lab, delete the zip, and
the original files.

Computer System

HardwareA SoftwareA You, the user

Computer Model

Input A Process\ OutputA Storage

Fast Food Restaurant
Input A Process
Raw Meat A Cook

Computer

Input A Process

A Output
A packagediamburger

A Output

Raw Data A Manipulated A Useful Information


http://www.templejc.edu/
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File Management
C2NJ GKA&a FOGAGAGE L LINBFSNI (i2 dzas ahr ONR &2 T dhatef WolNRt | R

File management isreating filesprganizing filesgopying files, moving files, renaming files, and deleting; fitesse

actions require you know where your file is going, what the name of the file will be, and what kind of file svill it b

Note, Save As creates a new file, where you specify where the file is going, what the file will be nhamed, and what kind o
file it will be. (Save replaces or updates an existing file.)

Windows usersBackground info: Normally, you first create a foltteorganize your files, and then you will create, edit,
then format a document to put in the folder.

Create is typing,
Edit makes is sound better (rearrange sentences, change words around, improve the document),
Format makes it look better.

After creaing and editing, format your texor emphasigsuch as different font faces, colors, sizes, etc).
When you finish your document, for organizational purposes you should Save As in the folder you just created.

Save As creates a new file, where you spedifgrer the file is going, what the file will be named, and what kind of file it
will be. (Save replaces or updates an existing file.)

During the edit process, you may wish to move test from one place to another

After selecting your text,
to Cut the selectin you may use the menu item, keyboard shortcut (Ctrl+X), or right click.
Note, you could Copy the selection as well, use the menu item, keyboard shortcut (Ctrl+C), or right click.

To paste the selection into the new location, select where you wishntlagé to go, the Paste.
To Paste the selection you may use the menu item, keyboard shortcut (Ctrl+V), or right click.

Location of the Control kd

B E9D = | Document - WordPad

“ Home View

& cut

Calibri T[N | A A FEE = = O Calibri (B
[2 Copy — — — — Paste
Paste B 7 IO ake ¥X. év;é?v == == o7 1|_=|'H'_j = | Doc

b - =

Clipboard Font Paragraph C“F“
L

Above Clipboard are the Cut, Copy, and Paste menu items for editing
Above Font and Paragraph are therfatting tools

New

Open
To the right, on the File Menu, are tBave and Savas options =

Save

B O 1

Save as k
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Save As 1

4 » This PC » Documents » v O /0 Search Documents

Organize = Mew folder == =

"" Mame Date modified Type

3 This PC
P 3D Objects
I Desktop
Documents
; Downloads
J': Music
[&] Pictures

m Videos

s Windows (C)

== H_collif

VI

2

5i

Save as type: | Rich Text Format (RTF) (*.rtf)

File name: | Document.rtf

3
Save in this format by
. Hide Folders default Save Cancel

The options to 1) select where the file is to be saved, 2) select the file name, and 3) select the file type
Mac users:

Options are the same as above, with the follogvchanges:
first instead of the Control key, use the Command key for keyboard shortcuts. TheSave a®ialog box

couce| 29A6

LII6 EOLWSE:  BICK 16Xf DOCMGLE MIfP VHICPLUBLLR

mpste: I peaggob ~

JELER

2916 ye: [bp0I0 MK )

After selecting your text,
to Cut the selection you may use the menu item, keyboard shor@un(nand+X), or right click.
Note, you could Copy the selection as well, use the menu item, keyboard sh@tmanfandC), or right click.

To paste the selection into the new location, select where you wish the image to go, the Paste.
To Paste the selecin you may use the menu item, keyboard shortc@bhmand V), or right click.
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File Management Example
1 Using File Explorer, create a folder where you want to save homework, and give it an appropriate name

Method 1, select the Home tab, then select N&wlder

[+ + | Homework
Home Share View
‘J 4 Cut x
w- Copy path
Pin to Quick Copy Paste Move Copy Delete Rename Mew
access [7] Paste shortcut to to - folder
Clipboard Organize
Method 2right click some blank spot where you wish to create the folder, and select New, then Folder
View b
Sort by >
Group by >
Refresh
Custornize this folder...
Paste
Paste shortcut
Undo Delete Ctrl+Z
Give access to )
Mew > Folder

2 Open WordPad, (Click and then type WordP

Web

Documents More

Best match
4 Fa
n =1 WordPad
p=
n
d Search school and web
Iyl Wordpad - See schoal and web results >
B 14
O wordpad excel >
I» Sp
arch 2 wordpad free >
Birth
" O wordpad to pdf >
[ Cony
v Fa20, J° wordpad settings >
Cuth f e >
wordpad for typin
RSSF r B
rsp20 A wordpad download >
bS
“" 0O wordpad margins >
[ Grou
=

Items: 3;

u B

Wordpad

ad)
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3 Create your document, edit to fix typos and make it sound better, then fornitatio make it look better
B ED = | Document - WordPad - O >

Home View 0 t

2 Cut ..
D 5 Berlin sans FBDemi + |14 v A" A

P — _ - oy | 24 Find
Copy = . 33 Replace
Paste T U ahe X, ¢ A~ &~ .E = = S5 Picture Paint Dateand Insert .
- E - : — % - T ~  drawing time object 0 Selectall
Clipboard Font Paragraph Insert Editing

After typing, edit your text, then make it look better by formatting, use| the Font tools

119 = | Document - WordPad

Home View
= Cut - o o
. Calibri M1 v A A

Copy
Paste B 7 U ahe X x° é,ﬁ,

-

Clipboard Font

4 Save asKile tab, Savés)with the appropriate name in the folder you created earliggive it an appropriate name
Bid9e=l  Boe |

“ <« v <« Documents » Homework v | O Search Homework P |

Organize = Mew folder == - o
~
New [ This PC A Name Date modified Type
[ - 3D Objects No items match your search.
‘!‘ [ Desktop
‘ QpEn @ Documents
‘ Downloads v < >
Q Save File name: | Document.rtf o
T =
Save as type: | Rich Text Format (RTF) (*.rtf) ~
Save as Save in this format by
E = ~ Hide Folders default e Cancel

5 Open Paint and doodle something; using the selection tool, select part of the image and copy it ([Ctrl]+[C])
I Dele @l I = = | Untitled - Paint
I 1dept Apps Documents Web More ¥ Home View

SE — Ij % cut | & crop 7% A @ SN/ OO0D&.
“Fag Copy |* 1 Resize - NGO OD Qi
n ,‘"ﬁ Paint Pavste @ “\ Rotate = F A B(ufhes O 4 ¢ ﬁ ooC
L App Clipboard Selection shapes Shape:
} Apps {7l Rectangular selection
::: - Paint 3D > 3 Ereeform selection
= Selection options
Search school and web
I Sp Select gll
Archl SO Paint - See school and web results > Invert selection
Birth {5 | Delete
b Cony Transparent selection
I Fa20}
Outh
RSS f
I Sp20
| Searq
| Grou
=
tems: 3|

ﬂ £ Paint I
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6 Switch to WordPad, place your cursor somewhere appropriate, paste the part of the image you selected ([Ctrl]+[V])

=R = | Document - WordPad - O *
Haome View 9
- Cut — - B c o N s [ 34 Find
D i Calibri 11 A A =~ = h;l 2ol E T s
Copy B Sac Replace
Paste B 7 U ae . x* A- & - |E|/= = = zy Ficture Paint Dateand Inset ..
- : - - ~  drawing time object O} 3electall
Clipboard Fant Paragraph Insert Editing
1 1 8 1 1 1 2 1 3 1 Fi | 1 5 1 o 1 T

After typing, edit your text, then make it look better by formatting, Use the Font tools

K
:
4

b-----f---0------

7 Save the file to update the document with its new contents ([Ctrl]+[S])

8 Close WordPad and Paint (no need to save the Paint document)

9 Zip the folder

Using File Explorer, locate your homework folder (yours will have a different name); right click tliedeldet Send to,
then select Compressed (Zipped) folder, and give it an appropriate name.

B + | Documents

Home Share WView
- v M [E » ThisPC » Documents

() MName

# Quick access

Adobe
|| Documents
Camtasia Open
‘ Downloads Custom Office Templates Open in new window
&= Pictures Downloads Pin to Quick access
!collins-tips Homework

Add to VLC media player's Playlist
Browse in Adobe Bridge 2021

Play with VLC media player

7-Zip

CRC SHA

g=-

[g:-

Give access to

E Snagit

Restore previous versions

SN N W

ﬁ Combine files in Acrobat...

Include in library >

Pin to Start

Send to 7| ) Bluetoath device

Cut Compressed (zipped) folder

10 Submit the zip, which contains the folder and the file, to the appropriate dropbox
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**\WORD**

Introduction
Ribbon vs Menu

Many old style word pragssors use a menu system that forces you to dig for items, often opening submenu after
submenu before you find the tool you need. The Ribbon in Microsoft Office products allows you to more quickly locate
items by choosing from a logical group of tabs, graphically displays most of the tools you need.

Old Menu System

= Microsoft Word - Document]
”'@ File Edit “iew | Insert Format Tools Table Window Help
DEE &G wesk. oo e W HL
P Mumbers... —
Mormal =T H S B F 0 |§ = = 3
Date and Time. .. I
EE' L AikaText #
! ﬂUI c = AutoTexk... !
Field...
_ == ew,  Alberg
Symbal, ..
'@ Comment Attention Line C
Closing r
Foaktnote. ..
R Header/Fooker 3
Capkion...
= ] Mailing Instructions  *
C =
PSR Reference Initials ~ »
Index and Tables. .. :
Reference Line *
Picture r Salutation 3

Note, after choosing Insert, then AutoText, there are still 10 items that lead to more options
The Word Ribbon

Document] - Word Craig Collins Ea) = m}

Design Layout References Mailings Review View Help Acrobat Q Tell me what you want to do r‘;_;_ Share

s - -
0 Calibri (Body) - |11 -/ A" A" Aa- & AaBbCcDc, AaBbCeDe AaBhC = I}L Q_M
Paste ¢ B I U ~abex x| Q- A - TMNormal | THoSpac. Headingl |+ Editing Create and Share Request
@ - Adobe PDF Signatures
Clipboard = Font ] Paragraph ] Styles ] Adobe Acrobat -

Note: Styles are preformatted options you can apply to text that can sinadtssly change the font face, font size, font
color, and alignment.

Note: the Home tab has most of what you need for regular word processing right there.

ﬁ The most frequently used tools are center left, the less frequently used tools are t

further right.
g% The less frequently used Tabs are also toward the right.
-
Click Arrows, suchcs and " (12 FAYR FRRAGAZ2YIE 2LIA2yaT OtAO] X G2 2

For users with a wheel mouse:
If you simply point (not click) in the middle of the ribbon, theil the wheel on the mouse... you can quickly scroll through
the menu tabs.YouTube Word Basidgtps://www.youtube.com/watch?v=VE7lyTRaw



https://www.youtube.com/watch?v=VF7ly72thaw
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Home tabClipboard

Selected text can be cut, copied, or pasted.

Click here for more on cut, copy, and paste

Click thers box to open the Clipboard dialog box foore options

FontThe Font area is probably the most used area on the home tab.

Used to control the font size ( Example 11 points; note,
there 72 points to an inch),

the font face (the shape of the letters (Example Calibri),
the font highlight if desed, the font color, and

the font attributes,Bold, Italic, Underline, etc.

Click here for more on formatting fonts

Click thers box to open the Font dialog box for more ¢an over spacing.

Home tabParagraph
Key items on the top section:

E=E==E|=2|4 You may turn text into a bulleted list, or a numbered list. More on lists.
You may increase or decrease the indention on selected text
Paragraph r . .
Key items on the lower section:
You may align yur text to the left, center, right or justify text.
Single or double spacing is done to ggnaphs, using the line spacing
Click here for more on spacirfgee also Writing a Term Paper
Click ther box to open the Paragph dialog box for more control
Ad Home tabStyles
AaBbCcDc  AabbCcDc AaBbCi ‘%ﬁ& Styles are uskto apply preset formats to selected text;
TNormal T No Spaci.. Heading1 ;’;S{;‘-‘:’v note that you may sail through several preset styles,
SR m Or click thers box to open the Styles dialog box to see them in a list
}é Find * Editing
ah Rerlace You can search for items in your document, or searci&faaplace items
W Select ~
Editing
= Bulleted List =" Numbered List
1 Example of a bulleted list 1. Example of aumberedlist
i Eachitem has a butle 2. Each item has a number
§ Each time you hit enter, a new bullet is added 3. Each time you hit enter, the next number is
 Click the Bulleted List icon again when finished added
4. Click the Bulleted List icon again

i
i

Use

to increase or decrease the Indent. [Tab] and [Shift]+[Tab] also can increase or decrease the Indent.


https://www.collins-tips.com/common/word/wordcrash4.html#mous
https://www.collins-tips.com/common/word/wordcrash4.html#2010
https://www.collins-tips.com/common/word/wordcrash4.html#linespace
https://www.collins-tips.com/common/word/wordcrash4.html#linespace
https://www.collins-tips.com/common/word/term-paper.html
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File

File Management and Word

Selecting the File tab allows you to Open, Save, Save As, and Print, as well as giving info on the document.

Document - Word Craig Collins 7 = O
Info
Protect Document Properties ~

Open ﬁ Control what types of changes people can make to this document. T Not saved yet

Protect - N
Frm Document ~ Pages 1

Words 0

Save As Total Editing Time 1 Minute

A Inspect Document Title Add a title
gaDv: LR \ Before publishing this file, be aware that it contains: Tags Add atag

C:::::jr Document properties and author's name TEmnmas Ol errarie

Content that peaple with disabilities are unable to read

Related Dates

2 Manage Document Last Modified
Q _j There are no unsaved changes, Ejzaicd Uty T
Manage Last Printed
Document =
Related People
Author . .
CC  Craig Collins
Account Add an author
Last Modified By Not saved yet
Feedback Show All Properties

Options

When you select Opeypu may see a li®f recently opened filesyotice the pinned files top righpinned files are always
sorted to the topof the list

If you point at another recently opened fjlgou will get the option to Pin to the list.

Click the Pin icon to unpin later, if you wish.

a— signin-cosc1301-02-5p2020.docx

=| OneDrive (Personal) » sp2020

4/3/2020 %56 AM ¥

Today

@ Welcome to the very unusual beginning of the Fall 20...

: : ; 10/21/2027 810 A -
R. Craig Collins's OneDrive (Personal) = Fall2021

Yesterday Pin this item to the list

m—| Office Hours.docx 10/20/2021 9:36 AM

=| R. Craig Collins's OneDrive (Personal) = Fall2021

Todadd something to your document, select the Insert Tab

H ©- g9 = Document] - Word Craig Collins B

File Home Design Layout References Mailings Review View Help Acrabat 9 Tell me what you want te do
B [ Pictures 5 lcons 1 0 Chart 3 E"j 2 + [71 Header~ B-[x- Q -
,:‘e Online Pictures @ 3D Models ~ &4 Screenshot = 8 [] Footer~ 4q - E(:‘a e

Pages  Table

— Add-  Online Links  Comment Text Symbols  |nsert
o [ Shapes - >

ﬁSmartArt insT  Video - [ Page Number ~ Box ~ T Media

Tables lllustrations Media Comments Header & Footer Text Media ~
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The Design tab has themes, sort of like styles that apply to an entire document.

H ©- [¢] '# Document] - Waord Craig Collins (]

File Home Insert Layout References Mailings Review View Help Acrobat 9 Tell me what you want to do

y =7 Paragraph Spacing -
Aaj Tile TITLE T Title E = GRS EaCii D @ D
il | e b T I ag | Hescen) - [©] Effects -
Themes | —=ooore | i et momimme= _ Colors Fonts Watermark Page Page
- —— - . - @ setasDefault = Color - Borders

Page Background -

H ©- (¢} ’H = Documentl - Word Craig Collins =
File Home Insert Design References Mailings Review View Help Acrobat Q Tell me what you want to do
@ IT‘\@ [E % ’H Breaks - Indent Spacing [l [& Align~
D %:DLmeNumbers' 3= Left 0" s I: Before: 0 pt : L D’
Margins Orientation  Size  Columns A . o= = Selection
- - - = bt Hyphenation~ = =% Right: |0" L |$=After  8pt . Pane
Page Setup F] Paragraph (F] Arrange ~

The References tab is a big help for creating Works cited, adding footnotes, and adding citations to footnotes.

H - g s = Document] - Word Craig Collins B O
File Home Insert Design Layout References Mailings Review View Help Acrobat Q Tell me what you want to do r':_‘-;_ Share
=] ext - 1 [r7Insert Endnote o 5y Manage Sources nsert Table of Figures ing
b B AddTe AB 71 Insert End Y =M s % [ Insert Table of Fi B T; &
ald Update Table A§ Mext Footnote ~ [é Style: | MLA - .
Table of Insert Smart Insert =~ Insert Mark Mark
Contents - Footnote Lookup = Citation ~ €y Bibliography - Caption Ll Cross-reference Entry Citation

Table of Contents Footnotes I Research Citations & Bibliography Captions Index Table of Authaorities -

Review includes Spell check, Word automatically spell checks and places a red underline below words it thinks are
misspelled, a green underlider grammar errors, and blue underlines for words that you may have mixed up, such as to
instead of too. Word count is always at the bottom of the screen, so no need to open Review for that. Also | prefer to ust
Shift + [F7] to get to the thesaurus.

H ©- g5 = Document] - Word Craig Collins B = ]

View Help  Acrobat Q Tell me what you want to do 4 Share

File Home Insert Design Layout References Mailings

ABC _ s : I . )

[EE] Thesaurus AJ) @ 8z B -. ¥ o)

V Ls Track 4 a —I P Ink

Spelling & 8EC 4 Read Check anguage  New racking  Accept Compare Protect In
izz) Word Count

Grammar = Aloud  Accessibility M Comment (=l Show Comments - - ':’j - e =

Proofing Speech  Accessibility Comments Changes Compare ~

i ©- g =5 =

File Home Insert Design Layon
ABC IS ABC j
v E A (@
Spelling & Thesaurus Word | Read |  Check
Grammar Count  Aloud Accessibili
Proafing Speech  Accessibili
L Thesaurus (Shift+F7)

Ata loss for words? Let us suggest
another way to say what you mean.

Theonly time | use the View tab is to turn on rulers; the different views are always on the bottom right of the screen.

H ©- g5 - Document! - Word Craig Collins B O

File Home Insert Design Layout References Mailings Review Help Acrobat Q Tell me what you want to do '!:_‘-;_ Share

Ezl |:| E‘@Dﬁutlwne j\:‘ I|:| EHE| [/] Ruler Q I:E)n E == NewWindow [ EE Er E%

[=] Draft X (___) [ Gridlines BE B Arrange All K .
Read = Print Web Learning Vertical Side o Zoom 100% ) Switch Macros  Properties
Mode Layout Layout Tools toside [ Navigation Pane B B split Windows - -
Views Immersive Page Movement Show Zoom Window Macros  SharePoint A
. . . G Tell me what you want to do
Instead of clicikngthe Help ribbon, you can press [Fat cI|c

H ©- G = = Document] - Word Craig Collins = m}
File Home Insert Design Layout References Mailings Review View Acrobat Q Tell me what you want to do ’!:3_ Share

o\ ¢ @

Help Contact Feedback Show
Support Training

Help
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The Word Quick Access tool bar

File Management and Word

At the top left of Word, above thelEitab, is the Quick Access tool bar.
By default it has aaveicon, anundoicon, and aedoicon. | personally like to also have the spell check button there; here

is how to add an icon.

H R Ui—v’\— —

Page |16

1.) Click the chevron/arrow to next to the Quick Access bar (recall, arr@&a more options); from here you can

customize, and add other icons

2.) If you do not see the command you wish to add, chddeee Commands..(remember, the ... means a dialog box will

open)

3.) I suggest choosing All Commands, instead of Popular Commands
4.) In the left column of the dialog box, click the item you wish to add, then choose [Add > >], the list of selected

commands appears on the right
5.) Click [OK] when finished.

Wil T E T S R Word Options - T e e, TR e
_ Home  Inget  Page Layl Customize Quikk Access Toolbar  Revi
= ' New General ﬂ N .
Q & cu Catibrt B0y 2 §| Customize the Quick Access Toolbar
~ 3 Copy Open Display
Paste B 7 U -V swe 1 Choose commands from: Customize Quatk Access Tocibar
YaRet ot g i Commenss ____|E3] For 48 documents (detautt -l
Chipboard E-mas
1 Quick Print o
1 Ul |
<Separstor> - b Save
Print Preview and Print Language 11 ] ) Undo .
i- Speling & Gramma Advanced  100% U Redo
I ) .
16:10 Close
I ¥ Undo Customeze RibbeA 169 ':; &
IZ v Redo ¢ | op
|| D T Quick Agcess Tocibae 23 Y Spelling .
fel Taw Tadle £ M5 Insert Page and Section Breaks .
=1 Open Recent File Addns 34 |4 Bockmark..
|- :
]‘ X More Commands. Trust Center 5
| A 3.0 Cotor ’
|- i Shew Below the Ribbon 3.0 Eitedts 5
| 3-D Effects py
| B sedr> |
|~ 94 3.0 G/ T
; : s 3.0 Pcture Rotation g :
{- 7 3-DRotation...
= J 3-DRotation ,

A
ﬂ Customze the Quick Access Tooldar

Choose commands from

All Commanas E
Poputar Commands
Commands Not in the Ribbon

Pageslofl |

Words 0

0

3.0 Text Rotation
&3

45

53

54

$.Point Star
About

Accent

Show Quick Access Tooioar Delow the

Ribbon

Customizations: \ Regset ¥ |
|mgonExpont *

) ==



https://www.collins-tips.com/common/word-glossary.html#save
https://www.collins-tips.com/common/word-glossary.html#undo
https://www.collins-tips.com/common/word-glossary.html#redo
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Create, Edit, anBormatting
Create: add you content to the document aBdve As to create the document in a specific location, with a specific name,
and choosing the proper file type.

Edit: Make it sound good; rearrange words, spell check, add additional content.
- Make sure you update the old version of the file by usingeSav

Format: Make it look good; Add emphasis with font options, color, plus paragraph formatting with lists, or controlling
spacing.

-Make sure you update the old version of the file by using Save.
YouTube https://www.youtube.com/watch?v=VFE7ly72thaw

Create

Entering information into a new Word document.

To begin with, in some word processors you have to be careful not to hit the [Insert] key, as this toggles overwriting of
existing text, rathethan inserting new text... this is not an issue in newer versions of Word, it always inserts new text
instead of overtyping.

Note: you cannot insert text below the last place you entered textyou have to hit the [Enter] key to move the insertion
point further down a document.

Aside from that, simply begin typing... | suggest you focus on getting all of your ideas down without stopping to edit or
format the text... you may lose your train of thought... you can go back and fix those later.

It is also probhly a good idea to stop arghve your worlevery few minutes.
Create...why is it double spacing?

Actually, it is not double spacing, but it IS adding space every time you hit tiee] [y (which tells Word you are starting

a new paragraph), and

Word adds a little extra space every time text on a line exceeds the margins forcing the sentence to automatically ‘'wrap
finish on the next line.

[

Specifically, by default, Word sets tharagraph controls to have 10 points of space after you hit the [Enter] key; there are
72 points in an inch, so it is adding about 15% of an inch every time you it the Enter key.. But every new line by default |
extra space too... Word adds 1.15 lineteaff a long line '‘wraps' and automatically goes to a new line.

Create: Controlling paragraphs, real double spacing, etc.

If all you want to do is start a new line, and not a new paragraph, press [Ctrl], hold it down, then press the [Entbi$ key. T
is @lled a line break.

The [Enter] key creates what is called a paragraph break.

[Ctrl]+[Shift]+[Enter] creates a page break. Other page break options can all be accessed on the Insert tab, on the left.

To simply change the line spacing, and leave the ep@maesafter a paragraph, click the Line and Paragraph Spacing
button, just above Paragraph on the Home tab. It looks like to and up and down set of arrows. Press the triangle to the
right for more options.

To change Word to do a true double space, you taxeoptions:
On the Home tab, press the arrow to the right of the Paragraph entry, or
Ont the Page Layout tab, press the arrow to the right of the Paragraph entry.


https://www.youtube.com/watch?v=VF7ly72thaw
https://www.collins-tips.com/common/word/wordcrash5.html

Microsoft Office File Management and Word Page |18

Home Tab Page Layout Tab

Indent LSpacing
= e e A = ..I ..... E= et (D i I: Before: 0 pt 5
|E 90 o OB i 'Q'|::::'| E3 Right: 0" 2 {1 X= After: |10 pt %
Paregroph el Click the arrow

Change Spacing after to "0" and change line spacing to "Double."

Paragraph |M

General

Alignment; Left Izl
Outline level: |Body Text Izl

Indentation
Left: a- = Spedal: By:
Right: a- = {none) IZI s

[ Mirror indents

Spadng
Before: 0pt o= Line spadng: Af:
After: opt £ | S
[E] Don'tadd space between paragraphs of the same style
Preview
Edit

Improving your information in a Word document, by rearranging or replacing words, sentences, or paragraphs.

To insert new text, place your cursor where you want to add the text, and click to set the | insertion point, then start
typing.

Inordertomove2 NJ O2 L)@ SEAaGAYy3 GSEGTI &2dz YdzAl (y26 ¢KS 2AyR?2
the text you wish to work on.

After you have selected text, to move text just left click in the highlighted area, keep the left mouse button held ddwn, ar
drag to the new location. Let go of the mouse when finished.

After you have selected text, to remove the text you may simply press the [Delete] key on the keyboard to permanently
remove it.
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If you would like to remove text from a document, but planpurting it somewhere else, you can cut text.

To cut text:

you may right click the highlighted item and choose Cut, or
you may use the [Ctrl]+[X] keyboard combination, or
you may click the Scissors (Cut) icon, left side of the Home tab.

Note: Cut items arglace in a section of memory call the Clipboard, for later use.
If you would like to duplicate text from a document, to put somewhere else, you can copy text.
To copy text:

you may right click the highlighted item and choose Copy, or
you may use the [Cl#[C] keyboard combination, or
you may click the Overlapping documents (Copy) icon, left side of the Home tab. (See image below)

Note: Copied items are place in a section of memory call the Clipboard, for later use.

To take text that has been placed on thlgboard, and insert it in your document, place your cursor where you want to
add the text to paste text.

To paste text:

you may right click the highlighted item and choose Paste, or
you may use the [Ctrl]+[V] keyboard combination, or
you may click thelipboard (Paste) icon, left side of the Home tab. (See image below)

Note: Cut and Copied items that are placed in the Clipboard remain there for later use.

To choose a specific item to paste from several that have been copied or cut, choose the arroexicionthe word
Clipboard, below the Paste icon.

Format
Changing the appearance of your information in a Word document.

This could mean changing the font face (shape of letters), font size (72 points to an inch), the font color, or the font
attributes (Bold, Italic, Underline) of a particular word or words.

But it could also mean changing the appearance of a paragraph, such a double spacing, or alignment.

Note: you should format after you have your document reading the way you want it... if you wereutal format as you
were editing you would lose your train of thought, and perhaps spend a lot of time formatting words that get removed
during the edit phase.

¢2 F2NXI G SEA&GAY3I GSEGIZI @2dz YdaAalG 1y26 ¢ K&lightthgtx@ysw LI
wish to work on.

The majority of the formatting commands are on the Home tab, in a box labeled Font.
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On the Hometab, note the formatting tools above the Font aredick’ for more options

Craig Collins ) — O

g = = Document! - Word

Help Acrobat Q Tell me what you want to do ‘;_;_ Share

RN - Y

Insert Design Layout References Mailings

"'D Calibri (Body) |11 +| A° & | Aa~ | 4e g AaBbCeD: | AsBbCcDe AaBbC(

Pﬂ_ﬁe ¢ B I U-~aex,x A-¥.A- & TNormal | TNoSpac.. Headingl |+ E‘“Ei”g Cfe:;z::;i;’;ﬂfe Si";:ltl:ts

Clipboard Font @ Paragraph ® Styles @ Adobe Acrobat ~

clickr near the Fonfor more options

Hane Font Fage Font Size (click » to change)
Calibri (Bady) - 11 -
(B I U~ e x, % Aa-|¥- ﬁ-'|1—antColnr (click w)

Font f = Open Font Dialog box

a

|+Headngs ) ke 5

|Adobe Cagon Pro —| [Bold 10 o
[Adobe Casion Pro Bokl Boid Ttakc

|Adobe Fangsong Std R, il |12

Font golor: Underkne style: Underline color: -

Automatic :El (nome) |E] Aurtomatic (=]

Effects

] Striethrough 1 shadow [7] Small caps
U] Double strksthrough ] Qutine [7] Al caps

| supersoript ] Emboss |7 tadden
] subsaript 'l Engrave
Prewvieve

| +Body

——

This iz the bady theme fent. The current document these dafines which font will be used.

[ o] (o ]

[Cirl]+[B] keyboard shortcut makes the selecti@old
[Ctrl]+[l ] keyboard shortcut makes the selectidiialic
[Ctrl]+[U]keyboard shortcut makes the selectiddnderlined



Microsoft Office File Management and Word Page |21

InsertingTablesand images

H ©- g5 - Document! - Word Craig Collins B — O

File Home Design Layout References Mailings Review View Help Acrobat Q Tell me what you want to do '!;:l'r Share

E D L—‘gP\cturs \‘5 lcons 1 I Chart .1 Eﬂ@ % 'E": D Header = El - Q‘ - Q --\6

L_‘ Online Pictures 3D Models - Secreenshot ~ . D Footer = q - R
Pages  Table ‘? i o Add- Online Links  Comment Text 2 Symbols  |nsert
- - [ Shapes [£] SrartArt ins*  Video - @ Page Number - Box~ - - Media
Tables lllustrations Media Comments Header & Footer Text Media ~

To insert a cover page (click tsebelow Pageto choose from many different styles, twr simply insert a blank page, or
to start a new page (you may also use [Ctrl]+[Enter] to start a new page

Tables
Tables organize information into Rows and Columns, the intersection of which is called a Cell.

=

Table

-

Table
Toget started, click the below Table.

Option 1: drag your mouse

Insert =
to indicate how many Yseck Option 2, choose Insert Table...

E_ rows and columns E to numerically choose the number of
Table | you wish to create : rowsand [T 2
- Table columns
33 Tabl i = Table size
- EDDDDDDD! 3x3 Table L - o
ERREREE l =0 umber of columns: , 2
Number of rows: 3 5
DI:”:”:”:”:”:' l,—JL—JL—“—“_“_”—JL AutoFit behavior
{0 [ O 3 InsertTable... . ,
CICCC O] & Draw Table_ . @) Fixed column width: | Auto -5
DDDDDDDDDD = I () AutoFit to contents
L0000 ) AutoFit to window
N o o o
] InsertTable... I ["] Remember dimensions for new tables
I_ﬂf Draw Table [ oK ] [ Cancel

Note: When you select the table, a new Tab appears on top of the other tabs...
you may click on Design or Layout to further refine your table.
[l oo
Design Layout

v HeaderRow V' First Column — R e '&Shadinq'

----- [ Borders -/ Y2 pt

Total Row Last Column
v Banded Rows | Banded Columns — el St | 22 Pen Color
Table Style Options Table Styles Draw i
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Formulas
If you choose the Layout tab for Table Tools, you may imsfntmula using the icon to the far right.

Design Layout
) o )| £l
3|| Height: 0.16 - || Bf pistribt = j:t
toFit | =1 width: 2.22" * || 9 pistribut- wer{ Formula
’ xt
Cell Size

=(sum)above will add up all the numbers in the table above the current cell.

’ Li al‘ =0 } N &
aa) ge Y 22 il
Picture  Clip Shapes Smartart Chart

art v

Tlustrations
lllustrations
Once you select to insert a picture from a file, or to search and insert clip art, the image will be added whersdhésc
If you click on the picture, drag handles will appear on the edges of the image to let you scale or rotate the image.

Further, once an image is clicked, a new Tab appears on top of the other tabs...
you may click on Format to further refine yaarage.

‘_:‘d (2 K3 Cange Actiae d— - o a9 d E N O e # = “

Click here to rotate image

) Faculty J
3

£

Temple
LCellage

o

R Craig ©ollins  click edges to resize image

Links/Header and Footer

If you type in a web address, it will automatically change to a link.
If you highlight text, you can click on Hyperlink, and make the select word a link to a URL.

Headers are items Word automatically adds to the top ohgep Footers are automatically added to the bottom of a page.

Text/Symbols
Text boxesvill give you control over the position of a block of text in your document. You cantpbddeoxesanywhere in
the document and format them or the box that surroundein.

If you are trying to add a special character (such as €) or symbol
6adzOK a m =bebwsynbdl) 6 0 Of A O]
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Résumés
In Frenchthe word is spelledwith two acuteaccentsgrésumé
Merriam-Webster'sCollegiateDictionary(11thed.)liststhis spellingfirst: drésumé

Tocreatethe acutee youcan

pressandhold down [Ctrl] control, type anapostropte W = gofof$dirl], andthen type ane

or

in the Windowssearchtype charto openthe charactermap,andscrolldownto find é to paste
or

pressandhold[Alt] , type0233,andthen let goof [Alt]

Arésumétypicallylists,at aminimum:
Contactinformation  Goalsor objectives Education Experience  References

Tips:

Goalsor Objectives: Some people say that objectives are no longer necessary in a @atubest, they are

unnecessary, and at worst, they are outdated. However, a résumé objective that focuses on your skills and abilities car
actuallyenhanceyour resumeby convincingemployersthat you knowwhat youwant to do,and showhow it couldhelp

them. Rathethansettingagoalasa [ 2 2 fprajgldvherel canusemyXa | A f f a Z €

L &dzZ33Sald GdaNYyAy3I Al aARSglIeas akKz2g AKIG oS a] Adlfya S
skillsto increasethe succes®fyourO2 Y LI y & @€

Typicallyf recommendistingwhatis mostlikelyto getyouajob towardthe top, so formost collegestudentsEducation
would comebefore Experience.

Make sure you includethe 2 Q& F¥2NJ 620K 9ELISNASYOS | yR 9RdzOF GA2Y
Whereyouworkedor wentto school

When you worked there or attended there

Whatyoudid there or what you studiedthere

Whothey cancontact

Whyyouleft to job or what degreeearned

Abulletedlistisagreatwayto conveythisinformation. Helpwith listsis on the nextpage.

Include contact information for people aside from a direct supervisor who can vouch for your skills.
52 yp@a ! @ aupoh K 1jSdzSémipléyersaretoo busyto askfor moreinformationand wait.
Theymayhave200applicationsjf they R 2 Yy Q whatiHey&ire lookingfor quicklywhenscanningg 2 dasuiNJS

Ideally, a résumé should fit on the front of one page, and again the most relevant items at the top. If | was a brain
surgeon,andmyhoLJA Gt Of 2aSR YR L 62N]J SR G | O2y@SyASyOS
chronologicabrder. Tobetter makeit fit, | suggestreatingatableto spreadinformationacrosshe page.

nset B Final tip: Create a generic résuniést, but then create new copies that you custom
A L] to eachtime to better targetthe résuméto the specifiob you are applyingfor.
B D= El L

cover Blank Page < Tble Pic 9E|l YL S L GSFOK ¢S6 RSaA3dly yR 3INI
‘age~ Page Break v . . . . . ..
i 3 Table order, but I would rearrangethe list to showmy graphicsexperiencsdirst, if the listing
wasfor a Visual artgosition,say.

C PS5 2 yidgeonyourNB & dziY ®udcost youthe job whenyouare caught.
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OVERLSimpleExamplebefore formatting (there are notenoughitemsin my lists,youshoulddo better):

Résuméf R.CraigCollins
2600S1%, Temple Texasr6504
2542988461
craig.collins@templejc.edu

Goalsto find ajob wherel canusemy skillsto providegreatservicefor your company.

Education Universityof North Texas
1 PhDworkin ComputerEducation
Universityof North Texas
1 MS Degree
Universityof Texa<€l Paso
1 BBAwith Honorsin Managementinformation Systems

Experience TempleCollege

1 CliSaculty DepartmentChair,ProfessionaDevelopmentCoordinator
Universityof Mary HardenBaylor

1 AdjunctComputerfaculty
CedartvalleyCollege

1 AdjunctComputerfaculty

References Payne N. Diaz, Provost, Temple College

dude@templejc.edu

KentCRQ¢NBSax 5A0AaA2Y 5ANBOG2NE ¢SYLX S
4dforrest@templejc.edu

Warren Peace, Director of eLearning, Temple College

tolstoy@templejc.edu

/

2

During the formating process, you can select the table and change the column widths, and hide the
01 o6t S thenhNBKkS tidlabels in the left column bigger and bold, for example. If it is a tad too
long to fit on one page, perhapdjustthe line spacingo singlespacewith no spacebeforeor after

the paragraphsor adjustthe margins.

Forhelpcreatingyour Résumé
L https://www.youtube.com/watch?v=KjixuWgtBDM
Barders Border YouTube

M Painter Text Basichttps://edu.qgcfglobal.org/en/word/textbasics/1/

tix| Bottom Border FormattingTexthttps://edu.gcfglobal.org/en/word/formattingtext/1/
Top Border Line Spacinpgttps://edu.gcfglobal.org/en/word/lineand-paragraphspacing/1/
Left Border Listshttps://edu.gcfglobal.org/en/word/lists/1/
Right Border Page Layauhttps://edu.gcfglobal.org/en/word/pagdayout/1/

Tableshttps://edu.gcfglobal.org/en/word/tables/1/
More Word onlineresourceshttps://edu.gcfglobal.org/en/word/

Howto createa more professionatésumeé,usingTemplatesn Microsoft Word.

#+1 Mo Border

OpenMicrosoft Wordandgo to File>New. Typeresumeinto the searchbox. Clicka resumetemplate
that youwanttouse.ClickCreateto downloadandopenthe resumetemplatein MSWord.

Note: sometemplatesrequiremoreworkto W ¥ A Eifyouist&riedfroma O NJ yodnfayhaveto
copytable rowsandpastethem in different locationsto getthe orderyouwant, etc.Selects A & St & X ®


mailto:craig.collins@templejc.edu
mailto:dude@templejc.edu
mailto:4dforrest@templejc.edu
mailto:tolstoy@templejc.edu
https://www.youtube.com/watch?v=KjfxuWgtBDM
https://edu.gcfglobal.org/en/word/text-basics/1/
https://edu.gcfglobal.org/en/word/formatting-text/1/
https://edu.gcfglobal.org/en/word/line-and-paragraph-spacing/1/
https://edu.gcfglobal.org/en/word/lists/1/
https://edu.gcfglobal.org/en/word/page-layout/1/
https://edu.gcfglobal.org/en/word/tables/1/
https://edu.gcfglobal.org/en/word/
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**WORD 2**

For Research papers

Headerswith automatic page numbers

A header is information added to a printed page automatically, information in a header may include
your name, the title of your paper, ang&ige numbers. This information does not go on the title page,
just each page that follows. In old version of Word this was done on the View mentun.riaw
versionscontrol hears primarily on the Insert tab. Click *aéelow theHeaderbutton, then chose
Blank (Three columns).

Insert :
¥ Hyperlink 7] ' j
=8 #
/& Bookmark Header Footer Page
') Cross-Reference v +  MNumber~
Links Header & Footer
Built-In =
]
Blank a:
=
[Ty teat]
Blank (Three Columns)
[ Type text] [ Type tes] [Type tost]
Alphabet
[Type the document title]
Annual
[Type the document u'dc]l [Year]
v
More Headers from Office.com 4
Edit Header

Remove Header

L &


https://www.collins-tips.com/common/word/term-paper.html#styles
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Once selected, the Header will be visible. Click to Highlight the left place holder, and type in your Name.

[Type text] [Type text] [Type text]

Header

Put the title of your paper in the middle.

Now, we'll put an automatic page number for the right hand plagkler. Select the right hand place
holder, then click the below thePage Numbebutton.

Choose Current Position, then choose Plain number.

Heades & Footer. Tools
Design
: 1 “l 1 3 o= gl =1 Previous Difterent First Page '_'}. Header from Top: 0.5" = Q
" — € o -
— = e O (=] j HE === ) Next Different Odd & Even Pages  t=h Footer from Bottom: 0.5 -
Header Footer | Page Dat uick Picture  Clip oto Goto ) \ s Close Header
. v |Number~ s ~ Ant Hepder Footer == LINK IO Frevio V' Show Document Text nsert Alignment jak and Footer
Header & F M Topofea Navigation Options Position Close
| 3 5] Bottom of Page L I S T N S R S I S SO S ML 4
»] Page Margins »
) Current Position »
&' Format Page Numbers.. Plain Number
1 1
3 ::-\ Remove Page Numbers ;| [Type text]
ot Heal
z Page X
Accent Bar 1

Again, we want our headers to be blank (different) on the first page. While you still have the Header
and Foote Tools tab active, put a checkmark next to Different First Page.

‘- der & Footer Tools

Design
Different First Page

You should be finished now, press Close Header and Footer to return to editing the document.

Close Header

and Footer
Close
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Adding references

Do this before you add footnotes or try to create your Bibliography orké/Cited.

From your notes, get together the information yoapiedfrom the books, including author, title,

publisher, dates, and pages, etc.

Then choose the References tab and select the style you have been asked to use, such as APA, MLA,

Chicago, etdJse the~ to change

References
—1 ,_ﬁManage Sources
.I;'n;ert W% Style:  Apa, v
Citation g Bibliography
Citations & Bibliography

Once you have chosen your style, then chollesage Sourceison on Citations & BibliograpKy

[ - . [
Source Manager ——— - o P - - \
Search: Sort by Auther -
Sources avalable n: 1 Browse
Master List - e Current List
New.
v dted source
? placeholder source

Preview (MLA Sixth Edtion):

ClickNew. Select Book, Interview, Periodical, Journal, etc. Fill in the information.

rCreale Source 2 g
Type of Source [ - | '
Bbography Feids for MLA Socth Editon
Auithor Edt
Corporate Author :
Title
Yeor
Gty
1 Publishes
Show A Bblography Felds
Tag name pe= -
Placeholder 1 \ X l Cancel
L |J

If there are multiple authors, choose the j§dutton.
If a field you would like to use is not showing click [] Show All Bibliography Fields.

Click [Ok] when finished. Repeat as needed


https://www.collins-tips.com/common/word/term-paper.html#font
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Adding footnotes
"If you include a direct quote from an author, make sure you place it between quotation naarks,
have done with this sentence."
With your cursor still at the end of the sentence, choose the Reference tab, then cimsese
Footnote.

References

L1y Insert endnote

AB Next Footnote +
Insert g
Footnote 5] Show MNotes

Footnotes ]
Word will add a number to the end of the line, like this.
Word will then drop to the bottom of theurrent page, and create a place for you to give credit for that
quote.
Rather thartype the information in, choose to Insert Citation, as shown below.
YouTube video on Bibliography and Footnote&ps://www.youtube.com/watch?v=34c1THT4gsU

Adding citations

Rather than having to retype information you should already have collected to complete the citation for a
Footnote (as discussed above), on the References Tab you can seleddheCitaton icon, then choose

from one of the sources you have already added.

References

: —1 13§ Manage Sources
st s Style: | ApA -
Citation 3‘33 Bibliography
Citations & Bibliography

When you have finished your paper, you typically add a Works Cited or Bibliography to list the books you
used for your research.

Adding Works cited
To add a Works Cited oitdiography, on the Reference tab cho®ibliography.

References
hl Blblv;graphy -
| Built-In
5 [3) Manage Sources Bibiooraphy
—-V LA.: Style: APA v Bibliography
Insert =) Y Chen, lacky. Citations and References. New York: Contoso Press, 2003,
Citation 4 Bibliography _ A
Citations & Bibliography Works Cited

ferences. New York: Contoso Press, 2003,

ating; a Formal Publication. Boston: Proseware, Inc., 2005.

james Dwvid. i Chicago: Adventure Works Press, 2006.

@) Insert Bibliography

Choose the option you wish to use, or simply click Insert Bibliography. All the sources you have saved will
display in formatted fashior¥ our instructor may require you to do additionatrmatting.


https://www.youtube.com/watch?v=34c1THT4gsU
https://www.collins-tips.com/common/word/term-paper.html#clipboard
https://www.collins-tips.com/common/word/term-paper.html#font
https://www.collins-tips.com/common/word/term-paper.html#font
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Flyers
Below,you canseea flyer that | created.] S NJ&b® Edid it.

Announcing: A Presentation by R. Craig Collins on

Learn about :

C(hanse maregins

Add text

Add text boxes, lists, and set placement and borders

Format text colors, themes, apply styles, and add word art, center
Add images

TFormat image placement, size, shadows

Add border

Watson Technical Center

April 29, 2020

Perhapshangeyour marginsto Narrow,and
H

File Home Insert Design

i e
. . . . [ Line Number
Margins Orientation Size Columns

- - . - e Hyphenation
Normal
Top 1" Bottormn: 1" L1
Left: 1" Right: 1"
Narrow
Top: 0.5" Bottom: 0.3"
Left: 05" Right: 0.3"
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Add ALLof your text

Selectsometext, then apply a Heading(clickthe v for more options)

Creating a flyer in Microsoft Word dock [Compatibility Mode] - Word

Insert Design Layout References Mailings Review View Help Acrobat Q Tell

F- i e i= . i | S 3=
i - I .| By = - ==
N Calibri (Body) ~ /11 -/ A A A3~ | %@ e AaBbCcDe AaBbCeDe AaRh((
[ — ¢=
Pﬁfte ¢ B I U-abex x [A-¥-A- LAl TMNormal | TNoSpac.. Headingl <
Clipboard = Font Pl Paragraph Pl Styles Pl

Selectsometext, then apply Word Art

H -0 = Creating a flyer in Microsoft Word.docx [Compatibility Mode] - Word Craig Collins [Eal

File Home Design Layout References Mailings Review View Help Acrobat Q Tell me what you want to do
B D L—‘gPi(turs L.‘j:—j lcons 1 | Chart 3 % L ] [ Header~ -
L_‘ Online Pictures 30 Models - Screenshot ~ . D Footer - .
Pages  Table ‘? @ s Add- Links  Comment Symbaols  |nsert
- o Ly Shapes ~ F|:|.Smart..ﬂ\r‘l: ins = - @ Page Number - - Media
Tables INustrations Media Comments Header & Footer Media
L ].---I---E---I---1-‘-I---Z---I---J---I---4---\---5--‘|---lInsertwordart

Add some artistic flair to your
document using a WordArt text
box.

e Tell me more

Inserttext box(es),then selectsometext and cutthen pasteinto the text box,or add new text

H -G = Creating a flyer in Microsoft Word.docx [Compatibility Mode] - Word Craig Collins |
File Home Design Layout References Mailings Review View Help Acrobat Q Tl me wh: : you want to do
B D ’__‘gPi(turs L‘j_—j lcons 1 | Chart 3 % [ ] [7] Header ~ - Q‘ - O -
el o o o - .
P | T @Dnllne Pictures @ 30 Models ~ @&, Screenshot Add- Links | Comment [] Footer _ c) T s
o - [ Shapes = T Smartart ins~ - [#] Page Number~ gy - - M b Media
Tables INustrations Media Comments Header & Footer Text Media
Rightclickthe text box to control placement2 NIX
= Wrap Text b Line with Text
[zl Edit Alt Text... Square

Set as Default Text Box

Meore Layout Options...

v 1T

Format Shape...

X NJ cdidktéxt boxto formatfill and border (line color, thickness

Format Shape

Shape Options  Text Options
O =
OO m

[ Fill
I Line
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Calibri (Body) =111 =| A" a" & Aﬂ"
r
B I U3~ A ~:i=~iz~ Siyles
Format some text by selecting it, then change colors, sizes, faces, etc.,

andperhapsexperiment with themesto changemultiple aspectsf your documentdesign,

Creating a flyer in Microsoft Word.docx [Compatibility Mode] - Word Craig Collins &3

Layout References Mailings Review View Help Acrobat Q Tell me what you want to do

Aal [ TLE Title TME Tt Title n = Paragraph Spacing D 5 : D
el e | e o - — [« Effects ~
Themes _ Colors Fonts Watermark Pagdl Page
v = = - v -~ € Setas Default v Colorl} Borders
Document Formatting Page Backgrd

andperhapsadd bordersto whole page,and changethe colorandsizeof line.

Selectsometext or a paragraphandcontrol left, center,or right-handalignment, or coverttext to alist.

Creating a flyer in Microsoft Word.docx [Compatibility Mode] - Word

Insert Design Layout References Mailings Review View Help Acrobat Q Tell

. . oot N .| A — i =5
Calibri (Body) ~|11 ~ A A" Aa- /e _ AaBbCcDe AaBbCcDe AaBhC
Paste ¢ B I U -akx xX° &--A-

-

q TMormal | TNoSpac.. Heading1 |+

Clipboard = Fant P Paragraph Pl Styles Fa

Announcing: A Presentation by R. Craig Collins on Note:

MAKlNG A F LYER Text converted to a Style

Textconverted towWordArt

Imagethat hasbeenscaledand
PictureStylesusedfora® ¥ NJ Y S ¢

Formatted text, using a list

Borderarounddocument
Learn about :
(hanse marsins
e it o s e W Manyitemshavebeencentered

*  Format text colors, themes, anph styles, and add werd art, center
*  Add imases

: ::;.:':.:r placement, size, shadcws TeXtBOX

Watson Technical Center

April 29, 2020
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Writing a research paper

ResearchPaperbasican MicrosoftWord

Stepsto accomplish (not alht once):
Addacoverpage

Verifymargins

Setfont faceandspacing
Addheader

Selecta Researclpaperformat
Addreferences

Starttypingyour paper
Addfootnotesand citations

Add Works cited, or Bibliography
CheckWord count

Add a cover page
A covermpageminimallyshouldincludeyour name,yourtopic, whoor whatit isfor, andperhapsa date.
Youcouldsimplytype thisinformation,andwhenfinishedpressControl+Enteto start a new page.

Or,youcouldhaveWordinserta coverpagethat looksa bit more professionalthat containsplace
holdersto remindyou of what youmaywishto include.

Onthe Inserttab, selectCoverPageandselectonethat appealsto you.
B0 :
File Home Insert Design Layout References Mai

ECoverPage‘ H ’_|,_, ’j ,_/‘;' rl—\ (N | -

Built-in -

Austin Banded Facet

Filigree Integral

len (Dark) lon (Light) Maotion =i
@ More Cover Pages from Office.com 3

E;( Remove Current Cover Page

Note:if youR 2 yuseénitem from aWordinsertedCoverpage selectthe item andpressDelete.
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Verify margins

In this classwe will useMLA aur overallformat, whichrequiresm ¢narginsallthe wayl N2 dzy R® 2 2 NRQ
Normal defaults tothis) dzii &2 dz aK2dzZ R R2dzmt S OKSO{® hy GKS [ &:
selected.

F‘{," (') T 0 =
File Home Insert Design Layout
@ @ IE 'H Breaks =

§D Line Numbers-
Jlargins Orientation  Size Columns &
- = = bt Hyphenation ~

Last Custom Setting

Top:  0.5" Bottom: 0.5"
Left: 043" Right: 0.43"
Normal
Top: 1 Bottom: 1"
Left: 1" Right: 1"
— Narrow
Top: 053" Bottorm: 0.3"
Left:  0.5" Right: 0.5"
Moderate
Top: 1" Bottorm: 1"
Left: 75" Right: 0.75"
Wide
Top: 1" Bottorm: 1"
Left: 2" Right: 2"
Mirrored
m Top: 1" Bottorm: 1"
Inside:  1.25" Outside: 1"

Office 2003 Default
Top: 1 Bottom: 1"
Left: 125" Right: 1.25"

Custom Margins...

(Note,you cancreatecustommarginsfor other projects.)

Setfont faceand spacing
Pleasenotice,you havenot startedtypingyour paper@ S if Yousetup the type faceandline spacing
0STF2NB @&2dz adl NI RRAYy3 O2yiSyids @2dz2NJ AYyAGAILf &St
DoubleSpacedNo Extraspacewith paragraphgor the Paragraphine spacing,
andTimesNewRoman12 points,for the font.
Thereare several place® accesghe full dialogboxfort I NJ 3 Nalit LhiKesdskesto getto isonthe
Hometab; thereisanarrow nearthe word Paragraph "™ X selectit.

File Home Insert Design Layout References Mailings Review View Acrobat
e Ce ] = -— p= 11— R —
D - Calibri(Body) =11 - A& A Aa- #p =-i=-%—- e3= 7| T
Com
Paste - G === = _ W _
- % Format Painter B I U -abex x [A-%-A4 = === = My«

LY Clipboard P Font P IParagraph P I

(Youcanalsofind Paragrapton the Layouttab, but avoidusingthe
Lineandparagraphiconon the Hometab of the ribbon.

It istoo limited, in my opinion.
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After openingthe Paragraphdialogbox,focusfor now on the Spacingtems.

Parsgraph r X We needto changethe Afterfrom 8to 0

Indents snd Spacing  Line and Eage Ercaks andwe needto changethe Multiple to Double

General Spacing

Alignment: ~

Outline level: | BodyText Collapsed by default Before: 0 pt o Line spacing: Al

After: opt |5 v s

Indentation

Left: 0 5 Special: By: |:| Don't add space between paragraphs of the same style

Right: o % (none) v =

[1 Mirror indents

Spading . Normally wheryou hit the Enter key, it creates a new

e = : e ens B paragraph, and adds space after it. That is not a good idea

\fter P - ultiple hd o - -

|:| Don't add space between paragraphs of the same style When dOUbIeSpaClng aSWE alreadyhavespace-
Preview

But to indicate where a new paragraph begins, you will
. . needto pressthe Tabkey,onceyou start typing.
o~ oot ot — PS to simply start a new line, instead of a new Paragraph,

pressShift+Enter(RecallControl+Entestartsa new page)
09LineSpacindnttps://edu.gcfglobal.org/en/word/lne-and-paragraphspacing/1/

Add header

A header is something that is automatically added to the top of all pages, aside from the Cover page. We
can use this header to add our name, the topic of our paper, and automatic page numbers to the top of
eachpage. ( Afooter is similar,books often add automatipagenumbersto the bottomof the LJ- 3 S X

we will not be usingfootersin this lab.

Goto the Inserttab, andlocatethe Headertool, andselectA (i X

Design Layout References Mailings Review View Acrobat Q Tell me what you want to do...

j E ,:él Q‘;' rl:l II o & store W m B Hyperlink -E-Vj

™ Bookmark

|| Footer~

ible  Pictures Online Shapes SmartArt Chart Screenshot = » Wikipedia Online Comment
- Pictures = - 3 L7 6E e Video Elj Cross-reference [# Page Number
bles Ilustrations Add-ins Media Links Comments Header & Footer

X | yiHen selectBlank(ThreeColumn)

D D |;| 4 A Q Signature Lit

R F.;:L.Date & Time
Header Footer Page Text Quick WordArt Drop

< v  MNumber~ Box~ Parts~ A Cap~ DObJECt T
Built-in -
Blank b

[Type hese]

Blank (Three Columns)

[Trpe here] [Mype: here] [Myge here]



https://edu.gcfglobal.org/en/word/line-and-paragraph-spacing/1/
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It shouldlook something likehis.

F‘:_," ©-0 s Research Paper basics in Microsoft Word.doox - Word
P
File Home Insert Design Layout References Mailings Review View Acrobat Q Tell me... R. Craig Collins ,0+ Share
r\ |-_‘ g Previous Different First Page .+ Header from Top: 0.5" : a
S |=h (] = A
= o Ep Next Different Odd & Even Pages + Footer from Bottom: |0.5" -
Header Footer Page Date & Document Quick Pictures Online Goto Goto i ' Close Header
o ~  Number= Time Info~  Parts~ Pictures | Header Footer Link to Previous +/| Show Document Text Insert Alignment Tab and Footer
Header & Footer Insert Navigation Options Position Close ~
|.1‘--|-‘-§--‘|H-1--‘|‘--z-‘-|--‘3-J_- PR RS A S SRR SRR S B -
[Type here] [Type here] [Type here]

—_—

Makesureyou select] ] DifferentFirstpage,if youmanuallycreateda coverpagewe R 2 yh€edthe
headerthere.

Clickin the left hand[Typehere] andtype your name

Clickin the center[Typehere] andtypeyour LJ- LIS bl &

Nowthe interestingpart, putting the automatic pageiumberin the right hand[Typehere]

Justclickthe right hand[Typehere]to selectit, then goacrosshe Popup Header& Footertab to locate
PageNumberv, andclickthe arrow by PageNumber.

[ S ingkéathisS I & & X Car@idtPp€tion> andthen just clickPlainNumber.

-

Home Insert Design Layout References Mailings Review Li=" Acrobat

i b [EEEEEIET

Header Footer Page Date & Document Quick Pictures Online Goto Goto

- ~  MNumberr Time Infor Parts~ Pictures Header Footer Link to Previous | |v/| Show Doc
Header & F E Top of Page b ert Mavigation 0
= [ Bottom of Page 3 S E - ]
=] Page Margins r
[4] Current Position b Simple -
E“E Format Page Numbers... Plain Number

1

E;'.; Bemove Page Mumbers

Page X
Whenyoustart typingtext, andit breaksto the next page that new pagewill getthe nextpagenumber
addedto the top right cornerin the header.

Seealso
16 Headers and Footehstps://edu.gcfglobal.org/en/word/headersind-footers/1/
17 PageNumbershttps://edu.gcfglobal.org/en/word/pagenumbers/1/



https://edu.gcfglobal.org/en/word/headers-and-footers/1/
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Select a Research paper Format

Inthisclasss S Q tMLAfodzur ReferenceF 2 NJY'delécthe Referencesab, then clickthe arrow next
to Styleto changeto MLA,if not alreadyset.

I References Mailings Review View Acrobat

te o (5 fanans Sourcse Insert Table
-8 3

ite = [ﬂ Style: N Update Tak

Insert
Citation = &[4y Bibliot AFA {

Sixth Edition

Chicago

Sixteenth Edition

GBT714

2005

GOST - Name Sort

2003

GOST - Title Sort

2003

Harvard - Anglia

2008

|EEE

2006

150 690 - First Element and Date
1987

150 690 - Numerical Reference
1987

MLA i
Seventh Edition

P Citations & Biblig
i

Addreferences

If youhavealreadyreadsomebooks magaines,or Newspapeifor researchwhy not recordyour
sourcenow?{ St SO0 {azadzNOD 5S¢

I References Mailings Review View Acrobat

ite _;’ E Y Insert Tabl
ite T MLA l Update Tak
lmeart Linm vk
Source Manager 7 x
Search: Sort by Author ~
Sources available in:
Browse...
Master List = Current List
New...
¥ cited source
? placeholder source
Preview [MLAJ:
[ P
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ClickNew

Usethe dropdownmenuto selectif it isabook, part of abook, periodical (magazinetc.

Create Source

Book

Type of Source

Bibliography Fields for MLA
EBook Section

Author Journal Article
|:| Article in a Periodical
Conference Proceedings
Repaort hd

Title

Click [Edit] to get prompts on how to enter author namiedium might be paperback, or electronic, if
readingfrom alibrary databaself you start a new researchpaperon the samecomputer,you mayneed
to copyanentry to the currentlist.

4 Source Manager ? >
Search: Sort by Authaor ~
Sources available in:

. Erowse... h
Master List Current List
Colli Crai Copy -» Collins, R Craig; How to use Office (2020)
Delete
Edit...
MNew...

¥ cited source

? placeholder source

Preview [MLA):

Citation: (Collins) [

Bibliography Entry:
Collins, R Craig. How to use Office. Temple, Texas: Temple College Media Center, 2020. Electronic.

Close

Note: other facultymaywishyouto cite yourwork differently; they maynot evenwantyouto usethe
ManageSourcesi 2 2tliis¥s a Computerclasspot an Englisttlasssog S Q ftie com@uterdo it.

Forthis classyouwill needat leastthree NS F S NB/guth&ydnky use
datedarticles

with anauthor name, orrecognizedndustry staff listed asthe author. NoWikipedia.

In my class | will limit you to one Web site, | want mainly books, newspapers, magazines, or perhaps
interviews. To qualify, the web site mustyea dated article, and an author name or recognized
industrystaff (makesureto includethe URLwhenciting. Useit { K &lidibliographyC A S fo Rdi)é

b2G8SY L¥ @2dz FNB NBFRAY3I + a¢AYSE YFIALTAYS | NIA Ot
periodical not aweb site, sincethe article startedout in LINJ youjuét happento be readingit online.



Microsoft Office File Management and Word Page |38

Start Typing

| typicallysuggesstartingwith anoutline, then beginto convertyour bullet pointsinto sentencesand
paragraphsRecallthe Multilevel lista goodtool to createa simpleoutline.
10Listshttps://edu.gcfglobal.org/en/word/lists/1/

Your first paragraph should be an Introductory Paragraph with Overview of what jtaiseuss. Then
take eachitem in your overview,andexplain.Seealso

05 TextBasicsittps://edu.gcfglobal.org/en/word/textbasics/1/

06 FormattingTexthttps://edu.gcfglobal.org/en/word/formattingtext/1/

07 Find and Repladattps://edu.gcfglobal.org/en/word/usingfind-and-replace/1/

08Indentsand Tabshttps://edu.gcfglobal.org/en/word/indentsand-tabs/1/

Formy class) want ONEquote,and ONLY onguote. Somewheran your researchpne of the authors

said something better thn you can say it. Include the quote, surrounded by quotation marks. You will
then addafootnote andcitation, togivethat author credit.

Add footnotes and citations

Placeyour cursorright after the quote. Onthe Referencesab, selectinsertFootnote.

B ©- .

File Home Insert Design Layout References Mailings Review
f % ) Add Text - ABI M Insert Endnote B{ =l Manage Sources
(4! Update Table AE; Mext Footnote - [% Style: | MLA -
Table of Insert B Insert  ~ °
Contents ~ Footnote Show Motes Citation ~ £ [ Bibliography -
1 Table of Contents Footnotes Fa Citations & Bibliography

Wordwill addanumbernextto thelj dz2 ( S X

“For my class, | want ONE quote, and ONLY one quote. Somewhere in your research, one of the authors
said something better than you can say it. Include the quote,_surrounded by quotation marks. You will
then add a footnote and citation, to give that author credit.

X i Kd@op downto the bottom of the currentLJl 3 & tis point, clickInsertCitation,then selectfrom
yourlist the properauthor,andWord doesthe rest.

References Mailings Review

[ @ 5 Manage Sources References Mailings Review
te v ot ER style: MLA ‘ e _i/ S‘,,ManageSources
nse . . r T
Citation - £ 11 Bibliography - Ca ite = [%Style: MLA -
& Collins, R Craig Insert 6 Bib
s How to use Office, (2020) . Citation ~ &0y Bibliography -
P Citations & Bibliography
L Add New Source... I g AT

E’_J Add Mew Placeholder...


https://edu.gcfglobal.org/en/word/lists/1/
https://edu.gcfglobal.org/en/word/text-basics/1/
https://edu.gcfglobal.org/en/word/formatting-text/1/
https://edu.gcfglobal.org/en/word/using-find-and-replace/1/
https://edu.gcfglobal.org/en/word/indents-and-tabs/1/
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Whenyou havefinishedexplaining what you havereadabout (three referencesshouldleadto at leasthree paragraphs)it

becomedime to remindyour audienceof the keypointsthat youdiscussed.
Add conclusion.

Finally to endthe narrativeportion of your paper,addyour conclusionThisparagraphshouldsumupwhatyou hopethe
audiencelearnedfrom your paper.

Add Works cited, or Bibliography

Thelastitem for the paperwill beto shareall thematerialsyoureadto helpyouwrite the paper.

On the References tab, select Bibliograpyou will be presented fictional examples of what the optidgh look like if

selected. Picknoption, suchasBibliographyto addall of YOUReferencedo the paper.

References

te @ 5 Manage Sources D [ Insert Table of Figures Tj £ n
fe > [a Style: MLA v = Update Table U
Insert Insert
Citation ~ & [y Bibliography » Caption EJ_:] Cross-reference
] Citatic Built-In
- — I Bibliography
Bibliography

Check Word Count

(ETIIE Review View Acrobat Q Tell me what you wa

Chen, Jacky. Ctations and References, New York: Contoso Press, 2003,
Haas, Jonathan. Creoting a Formal Publicotion. Boston: Proseware, Inc., 2005,

Kramer, James David, How to Write Bbliographies. Chicago: Adventure Works Press, 2006
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Em Insert Bibliography

Mark
Entry

At the bottom left of the Word screen is the total word countitBhis includes your cover sheet aniations;to get
anaccurateword count, selectfrom the first word of the Introductionto the lastwordof the conclusionandthe Word
countwill showthe numberof wordsof the real paper.
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Recap, anéxternal eferences
Basidile Competency: Filgypes/extension

Programs such as Notepad, Wordpad, and Microsoft Word all have what is called a default file type, or extension. This
extensiontells Windowswhich programthe file wasdesigned to worlg A (i dfté this filetype is hiddenin Windows.

Toview thefull file namein Windows10, includingthe extensionppenFileExplorer
Thisisdone byeither searchindor File Exploreror clickingthe Filefoldericononthe Task baropr

right clickingon the Windows starﬁconE andselectingFileExplorel

Task Manager
Settings

File Explorer
Search

Run

Shut down or sign out

Desktop

OnceFileExplorethasloaded, selectthe Viewtab, andselectthe File namesxtensionshox.

a | |V < | OneDrive

—
E [Tl Preview pane &) Extra large icons [&=] Large icons <= Medium icons I (7] Group by ~ —
<t Small icons S List \L == Details ! ['_l—ijAdd columns ~ [ File name extensio
Navigation [TH Details pane T gl = Sort = t

pane ¥ = Tiles := Content ¥ by~ [mSizeall columns to fit

Panes Layout

Current view Show/hide

~ S RGRARA R R e

Commonfile types

txt Notepada plaintext editor, meaningyou cannotsaveany¥ 2 NI | G G A Y iBliK, cofoBedtéxiol ilRages

rtf WordpadandMicrosoftWord, cansave filesasrtf, RichTextFormat,a basicformat that canbe readby
almostanyword processorHoweveradvancedeaturesin Word are notsupported.

docx Microsoft2 2 NJRdbvie, defaultextensionWord canalsosave as

docm Wordmacroenableddocument; samesdocx,but may contairmacrosandscripts

dotx Wordtemplate

dotm Wordmacroenabledtemplate; same aglotx, butmaycontainmacrosandscripts

xlsx  MicrosoftExcel

pptx MicrosoftPowerPoint

pdf  Adobe Acrobat

When renaming files, you cannot simply chanige éxtension. You must open the file, and then select Save As to
indicate wherethe new file will be savedthe nameof the file,andselectfrom available fildypes.

a { | @@aces amld versionof afile with anupdatedversion.a { I! Zigieates a nw file.
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Competenciesn MicrosoftWord (Note:imagesmaydiffer slightlyfrom your version)

Every Word document hd3ocument properties information on who created a file, who edited the file, when it was
edited, etc. Thesegropertiescanbe edited, toanextent.

To getthe documentproperties inWord, selectthe File tabon the ribbon

©

Competency in Microsoft Word.docx - Word

Info

Competency in Microsoft Word

New

Open R. Craig Collins's OneDrive » sp2020 » bcis1305
Save Protect Document
) Control what types of changes people can make to this document, Size 60.3KB
Save As Protect
Document Pages B
Words 293
Save as Adobe o -
PDF Total Editing Time 36 Minutes
Title Add a title
P Inspect Document ) -
Print ‘\E N S X X Tags Add atag
= Before publishing this file, be aware that it contains: X
Check for Comments Add comments

Document properties, author's name and cropped out image data
Share Issues ~ N
Content that people with disabilities are unable to read

Related Dates

Export Last Modified Today, 1:13 PM
Manage Document Created Today, 12:37 PM
()\l Check in, check out, and recover unsaved changes. Last Printed
Manage T :
Donants @ Today, 1:11 PM (autosave)
Account QL Today, 1:01 PM (autosave) Related People
Z Today, 12:51 PM (autosave Author : :

Options 4 ¢ ) R. Craig Collins

Add an author

Last Modified By R. Craig Collins

Related Documents

] Open File Location

Show All Properties

Seealso27 Inspectingdocumentshttps://edu.gcfglobal.org/en/word/inspectingand-

Arrows,suchaslbor >or vindicatesthere are more options availableNote printingis alsoonthe Filemenu.
Seealsol3 Printinghttps://edu.gcfglobal.org/en/word/printingdocuments/1/

Clickthe v nextto Properties to seevhat canbe changedpr selectShowAll Properties

Properties ~

Competency in Microsoft Word.docx Properties ? X
General Summary  Statistics Contents Custom

Title:

Subject:

Author: R. Craig Collins
Manager:

Company:

Category:
Keywords:

Comments:

Hyperink Other Informationon text basic,editing,andformatting
base: 05 TextBasicsitps://edu.gcfglobal.org/en/word/textbasics/1/

Template:  Mormal.dotm

[save Thumbnais for AllWiord Documents 07 Find and Repladetps://edu.gcfglobal.org/en/word/usingfind-and-replace/1/
— 06 Formattng Texthttps://edu.gcfglobal.org/en/word/formattingtext/1/
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Gettinghelp inMicrosoftWord

Thereare several way$o gethelpin Word.

Oneis toclick Q Tell me what you want to do...

onthe Ribbon andype in whatyouare trying to accomplish.
Anotherwayto get helpin Wordisto press[F1] andthen typein whatyouaretrying to accomplish.

- a x

Word 2016 Help
©3a

Search

Top help topics

Rotate a page to landscape or portrait
Insert WordArt

Track changes in Word

Change the capitalization of text

Add a chart to your document
Change or set the default font

More...

Word training

Intro to the Ribbon

The Ribbon replaced the old menu system, making it easier to see more tools at once. Items on the Tabs of the Ribbon
aretypicallyorganizedwith frequently useditemsfrom the leftto lessfrequently useditemstoward theright.

In addition to click on the different tabs, you may also place you mouse in the middle of the Ribbon, and use the wheel
onthe mouseto advance throughhe Tabs seealsohttps://edu.gcfglobal.org/en/word/gettingstarted-with-word/1/

Filetab, whereyou cansave, savas,open,or getdocumentpropertiesasdiscussectarlier

Info

Competency in Microsoft Word
K Coig ol OneDr

Properties -

Inspect Document

Manage Dacument
Checkin

Related People
Author

Lt Modified By

Related Documents

Home tab, the defaujtwhere basic formatting is done, and access to Styles. A style is a group of formatting options that
are combined.Youcanhoveroverastyleto see how it changethe font face, colorspacinggtc. Toseemore styles,
Seeals029 Styleshttps://edu.gcfglobal.org/en/word/applyineand modifyingstyles/1/

Document1 - Word Collins Craig

Layout References Mailings Review View Help Acrobat Q Tell me what you want to do
Calibri (Body) ~ |11 - AaBbCcDc AaBbCeDe AaBbCe £ [?11 &
Paste ¢ B I U ~abex, x: TNormal | TNoSpac.. Headingl < Editing  Create and Share Request
- M Adobe PDF  Signatures

xl

Clipboard = Font 7] Paragraph Styles

<l

Adobe Acrobat ~

1]
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Inserttab, whereyouaddcover pagedables,text boxes, headergtc. More to come,on eachof these items.

Document1 - Word Collins Craig =B

Home Design Layout References Mailings Review View Help Acrobat Q Tell me what you want to do

B D Bpictura k}-f Icons 1 I Chart 3 E; &‘G:\D 'E'V:J [ Header~ EE E[::I - o
& 4-F
Text

[& Online Pictures 3D Models ~ Screenshot ~ x < [2] Footer~ D
Pages  Table ? © aE Add-  Online Links Comment £ Symbols
- = [/ Shapes ~ r[f] SmartArt ins*  Video - E Page Number ~ Box ~ D v -
Tables Illustrations Media Comments Header & Footer Text ~

Desgntab, basicallya styleapplied to avholeR 2 O dzY 8sgditobe onthe Layout tab

E =4 Paragraph Spacing - F_J 2,‘:\] r;]
[@] ffects LS N | J

| Colors Fonts Watermark Page Page
= - @ Setas Default S Coloe- Bordars

Document1 - Word Collins Craig &3]

File Home Insert Design References Mailings Review View Help Acrobat Q Tell me what you want to do

@ @ [E ¥= Breaks Indent Spacing B A |: Align ~

‘D Line Numbers~  2=Lleft 0" 1; Before: 0 pt

Margins Orientation Size Columns TS - = = Selection
- v - - bc Hyphenation~ =€ Right: 0" - = After |8pt i Pane
Page Setup ] Paragraph F Arrange -~

More spacingptions areavailable byclickingthe arrow to the right of the Paragrapttopic. CEEUIEED

See also09LineSpacindittps://edu.gcfglobal.org/en/word/lineand-paragraphspacing/1/

Referencesab, usedo addfootnotes, citation, selectMLAor APAstyles, manage sorces,andbibliographies

Document1 - Word Collins Craig &l
File Home Insert Design Layout References Mailings Review View Help Acrobat Q Tell me what you want to do
) Add Text ~ ABl Il Insert Endnote ﬂ) &/ 5]} Manage Sources [ Insert Table of Figures T:I B Er GEr
) Update Table AE; Next Footnote ~ % Style: | MLA -
Table of Insert Smart Insett — Insert & Mark Mark
Contents ~ Footnote Lookup = Citation ~ £ Bibliography - Caption 2] Cross-reference Entry Citation
Table of Contents Footnotes r« Research Citations & Bibliography Captions Index Table of Authorities ~

Lesdrequentlyusedtabs

Mailings tab, to merge a form letter and populate it with different names on each page. Covered in preparation to
discuss databases.

ReviewRibbon, spelthecking, thesaurusyord count,andgrouptools.

| use keyboard shortcuts for spell checking ([F7]) and the Thesaurus ([Shift]+[F7]), and word count is always available &
the bottom left of the screenl rarely gao the Reviewtab.

ViewRibbon, wherg/ou canturn on aruler to changeviewsof your dacument.
| go to the View tab once, to turn on the ruler, and then rarely return, as display views and zoom are always at the
bottom right of the window.

Importantnote on the Ribbon

When you select a graphic, or a table, additional tabs will appear. Skeéetdb to see these context sensitive icons.
These popup tabsdisappeamwhenyou selectother items. ThePicturetools tabhasbeen selected, below

P-G’ ©-0 # = Competency in Microsoft Word.docx - Word Picture Tool

File Home Insert Design Layout References Mailings Review View Acrobat Format Q Tell me what you want to do... R. Craig Collins . Share

E:E . rﬂ; 1= Compress Pictures LZ Picture Border ~ =
= o 2 . [ """‘g . o
: : 1] Change Picture R ~ | & Picture Effects ~

Remove Corrections Color  Artistic €j g i TH— B S— = Position Wrap

Background - +  Effects~ ‘1) Reset Picture ~ * | BL Picture Layout - + Text- OliSelectionPane  “ARotate~

& Align - # I Height: | 1.16°

ki
ki
ki

Send Backward
Crop 22 Width: 7.5

Adjust Picture Styles & Arrange Size & ~
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BasidWord skills:GraphicsTablesLists,and SpellCheck

TolnsertGraphicsselect the Insert taband click Pictures if you have an image saved, or Online pictures if you wish to
search for an imag¥oucanalsograba screenshobf somethingon your monitor, and addit to your document.

Document1 - Word Collins Craig B

Design Layout References Mailings Review View Help Acrobat Q Tell me what you want to do

B D [ Pictures 5 Icons 1’1 Chart 2 E’j = 'E'Vj [ Header ~ - B-Z- | o

F Online Pictures @ 3D Models ~ Screenshot ~ h%l X D Footer ~ q - E‘n
Pages  Table ? e Add-  Online Links Comment Symbols
= = [ Shapes ~ }E} SmartArt ins* | Video - [ Page Number ~ Box Z e -
Tables Illustrations Media Comments Header & Footer Text ~

Once the image is inserted in your document, therewillbé d 2y G(KS SR3ISEa ' yR 02 NJY SNA:
resize the image. Hold the Shift key and drag a handle if you wish the image to stay in proportion. The arrow at the top
of the imagewill allowyouto rotate the image.seealso28 SmartGraphicsttps://edu.gcfglobal.org/en/word/smartargraphics/1/

Seealso22 Aligningobjectshttps://edu.gcfglobal.org/en/word/alignineprderingand-groupingobjects/1/

Note: while the image is selected new popup tab isavailableto further formatthe image.

B -0 & - Competency in Microsoft Word.docx - Word Picture Tools

File Home Insert Design Layout References Mailings Review View Acrobat Format Q Tell me what you want to do... R. Craig Collins £, Share

s = i =z = B Bring Forwar el
]—.*:Q . ] 1= Compress Pictures PSS — Picture Border ] B fing Forward [ Align - # $ I Height | 116"
1= F Change Picture | || || el el ‘ ~ | @ Picture Effects ~ = Send Backward
Remove Correct\ons Color Amsnc ——— D TN — = Position Wrap Crop =\width: |7.5"
Background +  Effects~ I Reset Picture ~ * | BL Picture Layout - + Text- OlsSelectionPane  “ARotate~ o3 © s
Adjust Picture Styles i} Arrange Size i} PS

Seealso019 Formatpictureshttps://edu.gcfglobal.org/en/word/formattingpictures/1/,

18Pictures/Textvrappinghttps://edu.gcfglobal.org/en/word/picturesand-text-wrapping/1/, 20 Shagshttps://edu.gcfglobal.org/en/word/shapes/1/

Tablesare to organize content into rows and columns. The intersection of a row and column is called a cell. Yfmaenhain
text andimagesinto a table. Seledhe Inserttab, andclickTables.

Document1 - Word Collins Craig &l

Design Layout References Mailings Review View Help Acrobat Q Tell me what you want to do

3 D;Pictures '“rf Icons 1 I Chart =) g [ Header ~ - E -~ E’, - O
)= a3 8] 3 = B

[:31, Online Pictures €) 3D Models ~ &4+ Screenshot ~ [5] Footer~ 5

pa?es Ta?le L—'&Shapes' FDSmartArt ?:sdv_ (\J,T(::]: Llf:kS Camiment [ Page Number ~ Box' D' S)’n'lb0|s

Tables lllustrations Media Comments Header & Footer Text A
File Home [MIEUSM Design  layout  R{
SRR = R Youcandragyourmouseacrossthe b(_)xesto indicatehow manyrows andcolumns
iver Blank Page |[EIRN| Pictures Onfine Shapes 5t you wantto insert,or you can also click
T Insert¢ 6 f BXKS X AYRAOIGSE | RALFt23 ®B)DE

o o o i i ivi
HoOoOooooo Draw Table. And pen tool will let you create boxes and draw lines to subdivide

0 _
O rowsandcolumns

S0oEEo00a0
EEEEEEEEEE Note: when your table is selected, additional pop up tabs become available,

HEPREEECEE - selecDesignor Layoutto formatyourtables.

' FA  Insert Table...
E’f Draw Table

Table Tools
EI';! Excel Spreadshest
M Quick Tables , Design Layout

e You may also adjustte borders on the home tab, instead of the pop ups, using

theBorderstool. Columns ar@anotherway of placingitemsverticallyon apage.

Seealso24 Chartshttps://edu.gcfglobal.org/en/word/darts/1/ ,
23Tableshttps://edu.gcfglobal.org/en/word/tables/1/

or 15 Columnshttps://edu.qgcfglobal.org/en/word/columns/1/
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Formattinga paragraphasa list

If youwish toconverta paragrapho alist, onthe Hometab selectBulleted, Numberedpr Multilevel listicons.

Documentl1 - Word Collins Craig

Insert Design Layout References Mailings Review View Help Acrobat O Tell me what you want to do
o <[ -1 , A
Calibri (Body) ~[11 ~|A A AaBbCcDc, AaBbCcDe AaBbC( [ua, S
Paste ., B I U ~abex, X A~ T Normal | TNoSpac.. Heading1 < Editing Create and Share Request
~ = 2 v ;
- v M Adobe PDF  Signatures
Clipboard = Font ] Paragraph [P Styles 7] Adobe Acrobat ~

-— 0= =
= o = o O=—
-— I— i-

Tomakealine anewnumber orbullet, place youcursorin front of the line, and pressthe Enterkey.
Seealso10 Listshttps://edu.gcfglobal.org/en/word/lists/1/

Spell Check Grammar
Some wordsnaybe flaggedwhenyoufinishtypingaword and press thespaceor period.

Some word shSee

Blue indicates the wort spelled correctly, but you may be using the case, or the wrong word, such as to, two, or too.
Red indicates typo.

Green indicates potentialgrammarerror.

Rightclickthe word for spellingoptionsandto be ableto makecorrections.
Seealso25 Spdlingandgrammarhttps://edu.gcfglobal.org/en/word/checkingpellingand-grammar/1/

Review of a few selecttopicsneededto createa Researchpaper.
Outlines

Therearetwo waysto create anoutline.

3 —
0=

One is to use a multilevel list. Highlight your items, and select the multilevel list button, on the hon
PresqTab]to indent, or usethe Increasdndent button. ==

PresqShift]+[Tablo decreasdhe indent, or use the decrease indenbutton. =

' y20KSNJ gl & (2 ONBIGS Iy 2dzifAySs LISNKILEA 2yS GKFG &2
Apply Heading for the highest leveltem, ApplyHeading forthe the next highest level itemsndsoon.
Seealso08 Indentsand Tabshttps://edu.gcfglobal.org/en/word/indentsand-tabs/1/

Adjust Margins

Onthe Layouttab, selectMargins

Document1 - Word Collins Craig &
File Home Insert References Mailings Review View Acrobat O Tell me what you want to do
@ F«l [E —=| '/ Breaks~ Indent Spacing [} [Z Align~
; ) D 2 —'  [LineNumbers~ 3=Left 0" % |1= Before: [0 pt g . [1: g
argins Prientation  Size  Columns ) e - g e . = Selection
v v - - bc Hyphenation~  =€Right 0 - = After |8pt i Pana
Page Setup [} Paragraph [ Arrange ~

Seealsol12 Pagd ayouthttps://edu.gcfglobal.org/en/word/pagdayout/1/
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A little about headers

Documentl1 - Word Collins Craig &3]

Design Layout References Mailings Review View Help Acrobat Q Tell me what you want to do

s L—]gPictures 5 Icons 1 I Chart @ [ [ Header~ A E ~ [}, - o)
= ~ al 5 |[&]] £ :

[& Online Pictures @ 3D Models ~ Screenshot ~ = = [2] Footer~ q -~ E’.-l
Pages  Table ? N s Add-  Online Links  Comment N Text _ Symbols
- i [ Shapes ~ =] SmartArt ins* | Video - 5] Page Number~ = poy ~ > -
Tables Illustrations Media Comments Header & Footer Text A

| SFRSNAB INB y20 NBIFIffe LING 2F (GKS do2ReQ 2F (KS R20
tohold items such as the title ¢iie paper, or automatically sequenced page numbers in some paper formatting
optionsC22 i SNB | faz2z FINB y2i NBFffe LINI 2F GKS a062ReQ 21
bottom of eachpage tohold itemssuch asutomaticallysequenced pge numbersin someformatting options.

52y Qi O2yFdzaS C220SNEX yR C22iy2GS8Sad c22G4y23S5S4a I NB
nextsectionintroduces Footnotesand citations.

See also 16 Headers and Footeitss://edu.gcfglobal.org/en/word/headerand-footers/1/and

17 PageNumbershttps://edu.gcfglobal.org/en/word/pagenumbers/1/

A little about Footnotes and citations

Document1 - Word Collins Craig &3}

Home Insert Design Layout References Mailings Review View Help Acrobat Q Tell me what you want to do

(i1 Insert Endnote = [ Insert Table of Figures : 3 B +
Jo) &) = =]

E}: Next Footnote ~

File

Tﬁ Add Text ~ Manage Sources

)l Update Table

1

AB

Table of Insert Smart Insert C Insert Mark Mark
Contents ~ Footnote Lookup | Citation - i [ Bibliography ~ aption [ Cross-reference Entry Citation
Table of Contents Footnotes ru Research Citations & Bibliography Captions Index Table of Authorities ~
Again, a footnote is used to give credit to an author for a quote, at the bottom of the page the quote is one. Many
NB&ESHNDOK LILISNI F2NYFGa KFE@BS I ALISOATAO sl @ 2F OAlGAy3

Word on the References page, using the Manage Sources icon, you can later easily add a footnote place holder at
the bottomof the page,andthen uselnsert Citatiorto addthe dzii K2 NR& Yy I YS®

Textboxes

Occasionally, you may want to add text and place it, much as you might pliacagm A text box is one way off
adding text that can float above other items thre page,or to addemphasis to textsuchas haseendonehere.

Seealso021 Textboxeshttps://edu.gcfglobal.org/en/word/textboxes/1/

Additional conceptsandterms

A Template is a method of starg a file, such as a résumé; the document will include place holders for
yourinformation,andmay alreadyhavesome formattingInformationaboutcreatinga Résuméollows.

Annotations toolsallow userdo addnotesto a document,perhapsto share commets with the author.

Links are automaticallynsertedif youtype inawebaddress oemailaddressput youmayremovethese

automatidinks, orcreate links tather spotswithin youdocument.
Seealsoll Linkshttps://edu.gcfglobal.org/en/word/links/1/

Groupsmay Track Changesithin adocument,to seewho addedwhat items,andapproveor remove thechange.
Seealso026 Trackchangeshttps://edu.gcfglobal.org/en/word/trackchangesandcomments/1/
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External Word References

Online Word Referencdstps://edu.gcfglobal.org/en/word/

05 Text Basichttps://edu.gcfglobal.org/en/word/textbasics/1/

06 Formatting Texhttps://edu.gcfglobal.org/en/word/formattingtext/1/

07 Find and Repke https://edu.gcfglobal.org/en/word/usingfind-and-replace/1/08 Indents and
Tabshttps://edu.gcfglobalorg/en/word/indents-and-tabs/1/

09 Line Spacingitps://edu.gcfglobal.org/en/word/lineand-paragraphspacing/1/10 Lists
https://edu.gcfglobal.org/en/word/lists/1/

11 Linkshttps://edu.gcfglobal.org/en/word/links/1/

12 Page Layoutttps://edu.gcfglobal.org/en/word/pagdayout/1/

13 Printinghttps://edu.gcfglobal.org/en/word/printingdocuments/1/

14 Breakshttps://e du.gcfglobal.org/en/word/breaks/1/

15 Columnshttps://edu.gcfglobal.org/en/word/columns/1/

16 Headers and Footet#tps:// edu.gcfglobal.org/en/word/headerandfooters/1/ 17 Page
Numbershttps://edu.gcfglobal.org/en/word/pagenumbers/1/

18 Pictures and Text wrappihttps://edu.gcfglobal.org/en/word/picturesand-text-wrapping/1/ 19 Format
pictureshttps://edu.gcfglobal.org/en/word/formattingpictures/1/

20 Shapesttps://edu.gcfglobal.org/en/word/shapes/1/

21Text boxesttps://edu.gcfglobal.org/en/word/textboxes/1/

22 Aligning objets https://edu.gcfglobal.org/en/word/aligninegprderingand-groupingobjects/1/ 23 Tables
https://edu.gcfglobal.org/en/word/tables/1/

24 Chartshttps://edu.gcfglobal.org/en/word/charts/1/

25 Spelling and grammidattps://edu.gcfglobal.org/en/word/checkingpellingand-grammar/1/26 Track
changeshttps://edu.gcfglobal.org/en/word/trackchangesand-comments/1/

27 Inspecting documentgtps://edu.gcfglobal.org/en/word/inspectingand-protectingdocuments/1/28 Smart
Graphicdittps://edu.gcfglobal.org/en/word/smartarigraphics/1/

29 Styledttps://edu.gcfglobal.org/en/word/applyineand-modifyingstyles/1/
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https://edu.gcfglobal.org/en/word/indents-and-tabs/1/
https://edu.gcfglobal.org/en/word/line-and-paragraph-spacing/1/
https://edu.gcfglobal.org/en/word/lists/1/
https://edu.gcfglobal.org/en/word/lists/1/
https://edu.gcfglobal.org/en/word/links/1/
https://edu.gcfglobal.org/en/word/page-layout/1/
https://edu.gcfglobal.org/en/word/printing-documents/1/
https://edu.gcfglobal.org/en/word/breaks/1/
https://edu.gcfglobal.org/en/word/columns/1/
https://edu.gcfglobal.org/en/word/headers-and-footers/1/
https://edu.gcfglobal.org/en/word/page-numbers/1/
https://edu.gcfglobal.org/en/word/pictures-and-text-wrapping/1/
https://edu.gcfglobal.org/en/word/formatting-pictures/1/
https://edu.gcfglobal.org/en/word/shapes/1/
https://edu.gcfglobal.org/en/word/text-boxes/1/
https://edu.gcfglobal.org/en/word/aligning-ordering-and-grouping-objects/1/
https://edu.gcfglobal.org/en/word/tables/1/
https://edu.gcfglobal.org/en/word/tables/1/
https://edu.gcfglobal.org/en/word/charts/1/
https://edu.gcfglobal.org/en/word/checking-spelling-and-grammar/1/
https://edu.gcfglobal.org/en/word/track-changes-and-comments/1/
https://edu.gcfglobal.org/en/word/inspecting-and-protecting-documents/1/
https://edu.gcfglobal.org/en/word/smartart-graphics/1/
https://edu.gcfglobal.org/en/word/applying-and-modifying-styles/1/
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* POWEROINT**

Presentation Basics

Presentation graphics, such as PowerPoint can help people better understand what they hear, by adding visual
reinforcement. Many people retain information according to the following rates:

10% of what they read

20% of what they hear

30% of what they see

70% of what they see and hear...

... SO by adding a PowerPoint show: you can increase retention, as well as helping yourself, by providing a guide to gef
through the presentation.

For this class, you will use the following structure to reinforce audiestemtion:
9 Title Slideg Contains title of the presentation, Name of presenter including their title, organization, and perhaps
a date.
9 Topics or Intro or Objectiveset them know what you will cover
1 Body of the Presentatiog Contains slides of inforntian for presentation, one main idea per slide. You may use
graphs, pictures, etc. for clarity, or interest... if not over done!
f Conclusio{ dzY Y NAT S& (GKS LINBaSyidldAz2ys FyR YI1S8a | LE2A

MAXING A BURGER

Title " Qverview Topic 1 Topic 3 Conclusion/Recap

Design Consideration Basics, famnvs. projection, on site or away
Assume you will be presenting to a big room; make sure the audience members in the last row can see the presentatio
text.

If the presentation is to be displayed on a screen, especially in a poorly lit room with gwegadtor, use alark
backgroundwith contrasting light text

LF GKS LINBaSyialdiazy Aa YSFHyld (2 0S RAaLIX @SR 2y | dza!
contrasting dark text, but if you are unsure of the final delivery locationausark background.

Avoid the color red for text or backgrounds, it does not project well.

For that last row audience member, strongly considerke rule This rule states that there should be no more than 7
words per line, and no more than 7 lines [stide. PowerPoint by default uses fonts that | think are already too small,
and if you put too much text on the slide, PowerPoint further reduces the size of the text.

,2dz NBlIffeée ySOSNI aKz2dz R Llzi Fdz t & Sepiesentalidds tosippottIheNd I NJ
speaker, not to deliver all the content. Bulleted lists should be what is on the screen, and the speaker should provide tt
narrative. Additional handouts can be the reinforcement.

Steve jobs famously would occasionally just one word on a slide, to make a point.
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| strongly suggest making the title font size4H) and the top level bullet size 3®. Further, while serifs can benefit a
printed document to add clarity, a projected word at a distance loses the bendfiedferif, so typically you should
choose a weltesigned proportionally spaced saarif font for projection.

Every slide
should have a
title, and should

cover one main /a; A little bit about text shapes on computers, usually called fohitss includes the

idea Typically the| ¢, face, or, the shape of a letter and if it has got extra shapes to help you read it (eadfed)
Overview Sl'd_e or no extra shapes (called san sefifserifg'is a lot less likely to be read agjathana Sans
Iays.out the titles serif version

of slide to foI.Iow. Considetll, isthat the wordILL, or aruppercase i, a lowercase L, and a number 1?

_If the onemain ] The font sizeof the letter, measured in points... 72 points in an inch

idea does not fit The font color of the letter

on one slide, The attributes of a letter, such as bold and/or italic.

m.ake a second Another consideration is the spacing of letteifst ismonospace or proportionally spaced.
slide W_'th the Monospace letters all take up the same amount of room, where as proportional take less s
same title to

continue. monospace  proportional

Avoid 111 11l
overwhelming
animation or WOW WOW  Monospace words can be harder to read because of spacing
transitions. A
transition is how
the slide appears, animation is how the contents of the slide come in. If overdone, this can treaidisfrom you
message.

PR SEFYLXS mY L alg | LINBaSyidlidirazy 6KSNB (KS LINBaSyi
literally took 2 minutes for all the text to appear, and the audience had stopped paying attention.

BadexarhJt S HY L &l g | LINBaSyidlidAz2zy 6KSNB 020K GKS FyAYL
be surprised by what is going on, on the screen behind you. After a while, the audience seemed more interested in hov
the text would appear than witlwvhat the text said.

Bad example 3: | saw a presentation where each slide had a different colored background, different sizes and colors of
GSEGD® LGSY& 62dzdZ R 122Y Ay |yR 2dziX hiGKSNI LIS2 L) Sthaz2t R
delivery that they did not recall the message.

To avoid overwhelming, stick with two acronyms: CCC and KIS.
CCC: Clutter Creates Confusion
KIS: Keep It Simple.

When appropriate you should add a graphic; as the saying goes, a picture can be wantisanthwords. But 17
pictures on the same slide? Probably not improving your message.

Guy Kawasakpreaches thel0x20x30rule: no more than 10 slides, the presentation should be a maximum 20 minutes,
and no font should be smaller than 30 points.

! https://guykawasaki.com/the_102030_rule/
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Most people can recall -20 items; more than that you they may not recall some very important topic.

azald LIS2LXS KIFIGS | 1 YAydziS GGSydAaz2y aLl ys az dz/t Sa:
minute presentation can be a reach. Leawee for questions to fill your allotted time.

Hownottopresen¥ 52y Qi NBFR (GKS LINBaSydldA2yT LINF OGAOS (GKS |
notes. Practice in front of a mirror, and time yourself.

Failure to practice often leads one of two problems:
fumbling through the presentation, and losing your way (which leads to losing your audience), or
rushing through the presentation, which does not allow the audience time to digest what was said.

52y Qi aLISI 1 G2 dokKté&t withybius dhigience, or af I&ast Bak Ske you are making eye contact with
the audience. Scan the room looking above the faces if eye contact makes you uncomfortable. Find a clock and make
sure you are sticking to you pace. Put your watch or phanthe podium where you can see it.

Assume it will not work Have a plan B. Do you have a copy of the presentation on a thumb drive, in case the one you
SYFAf SR R2SayQid 3ISiG Lzi 2y GKS O2YLIzi SNI Ay (ekhéreidd®d Y K
a working internet connection? Did you save it as a ppsx as well, in case their version of PowerPoint is too old to show
your new file?

But you do have to deal with Implications of these actions, especially file size, and potential cdpgtight

t AOFAaE2RI NH2& S t A0l a42Q4a NMHzZ SX AF &2dz {y2¢ Fff (GKS NJ
how to paint realistic people and scenes, he chose to make simplistic images on occasion to better tell his story.

If you areworking with a specialized crowd, trying to make a particular point, or if you think it will aid you to tell a better
tell a story, etc., break a rule or two. But you have to prove you can follow the rules before you can start breaking the
rules, especidy in this class.

0As the maxim goes, rules are for the guidance of wise men and the obedience of fools. Break all of these rules at onc:
YR R2y QG o0flYS dza AT €2dz SYR dzLJ ¢A0K | &aONBSyYy TdzZ t
can happerg 2

2 https://buffalo7.co.uk/three-powerpointpresentationdesignrulescanbreak/
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Making a presentation

PowerPoint

Presentation Tips

Reeall:
Title slide Title Use iuagies
Name hftt eep it
9 swpre;
- WESE A
Overview Overview Eransition
. 1st Topic o
slide 2nd Topic Balimation

3rd Topic

st Topic
Body

slides

Recap &

Conclusions
Remind the audience
of the important points
the bring it all together
with a conclusion
{Don't add information on condusion that wasn't in presentation)

Fellow the
FxF vule

Recreate the following Presentation: Making a burger

Page |52

Begin by opening PowerPoirity Windows seleﬂ Startandbrowsethe listing or click in the Search bar typing
PowerPoint... when locatedelect the icon

Email

i Best match

:i @ PowerPoint
.} App

} Apps

I Windows PowerShell
Windows PowerShell ISE
Windows PowerShell (x86)

Windows PowerShell ISE (x86)

Search the web

k| /D power - See web rasults

Web More =

E L2 powerPoint

Select Blank Presentation, to get the following screésur screen may differ, depending on version.

PowerPoint
> App
>
> = Open
>
Recent

>

3 5

Feedback

: a0 e g
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Microsoft Office PowerPoint
Presentation2 - PowerPoint Collins Craig &3l
Transitions Animations Slide Show Review View Add-ins Help Acrabat Q Tell me
E- At 2| B SRl = =- Ui 1) O el
=] e o r‘<>J | [hlll Kaw
New B T U S ascV. A al A Shapes Arrange Editing Create and Share Request
Slider O7 < @ v Adobe PDF Signatures
Clipboard Slides Font Paragraph Drawing Adaobe Acrobat A

1

Click to add title

Click to add subtitle

| prefer to keep my hands on the keyboard, and to maximize my time. Rather than using the standard view, | prefer

Outline view.

Q@ Tell
Next to the Iightbulb’con at the top right, you may typ®utline view, or

12

click the Normal vie icon at the bottom of the screen twice.

Presentation2 - PowerPaint

Callins Craig Eal

View Add-ins Help Acrobat Q Tell me

Transitions Animations Slide Show Review

Il ) O

. r‘<>’ 0 z [hlll 8 Ko

Editing Create and Share Request
- Adobe PDF  Signatures

- =
Slide~ O
Clipboard & Slides Font Paragraph Drawing Adobe Acrobat -

Shapes Arrange

1

Click to add title

Click to add subtitle

Click here TWICE to enter Outline mode

= Notes @ Comments Bl B = - 1 + 61% [H

Slide 1 of 1
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Click next to the small box in the upper left hand window, and start typing... what you type here shows up in the main

Design Transitions

D - Calibri Light (Heading = |60 -~ A A 4 "~

. €3
b2z e B I U §acf-pa- ¥-A- _©
v Slide - =B
Clipboard Slides Font M

1[] € Click here and type

window.

In ouline view, you may leave your hands on the keyboard, and not have to reach for the mouse.
Three rules:

At the end of each line, you press the enter key, and it stays at that level of the outline.

If you wish to increase the indent into the outlidg, press [Tab].

If you wish to decrease the indent of the outliaie, press [Shift]+[Tab].

Yes there are icons to increase and decrease the indent, but that can interfere with your train of thought when trying to
quickly created your presentation.

Presentation2 - PowerPoint Collins Craig Ea) =

Design Transitions Animations Slide Show Review View Add-ins Help Acrobat Q Tell me r‘;_;_ Share

Y =~ = =. Ty O
- A AT Rt = J pe £1
D i . Calibri (Body) 24 A A @ - ¢ r|<> O [hll'l A
Paste o New B I U S abe&N- pa~ aby . A - = Shapes Arrange Editing Create and Share .Requst
@ Slide ~ = = < © v Adobe PDF  Signatures
Clipboard & Slides Font Paragraph [F] Drawing Adobe Acrobat -~

1] Making a burger

\ F Craig Collins

Press [Tab] to indent or press Increase Indent

Making a burger

R. Craig Collins
Click to add notes
slide1of 1 [[2 = Notes B =52 B T -—8 + 49% [H
fuzersssert | ———————— e G ]

You shouldalways start your presentation with a slide that lets folks know who you are and what you are covering.
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Professions typically are making an assertion that they will support... in our simple presentation we'll just have a
meaningful title.

To duplicate whial have so far, again click next to the 1[] top left, and type: My First Presentation.

Of course, a better title wouldctually tell the people what the presentation was going to be aboutse your arrow

keys, and move to get back to the beginning of My First Presentation line. Just as Word can edit text, PowerPoint can
to; replace the My First Presentation text with

al TAy3 | . dzNBSNXY» tNBada (KS w9yiSNB (1Sez (GKSYy GKS ¢l ¢
a preview simdr to the image above.

Hit the enter key to start a new line.

2SS R2y QG ¢yl (G2 o0S G GKAA fSOSfT |- 3y, press [BhiftB- BaN|EThisishould 2 |
create a new slide.

Note: when at the highest level, pressing the hkey automatically inserts a new slide, using the default type: Title
and Text (with bullets). You may also choose other types of slides by clicking the New Slide button.

A normal outline looks like this:

I. Major topic
a. subtopic
b. subtopic
i. detail
ii. detail

Il Next topic
a. sub topic
i. detail

and so on.

In Word, when using an outline number list, or when in PowerPoint's outline view,
[Enter] starts a new entry at the same level you are on

[Tab] moves the current entryight' one level, such as from major topic to subtopic.
[Shift] [Tab] moves the current line left, such as from subtopic to major topic.

(You may also use the New Slide button, or the increase and decrease buttons on the HQme tab

Presentation2 - PowerPoint Collins Craig Ea)

Design Transitions Animations Slide Show Review View Add-ins Help Acrobat Q Tell me r!;j_ Share

= =15 |G .. =12z D O

D Calibri (Body) R FZ IR WA ‘_i_ ¢ "Z‘>'I O = [hil'l ég—‘"
Paste New B I U § abch - pa~ aky pr—ta— Shapes Arrange Editing Create and Share Request

v Slide ~ - ‘ =E== v < v Adobe PDF Signatures
Clipboard Slides Insert Mew SI\deFmDecrease/Increasg IIF]C’ierkgraclramﬂ P} Drawing Adobe Acrobat ~

So if you are at thelide level, [Enter] makes a new slide, and [Tab] moves from major topic to subtopic, etc.
Make sure your cursor is in the outline, next to 2[].
This will be our overview slide, which briefly describes everything you want to present.

Some folks think ahis as the mapping slide... which shows how the presentation will progress; at any point you need to
let the audience know what you going to discuss, to prepare them to better retain the material.

For this simple presentation, type Overview to add a tibl¢he slide.
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Press the [Enter] key, then the [Tab] key to move from the title to the bulleted list, then type
Get a bun. Press the [Enter] key.

This moves the next line of the bulleted list. Now type Cook Patty. This creates a new entry at the shrRedss the
[Enter] key, to start a new line, and then type by Put Patty on Bun.

This would be a good time to save your presentation, perhaps calljogiibametest.pptx.

This is what you should have, so far.

i € "
Making a basrger

By Craig Civdng

Orverviews

= Gt b Bus

* Cook Pacy Overview

= Put patty on ben

* Getahbun
* Cook Patty
* Put patty on bun

We are now ready for slide 3. As alwagfsthe end of a line, click Enter.

There are several ways to lay out slides, but it is important to limit each slide to one main idea, and not overload it with
text. Some folks use a slide with an assertion related to the first topic, a graphic thaehkaggo be discussed, and will
identify key assumptions at the bottom.

In this simple presentation, we'll use talking points.
Make slide 3 look like:

Get a bun
Open Package
Take out bun
Put bun on plate
Notice that we took our major topic from theverview slide, and just added details.

Make slide 4 look like:

Cook Patty
Open Package
Take out patty
Put in Microwave
Follow cooking instructions

Make slide 5 look like:

Put Patty on Bun
Using a spatula, remove patty
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Place patty on bun
Add lettuce and catsup
Add additional items to taste
At the end of your presentation, you need a summary... perhaps remind them of the key points you made, and the
deliver what you hope they learnedgain, it could be a summary statement, a graphat puts it all together, and
perhaps a request for questions, but again, we will be using talking points in this simple presentation. Make slide 6 look

like:

Conclusion
Follow 3 simple steps
Get a bun
Cook patty
Put patty on bun
Making Burgrs is easy

The top part is the recap

This part is the conclusion.

Enjoy! PS this part is a really BAD conclusion
*unless you have high cholesterol in the future you should do better

Additional sound effects, movies, pictures, etc. can be added theninsert menu. More on this later.

The next step is to know where the presentation is to be delivered, and make sure you lay your presentation out so yol
entire audience can read it as you discuss it. For this presentation we are going to make sam@iaasu

1) you have the typical lousy projector, lights have to be dimmed for folks to see what you have, and

2) itis a deep room with some folks fairly far away from you.

To deal with these two issues, we will use a dark background with light tesbitrast, and big, easy to read fonts.
Choose théesigntab, and select a theme. Experiment with some samples, | like Damask, but none are really good.

H -0 B =

Presentation2 - PowerPoint Collins Craig B

File Home Insert Transitions Animations

Slide Show Review View Add-ins Help Acrobat O Tell me '!:;'r Share

[ [ C T
EEE=m= EmE=m- - EEE=ae - _ Slide Format
"l Size- Background
Themes Variants Customize A
1] Making a burger = ore =
R. Craig Collins Each theme uses its own unique set
of colors, fonts and effects to create
2 Qverview the overall ook and feel of your
- Get a bun slides.
= Cook patty

= Put patty on bun

Get a bun

= Open package

= Take out bun

* Put bun on plate

Cook patty
= Open package
» Take out patty
= Put in microwave
- Follow cooking directions

Put Patty on bun
= Using a spatula, remove patty
= Place patty on bun
= Add lettuce and catsup
- Add additional items to taste
Conclusions
= Follow three simple steps
= Get a bun

- Cook patty
* Put patty on bun
= Enjoy

Slide 1of6  [2

PowerPoint has tons of themes to
give your presentation just the right
personality. Right-click any theme
for more ways to apply it.

Making a burger

R. Craig Collins

Click to add notes

Znotes [H oo B T -1

4%%

L3
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Presentation2 - PowerPoint Collins Craig B

Transitions Animations Slide Show Review View Add-ins Help Acrobat Q Tell me

O &R

Slide Format
Size » Background

= -

Variants Customize ~

CONCLUSIONS

« Follow three simple steps

* Getabun
* Cook patty
= Put patty on bun

7 &
Aa
e -
= Enjoy
wse for Tl
Browse forTheme * Unless you have high cholesterol
Save Current Theme...

ol E

L

R ——
« Using a spatula, remove patty
» Place patty on bun
« Add lettuce and catsup
« Add additional items to taste

6[] Conclusions 2
« Follow three simple steps
» Get a bun
» Cook patty Click to add notes
= Put patty on bun
* Enjoy
= Unless you have high cholesterol

Selecting Damasg sieees = 2notes JE 22 @ =

-—1 + 49% [

Return to the Home tab.

Now, let's run the presentation. Press [F5] to starnfrthe beginning, or click

the presentation icon in the lower corner to start the presentation from the

current slide. R

Okay, not bad, but a little boring. And, the font is too snidi, o the View tabglickSlide Master...

H -0 T - Presentation2 - PowerPaint Collins Craig 53}

File Home Insert Design Transitions Animations Slide Show Review Add-ins Help Acrobat Q Tell me

= = = o1 E= Weztl F= =] O Ruler }‘—1 =, B Color =1 H Arrange All |
ES) G2 [EShIEINEC] = JEEy = (8 Q @ = ==

5 S 2 S [ Gridlines S = Grayscale = % Cascade ¥
Normal Outline Slide Notes Reading | Slide Handout Notes i Notes Zoom Fitto ) New . Switch Macros
View Sorter Page View |Master Master | Guides Window i Black and White  \yindow [ Move Split  windows -
Presentation Views Master Show ] Zoom Color/Grayscale Window Macros = A
1] MAKING A BURGER Slide Master View =
R. Craig Collins Master slides control the look of
your entire presentation, including

2 OVERVIEW colors, fonts, backgrounds, effects,
. Getabun and just about everything else.
+ Cook patty You can insert a shape or a logo on
» Put patty on bun a slide master, for example, and it
will show up on all your slides
3 GET A BUN automatically.
« Open package
= Take out bun

= Put bun on plate MAKING A BURGER

4  COOKPATTY
» Open package R. Craig Collins
« Take out patty
* Put in microwave

« Enllrus ranbinn Airactinne
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...and select the Titland Content slide... the one below the title

Presentation2 - PowerPoint Collins Craig 3

Insert Transitions Animations Review View Add-ins Help Acrobat Q Tell me what you want to do Q Share

. — . R = =]
= &g ] o [ Colors - &3] Background Styles ‘ [ a
% ’?1, Rename i Fonts~ [_] Hide Background Graphics _
Insert Slide Insert Insert Footers  Themes Slide Close
Effects ~ o -
Master Layout Placeholder ~ v [:] Sizev = Master View

Edit Master Master Layout Edit Theme Background x| Size Close ~

Select Title and Content Slide

CLICK TO EDIT MASTER TITLE STYLE

Edit Master text styles
* Second level
+ Third level

* Fourth level

- Fifthlevel

2
¥
Slide Master  [[2 B 28 B 7T - 1 + 61% [
Highlight the texin the big box
H -0 T Presentation2 - PowerPoint CollinsCraig = X
File Slide Master Transitions Animations Review View Add-ins Help Acrobat Format Q Tell me 9,_ Share
o X |ﬁ' y O (y D~ PFind
By ~ = &7 [7 . 2B Replace -
Paste | New == Shapes Arrange Quick
Y. > Slide ~ v *  Styles~ Q- Iy Select~

Clipboard 1= Slides Font 7] Paragraph {F Drawing {7 Editing ~

. }Edit Master text styles
. Econd level

+ [Phird level H
1

. iFourth leve

- it tevel|

X select the Home
tab, and increase the size of all the text items by clicking the [A”] button... | like the first line font size to be bé®veen
and 4.

Now the text @an be read from the back of an auditorium. Click Slide Master and close the tab.
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Now let's change to Slide sorter view. In the lower left hand corner, choose the four box icon.

!

[EEER=

From here, you may right click and hide a slide, or drag a slide fromlace g another, or apply transitions. Select a
slide or slides, then on the Transitions tab, choose a transition. | like Fade

HS O

File

™ =

Home Insert Design Transitions Animations

Slide Show

Presentation2 - PowerPoint Collins Craig i3

Review View Add-ins Help Acrobat Q Tell me

| = | ) "‘L, Sound: [No Sound] v Advance Slide
N N 4 & s :
== - &= =4} - (Y Duration: 0200 o On Mouse Click
W =
None Morph Fade Push Wipe Split . E‘,AppIyTo All O] After: |00:00.00 *

Preview Transition to This Slide

*Getabun
MAKING A BURGER

R Craig Collina

+Cook patty
*Put patty on bun

Timing

* Open package
*Take out bun
+Put bun on plate

3

1 2

i e “

As with Word, in order to add images, you use Insert/lmage/frorh ClipArt... to add a picture of a hamburger on the first
or lag slide, double click the slide to go back to the Outline view for that slide, then insert an image. You may select
Creative Commons images that you are free to use.

Additional tricks can be done with custamimation. Go to the last slide, making sure yane in hormal outline view;
click the text box, you should a box with dashed lines...

THEN choose the Animation tab, and select Appear.

This will bring in items a paragraph at a time, instead of all at once.

H -0

File

™ =

Home Insert Design Transitions

Presentation2 - PowerPoint Collins Craig B

Animations Slide Show Review View Add-ins Help Acrobat Q Tell me

— =‘3* E;{-‘(Ar\imation Pane P Start: ~  Reorder Animation

e '_‘b' Loy dh o A Trigger ~ (5 Duration: Auto
JEVIEW None Appear Fade FlyIn B ect D a
> = Options ~  Animation ~ (5 Delay: 00.00
Preview Animation [ Advanced Animation Timing ~

Preview Animations

Play the animations on this slide.

= Geta bun
« Cook patty
= Put patty on bun

3 GETABUN
» Open package
= Take out bun
= Put bun on plate

4 COOK PATTY
= Open package
» Take out patty
* Put in microwave
= Follow cooking directions

5 PUT PATTY ON BUN
= Using a spatula, remove patty
= Place patty on bun
» Add lettuce and catsup
= Add additional items to taste

CONCLUSIONS
» Follow three simple steps
* Get a bun
* Cook patty
* Put patty on bun

E

1

* Enjoy

¢ Unless you have high cholesterol

Note for academic presentations, you also dde include your references... making a burger does not require these

citations.
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Finally, when printing, you may print slides, handouts, or notes. If printing handouts, | choose 6 slidegepangd
print in Pure Black and White for the best results.

P : 3 s : g
@ It might be easier to see all the options by looking at a previous version
1 B
Print —
Printer
oee I ‘ Copies: [1 = Hame: i AdobePOF [2] [ eropertes |
— = Stats:  Ide (g Printer
Open Type:  Adobe PDF Converter { :
Where:  Documents\".pdf
Print Comment: IPnt to file
Save L Print range Copies
oM Current side Selection Number of copies:
Save As P ri nter - Custgm Show;. [ E 1 B
z ~
WTC Faculty Lounge Enter side numbers andor side . For 3
Save as Adobe .gé o/ 9 b I,;:';qz e
PDF | Ready [V Collate
Printer Properties Print shats _ Hendouts
Sides [ s [ 61v] []8)]
s i . |EE
Settings Handauts @l O i) (809
_ ~ Notes Pages —
Print All Slides Outine e [ scale to it paper vt yden sies
......................... Pri % y ». Color [+ | Frame dides | High quality |
rint entire presentation || = R raeis e Ak it
Grayscaie
Pure Block and White
Full Page Sides ==n o) Cow |
5 i
Print 1 slide per page e
Print on Both Sides N
Flip pages on long edge
Acconnt Collated .
123 1.23 123
Feedback il
Color v

Options

Edit Header & Footer

See also 11 Printing
https://edu.gcfglobal.org/en/powerpoint/printing/1/
Learn how to print your slides.

Save your presentatn as yournameest.pptx

A


https://edu.gcfglobal.org/en/powerpoint/printing/1/
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** POWEROINT2**

Picture tools
As shown in Part 1, inserting an image into PowerPoint opens a hew set of tools. | try to use my own images, or image
from Creative Commons to avoid copyright issues.

e 1011 (2 & Notes 8 Comments B ] + 15 @B

[ SG§Q&a RA 3 irdto the kngé fods, 8k $o8 ¢aS ddIso much more than just insert.

¢KS AYIF3S AdasSt Fontkd silesyand gbknkery'tRat cAriibE @editoks&ale the image. Click a corner handle
and drag toward or away from the opposite corner to scale the image proportionally; click and drag the top, bottom, or
side handles toward or away from the opposite sidelistort the image.

O

The @ arrow tool is used to rotate the image.
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Other Image tools available when you select an image.

Presentation] - PowerPoint Collins Craig 53l

Design Transitions Animations Slide Show Review View Add-ins Help Acrobat Q Tell me ’!:;'r Share

D [& Online Pictures "Z‘;I 3 2 3D Models - 3 + D 4 B 0 4
= | ]
. 4 Screenshot - ] SmartArt []
New Table  Pictures Shapes lcons Add- Zoom Comment  Text Header WordArt Symbals Media
Sider | - = Photo Album - 10 Chart insv | - Box &Footer - [0 - <
The Insert R'bbc Slides Tables Images Ilustrations Links Comments Text -

Views of the pop up Drawing ribbon items available when an image is selected
H -0 3 = Presentation1 - PowerPoint lEal =

Caollins Craig

File Home Insert Descign Transitions Animations Slide Show Review View Add-ins  Help Acrobat Format Format Q Tell me r!:_‘-;_ Share
~ OO a HER — — ﬁShapE Fill = A“ A - o _1Bring Forward ~ (e g-ﬂ .
A ] . 2 = b s
AL E:> & - Abc | Abc ‘ Abc | - E Shape Outline ~ Q‘) . L - T 0 Send Backward ~
- - _J o — uic It 7 qan -
CIRARER S5 - ~ | CF Shape Effects = Styles - &~ Teut El; Selection Pane fho | |14 hs
Insert Shapes Shape Styles m WordArt Styles = Accessibility Arrange Size [F] -~

H -0 T - Presentation1 - PowerPoint

File Home Insert Design Transitions Animations  Slide Show Review View Add-ins  Help  Acrobat Format

Corrections = :Et f— E Picture Border = S 1 Bring Forward - [ E -
Color~ - ol amdl] | el amed® - O} Picture Effects - A 1 Send Backward ~ z
— It rop =37 940 -
3] Artistic Effects = ‘0] ~ - E—‘D Picture Layout - Text El} Selection Pane k- o MU .14 hd
Adjust Picture Styles M Accessibility Arrange Size [F] -~

Sometimes the image hagransparent background, as shown below.
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The color can be removed with the Remove Background Tool.

o

Remowve
Background

While the image is selected, click the Remove Background button to get theifglovenu

=1
QO @ & T Vv

Mark Areas Mark Areas Delete  Discard All Keep
to Keep to Remove Mark Changes Changes

Refine Close
Click Mark Areas to Keep, and DRAW a line around sections of the image to be retained, then click Keep Changes.

See a video of using this tool at
https://support.office.com/enus/article/removethe-backgroundof-a-picture-c0819a6268444190-8d6 7-6fb1713al2bf

The Corrections tool can adjust the Brightness and Contrast
H -0 T = Presentation1 - PowerPoint Drawing... Collins Craig

File Home Insert Design Transitions Animations Slide Show Review View Add-ins Help Acrobat Format Format

[ i - 4 pi - i - g
Corrections = ! L# picture Border D .1 Bring Forward |(,
= Sharpen/Soften ~ &3 Picture Effects ~ AF 0 Send Backward ~ ) c
er = r¢
B3 - |7 5L Picture Layout ~ Text Ell; Selection Pane A~ ]
e e e e e & Accessibility Arrange
1 Brightness/Contrast

%f Picture Corrections Options...

You can also select an in&ag

<
puf
>+
-+


https://support.office.com/en-us/article/remove-the-background-of-a-picture-c0819a62-6844-4190-8d67-6fb1713a12bf
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H -0 3 = Presentation] - PowerPoint Drawing... Collins Craig
File Home Insert Design Transitions Animations Slide Show Review View Add-ins Help Acrobat Format Format
Corrections = :Q: zpicture Barder ~ P 1 Bring Forward = ¢~
Color ~ E‘g = ol | ot | | sl - | & Picture Effects ~ o 0O 5end Backward - p
: — t r
Artistic Effects = E";l From a File... L s E—,‘j Picture Layout - Text E[} Selection Pane k- g
Adjust ’j‘a From Online Sources... Picture Styles i Accessibility Arrange
1 ':I:—j From [cons...
A; Fram Clipboard...

The Color tool can change the color of the image

9 Corrections

E.E| orrections =

3 [d] Color ~ ) | | el
Remove

Background = Color Saturation

LYY Y LY

Color Tone

‘S oS eese

L R

% More Variations

k]
¥
ki

»
M Set Transparent Color

&»l Picture Color Options...

The Artistic Effects tool can make your picture look more like a sketch or painting
(23] Artistic Effects~ 4] ~

QJ Artistic Effects Options...

L¥ &2dz 3SG OFNNASR lgleXx e2dewayivvas: t 6 2a wSaSad GKS LIA
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H -0 3 = Presentation1 - PowerPoint .. Collins Craig
File Home Insert Design Transitions Animations SlideShow Review View Add-ins Help Acrobat Farmat Format
Corrections = :Et D Picture Border = S .1 Bring Forward - [
Calor = E‘g S el | ol | | el + | & Picture Effects ~ AIIZI [ Send Backward = [f] .
— t ri
23] Artistic Effects~ 4 = = 5L, Picture Layout ~ Tt El; Selection Pane "k~ g
Adjust 4 Reset Picture Picture Styles ra Accessibility Arrange
1 “L] Reset Picture & Size

2dz Oy IRR tAQGdz2NBE {iGef ~arrov®exdpadR®R FTNI YS SFFSOGax Of A

H -0 g - Presentation] - PowerPaint ) .. Collins Craig

5

File Home Insert Design Transitions Animations Slide Show Review View Add-ins Help Acrobat Format

Corrections = :Et

ki

—— = Border = s .1 Bring Forward ~ (=
[ad] Color - Bo- ol | ot | | el antmaill = Effects - AIIZI 01 Send Backward ~ L& -
—— t r
Artistic Effects = "] - : Layout = Selection Pane < -
@ y Tt O “A
Adjust A bl Al
ljLis E g @ ceessibility rrange
1
F—— — -
ol | | | il
F— - F— :: F e
5 —| || (] [
-
sl
e e e
el :

L
t

OKIy3aS (KS 02NRSNJ O2f2NBEX ¢gSAIKAIZ 2N f A\

H -G 1:\? & Presentation] - PowerPoint Drawing... Collins Craig

File Home Insert Design Transitions Animations Slide Show Review View Add-ins Help Acrobat Farmat Farmat

Corrections = :Et E Picture Border = = 1 Bring Forward - [z -
Calar - E‘g - il | il aml = Theme Colors O Send Backward ~ L] 5
= = - r
Artistic Effects~ “0 - T H EEEENERE EbSelection Pane Sk - ]
Adjust Picture Styles v Arrange
“ g I AT
Standard Colors
HE EEEER
No Outline

2 ClICk tO add tlt vy More Outline Colors..,

. 2 Eyedropper
I = Weight 3
— == Daghes 3 m

Again, feel free to experiment with options, as you can always Reset the image back to/thhevas a moment ago.

But there are even more tools to explore.
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. 2dz Oy FdzZNIKSNJ Y2RAFE (GKS tAOQOGdz2NB {i(GefSa FNIYS 2LIA:

H -0 T - Presentation] - PowerPoint Drawing... Collins Craig
File Home Insett Design Transitions Animations Slide Show Review View Add-ins Help Acrobat Farmat
Carrections = :Q: Epicture Border - 1 Bring Forward - | -
e F— - -
Calor - E‘g = P e - & Picture Fffects - ‘A.It 0 5end Backward ~ z
1 — rc
23] Artistic Effects - 0] ~ T ; lext Eh Selection Pane ] o
»
Adjust Picture Styles Breset ssibility Arrange
1 r——
sl | Shadow 4
-
. ==l Reflection *
B . ,
2 Click to add tit == s«
e ==t Soft Edges '
S peve
—
‘ == 3-D Rotation *

X 2NJt AQGdzNB [ | &2dzid

H S 3 T - Presentation] - PowerPoint Drawing... Collins Craig

File Home Insert Design Transitions Animations Slide Show Review View Add-ins Help Acrobat Format

Carrections = j;l: 2 Picture Border = .1 Bring Forward = [T -
Color~ E‘g - il : ; g + L@ Picture Effects - ,!A_‘? 1 Send Backward - 7
Ar‘tistic Effects~ ‘9 ~ - E-:, Picture Layout = Text EL} Selection Pane "k I'70p
Adjust Ficture Styles - l:":l - |:|
wt I
. L om ] DED
= B a0 b
O &0 &
AL . T =0 OE
2 Click to add tit o H =3 B
O = o=

||;|:
s

N [N

<+ Gl

—e-o [0 E==

E= TEE oo

5
Alt Text allows you to caption an image with a meaningful description for Screen réadensaloud when a visually

impaired user is taking in the presentation. You can also position an image above text, or behind text, or crop an image
to make it smaller.

(]
TYE L

Bm S 5‘@«@ %

E -0 .':,L? = Presentation] - PowerPoint Drawing... Collins Craig

File Home Insert Design Transitions Animations Slide Show Review View Add-ins Help Acrobat Format

Carrections = :Q: 2 Picture Border = 1 Bring Forward - |2 -
F— Fo
Color~ E‘g - ol = L& Picture Effects - o 0 Send Baclkward - a
— . rop
Artistic Effects ~ ] - T E‘a Picture Layout - Text Eh Selection Pane - o

ki
L]
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Additional Resources

1 Getting Started with PowerPoihttps://edu.gcfglobal.orgen/powerpoint/getting-started-with-powerpoint/1/
2 Understanding OneDrivetps://edu.gcfglobal.org/en/powerpoint/understandingnedrive/1/
3 Creating and Opening Presentatidnitps://edu.gcfglobal.org/en/powerpoint/creatingand-openingpresentations/1
4 Saving Presentatiofmstps://edu.gcfglobal.org/en/powerpoint/savingresentations/1/
Working with Slides

5 Slide Basics

https://edu.gcfglobal.org/en/powerpoint/savingresentations/1/

6 Text Basics

https://edu.gcfglobal.org/en/powerpoint/textbascs/1/

7 Applying Themes

https://edu.gcfglobal.org/en/powerpoint/applyinghemes/1/

8 Applying Transitions
https://edu.gcfglobal.org/en/powerpoint/applyingransitions/1/

9 Managing Slides

https://edu.gcfglobal.org/en/powerpoint/managinglides/1/

10 Using Find & Replace
https://edu.gcfglobal.org/en/powerpoint/usingind-replace/1/

11 Printing

https://edu.gcfglobal.org/en/powerpoint/printing/1/

12 Presenting Your Slide Show
https://edu.gcfglobal.org/en/powerpoint/presentingour-slide-show/1/

Text and Objects

13 Lists

https://edu.gcfglobal.org/en/powerpoint/lists/1/

14 Indents and Line Spacing
https://edu.gcfglobal.org/en/powerpoint/indentsaand-line-spacing/1/

15 Inserting Pictures
https://edu.gcfglobal.org/en/powerpoint/insertingpictureg1/

16 Formatting Pictures
https://edu.gcfglobal.org/en/powerpoint/formattingpictures/1/

17 Shapes

https://edu.gcfglobal.org/en/powerpoint/shapes/1/

18 Aligning, Ordering, and Grouping Objects
https://edu.gcfglobal.org/en/powerpoint/aligningrdering-and-groupingobjects/1/
19 Animating Text and Objects
https://edu.gcfglobal.org/en/powerpoint/aligningprderingand-groupingobjects/1/
More Objects

20 Inserting Videos

https://edu.gcfglobal.org/en/powerpoint/insertingzideos/1/ 21 Inserting Audio
https://edu.gcfglobal.org/en/powerpoint/insertingaudio/1/

22 Tables

https://edu.gcfglobal.org/en/powerpoint/tables/1/

23 Charts

https://edu.gcfglobal.org/en/powerpoint/charts/1/

24 SmartArt Graphics
https://edu.gcfglobal.org/en/powerpoint/smartargraphics/1/
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Review and Collaborating

25 Checking Spelling and Grammar
https://edu.gcfglobal.org/en/powerpoint/checkingpellingand-grammar/1/
26 Reviewing Presentations
https://edu.gcfglobal.org/en/powerpoint/reviewingresentations/1/

27 Inspectingind Protecting Presentations
https://edu.gcfglobal.org/en/powerpoint/inspectingnd-protecting-presentations/1/
Customizing Your Presentation

28 Modifying Themes
https://edu.gcfglobal.org/en/powerpoint/modifyinghemes/1/

29 Slide Master View
https://edu.gcfglobal.org/en/powerpoint/slidenasterview/1/

30 Links

https://edu.gcfglobal.org/en/powerpoint/links/1/

31 Action Buttons
https://edu.gcfglobal.org/en/powerpoint/actiorbuttons/1/

32 Rehearsing and Recording Your Presentation
https://edu.gcfdobal.org/en/powerpoint/rehearsingand-recordingyour-presentation/1/
33 Sharing Your Presentation Online
https://edu.gcfglobal.org/en/powerpoint/sharinggour-presentatiorronline/1/
Extras

35 New Features in Office 2019
https://edu.gcfglobal.org/en/paverpoint/new-featuresin-office-2019/1/

37 Using the Draw Tab
https://edu.gcfglobal.org/en/powerpoint/usinghe-draw-tab/1/

38 Working with Icons
https://edu.gcfglobal.org/en/powerpoint/workingvith-icons/1/

Page |69



Microsoft Office Excel Page |70

*EXCEL**

Excel Crash Course

Microsoft Word Tables vs. Microsoft Excel Tables
Microsoft Word is used to manipulate worda.Word, you can create tables to organize material into rows
YR O2fdzvyyaX &dzOK & G2 2NBFYAT S | NBadzysSo

You can even do a simple formula in a Word table:

Clickthe cell you want the formula in; the Table Tools ribbon appears, select LayoutxtRermula

B H S0 - TABLE TOOLS
FILE HOME INSERT DESIGM PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW DESIGN LAYOUT Collins Craig ~
[3 Select~ [} Draw Table P [ Insert Below Merge Cells | & []|02" B BEE A= E Al Repeat Header Rows
[EH View Gridlines DEraser b Ix | £ Insert Left E Split Cells 5 217 : EE BEE T_b el SZ [ Convert to Text
elete nsert . ext €l ort
%Proper‘ties - Above 2 Insert Right % Split Table = AutoFit = E E = pirection Margins
Table Draw Rows & Columns ] Merge Cell Size ] Alignment Data -
L 1 # 1 i® 3 4 % 5 (. - 7
- Formula 7 X
Formula:
=SUM{ABOVE)
Mumber format:
In Word, you can create tables to erganize material into rows and columns... - =
Paste function: Paste bookmark:
formula
1
= |
[m}
This cell is the result of sum(abovg) | 2
dzu 9 EOSt A& dzZaSR 02 YIYyALMWzZElIuS ydzYoSNAX a2z Adu
H ©- s Book1 - Excel 7 @m - x
FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW Collins Craig ~
o L L= - A . .
D 3{) Calibri T AN ==E ’y/v % General - %Cundltluna\ Formatting %"Insert Z %Y H
Pact E@v ” ’;FurmatasTable' " Delete - m' Sort & Find &
aste B I U- - - - EEE=EsEE B - % o SN = o n
- ¥ - - L $ s LFCEIISt}rIes' (= Format - Z " Filter~ Select~
Clipboard = Font ] Alignment ] MNumber ] Styles Cells Editing -
AL - f v
A B C D E F G H J K. L M N o] -
(N
2
3
4
5
]
7
8
El
10
Sheet1 (O] [ 3

\x/

READY i) M o-——+ 10

pufi

NI SN
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Excel camo formulas, functions (compound or complex formulas), create charts, and much, much more.

Word can format text, Excel can format text
Word can use a table, Excel is a table, with rows and columns intersecting in cells Word
can put a crude formula in able,Excel is built on robust number crunching

On paper In Excel

1+1=" =1+1, then hit enter key
the cell holds the formula,
but the cell displays the
answer

(To see the formula, press [Ctrl] ~; to get
back to regular view, press [Ctrl] ~ again

+
e

A B
1

ol

1
=al+a?

AIWIN|F

=

2. either type in the cell address

that hold the first number you

want to add, or click on the cell

that hold the number you wish to

use

choose the math you want to dg)

4. enter the next value by typing in
the cell address that hold the next
number you want to use, or click
on the cell that hold the number
you wish touse

5. Hit the enterkey

w

A B

+
PR R

1
1
1

ol
AWNPEF

Ly !'nmx OftAO1 1 02
that range autosummed, which is a fancy
formula called a function. The result wou
look like =SUM(A1:A3).

More on ranges and functions below.
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A range is a group of cells, defined by upper left hand cellemddower right hand cell
address, such as A1:B2 is
A B

AIWIN|F

This could be use in another function (a more complex formula) such as =SUM(al:b2) would
yield 10

Many functions are started by choosing the

Patterns

lfyoutypeinE HX oX &2dz YAIKG SELISOG (K
| AAKE ATKEG ' mY! oX YR @&2dQfft y20A0
changes to a +) to continue the pattern.

LI GGSNYy G2 O:

S
S I o62E G2 (KS

AWN|E

CKAE OFYy 62N] 6AGK F2N¥d£ & (G220 LT ' nQa F2N¥df |
duplicate the patternof RRA Y 3 WS GSINE (. KA yoR defoR 2 ¢ a4 | &
=SUM(B1:B3)

wSt I GAPS I RRNBaaSa 6a4dzOK a FRRAy3a WS@SN
want the cell addresses to vary as you drag a formula to a new cell. Maybe you really do v
the copy to say =SUM(A1:A3) in both places, and not =SUM(B1LyB3) 1 KS &S O02 y A
@2dz OKIFIy3S G(GKS 2NRIAYIf F2N¥dAF (G2 dzaS a
formula gets copied, do NOT change the cell addresses relative to the new formula as the
occurs.

It looks odd, but it is simp| change the first formula have a $ precede each part of the cell
address, such as =SUM($A$1:$A$3).

If you see a cell with #####, this means the cell is not wide enough to display
number. Place your cursor between the two column headings, and when the arrow

changes to]. ,click and drag to make the column wider.

A cCB
1 R
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Charts can display numerical information in an easy to understand fashion.

Note Pie chart depict parts of a whole, while bar and column charts show side by side comparisons.

AWN|F

Select he cells, then choose the Insert tab, then choose the chart type, and select one. This is parts of a
whole so, choose Pie Chart, then next.
Go on to the next option box, and choose labels, and select values, etc. Click Finish.

PS This chart can be copiiedm Excel, and put into Word.

If you want changes in Excel to always reflect in the Chart in Word
1. Copy the chart ifexcel
2. Switch toWord

alln

h

Paste

-

3. Choose theéE at the bottom of the button, then choose Past8pecial
4. Choose Paste link and select the clabject.
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A more detailedntroduction to Excel

The nice thing about Excel is the layout is very similar to Word; same icons, similar ribbon items, etc. And if you have usec

tables in Word, you already have an idea of what spreadsheets do. The biggest diffetbata ispreadsheet table can

manipulate numbers much better than just adding a row, as you can in Word... and Excel does all the math.
Bookl - Excel Collins Craig Ea] — *

Insert Page Layout Farmulas Data Review View Help Acrobat Q Tell me what you want te do '.:-_;_ Share
P4 Calibri A A== _ - EE General . Condltlonal Farmatting = iE‘I'Insert - E - %Y p
Egy -~ ’_:4 Format as Table - i Delete ~ E @ S [l
- | Hi . - - | = = = €= 3= - - oo L ort n
~ BIU - & L - - - — $ % ° =0 ’_—‘!CeIIStyIS' EFormat~ | & * Fiterv Select~

Clipboard = Font ] Alignment ] Murmber ] Styles Cells Editing A

Excel Key Points

Excel is a spreadsheet, a program for manipulating numbers.

A spreadsheet is comped of tables, which are made up of rows and columns; the intersection is a cell
Excel has features to automate data entry, such as Autofill

Most work in spreadsheets are done using formulas, such as =3+5, @2=A1

Compound or complex fmulas are called functions, such as =sum(A1:B2) or =ave(Al:B2)

The column width can be changed to better hold contents

Formatting can be automatic

Charts can better convey complex numerical information

Excel can share charts witther programs

Excel is not WYSIWYG (What You See Is What You Get), steps must be taken to view headers and formulas.

Understanding Excel Data Types

Spreadsheets are designed to calculate formulas, analyze numerical data, and display informatiots.innstead of typing in
just words, which are called labels in a spreadsheet, you may also enter numbers, called values, or manipulate the numbe
with functions and formulas.

Entering Data into an Excel Worksheet
Rows are divided into cells, into whigou can type labels, values, formulas, or functions. Select a cell with your mouse, or u
the arrow keys, the type a word or phrase, and then hit the Enter’kext is left aligned, by default.

A B lc|pDp|E][F
m |Test 1 ‘Test 2 |Test 3 |Test 4 ]Test 5
E|Studentl| \ | | ]
E|Student2| \ | | ‘

A sample table with column and row labels

Tips on Entering Column and Row Labels
If you are typing labels, hitting Enter moves you down one row, while Tab moves you one column to the right.

AddingComments to Cells
You may also add the equivalent of a pitsiote on a cell, called a comment. Chod¥eview/New Commenand type in your
note, then click someplace else and it shrinks to a little marker. To read it again, place the mouse pointenarkédre
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H

File Home Insert Page Layout Formulas Data

W Spelling [m }D ek
EE] Thesaurus @ dx @Shm
Check Smart  Translate
Accessibility  Lookup
Proofing Accessibility  Insights  Language Comments

Entering Numbers
To enter values, just type the numbers in a délimbers align right, by default.

[ A [B[c[Db[ET[F
m |Test 1 \Test 2 |Test 3 |Test 4 \Test 5
2[student 1| 99[ 96[ 94[ 87[ 26
B[student2| 99[ 100[ 89[ 93] 99
A sample table with values entered

Entering Dates and Time

If you type in 04/09/2019, Excel recognized that as a date. If you type in 10:00 pm Excel recognizes that as a time. You m.
always change the way the time or date is formatted, by right clickmchoosing-ormat/Cells.

Other formatting is on thédome tab.

AutoFill: Copying (Filling) the Same Data to Other Cells

If you point at the lower right corner of a cell, the cursor turns ta # you were to click and drag that, it would copy theueal
to the next cell. This has variations,

if it sees a sequence, such as 1, 2, 3... it will continue the sequence;

if it sees a pattern, such as A, B, C... it will repeat the pattern.

Entering a series of Numbers, dates, and other data

If you enter a 1 im cell, then enter a 2 in the cell below it, the Copy function works differently. If you select the two cells by
dragging across them, then point at the lower right corner of the bottom cell, the cursor again turns tioyau were to click
and drag tlat pointer down 5 cells, it would place a 3 in the next cell, a 4 in the following cell, etc. This works only if Excel
recognizes a pattern, such as Months, Days, and numerical patterns.

A1 - & Maonday
A | B ¢c | D | E
1 iMonday  Tuesday 1 T

2 Friday

A shortcuts option box will help you if Excel doesn't see thd pgtiern.
- e Monday

A | B | ¢ | D | E F
Monday  Tuesday  WednesdaThursday  Friday
Eaks

fe | LD B —

Take advantage of AutoComplete
If you are constantly putting Test as a label, Excel will also recognize this as a pattern, and will complete whaydiutlarks
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typing. If this AutoCompletis what you want, just hit Tab or Enter. If nqist keep typing and the AutoComplete will go away
and be replaced by the word(s) you enter.

Performing Simple Calculations in Excel

Understanding Excel Formulas

To add two numbers, Excel needs to know that you are entering a formula, not just valuesldsdbegin with '=". Enter in
=2+2 and press the enter key... T@utionappears in the cell. Click on the cell holding the solution, and the formula bar
shows you what generated the answer.

Al - A =242
A B | C |

T
=N

You may also use your high school algebra, and enter ¥&te?get .5. Order of operations are discussed later in the book.
You may also use =A1+A2 to add the values currently held in Cell Al (top left) and A2 (right next to it).

Order of Operations
Operation  Normal Matl How Entere:
Parens (2+2) +8 =(2+2)+8

Exponents 58 =5"3
Multiplication 2x2 =2*2
Division 4+2 =4/2
Addition 2+2 =2+2
Subtraction 2-2 =2-1

Entering Formulas
Aside from entering =31+A1, you could also type =31+ then using the mouse, click on Al. Press Enter when finished.

Using the Stats Bar AutoCalculate Feature
If you highlight a series of cells, on the status bar on some versions of Excel appears the sum of the numbers. Ehis is only
preview feature. You may also right click the sum to get other calculations.

A B | =

— A

@

<> wishee| || ﬂfJ
Ready Sum=7
Note the Sum=7 prewe on the status bar

Editing Formulas
If you decide to change a formula that has been entered, select the cell, then make the changes in the formula bar. Or sels
the cell, and click [F2]
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(To reveal all formulas, press Control + ['] (the unshifted ~yoTtmack to normal view, press Control + ['] agjain

Performing Calculations with Functions

What are function8

Functions are stored formulas, so instead of typing in =A1+A2+A3, you could do =SUM(A1:A3), which means add values i
RANGE A1 through A3.

There are many useful functions, such as AVERAGE, COUNT, plus financial, statistical, database, etc. Using Excel's Help
Function Reference. You may quickly tell Excel you want to use a function by clickigeketo the formula bar, or use

the Fomula tab.

See Functions below for more on the Formula tab.

Home Insert Page Layout Formulas

fx Eﬁsutuﬁum v Lu-gical* ELookup&Reference* S L

-
T Recently Used ~ Text - @ Math & Trig = N
nse arme
Eunchio E Financial - E Date & Time - m More Functions - Manager |

Function Library

Al v i x v |E&]| =

Using AuteSum (Sum
If you click under a column of numbers, and press E@ button, Excel will automaticallyffer to Sum those numbers.
1

2
|=Sum(A1:A2)

SUM(numberl, [number2], ...}

Using thelnsert FunctionFeature

As shown abovejou may click théx button to enter a function, but you may also choose #@mulatab. Dialog boxes will
assist you with complex functions. Drag across cells to input them into the dialog box, and use different ranges of number:
(such as A1:A8ndA17).1f you have trouble seeing the cells to click on, click the Collapse button on the Number text box,
choose the number, the click the Expand button to get back to the dialog box. (Just like minimizing any window...)

Home Insert Page Layout Formulas Data Review

fx Ehutuﬂum A Logical* ELookup&Reference* ~ L

=
A Recently Used - Text - @ Math & Trig - .
nse ame
Enneiin E Financial = E Date & Time ~ Q Mare Functions = Manager |

Function Library

Al Al T - S N (I

The column width can be changed to liet hold contents

Note, you don't resize cells, you resize columns.

If text is too large to fit in the cell, it may spill into the next cell (as in row 2),

however, the second something is added to the cell to the right (as in row 3), the words wilhbattd.

Example



Microsoft Office

al B | c | b | E

|I| |Test 1 ]Test 2 |Test 3 |Test 4
|5|Student 1 \ | |

3[stud| 99| 96| 94| 87

|

|

The problem is, if numbers were spilling into the next cell, truncation might mislead you as to what the actual number was.
isit 50 or 5000007 So numbers don't truncate... instead, if the column is not wide enough to hold a number, it displays ###

Example

[fal B [ c [ b [E]
|I| |Test 1 \Test 2 |Test 3 |Test 4
2[student1 | | |
3 stud| 99| 96| 94| #ith|

|

Excel

Page |78

Tocorrect this situation, resize the column.
Three methods
1. Place your cursor between the two columns, the cursor changes to a double sided arrow, click and drag to resize

2. Highlight all the columns that need to be resized, the double clickrtadétween any two of the columns
3. Right click the columrthen choose Column Width
A R |

36 Cut
By Copy
‘&4 Paste Options:
i
. D |
Paste Special...
Insert
Delete
3_ Clear Contents
Format Cells...
Column Width... |
Hide
— Unhide

Formatting can be automatic

To change text color, alignment, fill color:

Choose the cell, then choose the Home tab, then select Format, then Format Cells...
(See image above)

You may also right click the cell.
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You may also create rules to automatically format cells, investigate with Conditional Formatting

22021 -loginaxko - Exce

Page Lapout Farmulas Data Review i Acrobat (' Tell rree whiat you wank ta do
I . v = Gl
T i Cuk Calibn -4 - A A T EE e - !’?Wlaan'l Feneral - EF'— 4 | Normal
L1 B, Copy = 'Ed -
Paste : . My === B : - wa o Conditionsl Formatas Meutral
. NromuPunte ° T U = 4 |FEE gL e $-% %4 Formatting=  Tabde -
Cliphaard . Fond fa Alignmenk . Mumber I 1
- Highlight Cells Rules *
Fiiv) ¥ i -
s 5
A B Cc [+] E F G H |1 ] K || e Tep/Bottom Rules ' | g
F Data Bars 4
=
= Color Scales ¥
loon Sets 4
B Hew Rude
|¢ Clear Fules ]

I 5] Manage Bules...
¥

Charts can better convey complex numerical information
Understanding Charting Terminology
Add the followingo an Excel Spreadsheet:

Select all the cells except the labels at the top, and usingngerttab, selecipie chart and then Finish.

A | B | ¢ |
1 |Grade distribution

2 |a 15

3|8 10

4|c 5

5D 1

6_

?_

8_

fa2021-loginxlsy - Excel

Page Layout Formulas Data Review View Help Acrobat Q Tell me what you want to do

- L—&Shar.tﬂv F|:|Srr1art..ﬂ\rt + . i Visio Data Visualizer - 1~ I - |'1' ,/i, n
E? El - B Get Add-ins 1? r}ﬁ(wl:- o {E 15

PivotTable R ded Table Pictures Onli Hiles o @+ Screenshat ¥ Bing Maps R ded Maps PivotChart
wotlaple Recomimende aple ICTUres nhine M Add_ins - ecommende . Eps VO a
PivotTables Pictures ) 30 Models ~ 3 My [ People Graph Charts "7 L~ = .

Tables INustrations Add-ins Charts [F1



Microsoft Office Excel Page |80

After inserting, you may change the design of the chart.

Home Insert Page Layout Formulas Data Review i Help Acrobat Format Q
= L] cumans e - -
Reslo|o@die o o |
Add Chart Quick  Change - /,%///’ ‘' - - 3 Switch Rowy/
Elerment ~ Layout = Colors = ~ o — . L Colurnn
Chart Layouts - O ’ ‘ ’ Data
Chart1 T D D .
| A [ B | C [ D E [ F [ G H [ J [ K L [
1 |Grade distribution
2 A 15
3B 10
4]C 5
5|D 1
6 CHART TITLE
?_
8_
9_
10
1|
12
13
14
15,
16
17,
18]
19

Now you are ready to understand some terms.

The pé wedges represent data series, in this case, the number of As (7) or Bs (6).

Categories would be the labels. They aren't in this chart, because they weren't selected.

Some charts are on a grid, the horizontal and vertical lines are called axis. Theydinis are called gridlines.
The legend indicates which color is for A, for B, etc.

Working with different Charts Types
Pie is for parts of a whole; Bar and Column are for comparing values at a point in time; Line, Area and Scatter show trend:

Creatirg and Saving a Chart

Instead of jumping to Finish, as we did earlier, There are many steps you may add to control whether or not your datss s in
or columns, includes categories or not, controlling the legend, etc. Look on the new ribbon when a shiatted.

Experiment!

Moving and Resizing a Chart

Once a chart is created, it can be dragged and resized. Click on the outside border to move, or click and drag oneaoé the s
box edges that show up after being clicked to resize. Hold the shiftdwi tb keep it proportional.

Printing a Chart

If you wish to print just the chart, and not the whole workbook, select the chart, and then ci@ftise Button/Print. The
Selected Chart button should already be selected... choose [OK]
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EXCEL CAN SHARE APARITH OTHER PROGRAMS

First, copy the chart.

Cut

Copy

Paste Options:

il

O

g Reset to Match Style

O O

Chart Title

G &

5

-

Font...

Change Chart Type...

it

A=
-
]

Save as Temnplate...

Select Data...
Mowve Chart...

S

b
LiJ
i
]
|72
[=]
'
Cu
+
o
3

..
il
I
[=]
S

m Grade distribution wA w6 wC wD

N

|5

O O

[m]

[m]

Insert Design

X .
D © | Calibri (Bedy) +(11 < A A
ER

F’ﬁf ¢ B I U-aex, x [A-
Paste Options: Font
o o G
» d

Paste Special... |

Set Default P=-*-

- { Paste Special (Alt+Ctrl+V)

Select Paste Special, then Paste Link, and chose the Chart object.

Pascte Special 7 >

Source: Microsoft Excel Chart
Bookl1!Sheet1![Book1]5heet1 Chart 1

{:}Easte: i i ject Dgisplayas icon
: Plcture [‘.I".I'lnd::uws Metaflle]
Paste link:
@ - Bitmap

Microsoft Office Graphic Object

Now changes made in Excel will eeflin the other document!
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Excel iINOTWYSIWYG (What You See Is What You Get), steps must be taken to view headers and formulas.

When printing, you may first need to highlight what you want to print, then on the Page Layout tab, and select the range to

print with the Print Area tool.

File Home Insert Page Layout Farmulas Data Review View Help

N B Colors~ @ P«'»lv & |:I>« J E‘I\ os Width:
B 103 D) LS S it
Thernes Margins Orientation Size | Print  Ereals Background Print

= @Eﬁ:ecuv - o = Area - Titles ﬁl‘.cale:

Themes Page Setup P Scale
Al - £ Print Area
Select an area on the sheet you'd
A B C D like to print. H

1
2
2
4
5
<
T
8
9
10
11
12

Book! - Excel

Print [y | NeScaling
& | B Moo Print sheets at their actual
Print P size
- _ B : " Fit Sheet on One Page
Save As Printer . . .
WIC Faculty Lounge ‘ s[l¢  Shrink the printout so that it
por o fits on one page
Printer Properties

Settings e She Fit All Columns on One Page
print % Shrink the printout so that it
Share = e[ ] B is one page wide
B o e e ™ Fit All Rows on One Fage
Publish = Collated [*j[ i i i
- BE < b~ iShrlnk the p;lntﬁut so that it

D Portrait Orientation A IS I:l rl E p a g E I g
Accourt [ == - Custom Scaling Options...
Feedback i‘j . 1\1M
ormal Margins

TS Left 0.7" Right: 0.7"

[y Mo Scaling L -

Dlio  Print sheets at their actu. = 4 DFZ ) i E

What you see on the screen may not be what comes out of the printer, because you may have headers that are not displa

in normal view.
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At the bottom of the page select Page Layout rather that Normal view. Now you may also edit headers in this view.

m O -

Page Layout]

Or, you can click Page Layout on the ribbon, then Headings, to access Headers.

H ©- Bookl - Excel

File Home Insert Page Layout Farmulas Data Review View Help Acrobat Q Tell me what you wa

ﬂ B colors - @ @ IE [%! ,% E:ér! CoiWidth: Automatic | Gridlines

Fonts = ] ] ) ] i ! El] Height: Automatic - View View
Thermnes Margins Orientation Size  Print  Breaks Background Print "
«  [@Effects~ . . - Areav - Titles | xlScaler  (100% - [ Print | [ Print
Themes Page Setup P Scale to Fit P Sheet Options ]

Or, on any tab you see Page Setup, click ttelmearrow to access Header/Footers.

Page Layout Formulas Data Review View Help Acrobat Q Tell me what you want to do

@ ]E [% b% E‘:':E:!’! eos Width: Automatic ~| Gridlines  Headings & Alic

] ) ] . ! ED Height: Automatic - View View
i Orientation  Size  Print  Breaks Background Print "
. v Arear - Titles | ) Scale  (100% 5| [ Print | [ Print
Scale to Fit [P Sheet Options [P Arrange
? X

Page Setup P

5

Margins

Header:

[nonej w

Ch

Custom Header... Custom Footer...

Footen

[nonej W

|:| Different odd and even pages
|:| Different first page

Scale with document

Align with page margins

FPrint... Print Preview Options...

m Grade distrib

Finally, in Excel, you typically see the result of the formula in the cell. If you select a cell, you can see the foeaitieor
formula.
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To see ALL the formulas, press the Control key and the Grave™ keysantlegime.
Repeat to go back to the standard view.

See alsttps://www.youtube.com/watch?v=yB63YIlzXbUI

ExceBudget

See alsdttps://www.youtube.com/watch?v=knmOmEuFO1k&feature=youtu.be

Before starting an Excel project, please practice using the Autc{Eerutton.
Note: if you auto sum a cell that has numbers above it and next Exitel will automatically offéo Sum thosenumbers
above. If you wish to sum another range, just drag your mouse to select the range you wish to sum.

Before starting an Excel project, please practice using Auto Fill

Select a cellclick the small [] at the bottom right, and drag.igill duplicate the cell value.

Select a range, click the small [] at the bottom right and drag. If Excel sees a pattern, it continues the patterrs, & it see
sequence, it repeats the sequence.

Before starting an Excel project, please practice regizgiumns.
Place your cursor between the columns at the top and note the cursor change$@o, drag to resize, especially is you see
#HHHHE in the cell, which indicates there are numbers in the cell, but the cell is too narrow to display the entire.number

Before starting an Excel project, please practice adding formulas.

The most basic formula would be to enter something similartelin the cell, and hit enter.

I FFENIOoSGGISNI gl @ (2 R2 TRINWmearisadd whatevgrds relpdSto voh&tdvér is NBel S2NS
You can either type in the cell reference as you type the formula, or

you could type = and then click on the cell you wish to use, then type the mathematical operator, then click on the next ce
you wish to include. Netthe color coding as you enter cell references in a formula will match colored borders on the cells
selected.

Before starting an Excel project, please practice using a function.

A function is a compound or complex formula. An example is AVE for average.

Type in a series of numbers in a column, then select the cell directly below the last@kbkethefx and select AVE for
average. When prompted for the range, select the cells you wish to average, then click the Enter key.


https://www.youtube.com/watch?v=yB63YlzXbUI
https://www.youtube.com/watch?v=knmOmEuFO1k&feature=youtu.be

Microsoft Office Excel
Building the actual budget.
{GFNI 6AGK | FS¢ Y2yiKaz adzOK a WLy FYyR
bottom right of Feb and drag to the right until you autofill the desired number of months.
Example
Bl v § 2
A B C D
Jan Feb |
| ]
2 =

Drag the autofill hand! to the right (notice the preview bubble as you go)

Jan Feb |
-
= May

Let go

Bl - S lan

A E C D E F G
Jan Feb Mar Apr May
2 =
3

Add a place to total values at the end of the month labels.

Now to enter your expenses.
Add labels to indicate your income in column A, then enter values for each month

. A . B . C . D . E . F G
1 Jan Feb Mar Apr May |T0tal l
2
3 |Income 500 500 500 500 500

Place your cursado the right of the last income value, click Auto sum.
Allow it to sum the numbers to the left, and click enter.

Craig Collins =

fa2021-loginaxlsy - Excel

Page Layout Formulas Data Review View Help Acrobat Q Tell me

Clipboard & Font Alignment Mumber Styles Cells Editing
IF - X « f | =SUM(B3:F3) sum (Alt+=)

| A B © D E F G H J K 3
1 Jan Feb Mar Apr May Total 6
2 5
3 |Income E 500 500 500 500 500{=SUM(B3:F3) 3
4 SUM(number1, [number], ...) =SUM(J2:J5b
S

Heading 3  Heading 4

Automatically add it up. Your total
will appear after the selected cells,
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Godown a few rows, add a label for expenses, then a couple of rows of expéasksome variety to some of the values.
Total each rowbut be carefulthat Auto sum that it is totaling the rows, and not numbers above

A B C D E F G
1 Jan Feb Mar Apr May Total
2
3 |Income 500 500 500 500 500 2500
4
5 |Expenses
6 |Rent 200 200 200 200 200 1000
7 |Groceries 150 140 150 140 150 730
& |Gas 50 60 50 70 50 1730

Add a row to total the monthly expenses
Use Auto sumto totaleach morgh SELISYyadSaX R2 y20 AyOfdzZRS (KS AyO02YS @
Select all the numbers, and make them currency fatted with the $ icon on the home tab.

Paste B I U~ [{- Q}-A- ——

€= 3= EMerge&Center - $ 1
Clipboard Fa Font a Alignment a
G11 5 Fe =33-G9
: ] C D E F G H ]
Jan Feb Mar Apr May Total

Income $500.00 $500.00 550000 550000 $500.00 $2,500.00

Expenses

Rent $200.00 5200.00 $200.00 5200.00 $200.00 S51,000.00
Groceries $150.00 5140.00 5150.00 5140.00 $150.00 $ 730.00
G3as S 50.00 5 60.00 S 50.00 S 70.00 S 50.00 S 280.00
Total $400.00 $400.00 540000 5$410.00 $400.00 $2,010.00

= == R I R N

b
1

Now, create a label called Profit below your last r@&low each month write the formula to take the income for that month,
and subtract from it the total expenses for that montim éxample would be =BB9.

B9 h . W Fe =B3-B9

A B C D E F
1 Jan Feb har Apr May
2 W
3 | Income |. SSDD.DD! 5500.00 5500.00 5500.00 S5500.00
4
5 | Expenses
& | Rent $200.00 $200.00 $200.00 $200.00 $ 200.00
7 | Groceries $150.00 $140.00 5150.00 5140.00 5 150.00
8 | Gas _$ 5000 $ 60.00 $ 50.00 $ 70.00 $ 50.00
9 | Total ! S 400.00 ! 5400.00 5400.00 5410.00 $400.00

ey
o

11| Profit =B3-B9

4"
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Repeat for each month and the totablumn Note, you could select B11, and autofill to the right.

— Lz Lopy T
Paste BE I U- - | . -l === e as -

> ¥ Format Painter = A = == | == MEFQE&CEnter $
Clipboard r Font Ta Alignment Ta

G11 - 5 =53-G9

A B C D E F G H J
Jan Feb Mar Apr May Total

Income $500.00 5500.00 $500.00 5500.00 S$500.00 52,500.00

Expenses

Rent $200.00 $200.00 S5200.00 S$200.00 $200.00 $1,000.00
Groceries $150.00 5140.00 5150.00 5140.00 $150.00 $ 730.00
Gas S 50.00 S 60.00 S 50.00 S 70.00 S 50.00 S 280.00
Total $400.00 $400.00 5400.00 5410.00 $400.00 $2,010.00

= = B B = R

11| Profit $100.00 5100.00 5100.00 S 90.00 SlEHJﬂlDl S 490.00 .l

fa2021-login.xlsx - Excel

File Home Pagelayout  Formulss  Data  Review  View  Help  Acobat ' Tell me what you want to do

,j‘ El !\ (%) Shapes~ T Smartart B Get Adins I Visio Data Visualizer - RS RN ((a,
J =7 [l;l S o 1?2 . S
5 Icons .4 Screenshot - Bing Maps fra (TR T he
PivotTable Recommended Table  Pictures Online & My Add-ins - Recommended Maps Pi
PivotTables Pictures (@ 30 Madels - b [ People Graph Chas ™ L~ -
Tables Illustrations Add-ins Charts

Recommended Charts

B11 - fe | =B3-B9
Want us to recommend a good
& o T D = = 5 n 3 K | chart to showcase your data? @
Jan Feb Mar Apr May Total Select data in your worksheet and
click this button to get a
| Income  $500.00 $500.00 $500.00 $500.00 $500.00 $2,500.00 customized set of charts that we

think will fit best with your data.

1

2

3

4 _

5 | Expenses
6

7

8

| Rent $200.00 $200.00 $200.00 $200.00 $200.00 $1,000.00
| Groceries $150.00 $140.00 $150.00 $140.00 $150.00 $ 730.00
| Gas $ 5000 $ 6000 $ 50.00 $ 70.00 $ 5000 $ 280.00
g | Total $400.00 $400.00 $400.00 $410.00 $400.00 $2,010.00
10
11| profit [ $100.00 | $100.00 | $100.00 | $ 90.00 | $100.00] $ 490.00
12|
13|
N

fa2021-loginxlsx - Bxcel

Home Page Layout Farmulas Data Review View Help Acrobat Q Tell me what you want to do
& - = - - -
> D o ?Shaps [=] SmartArt [ Get Add-ins @ Visio Data Visualizer I @ |' 1- 2 ll\? I{:) I
= = =t lcons &4 Screenshot - Bing Maps - W il - i~ —
PivotTable Recommended Table  Pictures Online .‘ My Add-ins ~ Recommended ) Maps PivotChi
PivotTables Pictures @ 30 Models - i Pecple Graph Charts &L @ @
Tables Ilustrations Add-ins Charts
811 - £ -83-89 Recommended Charts
e =B3-
‘Want us to recommend a good
A B c D E E G . H . . ] . K chart to showcase your data? o
1] Jan Feb Mar Apr May Total Select data in your worksheet and
2 | click this button to get a
3 | Income | $500.00 $500.00 $500.00 $500.00 S$500.00 $2,500.00 custornized set of charts that we
7 - think will fit best with your data.
3 ) Expenses
6 | Rent $200.00 5200.00 $200.00 $200.00 $5200.00 $1,000.00
7 | Groceries $150.00 $140.00 $150.00 $140.00 $150.00 $ 730.00
& | Gas $ 50.00 5 60.00 $ 50.00 S 70.00 5 50.00 S 280.00
3 | Total $400.00 5400.00 $400.00 541000 $400.00 $2,010.00
10
11| Profit | 5100.00  5100.00 $100.00 5 90.00 % 100.00 I $ 490.00
12 |
13
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Insert Chart ? x
__i ___________ — o
gé I I I I Chart Title
2ARRRR iiliZIII I
[ E———
Just click Ok
y | A | B | e | L | E F | G
1 Jan Feb Mar Apr Mlay Total
2 |
?:_ Income 5500.00 5500.00 550000 550000 5500000 S52,500.00
4
5_ Expenses
E-_ Rent $ 200,00 $ 200.00 $ 200.00 $ 200.00 $ 200.00 $1,DDD.DD
?’_ Groceries  $150.00 5 140.00 5150.00 5 140.00 5150.00 S 730.00
8_ Gas $ 50.00 $ 20.00 $ 50.00 $ 70.00 $ 50.00 $ 280.00
9_ Total 540000 5400.00 5400.00 5410.00 5400.00 52,010.00
12 | | | |
11| Profit ls 100.00  $100.00 $100.00 S 90.00 S 1m.m_|$ 490.00

[ I B e B A e I T I I A
RS 6 RN R BN

i

O

5102.00
5100.00

598.00

596.00
O $54.00
592.00
590.00
588.00
586.00
584.00

ot

Chart Title

1 2 3 4 5

et

O

i
e
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Now, click some place aside fingdhe chart. On the Page layout tab, select the arrow next to Page Setup
E" € - B Chart Tools fa2021-

File Home Insert Page Layout Farmulas Data Review View Help Acrobat Design Farmat Q Tell

Colors - L] & Autornatic
e @ P
— Fonts = D ID = Automatic
Themes — Margins Orientation  Size Background
v Effects - - v v
Themes Page Setup P Scale to Fit P Sheet Options [P}
Page Set
Chart1  ~ fe B
Don't see what you're looking for?
A B & D E F G
T T 1 1 T T Check out the full set of page —
1 Jan Feb Mar Apr May Total formatting options.
2 —
3 | Income $500.00 5500.00 $500.00 $500.00 S500.00 52,500
4 —
5 | Expenses
& | Rent $200.00 $200.00 $200.00 $200.00 S$200.00 S$1,000.00

Select Header, then Custom header

Page Setup ? >
Page Margins Chart
Header:
[none) e
Custom Header... Custom Footer...
Footer:
(none) ot
|:| Different odd and even pages
|:| Different first page
Scale with document
Align with page margins
Frint... Print Preview Dptions...

Page |89
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Microsoft Office Excel
Add text to your header.
Header ? >
Header
To format text: select the text, then choose the Format Text button.
Toinsert a page number, date, time, file path, filename, or tab name: position the
insertion point in the edit box, then choose the appropriate button.
Toinsert picture: press the Insert Picture button. To format your picture, place the
cursor in the edit box and press the Format Picture button.
Al B (@e| & e |E| |k
Left section: Center section: Right section:
Collins Practice Budge
OK Cancel

Click OKYou will not be able to see the header unless you go to the File Print option and preview timeethdc
or click the Page Layout button on the bottom right of your screen.

Average: 59800 Count 5 Sum: 5490.00 H H - |

Page layout view below

Z 3 4 5 B 7
A B C D E F G H
Collins Practice Budget
1 Jan Feb Mar Apr May Total
Income 5 500.00 S 500.00 5 500.00 5 500.00 S 500.00 S 2.500.00

Put it back on the Normal view when finisheing the tic tac toe shaped icon on the bottom right of your screen

Average: 598.00 Count:5 Sum: 5490.00 H [ - | + 100%

4. 22 PM
@ 7 A T B 3075772001

Also notice when a range islseted, Excel will always display the average, count, and sum for that range at the bottom.
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Excel, fairly detailed Review

If Word is to manipulate words and sentences, Excel is to manipulate numbers and formulas. A formula is just how exc
does mathsuch as 1+1=is a formula, and 2 is the solution. Excel can also graphically represent numbers, using graph:
and charts, to make it easier to glance and see what the numbers really mean. Excel can also sort numbers, and do
rudimentary database functionsubmore on databases MUCH later.

Excel is a table
A table is simply rows and columns, whose intersection is called a cell, hence the name, Excel.
Columns are indicated by Letters, and Rows are indicated by Numbers, so the very first cell, at thehiap bait

addressof Column A/Row 1, or just Al. We call thiklresghe cell reference

Below you see cell Al is selected; note the border around the cell,
and theAlreference displays under the standard Cut Copy and Paste group on the ribbon.

BB e e pcles e om see Ve 4 f you type your name in Al, the contents align to the left, just as
: ki Calibri AN | Y- Microsoft Word defaults to left align. This alignment can be change
i BIU-_ - & A === @z Of course.
A1 - fe If you type a number in A1, the contents align to the right.
A B c

ThinkA about hgw you would do n)a'gh on paper, you line up theA n
2ySQa 0O2fdzvyx uSya 0O2fdzyyz Suic
1

10

+ 100
111

U WN|

But, Excel can also do math using formulas.

Sinple Formulas to let Excel do math.

You and | would probably state a math problem as:
G2yS LXdza 2yS SldzZ ta a2YSGKAYy3IZ é¢ 2N mbwmTl

But Excel and many calculators sort of restate this using variations on what is called reverse Polish notation, so Excel
wants you to say:
Ga2YSGKAY3A Sljdzata 2yS LfdaAa 2ySs ¢ 2N IT'mbmo

. e P When using Excel, if you want to do math, you start with the equal sign, =.
rite this down

Try it, in Excel, select a cell, such as Al, then type =1+1, then hit the Enter key.
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What just happened?

Unlike Word, with shows you everything that is going on, the so called What You See Is What You Get, or WYSIWYG,
Excel hides the formula, and displays the results.

If you click back on cell Al, to the right of the Cell reference it will display the formula.

.
= A Calit 1 - A A
e, B ¥ - A
= BIU- - &A
A1 - fo =141 a This area is called the Formula bar. Ignore the faddr now.
A B
1 2
2

So we now have a conundrum. If you type the number 2 in a cell, and type =1+1 in another cell, the results look
identical. But there is a quick trick to tell Excel to show you the questiot the result.

How to view ALL the formulas

Press the Control Key down, hold it down, and with another hand press the * key, and let go.

—— + (The ~ is on the same key, usually top left on yeyboard.)

You should now see where numbers have bggred, and where formulas where entered.

- Sodim colnt M AN =i
7; B1U h-A-E=ES
A3 - fe
A
1 =1+1
202
3

Press the same keys [Ctrl]+['] again to go back to the regulars display.

Yes, you can edit a formula.

If you change your mind about a formula, select the cell where the formula is, and type in a new formult trego
Formula bar and correct the formula there.

Truncation.

If you type a long sentence into a cell and hit the Enter key, you will see the words sort of flow over the cells td.the righ
But if there is something in the cell the right, it will trutedhe words.
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Below, in Al | typed Robert Craig Collins, and hit the enter key.
Then | went to B1 and just typed another character, such as an A, or ? or 2. Excel cuts off the part of the name that did
not fit in the cell, in order to display B2.

A2 - fe B2 v I
A B A B
1 Robert Craig Collins 1 Robert Cre 2
1 z —
IthAy{ @2dz Oy F2NOlIad Iy AaadsS Gy26> AT @2dz deLlS + 2

. ; : P ### means the number is too big to display in the column.
Write this down

To prevent you from being confused about if a number has been truncated,E2c¢1 Qi S@Sy (GNB G2 R
instead it will fill the cell with numbers signs, such as ###### to indicate there is not enough room in the column to
display the number.

Resizing a column in Excel.

Just as in all things Microsoft, there are hundrefisvays to do something, let me show you three ways to resize a
column.

1. Float your mouse between Column A and Column B until the ccinamigego I
When it does, click the left mouse button and drag to the right to resize the column.
This works resizingws, aswell.

2wWwAIKG Oft A0l /2fdzyy !'s FyR &St SO0 /2tdzyy gARGKX G(G@&LIS
hold, Robert Craig Collins is like 20 characters, so | could resize it to 25 and the namf@.would

3. Float your mouse between Caofun A and Column B until the cursor chanige _ I
When it does, double click the spot émito-sizethe column, now it will hold the longest item in the colulNQTE: You
cannot resize an individual cell, only an entire column.

Other math you can do with Exte

We have already done addition, =1+1.

Subtractions =2-1

Multiplication =2*2 (asterisk, not x)

Division =1/2 (one half, or %, is actually 1 divided by 2, &atBr

Exponents =2"10 (, the caret, is the shifted 6); read this as 2 raised to the 10th pow&f24
(this is why a kilobyte is actually 1024 bytes, not 10{@s)

You can use the parenthesis to control sequence,
such as =(1+1)*2 would first add 1+1 for 2, then multiply that by 2 to get 4 for the solution.

=1+(1*2) would first multiply 1 andt® get 2, then add 1 to get 3 for the solution.

You can actually put parenthetical phrases inside of other parenthesis; each () pair get color coded, to help you keep
GNJF O1 X o0dzi GKFG Aa | o0AG FROFYOSR F2NJ dz& NAIAKG y260
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AutoSum

Excel loves to add, so mhuin fact there is a button to do it. Try this
Fill in the following in Excel

_
= X Cut Calib
o BIU
A4 v
A
1 ;)
2 2
3 3
4 o~ ~ A . A 2 L oA~ ~ ~
- al 1S adz2NB &2dzNJ!'n Aada aSftSOGSRe® /A0 ZEY"KS H
You should see thi®llowing
A‘
<5 B
SUM v X v fe =SUM(A1:A3)

5 sUM{number1, [number’

This is telling you if you hit the Enter key, Excel witlia2 Y G A OF f f @ adzy GKS NIy3ISX GKI
A range is just a group of cells. You specify the range from top left to bottom right, and put a : in between.

In this case Excel suggested a range of A1:A3; if this was not the conget samply drag your mouse to highlight the
O2NNBOU NYy3aSo® [ 2dz O2dzt R S@PSy KIFI @S OfAOISR .73 KAG G
to be displayed right next to the numbers.

Note: Excel prefers to auto sum the numbers abtheeselected cell, or to the right of the selected cell.

PS AutoSum is a function. More on other functions in a bit.

Cool trick, Excel keeps ALL formula solutions up to date

In the example above, 1+2+3 would be 6. If you change Al from 1 to a 5, Eroehigeally will resums, and would
calculate 5+2+3 and show the sum as 10.
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AutoFill
L¥ AyadSI R -sum abiive,if yol seBcteg All-thapiigh A3, you would see a little box at the lower right.

Al -

A
1
2 2
3 3
: !
If you pull that box down two or three cells (the box is called the dillthandle), you will se my favorite Excel trick.
Autofill cortinues a sequence or pattern in the selection.

So if you drag the autofill handle down three spots, you would wind up with

A7 v

A

O B WN -
O b WN B

*)

Note, if the sequence was 1, 3, 5 it would continue filling in odd numbers. It even previews what it will do.

Iftheselectonw & ! = . X / Al $2dZ R NBLISIG ' .2 /2 1 .2 [ X |
(Months yes, they have a sequence; letters, no).

Making a simple chart.

Type in the following, then select the entire range by clicking in the middle of AXliragding over and down to
envelop A1:B3

A 2 4 ooA N . Y0 e e e e e AL A 2 4 oA~

b2GS GKS FANBRG OStf aStSOGSR Aa adAatf asStSOGSRZET Al A

Al v &~ A
A B
1A 5
2 B 10
3 |C 20
A

Select the Insert Tab; while you could select Recommended Chart, | will select Column Chaen gust ghick the
default column chart... we can experiment with other chart types later.

Note: A column chart lets you compare items side by side, while a pie chart shows a distribution of a population.
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You can probably image a chart would be muchegdsi compare values, especially if there were more than 3.

You can click the border of the chart to move it, or click on Series 1 to change the title. More on automatically setting
values and adding more information later.

Basic Formatting

Go back to clumn B, select B1:B3, the locate the [$] button in the middle of the Home tab on the ribbon.
2SS g2y QG aLISYR YdzOK GAYS 2y F2NXIGAGAYy3AT a AG A& ARS
Conditional Formatting.

L¥ @2dz R2y Qi righticliciSthesefestionband gd MIFormaECalls L Qf f g AGX @2dz YA3IK
for a while.

What is a function?

You may recall that AutoSum was a functibdefine a function as a compound or complex formula.

Image the numbers we used abg\ 10, and 20. How would you average those numbers?
First you would sum the numbers (35)

then you would count the number of values (3), and

then you would divide the sum by the count (11.66666).

Why not let Excel handle this set of compound steps? &itisie cell, you could click B4, if you want to make it easy.
Clickthexo dziil 12y GKSNB o6& GKS F2NNdzZ I o6 NX¥ , 2dz O02dzZ R aSt NI

Insert Function ? *

Search for a function:

Average Go

Or select a category: Most Recently Used e

Select a function:
SLIM A

IF

HYPERLINK

COUNT

MAX

SIN v

AVERAGE(number1,number2,...)

Returns the average (arithmetic mean) of its arguments, which can be numbers or
names, arrays, or references that contain numbers.

[oc |0 cna Then cliclOK.
LG oAttt 2FFSNI (2 | @SNI 8dbld usKyBur pialne doSaleht a tifte2rd @nge ittidl Ay & 2
offered selection is not what yowant.
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Function Arguments
AVERAGE

Numberl [EiH:E

B%| = {5;10;20}
Number2 B -

= 11.66666667

Returns the average (arithmetic mean) of its arguments, which can be numbers or names, arrays, or references that
contain numbers.

Numberl: numberl number2,... are 1 to 255 numeric arguments for which you want the

average.

Formula result = 11.66666667

— ™ Click OK to insert the Average in
B4. Other useful functions include MAX for highest value in a range, MIN for the lowest value in a
range, etc. More on Futions isavailable.

Sneaky shortcut for average.

Highlight a range numbers, then look at the very bottom of the screen, it will offer the average, sum, and count.

A 5
B 10
C 20

. Gt — _ ] =
Average: 11.66666667 Count3 Sum:35 | EH([C] [

Note: | defined a function as a compound or complex formula, if you have ever triecttdatalinterest on a home

f2Frys @2dz (y26 6KIG O2YLX SE A&X odzi 9EOSt LINRYLIi & &2dz
you.

Changing views

On the bottom of the screen, right side, there is a zoom control. To the left of the zoom kardgrbuttons to

OKI y3aS @ASgad ,2dz KIFS 0SSy Ay y2NX¥If GASsX G2 aSS K
More on print selection in the advanced topics.
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External Resources

Excel Resources from GFCglobi#bs://edu.gcfglobal.org/en/excelintroduction
https://edu.gcfglobal.org/en/excel/gettingstarted-with-excel/1/

Creating and opening Workbook#ps://edu.gcfglobal.org/en/excel/creatingnd-openingworkbooks/1/ Saving
and sharing WorkbooKsttps://edu.gcfglobal.org/en/excel/savingnd-sharingworkbooks/1/

Cell Basichttps://edu.gcfglobal.org/en/excel/celbasics/1/

Modifying columns, rows, and celips://edu.gcfglobal.org/en/excel/modifyingolumnsrows-and-cells/1/
Formatting cell$ittps://edu.gcfdobal.org/en/excel/formattingcells/1/

Understanding number formatsttps://edu.gcfglobal.org/en/excel/understandingumberformats/1/ Working
with Multiple Worksheetsttps://edu.gcfglobal.org/en/excel/workingvith-multiple-worksheets/1/Using Find and
Replacéhttps://edu.gcfglobal.org/en/excel/usingind-replace/1/

Checking Spellinottps://edu.gcfglobal.org/en/excel/checkingpelling/1/

Page Layout and Printirfmtps://edu.gcfglobal.org/en/excel/pagéayoutand-printing/1/

Formulas and Functions

Intro to Formulashttps://edu.gcfgldal.org/en/excel/introto-formulas/1/

Creating more complex formuldestps://edu.gcfglobal.org/en/excel/creatingnore-complexformulas/1/ Relative and
absolute cell réerenceshttps://edu.gcfglobal.org/en/excel/relativeind-absoluteceltreferences/1/Functions
https://edu.gcfglobal.org/en/excel/functions/1/

Working with Data

Basic tips for working with datattps://edu.gcfglobal.org/en/excel/basitips-for-workingwith-data/l/ Freezing
Panes and View optiorgtps://edu.gcfglobal.org/en/excel/freezinganesand-view-options/1/ Sorting data
https://edu.gcfglobal.org/en/excel/sortinglata/1/

Filtering Datéhttps://edu.gcfglobal.org/en/excelffilterinedata/1/

Groups and subtotalsttps://edu.gcfglobal.org/en/excel/groupgand-subtotals/1/ Table
Styleshttps://edu.gcfglobal.org/en/excel/tables/1/

Chartshttps://edu.gcfglobal.org/en/excel/charts/1/

Conditional Formattingpttps://edu.gcfglobal.org/en/excel/conditionaormatting/1/

Doing More with Excel

Comments and Gauthoringhttps://edu.gcfglobal.org/en/excel/commentand-coauthoring/1/

Inspecting and protecting workbookstps://edu.gcfglobal.org/en/excel/inspectingnd-protectingworkbooks/1/Pivot
tableshttps://edu.gcfgloba.org/en/excel/intro-to-pivottables/1/

Doing more with Pivot Tablddtps://edu.gcfglobal.org/en/excel/doingmore-with-pivottables/1/ What

if https://edu.gcfglobal.org/en/excel/whatianalysis/1/



https://edu.gcfglobal.org/en/excel/
https://edu.gcfglobal.org/en/excel/getting-started-with-excel/1/
https://edu.gcfglobal.org/en/excel/creating-and-opening-workbooks/1/
https://edu.gcfglobal.org/en/excel/saving-and-sharing-workbooks/1/
https://edu.gcfglobal.org/en/excel/cell-basics/1/
https://edu.gcfglobal.org/en/excel/modifying-columns-rows-and-cells/1/
https://edu.gcfglobal.org/en/excel/formatting-cells/1/
https://edu.gcfglobal.org/en/excel/understanding-number-formats/1/
https://edu.gcfglobal.org/en/excel/working-with-multiple-worksheets/1/
https://edu.gcfglobal.org/en/excel/using-find-replace/1/
https://edu.gcfglobal.org/en/excel/checking-spelling/1/
https://edu.gcfglobal.org/en/excel/page-layout-and-printing/1/
https://edu.gcfglobal.org/en/excel/intro-to-formulas/1/
https://edu.gcfglobal.org/en/excel/creating-more-complex-formulas/1/
https://edu.gcfglobal.org/en/excel/relative-and-absolute-cell-references/1/
https://edu.gcfglobal.org/en/excel/functions/1/
https://edu.gcfglobal.org/en/excel/basic-tips-for-working-with-data/1/
https://edu.gcfglobal.org/en/excel/freezing-panes-and-view-options/1/
https://edu.gcfglobal.org/en/excel/sorting-data/1/
https://edu.gcfglobal.org/en/excel/filtering-data/1/
https://edu.gcfglobal.org/en/excel/groups-and-subtotals/1/
https://edu.gcfglobal.org/en/excel/tables/1/
https://edu.gcfglobal.org/en/excel/charts/1/
https://edu.gcfglobal.org/en/excel/conditional-formatting/1/
https://edu.gcfglobal.org/en/excel/comments-and-coauthoring/1/
https://edu.gcfglobal.org/en/excel/inspecting-and-protecting-workbooks/1/
https://edu.gcfglobal.org/en/excel/intro-to-pivottables/1/
https://edu.gcfglobal.org/en/excel/doing-more-with-pivottables/1/
https://edu.gcfglobal.org/en/excel/whatif-analysis/1/
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**EXCEL 2**

Topic: pivotables conditional formatting, sparklines, the If function, freezing, absolute cell references, and dealing with
sheets.

Pivot Table

A PivotTable is a powerful tool to calculate, summarize, and analyze data that lets you see comparisons, patterns, and
trends in your dataFrom Microsoft:
https://support.microsoft.com/enus/office/createa-pivottable-to-analyzeworksheetdataa9a84538bfe9-40a3a8e9
f99134456576

Create a PivotTable in Excel for Windows

Select the cells you want to creah PivotTable from.

Note: Your data shouldn't have any empty rows or columns. It must have only a-singleeading.
Selectinsert> PivotTable.

J D

PivotTable Recommmended Table
PivotTables

Tables
UnderChoose the data that you want to analyze, selgelect a table or range.
Choose the data that you want to analyze

(@) Select a table or range
—

Table/Range: Rz

() Use an external data source

Connection name:
Use this workbook's Data Model

Choose where you want the PivotTable report to be placed
() Mew Worksheet
(®) Existing Worksheet
Location: | Sheet1!5A51 2.5

Choose whether you want to analyze multiple tables

|:| Add this data to the Data Model

In TableRange, verify the cell range.

UnderChoose where you want the PivotTable report to be placed, sBleat worksheeto place the PivotTable in a new
worksheet orExisting worksheednd then select the location you want the PivotTatole@ppear.

SelectOK.

Building out your PivotTable

To add a field to your PivotTable, select the field name checkbox iRitioéT ables Fieldsane.

Note: Selected fields are added to their default areas: imomneric fields are added tRows, date

and time hierarchés are added t&€olumns, and numeric fields are addedalues.



https://support.microsoft.com/en-us/office/create-a-pivottable-to-analyze-worksheet-data-a9a84538-bfe9-40a9-a8e9-f99134456576
https://support.microsoft.com/en-us/office/create-a-pivottable-to-analyze-worksheet-data-a9a84538-bfe9-40a9-a8e9-f99134456576
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PivotTable Fields %

Choose fields: >
Year
[ categon
Product
Sales

[ Rating

)

>

[00

it

Drag fields between areas below:

7 FILTERS = COLUMNS
Product

(|| rOwWs > VALUES
Year » | Sum of Sales

To move a field from one area to another, drag the field to the target area.

Pivot tableshttps://edu.gcfglobalorg/en/excel/intro-to-pivottables/1/

Advanced ExcéActivity

Goal: to make a spreadsheet that shows an in inventory, with trends in sales, and reminders of when to order. You will
also test giving all employees a 5% raise, and compare expenses ttos#esf you can afford it.

You will also freeze some items, to allow you to scroll down the page and still see the column headings.

You will also make some areas of the worksheet protected, so entries are not accidentally changed, and finally explore
print and sort options.

Creating Sheet 1

Our business is selling computers, monitors, tablets, and something else that you pick.

2SQff A0GFNI 6AGK n AYy@Syid2NERs 3ISG OFNAR2dza | Y2dzyla Ay:S
many we hae sold, and make a quick spark chart to show us a trend.

A B C D E F G H I
A & A
d B\ o
& & o & &
o F L c\';b ¥ «
& ) o F N &
S N NG ) & & &

1 s i S SN & s & &

2 Computer 0 10 A AW 2/=5UM(D2:F2)

3 Monitors 0 15 3 3 4 | SUM(number1, [number2

4 Tablets 0 20 4 4 3

5 Batteries 0 200 10 10 15

Note: | selected Row 1, right clicked, Format cells, Alignment, and chose 45 degrees. See also Formatting cells
https://edu.gcfglobal.org/en/excel/formattingells/1/

For the last line, you should use different numbers, and something aside from Batfartesumjust the sales in each
row, =SUM(D2:F2) to generate a current inventory.

AVERAGE v X v /& =SUM(D2:F2)
A B C D E F G
A &
O 0N
& % o o
& & A
A <
P S & $ &
> & & > & &
1 o ? ¥ @ <+ P <

%
2 Computer 0 10] 2 2 2|=sum(p2:F2)



https://edu.gcfglobal.org/en/excel/intro-to-pivottables/1/
https://edu.gcfglobal.org/en/excel/formatting-cells/1/
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You could autofill this formula dowo get the remaining inventory, or do each line individually. See also Intro to
Formulashttps://edu.gcfglobal.org/en/excel/intreto-formulas/1/

See also Creating more complex fotashttps://edu.gcfglobal.org/en/excel/creatingnore-complexformulas/1/ See also
Functionshttps://edu.gcfglobal.org/en/excel/functions/1/

(Autosum is the most commonly used function)

See also Groups and subtotal$ps://edu.gcfglobal.org/en/excel/groupgand-subtotals/1/

Youshould have something like this:

A B c D E F G H |
A & )
O N )
& & o & &
\@Q’ * é’}e & A \G\c
Q &
& & & R X
& $ & > & N2 N
1 o ¥ ¥ @ <« P <
2 Computer 0 10 2 2l 6 a
3 Monitors 0 15 3 4 10 5
4 Tablets 0 20 a4 11 9
5 Batteries 0 200 10 10 15 35 165
6 =
7

The green triangles indicate that the formulas nearby are different than this formula. This can be handy later, when tryir
G2 GNIO1 R2g6y | LINRBoO6fSYX 2dzad A3Ay2NB T2Nl y2060

Rename the Workbook sheet.

Right click the workbdotab called Sheetl, at the bottom, and select Rename

|nsert
L. ete
Rename

Select All Sheets
Sheetl ~oreew —oneews ol

Inventory Sheet2 Sheet3
Rename Sheetl to Inventory, and save the file as yourdamséeness.xIsx Your screen may differ.
See also Working with Multiple Workshediips://edu.gcfglobal.org/en/excel/workingvith-multiple-worksheets/1/

Charts
In an earlier activity, you added basic charts. See also Gfigs//edu.gcfglobd.org/en/excel/charts/1/

2SQff y26 IRR {LIN] fAyS OKINI A
To get a small chart ( a chart that actually fits IN a cell) that shows a trend, | am going to use a SparkChatrt.

| have skipped over a few columns, and added the label Trends in cell K1.
| next séect JUST the sales numbers for row 2, and go to the Insert Tab, and in the Charts group select Line

il D ol ) 2 i [
Line Bar Area Scatter Other Line Column Win/Loss

Insert Line Sparkline

O
Y &
¥ o &
«*"% * al
? & o) ¥
& Ng & o
N P < S
2 zl 6 4
3 4

Your screen may vasfightly


https://edu.gcfglobal.org/en/excel/intro-to-formulas/1/
https://edu.gcfglobal.org/en/excel/creating-more-complex-formulas/1/
https://edu.gcfglobal.org/en/excel/functions/1/
https://edu.gcfglobal.org/en/excel/groups-and-subtotals/1/
https://edu.gcfglobal.org/en/excel/working-with-multiple-worksheets/1/
https://edu.gcfglobal.org/en/excel/charts/1/
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2 K8y 2d2dz a8t800 [AySas @82dz 384 GKAA RAFE23 02EX 4S5 KI
32X AY 2dz2NJ OFasds L oAttt (8L AY YH
Create Sparklines ? X ‘
Choose the data that you want
Data Range: D2:F2 =
Choose where you want the sparklines to be placed
Location Range: K2 =
Repeat the process, putting charts into K3, K4, and K5 to get the following
A B C D E 3 G H I ] K
& & &
A A &
(L\Q% \)c\ \S?’d \"7’6 C‘:‘, o @Q\ &
1 E ¢ & ¢ ¥ ¢ <€
2 Computer 0 10 2 2, 6
3 Monitors 0 15 3 3 4" 10 5 s
4 Tablets 0 20 4 3 11
S Batteries 0 200 10 10 15" 35 165 |
Note: Computer sales are flat, Monitors are trending up, Tablets are trending down, and in my case, the last item is
trending up.
Recall, gu should have something besides Batteries, and your numbers for the last row should differ.
See also a great video on this subject at
https://support.office.com/errus/article/usesparklinesto-show-datatrends1474e169008¢4783926b-5c60e620f5ca
BONUS More on Charts
Aside from dragging your mouse to select a range for a chart, you can also hold down the Ctrl key, aiid tdd cnge
that may not touch other cells.
Example, in the earlier Budget activity, instead of just displaying the amount left over each month in theahad, |
havealso added month names.
Here is my original chart, based on 42A:42E, your rangevasy.
29 Complete the sample budget below... refer to class materials for all directions
g? « Put cursor between A and B at top, drag to make Column A wide enough to display Income - Expense, below
32
33 Jan Feb Mar Apr Total « Highlight Jan and Feb, then drag to autofill Mar and Apr; don't go over the Total
34 Income
35 :Nca(;es $500.00 $450.00 $500.00 $500.00 $1,950.00 «- A fastway to automatically sum (autosum) a row or column is to click the Z
36
37 Expenses
38 Rent $300.00 $300.00 $300.00 $300.00 $1,200.00 « * T —— T —
20 TomlExpenses $40000 $3000 $40000 $40000 $1.380.00 Income - Expenses
41 use ¥ above use ¥ above use ¥ above use ¥ above use I above $120.00
42 income - Expenses [ $100.00 $ 70.00 $100.00 $100.00] S 370.00
43 In B42, type in =B35-B40 (use similar formula for C, D, E, @ $100.00
44
45 Highlight B35-F42, then format to Currency with $ $80.00
4
43 Highlight A42-E42 (not total column), and choose Insert, the  $60.00 | .
8 m Income - xpenses
29 Choose Page Layout, then select the Page Setup [ ->]. Clic|  $40.00
50 -You can also choose Page Layout, then under Headings, c! o
51 Create a lab7 folder if you don't already have one $20.00
52 Save this d asy budget.xlsx in your lab?
gi Next, begin part two; Click on the Sheet2 tab, below > 1 2 3 4
55
b2z AF L glyld G2 NBR2 | OKFINI adzOK Fa gla Ay (GKS 0 dz

also hold down the control key to include A33:E33


https://support.office.com/en-us/article/use-sparklines-to-show-data-trends-1474e169-008c-4783-926b-5c60e620f5ca
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3z
B[ Wan Feb Mar Apr Total
34 Income
35 Wages $500.00 $450.00 $500.00 $500.00 $1,950
36
37 Expenses
38 Rent $300.00 $300.00 $300.00 $300.00 $1,200
39 Food $100.00 $ 80.00 $100.00 $100.00 $ 380
40 Total Expenses $400.00 $380.00 $400.00 $400.00 $1,580
41 use ¥ above use X above use X above use I above use I abi
42 Income - Expenses $100.00 $ 70.00 $100.00 $100.00 S 370
43 In B42, type in =B35-B40 (use similar formula for C,
b2¢g LQff AYyaSNU | O2fdzyy OKI Ndthnante&a SR 2y 020K NI y3S
4 A B c D E F G H I J K L M N
28
29 Complete the sample budget below... refer to class materials for all directions
30
31 « Put cursor between A and B at top, drag to make Column A wide enough to display Income - Expense, below
32
33 [ggn Feb Mar ‘Apr ITolaI « Highlight Jan and Feb, then drag to autofill Mar and Apr; don't go over the Total
34 Income
35 Wages $500.00 $450.00 $500.00 $500.00 $1,950.00 «- A fastway to automatically sum ( ) @ row or column is to click the £
36
37 Expenses
38 Rent $300.00 $300.00 $300.00 $300.00 $1,200.00 « **=* e = . e
39 Food $100.00 $ 80.00 $100.00 $100.00 $ 380.00 «
40 Total Expenses  $400.00 $380.00 $400.00 $400.00 $1,580.00 Income - Expenses
41 use ¥ above use ¥ above use I above use ¥ above use I above $120.00
42 ‘Income - Expenses | $100.00 S 70.00 $100.00 $100.00] § 370.00
43 In B42, type in =B35-B40 (use similar formula for C, D, E, @ $100.00
44
45 Highlight B35-F42, then format to Currency with $ $80.00 -
46
47 Highlight A42-E42 (not total column), and choose Insert, the  $60.00
48 ® Income - Expenses
49 Choose Page Layout, then select the Page Setup [ -]. Clic.  sa0.00 -
50 -You can also choose Page Layout, then under Headings, c! o
51 Create a lab7 folder if you don't already have one $20.00
52 Save this d asy budget.xIsx in your lab?
53 5 =
54 Next, begin part two; Click on the Sheet2 tab, below Jan Feb Mar Apr
55
56
See also

https://support.office.com/erus/article/createa-chart-from-start-to-finish-Obaf399edd61-4e188a73b3fd5d5680c2

Conditional Formatting

Conditional formatting can color code a value based on a logical test. Maybe we would like to see inventory numbers
below 6 to show up as red. Select the cells H2:H4, then select Conditional Formatting>HighlighSCGelFRulS & &

W Siwrap Text General . ’jﬁ
i ¥ 5 Merge & Center = $-% 2 | %3 %8 Conditional
= Formatting *

—‘)i Greater Than... =" Highlight Cells Rules »

:<1 Less Than... ;ti'{ Yop/Bottom Rules »

Fill in the value 6
Less Than ? X

Format cells that are LESS THAN:

6

5% with Light Red Fill with Dark Red Text

o] oo

in order to turn cells that are less tharR&d.

You can now easily see the cells where inventory may be too low, in our case, below 6.

ao

i KI


https://support.office.com/en-us/article/create-a-chart-from-start-to-finish-0baf399e-dd61-4e18-8a73-b3fd5d5680c2
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A B C D E F G H I ] K
Q -«\e" \0('\
\@é\ dé@z c;»é’ 4;,\‘7:’ ’}Q‘H \@é\
o S & &c\ 6‘(—’ & &
o & > & & $ N
1 & 8 8 & & 4 & <&
2 Computer 0 10 2 2 2 6 4 *
3 Monitors 0 15 3 3 4" 10 5 —
4 Tablets 0 20 4 4 3] 11 9
5 Batteries 0 200 10 10 15" 35 165

See also Conditional Formattihtips://edu.qgcfglobal.org/en/excel/conditionalormatting/1/

If

To get a warning when it might be time to order more stock, not just a color coded value, we can use what is called an |
statement.Do notconfuse an IFIsti SYSyYy i 2NJ Cdzy OilA2y X G6AGK a2KIG LFE 4K
Based on a logical test, Excel can display a message depending on if the test result is true, or false.

So we could set our reorder threshold to 5 for the computers, monitors, and talaletsthen have Excel displ@yder
More or Inventory OKdepending on if the inventory number is above 5, or below or equal to 5.

The basic lay out in Excel is, logical test, value if true, value if false.

So we would fill out H2>5 for the logical tetL y @S yiF2NB GHKYS @I £ dzS AT (G NUz2S>Z FyR a
we can also apply some rules to color code it, as well.

¢t2 R2 GKA&A 6SQff IRR I yS¢ f10St Ay amI LYy@Syidz2NE {4l
Next, select cell M2, and click thebutton, and search folf.

Click Ok and fill out as shown

Function Arguments ? X

IF
Logical_test H2>9 = FALSE

Value_if_true “Inventory OK" "Inventory OK"

?\ kl ?\

Value_if_false “Order More" = "Order More"

= "Order More"
Checks whether a condition is met, and returns one value if TRUE, and another value if FALSE.

Logical_test is any value or expression that can be evaluated to TRUE or FALSE.

Formula result = Order More

Help on this function [I] Cancel

Then click OK, repeat for M3 and M4 aartofill.



https://edu.gcfglobal.org/en/excel/conditional-formatting/1/





































































































































