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* A word processor is software or a device that allows
users to create, edit, and print documents. It enables
you to write text, store it electronically, display it on a
screen, modify it by entering commands and
characters from the keyboard, and print it.



Features of Word Processing Software
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 Working With Text and Styles

Microsoft Word is a word processor, which means
that it's designed primarily for text-based
documents. These can be business reports,
student papers, informal notes from a call or a
lecture, or letters to friends and relatives.

* Saving and Printing

After you create a document in Word, you usually
want to save it for later access, send to someone,
print it out, or any combination of these uses.



 Word and Compatibility

Microsoft Word has been designed for years to
maximize compatibility between versions. Typically,
versions of Microsoft Word can open files created in
previous versions of the software and save files in
formats usable by earlier versions.

* Preview Facility : Before getting a print of our
document, we can get a preview of document. If
mistakes are there, we can change the document.

e Easy Typing : In MS Word, typing is so easy because

— we need not click enter button after the end of a line as in
case of type writer.



 Adding, Removing and Copying Test : Documents can
be modified easily in MS Office. We need not strike off
any word as in the case of type writer. We can easily
place a new word in place of existing one. The new
word or paragraphs will automatically be adjusted in
the place of deleted or modified text. We can also copy
a part or whole of the matter from one file or
document to another document.

* Spell Check of words : The spellings of words in the
document can be rectified automatically. We can find
alternative words to our typed words. Not only that,
even the grammatical errors can also be rectified in
word processor



 Headers and Footers : A Header is the text appearing
above the document and Footer is the text appearing
below the document. In Word Processor, we can create
these Headers and Footers in the document easily.

* Creation of Tables : Tables can be created neatly in
word processor. If you give directions for required
number of rows and columns, word processor provides
a ready made table to work .

* Bullets and Numbering : Bullets are special symbols
which can be put for different points in a document
whereas numbers are ascending figures likel, 2, 3, ......
etc. Which can be assigned to different points in the
paragraph or document. In word processor we can
assign such bullets or numbers automatically with a
single command.



Each of the tabs contains the following tools:

-

Home: Clipboard, Fonts, Paragraph, Styles, and Editing.

Insert: Pages, Tables, lllustrations, Links, Header &
Footer, Text, and Symbols.

Page Layout: Themes, Page Setup, Page Background,
Paragraph, Arrange

References: Table of Contents, Footnote, Citation &
Bibliography, Captions, Index, and Table of Authorities

Mailings: Create, Start Mail Merge, Write & Insert
Fields, Preview Results, Finish

Review: Proofing, Comments, Tracking, Changes,
Compare, Protect

View: Document Views, Show/Hide, Zoom, Window,
Macros
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* Create a New Document

There are several ways to create new documents, open existing
documents, and save documents in Word:

. Click the Microsoft Office Button and Click New or
II.  Press CTRL+N on the keyboard.
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Opening an Existing Document
Click the Microsoft Office Button and Click Open, or
Press CTRL+O on the keyboard, or
If you have recently used the document you can click the Microsoft Office Button
and click the name of the document in the Recent Documents section of the
window Insert picture of recent docs
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* Saving a Document

. Click the Microsoft Office Button and Click Save or Save As, or
Il.  Press CTRL+S on the keyboard, or

Ill.  Click the File icon on the Quick Access Toolbar.
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Printing Document to a file page
You can print the document.

Print — In print option you can change the number of copies,
Select page no., choose printer etc before printing.

Quick Print — In quick print the document is directly send to the
printer without making any changes.

Print Preview — Preview and make changes to pages before
printing.

Print ? e
Printer
Mame: 0®  Microsoft Print to PDF e Properties
Status:  Idle Find Printer. ..
Type: Microsoft Print To PDF
Where: PORTPROMPFT: D Print to file
Comment: [ Manual duplex
Page range Copies
(® al Mumnber of copies: |1 =
D Current page Selection 1 1
() Pages: 1 1 Collate

Type page numbers andor page
ranges separated by commas counting

from the start of the document or the

section. For example, type 1, 3, 5-12

or plsl, pls2, pls3—pa8s3

Print what: |Document | Zoom
Print: All pages in range w Pages per sheet: 1page >
Scale to paper size: | Mo Scaling e

Options... Cancel




Home Tab

*Most of those frequently used commands are located in the
Home Tab.

*The Ribbon is located close to the top of the Word window.

*The Ribbon is organized into a set of task-oriented tabs, and each
tab on the Ribbon contains groups of commands.

*The Home Tab contains the most frequently used commands in
Word.
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Formatting Features of Ms word:-

Select the style to apply to paragraphs

Mormal =

Changes the font of the selected text

arial =

1z » Changes the size of selected text and numbers

Makes selected text and numbers bold

B
I Makes selected text and numbers italic

U Underlines selected text and numbers
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Used for superscript and subscript of the text

It is used to highlight the important text

It is used to change the color of the font.

It is used to draw a line through the middle of the selected text.

It is used for sentence case, Lower case, Upper case, ToGglLe case etc.

It is also used to change the size of the selected text



Home Tab 2. Paragraph Settings

Make sure the “Home” tab is active and click the “Paragraph Settings” button in the
lower-right corner of the “Paragraph” section. On the “Paragraph” dialog box, select the
settings you want to change
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Paragraph I

Aligns to the left with a ragged right margin.
Centers the selected text.
Aligns to the right with a ragged left margin.

Aligns the selected text to both the left and right margins

§— Makes a numbered list or reverts back to normal.
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Add, or remove, bullets in a selected paragraph.

Decreases the indent to the previous tab stop.

Indents the selected paragraph to the next tab stop.

Adds or removes a border around selected text or objects.

It is used to give the spacing between the lines.

It is used to sort the Lines in order to alphabetical or numerical.
Show paragraph marks and other hidden formatting symbol.

Color the background behind the selected text or paragraph.



Home Tab 3.Variou
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styles

*Style refers to the format of your paragraph.MS word offers several quick styles
that you can use.

*These include heading, No spacing, Subtitles, Emphasized text, List paragraph,
etc.

*To apply a list go to the “ Home” tab on the ribbon and go to the “Style Group”.
*You will see some style in white boxes.

*You can scroll through these styles to find one you want to use, or you can click
the arrow in the “Style” tab to select the one you want.
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Home Tab 4.Find and Replac
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* Find and Replace helps you to find words or
formats in a document and can let
you replace all instances of a word or format.

* This is particularly handy in long documents. To
use Find and Replace, use the shortcut Ctrl+H or
navigate to Editing in the Home tab of the
ribbon, then choose Find and Replace.



FIND TAB STEPS:

* Find searches for specified text in the active document

* To find a specified text in the document go to Edit menu choose find
option or click the find icon () on the toolbar or make use of the
shortcut key combination Ctrl+F.

* The Find and Replace dialog box will get displayed.

* Enter the text to be searched in the Find what tab.

* Clicking the Find Next button the specified text will be located in the

document.
Find and Replace ? >

Find Replace  GoTo

Find what: | ot

Maore == Cancel




REPLACE TAB STEPS:

To find and replace a word or phrase in your document you
need to:

* Go to Edit section in the Home Tab select “Replace” to open
the find /replace dialog box.

* Enter the text in the “Find what” box.
* Enter the text in the replace box which you want to replace.

* Note : If you do not enter any character at the “Replace
box”, the program will delete all the results matching the
search criteria.

Find and Replace ? ot

Find Replace GoTo

Find what: Computer W
Dptions: Search Down
Replace with: |Computer Sciencel W

More == Replace Replace All Find Mext Cancel




Home Tab 4.Format Painter

*Many times we need to apply the same formatting effects, like
font,font size, style, color, border, shading and many more to
different portions in active document with the help of Format
Painter facility in MS Word.

*Format in MS Word is an important tool of Microsoft Word.

*You can use Format Painter to quickly applied copied formatting
from one place to another place in the active document of MS
Word.

* If you want to cancel Format paint then you just simply press ESC

key. 0 i 9 - abr .
—-/I Home Insert
= ¥ Cut

=3 Copy

Paste
- # Format Painter

Clipboard P



Method 1: Format Painter using the Shortcut Key
Combination

Step 1. If you want to copy formatting to place and
apply on another place then first you have to select
the formatted text or shape which formatting you
want to copy.

Step 2. To copy the formatting press CTRL+SHIFT+C
shortcut key combination.

Step 3. Select the target text or shape on which you
want to paste or apply copied formatting.

Step 4. To paste formatting on target location you have
to press CTRL+SHIFT+V shortcut key combination.



Method 2: Format Painter using the Mouse

You can also use another method to copy
formatting from one place to another place using
the Mouse:

Step 1. Select the formatted text or shape (source
location) which formatting you want to copy.

Step 2. Now, Click on the Format Painter button
which is placed in the Home tab >>> Clipboard
group for copy formatting.

Step 3. Select the target text or shape (target
location) on which you want to paste formatting.
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Cut and Paste
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Copy,
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Cut:

Deleting unnecessary data from a document is called
cutting.

In Microsoft Word, you can cut text from one area of a
document and paste that text anywhere in the
document.

After you cut the text, it gets stored in the clipboard.

If you want to cut any text or word from a document, it
is advisable to Select the word first.

To cut, Right Click = Cut. m%j H9-0%-
The shortcut key is "Ctrl + X". B

=1 ¥ Cut

=4 Copy
Paste
- # Format Painter

Clipboard I



Select the text
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A connection that's used for groups of computeérs. This is common in small offices and internet
cafes. This Is where everyone can share files basically, and is aiso known to be a good way to
connect between computers whenever they want to share an internet connection, or whenever
they want to play games with each other,

Wide Area Networks (WAN):

This Is a commeon type of network nowadays that’s made possible by wireless technology.
Usually, a credential or service from a certain company ks needed to enter a connection in this
type of network, but there are others that can be used for free. This s good for internet
connection, The Internet is a well-known version of this one,

Metropolitan Area Networks (MAN):

A more powerful version of the local aren network where it can cover up the whole city in terms
of connection. A huge server is usually used for this type of connection.

T W -
®

1 : Edaing
ANy e e

0 X
Sign




Right click and select cut
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Copy:

Copy option can be used when we need to retype
the same text as it reduces time and effort.

By using copy option, you can copy the text from
one location to another.

Information stored on the clipboard stays there
until new information is either cut or copied.

Each time you use cut or copy, you replace the
old information on the clipboard with the
information you just cut or copied.

To copy, Right Click - Copy.
The shortcut key is "Ctrl + C".



Copy Using Mouse
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A connection that's used for groups of computers. This is common in small offices and intérnet
cafes. This Is where everyone can share files basically, and s aiso known to be a good way to
connect between computers whenaver they want to share an internet connection, or whenever
they want to play games with each other,

Wide Area Networks (WAN):

This is a common type of network nowadays that’s made possible by wireless technology.
Usually, a credential or service from a certain company ks needed to enter a connection in this
type of network, but there are others that can be used for free, This is good for internet
connection, The Internet s a well-known version of this one,

Metropolitan Area Networks (MAN):

A mare powerful version of the local area network where it can cover up the whole city in terms
of connection. A huge server is usually used for this type of connection.
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Right click and select copy
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Paste:
e Select your text and then copy it..

e Use mouse to move the cursor to desired
position to paste the copied text.

* Click paste to insert the copied text in its new
place.

* You can paste clipboard information as often as
you like.

* To paste, Right Click - Paste.
* The shortcut key is "Ctrl + V".
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* The Insert Tab is right next to the Home Tab in

Microsoft Word 2007.

 The Insert Tab is used to insert different
features such as tables, pictures, clip art,
shapes, charts, page numbers, word art,
headers, and footers into a document.
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Insert Tab 1. P
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* Cover Page :This button can be used to insert a
pre-formatted cover page for a document. The
information that is to appear on the page is filled
in after the page is created.

* Blank Page :To insert a new blank page for a
document at the cursor position, click this button.

* Page Break :Click this button to end a page at the
current cursor position and start a new page.
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Tables :
* This button is used to insert a table into the document.
* A grid will appear that can be used to create the table.

* Additional options for creating a table are also available,
such as drawing a table or using the Quick Tables

feature.
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Picture :

* Toinsert a picture from a file on the computer into the document, click
this button.

* The Insert Picture dialog box will appear.

* This dialog box is used to select the picture that is to be inserted into
the document.

B Insert Picture
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Clip Art :

* |In word 2007, You have the ability to search clip art files
on your local computer and on Microsoft office online.

* You can Modify that clip art using picture editing tool.
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Shapes :

* This button is used to insert
ready-made shapes such as
circles, squares, arrows, and
triangles into a document.

* When the button is clicked, a
gallery of different shapes will
appear.

* To insert a shape, click the
desired shape and then draw
the shape in the document.
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Smart art :

 Smart Art To insert a Smart Art graphic into the
document, click this button.

 Smart Art graphics are objects such as Venn
diagrams and organizational charts.

* When the button is clicked, a gallery of different
categories and shapes will be displayed.

Choose a Smart&rt Graphic ? >
List L |
P .
8= List

¥ Process

|
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Basic Block List

IUse to show non-sequential or grouped
blocks of information, Maximizes both
horizontal and vertical display space for
shapes.
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= Pyramid

Cancel




Chart:

* Group/Button Description Chart Use this feature to
insert a bar, area, or line chart.

 When this button is clicked the Insert Chart dialog
box will display.

* Inthis dialog box, it is possible to specify the type of
chart.
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Insert Tab 4.Links
Hyperlink and Bookmark

Inserting a hyperlink

Open Microsoft Word.
Type the appropriate text in the Word document.

With your mouse or keyboard, highlight the text you want to turn
into a hyperlink. For example, in the picture below, the text
"ComputerHope website" is highlighted.

The ComputerHope website is a great site for learning about computers.

In the menu bar or Ribbon at the top of the Word program window,
click the Insert tab.

On the Insert tab, in the Links section, click
the Hyperlink or Link option.

In the Insert Hyperlink window, type in the web page address you
want to set the highlighted text to link to in the Address text field,
then click OK.



Insert Hyperfink [4 X
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Place in This
Document Browsed - Deskiop
Pages i Documents
B Videos
Create New Regent s OS & Primary Software (C:)
Document Files = DVD RW Drive (D2)
| s Secondary HOD (F) v
;‘_ﬂ Address hitp://www.computerhope.com vl
E-mail |
Address |

* Asyou can see in the image below, the highlighted text
is now a hyperlink, set to the desired web page.

The ComputerHope website is a great site for learning about computers.




Bookmark:

* Create a bookmark to assign a name to a specific
point in a document

* A bookmark in Word works like a bookmark you
might place in a book: it marks a place that you want
to find again easily. ...

Bookmark ? -

Bookmark name:

Sortby: (@) Name
() Location

[[] Hidden bookmarks

Cancel




Header:

art Tab 5

(cn
(®

* To insert text that appears
at the top of each page of
the document, click this
button. A gallery of header
styles and formats will
appear.

* C(Click the heading style that
is to be applied to insert it
into the document.

wn
L
®
@
Q
®
o

3 j j A J % Signature Liny
= = = = 5) Date & Time
Header| Footer  Page Text Quick WordArt Drop _
v *  MNumber~ || Bo Parts - E Cap - '#4 Object ~
Built-In el
Blank |
[Ty et
Blank (Three Columns)
[Ty teset] [Ty text] [Type: teet]
Alphabet
[Type the document title]
Ann
[Type the document title] | [Year]
o~




Footer :

* This button is used to
insert text that appears at
the bottom of each page
of the document. A gallery
of footer styles and
formats will appear.

Click the footer style that is
displayed to insert it into
the document.

r[F

UUUUU

T?EJJJAI

Text Q ick Wordart

2% Signature Line -

53 Date & Time

*gd Object ~

uilt-ln

| Blank

[Ty taet]

[Ty twct]

[Ty fomct]




Insert Tab 6. Word A

*Click Insert > WordArt, and pick the WordArt style you want.
*To insert decorative text into the document, click this button.
* A gallery of different styles of WordArt will display.

*Click the desired format to create the WordArt image.

(U)
(fD
(F'l'

AL

- — d

(Fl'

‘4 A &% Signature Line ~ j'l 5 !
53 Date & Time
WordArt| Drop

Wl Equation Symbol

e T W
Wordart wordA™ worda-, WordArt Woraart
Wordré WordArt WordArt wordz:: Werdiet : Y

W wordare  -WorcArt l"r"r:{jr{lléi ’ W
Wordart WardAre Mordde Wil sl :

s

Pipwr -
¥
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Insert T

Equation :

* This button is used to
insert a mathematical
equation into a
document.

 The equation tools ribbon
will appear when the
button is clicked.

* This ribbon is used to
create the equation. A list
of common equations is
also available.

(m
(m

=QUE

()
-v - /A

v— \—-_-

& Signature Line - ']'c S‘Z

5)) Date & Time

[Equation| symbal
rgd Object - - .

@

Built-In

Area of Circle

A=mr?

Binomial Theorem

n
: n
(x+a)m= E (k)x"a”‘k
=0

Expansion of a Sum

| »

. nx nin—1)x?
(1+x)m _1+T+ 5

Fourier Series

TC  Insert New Equation

nwx | nmx
flx) = ag+ Z(a cns—+ 5111—)




Symbol :

* Click this button to insert a

. @
symbol such as a copyright or
trademark into the document.

symbaol

€ £ ¥ © *®
* |t has the symbol that are not

present in your keyboard like : v e 4 oa
copyright symbol, Trademark B x 0 3 ©
Symbol, Paragraph Marks, and | wore symbos.
Unicode Character.
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Introduction :

fﬂ)
(fD

ge Layout Tab

 The Page Layout Tab holds all the options that

allow you to arrange your document pages
just the way you want them.

* You can set margins, apply themes, control of
page orientation and size, add sections and
line breaks, display line numbers, and set
paragraph indentation and lines.

N . .
EJ CERXEDE Document] - Microsoft Word -
Home  Insert Fage Layout References Mailings Revi
Hm J j J j j j Indent Spacing =auk
- L§
= - <l"
. (] Fonts ~ j jL ¢ Number Sleft 0 D e 0pt I s
Mar g s Orie tt s Colum Watermark Page  Pag 4= - Hign
B Eff s~ B r " Hyphenation v Calor™ Bo d ‘*Rght 0 « || 4= After. | 10pt . .
Them Page Setup F] Page Backgrou Paragraph ] Arrange



Document Themes :

e On the Page Layout Tab, in
the Themes Group, click the
Themes button. A gallery
opens.

e Hover your mouse pointer
over the many themes in the
Themes gallery. Word
enables you to preview the
themes in your document via
the Live Preview feature.

* To make the change
permanent, click the theme
you want to see.

i
—/l Home Insert Page Layout Referenc
Al nCnInrs J sy =
Fonts _ j Ij —
Thevmes — gins Orientat 5 Col
Built-In
Aa Aa Aa Aa
[ L] | [ [ || HEEN | | |
Office Apex Aspect Civic
Aa A Aa Aa
------------ HEEEE u
Concourse Equity Flow Foundry
Aa Aa Aa Aa
| | HNEEE 1 | | HEENN
Median Metro Module Opulent
i
Aa Aa | Aa Aa
| | | | | [ | | ErEEEE
Oriel Qrigin Paper Solstice
[y
Aa Aa Aa Ad
EEEN | | H| | (|AEEEEE| | (| DEEEEE
Technic Trek Urban Verve

Reset to Theme from Template
Mare Themes on Micrasoft Office Online...
l==] Browse for Themes...

=]
:"ﬂ Sgve Current Theme..,



ut Tab 1.Pas

You can display the "Page Setup" dialog

(

(c-l-
{m
oQ
(]
(@
(m
(=t

=tup

3 I'_' | = Breaks ~
& £ Line Numbers =
Columns

Page Layou

Ly

box, Margins Tab, by clicking on the page " oeneten == 48 Hyphenation -
layout tab. —Fage Sefup =
3 == ¥= Break

Margin : ﬂ = =R S
Margins| Orientation  Size Columns ae

In the Page Setup group, click the Margins - - v

button. There you will see a gallery Top T Bottom: 1

showing a number of margin options. Click | —

one of the options, and Word applies the Top: 05 sottom: 0.5

margins to your document. i -

If none of the gallery’s options are Eﬂt;?ﬁ Bottom: 1

satisfactory, click the Custom Margins —

option. The Page Setup dialog box opens Top: 1 Sottom: T

with the Margins tab displayed. == o

Use the options in the Page Setup Dialog (] fﬂp:dhﬁ ST

Box to adjust the margins to your e

%aI;clsfactlon. When you have finished, click J Top T Bottom 1

. Custom Margins...




2. Orientation -

The drop-down contains the
commands: Portrait and
Landscape. This provides a
shortcut to the (Page
Setup)(Page tab, Orientation).

3. Size - Drop-Down. Lets you
select from all the different
available paper sizes. This

provides a shortcut to the (Page

Setup)(Page tab, Paper size
drop-down).

4. Columns - Drop-Down. The
drop-down contains the
commands: One, Two, Three,
Left and Right and the
command More Columns.

Provides access to 1,2,3 column

layouts.

-

-

*,::: Breaks «
£ Line Mur
b2~ Hyphen:

L LI

O || O

Letter
25" x11°

Tabloid
11" x 17

Legal
2.5 " x 14

Statement
5.5"x 8.5

Executive
7.25" ¥ 10.5°

A3

11.69"° ¥ 16.54°

Ad
8.27" x 11.69°

A5
583" x 827

B4 (5]

10127 ¥ 14.33°

B5 (J5)
FA7 1042

More Paper Sizes...

Fig : Size

\ *,::: Breaks -
2] Line Numbers
Columns
- |be Hyphenation -

One

Twao

Three

Left

Right

== More Columns..,

Fig : Columns



5.

Breaks - Drop-Down. The drop-down
contains the commands: Insert Page
Break, Remove Page Break and Reset
All Page Breaks.

Line Numbers - Drop-Down. The drop-
down contains the commands: None,
Continuous, Restart Each Page, Restart
Each Section, Suppress for Current
Paragraph and Line Numbering
Options. The Line Numbering Options
displays the "Page Setup" dialog box
(Layout tab).

Hyphenation - Drop-Down. The drop-
down contains the commands: None,
Automatic, Manual and Hyphenation
Options. The Hyphenation Options
displays the "Hyphenation" dialog box.

Page Breaks

Page
™ Fark the point at which one page ends
and the next page begins.

!

Column
Indicate that the text following the column
break will begin in the next column.

Text Wrapping
Separate text around objects on web
pages, such as caption text from body text.

i ‘[ﬂ_‘
57 g

Section Breaks

HMext Page
Insert a section break and start the new
section on the next page.

v

Sl N

Il
I

Continuous
Insert a section break and start the new
section on the same page.

Even Page
Insert a section break and start the new
section on the next even-numbered page.

COdd Page
Insert a section break and start the new
section on the next odd-numbered page.

i

Figure : Breaks

experimentation to demon-
strate how automated hy-
phenation works. You need
words like antidisestab-
lishmentarianism and other
such humungous exem-
plars of massively long

words in order to demon-
Strate th|S _ It,s alS Manual Hyphenaticon: English (United Kingdom) | ? i:h]]

tO exempllfy |t US|ng |Hyphenate at: |dem-on—'st'ate |
| | Cancel |

colum width rather ‘ et
Figure : Hyphenation

T
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Watermark Page Page
* Color = Borders

Page Background

2 Layout

L,
(ol
oQ
(®
(Fl'
IN

1. Watermarks :

e In the Page Background group, click the
Watermark button. A gallery opens
with a number of standard
watermarks.

e Click the one you want to use.

e |f you don’t want to use any of the
standard watermarks you can create
your own by clicking the Custom
Watermark command. The Print
Watermark dialog opens.

e Use the options in that dialog to create
a text watermark or to select an image
to use as a picture watermark.

e When you’ve completed created your
watermark, click OK.

fﬂ!)
(fD

ge Ba

Watermark Page Page

Color = Borders

o
PN
(ofe]
©

Indent
= et (O
£= Right 0"

c

4k 4k

=
Q.

Spacing
$: Before: 0 pt
¥= After |[10pt

Confidential

COMNFIDENTIAL 1

DO MOT COPY 2

4] | Custom Watermark...

y
L Remove Watermark

CONFIDENTIAL 2

DO NOT COPY 1




Page Color:

* On the Ribbon, click on the Design tab

* Locate the Page Background group

* Click on the Page Color button

* Click on a color to set your page background

COlOr i Indent
F‘ﬂ\ F‘J i= left O
age | Page

Color ~|Borders || S% Right: 0"

I Theme Colors

Standard Colors
_ 4 EEEER

Mo Color

KMare Colars...

Fill Effects...




Page Borders :
* Go to Page Layout>Page Background>Page Borders.
 Make selections for how you want the border to look.

* To adjust the distance between the border and the
edge of the page, select Options. Make your changes

a nd SeleCt OK- Borders and Shading ? pod
Page Border  Shadin
. Select OK i | e | g
elec .
Setting: Style: Prewview
A Click on diagram below or use
Mone buttons to apply borders
Box e
Shadow .
— W
j color: |
D
- Automatic A
Width:
é Custom 12 pt e
Apply to:
Art: Whole document w
(none) -
Options...

Horizontal Line. .. Cancel




Pag

You can quickly display the "Paragraph" dialog box, Indents
and Spacing tab, by clicking on the Paragraph section of
Page layout tab.

2 Layout Tab 3.Paragraph

(ﬂ)
oQ
(D

Indent Spacing

iS Left O - i: Before: 0 pt -

=3 Right: 0 > | 3= After 10pt
Paragraph ]

Indent Left -
* Move in the left side of the Paragraph by a certain amount.

* This can be used to change the left indentation for the
current selection.

Indent Right -
 Move in the left side of the Paragraph by a certain amount.

* This can be used to change the right indentation for the
current selection.



Spacing Before -

* This automatically updates to indicate how much
spacing is defined before the paragraph of the
current selection.

* This can be used to change the spacing for the
current selection.
Spacing After -

* The automatically updates to indicate how much
spacing is defined after the paragraph of the
current selection.

* This can be used to change the spacing for the
current selection.
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Mailing Tab 1.Create Envelops and Label

S —— LU

Creating Envelops

* Go ahead and open up Word and select the
“Mailings” tab.

* Next, click the “Envelopes” button.

* The Envelopes and Labels window will appear.
This is where we’ll enter all of our information.

* In the “Delivery Address” box (1), enter the
recipient’s address. The “Return Address” box (2)



Envelopes and Labels

Envelopes  Labels

Delivery address:

Govt. N.P.G. College of Science Raipur

[] add electronic postage

Feed

Return address: G~ []omit
Sneh Nagar.Indore w | | Preview
W

Verify that an envelope is lnaded before printing.

Print Add to Document Options...

E-postage Properties...

Cancel

Envelope Options

i Envelope Cptions |

Envelope size:
Size 10

Delivery address

Font...

Return address

Font...

Preview

Printing Options

(41/83%9 1/2in)

From left:

From top:

From left:

From top:

(84

Auto
Auto

Auto
Auto

Cancel

4k

4k

4k

4k

Figure : Creating Envelops

Figure : options of envelops



Sneh Nagar Indore

Govt. N.P.G. College of Science Raipur

Figure : Envelops




Creating Labels:
1) Start Microsoft Word.
2) Click the New Document button.

3) From the Tools menu, select Letters and Mailings, then select Envelopes
and Labels.

4) Select the Labels tab, click Options, select the type of labels you want to

create and then click OK. [envelopes and Labels ? X
5) Click New Document. Envelopes  Labels
Address: E = [ ]use return address
Govit. N.P.G. ™
College
W
Print Label
(®) Full page of the same label Microsoft, 30 Per Page
") Single label Address Label
Row: |1 | Column: |1 = ﬁ
Before printing, insert labels in your printer's manual feeder.
Primit Mew Document Options... E-postage Properties...
Cancel




Ficrult. hLP.E. Eovt. MLP.E =ovt. MLPLE Gowt. MLP.GE. Eovt. MP.E Govt. MLP.E. Eovt. MLP.E =ovt. MLPLE Gowt. MLP.GE. Eovt. MP.E
College College College Colliege Coliege College College College Colliege Coliege
Govt. M.P.G. Govt. MLP.G. =ovt. N.P.G Govt. NLP.G. Govt. NLP.G. Govt. M.P.G. Govt. MLP.G. =ovt. N.P.G Govt. NLP.G. Govt. NLP.G.
College College College Colliege Coliege College College College Colliege Coliege
Govt. M.P.G. ovt. M.P.G. =ovt. N.P.G. Govt. NLP.G. Govt. N.P.G. Govt. M.P.G. ovt. M.P.G. =ovt. N.P.G. Govt. NLP.G. Govt. N.P.G.
College College College College College College College College College College

Figure : Creating Labels
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i) In a blank Microsoft Word document, click on the Mailings tab, and in
the Start Mail Merge group, click Start Mail Merge. e —
i) Click Step-by-Step Mail Merge Wizard. T

What type of document are you
working on?

nsert Page Layout References Mailings
(®) Letters
'\". g () E-mail messages
é"l 6] () Envelopes
start Mail|  Select Edit Highlight Ad (3 Labels
Merge ~ |Recipients ~ Recipient List || Merge Fields E .
) Directary
=] | Letters
Letters
= E-Mail Messages
Send letters to a group of people.
=1 Enyelopes.. You can personalize the letter
Label that each person receives.
3| Labels...
='] = Click Mext to continue.
E Directory
[[E" Mormal Word Document
__"_| Step by Step Mail Merge Wizard...

iii) Select your document type. In this we will
select Letters. Click Next: Starting document.

Step 1 of 6

= Mext: Starting document

i)Figure : Select document type



iv)

Select the starting document. In this
example we will use the current (blank)
document. Select Use the current
document and then click Next: Select
recipients.

Mail Merge * X

Select starting document

How do you want to set up your
letters?

(®) Use the current document
() start from a template
() Start from existing document

Use the current document

Start from the document shown
here and use the Mail Merge
wizard to add redpient
information.

Step 2 of 6
& Mext: Select redpients

“ Previous: Select document type

ii) Figure : Selecting the document



list and then click Create

Select recipients. In this Example we will create a new list, so select Type a new

vi)  Create a list by adding data in the New Address List dialog box and clicking OK.

Mail Merge X

Select recipients
{_J Use an existing list
() Select from Qutlook contacts
(®) Type a new list

Type a new list

Type the names and addresses of
recipients.

Ig Create...

Step 3 of 6
& Mext: Write your letter

4@ Previous: Starting document

iii) Figure : Add the Recipients

Mew Address List

? >

Type redpient information in the table. To add more entries, dick New Entry.

Mame w | City w | State w | Pincode w | Home_phone w
| Raj sharma Raipur Chhattisgarh 492001 8857585843
|| Veena gupta Durg Chhattisgarh 492002 0397654320
|| Shreyash Bhilai Chhattisgarh AG2006 a765980087
B
£ >

Mew Entry Eind...

Delete Entry Customize Columns. .. QK Cancel

Figure : Add new Recipients




vii) Click Next: Write your letter.

viii) For adding the address block click on More items
Mail Merge v X
Write your letter Dear « Name»

If you have not already done so, .. .
write your letter now. You are invited to the conference, | hope you will come

To add redpient information to

your letter, dick a location in the
document, and then dick one of
the items below. i City »

2] Address block...

To

«Staten
|2 Greeting line...
J Electronic postage. .. “HDmE'_PhDﬂE'H
?ﬂ More items... «Emailn|

When you have finished writing
your letter, dick Next. Then you
can preview and personalize each
recipient's letter,

Figure : Letter

Step 4 of 6

% Mext: Preview your letters

@ Previous: Select recipients

iv) Write Your Letter



Click on Preview your letter

Mail Merge v X
Dear Veena gupta

Preview your letters

One of the merged letters is You are invited to the conference, | hope you will come

previewed here, To preview
another letter, dick one of the To
following:
Durg

<< Redpient: 2 .

Chhattisgarh

23 Find a redipient...

Make changes 9897654320
You can also change your
recipient list: veena@gam il.com|

7 Edit recpient list...

Exclude this recpient

When you have finished

previewing your letters, dick
Mext, Then you can print the Dear Raj sharma
merged letters or edit individual

letters to add personal comments., . .
. You are invited to the conference, | hope you will come

To

Raipur
Chhattisgarh
9857585843

ra]@gmail.com|
Step 5 of 6

& Next: Complete the merge

“  Previous: Write your letter

v) Figure : Preview your letter Figure : Letter Preview



X) Click Print to print your letters or Edit individual letters to
further personalize some or all of the letters.

PAail Merge

Complete the merge

Mail Merge is ready to produce
your letters,

To personalize your letters, didk
“Edit Individual Letters.™ This will
open a new document with your
merged letters. To make changes
to all the letters, switch badk to
the original document.

Merge

L3y Print...

h_j Edit individual letters...

Merge to Printer ? 4
Print records
@l
(") Current record
| I:::I From: To:
== e QK Cancel
“A Previous: Preview your letters

vi) Complete the merge Figure : Merge Options



R w ta Grammar check
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* Open most Office programs, click the Review tab on the
ribbon. In Access or InfoPath you can skip this step. In Project
you'll go to the Project tab.

* Click Spelling or Spelling & Grammar.

e |f the program finds spelling mistakes, a dialog box appears
with the first misspelled word found by the spelling checker.

e After you decide how to resolve the misspelling (ignoring it,
adding it to the program’s dictionary, or changing it), the
program moves to the next misspelled word.

D"J \d9-0 W) s Documnent] - Microsoft Word

/ Home Insert Page Layout References Mailings Review | View

lv J;i m a&) E_L,TranslatmnScreenTlp _J _A _j _j %, j:l st:::i:;:;:”mp 9 @ g’ﬁ}Preuious _1 jﬁ

f' SetLanguage
Spelling & Research Thesaurus Translate g New Track Balloons Accept Reject -{}Next Compare Protect

Grammar 1zg) Word Count Comment Changes - E] Reviewing Pane ~ v v - Document ~
Proofing Comments Tracking Changes Compare Protect

—



Lerem Ipsum is simply dummy text of the printing and typesetting
industry. Lorem Ipsym has been the industry's standard dummy text
ever since the 1500s, when an unknown printer took a galley of type
and scrambled it to make a type specimen book. It has survived not
only five centuries, but also the leap into electronic typesetting,

Spelling and Grammar: English (United States) ? >
Mot in Dictionary;
UTINRIVE PURTSTINY SUTOWars nne ~ SR
Aldus PageMaker including =
versions of Lorem Ipsum.
W

Suggestions:
Chedk grammar

Options. .. Cancel

Figure : Before Spelling and Grammar Check

Lorem Ipsumis simply dummy text of the printing and typesetting
industry. Lorem Ipsum has been the industry's standard dummy text
ever since the 1500s, when an unknown printer took a galley of type
and scrambled it to make a type specimen book. It has survived not
only five centuries, but also the leap into electronic typesetting,
remaining essentially unchanged. It was popularised|in the 1960s with
the release of Letraset sheets containing Lorem Ipsum passages, and
more recently with desktop publishing software like Aldus PageMaker
including versions of Lorem Ipsum.

Figure : After Spelling and Grammar Check



Review Tab 2.

- — = —

Insert a comment

Select the text you want to comment on, or click
at the end of the text.

On the Review tab, click New Comment.

Type your comment. Word shows your comment
in a balloon in the document's margin.

= v
(4 €4 Td T
Mew Delete Previous MNext

Comment -
Comments

Lorem Ipsum is simply dummy text of the printing and typesetting
industry. Lorem Ipsum has been the industry's standard dummy text
ever since the 1500s, when an unknown printer took a galley of type
and scrambled it to make a type specimen book. It has survived not
only five centuries, but also the leap into electronic typesetting,

remaining essentially unchanged. It was popularised in the 1960s with . ~{Comment[N1j:Fapuiar word

the release of Letraset sheets containing Lorem Ipsum passages, and
more recently with desktop publishing software like Aldus PageMaker
including versions of Lorem Ipsum.



Review Tab 3.Protect Doc

*Click the review tab
*Click on the protect document.

*Click on Restrict formatting and editing.

*Check all the checkboxes.

*Click on “Yes,Start enforcing protection.”

|
2

aurce Protect
ants Document =

Restrict Reviewing Options ﬁ
v | Restrict Formatting and Editing

Restrict Permission
v | Unrestricted Access
Bestricted Access

Manage Credentials

Figure : i) Protect Document

Restrict Formatting and Editing *
1. Formatting restrictions

Limit formatting to a selection of
styles

Settings...

2. Editing restrictions

Allow anly this type of editing in
the document:

Mo changes (Read only) |~

Exceptions (optional)

Select parts of the document and
choose users who are allowed to
freely edit them.

Groups:
[]|Everyone |

&8 More users. ..

3. Start enforcement

Are you ready to apply these
settings? (You can turn them off
later)

| Yes, Start Enforcing Protection I

See also

Restrict permission. ..

Figure : ii) Checkbox selection



Start Enforcing Protection

Protection method
(@) Password

(The document is not encrypted. Malicious users can edit the

file and remove the password.)

Enter new password (optional): eee

Reenter password to confirm: |ses|

() User authentication

(Authenticated owners can remove document protection. The
document is encrypted and Restricted Access is enabled.)

Figure : iii) Setting the password

QK

Unprotect Document

Password:

Ok

?

Cancel

Cancel

Figure : iv) Removing the Password from the document




View Tab 1. ument
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The View tab enables you to switch

between Normal or Master Page, and Single Page or Two-
Page Spread views. This tab also gives you control over
showing boundaries, guides, rulers, and other layout tools,
zooming the size of your view of the publication, and
managing Publisher windows you have open.

s \d9- Ua-’? Document] - Microsoft Waord

|
/ Home  Inset  Pagelayout  References  Mailings  Review | View

J J _d j J Y Ruler Document Map .;; JﬂnePage —'f_ll ; j “ j

- Gridlines ¥ Thumbnails \ ----- o ﬂTwnF‘ages synchronous Seralling
Print | Full Screen Web  Qutling  Draft } Zoom  100% New Arange Remove _ Switch  Macros
layout | Reading Layout essage b SPage Width window Al Spit 2L Reset Window Postion | yindows +
Document Views Show/Hide Zoom Window Macros

Documents View has 5 options:
i)  Print Layout

ii)  Full Screen Reading

iii) Web layout

iv) Outline

v) Draft



Print Layout:

The screen shot below shows what the Print Layout looks like. This view can be
used to see what your document will look like when printed. Print Layout is
also the default view of Microsoft Word 2007.

Full Screen reading:

You can use this one to see the document in reading mode in Microsoft Word
2007. When using this view, the Ribbon is hidden to maximize your reading
area.

Web Layout:

Moving on to the Web Layout in Microsoft Word 2007 Document Views. This
layout is handy especially when you want to see the document in a web
browser format like the Internet Explorer.

Outline:

The Outline view is probably one of the most useful styles especially if you are
working on a long document in Microsoft Word 2007. When you switch to this
layout, all you see is the document divided into different heading levels. You
can choose the level of detail that you would like to see by controlling the
Show Level option.

Draft:

The final layout we are going to look at is the Draft view. This is the most
common format as you will use this one when working on a document. When
using this layout style you will see the document in a regular editing

format. The headers and footers are not available when working with the
Draft view in Microsoft Word 2007.



5 . )| One Page
\ ‘J_J]Tw::u Pages
Zoom 100%

=| Page Width
Zoom
Everything relating to adjusting the display percentage of the active

document. There is also a new zoom slider in the bottom right
corner next to the status bar.

Zoom - Displays the "Zoom" dialog box. This can also be accessed
from the status bar by clicking on the view percentage.

100% - Adjusts the zoom to 100% of its normal size. Lets you quickly
return to 100%.

One Page - Adjust the zoom so an entire page fits in the application
window.

Two Pages - Adjust the zoom so two entire pages fit in the
application window.

Page Width - Adjust the zoom so the width of the page is the same
as the width of the application window.



View Tab 3.Window

w e e W W W

___ill | n— j
Mew Arrange Split Switch
Window All Windows -
I'."'-.'-i N lj oW

New Window - Lets you create a new window of the active document.

Arrange All - Tile all the open windows side by side on the screen. This will also
maximizes the application / document to a full screen.

Split - Splits the current window into two parts.

View Side by Side - Displays two documents side by side so they can be easily
compared. If you have more than two documents open the "Compare Side by
Side" dialog box is displayed so you can choose which document to display next to
the active document. allowing you to scroll multiple windows at the same time.

Synchronous Scrolling - Toggles the synchronize scrolling of the two documents
that are displayed side by side. This is only enabled when you are viewing two
documents side by side.

Reset Window Position - Resets the windows positions so they take up the same
amount of space on the screen when two documents are displayed side by side.
This is only enabled when you are viewing two documents side by side.

Switch Windows - Drop-Down. Lets you switch between all the currently active
documents. This displays all the window / documents that are currently open in
the particular session. Previously these were displayed on the Window menu.



UNIT - 2
WORKING WITH MS-EXCEL



1. Introduction To MS Excel

- \.«- \.~ ~

Microsoft Excel is a spreadsheet, developed by
Microsoft for Windows, macOS, Android and iOS.

Microsoft Excel is a spreadsheet program that is
used to record and analyze numerical data.

Alphabetical letters are usually assighed to
columns and numbers are usually assigned to
rows. The point where a column and a row meet
is called a cell.

The address of a cell is given by the letter
representing the column and the number
representing a row.
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Figure : Overview of Microsoft Excel



2.Use of Microsoft
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1. Business Analysis

The number 1 use of MS Excel in the workplace is to do business

analysis.

Business analysis is essentially using collected data to inform
decision making.

2. People Management

You may be surprised to learn that one of the top uses of Excel in
business is to manage people.

MS Excel is a powerful way to organize information about people,
whether they are employees, customers, supporters, or training
attendees.

3. Managing Operations

Excel is relied on heavily to manage the day-to-day operations of
many businesses.

4. Mathematical formulas of MS Excel make things easier

Next best use of MS Excel is that it makes easy for you to solve
complex mathematical problems in a much simpler way without
much manual effort. There are so many formulas in MS Excel and by
using these formulas you can implement lots of operations like
finding sum, average, etc.



5. Add sophistication to data presentations

* Next use of MS Excel is that it helps you in adding more
sophistication to your data presentations which means that
you can improve the data bars, you can highlight any
specific items that you want to highlight and make your
data much more presentable easily.

6. Manage expenses
 MS Excel helps in managing expenses.

* Eg.- Suppose if a doctor is earning around 50,000 per
month then he will make some expenses as well and if he
wants to know how much he is exactly spending per month
then he can do it with the help of MS Excel easily. He can
write his monthly income as well as expenses in the excel
tables and then he can get to know that how much he is
spending and he can thus, control his expenses accordingly.
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. Creating n

Create :

* If you are working in MS Excel and want to begin work in a new Excel
file, You can easily create a new workbook. To do so, You can use a
command on the office menu or a keyboard shortcut.

* 1. Click the office button @H 7

Recent Documents

HNew
1 INT_CAMN_BIT_DTS.xlsx =
— 2 shankara 3rd sem email id 201%.xlsx 1=l
o 3 email.xlsx 1=l
| I 4 shankara 1st sem email id 2019, .xlsx 1=l
Save

5 sensible registered student durg bhilai.xlsx 1=l
= & Other Collage list .xlsx 1=l

H Save Az F
7 engg cse student.xlsx 1=l
2 It branch egg... student.xlsx 1=l
@ Ea ' 9 mechanical egg student.xlsx 1=l
rungtal cs 4th sem 2019.xlsx =l

W

fff Prepare ¥ S3CSE (1).xlsx (=
shankara stu.. list.xlsx 1=l
_ﬁ Send r mech and civil new 4th pure sms B.ds =
durg bhilai 5th and 7th sem cs it branch 2018 ... 1=
EE.: Publish * durg bhilai college etc and electrical 2013 adm,.., =
durg bhilai college cs and it 20128 admissionxlsx 1=
o Close durg bhilai 5th and 7th sem cs it branch 2018 ... 1=

| 2] Excel Options | |)( Exit Excel |
Figure : The Office menu appears




e 2.Choose New

Mew Workbook ? *

Templates 63 Search Microsoft Office Online for a template Blank Workbook
Blank and recent l

Installed Templates Blank and recent

My templates...
Mew from existing... r -1

Microsoft Office Online
Blank Workbook

Featured
Agendas
Budgets
Calendars
Expense reports
Forms
Inventories
Invaices
Lists

Plans
Planners

Purchase arders

Receipts
Schedules
Stationery

Time sheets

Figure : The new workbook dialog box appears

* 3. Click the blank workbook icon.
e 4. Click the create button : Excel creates a new , blank workbook based on the
default template.



Save :
1. Click the office button

[ Save As X
and choose save. Y reae— el ararwrrsm—
2. The Save aS dialog bOX Organize Mew folder v (7]
d p p ears. [ This PC *  Name ) Date modified Type 2
3D Objects Heidis0L 1/29/2020 12:39 AM File folder
3 ] Cl ick th e Save i n d ro p -= Deskt:p 1SEx press 1_?_3_3 I:EI‘.-'-'T'-.-I F?|E folder
| Documents My Data Sf:urces ,I;_:_ﬂl |I-1_F'H Ff|E fClElEI:
down button and select | s S e
H M JN Music isual Studic 3-;\?2;;_;:5-3?-"-: | ile folder
th e fo I d e r I n Wh ICh you =] Pictures :isua: ztujin iE?E 3-._'-232: 333 I:: IEi:E :c:c:er
Wa nt tO Save th e fi I e B videos Visual Studio 2017 2/1/202012:06 PM Filefolder  w
’ i Local Disk(C) ¥ € Z
4. Type the descriptive i :
Save as type: | Excel Workbook (*.xlsx) v
name for the flle In the Authors:  Meha Tags Add atag
Fi I e n a m e bOX. [] Save Thumbnail
5. Click the save buttonto |~ ™™ o —
save the file in the Figure: The save as dialog box is appears

selected folder.



Open:

1. Click the office button and choose Open. The Open Dialog box will
appears.
2. Then Select the Drive and folders in which your file is stored.

w

Or type the name of the file in “File Name” dialog box.
Click Open Button to open the file.

[ Open *
4~ [Z » ThisPC » Documents W W] Search Documents

Organize = Mew folder =~ T @
B Thic PC Mame Date modified Type

_J 30 Objects Heidi50L 1/29/2020 12:39 AM File folder

I Desktop [I5Express 1/28/2020 1:531 AM File folder

B Documents My Data Sources 3/16/2021 11:42 PM File folder

My Web Sites 1/28/2020 1:31 AM File folder
; Downloads o )
OneMote Motebooks 4/30/202012:28 PM File folder

d Music Visual Studio 2008 3/7/2021 2:53 PM File folder

=] Pictures Visual Studio 2010 3/7/2021 3:35 PM File folder

B videos Visual Studic 2017 2/1/202012:06 PM File folder

., Local Disk () Zoom 3/30/2020 5:57 PM File folder

Local Disk (D) G‘ form.htrml 1/28/2020 5:34 AM Chrome HTML [
2 [ 8/5/2020 9:04 P KLSX Fi

. Local Disk (E) = MyPractice.x|sx &/5 14 P XLSX File

il Mlmdsanels
w | | All Bxcel Files (*axl™* xlsc* xlsr
Tools = Open - Cancel

Figure : Open dialog box is appears



Print :

*Select the worksheets that you want to print.

*Click File > Print, or press CTRL+P.

*Click the Print button or adjust Settings before you click the Print button.

Print 7 Y

Printer

Mame: ¢* Microsoft Print to PDF ot Properties, ..

Status: Idle S
Type: Microsaoft Print To PDF NG FringEr. ..

Where: PORTPROMPT:

Comment:
[ Print to file

Print range Copies
@ Al Mumber of copies: | 1
() Page(s) From: = To:

Print what
rint wha ﬂ;l Ijgl ] Collate
() selection () Entire workbook

(®) Active sheet(s) Table
|:| Ignore print areas

4 F

4 F

Close

Preview ] 4

Figure : Print Dialog Box is Appears



4.Home Tab

* The home tab ribbon of Microsoft excel is

made up of 7 groups that is the collection of
very important command.

Most of the commands are commonly used in
manipulating the data

[ | H )3 Book! - Microsoft Excel

u
/l Home | Inset  Pagelayout Formulas  Data  Review  View  Team

. =l PJ ; HII (o X AutoSum * ?j
o = Wrap Ted General j 1 T\ it j

=3 Copy F|II
Paste . BIU- - A EZEEEE FMergedCenters |§ - % o || % Condtional Fomat Cell | Insert Delete Fomat | Sort & Find &
- J Format Painter —= — 2 Fomatting™ asTable~ Syles |+ =+ | L0 Fiferv Selegt
Clipboard F Font F Alignment F Number F Styles Cells Editing

Calibri AL




== ¥ ocut
=3 Copy
Paste
- ¥ Format Painter
Clipboard la

Cut, Copy, Paste and Format Painter

Cut : (Ctrl + X) — It is for cutting the select section from the document and placing
It on the clipboard.

Copy : (Ctrl + C) - Copies the selected section and places it on the clipboard.
Paste : (Ctrl + V) — Use this command to paste the content of the clipboard to the

desired location. 3 ¥% cut
Format Painter : Use this tool to copy formatting from one place |eas lﬂj::atpamm
And apply the copied format to another place. B | poste

Formulas

Paste Values

Mo Borders

Transpose

Paste Link
5 Paste special...

|8l As Picture 3

Figure : Various Paste Option



onts

- —

LA

S S S i

{

Tab 2.Font Eermatting Tab Werking With

Font [

We use this option to change the font style and font-size. We can make it bold,
italic and underline. Also, this group contains border styles, fill color, font color.
Font : Use this tool to change the Font Style. Clicking on the drop down button
You will be able to get more fonts.

Font Size : This command is for changing the font size . Highlight the cells you
want to change the size of and then select the size you want.

Bold(B) : Make the selected text bold.

Italic (I) : Make the selected text to be italicized.

Underline (U) : Underline the selected text . Using the drop down button you
can get the double underline.

Increase font size : this is another way of increasing the font size.

Decrease font size : Use this shortcut for decreasing the font size.

Borders : Use this command for setting the borders in selected cells.

Fill Color : Color the background of selected text.

Font Color : Change the text color.
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= 5| | Merge & Center ~

Alignment s

1. Top Align : This command align text to the top of the cell.

2. Middle Align : this tool will align text such that it will be centered towards the top and
bottom of the cell.

3. Bottom Align : Use this command to align text to the bottom of the cell.

4. Align text Left : this tool lets you align text to the left of the cell.

5. Align text Right : this tool lets you align text to the right of the cell.

6. Center : This Command is for centering text in the cell.

7. Decrease Indent : This tool decrease the margin between the cell border and the text in
the cell.

8. Increase Indent : This tool increase the margin between the cell border and the text in
the cell.

9. Orientation : Use this command to rotate selected text to a diagonal or vertical angle
orientation. This is often use for labeling narrow column.

10. Wrap text : This command makes all content visible within a cell by displaying it on
multiple lines.

11. Merge and center : This command is used to joined the selected cells into one larger
cell and centers the contents in a new cell.



General -
.0 .00

$ - % 9 00 .0
Mumber L

General : This command Helps you to choose how
the values in a cell are displayed.

Accounting number format : Use this command
to set the alternate currency format you want to
use for the selected cell. Open drop — down
button for more currencies.

Percentage Style : Use this command to apply the
percentage format to selected cells.

Comma Style : This displays the content of the cell
with a thousand separator.

Increase Decimal : It shows more decimal places.
Decrease Decimal : Show less precise value by

ABC General =)
123 Mo specific format

Number

l 2 369.00

Currency
$369.00

[FZ] Accounting
IH = 5369.00

Short Date
1/3/1901

Long Date
Thursday, January 3, 1901

B

e

“ Time

h__‘:,.l 12:00:00 AM
% Percentage
5
10

36500.00%

Fraction
369

Scientific
3.69E+02

More NMumber Farmats...

Figure : General

<0 .00 iti
$ ¥ % |50 ;08 Conditional

Enrmattinn »

5 English [United States)

£ English [United Kingdom]
€ Euro (€ 123)

¥ Chinese [Simplified, China)
CHF French [Switzerland]

More Accounting Formats...

showing fewer decimal places. Figure : Accounting Number format
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Conditional Format Cell

Formatting = as Table = Styles =
Styles
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* Conditional Formatting:

This button is used to select different formatting for cells based on particular
criteria.

It is possible to highlight interesting cells, emphasize unusual values, and
visualize data using Data Bars, Color Scales, and Icon sets.

* Format as Table :

Click this button to quickly format a selected range of cells as a table using a
gallery of table styles.

* Cell Styles :

This button is used to apply predefined formatting to a single cell.

A gallery of styles will appear.

Move the mouse pointer over the style to see a Live Preview of the style.



Insert Delete Format
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1. Insert:

*To insert cells, sheet rows, or sheet columns, click this button. A list of
possible options will appear.

*Click the option that is to be applied to the worksheet.

2. Delete:

*This button is used to delete cells, sheet rows, or sheet columns from a
worksheet.

*If the arrow is clicked, a list of available options will appear.

3. Format:

*Click this button to change the row or column height and width, to
organize worksheets in the workbook, to protect the document, or to
hide a sheet in the workbook.

*A list of available options will appear when the arrow is clicked.



Home Tab 7. Editing Group
¥ autoSum * A
| Fill - ? }}
. Sort & Find &
2 Clear ~ Filter = Select~
1. Auto Sum : =

* To display the sum of selected cells directly to the right or below the
selection, click this button.

* Where the sum is displayed will depend on whether the selection range is a
column or row.

2. Fill :
* Click this button to continue a pattern of values in a selected range of cells.
3. Clear:

e This button is used to clear the contents from the cells in the selected
range.

* [t can also be used to clear the formatting or comments associated with the
cell selection.

4. Sort and Filter :

* To sort the data in a selected range of cells, click this button.

* |tis also possible to filter out specific data in the selected cells.

5. Find and Select :

* Click this button to locate specific data in a worksheet or a range of cells.
* |tis also possible to replace data within the worksheet or range of cells



Insert Tab
* We use Insert tab to insert the picture, charts,
filter, hyperlink etc. We use this option to insert
the objects in Excel. To open the insert tab, press
shortcut keys Alt+N.

* The insert tab have following groups:

1. Tables
2. lllustrations
3. Charts
4. Links
5. Text
N IR PracticeBeaT xlsx - Microsoft Exce
—  Hom Insert Page Layout Formulas Data Review View
jzl‘”«.wﬂ P B a.ﬂwcﬁ MLQ @; ijﬂ Jﬁgn

Tables INustratio Charts E Links Text
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Insert Tab 1. Tables(
Pivot Table :

* A pivot table is used to display the Excel worksheet table into another
Summarize form.

((h

vot tables)

* A pivot table terms all the data into small, concise report that tells exactly
what user need to know.

Steps :
1. Gotoinsert menu and select the pivot table option.

2. Adialog box appears which ask for range, click on the text box and then
select the data source from the excel sheets with column heading.

3. Now select the place that is new worksheet or existing worksheet.
Select anyone option from two options given as below.
i) New worksheet : To insert new table | new worksheet.

i)  Existing worksheet : To insert pivot table in existing file in which the data
source is present.

5. Then click on “OK” Button. It will insert pivot table with the selected data
source.



How to create pivot table?

* |Insert the data:

Mame Department Sale 2016
ram Electronics
shyam hardware
om Electronics
raman Electronics
deepak hardware
raj hardware
rihan Electronics
amit furniture
anil furniture
monu furniture

 Click on Pivot table

T |EE

|PivotTable| Table

-

i4 PivotTable
fil3 PivotChart

1200
1100
1134
1232
1150
1200
2000
1280

800
2300

Sale 2017

1100
1230
2200
2100
1400
13200
1500
3200
1240
1750



*Dialog box appears where you can select the area.

Create PivotTable 7 by PivotTable Field List w
Choose the data that you want to analyze Choose fickds to add t report: ,_n:j -
(@) Select a table or range Name
Table/Range: | JiNASUNFR-NW e [ |Department
() Use an external data source []5ale 2016
[ ]5ale 2017

Connection name:
Choose where you want the PivotTable report to be placed
(®) New Worksheet
() Existing Worksheet

Location: Rz

Drag fields between areas below:
W Report Filter ] Column Labels

*Then the Table is appears

Row Labels '!
amit
anil

1] Row Labels E  Values
deepak

Marme -
monu

om

raj

ram [] Defer Layout Update
raman

rihan

shyam

Grand Total
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Table :

 This button is used to insert a table into the
worksheet.

 Tables make it easy to analyze and sort data.

Cia) ) = 9~ bR PracticeBcalxlsx - Microsoft Excel Table Tools
J/'I Home Insert Page Layout Formulas Data Review View Team Dresign
Table Mame: i3] Summarize with PivotTable _g T | Header Row First Column e s EEEEE =1=1=1=]—|
Table3 I_]*‘Rem-:ve Duplicates Total Row Last Column = == | == | EEEEE === =EEEE E

- = Export Refresh
.+ Resize Table || jf] Convert to Range - - V| Banded Rows Banded Columns

Properties Tools External Table Data Table Style Options Table Styles

Figure : Table Formatting Options

Columnl ucnlumnz ﬂcnlumn:} ﬂc:nlumnd hd

T
Figure : Tables
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Picture Clip Shapes Smartart
Art v

IMustrations

lllustration: - We use this option to insert the Pictures, Online Pictures,
Shapes, SmartArt and Screenshot. It means if we want to insert any
image, we can use lllustration feature.

Picture :-

*To insert a picture that has been stored on the computer, click this
button.

*When the button is clicked, the Insert Picture dialog box will appear.
*This dialog box is used to locate the picture that is to be inserted into the
worksheet.

Shapes :-

*Shapes are objects, such as rectangles, circles, lines, and arrows. To
insert a shape into the worksheet, click this button.

*When the button is clicked, a gallery of different shapes is displayed.



Smart Art :-

 To insert objects such as organization
charts, click this button. A gallery of
different objects is displayed.

* This gallery is divided into categories,
such as list, process, cycle, hierarchy,
relationship, matrix, or pyramid.

Clip Art :

* |n excel 2007, You have the ability to
search clip art files on your local
computer and on Microsoft office
online.

* You can Modify that clip art using
picture editing tool.

| Clip Art v

Search far:
rabhbit Go

Search in:

Selected collections W
Results should be:

All media file types e

W | |

@ COrganize clips...
D;} Clip art on Office Online
D;} Bing Privacy Policy
&) Tips for finding dips
Figure : ClipArt

o



Scatter Other
Charts =

Charts M=
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Charts: -

e Charts is very important and useful function in Excel.
In excel, we have different and good numbers of
readymade chart options. We have multiple types of
different charts in Excel Column, Bar, Radar, Line, Area,
Combo, Pie and Bubbles chart.

* A chartis a visual representative of data in both
columns and rows.

* Charts are usually used to analyze trends and patterns
in data sets.

Types of Charts :

1) Column chart: - It is made up of horizontal or vertical
column which represents the comparison of two or
more things.

15 Data Review View T

IR =2 R

Column| Line Fie Ear Area 5S¢

- - - -

2-D Column

_ I
i8] 03] 38
e
Rmm

Pyramid
il AN chart Types...

Figure : Column chart



2) Line Chart :

* Line chartis represented through
different data series and it represented
through different color of shading.

* |t shows continuous change over the
line.

3) Bar chart:-

A barchartis achart that shows
information about two or more
discrete objects, events, locations or
groups of people, etc.

4) Pie Chart :

* Itisacircular graph where the pieces
of the pie are used to represent a
percent (%)of a whole.

* These charts denote use horizontal
and vertical axes to plot charts.

 The circle of the pie represents 100%,
The size of each slice show which part
of 100% it represents.

& = du

Line Pie Bar Area

2-D Line

3-D Line
A
N
——

il An chart Types...

Fig : Line Chart

SR

Pie Bar Area  Scatter

2-D Pie
IS

r o
| -
]

| I
3-D Pie

u g;\

il 2nchart Types...

Fig : Pie Chart
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Area Scatter Other
- Charts ~

2-D Bar

—— | .
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L L L

3-D Bar

Cylinder

IJ_. ,J_._“
=
|| |||
Cone

l:.:-- I':"" '_:'::""
= || (e
Pyramid

& | ||
= S | [T
||'f7L ,lg— ,lg—

il Anchart Types...

Fig : Bar Chart



5) Area chart:- TL ) €

rea | Scatter Other Hype

* |t emphasizes the magnitude of ther. Other
change over time by displaying 20 Arca

the sum of plotted values, an 4 N\ l]
area chart shows the 3.0 Area
relationship of parts to a ﬁ% m j
whole. | | |

iln 2nchart Types...

|t combines some of the
characteristics of a line chart
with a bar chart. Insert Chart

Figure :Area Chart

6) Other chart:- _ e —\c"'"'""
||_|]1[|]_ Column | |
* Excel offers other chart types, |2 ure Mﬂ mﬂ Bﬂ Mﬁ |lgﬁ |Eﬁ
such as Stock, Surface @ = TN
’ ’ E Bar 4 (-
Doughnut, Bubble, and Radar. | s 'mm 'M 'm "Ml J_ﬂ_a 'L&'
* To locate a menu of all o |M} ﬁﬁ éii-fr L‘»EL |_Jﬁﬁ
available chart types in newer |5 st
Excel versions, begin to insert | @ owsma ‘ 2| | 1] A (LA
. % Bubble | It Lt | =l 15
any chart type and click All o e
Chart Types ... Al [ 1 [aml[ 1]
Manage Templates... Set as Default Chart

Figure : Other Chart



Steps to create a chart in MS Excel:
1. Open Excel
2. Enter the sample data

3. Select the data you want to represent in
graph

4. Click on INSERT tab from the ribbon

5. Click on the Column chart drop down button

6. Select the chart type you want



Example :

hindi 70
English 15
Urdu 3
tamil 7
Marathi 3

Figure : Data
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Figure : Line chart
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Figure : Column Chart

Figure : Pie Chart
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Figure : Area Chart
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Figure : Bar Chart




Insert Tab 4. Text Group

e e O w — —

Al 4 4 & Q

Text Header WordArt Signature Object Symbaol
Box & Footer v Line =

Text

1. Text Box

This button is used to insert a textbox into the worksheet. Text boxes
can be used to highlight an item in a chart or within the worksheet.

Textboxes can be inserted and/or positioned anywhere within the
worksheet page.

Header and Footer :
To insert a header and/or footer into a worksheet, click this button.

The header or footer area of the worksheet will display when this
button is clicked. The header or footer can be inserted directly into
this area.

Word Art :

Click this button to insert a Word Art object into the worksheet or
chart. A gallery of Word Art styles will appear.

Select any of the styles to display the text box. The text box is where
the text for the Word Art can be specified.



4.

Signature Line :

Use this button to insert a signature
line into the worksheet.

The signature line specifies the
individual who is to sign the file in
order to access it.

Object:

To insert an embedded object, such
as documents from other programs,
click this button. A dialog box will
display from which a list of options
can be chosen.

insert a designated file.
Symbol :

This button is used to insert a
symbol, such as a copyright
symbol, into the worksheet.

When the button is clicked, a
gallery of different symbols will
appear

Symbol

Symbols  Spedal Characters

Click the Create from File optionto .. ..ws

Il <
p |

K| ¥

Dep

=

#

2

R Subset: | Currency Symbols w

BIO

%

Ne

5

™

%\

%

e

%

e

78

N

N

1

0

=D

EURO SIGM

®

™

Figure : Symbol



Page Layout Tab

In Page Layout option, we have various commands which
we use to prepare the workbook for printing and exporting
to PDF format. Through this command, we can adjust the
page in the way we want to see after printing.

The Page Layout Tab is divided into the following groups:
Themes Group
Page Setup Group
Scale to Fit Group
Sheet Options Group
5. Arrange Group

B whnN e

; N )
(WY H | = Boaokl - Microsoft Excel
"g J
—' Home Insert Page Layout Formulas Diata Review View Team
A I colors - s = j _ =L =] Width: Automatic =  Gridlines | Headings ] W =2
As S [ & al LUH | e
[A]Fonts ~ . 3|| Height: Automatic = || ¥ View | V| View = — '
Themes Margins Orientation 5ize  Print Background Print e i i Selection Align
- Effects = - - *  Amea- Titles ,-ﬂ Scale: 1008 Print Print Pane
Themes Fage Setup ] Scale to Fit ] Sheet Options M Arrange

Figure : Page Layout Ribbon



A Fonts = @ B Colors - B Ij

Th —— |:| Eﬂr L-t The;r.leanntsv Margins Crientation Size
- efls v - |[O] Effects ~ = = -,
Themes ——
Aa’]Aa’I AaW Aaﬂ
a) Themes: - ~ofiee | Apec | mpea e

* This option is used to change the theme |Aa u f.‘i...ﬂ Aa ‘] Aa ‘I

color of workbook by just click of a — e

button. e B ]

* Each theme has 12 colors, two fonts

(heading and body), SmartArt and the | 22 1 Aa ] Pﬂ] Aa 1

effects for Sha pe. Ciriel Crigin Faper Solstice

pa Y |2 ) 42 T |ac ]

Technic Trek Urban Verve

More Themes on Microsoft Office COnline...
=] Browse for Themes..,

:_Q Save Current Theme...

Figure : Themes Group



Page Layout 2.Page Setup Group
—a - — - -
- n I 2
B ORE & E
Margins Crientation Size Print Ereaks Background Print
v v v Area - Titles
Page Setup ]

Margins:

*The first Page Setup option is Margins,
which lets you control the white space in
your document.

* We would like to switch margins in the
worksheet from Normal to Narrow so we
can see more of data when we print this
file.

*Go ahead and click on Margins
command and then select Narrow from
the drop down menu.

o Ij _Jj
=] Hired
Margins | Orientation  Size Print Ereaks B:

- - - Areav
Mormal
Top: 0.75" Bottom: 0.75°
Left: 0.7 Right: 0.7
Header: 0.3 Footer: 0.3
Wide
Top: 1" Bottom: 1
Left: 1" Right: 1
Header; 0.5 Footer: 0.5
Marrow
Top: 0.75" Bottom: 0.75°
Left: 0.25 Right: 0.25°
Header: 0.3 Footer: 0.3

Custom kargins...

Figure : Margins Tab



Orientation - Drop-

Down. Lets you switch _
petween Portrait and u ‘3”
Landscape. ]| e
Size - Drop-Down. Lets :
you select from all the S
different available paper 3 m
sizes. The More Paper ] eernse
Sizes displays the "Page - | Serne
Setup" dialog box, Page ﬂu ] sasues
tab. 3 B
= e

Figure : Orientation Figure : Size



* Print Area - Drop-Down. This drop-down contains the

commands: Set Print Area and Clear Print Area.

 The default print area for Excel is ALL of the data.
Unless you have set up your pages this can make for a
very confusing pile of paper, especially if you have lots
of columns.

* Another way is to set the print area. To do this highlight

the data you want to print, click on the page layout,

print area, set print area.

Name Marhs  |Sclence  |Hind Englkh
= — = —
Aot o2 =2 2l 2
dnushin |22 242 a2 43
Aran 7 = 2 £
Edchng |87 100 a2 i g
Micha 57 55 &7 Ea
Fmteck |54 E5 B0 5
Ram g8 o5 22 =
Reauka |76 g 22 =

Name Maths Science |Hindi English {[Sanskrit |Total
Aditya |98 76 79 76 53 382
Anita |65 56 81 7 55 331
Anushka |89 24 85 100 69 437
Arun |87 98 78 45 45 353
Krishna |87 100 83 71 57 398
Nisha |67 56 67 94 85 369
Prateek |54 65 80 75 54 328
Ram |98 95 84 98 56 431
Renuka |76 93 82 73 158 387
Rohan |67 92 87 95 |67 408
Shesh |78 93 86 96 68 421
Sudha |78 76 53 67 87 361
Sudhir |76 77 78 77 52 360

Figure : Selecting the print area

Figure : Previe_wing

the print area




* Breaks - Drop-Down. This drop-down contains
the commands: Insert Page Break, Remove
Page Break and Reset All Page Breaks.

* Background - Displays the "Sheet Background"
dialog box to let you add a background image
to the back of a worksheet. This caption
changes to 'Delete Background' if an image is
assigned to the active worksheet.



Page Layout 3. Scale to Fit Tab

e Scale to Fit: -This option helps to fit the page
for printing by shrinking or enlarging its size to
better fit the pages. We can use Scale to fit to

adjust the width and height by describing the
scale %age.

* |f your worksheet has a lot of columns, you can
use the Scale to Fit options to reduce the size
of the worksheet to better fit the printed page.

- —! Width: Automatic -
f__J Height: Automatic -
4] Scale: 45% =

Scale to Fit [



Eormulas Tab 4.Function Library
Mathematical Function:

To perform basic mathematical operations
such as addition, subtraction, or
multiplication; combine numbers; and
produce numeric results, use the following
arithmetic operators.

> 0@

AutaSum'Recently Financial
* Used - e

2 | Sum

Average

Count Mumbers
Max

Min

More Fundcions...



Sum : This Function is used to perform the addition
of two or multiple operands.

Average : In order to take the average of more than
one range using a single function, first start the =
AVERAGE function. After adding your first range
press "," (comma) and then select the second range
of values, end the function with a parenthesis

(bracket) and press enter.
MIN/MAX

MIN - Will return the smallest number found in a set
of values.

MAX - Will return the highest number found in a set
of values.

COUNT - Counts the number of cells in a range than
contain numbers



Example :

=D = B B = VI O B S TR R A R

eI IR T W TN T G (T o QP I W I e
B L = A = I =B B = R B S TR R % B e

A B C D E F G
Order Number Date Custnmer.hmnunt. Country City Phone
1 5/1/2016 Customerlf $125.00 JCanada Ottawa {555) 555-0001
2 5/1/2016 Customergf $175.00 §Canada Halifax {555) 555-0006
3 5/1/2016 Customer2f $150.00 fUnited States ~ Washington (555) 555-0002
4 5/2/2016 Customerlf $250.00 §Canada Dttawa {555) 555-0001
5 5/2/2016 Customerl) 5215.00 JCanada Ottawa {555) 555-0001
6 5/2/2016 Customer2) $315.00 JUnited States ~ Washington (555) 555-0002
7 5/2/2016 Customer3} $125.00 fUnited Kingdom London {555) 555-0003
8 5/2/2016 Customerlf S 50.00 §Canada Ottawa {555) 555-0001
9 5/2/2016 Customer7 5750.00 YUnited States New York  (555) 555-0007
10 5/2/2016 Customerdfl 5 35.00 JFrance Paris {555) 555-0004
11 5/3/2016 Customer5} 5$250.00 {China Beijing 555) 555-0005
12 5/3/2016 Customer5} $115.00 iChina Beijing (555) 555-0005
13 5/4/2016 Customerdf 5175.00 YFrance Paris {555) 555-0004
14 5/4/2016 Customer5) $125.00 ¥China Beijing (555) 555-0005
15 5/4/2016 Customerlfl 5150.00 jCanada Dttawa {555) 555-0001
16 5/4/2016 Customer7l 5150.00 fUnited States New York  (555) 555-0007
17 5/4/2016 Customerlf 5150.00 §Canada Dttawa {555) 555-0001
18 5/4/2016 Customerlf %250.00 YCanada Ottawa {555) 555-0001
19 5/4/2016 Customerdl $135.00 JFrance Paris {555) 555-0004
20 5/4/2016 Customer2f 5400.00 .United States  Washington (555) 555-0002
Sum: |=sum({D2:021
5|._Ih'1|:nu;nberl_. [numberd], ...)

Sum: =SUM(D2:D21) Sum: 54,090.00

Average: =AVERAGE(D2:D21) Average: $ 204.50

Max: =MAX(D2:D21) Max: S 750.00

Min: =MIN{D2:D21) Min: § 35.00

Count: =COUNT(D2:D21) Count: 20



Logical Function

1. If : The IF function checks whether a condition is met, and
returns one value if true and another value if false.

c2 - Je =IF(B2»=60,"Pass","Fail")
i B C D E F 3 H |
1 MName Score Result
2 |Richard 93|P355 _l
3 |lennifer 60 Pass
4 |James 58 Fail
5 |Lisa 79 Pass
6 |Sharon 41 Fail
7

2. And : The AND Function returns TRUE if all conditions are
true and returns FALSE if any of the conditions are false.

D2 W Je =AMND({B2>=60,C2>=50)
A B C D E F ] H |
1 Mame Scorel  Score?  Result
2 |Richard 93 EEIl FALSE _l
3 |lennifer a0 91 TRUE

4 |James 58 75 FALSE
5 |Lisa 79 94 TRUE
6 |Sharon 41 33 FALSE
7



Logical Function

3. Or:The OR function returns TRUE if any of the conditions are
TRUE and returns FALSE if all conditions are false.

D2 5 S =0R(B2>=60,C2==60)
i B C D E F G H |

1 Mame Scorel Score? Result

2 |Richard 93 E:Dl TRUE .l

3 |lennifer 60 91 TRUE

4 |lames 58 73 TRUE

5 |Lisa 79 94  TRUE

6 |Sharon a1 33 FALSE

4. Not: 7

* The NOT function changes TRUE to FALSE, and FALSE to TRUE.
* For example, take a look at the NOT function in cell D2 below.

D2 W I =NOT[OR({B2>=60,C2>=60))
i B C D E F 3 H |
1 'Mame Scorel Score?  Result
2 |Richard 93 EEIl FALSE _l
3 |lennifer 60 91 FALSE

4 |James 58 75 FALSE
5 |Lisa 79 94 FALSE
6 |Sharon 41 33 TRUE
T



Math and Trig Functions in ms Excel :

1. SIN/COS/TAN function : The Excel @@
function returns the sine/cose/tane = min it
of angle given in radians. -

* To supply an angle to SIN/COS/TAN
in degrees, multiply the angle by 1
PI()/180 or use the Radians function | ==
to convert to radians. >

® o Jfc | =SIN(13*PI()/180) FACTDOUBLE
fe | =COS(13*PI{)/180) fe | Insert Eunction.., ’

fe | =TAN(13*PI({)/180)




2. Ceiling and Floor Function :

Ceiling Function : The Excel CEILING function is
categorized under Math and Trigonometry
functions. The function will return a number that is
rounded up to a supplied number that is away from
zero to the nearest multiple of a given number.

* Formula:
* =CEILING(number, significance)

D4 I =CEILING(B4,C4)

A B C D E F G
1 CEILING (number, significance)
2
3 Number Significance Result Notes
4 10 3 12_|Rnund up to nearest 3
5 36 7 42 Round up to nearest 7
6 610 100 700 Round up to nearest 100
7 5.37 0.05 5.40 Round up to nearest 0.05
8 5.37 1 6.00 Round up to nearest 1
9 -5.5 1 -5 Round up toward zero
10 -5.5 -1 -6 Round up away from zero
11



Floor Function : The Microsoft Excel FLOOR function
returns a number rounded down based on a multiple
of significance.

The FLOOR function is a built-in function in Excel that
is categorized as a Math/Trig Function.

Formula:
FLOOR( number, significance )

05 e Jx =FLOOR(B5,C5)
A B C D E
1
2 FLOOR (number, significance)
3
4 Number Significance Result Notes
5 10 3 SlRuund down to nearest 3
6 36 7 35 Round down to nearest 7
7 660 100 600 Round down to nearest 100



3.

MOD function :

The MOD function is categorized under Excel Math
and Trigonometry functions. The function helps find a
remainder after a number (dividend) is divided by
another number (divisor).

* Formula
e =MOD(number,divisor)

4,

FACT function : The Microsoft Excel FACT function
returns the factorial of a number.

Formula
=FACT( number )

LOG function : Returns the logarithm of a number to
the base you specify.

Formula:
=LOG(number, [base])



DATA TAB 1. GET EXTERNAL DATA FROM MS ACCESS

It is mainly used import data from a simple external
database powered by Microsoft Access database. We
will import the products table into excel.

STEPS :
1. Create a record in Ms access data base.

Eg Table Tools Bt
—JJ Home Create External Data Database Tools Datasheet
Y - o Calibri - - ||E = E||EEE
E Paste w1 copy 'B I U||A-||S-||HH-|E8 - ===
- # Format Painte = || - =l
Views Clipboard [5 Font [= Rick

'-;‘ Security Warning Certain content in the database has been disabled Options...

3{| Read-Only This database has been opened read-only. You can only change data in linke:
All Access Objects v« [j Tahle1\
Tables % 1D - Mame - Marks
T Table A Ajay 60
3 mohan 50
4 shyam 80
5 anushka 87
6 Rawvi 65
7 shashwat 89
8 sohan 34




2. Open a new workbook
3. Click on the Data tab

4. Click on from Access button as shown below

) 5 =) 5
b =8 =E
From From
Access  Web

|

From From Cther
Text Sources -

Get External Diata

5. The following dialog box will appear.

a Sou X
T [J]
rgan E~- O @
A A
7 Quick access #) BCAlaccdb
Type: Microsoft Office Access 2007 ize: 384 K
[ Desktop
& Downloads y Debug
stru
< Documents ConsoleApplication10
&=/ Pictu
2 G\ ~ Debug
ooooooooooooo
Multimedia TempPE
RRRRRR obj
NNNNNNNNNN
File name: v| Access Databases [
UUUUU . Conce




Browse to the database that you was create in ms
access and

Click on Open button

Import Data ? -

Select how you want to view this data in your workbook.,

j (®) Table
iF (O PivotTable Report
fiz; O PivotChart and PivotTable Report
_"J Only Create Connection
Where do you want to put the data?
(®) Existing worksheet:
=5451 525
() Mew worksheet

Properties... Cancel
Click on OK button

You will get the following data

A B C
1D B4 Name_E2 marks B3

1 -
2 2 Ajay 60
3 3 mohan 90
4 4 shyam 20
5 5 anushka 87
6 6 Ravi 65
7 7 shashwat 89
2 8 sohan 34



DATA TAB 2. SORT AND FILTER OPTION

Sort data :

For a quick sort, click the arrow below the Sort & Filtering icon in
the Editing group of the Home ribbon and choose the Sort Ato Z
/ Zto A icons in the Sort & Filter group of the Data ribbon.

In Excel, these are labeled Sort Smallest to Largest and vice

versa.
': Clear
l K
l J_ e ‘:rFleappIy
ilter

_,F‘Adv.ranced
Sort & Filter

B B

For a more complex sort, go to the Data ribbon, click the arrow
below the Sort & Filter icon in the sort and filter group and
choose Custom Sort.



Sort ? >

4| Add Level X Delete Level || =3 Copy Level Options. .. My data has headers
Column Sort On Order
Sortby | Name w | Values w| |AtoZ e
Cancel

Under Column, choose the first column that you would like
to sort. If you want to sort multiple columns, click the Add
Level button.

Under Sort On, choose how you would like to sort.

Under Order, choose A to Z (ascending), Z to A (descending),
or Custom List.

Click OK to perform the sort.



Filter data :

 Go to the Data ribbon, and then click Filter in
the Sort & Filter group.

* Check the box next to the criteria you wish to
match and click OK. Click on the arrow next to
another heading to further filter the data.

To clear the filter, choose one of these options:

e Go to the Data ribbon and click the Clear icon
in the Sort & Filter group.

W | & Clear
‘ . \"{&F&eapply

Filter |.
":F Advanced



DATA TAB 3. DATA VALIDATION

 MS Excel data validation feature allows you to
set up certain rules that dictate what can be
entered into a cell. For example, you may
want to limit data entry in a particular cell to
whole numbers between 0 and 10. If the user
makes an invalid entry, you can display a
custom message as shown below.

* Click on the data tab and then click on the

validation.
—
_@\

Data
Validation -



*The dialog box appears set the validation as your need.

Data Validation ? >

Settings  InputMessage  Error Alert

Validation criteria
Allow:
Whale number ) Ignore blank
Data:
between o
Minimurm:
0 e
Maximum:

10 2.5

Apply these changes to all other cells with the same settings

Clear Al Cancel

*Then if you entered the value that is not under the set
range it will give you a message .

Microsoft Office Excel g
9 The value you entered is not valid.
A user has restricted values that can be entered into this cell.

E Retry Cancel Help




Settings Tab :

Any Value - Selecting this option removes any existing data validation.

Whole Number - The user must enter a whole number.For example, you can specify
that the entry must be a whole number greater than or equal to 50.

Decimal - The user must enter a number. For example, you can specify that the entry
must be greater than or equal to 10 and less than or equal to 20.

List — The user must choose from a list of entries you provide. You will create drop-
down list with this validation. You have to give input ranges then those values will
appear in the drop-down.

Date - The user must enter a date. You specify a valid date range from choices in the
Data drop-down list. For example, you can specify that the entered data must be
greater than or equal to January 1, 2013, and less than or equal to December 31,
2013.

Time - The user must enter a time. You specify a valid time range from choices in the
Data drop-down list. For example, you can specify that the entered data must be
later than 12:00 p.m.

Text Length — The length of the data (number of characters) is limited. You specify a
valid length by using the Data drop-down list. For example, you can specify that the
length of the entered data be 1 (a single alphanumeric character).

Custom - To use this option, you must supply a logical formula that determines the
validity of the user’s entry (a logical formula returns either TRUE or FALSE).



Input Message Tab

You can set the input help message with this tab. Fill the title and Input message
of the Input message tab and the input message will appear when the cell is
selected.

Data Yalidation 7 ol

Settings  InputMessage  Error Alert
Show input message when cell is selected

When cell is selected, show this input message:
Title:

Input message:

enter the value between 0-10|

Clear all Ok, Cancel

L

enter the
value
between 0-10




Error Alert Tab:

You can specify an error message with this tab. Fill the
title and error message. Select the style of the error as
stop, warning or Information as per you need.

Data Validation ? X |

Settings  Input Message  Error Alert
Show error alert after invalid data is entered

When user enters invalid data, show this error alert:
Style: Title:
Stop e
Error message:

Flease enter the valid number]|

[Q}

Clear all Cancel

Microsaft Office Excel pd

e Please enter the valid number

Cancel Help




Data tab 4.Group and Ungroup

——

* Group is a tool in excel with which we can group
two or more rows or columns together, it helps
to represent the group of rows or columns
together, also it gives us an option of minimize
and maximize the group.

* minimizing the group hides those rows or
columns grouped together and maximizing
shows the group, Group option is available in the
data tab under the outline section.

B [= @re= r=
ﬂj ,dj =
L= L= 4

Group Ungroup Subtotal

Cutline [




STEPS:

* Enter the records which you want to group.

A B C D E F G

1 Product Units Sold Unit Price Gross Sales  COGS

2 | Canada | Amarilla 3256 10 32560 2,050 30,510
3 | Canada | Amarilla 1520 26 33520 80,379 (20,859)
4 | Canada | Amarilla 16599 31 52669 14,728 37,941
5 | Canada | Amarilla 3467 12 41604 35,172 6,432
& | Canada | Amarilla 2492 18 44856 9,315 35,541
7 | Canada | Carretera 2671 18 48078 27,873 20,205
& | Canada | Carretera 1802 18 32436 19,545 12,891
9 | Canada | Carretera 1799 11 15785 31,360 (11,571)
10 | Canada | Carretera 2755 30 82630 15,818 66,832
11 | Canada | Montana 2124 15 40356 44,047 (3,6591)
12 | Canada | Montana 1766 17 30022 49,903 (15,881)
13 | Canada | Montana 2563 27 69201 101,258 (32,057)
14 | France | Amarilla 2450 33 80850 6,222 16,628
15| France | Amarilla 2416 20 48320 84,369 (36,049)
16 | France | Carretera 3302 35 115570 5,045 110,521
17 | France | Carretera 1512 20 30240 29,272 568
158 | France | Carretera 2747 10 27470 8,739 20,731
19| France | Montana 3230 35 113050 140,721 (27,671)
20 | France | Montana 2209 27 59643 96,516 (36,873)
21| France | Montana 1796 24 43104 69,975 (26,871)
22 | Germany| Amarilla 3001 35 105035 94,730 10,245
3 | Germany| Amarilla 3407 28 853596 41,304 54,092
24 | Germany| Amarilla 2666 23 61318 48,731 12,587
25 |Germany| Carretera 1957 21 41057 32,979 8,118
26 |Germany| Carretera 1607 12 15284 12,138 7,148
27 |Germany| Carretera 1580 32 50560 31,213 15,347
28 |Germany| Carretera 2141 26 55666 4,147 51,519




e Select the rows or columns you wish to group.

* On the Data tab, in the Outline group, click
the Group command.

DATA REVIEW VIEW
N N =
E’*& t. AARE .. LE e *IEJE Group *I i'g Data Analysis

H*H Remowve Duplicates E'? What-If Analysis - BE Group...
Text to ’ 8 _Group

Advanced  plumns oo Data Validation - | Auto Outline |
Data Tools utline M Analysis

* Then you can see the groups as follows



-]
]

1 Product Units Sold Unit Price Gross Sales  COGS Profit
2 Canada Amarilla 3256 10 32560 2,050 30,510
3 Canada Amarilla 1520 26 39520 60,379 (20,859)
4 Canada Amarilla 1699 31 22669 14,728 37,941
7 Canada Carretera 2671 18 AB078 27,873 20,205
8 Canada Carretera 1802 18 32436 19,545 12,891
9 Canada Carretera 1799 11 19789 31,360 (11,571)
10 Canada Carretera 2755 30 82650 15,818 66,832
11 Canada Montana 2124 19 40356 44,047 (3,691)
12 Canada Maontana 1766 17 30022 49,903 19,881}
13 Canada Montana 2563 27 69201 101,258 (32,057)
E-—-.....],& Canada Total 27014 227 533741 411,447 122,204
15 ra Canada Country Group 30850 64,222 16,628
16 France 48320 84,369 (36,049)
17 France Carretera 3302 35 115570 5,049 110,521
20 France Montana 3230 35 113050 140,721 (27,671)
21 France Montana 2209 27 59643 96,518 (36,873)
22 France Montana 1796 24 43104 69,975 126,871}
E"“‘-ZE._ France Total 19662 204 518247 496,862 21,385
24 105035 94,750 10,245
25 Germany France Country Group 95396 a1,304 | 54,002
28 Germany Carretera 1607 12 19284 12,138 7,146
29 Germany Carretera 1580 32 50560 31,213 19,347
30 Germany Carretera 2141 26 55666 4,147 51,519
2 Total Ge rmany Country Group 177 A28356| 205,301 163,055
32
A B C D E F G
14 | Canada Total 27914 237 533741 411,447 122,294
22 France Total 19662 204 18247 496,862 21,385
Germany Total 16359 177 A428356| 265,301 163,055

[+ ]+ ]+ ]~

20

2
-

Click on these PLUS sign to expand and see the breakup




UNGROUP THE DATA :

* To ungroup data in a list in Excel:

* Select the rows or columns you wish to
ungroup.

* On the Data tab, in the Outline group, click
the Ungroup command.

3

Lingroup



DATA TAB 5. GOAL SEEK

* Goal Seek is Excel's built-in What-If Analysis
tool that shows how one value in a formula
impacts another.

* More precisely, it determines what value you
should enter in an input cell to get the desired
result in a formula cell.

=1 = = % ) Er T e = wre= =
¥ b+ 4 —g| J-MEI P ilj ,dj iJJ

=1 =l — 4 mmaw) LE L= +]
Textto  FEemowve Data Consolidate | What-If Group Ungroup Subtotal
Columns Duplicates Validation = Analysis = v v

Data Tools Scenario Manager... !Jtline
zoal 5eek...

1 K L ih| Data Table... i




Steps :

* On the Data tab, in the Data Tools group,
click What-If Analysis, and then click Goal
Seek.

* In the Set cell box, enter the reference for the
cell that contains the formula that you want to
resolve.

* |n the To value box, type the formula result
that you want.

* |n the By changing cell box, enter the
reference for the cell that contains the value
that you want to adjust.



Step 1: A E

1 |Principle 1500
2 |Rate 4
3 |Time 5
4 |Interest 300

Step 2 : Click on what-if-analysis and then click on goal seek following dialog box will
appear

Goal Seek ? x
Set cell: B4 =%
To value: 500
By changing cell: | $852| =
Cance
Step 3:
A B
1 Principle 1500
2 |Rate 6.666667
3 Time 5
4 |Interest 200
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AB 1, PROTECT SHEET

* To prevent other users from viewing hidden
worksheets, adding, moving, deleting, or
hiding worksheets, and renaming worksheets,
you can protect the structure of your Excel
worksheet with a password.

* To protect the structure of your worksheet,
follow these steps:

* Click Review > Protect Worksheet.

Protect Protect Share
Sheet Workbook =~ Workbook



* Enter a password in the Password box.

Protect Sheet ? =

Protect worksheet and contents of locked cells

Password to unprotect sheet:

Allaw all users of this worksheet to:

Wil Select locked cells ~

Select unlocked cells

Format cells

Format columns

Format rows

Insert columns

Insert rows

Insert hyperlinks

Delete columns

Delete rows W

LI e

Cancel
* Select OK, re-enter the password to confirm it,
and then select OK again.

Confirm Password ? >

Reenter password to proceed.

Caution: If you lose or forget the password, it cannot be
recovered. [tis advisable to keep a list of passwords and
their corresponding workbook and sheet names in a safe
place. {(Remember that passwords are case-sensitive.)




* To prevent other users from viewing hidden

1.

worksheets, adding, moving, deleting, or hiding
worksheets, and renaming worksheets, you can
protect the structure of your Excel workbook with a
password.

To protect the structure of your workbook, follow
these steps:
Click Review > Protect Workbook>Protect Structure and

windows U@I _J &1 Protect and St
= [

@Allﬂw Users tc
Protect Share .
Workbook = Workbook g Track Change:

Restrict Editing

Protect Structure and Windows
Restrict Permission

v | Unrestricted Access
Restricted Access

Manage Credentials




2. Enter a password in the Password box.

Protect Structure and Windows 7 >

Protect workbook for

Structure
[ ] Windows

Password (optional):

(0] 14 Cancel

3. Select OK, re-enter the password to confirm
it, and then select OK again.

Confirm Password 7 >

Reenter password to proceed.

Caution: If you lose or forget the passwaord, it cannot be
recovered, It is advisable to keep a list of passwords and
their corresponding workboak and sheet names in a safe
place. (Remember that passwords are case-sensitive. )

(8] Cancel




u:;s.r—J REVIEW TAB 3. S VORKBOOK
Ws:ﬁ;ﬁ _L Share Workbook ? X
e Click the Review tab. mr— e
[]:Allow changes by mare than one user at the same time. This
 Click Share Workbook in s ——
eha (Exdusive] - 3 :03

the Changes group.

 The Share Workbook dialog
box will appear, and you
select the Allow changes by
more than one user at the

same time. This also allows
workbook merging check box
on the Editing tab.



e Optionally, switch to the Advanced tab, select
the desired settings for tracking changes, and
click OK. -

Share Workbook ? >

! Track changes
| ® Keep change history for: |30 5 days
| () Don't keep change history
|Ipdate changes
(®) When file is saved

i) Automatically every: | 15 = | minutes

Conflicting changes between users
(®) Ask me which changes win
() The changes being saved win

Indude in personal view
Print settings
Filter settings

—
e Save you Excel file to a network location where

other people can access it (the fastest way is by
using the Ctrl + S shortcut).




Page Breaks : View a preview of where page will
oreak when this document is printed

Page layout : View the document as it will appears
on the printed page.

Freezing panes : keep a portion of the sheet visible
while the rest of the sheet scrolls.

Split : Split the window into multiple resizable
panes containing views of your worksheet.

You can use this features to view multiple distant
oarts of your worksheet at once.

Hide : Hide the current window so that it can not
ne seen.

to bring the window back, click on the unhide
button.




UNIT-3

WORKING WITH MS POWER POINT



1.Introduction to MS power point

* MS PowerPoint is a program that is included in the
Microsoft Office suite. It is used to make presentations
for personal and professional purposes.

* Microsoft PowerPoint is a powerful presentation
software developed by Microsoft. It is a standard
component of the company's Microsoft Office suite
software, and is bundled together with Word, Excel
and other Office productivity tools.

* Microsoft PowerPoint is a software application that is
particularly used to present data and information by
using text, diagrams with animation, images, and
transitional effects, etc in the form of slides. It helps
people to better understand the idea or topic in front
of the audience practically and easily.



Use of MS Power Point :
1. Power Point in education

* Teachers can use PowerPoint to teach subjects lessons and
chapters of any book.

* |t gives the opportunity to the teacher to cover a topic in the
different t slides. And in each slide, they can manage,
highlight, mention, and teach important points that are
essential to cover on that topic.

* On the contrary, students can create their own presentations
for self-learning or can create for teachers to show them.

2. PowerPoint in business:

 PowerPoint helps people in business to create a plan,
structure related to the business or organization.

* |n the case of the training team, you create and showcase the
methods with the help of diagrams, images, and circles.



3. PowerPoint for job seekers

 Through PowerPoint, job seekers can create digital
resumes or multimedia resumes and it will become
a unique way of presenting skills and knowledge in
front of interviewers.

4. Use PowerPoint to Make Tutorials

* For the purpose of training or educational
contexts, PowerPoint can be easily used to create
worksheets and tutorials.

5. Use PowerPoint as a Photo Slide Show

* By using PowerPoint, you can create photo slide
shows or digital album for personal promotional
uses. For instance, you can create a touching
tribute to your family members.



2. The elements of presentations are
Slides : Slides are the individual pages of your presentation. Slides
can have titles, text, graphs, drawn object, shapes, ClipArt, drawn
art etc.

Handouts : These are the printed copies of our presentations. They
can be one per page or reduced.

You can also print your slides as handouts with two, three, four, six
or nine slides on a page that your audience can use for future
reference.

Speaker’s Notes : These provide the presenter with a page which
corresponds to each slide and contain a small image of the slide
along with additional notes. These are the reminder notes.

Objects : These are the individual elements which make up the
presentation. These objects can be text, clipart, pictures, charts or
other types of graphics .

Place holder : These let us to quickly add the type of element we
are likely to put in a particular portion of the slide.



Overview of Power Point

Presentation] = Microsoft PowerPoint

Design Anlnm_om Shde Show Review View
_ o peeea I o
4 A A.ll"",'_" iz~ = ||il %’“.37'113’ l{} D
B 7 Uoe 85 Ac|A | EESEE| S S
Paragraph

( Rivbon )

Click to add title

Clle toadd subtme

Click to add notes
Sidelofl  “Office Theme" 5




3. The Ribbon

S
(0 H9-06 )+ Presentation2 - Microsoft PowerPoint Drawing Tools
)
- Home Insert Design Animations Slide Show Review View Format
=7 = A f : — . -
= L t - i % = — = == Text Direct - B Sh Fill ~ Find
J ) _| ayou CalibriBody - |32 - |[A° 7 |[E5]||[=]- 1= ][ &R |IE,|11:1 ext Direction % e I_—l_lj ;'2 ape Fi 34 Fin
5/ Reset 2] Align Text - ALLed G ¥ [7 shape Outline ~ | 23 Replace ~
Paste New AV . - N E=E = E=E|EE - Arrange Quick
= Format Painter ide ~ % Delete B 7 U e § - Aa & £ = = E(E 45| Convert to SmartArt e’% YA { } ‘jﬁi’ = g - m Shape Effects = Select *
Slide Styles gy
Clipboard Slides Font Paragraph Drawing Editing

The ribbon consists three areas :

1. Tabs : theses are at the top of the ribbon eg : Home,
Design, Animations etc.

2. Groups : Each tab has its own set of groups —eg : The
home tab contains the Clipboard slides, Font,
Paragraphs, Drawing and editing group etc.

3. Commands : These are the buttons, Boxes or menus
relative to each group for eg : the alignment and bullets
and numbering, buttons are in paragraph group. While
find and replace are in editing group.




- ==

Microsoft Office Buttor
* Microsoft Office Button is located on the upper-left
corner of the PowerPoint window.

* See the image:

New Save a copy of the document
ia PowerPoint Presentation
Save the presentation in the default file
Open format.
e PowerPoint Show
Save ; Save as a presentation that always opens in

Slide Show view.

@ > PowerPoint 97-2003 Presentation
SaveAs | b Save a copy of the presentation that is fully
compatible with PowerPoint 97-2003.

y Find add-ins for other file formats

Learn about add-ins to save to other
formats such as PDF or XPS.

% Prepare » + ] Other Formats

] Open the Save As dialog box to select from
all possible file types.

m&%%ﬂ:t,p

Send >

../ Publish »

.l

s
l Close

Figure : Office button



New: To create a new presentation
Open: To open an existing presentation

Save: To save changes made in the open
presentation

Save As: To save the presentation with a specific
name to a preferred location in the computer

Print: To print the hard copy of the open
presentation

Prepare: To prepare the presentation for distribution
Send: To send the copy of the presentation to others
Publish: To distribute the presentation to others
Close: To close the open presentation



4.Creating a presentation

STEPS :
Stepl: Open Microsoft Power point.

Step2: Go to File at the top of the screen and
click New. A box that says “Blank/New
Presentation” should appear on the right side
of your screen.

Step 3: Slide Title/ Subtitle Give any title and
subtitle to your ppt on slidel.



@1 H -0 ‘ v Presentation3 - Microsoft PowerPoint Drawing Tools — X

| Home | Insert Design Animations Slide Show Review View Format @'

@ & cut EI =) Layout T~ - | |. | == =|- |1} Text Directio 2~ NO00 D—| 3 Shape Fill - 3 Find
= =S é
123 copy ”|_§|Reset LQAlg Text ~ AL Lepdt G- 7 shape Outline = || 23, Replace =
Past N AV == == _ Am Qui
aj g Format Painter _ewv % Delete | B I U ae § Aa” | === - | Conwert to SmartArt e% 5 { } T - nae + ! Shape Effects - Select =
slide styl
Clipboard T | Slides | Font Paragraph T | Drawing I | Editing |

1]

Gowt. NPG College of Science

BEA-|

Y
1}

Govt. NPG College of Science

8

BCA - |

Click to add notes

Slide 10f1 | "Office Theme™ | < | = @ U= G
g ah - = 1:28 PM

Tl 0 g y A O 13

= L 0 = m H D > = B 0D B = NGB e B

Step 4: As per your choice apply different formatting options to
format the text and pictures.

Step 5: Add new slide by clicking on new slide on formatting bar or by
right clicking and selecting new slide option.



Step 1:
Step 2 :
Step 3:
Step 4 .
Step 5:

l_l.

5. Save the Presentatio
click on the office button

click on the save button

the following dialog box will appear.
Give the name to your presentation.

click on OK Button

[@ save As *

4 & » ThisPC » Documents v [ Search Documents
Organize = New folder == - 0
[ This PC 2 MName Date modified Type )
J 3D Objects HeidiSOL 1/20/2020 12:39 AM File folder
I Desktop I15Ex press 1/28/2020 1:51 AM File folder
£ Documents My Data Sources 3/26/2021 12:35 PM File folder
- My Web Sites 1/28/2020 1:51 AM File folder
‘ Downloads .
OneMote Motebooks 4/30/2020 12:28 PM File folder
Visual Studic 2008 3772021 2:53 PM File folder
Visual Studic 2010 3/31/2021 10:36 PM File folder
Visual Studic 2017 2/1/202012:06 PM File folder  w
. Local Diskicn ¥ < £
File name: ~

Save as type:  PowerPoint Presentation (*.pptx) ~

Authors: Neha

A Hide Folders

1
',J' Print L4
55 Prepare F
.a'd send  *
.4 Publish #
[== =)
5,
4 Close

Figure : Step 3,4,5

Figure : Step 1, 2



6.0pen the Presenatio

* pptx file extension is a Microsoft
PowerPoint Open XML (PPTX) file created by
Microsoft PowerPoint.

Steps for opening the Presentation :
STEPS :
Stepl: Open Microsoft Power point.

Step2: Go to File at the top of the screen and
click Open. A box that says “Select the folder
should appear on the right side of your
screen.

Step 3: Select the folder than click on “Open”.

(('D
ffD

(

’)



Publish

Jﬁ' Close

ia Open

A = » ThisPC » Documents »

Crganize - Mew folder

= This PC
J 30 Objects
[ Desktop

== Documents
‘— Downloads
J& Music

= Pictures

@ Vvideos

i Local Disk (C:)
e Lovcal Disk (Dv)
o Local Disk (E:)

TR N A S——

Marme

Heidi50OL
II5Express

My Data Sources
My Web Sites
OneMote Motebooks
Visual Studic 2003
Visual Studio 2010
Visual Studic 2017
Zoom

kel] Presentationl.pptx

Search Documents

Date modified

29,2020 12:39 AM
28/2020 1:51 AM
[26/2021 12:35 PM

/28/2020 1:51 AM

1/
1/

L

E

File name: |Pre5entatinn1.pptx

v| All PowerPoint Presentations (*

m @
Type

File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder

Microsoft Offic

Cancel

Figure : Click on Open

Figure : Select the folder than click on Open



Printing the Presentation

- w w ' W W

In PowerPoint, you can print your slides, your
speaker notes.

Print your presentation :
e Select File > Print.

* For Printer, select the printer you want to
print to.

* Choose a print layout: Under Settings,Click on
Print then click on “Print Preview” then click
on “Handouts”.

* From handouts select how many slides you
want in one page.



Example : Here we select 2 Slides Per page

i - 1 L
Print What: 0 b " L Next Page
=] b -
Handouts (2... |= || Qrientation Zoom  Fitto Close Print
- = Window Preview

Sz Zoom Prev

Handouts (1 Slide Per Page]

n
]
=

Handowuts (2 Slides Per Page)
Handouts (3 Slides Per Page)
Handouts (4 Slides Per Page)
Handouts (& Slides Per Page)
Handowuts (% Slides Per Page]

Motes Pages
Cutline View

UNIT-3

WORNING WITH MS POWER POINT

Lintroduction to M5 power polnt
= M5 PowerPaint i a program that i included in the
i s used to make présen tations
essional punposes.

werful presentation
L iz astandard
st Office suite

esent data and
text, diagrarms with animation, images, and

partiou larky used

4/z/2m21




1]

HOME TAB 1. SLIDES(NEW SLIDE, LAYOUT, RESET, DELETE )

I

| =] Layout -
Eﬂeset
Mew
Slide = w1 Delete
Slides

1.New Slide -

e Click this button to insert a new slide into the
presentation.

e The slide will be inserted after the current slide with
the same format as the current slide.

* Clicking the arrow will display a gallery of different
slide layouts. Click any of the slide layouts to insert a
new slide into the presentation.



* Click to add text

Figure : Adding New Slide



2. Layouts :

* Layout When this button is clicked, a gallery of
different slide layouts will appear.

* Click one of the layouts to apply it to the current

slide; the slide where the insertion point is located.

55| Layout =

Office Theme

.............................
..............................

\\\\\\\\\\\\\\\\\\\\\\\\\\\

Title Slide

Title and Content

Section Header

.............................
.............................

.............................

treecresrcescs brererrreeres

.............................

Two Content

o
[TETTTTETITH
H

ul
Blank Content with Picture with
Caption Caption

Figure : Different Layout Designs




3. Reset :

* This button is used to reset the slide position,
size, and formatting to its default value.

e Reset the position, size and formatting of the
slide placeholders to their default settings.

4. Delete :
 Removes the slides currently selected.



Home Tab 2. Paragraph (Text Direction, Align
Text, Convert to Smart Art)

|I§} Text Direction ~
=] Align Text -
f"_—| Convert to SmartArt -

1. Text Direction:

* To change the orientation of text to vertical or stacked, click
this button.

* Itis also possible to rotate the text using this button.

||i} Text Direction -

ABC Harizontal

28v

Rotate all text 907

ABC

Rotate all text 270

B
Stacked
C acKe

“fi More Options...




|{} Text Direction -

2. Align TEXt . =] Align Text -

This button is used to specify
how text is aligned vertically in
the text box. The default
options are top, bottom, and

Top

Middle

‘ T ‘ Ll

mlddle. — Bottom

3- Convert tO SmartArt : :J More Options...

e Convert text to the smart Figure : Align text .
graphic to Visua”y CommunicateIECnnuerttﬂ smartArt =[] 2 VAN L b T UL SE,T,;?,
information. — — ¢ mm

* Smart Graphics range from FD. Eg_ o> %
graphical lists and process Jau BE . Y oo
diagram to more complex v— B gas N
graphics, such as Venn diagram TED - )
and organization charts. - E B o ©

—P_\'l Maore SmartArt Graphics...

Figure : Convert to Smart Art



Home Tab 3.Drawing Options

* Drawing
This area allows you to draw shapes, arrange them,
and style them:

BENNOOO - | ) 32 Shape Fill ~
ARSLERE, =y RN —{=d 3 L7 Shape Outline ~
g% SRy { } 5,.\{ = Arrange Quick

Styles ~ = Shape Effects ~
Drawing

* On the left there are Autoshapes, starting
with Recently Used Shapes. This can include a Text
Box, which is counted as a Basic Shape.

* Notice that there are three buttons on the right side
of the Autoshapes box. The top two will scroll up and
down the list of different shape types. The bottom
button will show the whole list of shapes.



Recently Used Shapes
BE\\NOeGBALLD Y
BT A

Lines R
N TR AR TR LB Y

Rectangles
HOLhG@EEEE

Basic Shapes
EoANOASCTOO®®®
eGOOOr y OB
OO0@AHEV XL (B
&0 1{ 2

Block Arrows
DA LS LPR IS
€ Qv > [REdalfs

DOA

Equation Shapes
=Ro=gh

Flowchart
Oo<cOonoiSeoay
CDOANKB X ¢ AVED
QBEOO

Stars and Banners
R Al A S SIS RORORELE LR
0k R (1 &8 [T 15 IR

Callouts
] G O {Cj} A AT {8 AT AT AT A
o ADAQdO

Action Buttons

EEEEEREEOEED

Figure : Different types of available shapes



Next, you can arrange the
Shapes

Choose Quick Styles ("presets")
for decorating the shapes:

And then, finally, on the far
right, you can use one of the
three buttons for:

Shape Fill: choose a fill color
(background color) for a shape;

Shape Outline: choose a color
and style for the shape's outline

Shape Effects: choose between
the many special and 3-D
effects: Shadow, Reflection,
Glow, Soft edges, Bevel, or 3-D
Rotation. There are also presets
for you to choose from.

Position Objects

I=  Align

"-"-,',3 Selection Pane...

4

Figure : Arrange Shapes

Figure : Quick Stvles




- = 9 - AR Unit — 3.ppbx - Microsoft PowerPoint

- Hom Insert Design Animations Slide Sh Review View
o] 3| EF 1Y - A ] .-qi = e
- A - - by + F o [
bal G5 e (Y 12 .l Al S 4 5 =) &3 ?
Picture  Clip Photo Shapes Smartart Chart Text Header Worda&rt Date Slide Object Movie Sound
At Album ~ o Box & Footer w G Time MNumber o w
lustrations Links Text Media Clips

Introduction :

* The second tab in the Ribbon is
the Insert tab. This contains the basic set
of Objects which you can insert into a slide.

* The Insert Tab is used to insert different
features such as tables, pictures, clip art,
shapes, charts, page numbers, word art, or
headers, and footers into a presentation




1. Tables :

* This button is used to insert a table into a slide. A list will
appear with a grid that can be used to create the table.

* Additional options for creating a table, such as drawing a
table, are also listed.

* If you click on the Tables button, this menu will appear:
T o] BB & E‘

Table Picture  Clip Photo  Sh
= At Album -

Insert Table

N O |
| |
| |
| |
| |
| |
N O |
N

Insert Table...

Draw Table

e 5L El

Excel Spreadsheet

Figure : Inserting table



* You can select the number of columns and rows by
dragging the mouse over the grid. Notice that while
you drag the mouse, the table dynamically draws
itself in the slide, giving you a preview of what the
table will look like when you decide on a size:

H9-0 s Presentationl - Microsoft PowerPoint

Home Insert Design Animations Slide Show Review View

- EE Dl QA G 4EED~:'Q & &

Table Picture Clip Photo Shapes SmartArt Chart Hyperlink Action Text Header WordArt Date Slide Symbol Object Mowe sound
v At Album~» - Box & Footer b & Time Number

4x6 Table pns Links Text Media Clips

! |
(I
| |
|
| |
|
I
- [ I [ [ [ [

(2] | Insert Table...

,_’_‘v]? Draw Table

m

Excel Spreadsheet




Insert Tab 2. lllustration Group(Picture, ClipArt, Photo
Album, Shapes, Smart Art, Chart)
1. Picture : Pictures To insert a picture from a file into
the document, click this button. The Insert Picture

dialog box will appear. This dialog box is used to
select the picture.

(& Insert Picture x
&« v ; » ThisPC » Downloads » w (W] Search Downloads
Organize = MNew folder ~ [ o
A A
3 This PC Pic-compressed,jpg
IPGFil
I 3D Objects K
Deskto B B
. P  Earlier this year (4)
| Documents
23 sep 2020 (&).png
4 Downloads a PNG File
J’ Music 0.98 MB
| Pictures = g ;?JEEE_F'DED (3)-png
2 . ile
B Videos Bl 5| o
‘= Local Disk (] X a Whatshpp Image 2021-01-07 at
. ) - 8.50.09 AM.jpeg
s Local Disk (D) IPEG File
e Local Disk (E:)
neha
RS S N RS ~/ W
File name: |25 sep 2020 (6).png V| All Pictures (*.emf;*wmf;*,jpg;* ~
Tools - Cancel




2. Clip Art : Displays the Clip Art Task Pane.
To use clip art’s gallery, Follow these steps:
 Select desired slide.

 Click on “Insert menu”. A Ribbon is open.

1 Point to the “Clip Art” Command in the
illustrations group.

A Click on clip art Option ."Insert clip art ”
dialog box will appear.

1 Search the clip art that you want to

insert and click on the image of the clip
art .

Clip Art b 4
Search for:

ROSE

Search in:

Selected collections ~
Results should be:

All media file types o

| ,_Q Organize dips...

Da. Clip art on Office Online
Da. Bing Privacy Policy

i) Tips for finding dips

Figure : Clip Art




3. Photo Album : To create a presentation based on a
set of pictures, click this button. Options can be set
for how the pictures display on the slide. Also,
captions may be added to each picture

=y el

)
Photo |[Shapes SmartArt Chart Hyperlink Ag
{-.lpum'

| & New Photo Album... r Links
|

i == ZE Create a new presentation based
TR on a set of pictures.

Each picture will be placed on its
own slide,

Steps :

Click on insert tab.

Click on “Photo album” Present in In illustration Group, The
drop down will appear.

*Click on New Photo album.

*The dialog box will appear for selecting and inserting the
images.

*Then click on create button.



Photo Album ? >

Album Content

Insert picture from: Pictures in album; Preview:

Insert text:

Mew Text Box
Mo preview is available for this
Picture Options: selection

Captions below ALL pictures

ALL pictures black and white

I 1 Remoyve | ol I el
Album Layout
Fit to slide N
Rectangle
Cancel I [ Insert New Pictures >
H . H H ‘ <« Users » MNeha » Downloads » v ' Search Downloads
Figure : Inserting the Picture T
Organize « Mew folder == » [H 0
O This PC A Name Date modified Type "
J 3D Objects ~ Today (11)
[ Desktop & ribbon-tools-table-layout.jpg 4/8/2021 8:38 PM JPG File
=] Documents & ribbon-insert-tabled.jpg 4/8/ 2:58 PM JPG File
3 Downloads &| ribbon-insert-table2.jpg 4/8/ 53 PM JPG File
J‘ Music &| ppt-home-drawingl (1).jpg 4/8/ 43 PM JPG File
Pict &| ppt-home-drawing3.jpg /8 43 PM JPG File
= Pictures
&| ppt-concepts-layers2.jpg 8/2021 7:42 PM JPG File
m Videos n . . . - R
|&| ppt-home-drawing.jpg 8 42 PM JPG File
‘= Local Disk () & ppt-home-drawing.jpg 8/2021 7:42 PM IPG File
o= Local Disk (D:) & Different-Types-Of-Wears-In-Tyres-That-...  4/8/2021 1:11 AM PMG File
= Local Disk (E:) &| unnamed-removebg-preview.png 4/8/2021 12:47 AM PMG File
U N PR i = 2
File name: | v| All Pictures (*.emf;*wmf* jpg;” ~

Tools = Cancel
Figure : Selecting the image




4. Shape5: Shapes|Smartart Chart

Recently Used Shapes -

* add any of more than 100 pre-made |5 ~55 4 77"

Lines

shapes. NNATLL 2 W0 %

Rectangles

 This button is used to insert different |20 o~2HE0

Basic Shapes

. . EoAMNOACTOODO®®
shapes into a slide. P00 Lreoss

O0@AHEY GO

* A gallery of different kinds of shapes [Vt~

will appear when the button is  Sonese s b s
. . . Ak n F
clicked. To insert a shape, click the s _

desired shape and then draw the Flowchart .
O /O80T eCaay

shape in the slide.. 2oOn8e I ¢ AVED

Stars and Banners

DWW ACDOOHEES
o T (5 () [T 1 QI

Callouts

[0 &3040 AT A g A A
L A0 AD gO

Action Buttons
mmmmmmmmmmml—l'

Figure : different Shapes



5.Smart Art :

 Toinsert a Smart Art graphic into a slide, click this button.
Smart Art graphics are objects such as Venn diagrams and
organizational charts.

* When the button is clicked, a gallery of different categories
and shapes will be display.

* SmartArt is a system which allows you to quickly crate visual
charts. Click on this, and you get a dialog box:

Choose a SmartArt Graphic ? *
List L
A |
= List == HE o
L___Em
+#¢  Process B [ | s
i Cyde —
- - :Ikrl e @
st Hierarchy .
B Relationship -
Matrix HH - T- 1 EE -
A Pyramid 1T-1= Ii u _S Basic Block List
) Use to show non-sequential or grouped
m- | EE B8 ' blocks of information. Maximizes both
(A —— . u horizontal and vertical display space for
=] vt shapes.
- BEB B ==1
Cancel

Figure : Choosing the SmartArt Graphic



6. Chart :

* Click this button to display the Insert Chart dialog
box. This will display a gallery of different types of
charts that can be created in a Power Point
Presentation.

Al | [ [l [ 1T ]

Manage Templates... Set as Default Chart Cancel

Figure : Inserting the chart




How to Insert Chart :

e Select the Insert tab

* In lllustrations group click on Chart command

* An Insert Chart dialogue box appears
* Select the desired Chart style and click Ok
e Chart will be added to slide and an Excel worksheet

appears on right side of the slide

‘e

s 4

!

s d a - Soa
& cae

24 . a

P4 | |

Colcgen 1 C ~a

< w1t 3
™

Placeholder Data

Placeholder Data
To resize chart data range, drag lower right

A DV -A R =X
= Hom. Inser | Page | Form | Data | Revie View @ -~ & X
& A = % Wil A Wil =\ BT
4 3~ A
Paste Font Alignment Number Styles Celis
= || : il e (e PR
Clipbo.,, ™ Edting
A6 - £ 22
L8 C D E i
1 Seriesl Series2 Series3
2 | Category 1 4.3 2.4 2
3 | Category 2 2.5 4.4 2
4 | Category 3 3.5 1.8 3
5 Categoryd L 4.5 2.8 5
g l
7
8
9
mn



How to Enter Chart Data :

 We can't enter data directly in charts. To enter data in chart we
have to type it in excel spreadsheet that appears when you add
Chart or click Edit Chart option.

 The data that you enter in spreadsheet automatically appears
in the Chart. Select the cell of spreadsheet and type the data it
will appear in the slide. Repeat the process to enter the entire
data.

ot Inst| Des| Ani | Slid | Rev | Vier| Desig | Layos | Formy *

— =2 = ~ =)
4 EiSgis | @ W <Y T2 EY T
Switch Select Edit Quick Quick Paste Font Alignment Number Styles Cells
ow/Column Data Data Layout ~ Styles ~ . J ~ . z - > LT
Data Chart Lay Chart Sty ipbo “ Editi
D7 v I |
A B C D E
1 TeamA TeamB TeamC
2 1Quarter Sales 40 20 28
3 2Quarter Sales 20 40 20
L 4 3 Quater Sales 30 10 35
" r——— 5 |4 Quarter Sales 40 24 45
6
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) (HYPERLINK, ACTION)

@P}

Hyperlink Action

Links

1. Hyperlink :

 With the help of this option, we can link any other
file in our file. Which will open when clicked with the
mouse during the slide show.

* Toinsert alink to items such as a Web page, another
document, or an email address, click this button. The
Hyperlink dialog box will display where the link can
be specified. It is also possible to create a new
document, worksheet, or presentation while creating
a link to the item



Steps To create a hyperlink :

Enter some text which you want to make hyperlink.

Select the text and then click on “Hyperlink button”
in Links Group. The dialog box will appear.

Select the file that you want to attach. and then click

on “OK”
. Here Is The Link
Insert Hyperlink ? >
Link to: Text to display: To create a hyperlink ScreenTip...
_@ Look in: Multimedia v | |CH Q =
Existing File or
Web Page Result ” Bookmark...
Current - .
Eolder = Envelop.pdf
' & kbel.pdf

(2] mailMergeList.mdb

Place in This T
Document Browsed | /=2 rmatfunctions.xlsx
N T Multimedia.docx
| Eg pd.pdf
Create New Recent | & PracticeBcal.xisx
Document Files k] UNIT - 1.ppix

@ UNIT — 1-converted.pdf

Address: Multimedia.docx

=
E-mail Address = —
Figure : Selecting the file to attach in hyperlink




2. Action :
 When some type of actions such as

creating a hyperlink to an object or

inserting a sound is to be specified, etonsetines P
click this button. e o
* The Action Settings dialog box will Obere
. . .. . . ) Hyperlink ta:
appear. In this dialog box, it is possible
to create hyperlinks to other files, - un program:

other PowerPoint presentations, to Run macro:
the first or last slide in the
presentation, or too many other areas.

* Itisalso possible to apply a sound to Cletay sound:
the selected object.

* With this option, you select a shape

Cancel

and apply the action to the shape that
the action shows during the slide show
such as next slide, previous slide, end
show, etc.

Figure : Setting the action of the object



Insert Tab 3. Text Group (Text Box, Word Art, Object )
Al D 4 55 Qs

Text Header WordaArt Date Slide Chject
Box & Footer - fTime Number

Text

1. Text Box:

Inserts a textbox that can be positioned
anywhere on the page.

Text boxes are used to highlight text within a
presentation.

With this option, a box can be created in the
slide in which text can be written.

o
u

0 T I e

Figure :Inserting text box



2. Word Art :

* Insert decorative text in your Document.

 The drop-down gives you a choice of Word Art styles to insert.

 When the button is clicked, a gallery of Word Art styles will be
displayed. Click one of the styles to apply it to the Text.

i oo l 3 : (o0
4. 5 & w] &5 <
(WordArt| Date Slide Symbol Object Movie Sou
ud & Time Number v v

A A

A A /4\ A A
\ A A
A A A_:

Figure : Word Art Styles



3. Object :

e Use this button to insert an object such as an Excel
Worksheet or an Excel Chart into the presentation.

* By this option we can add other program'’s file like
Word, Excel, PowerPoint, Photoshop etc. Or we can
Insert already created file of other program then MS

PowerPoint.
Insert Object ? >
Ohject type: QK I
(®) Create new {Bitmap Image P A
Create from fil Microsoft Graph Chart Cance
O crea o= Microsoft Office Excel 97-2003 Worksheet
Microsoft Office Excel Binary Worksheet
Microsoft Office Excel Chart ] ]
Microsoft Office Excel Macro-Enabled Worksheet [[]Display as icon
Microsoft Office Excel Worksheet
Microsoft Office PowerPoint 97-2003 Presentation b
Result
Inserts a new Bitmap Image object into your presentation,

Figure : Selecting the Object
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Setu rientation =

nCculors E
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~ [O]Eeffects -

@ Background Styles -

Background

Hide Background Graphics

]
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Introduction :

AThis tab is used to apply a design to a PowerPoint

presentation.

It is also possible to make changes to the slide

size, slide background, and other design attributes.




Design Tab 1. Page Setup Group(Page setup, Slide Orientation)

[

Fage Slide
Setup Orientation =

FPage Setup

1. Page Setup:

 This allows you to change basic page elements including slide sizes,
orientation, and slide numbering.

It also Provides the features of changing the height and width of the
slide.

* Click on the Page Setup command the following dialog box will
appear for all the settings :

Page Setup ? X
Slides sized for: Orientation Ok
On-screen Show (4:3) | Slides
Width: A () Portrait e
10 > Inches (®) Landscape
Height: Motes, handouts & outline
7.5 [ e (@) Portrait
Mumber slides from: ~
() Landscape

FY

1 =

Figure : Page Setup



2. Slide Orientation :

 The second button simply allows you to change the
slide orientation quickly--from horizontal to vertical
("landscape" to "portrait").

o [

Slide T
Crientation =

___| Portrait
::| Landscape

Figure : Slide Orientation



Design Tab 2. Themes Group
 Here you can choose the overall appearance for your entire slide show.

« Themes are an easy way to design a whole slide show. Every slide in the
presentation will change to match the background, font, colors, and effects
chosen for each theme.

* The good point about themes is that they are easy and quick and make your
presentation look nice.

* Move the mouse pointer over each of the designs to see a Live Preview. Click
the design to apply it to the presentation.

* To access additional themes, click the arrows at the end of the Styles Gallery.
To display all the designs, click the More button in the lower right corner of
the gallery.

All Themes ™
This Presentation

Built-In

Aa Aa Aa Aa
EmEEE --E = L B
Aa Aa

Maore Themes on Microsoft Office Online...
U=] Browse for Themes...

=l
:ﬁ Save Current Theme...
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f yrmat Background)
e Clicking on "Background styles" lets you choose
quickly from the styles below:

* If you click on "Format Background," you can choose

far more detail about the slide background.
- SHOEES I\g'] Background Styles ~

N [
al
]

Figure : Different Background Styles
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ANIMATIONS TAB

-

Preview

™y _ . . .
= - | = Unit - 3.pptx - Microsoft PowerPoint
Home Insert Design Animations Slide Show Review View
i R el (N N
2 o = |
@t Custom Animation -
Animations Transition to This Slide

— ot
.@J
J_; Transition Sound:  [MNo Sound)] | | Advance Slide
E_ijl_ Transition Speed: Fast || ¥ On Mouse Click
21 Apply To Al Automatically After:  00:00

Introduction :

Animation can help make a PowerPoint presentation
more dynamic, and help make information more
memorable.

This tab can be used to set animations for the
PowerPoint presentation. Animations determine how
the bullets, pictures, images, and other objects will
enter the slide during a presentation.




Animation Tab 1. Animations Group (Custom Animations)

Custom Animation w X

* There are several animation effects you
can choose from, and they are organized
into four types.

&' Add Effect +

* Steps:

Salect an elemeant of the slide, then

i) In Normal view, display the slide that has || s saerec o znmason
the text or objects we want to animate.

i) Select the object we want to animate.

iii) On the slide show menu, click custom
animations.

iv) It Gives us various option present in add
effect button.

v) Choose the effect from the drop down ‘*}E‘ o
that you want. —

AutoPreview

Figure : Custom Animations



1. Entrance: These control how the object enters the slide. For
example, with the Bounce animation the object will "fall"
onto the slide and then bounce several times.

v Custom Animation

= Add Effect +
= Entrance 3
1z Emphasis k
& Exit 4
<= Motion Paths »
Figure : Types of animations
Entrance
Appear Fade Fly In Flzat In Split Wipe
Shape Wheel Random Bars  Grow & Turn Zoom Swivel
Bounce

Figure : Entrance Effects



2. Emphasis: These animations occur while the object is on the
slide, often triggered by a mouse click. For example, you can

set an object to spin when you click the mouse.

Emphasis
Pulse Color Pulse Teeter Spin Grow/Shrink  Desaturate
x x k ¢
Darken Lighten Transparency Object Color Compleme..  Line Color
Fill Celaor

Figure : Emphasis Effects

3. Exit: These control how the object exits the slide. For example,

with the Fade animation the object will simply fade away.
Exit
o G ¢ : L4 ‘
Disappear Fade Fly Out Float Cut Split Wipe
L 2 LY L3 =
L. - . T
Shape Wheel Randorm Bars  Shrink & Tu.. Zoom Swivel
X
Bounce
Figure : Exit Effects



1 to this slide (Apply

\’-vvv \/v-

I n
ransition, setting transition speed and sound)

Animations Slide Show Review View Format

] oy ) ) | )

éf;', Transition Sound:  [Mo Sound)]

Transition to This Slide

3 i :
- _—,-I_ Transition Speed: Fast
= i3l Apply To All

Add transition between slides :
* Select the slide to which you want to apply the effect
e Select the Animation tab

* |n Transition to This Slide group you will see the
transition effects

* Click the drop-down arrow to see menu of transition
effects

e Select the desired transition effect
* Click Apply To All to apply the effect to all slides
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Figure : Different Slide transition



i) Setting transition speed and sound :

How to Set Slide Transition Sound

* Select the slide to which you want to add the transition sound
e Select the Animation tab

* In Transition to This Slide group click the drop-down arrow
next to Transition Sound option

* Alist of different transition sounds appears
e Select the desired transition sound
* Click Apply To All to apply the effect to all slides

w Slide Show Review View Design Layout Format
‘ H | ‘ I}_; Transition Sound: [Mo Sound] Q Adh

o E_ijl_ Transition Speed: | [Mo Sound]
Transition to This Slide

= Bl apply 1o All| [Stop Previous Sound]

IAppIause
Arrow
Bomb




How to Set Slide Transition Speed :

Select the slide
Select the Animation tab

In Transition to This Slide group click the drop-down arrow
next to Transition Speed option

It will display three options for transition speed
Select the desired transition speed

Click Apply To All to apply the same transition speed to all
slides

crosoft FowerH oin .
w Slide Show Review View Design Layout Format

B ;J;'., Transition Sound:  [Mo Sound]
’ --l -Il —‘|| —"l _D:E - E2! Transition Speed:] Fast ™
: Sow
IMediumI

Transition to This Slide
Fast
.




Animation on rehears timing
Select the slide
Select the Animations tab

In Transition to This Slide group locate the Advance
Slide section

It shows two options; On Mouse Click and
Automatically After

Enter the desired time for the selected slide in
Automatically After option

Select the next slide and choose the desired time
Click Apply To All If you want to apply the same timing

to all slides . S
‘Q_l,'
-
v OOnMouseCltck
@Automatacany After: 00:02 @
-




SLIDE SHOW TAB

:

0o H9-0)- Unit - 3.pptx - Microsoft PowerPoint Drawing Tools
_ Home Insert Design Animations Slide Show Review View Format
| _[;. | -T'LI—F ¢.:—_T > | k5 Record Marration wll| Resolution: Use Current Resolution -
= = % —= é‘;’ﬂehearse Timings -
From From Custom Set Up Hide o )
Beginning Current Slide | Slide Show = || Slide Show Slide V| Use Rehearsed Timings Use Presenter View
Start Slide Show S5et Up Monitors

* This tab provides options for presenting the
Slide Show to the audience. Narration for the
show can be recorded.

 Decisions can be made as to where to start
the presentation. In addition, custom shows
can be created.

 This contains tools that control how the slide
show is presented.



i)

From From Custom
Beginning Current Slide | Slide Show =

Start Slide Show

From Beginning (F5) : Click this button to start the slide
show at the first slide. This will start the show at the
beginning.

From Current Slide (Shift+F5) : This option is used to start
the presentation from the active slide in the slideshow.

Custom Slide Show : Using this option we can select
some slides from the presentation and run it
separately. Using this option, we select the desired slide
from the presentation and make a set and save it by
giving a name. Which can be run separately.



Slide Show 2.Set Up G

il S~ !

_:I- | ki Record Marration

(&Y Rehearse Timings
Set Up Hide
slide Show  Slide Use Rehearsed Timings
Set Up

Set Up Slide Show : In this option, we do some setup related to slides
such as which slide to show form the presentation - Like All, some
special series or custom slides.

Hide Slide : With this option we hide the active slide. ie the hidden
slide will not be visible in the slideshow.

(CD

Group

Record Narration : To record a narration to go with the slides in the
presentation, click this button. The Record Narration dialog box will
display where the options for recording can be set

Rehearse Timings : On clicking this option, the timer runs along with
the slideshow, after the slideshow finished, it tells how much time the
presentation has been taken. So you can rehearse with the
presentation from the timer.

Use Rehearsed Timings :Click the check box for this option if the
timings that were set up will be used during the presentation.
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— Gridlines E Grayscale -_-3 Cascade —

Marmal| Slide Motes | Slide Slide  Handout Motes Zoom  Fitto ) Mew 3 ; Switch Macros

Sorter Page  Show | Master Master Master Window ; Pure Black and White || window Lifr Move Split | ywindows -
Presentation Views Show/Hide Zoom Color/Grayscale Window Macros

* When working with PowerPoint, this tab is
used to view the presentation in different
formats, it is also used to view more than one
PowerPoint window at a time, or to decide
whether to display the ruler within the
window.



View Tab 1.Presentation Views
ez ol

Slide Handout Motes

Sorter ' Page Show | Master Master Master
Presentation Views

i) Normal : Display the presentation in the normal working
view. This is the default view for all PowerPoint
presentations. In this view, the slide pane and thumbnails of
the slides will be displayed.

ii) Slide Sorter :lt is used to easily Rearrange the slide. To view
the slides as thumbnails, click this button. The slides will
appear in columns and rows. This format makes it easy to
rearrange the slides.

iii) Notes Page : Display the presentation in notes view for
editing the speaker notes. This view focuses on the Notes
area.

iv) Slide Show : This starts the slide show.



v) Slide Master : Displays the slide master letting
you change the design and layout of the master
slides. When you open the Slide Master, it will
show you a slide with many pre-set text and
media placeholders. These are intended to make

it easier for you to add a commonly-used slide
element or style.

vi) Handout Master : Open handout master view to

change the design and layout of Printed
handouts.

vii) Notes Master : This button is used to change
the way the notes page is displayed and printed.
W/



i)

iew Tab 2. Color / Grayscale Group
|‘ Color
EGrayscaIE
mm Pure Black and White
Color/Grayscale
Color : To view the presentation in color,

choose this option. This is the default option
for viewing presentations.

Grayscale : This button is used to view the
presentation in grayscale. Gray-scale shows
the presentation in black and white with gray
tones.

iii) Pure Black and White : When this option is

chosen, the presentation will be shown in
black and white without any gray tones. ¢



View Tab 3. Window Group
| ﬂﬁrrangeﬁll
]
New Et_'ascade Switch

Window -i't* Move Split | windows -
Window

New Window : To open a new PowerPoint window, click this
button. A new window will open with the same
presentation. The presentation will have a number after the
name.

Arrange All : Click this button to tile the open windows on
the screen side-by-side.

Cascade : Use this button to tile the open windows so that
they overlap vertically on the screen.

Move Split : This option is used to move the splitters that
separate the different sections of the window.

Switch Windows : Click this button to switch from one
window to another window. A list of the open windows will
display when the button is clicked.



UNIT -4
WORKING WITH MS ACCESS




Front End Development:

The part of a website that the user interacts with
directly 1s termed the front end. It 1s also referred
to as the ‘client side’ of the application.

It includes everything that users experience
directly: text colors and styles, 1images, graphs
and tables, buttons, colors, and navigation menu.

HTML, CSS, and JavaScript are the languages
used for Front End development.

The structure, design, behavior, and content of
everything seen on browser screens when
websites, web applications, or mobile apps are
opened up, 1s implemented by front End
developers.



Front end Languages: The front end portion is built by using some
languages which are discussed below:

HTML: HTML stands for Hypertext Markup Language. It 1s used to
design the front-end portion of web pages using a markup language.
HTML 1s the combination of Hypertext and Markup language.
Hypertext defines the link between the web pages. The markup
language 1s used to define the text documentation within the tag which
defines the structure of web pages.

CSS: Cascading Style Sheets fondly referred to as CSS 1s a simply
designed language intended to simplify the process of making web
pages presentable. CSS allows you to apply styles to web pages. More
1mportantly, CSS enables you to do this independent of the HTML that
makes up each web page.

JavaScript: JavaScript 1s a famous scripting language used to create
magic on the sites to make the site interactive for the user. It is used to
enhancing the functionality of a website to running cool games and
web-based software.



Backend Development:

Backend 1s the server-side of the website. It stores and
arranges data, and also makes sure everything on the
client-side of the website works fine.

It 1s the part of the website that you cannot see and
interact with. It is the portion of software that does not
come 1n direct contact with the users.

The parts and characteristics developed by backend
designers are indirectly accessed by users through a
front-end application.

Activities, like writing APIs, creating libraries, and
working with system components without user
Interfaces or even systems of scientific programming,
are also included in the backend.



Back end Languages: The back end portion i1s built by using
some languages which are discussed below:

PHP: PHP is a server-side scripting language designed
specifically for web development. Since PHP code executed on
the server-side, so it 1s called a server-side scripting
language.

C++: It 1s a general-purpose programming language and
widely used nowadays for competitive programming. It is
also used as a backend language.

Java: Java 1s one of the most popular and widely used
programming languages and platforms. It is highly scalable.
Java components are easily available.

Python: Python is a programming language that lets you
work quickly and integrate systems more efficiently.

JavaScript: JavaScript can be used as both (front end and
back end) programming languages.



FRONT END
HTML
CSS
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Figure : Front-end and Back-end
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What is Database?

The database 1s a collection of inter-related data which 1s used to
retrieve, insert and delete the data efficiently. It 1s also used to organize
the data in the form of a table, schema, views, and reports, etc.

For example: The college Database organizes the data about the
admin, staff, students and faculty etc.

Using the database, you can easily retrieve, insert, and delete the
information.

What is Database Management System?

Database management system is a software which i1s used to manage
the database. For example: MySQL, Oracle, etc are a very popular
commercial database which 1s used in different applications.

DBMS provides an interface to perform various operations like
database creation, storing data in it, updating data, creating a table in
the database and a lot more.

It provides protection and security to the database. In the case of
multiple users, it also maintains data consistency.



Advantages of DBMS:

Controls database redundancy: It can control data
redundancy because 1t stores all the data 1n one single
database file and that recorded data is placed in the
database.

Data sharing: In DBMS, the authorized users of an
organization can share the data among multiple users.

Easily Maintenance: It can be easily maintainable due
to the centralized nature of the database system.

Reduce time: It reduces development time and
maintenance need.

Backup: It provides backup and recovery subsystems
which create automatic backup of data

from hardware and software failures and restores the data
1f required.

multiple user interface: It provides different types of
user interfaces like graphical user interfaces, application
program interfaces



Disadvantages of DBMS:

Cost of Hardware and Software: It requires a high
speed of data processor and large memory size to run

DBMS software.

Size: It occupies a large space of disks and large memory
to run them efficiently.

Complexity: Database system creates additional
complexity and requirements.

Higher impact of failure: Failure is highly impacted
the database because in most of the organization, all the
data stored 1n a single database and if the database is
damaged due to electric failure or database corruption
then the data may be lost forever.



Features of DBMS
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MS Access 1s a Database Management system which was
launched by Microsoft.

It 1s a part of the Microsoft Office suite and stores data
1n 1ts own format.

Microsoft Access 1s a Database Management System
(DBMYS) from Microsoft that combines the relational
Microsoft Jet Database Engine with a graphical user
interface and software development tools.

It 1s a member of the Microsoft Office suite of
applications, included in the professional and higher
editions.




Microsoft Access stores information which 1s called a
database. To use MS Access, you will need to follow
these four steps —

Database Creation — Create your Microsoft Access
database and specify what kind of data you will be
storing.

Data Input — After your database is created, the
data of every business day can be entered into the
Access database.

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

Report (optional) — Information from the database
1s organized 1n a nice presentation that can be
printed in an Access Report.



Overview of ms access
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Database terminology :

o Relationships

Queries
Components of

MS-Access Forms

Reports

Macros




Tables

It 1s the main component of the MS Access software. In the MS Access database, tables are
mainly used for storing the data or information in the form of rows and columns.

The Access tables which contain the data or information look similar to the tables in MS Excel
or MS Word.

Whenever, you create a new database in MS Access, firstly, you have to create a table in that
datzlilbase.bﬁl(ou can also relate a specific table to other tables, and easily define the primary key
in that table.

Relationships
Relationships are the links or connections, which are formed between the one or more tables in
the database. There exist following four types of relationships:

One-to-One Relationship
One-to-Many Relationship
Many-to-One Relationship
Many-to-Many Relationship

Queries
Queries are the commands, which are used to retrieve the data or information from the
database. It also allows you to insert the information in the MS Access database.

Forms
It is an object or a component, which helps the users for entering the data in the table of any
database by an interface. Any user can easily display the data of the database.

Reports
When the users inserted the data in the database, then they can easily view their information in
an organized manner by running the reports. Unlike forms, the reports cannot be edited.

Macros
Macros are used for performing the repetitive tasks on reports and forms in the MS Access
database. It also allows the user for adding functionalities to forms, controls, and reports.

Modules

Modules are used to perform the automating routine operations and user-defined functions
which are written in VBA. Any user can easily use these modules from anywhere in the MS
Access database.



Versions of Microsoft Access

Version 1.0
Version 1.1

Version 2.0

Microsoft AccesstS (or) Version 7.0

Microsoft Access 97 (or) Version 8.0

Microsoft Access 2000 (or) Version 9.0
Microsoft Access Zt}ﬂffxp] (or) Version 10.0
Microsoft Access 2003 (or) Version 11.0
Microsoft Access 2007 (or) Version 12.0
Microsoft Access 2010 (or) Version 14.0
Microsoft Access 2013 (or) Version 15.0
Microsoft Access 2016 (or) Version 16.0

Microsoft Access 2019




You can easily launch the MS-Access application in your
Windows 10 system by following the given steps:

Step 1: Click on the Search box in the toolbar.

Step 2: After clicking, type the MS Access. Then, 1t will
show you the icon of M'S Access with the installed
version of Microsoft office in your system. Select and
click the icon.

Step 3: After clicking, an application window of MS
Access will appear on your computer screen. The

following screenshot displays the window of MS Access
2007.
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Figure : Getting Started with ms Access




TOPIC : CREATE A DATABASE
o In this section, we select the Blank Database option for
storing the data. After clicking the option, the following
screen will dlsplay which gives the default name of the file.

Template Categories

s 1 Getting Started with Microsoft Office Access
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& More...
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@ Guide to Access 2007 User Interface
@ Organize all your objects using the new, easy access Navigation Pane

More on Office Online:
Training | Templates ] Downloads

Automatically update this content from Office Online Learn more

Num Lock |2




o If you are satisfied with the default file name, click on
the Create button, otherwise change the name of a file,
and then click on Create Button.

Template Categories
S Getting Started with Microsoft Office Access
From Microsoft Office Online

New Blank Database -

Business E|
Personal [ e |
Sample Elank Database

Education Featured Online Templates

Ikl

-= WSO .
_..0Office Online

What's new in Access 2007?

E The new Access 2007
- contains more powerful
] tools to help you quickly Blank Database
track, report, and share
information in a

Create a Microsoft Office Access database that does
manageable environment. not contain any existing data or objects,

Learn more about the new
features and
improvements.

et the latest content while working in
the 2007 Micrasoft Office system

#  Guide to Access 2007 User Interface

Organize all your objects using the new,
easy access Mavigation Pane

More on Office Online:
Training |Temp|ates | Downloads

Updates: On

Figure : Naming the database




o We give the name of a file as Employee as shown in the
above screenshot and then click the Create button. After
clicking, the following screen will display, which shows
that the new database is created with the given name in

the MS Access:

Create External Data Database Tools Datasheet

[
% EJ Eﬂ uﬁd Insert Data Type: =[] Unique
;'.P Delete Format: Formatting |:| Is Required
View Mew Add Existing Lookup T Relationships Object
- Field Fields Column = Rename ||| & % » |[%§ 3% Dependencies

Views Fields & Columns Data Type & Formatting Relationships

All Tables | %%
Table1 £ 1D ~ |Add New Field

T Tablel : Table (New) |

Record: W 1of1 H % Mo Filter Search

Datasheet View | Mum Lock | [ %] .5




TOPIC : CREATE A TABLE

oSteps :

iy Click the create button on the Ribbon.

i) Click on the table from the tables group.
i Click Ok.

(g \‘| (e B b Table Toals BCAaccess: Database (Access 2007) - Microsoft Access
l. - )
G | —

1P

Home | Create | External Data Database Tools Datasheet

T] @ ii|5] PivotChart @ % 3 Labels
b — ]

EEE

__|Blank Form === — | | Blank Report ==
Table Table SharePoint Table Form  Split  Multiple = Form Report ) Report | Query Query Macro
Templates =  Lists~  Design Form  Items More Forms = pesign ﬁ Report Wizard pesign || Wizard Design =~

Tables Forms | Reports | Other

AEFFEETE

Create a new blank table, You can D hd |AddNEWHE'fd
define the fields directly in the new New

|| table, or open the table in Design | { }
view,

_@ Press F1 for more help.
TaOTET 3

EH Tablel: Table




1v) Click on the Home tab than click on view command from the

Views tab.
v) A dialog box appear. Give the name of your table.

S _ . . - . .

Clnt ._‘ﬂ I = Table Tools BCAaccess: Database (Access 2007) - Microsoft Access

‘:’J |

iy Home Create External Data Database Tools Datasheet

e e e = Z Total

Lb\-x/ ' Calibri o LR === (= E)I otals | i .

— = save B spelling l T3 Advanced - " = GoTo-
View A -~ - - | |EEE - = :=|[ak Refresh

- i | 2 l@ | == Al - ~ =4 More ~ 4 Ly Select -
Views Clipboard (] Font (] Rich Text Records Sort & Filter Find
All Tables v | & :I employee :I Student |j Tahle1"‘-._

employee b ID ~ | Add New Field

=1 employee : Table * (New) |

Student -3

T student: Table

Table1 -3

= Tablel: Table

Save Ac 7 by

Table Mame:
StudentData|

QK Cancel




\I

. ) = 9 - s Table Tools BCAac
Step 1: FlrStly’ you have to D—%'/ Home Create External Data Database Tools Design
type the name of a field in the B § et | B 22
ﬁI’St COlumn. Then, pI'eSS View Primary Builder T dation :,;felitepRsuTs Property Ir::Iexes
= Key =l Lookup Column || sheet
the Tab button. Views Tools Show/Hide i
4ll Tables w <« || ] employee | "] Student | ] StudentData '
employee % Field Name Data Type
Step 2: Then, you have to I employee: Table ¥ ip AutoNumber
Student 2 Firsthame Text
choose or select the data type = student: Tabie LastName Text
. : = Address Text
for the field from the drop-down | Studentdats A0l Class Texi >

EH studentData: Table

list. Again, you have to press
the Tab button. We select
the Text data type.

Step 3: You have to repeat all
the above three steps until all
the fields are entered 1n the
table. When all the fields are
entered 1n the table, and then
click on the Save button

on Quick Access Toolbar.

General Lookup

Field Size 255
Format

Input Mask

Caption

Default Value

Walidation Rule

Walidation Text

Required Mo
Allow Zero Length Yes
Indexed Ma
Unicode Compression Yes
IME Mode Mo Control
IME Sentence Mode Maone
Smart Tags

Design view, F& = Switch panes. F1 = Help.



Once you have entered the fields and set the data types it 1s
now time to enter the records in a table.

To enter the data 1n a table:
Make sure you are in datasheet view.

Enter the data into the table by pressing the tab key move
from one cell to another.

When you have completed the record , press enter.

™

Cin L‘ﬂ ) ~ | = Table Tools BCAaccess : Database (Access 2007) - Microsoft Access

il

s Home Create External Data Database Tools Datasheet

oy A T L

Lﬁ\’i/’ _] ) Calibri <11 === ;E ;E 0 o =i Mew ¥ Totals L,L f -'; Selection }} 25c Replace
— =& Save ¥ speling || £ W3 Advanced ~ = GoTo~
View Paste A - - ~||E2 ~ = i=||ak Refresh Filter Find

- - B I UJ& 2 l@ | =l== Al + P, - B4 More ~ 'd lg Select -
Views Clipboard IFi Font (F] Rich Text Records Sort & Filter Find
All Tables ~ « || =] StudentData |
employee & 1D » | FirstMame = | LastMame =~ | Address -~ Class > | Add New Field
= employee: Table 1 Raj Sharma Raipur BCA
Student P 2 Rahul Vishwakarma | Durg BSC
T student:Table 3 Nisha Chouhan Bhilai B.com
StudentData P 7 4 Ranya Jaisawal Durg B.com

= SstudentData: Table * {MNew)



Every field in a table has properties and these
properties define the field's characteristics and
behavior. The most important property for a field is its
data type. A field's data type determines what kind of
data 1t can store. MS Access supports different types of
data, each with a specific purpose.

The data type determines the kind of the values that
users can store in any given field.

Each field can store data consisting of only a single data
type.



DATA TYPES :

Type of Data

Short Text

Long Text

Number

Date/Time

Currency

AutoNumber

Yes/No

Description

Text or combinations of text and numbers,
including numbers that do not require
calculating (e.g. phone numbers).

Lengthy text or combinations of text and
numbers.

Numeric data used in mathematical
calculations.

Date and time values for the years 100
through 9999

Currency values and numeric data used in
mathematical calculations involving data
with one to four decimal places.

A unigue sequential (incremented by 1)
number or random number assigned by
Microsoft Access whenever a new record 1S
added to a table.

Yes and No values and fields that contain
only one of two values (Yes/No, True/False,
or On/Off).

Size

Up to 255
characters.

Up to 63, 999
characters.

1,2, 4 or8 bytes
(16 bytes If set to
Replication ID).

8 bytes

8 bytes

4 bytes (16 bytes if
set to Replication
D).

1 bit.



If you use previous versions of Access, you will notice a difference for two of those

data types.

In Access 2013, we now have two data types — short text and long text. In
previous versions of Access these data types were called text and memo.

The text field is referred to as short text and your memo field is now called long

text.

Attachment

OLE ohjects

Hyperlink

Lookup Wizard

Files, such as digital photos. Multiple files
can be attached per record. This data type
is not available in earlier versions of
Access.

OLE objects can store pictures, audio,
video, or other BLOBs (Binary Large
Objects)

Text or combinations of text and numbers
stored as text and used as a hyperlink
address.

The Lookup Wizard entry in the Data Type
column in the Design view is not actually a
data type. When you choose this entry, a
wizard starts to help you define either a
simple or complex lookup field.

A simple lockup field uses the contents of
another table or a value list to validate the
contents of a single value per row. A
complex lookup field allows you to store
multiple values of the same data type in
each row.

Up to about 2 GB.

Up to about 2 GB.

Up to 8,192 (each
part of a Hyperlink
data type can
contain up to 2043
characters).

Dependent on the
data type of the
lookup field.




™
(™ | | = Table Tools ScienceCollegeBea : Database (Access 2007) - Microsoft Access

)
-~ Home Create External Data Database Tools Datasheet
== == =i Mew X Totals e 2 selection ~ 30 Replace

b7 Calibri -l L= = = = E] e a %l y v T o
— =3 Copy =5 Save “F spelling i | 3 Advanced ~ = GoTo~
View A~ - - ||EH - = a=||ab; Refresh Filter Find

5 B 7 U|A-|3-|H| == Alls | # - B More ~ s by Select -
Views Clipboard Font Rich Text Records Sort & Filter Find

The Home Tab 1s used to perform common Access tasks
such as changing views when working with Tables,
Reports, Queries, and Forms.

It 1s also possible to change Font attributes, save records,
add new records, delete records, sort and filter records,
check spelling, and find and/or replace data in a record.

The Home Tab displays the most commonly used
commands. In Access these include Copy, Cut,
and Paste, Bold, Italic, Underscore etc.



Click the list arrow for this button to select b7
from four different views while working with
the table.

1. Datasheet View : A datasheet 1s a useful
way of viewing data in Access. Most iy reocnare
importantly, datasheet view allows a user | & esonves
to view many table records at the same
time. In datasheet view, information 1s
displayed in rows and columns—similar to
a spreadsheet. Records are displayed as
rows, so each row 1s an individual record.

Within each row, columns represent fields
within the record.

Datasheet View

a—
J +j' PivotTable View



After Selecting the datasheet view, it
shows the data in the following format

@1 o 9--)= Table Tools
[ |

ScienceCollegeBea : Database (Access 2007) - Microsoft Access
Home l Create External Data Database Tools l Datasheet

% 3 ;E:; Calibri -1 || E = E| = =] r@ Z::: ;;::::“g %i Y g:::
Vifw Paf“ F Format Painter B 40 ”'ﬁI v”& TH@Tnﬁ v| R?ﬂ;flllefh X Delete - EMore ~ || 3 e “ Togg
Wiews Clipboard F] Font F] Rich Text Records Sort & Filter
@ Security Warning Certain content in the database has been disabled
All Tables |

Student

# 1D ~ | StudentMam - Class -~ | Address -~ |Add New Field
T Student: Table fl Neeta BSC Raipur
2 Divya BCA Durg
3 Sheetal BCA Raipur

* (New)




2. Pivot Table View :

A PivotTable 1s an interactive table that quickly combines
and compares large amounts of data.

You can rotate its rows and columns to see different
summaries of the source data, and you can display the details
for areas of interest.

Use a PivotTable when you want to analyze related totals,
especially when you have a long list of figures to sum and you
want to compare several facts about each figure.

You can use the Access pivot table to make a list of unique
values because 1t summarizes data that can be used to find
unique value 1n a field. It’s a good way to take a quick
overview of all the values appearing in the field and other
Inconsistencies.



STEPS TO CREATE PIVOT TABLE :
Step 1 : Create a Database Named 1t as “Emp”.

Step 2 : Create a Table Named it as “Employee”.
Step 3 : Design the Following Table.

JEEE\ = - AR Table Tools Emp:Da
2
—-/{ Home Create External Data Database Tools Dresign
- = — a ol =
\U}J “-. BEv4 _,'.ulnsert Rows ;@.;ﬂ %}7
— = Delete Rows J -
View Primary|EBuilder Test Validation . Property Indexes
- Key Rules ‘@Lﬂﬂk”p Column Sheet
Wiews Tools Show/Hide

@ Security Warning Certain content in the database has been disabled Cptions...

All Tables - « R Emplu]nee\
Employee # Field Name Data Type
— Employee: Table W AutoNumber
FirstMName Text
LastName Text
DOB Date/Time
Salary Currency
Female Yes/MNo
State Text

Step 4 : Add The Following data into the table



@ = Table Tools Ernp : Database (Access 2007) - Microsoft Access
el
Home l Create External Data Database Tools l Datasheet

% = ¥ Cut e 11 - |§ = §| |~§§ EE”HT v| Fr@ = Mew E Totals &1 W 7 Selection - ab Repl
S === e 1

Copy Save ?' Spelling ‘,j Advanced i = GoT

Vifw Pafte F Format Painter i i . ||A v“ﬁ '”@v ||§ .-| R'E,.ﬂflrlevm X Delete - B More - %j e “ Toggle Filter rind lg selec
Views Clipboard (] Font (] Rich Text Records Sart & Filter Find
@ Security Warning Certain content in the database has been disabled
All Tables |
Employee # D ~ | FirstName - | LastName - DOB - Salary ~-| Female - State ~ | Add New Field
= Employee: Table | il Raj Sharma 4/15/1999 $500.00 O Chhattisgarh
| 2 Sushma Singh 3/30/1997 5200.00 [~ Madhya Prade:
n 3 Preeti Chouhan 7/7/1998 5250.00 [~ Delhi
|| 4 Radha Sharma 2/6/2000 $320.00 [ Delhi
| 5 Ayush Sharma 6,/3/1999 $300.00 [l Chhattisgarh
| 6 Shrishti Tiwari 6/2/1998 5400.00 [~ Madhya Prade:
| 7 Ajay singh 7/1/1997 $430.00 O Delhi
* (New) O

Step 5 : Then Click on View Tab And Select the Pivot Table.
NCEADK

[t~

Home Create

4

"view | | Field
- List

ﬂ PivotChart View
M Design View




Step 6 : Drag the Fields that you want , the Following Pivot table is
generated

@Il W 9--)+ PivotTable Tools Emp : Database (Access 2007) - Microsoft Access
oh |
A Home Create External Data Database Tools Design

[ — B G A D = —
IE ¥ Group ji i AutoFilter %‘ #Z Expand Field [z Move Field - Eﬂ z
) —

¥ Ungroup || &
Wiew Field |.— Show W show Ton/Bottom = || Refresh Export || == g Field R Field || Property AutoCal:
i . A p/Bottom < Collapse Fie emove Fie
- List |1Ed Hide Details petails i Pivot to Excel 2 Sheet -
|| Views | Show/Hide || Selections | Filter & Sort | Data | Active Field | Tot
@ Security Warning Certain content in the database has been disabled
All Tables v
Employee # ||Drop Filter Fields Here PivotTable Field List
51 Employee: Table Drop Column Fields Here Drag items to the PivotTable list
state - | |salary ~ W Employee
B 1D
Chhattisgarh  [Z» $500.00 W _
] Firsthlame
5300.00
- = Lasthame
Delhi = $250.00 -[=) pos
5320.00 i#-[Z] DOB By Week
5430.00 DOEB By Month
Madhya Pradesh'Z|  5200.00 i[5 salary
5400.00 Female
Grand Total B i[5 state

Add to Fow Area -




3. Design View :

Click on View to see Four options, Datasheet View ,Design
View, Pivot Chart, and Pivot table. Select Design View.

— \
(Oa ) | = M- )= Table Tools Emp : Database

il
—/l Home Create External Data Database Tools Design

- ] — = = =
\If ; _,Tulr'lsert Rows ;"-’faﬂ %j
=== — =" Delete Rows J -
View Primary|Builder Test Validation Property Indexes
- Key Rules :'_j Lookup Column Sheet

Views Toals Show/Hide

l;fl Security Warning Certain content in the database has been disabled Options...

all Tables + « || ] Employee
Employee % Field Name Data Type
5] Employee: Table ¥ D AutoMNumber
FirstMame Text
LastMame Text
DOB Date/Time
Salary Currency
Female Yes/Na
State Text

Here you can Design your table and define the data types
of all the fields.



4. Pivot Chart :
How to create Pivot chart?

Step 1 : Create A Table into your data base and fill the
following data.

™

mn‘ H | = Table Toals ScienceCollegeBea : Database (Access 2007) - Microsoft Access
id
——/ Home Create External Data Database Tools Datasheet
Cut = = — A \C/ i - ; a
b # cut Calibri -In - [EEE) [ EE e 2 E Totals | 24 [ FocedionT | SR ShRe
) 53 Copy — =4 Save & spelling | %] V3 Advanced ~ = Gt
i Pacta R — b . .
VIEW - Format Painte B L g”é vll& ”l@vll_lvl === Ri‘flrlevsrI P :iiii'EMOFEY 77 Filter W Toggle Filte Find li 5e
Views Clipboard (] Font (] Rich Text Records Sort & Filter Find
G‘ Security Warning Certain content in the database has been disabled Options...
All Tables -| « || Employee\
Student 2 D ~ | FirstName - | LastName - DOB - Salary ~| Female -~ State - | Add New Field
5 student:Table il Raj Sharma 4/15/1999 $500.00 [l Chhattisgarh
Employee Py 2 Sushma Singh 3/30/1997 5200.00 Madhya Prade:
T Employee : Table 3 Preeti Chouhan 7/7/1998 5250.00 Delhi
4 Radha Sharma 8/6/2000 $320.00 Delhi
5 Ayush Sharma 6,/3/1999 $300.00 ] Chhattisgarh
6 Shrishti Tiwari 6,/2/1998 S400.00 Madhya Prades
7 Ajay Singh 7/1/1997 2430.00 O Delhi
* (New) [l

Step 2 : Choose the Pivot chart from the view tab.



% == & Cut
‘ = =3 Copy
P

View | aste
- # Format
1

‘@ Datasheet View

o—
|] J PivotTable View

|3r-3:| Filter Fields Here

Axis Title

1200

Sum of Salary

1000

200

200

Chhattisgarh

Delhi

Axis Title

Chart Field List

Drag items to the Chart

0 Employee
B Totals
Sum of Salary
ERERD

i[5 Firstame

DOB By Week
#-[Z] DOB By Manth
salary
Female
@[5 state

g

Add to Series Area




Topic : SORT AND FILTER IN MS ACCESS

Sorting 1s of two types :
Sort ascending and descending
Sorting on more than one fields

Filtering 1s of two types :
Common Filter
Filter by Selection



Sort a Table

By sorting, you can put a column of information in alphabetical,
numerical, or date order.

You can sort in ascending order (alphabetical from A to Z,
lowest number to highest number, earliest date to latest date)
or descending order (alphabetical from Z to A, highest number
to lowest number, latest date to earliest date).

Steps :
Click the column label for the column you want to sort.
Activate the Home tab.

Click the Ascending or Descending button in the Sort & Filter
group. Access sorts the column in ascending or descending
order.

To remove a sort:
Activate the Home tab.

Click the Clear All Sorts button in the Sort & Filter group:
Access clears all of the sorts you have applied.



EXAMPLE OF SORTING

@]l HY-C-|= _ TableTools ' Databasel : Database (Access 2007 - 2010) - Microsoft Access
E Home 1 Create External Data Database Tools Fields Table
% =N X ocut < r %] Ascending 7 Selection ~ “_";' =i New 3 Totals [ﬁ 3. Replace Calibri -
—] 23 Copy % | Descending V= Advanced ~ =8 Save 7 Spelling = GoTor B I U | iE =
View Paste Filter Refresh Find | Y
> © & Format Painter §7Remove Sort ¥ Toogle Filter | an~  #X Delete ~ E5 More ~ lg select~ | A~ - D =
Views | Clipboard = Sort & Filter ‘ Records [ Find [ Text Formatti
All Tables v) « || ZZ] Tablel
Tablel X No ate product address

T Tablel : Table
Tablel Query
Tablel Query2
Labels Tablel
Tablel Query subreport
Tablel Query subreportl

11/19/2016 PataNumen Outlook Express Repair
11/20/2016 PataNumen Outlook Drive Recovery
11/18/2016 PataNumen Outlook Repair
11/17/2016 PataNumen Word Repair
11/16/2016 PataNumen Excel Repair
11/15/2016 PataNumen Access Repair

; Crea External

Fields Table

testb@datanumen.com
tests@datanumen.com
testd@datanumen.com
test3@datanumen.com
test2@datanumen.com
testl@datanumen.com

1;3‘ ol Databasel : Database (Access 2007 - 2010) - Microsoft Access

& Cut Y 7 Selection ~ ]; = New ¥ Totals % 3, Replace  Calibri .
23 Copy % | Descending |V Advanced ~ =8 Save 7 Spelling = GoTor B I U  :iE i
Vifw Pa'ste # Format Painter e %7 Remove Sort "W Toagle Filter e,:aefh X Delete ~ FH More ~ s lg Select~ A - - | E
Views | Clipboard 3 | Sort & Filter ‘ Records | Find Text Formatt
All Tables ® « ([} 2w
Tablel A product address

251 Tablel : Table

Tablel Query

Tablel Query2

Labels Tablel

. Tablel Query subreport
Tablel Query subreportl

ataNumen Access Repair
ataNumen Excel Repair

ataNumen Word Repair
ataNumen Outlook Repair
ataNumen Outlook Express Repair
ataNumen Outlook Drive Recovery

Voo B W N

testl@datanumen.com
test2@datanumen.com
test3@datanumen.com
testd@datanumen.com
teste@datanumen.com
tests@datanumen.com




Filtering Records :

Filters are used to allow you to narrow down your
search to limited records in the table. Once you apply
filters, you will see data that you want to see. Using
filters you can direct the application to present you with
particular tables and keep the rest away, thus not
showing you the ones you do not want to see. The steps
for applying filters to records are as follows:

Go to the field you want to filter, and press the drop
down arrow.

A drop down menu containing check lists will show. The
selected 1items will appear in the filtered results.



I};EFORE FILTER

No -l date -t

|
1511} 1 11/ 15/2016§ DataNumen Access Repair 4] sortAtoz
S 2 11/16/2016 DataNumen Excel Repair Z] sortzZtoA
1] 3 11/17/2016 DataNumen Word Repair Sipar hiterdeomtarodudt
[ 4 11/18/2016 DataNumen Outlook Repair e 9
&} 6 11/19/2016 DataNumen Outlook Express Repair e R :
5  11/20/2016 DataNumen Outlook Drive Recovery (Select Al
= : ; = (Blanks)

DataNumen Access Repair
DataNumen Excel Repair
DataNumen Outlook Drive Recove
DataMumen Outlook Express Repa
DataNumen Outlook Repair
DataNumen Word Repair

< | | »
[ OK ﬁ Cancel ]

AFTER FILTER :

address
st3@datanumen.com

11/18/201 DataNumen Outlook Repalr std@datanumen.com

11/19/2016¢ DataNumen Qutlook Express Repair st6@datanumen.com

n o AW

11/20/2016 DataNumen Qutlook Drive Recovery stS@datanumen.com




TOPIC : REPORTS IN MS ACCESS

Reports offer a way to view, format, and summarize
the information in your Microsoft Access database. For
example, you can create a simple report of phone
numbers for all your contacts.

Reports organize and summarize data for viewing
online or for printing. A detail report displays all of
the selected records. You can include summary data
such as totals, counts, and percentages in a detail
report. A summary report does not list the selected
records but instead summarizes the data and presents
totals, counts, percentages, or other summary data
only.

A report consists of information that is pulled from
tables or queries, as well as information that i1s stored
with the report design, such as labels, headings, and
graphics.



How TO CREATE A REPORT IN MS ACCESS

To use the Report button:
Open the Navigation pane.

Click the table or query on which you want to

base your report.
Activate the Create tab.

Click the Report button in the Reports group.
Access creates your report and displays your

report in Layout view. You can modify the report.

All Tables -| « || 22 Empluyee\"\
Employee % ID ~ | FirstName - | LastName - DOB - Salary Female State ~ | Add New Field
5 Employee : Table 1 Raj Sharma 4/15/1999 5500.00 L] Chhattisgarh

2 Sushma Singh 3/30/1997 5200.00 Madhya Prades

3 Preeti Chouhan 7/7/1998 5250.00 Delhi

4 Radha Sharma 8/6/2000 5320.00 Delhi

5 Ayush Sharma 6/3/1999 5300.00 Il Chhattisgarh

& Shrishti Tiwari 6/2/1998 5400.00 Madhya Prade:

7 Ajay Singh 7/1/1997 $430.00 [ Delhi

#* (Mew) L]




REPORT VIEW

All Tables = | <« amatoreeY - e

Employee 3
= Employee: Table Sunday, April 25, 2021
' Employee -
ID FirstName LastMame DOB Salary Female State
1 Raj Sharma 4151999 £500.00 O Chhattisgarh
2 Sushma Singh 3f30/1997 £200.00 Madhya Pradesh
3 Preeti Chouhan Ff7f1998 £250.00 Delhi
4 Radha Sharma g/6/2000 £320.00 Delhi
5 Ayush Sharma 6/3/1999 s300.00 O Chhattisgarh
& Shrishti Tiwari 6/2/1998 £400.00 Madhya Pradesh
7 Ajay Singh 7/1/1997 g430.00 O Delhi
%$2,400.00
Page 1of 1




Sections of a Report

Report Header Appears at the top of the first page
and displays the report title.

Page Header Appears at the top of every page
and displays the headings (field

labels) for each column.

FPage Footer Appears at the bottom of every
page and displays the page
number and total number of

pages.

Detail Section Appears between the page header
and page footer and displays the

records from the table or query.

Report Footer This section is optional. Appears
on the last page of the report and
displays summary information

such as grand totals.




Section Names of Report

3 Employee Salaries ﬁpﬂt‘t Header

Tesp-liny, Waech 10, 00
R

Lash Fired Mames hlmh
prer - — Page Header
Fraveh Tirms S0 00
JOrdan Siegal B 000,00
e Serhrrsoen senchell 00000
Legan Merlen Tom T, D
Cortez Sarcha Barnars ,000.00
Frivdman wtlism Wl L0000
Stegrl onet Pamala 32000.00
e — e s 5ot Section
M Thampton Phalip 108, 00,00
Lanihes Sieget Joy 75,008.00
Walligera Tarphed farcrge 154, 000,00
dones Hiion ey 5,000,003
Franksin Eere: Alo ¥ 000,00
Thompeon Mo Mark 1,000.00
Hogel Lights Barey B 00,00
Taryhor Msck Jordan L34, 000,00
R Franilin By LA e 0
Caitins SRyl R el ]
John Frankle 42,000.00




TOPIC : QUERY WIZARD

A query 1s a request for data results, and for action on

data. You can use a query to answer a simple question,
to perform calculations, to combine data from different
tables, or even to add, change, or delete table data.

As tables grow 1n size they can have hundreds of
thousands of records, which makes it impossible for the
user to pick out specific records from that table.

With a query you can apply a filter to the table's data, so
that you only get the information that you want.

Queries that you use to retrieve data from a table or to
make calculations are called select queries.

Queries that add, change, or delete data are called action
queries.



HOW TO CREATE A QUERY USING QUERY WIZARD?

Stepl : Create the Following table then goto the Create
Ribbon and Click on Query wizard.

e = = H T .. —
— i3] PivotChart E—gl E 2] Labels = @ 7
—— = === - | e

Eﬂlank Form [ {_| Blank Report ==
Form  Split  Multiple Farm Report i Report ||| Query | Query Macro
Form  [tems %M‘”E Forms ~ peasign ﬁﬂepnrt‘.ﬂ.raard Design || Wizard Design -
Forms Reports Other
n the database has been disabled Options... Query Wizard
Launch the Query Wizard, which

helps you create a Simple query, a
Crosstab query, a Find Duplicates

10 ~ | FirstName =~ | LastName - DOB - Salary query, or a Find Unmatched query.  ldd New Field

1 Raj Sharma 4/15/1999 $500.00 L] 'Chhattisgarh

2 Sushma Singh 3/30/1997 5200.00 Madhya Prades

3 Preeti Chouhan 7/7/1998 5250.00 Delhi

4 Radha Sharma 8/6/2000 $320.00 Delhi

5 Ayush Sharma 6/3/1999 5300.00 L] Chhattisgarh

6 Shrishti Tiwari 6/2/1998 S400.00 Madhya Prades:

7 Ajay Singh 7/1/1997 $430.00 ] Delhi

* (New) L]

Step2 : A Dialog box will appear Click on simple query
and then click on OK ‘




Mew Cuery

Simple Query Wizard
Crosstab Query Wizard

Find Duplicates Query Wizard
Find Unmatched Query Wizard

This wizard creates a select query
from the fields you pick.

Cancel

Step 3 : A dialog box will appear, From here select all the
Fields and then Click on the next button.

Simple Query Wizard

Which fields do you want in your query?

You can choose from more than one table or guery.

Tables/Queries

Table: Employee

S

Available Fields: Selected Fields:

D
Firsthame
LastMame
DOB
Salary
Female

=

Cancel Einish




Step 3 : Select detail and Click on Next Button.

Simple Cuery Wizard

Would you like a detail or summary query?

as @ Egetail (shows every field of every record)

e D Summary

Cancel < Back Finish
Step 4 : Select Modify the query and Click on Finish Button.

Simple Query Wizard

What title do you want for your query?
Employes Query

That's all the information the wizard needs to create your
query.

Do you want to open the query or modify the query's design?

(") Open the query to view information.
(®) Modify the query design.




Step 5 : The Following Design will appear. Set the criteria
for the state as “Enter State”.

| Employee |]:| Empk:-yeeQuer_\;"'-.\

4
FY
Employee |—E
* s
% 1D Ml
FirstMame =
Lasthame
DOB
Salary |
======
b |
Ly 3
Field: |[ID] [FirstMame] [LastMame] [DOE] [Salary] [Female] [State] =
Table: |Employee Employee Employee Employee Employee Employ Employee |_|
Sort:
Show: [ [
Criteria: [Enter State”
b
| »

Step 6 : save and Close the Query wizard and run the
query Following output will be displayed

Enter Parameter Value 7 -

Enter State

delhil




Step 7 : As we enter the criteria “Delhi” the following table is
appeared.

T Employee |

1D

- | FirstName - LastName - DOB - Salary -~ Female - State -
§ Preeti Chouhan 7/7/1998 £250.00 [ Delhi
4 Radha Sharma a/6/2000 5320.00 [+ Delhi
7 Ajay singh 7/1/1997 $430.00 L] Delhi




TOPIC : DATA IMPORT IN MS ACCESS

To understand what kind of data you can import in the
Access data, let us open your database and go to the
External Data tab.

Y b .
0, d v
a4/
- Home Create External Drata |
‘I':J I'ﬂ ==I ] i | Text File
72 | la? [XF ¥
< ] XML File
5 d Beccess  Ewxcel SharePoint
Imparts List *jj More -

Import

In the import & Link group, you can see the different
kind of options available for data import in Access.
Following are the most commonly used data import
formats.

Microsoft Office Excel

Microsoft Office Access

Text files (delimited or fixed-width)
XML Files



STEPS TO IMPORT DATA FROM MS EXCEL :
Step 1 : Crgate the Following table in Microsoft Excel.

A B C D E F

1 |Id Mame Class Address Contact

2 1 Ankita BCA Bhilai 0B67554637
3 2 Shraddha BSC Durg 9876345269
4 3 Jyoti B.COM Durg 9875410987
5 4 Ashok BA Bilaspur 9877899877
V] 5 Raj DCA Raipur 9898987670
7 6 Kinshu PGDCA Raipur 0876786545
8 7 Prateek MBA Durg 9576543256
9 8 Aditya BBA Bhilai 9879000766
10 9 Rawvi BCA Durg Q8VETETETE
11 10 Sheetal BCA Raipur 5543434343
12

Step 2 : Close the Excel File and Open the Microsoft
Access.

Step 3 : Click on Excel Icon In External data Tab.

W W x"'. -
'E!%' = s
—/r Home Create External Data
m— =41 =54 B o] Text File
__“:}f @ El? JJJ_Ii}

#®4 ¥ML File
Saved Access | Excel [SharePoint
Imports List '?_c;j More -

Import



Step 4 : Browse the Location of the excel file, Then Click on OK button.

Get External Data - Excel Spreadsheet ?

Select the source and destination of the data

Specify the source of the data.

Eile name: |pi\science college WMultimedia\bea Ipcsoftware, xlsx

Specify how and where you want to store the data in the current database.
(® Import the source data into a new table in the current database.
If the spedfied table does not exist, Access will create it. If the spedfied table already exists, Access might overwrite its contents
with the imported data. Changes made to the source data will not be reflected in the database.

(O Append a copy of the records to the table: Employee

If the spedfied table exists, Access will add the records to the table. If the table does not exist, Access will create it. Changes made
to the source data will not be reflected in the database.

() Link to the data source by creating a linked table.

Access will create a table that will maintain a link to the source data in Excel. Changes made to the source data in Excel will be
reflected in the linked table, However, the source data cannot be changed from within Access,

oK Cancel

Step 5 : click on the next button in following Window.

==] Import Spreadsheet Wizard X
‘Your spreadsheet file contains more than one worksheet or range. Which worksheet or range would you like?

(®) show Worksheets
() show Named Ranges

Sample data for worksheet 'Sheet',
|1 [fd Hame [Flass Rddress [ontact J
|12 1 pnkita BCA EBhilai GE6T7554637
12 Fhraddha B5C Curg
13 gyoti E.CCM Durg
5 @ Rshok B Bilaspur
&5 Rad DCA Raipur
[7 |6 Kinshu |[PGDCR Raipur
g3 [7 [Pratesk MBL [Duar g
9 B pRditya BER Bhilai
108 Ravi BCL Durg
[L1[10 |Sheetal BCA  Raipur
|

A 2
Cancel Finish




Step 6 : Set the data types for every Field and then click on next button.
=] Import Spreadsheet Wizard x

You can spedfy information about each of the fields you are importing. Select fields in the area below. You can then modify field
information in the 'Field Options' area.

Field Options
Field Name: |Name Data Type: e
Indexed: No ~ [] Do notimport field (Skip)

Zddress [Contact

Brilai 7554837 i‘

Craxrg
Craxrg
Bilaspur
Raipur
Raipur
Craxrg
Bhilai
Craxrg 8787878
Raipur 543434343

Cancel < Back Finish

Step 7 : Add the primary key to your table and then click on Next button.

=] Import Spreadsheet Wizard x

Microsoft Access recommends that you define a primary key for your new table, A primary key is used to
= uniquely identify each record in your table. It allows you to retrieve data more quickly.
T
HHE R RER
i
i
i

(C) Let Access add primary key.

-

(®) Choose my own primary key. | e
() Mg primary key.

Lddress
Bhilai
purg
Purg
Bilaspur
Raipur
Raipur
Durg
Bhilai
Purg
Raipur 9543434343

Cancel < Back Einish



Step 8 : Give the table name and click on the finish button a
ImportingStudent.

=5] Import Spreadsheet Wizard X

That's all the information the wizard needs to import your data.

Import to Table:
ImportingStudent|

[] 1 would like & wizard to analyze my table after importing the data.

Step 9 : The following table will appear on your access screen.

== 5tudentnetai|.s"'l_f| Employee [ £z |mpurﬁngsnunent\

Id = Mame - Class - | Address ~| Contact - |AddNew Field
ﬂ Ankita BCA Bhilai QB67554637
2 Shraddha BSC Durg 9876345269
3 Iyoti B.COM Durg 9875410987
4 Ashok BA Bilaspur 9877899877
5 Raj DCA Raipur 9898987676
6 Kinshu PGDCA Raipur 9876736545
7 Prateek MEBA Durg 98765432560
8 Aditya BBA Bhilai 9879000766
9 Ravi BCA Durg 9ETETETETE

10 Sheetal BCA Raipur 9543434343



TOPIC : EXPORTING DATA FROM ACCESS TO EXCEL AND WORD

Microsoft Access 1s an efficient program for creating and
maintaining databases. You can use Excel spreadsheets to
manipulate and assess the data that 1s kept in an Access
table.

Microsoft has made it simple for the Office applications to
collaborate with each other to do various things. Exporting
your data from Microsoft Access to be analyzed in Excel
takes only a few minutes.

o e [ N [

== BB iwp Word
AL 1L ] =

2/ Sl SO 9= " Text File
Saved Excel SharePoint PDF =
Exports List or Xps Sg» More -

Export




STEPS HOW TO EXPORT DATA FROM MS ACCESS TO EXCEL
Step 1 : Create the following table in your MS Access

database.
] ImportingStudent | ] Studentnetans'”‘[ =3 Emplu]ree\
1D » FirstMame =~ LastMame - DOB - Salary ~| Female -~ State L

il Raj Sharma 4/15/1999 $500.00 ] Chhattisgarh

2 Sushma Singh 3/30/1997 5200.00 Madhya Prades:
3 Preeti Chouhan 7/7/1998 5250.00 Delhi

4 Radha Sharma 8/6/2000 5320.00 Delhi

5 Ayush Sharma 6/3/1999 5300.00 L] Chhattisgarh

& Shrishti Tiwari 6/2/1998 5400.00 Madhya Prades:
7 Ajay Singh 7/1/1997 $430.00 O Delhi

Click on the Excel button which 1s present 1n Export Group
1n Export tab.

Table Tools
External Data Database Tog Datasheet
=i}=] ¥ | Text File {.| B fwr Word
L e Fite || 2 SIS b Text File
rePoint Saved SharePoint PDF =q
List  kgdMore ™ || Exports List  orXps Ci» More -

Export



Step 3 : Select the location of the file and then click on “OK”
Button

Export - Excel Spreadsheet ? pod

Select the destination for the data you want to export

Specify the destination file name and format.

File name: ¢ \sers\Meha\Documents \Employee. xsx| Browse...
File format: | Excel Workbook [*.3lsx) o
Spedify export options.

[ | Export data with formatting and layout.
Select this option to preserve most formatting and layout information when exporting a table, gquery, form, or report.

Open the destination file after the export operation is complete.
Select this option to view the results of the export operation. This option is available only when you export formatted data.

Export only the selected records.

Select this option to export only the selected records. This option is only available when you export formatted data and have records
selected.

Cancel




Step 4 Go to the location of the file and open the excel file.

mn ™| ImportingStudent.xlsx - Microsoft Excel
33
Home Insert FPage Layout Formulas Data Review WView
I_j d Cut MSSans Serif ~ |10 -~ |A A7| [ = =|[8~| | 5iWrap Text General - El
=3 Copy — s
Faste # Format Painter | | B 7 U-|ii~|d- A~ |E = = £ iE| mdMergeaCenter- || $ - % o+ || %8 3% FCUﬂdiEPﬂi
- ormatting
Clipboard ] Font ] Alignment ] Mumber ]
H16 - £ |
&, B & ] E F B H J K. L
1 ld Mame Class Address  Contact
p 1 Ankita BCA Bhilai "Y8E7554637
3 ¢ Shraddha B=C Durg 9876345264
4 3 Jyoti B.COM Durg 875410987
5 4 Ashok B, Bilaspur 9877899577
kb 5 Raj DICA, Faipur 0398987676
7 b Einshu FGOCA  Raipur Y8 7RTAEE 4R
a 7 Prateek  MBA Durg 9876543256
4 5 Aditya BBA Bhilai 879000766
10 4 R BCA Durg 9378787678
11 10 Sheetal  BCA Faipur 543434343

—
0



STEPS HOW TO EXPORT DATA FROM MS ACCESS TO WORD

Step 1 : Create the following table in your MS Access
database.

2=z |mpurting§tudent"'l,_f| Studentnetans"[ gz Emplu]ree\

1D » FirstMame =~ LastMame - DOB - Salary ~| Female -~ State L

il Raj Sharma 4/15/1999 $500.00 ] Chhattisgarh

2 Sushma Singh 3/30/1997 5200.00 Madhya Prades:
3 Preeti Chouhan 7/7/1998 5250.00 Delhi

4 Radha Sharma 8/6/2000 5320.00 Delhi

5 Ayush Sharma 6/3/1999 5300.00 L] Chhattisgarh

& Shrishti Tiwari 6/2/1998 5400.00 Madhya Prades:
7 Ajay Singh 7/1/1997 $430.00 O Delhi

Click on the Word button which 1s present in Export Group
1n Export tab.

Table Tools

External Data Database Tools Datasheet

? }jTE:{tF'IE |||{-i |||i |||i |||i
- L =1
W axmerite || 2 || S| S S Sy TER File
rePoint Saved Excel |SharePoint PDF =q
List  kgdMore ™ || Exports List  orXps Ci» More -
Export



Step 3 : Select the location of the file and then click on “OK”
Button

Export - RTF File ? X

Select the destination for the data you want to export

Specify the destination file name and format.

File name:  |c:\sers\Neha\Documents\Employee.rtf] Browse...

Specify export options,

Export data with formatting and layout.
Select this option to preserve most formatting and layout information when exporting a table, query, form, or report.

[[] open the destination file after the export operation is complete.
Select this option to view the results of the export operation. This option is available only when you export formatted data.

Export only the selected records.

Select this option to export only the selected records. This option is only available when you export formatted data and have records
selected,

Cancel




Step 4 : Go to the location of the file and open the word file.

D FirstName LastName DOB salary Female State

1 Raj Sharma 4/15/198% &S00, D0 Mo Chhattizgarh

2 Sushma Singh 3/30,/1997 &200.00 Yes Madhya
Pradezh

3 Presti Chouhan T/T/195E £250.00 Yes Delhi

4 Radha Sharma B/6,/2000 £320.00 Yes Delhi

5 Ayush sharma &/3/ 1900 &300.00 Mo Chihattiszarh

& Shrishti Thwari 6/2/195E S0, D0 Yes Madhya
Fradezh

T Ajay Singh T/1f1e87 £430.00 Mo Delhi



TOPIC : FORM WIZARD

Creating a Form using a form Wizard: A form is a
database object that 1s used to enter or display data
in a database.

To Create form using the wizard follow the
following steps :

Navigate to the table you want to base the form on.
Click Create on the ribbon.
Click Forms.

You are able to navigate using the navigation arrow
at the bottom of the form



FORM DESIGN :

j ImportData j Employee _—.'I Employee

= Employee

To enter the record on the Form :

*Click the View button on the ribbon to switch from layout
view To form view.

Enter the data for each field in the record, Pressing the enter
key to move to the end field.

*Press enter after you have entered data for the last field,
This will send the record to the table.



TOPIC : RELATIONSHIP IN MICROSOFT ACCESS :

One of the goals of good database design is to remove data
redundancy.

To achieve that goal, you divide your data into many subject-
based tables so that each fact 1s represented only once.

To do this, all the common fields which are related to each
other are placed in one table.

To do this step correctly, you must first understand the
relationship between your tables, and then specify these
relationships in your Access database.

Why Create Table Relationships?

MS Access uses table relationships to join tables when you
need to use them 1n a database object. There are several
reasons why you should create table relationships before you
create other database objects, such as forms, queries, macros,
and reports.



When you design a form or report, MS Access uses
the information it gathers from the table
relationships you have already defined to present
you with informed choices and to prepopulate
property settings with appropriate default values.

When you design a database, you divide your
information into tables, each of which has a primary
key and then add foreign keys to related tables that
reference those primary keys.

These foreign key-primary key pairings form the
basis for table relationships and multi-table queries.

To work with records from more than one table, you
often must create a query that joins the tables.

The query works by matching the values in the
primary key field of the first table with a foreign key
field 1n the second table.



Table relationships : In access we store data in multiple
tables and then use relationships to join the tables.

Create a relationship 1in an access desktop database :

Step 1 : Create a Table with following data types of the
field.

gz Stu-:ient"x.__:I StudentRelation

Field Name Data Type
¥ | ID Text
StudentName Text
Class Texﬂ e
Address Text

Step 2 : enter the following data in the table.

|:| Student."*-._j StudentRelation

ID = StudentNam - Class -~ | Address -
ﬂ Meeta B5C Raipur
2 Divya BCA Durg
3 Sheetal BCA Raipur
4 Soniya DCA Bhilai
3 Reena PGDCA Durg
B Nikhita BSC Raipur



Step 3 : Create a 2™ table with the following fields and data

types. ] Student | ] StudentRelation
Field Name Data Type
ID Text
Contact Text
FatherMNAme Text
MotherMName Text

Step 4 : Enter the following data into the table.

=7 Student | ] snm.entnelaﬁun\

1D - Contact - |FatherNAme - | MotherNam -
8675876478 Misha sharma Mohan Sharma
B575857885 Divya Shukla Ram Shukla
6574675678 Rashmi Mathur Ravi Mathur
9878698578 Shilpa Gupta Rohan Gupta
9789898989 Sonali Mishra Sushil Mishra
6878787564 Sharda Mishra Shashwat Mish

L= I ) R R FE T S |— |

Step 5 : Go to the database tools and then click on relationship
button

atakbiase Tools Datasheet

3 Property Sheet
‘.'Q Object Dependencies
¥ Message Bar
Show,/Hide



Step 6 : Select the common field from both the tables and then
click on OK button. |edreistionships r X
Table/Query: Related Table/Query:

Student ~ | StudentRelation w
Cancel
1D w D L]
Join Type..
W
Create Mew..

[ ]Enforce Referential Integrity
Cascade Update Related Fields

Cascade Delete Related Records

Relationship Type: One-To-Many

Step 7 : the following relationship will generated, after creating
the relationship save the relationship.

7] Student | ] StudentRelation | =7 Relationships '

Student StudentRelation
%D D
StudentMame Contact

Class FatherMAme
Address MotherMame




What are Keys in DBMS?

KEYS in DBMS i1s an attribute or set of attributes which helps
you to 1dentify a row(tuple) in a relation(table). They allow you to
find the relation between two tables.

Keys help you uniquely identify a row in a table by a combination
of one or more columns in that table. Key is also helpful for finding
unique record or row from the table. Database key 1s also helpful
for finding unique record or row from the table.

Why we need a Key?

Here are some reasons for using any Database key in the DBMS
system.

Keys help you to identify any row of data in a table. In a real-world
application, a table could contain thousands of records. Moreover,
the records could be duplicated. Keys ensure that you can uniquely
1dentify a table record despite these challenges.

Allows you to establish a relationship between and identify the
relation between tables

Help you to enforce identity and integrity in the relationship.



TYPES OF KEY:

Primary Key

Key

k4
Candidate Key

Super Key

Foreign Key




1. Primary key

It 1s the first key which 1s used to 1dentify one and only one instance of an
entity uniquely. An entity can contain multiple keys as we saw in
PERSON table. The key which is most suitable from those lists become a
primary key.

In the EMPLOYEE table, ID can be primary key since it 1s unique for
each employee. In the EMPLOYEE table, we can even select

License_ Number and Passport_Number as primary key since they are
also unique.

EMPLOYEE

Employee ID *» Primary Key

Employee Name

Employee Address

Passport Number

License Number

S

W5}

.\'\I




2. Candidate key

A candidate key 1s an attribute or set of an attribute which
can uniquely identify a tuple.

The remaining attributes except for primary key are
considered as a candidate key. The candidate keys are as
strong as the primary key.

For example: In the EMPLOYEE table, 1d i1s best suited for
the primary key. Rest of the attributes like SSN,
Passport_Number, and License_ Number, etc. are considered

as a candidate key.

EMPLOYEE

Employee_ID

Employee_Name

Employee_Address

Pa

assport_Number

LIC

ense_MNumber

Candidate Key



3. Super key :

Super key 1s a set of an attribute which can uniquely
1dentify a tuple. Super key is a superset of a candidate key.

A superkey 1s a group of single or multiple keys which
1dentifies rows in a table. A Super key may have additional
attributes that are not needed for unique identification.

Example:

EmpSSN EmpNum Empname
98123450398 ABO5 Shown
9876512345 ABOE Roslyn
199937830 ABOQT James

In the above-given example, EmpSSN and EmpNum name
are superkeys.



4. Foreign key

Foreign keys are the column of the table which 1s used to point to the
primary key of another table.

In a company, every employee works in a specific department, and
employee and department are two different entities. So we can't store the
information of the department in the employee table. That's why we link
these two tables through the primary key of one table.

We add the primary key of the DEPARTMENT table, Department_Id as a
new attribute in the EMPLOYEE table.

Now in the EMPLOYEE table, Department_Id is the foreign key, and
both the tables are related.

EMPLOYEE DEPARTMENT
Employee_ID / Department_ID
Employee_Name Department_Name

Passport_MNumber

License_Number

SSN /

Department_ID




Unit-5

Animation and Graphics



WHAT IS MULTIMEDIA ?

Multimedia is an interactive media and provides multiple ways to
represent information to the user in a powerful manner. It
provides an interaction between users and digital information.

It is @ medium of communication. Some of the sectors where
multimedia is used extensively are education, training, reference
material, business presentations, advertising and documentaries.

* The information presented through multimedia has better quality

and capability, as it can be understood easily.

Literal Meaning of Multimedia

Multi - it means more than one
Medium - it is singular and it means intermediary or mean
Media - it is plural and it means conveying the information

Likewise, Multimedia is the field of Computer Science that
integrates different forms of information and represents in the
form of audio, video, and animation along with the traditional
media, i.e., text, graphics/drawings, images, etc.



Definition of Multimedia

* By definition Multimedia is a representation of
information in an attractive and interactive manner
with the use of a combination of text, audio, video,
graphics and animation.

* |n other words we can say that Multimedia is a
computerized method of presenting information
combining textual data, audio, visuals (video),
graphics and animations.

* For examples: E-Mail, Yahoo Messenger, Video
Conferencing, and Multimedia Message Service
(MMS).



Elements Of Multimedia



TEXT :

II'I'I

A broad term for something that contains words to express
something.

 Textis the most basic element of multimedia.

* A good choice of words could help convey the intended message to
the users (keywords).

* Used in contents, menus, navigational buttons

* |t contains alphanumeric and some other special characters.

Keyboard is usually used for input of text; however, there are some
internal (inbuilt) features to include such text.

hlshlng =
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ANIMATION

 Computer animation is a modern technology, which helps in creating,
developing, sequencing, and displaying a set of images (technically
known as ‘frames’). Animation gives visual effects or motion very
similar to that of a video file (see image given below).

* The illusion of motion created by the consecutive display of images of
static elements.

* In multimedia, animation is used to further enhance / enriched the
experience of the user to further understand the information
conveyed to them.

T
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GRAPHICS (Image)
* Any two-dimensional figure or illustration

e Could be produced manually (by drawing,
painting, carving, etc.) or by computer graphics
technology.

* Used in multimedia to show more clearly what
a particular information is all about (diagrams,
picture). [ |




There are two types of Graphics:

* Bitmap images- Bitmap images are real images
that can be captured from devices such as digital
cameras or scanners. Generally bitmap images
are not editable. Bitmap images require a large
amount of memory.

* Vector Graphics- Vector graphics are drawn on
the computer and only require a small amount of
memory. These graphics are editable.



Audio

* A multimedia application may require the use of speech,
music and sound effects. These are called audio or
sound element of multimedia. Speech is also a perfect
way for teaching.

* Audio are of analog and digital types. Analog audio or
sound refers to the original sound signal. Computer
stores the sound in digital form. Therefore, the sound
used in multimedia application is digital audio.

"\‘5\\\'\ \




Video

* This technology records, synthesizes, and displays images (known as
frames) in such sequences (at a fixed speed) that makes the creation
appear as moving; this is how we see a completely developed video.
In order to watch a video without any interruption, video device must
display 25 to 30 frames/second.

* Isthe technology of capturing, recording, processing, transmitting,
and reconstructing moving pictures.

* Video is more towards photo realistic image sequence or live
recording as in comparison to animation.

© YouTube




Multimedia Application

Let us now see the different fields where multimedia is
applied. The fields are described in brief below -

. Presentation :

* With the help of multimedia, presentation can be made

effective.
. E-books :

Today, books are digitized and easily available on the
Internet.
. Digital Library :

The need to be physically present at a library is no more
necessary. Libraries can be accessed from the Internet also.
Digitization has helped libraries to come to this level of
development.

. E-learning :

Today, most of the institutions (public as well as private
both) are using such technology to education people.



. Movie making

Most of the special effects that we see in any movie, is only
because of multimedia technology.

. Video games

Video games are one of the most interesting creations of
multimedia technology. Video games fascinate not only the
children but adults too.

. Animated films

Along with video games, animated film is another great
source of entertainment for children.

. Multimedia conferencing

People can arrange personal as well as business meetings
online with the help of multimedia conferencing technology.

. E-shopping

Multimedia technology has created a virtual arena for the e-
commerce.



Real Life Places Where Multimedia is used :

Following are the common areas of applications of multimedia.

 Multimedia in Business- Multimedia can be used in many applications in a
business. The multimedia technology along with communication technology
has opened the door for information of global wok groups. Today the team
members may be working anywhere and can work for various companies.
Thus the work place will become global. The multimedia network should
support the following facilities:

— Voice Mail

— Electronic Mail

— Multimedia based FAX

— Office Needs

— Employee Training

— Sales and Other types of Group Presentation

— Records Management

 Multimedia in Marketing and Advertising- By using multimedia marketing

of new products can be greatly enhanced. Multimedia boost
communication on an affordable cost opened the way for the marketing
and advertising personnel. Presentation that have flying banners, video
transitions, animations, and sound effects are some of the elements used in

composing a multimedia based advertisement to appeal to the consumer in
a way never used before and promote the sale of the products.



 Multimedia in Entertainment- By using multimedia
marketing of new products can be greatly enhanced.
Multimedia boost communication on an affordable cost
opened the way for the marketing and advertising personnel.
Presentation that have flying banners, video transitions,
animations, and sound effects are some of the elements used
in composing a multimedia based advertisement to appeal to
the consumer in a way never used before and promote the
sale of the products.

 Multimedia in Education- Many computer games with focus
on education are now available. Consider an example of an
educational game which plays various rhymes for kids. The
child can paint the pictures, increase reduce size of various
objects etc apart from just playing the rhymes.Several other
multimedia packages are available in the market which
provide a lot of detailed information and playing capabilities
to kids.



Multimedia in Hospital- Multimedia best use in hospitals is for real
time monitoring of conditions of patients in critical illness or
accident. The conditions are displayed continuously on a computer
screen and can alert the doctor/nurse on duty if any changes are
observed on the screen. Multimedia makes it possible to consult a
surgeon or an expert who can watch an ongoing surgery line on his
PC monitor and give online advice at any crucial juncture.

In hospitals multimedia can also be used to diagnose an illness with
CD-ROMs/ Cassettes/ DVDs full of multimedia based information
about various diseases and their treatment.Some hospitals
extensively use multimedia presentations in training their junior staff
of doctors and nurses. Multimedia displays are now extensively used
during critical surgeries.



Communication Technology and Multimedia Services-

 The advancement of high computing abilities,
communication ways and relevant standards has started
the beginning of an era where you will be provided with
multimedia facilities at home. These services may include:
— Basic Television Services
— Interactive entertainment
— Digital Audio
— Video on demand
— Home shopping
— Financial Transactions
— Interactive multiplayer or single player games
— Digital multimedia libraries
— E-Newspapers, e-magazines



Topic : What is Animation?
Animation is the process of designing, drawing, making

layouts and preparation of photographic sequences which are
integrated in the multimedia and gaming products.

Animation involves the exploitation and management of still
images to generate the illusion of movement. A person who
creates animations is called animator.

Animation is a method of photographing successive
drawings, models, or even puppets, to create an illusion of
movement in a sequence. Because our eyes can only retain an
image for approx. 1/10 of a second, when multiple images
appear in fast succession, the brain blends them into a single
moving image.

In traditional animation, pictures are drawn or painted on
transparent celluloid sheets to be photographed. Early
cartoons are examples of this, but today, most animated
movies are made with computer-generated imagery or CGl.




Tvpes of animation :

The Animation is basically of 5 Types
1. Traditional Animation

2D Animation

3D Animation

Motion Graphics

A

Stop Motion



1. Traditional Animation

Traditional animation can also be referred to as cell animation.

This type of animation requires the animator to draw every single
frame by hand to create an animated scene.

This is usually done on a light table that allows the artists to see the
previous drawing through the top layer of paper.

Well-known companies like Disney are known for using this type of
animation. Traditional animation is still done today on computers
with special tablets.




2. 2D Animation

2D animation is also referred as two dimensional
animation. It provides the dynamic activeness for
static image.

These Program are directed by Vector or Bitmap
Images.

Dynamic working of animation is set by viewer by
putting a series of frame. To smoothly run of an
animation we need to set the frame at 15 frames/
Per sec.

t gives more flexibility to beginners in animation
pecause they don’t have to rely so heavily on
drawing skills.




3. 3D animation

3D animation is also known as computer animation and it is
currently the most commonly used form of animation.

The process of 3D animation is very different from the traditional
style but they both require the artist to share the same principles
of movement and composition in animation.

3D animation has less to do with drawing and more to do with
moving a character in a program.

The National Science Foundation emphasizes how heavily 3D
animators must rely on physics to create realistic animations. The
animator creates keyframes or specific movements and lets the
computer fill in the rest.




4. Motion Graphics

* Unlike the previously mentioned types of
animation, motion graphics are not driven by
characters or storylines. This art form focuses on
the ability to move graphic elements, shapes, and
text. This process is commonly used for things like
television promotions, explainer videos, and

animated logos.




5. Stop Motion

e Stop motion animation is very similar to traditional animation
because it combines a series of still images that are slightly different
to show movement.

 The largest difference is that stop motion uses photography and
captures real objects. With stop motion, the artists take a photo of an
object or scene and slightly moves the objects before taking another
photo.

* The artist repeats this process until the scene is completed and uses
each photo as a frame in the animation. It’s similar to a flipbook with
photos. " bt




Principles of animation :
01. Squash and stretch :

The squash and stretch principle is considered the most important of
the 12 principles of animation. When applied, it gives your animated
characters and objects the illusion of gravity, weight, mass and
flexibility. Think about how a bouncing rubber ball may react when
tossed into the air: the ball stretches when it travels up and down
and squishes when it hits the ground.




02. Anticipation

* Anticipation helps to prepare the viewer for what's about to happen.
When applied, it has the effect of making the object's action more
realistic.

* Consider how if might look if you were to jump in the air without
bending your knees, or perhaps to throw a ball without first pulling
your arm back. It would appear very unnatural (it may not even be
possible to jump without bending your knees!). In the same way,
animating movements without a flicker of anticipation will also make
your motion seem awkward, stale and lifeless.

anticipation action reaction



03. Staging :

Staging in animation is a lot like composition in artwork.
What we mean by that is, you should use motion to guide

the viewer's eye and draw attention to what's important
within the scene.

Keep the focus on what's important within the scene, and

keep the motion of everything else of non-importance to a
minimum.




04. Straight ahead action and pose to pose

* There are two ways to handle drawing animation: straight
ahead and pose to pose. Each has its own benefits, and the
two approaches are often combined.

e Straight Ahead : Straight ahead action involves drawing
frame-by-frame from start to finish. If you're looking for

fluid, realistic movements, straight ahead action is your
best bet.
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* Pose to Pose :With the pose to pose technique, you
draw the beginning frame, the end frame, and a few
key frames in-between. Then you go back and
complete the rest. This technique gives you a bit
more control within the scene and allows you to
increase the dramatic effect of the motion.
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05. Follow through and overlapping action :

* When objects come to a standstill after being in motion, different
parts of the object will stop at different rates. Similarly, not
everything on an object will move at the same rate. This forms the
essence of the fifth of Disney's principles of animation.

* If your character is running across the scene, their arms and legs may
be moving at a different rate from their head. This is overlapping
action. Likewise, when they stop running, their hair will likely
continue to move for a few frames before coming to rest — this is
follow through. These are important principles to understand if you
want your animation to flow realistically.




06. Slow in and slow out

* The best way to understand slow in and slow out is
to think about how a car starts up and stops. It will
start moving slowly, before gaining momentum and
speeding up. The reverse will happen when the car
brakes. In animation, this effect is achieved by
adding more frames at the beginning and end of an
action sequence. Apply this principle to give your

objects more life.

Slow Fast Slow




07. Arc

* When working in animation, it's best to stick with
the laws of physics. Most objects follow an arc or a
path when they're moving, and your animations
should reflect that arc. For example, when you toss
a ball into the air, it follows a natural arc as the
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08. Secondary action

e Secondary actions are used to support or emphasize the
main action going on within a scene. Adding secondary
actions help add more dimension to your characters and
objects.

* For instance, the subtle movement of your character’s hair
as they walk, or perhaps a facial expression or a secondary
object reacting to the first. Whatever the case may be, this
secondary action should not distract from the primary one.




09. Timing

* For this principle of animation we need to look to the laws of physics
again, and apply what we see in the natural world to our animations.
In this case, the focus is on timing.

* |f you move an object more quickly or slowly than it would naturally

move in the real world, the effect won't be believable. Using the
correct timing allows you to control the mood and the reaction of

your characters and objects.
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10. Exaggeration :

* Too much realism can ruin an animation, making it
appear static and boring. Instead, add some
exaggeration to your characters and objects to
make them more dynamic. Find ways to push the

limits just beyond what's possible, and your
animations will pop.



11. Solid drawing

* You need to understand the basics of drawing. This includes
knowing how to draw in three-dimensional space and
understanding form and anatomy, weight and volume, and
lights and shadows.

* While you can push the limits here, too, it's important to
remain consistent. If your world has wonky doors and a
warped perspective, keep that perspective throughout the
entire animation. Otherwise, things will fall apart.




12. Appeal

* Your characters, objects, and the world in which they live
need to appeal to the viewer. This includes having an easy-
to-read design, solid drawing, and a personality. There is no
formula for getting this right, but it starts with strong
character development and being able to tell your story
through the art of animation.




Hardware resources requirements for animations :

 Hardware requirements same for both 2D and 3D
animations but software resources are different.

Component Recommended Minimum

Intel Core i5 or AMD

CPU (no Celeron) Intel Core i7 or AMD Ryzen 7 Ryzen's

RAM 32Gb 16Gb

Hard Disk 1Tb or better SSD 512Gb or better SSD
Display 17" 15.6"

Video RAM NVIDIA GeForce RTX NVDIA GeForce GTX

Operating System Windows 10 Windows 10



Software Requirements :
2D animations software :
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Flash

Pencil2D

Synfig Studio
CrazyTalk Animator
Blender 2D Animation
CrazyTalk Animator 3
Digicel Flipbook
Opentoonz

CelAction 2D

. Moho Pro

. Animaker

. PicsArt

. Draw Cartoons 2 Pro
. FlipaClip

. Stop Motion Studio

. RoughAnimator



3D animation software :

1.

)

i)
i)
2.

i)

i)
i)
3,

i)
i)
i)

iv)

Beginner : If you want something for nothing, there are a few
freeware versions of 3D package available.

3D Convas
XARA 3D
Adobe Dimension

Intermediate : If you want a good quality of your 3d animation,
than you have to use following.

Strata 3D Pixel
Blender
Coral’s bryce 3D

Advanced : If you want to generate high level 3D application
than you have to use.

newtek’s lightwave 3D
Softimages x Sl

Alian’s MAYA 3D

Discrete’s 3Ds max and houdine



o v wN e

Different File Format
.MPEG — Moving Pictures Experts Group

. .GIF — Graphics Interchange Format

JPEG — Joint Photographic experts group
.MP4

. .TIFF — Tagged Image file format
. .FLV — Flash Video File



1

. MPEG - Moving Pictures Experts Group

An MPEG file is a video file that uses a digital video format
standardized by the Moving Picture Experts Group (MPEG).
It contains video and audio that are compressed using
MPEG-1 or MPEG-2 compression. MPEG files are typically
used to share videos over the Internet.

MPEG-1 — Audio/video standards designed for digital storage
media (such as an MP3 file)

MPEG-2 — Standards for digital television and DVD video

MPEG-4 — Multimedia standards for the computers, mobile
devices, and the web

MPEG-7 — Standards for the description and search of
multimedia content

MPEG-MAR — A mixed reality and augmented
reality reference model

MPEG-DASH — Standards that provide solutions for streaming
multimedia data over HTTP (such as servers and CDNs)



e Using MPEG compression, the file size of
a multimedia file can be significantly reduced with
little noticeable loss in quality.

* This makes transferring files over the Internet more
efficient, which helps conserve Internet bandwidth.

* MPEG compression is so ubiquitous that the term
"MPEG" is commonly used to refer to a
video file saved in an MPEG file format rather than
the organization itself. These files usually have a
".mpg" or ".mpeg" file extension.



.MP4 FILE FORMAT

An MP4 file is a multimedia file commonly used to
store a movie or video clip. It may also contain subtitles
or images.

MP4 is short for MPEG-4 Part 14, which is a container
format based on the QuickTime File Format (QTFF)
used by .MOV and .QT files.

MP4 files use MPEG-4 compression, a standard
developed by the Moving Picture Experts Group
(MPEG).

This format includes separate compression for audio
and video tracks. Video is compressed with MPEG-4
video encoding and audio is compressed using AAC
compression, which is the same type of audio
compression used in .AAC files.



.GIF File Extension (Graphical Interchange Format File)

Developer : CompuServe
Category : Raster Image Files
Format : Binary

A GIF file is an image file saved in the Graphical Interchange
Format (GIF). It may contain up to 256 indexed colors with a
color palette that may be a predefined set of colors or may be
adapted to the colors in the image.

GIF files are saved in a lossless format, meaning the clarity of
the image is not compromised with GIF compression.

GIFs are a common format for web graphics, especially small
images and images that contain text, such as navigation
buttons. However, JPEG (.JPG) images are better for showing
photos because they are not limited in the number of colors
they can display.

GIF images can also be animated and saved as "animated
GIFs," which are often used to display basic animations on
websites.



.JPEG File Extension
(Joint Photograph,g Experts Group)
Developer : Joint Photographic Experts Group
Category : Raster Image Files
Format : Binary

A JPEG file is an image saved in a compressed graphic
format standardized by the Joint Photographic Experts
Group (JPEG).

It supports up to 24-bit color and is compressed

using lossy compression, which may noticeably reduce
the image quality if high amounts of compression are
used.

JPEG files are commonly used for storing digital photos
and web graphics.
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In the early 1980s, no technology existed that allowed
users to easily compress and share digital images with
one another.

In 1982, the JPEG workgroup began designing a
compression standard that could be used to reduce
image files' size, making them easier to share, while
retaining as much of their quality as possible.

In 1992, the workgroup created the JPEG file format.

JPEG files are images created using a lossy compression
algorithm, which actually destroys some data
contained within the original image file. However, this
data loss is mostly unnoticeable to the human eye.
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Developer : Adobe Systems
Category : Raster Image Files
Format : Text and Binary

A TIF file contains an image saved in the Tagged Image File Format
(TIFF), a high-quality graphics format. It is often used for storing
images with many colors, typically digital photos, and includes
support for layers and multiple pages.

The TIFF format was created in the mid-1980s to be a universal
image format for different computer platforms and document
scanners.

The format became popular among professionals in the publishing
industry, including photographers and graphic artists. The
popularity of the format was partially due to its ability to be edited
and re-saved without losing image quality.

TIF files can be saved in an uncompressed (lossless) format or may
incorporate .JPEG (lossy) compression.

They may also use LZW lossless compression, which reduces the
TIF file size but does not reduce the quality of the image.
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.FLV File Extension
Developer : Adobe Systems

Category : Video Files
Format : Binary

An FLV file is a video file saved in the Adobe Flash
Video (FLV) container format.

It stores a short header, synchronized audio and video
data streams (encoded the same way as streams in

the standard Flash .SWF format),
and metadata packets.

The FLV format was introduced with the release of
Adobe Flash Player 7 in 2003. It is primarily utilized by
Adobe Flash Player for delivering video content, such
as movies and TV shows, online.

However, FLV is an open format that is also supported
by various non-Adobe/Macromedia programs.



