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Assessment of Fundamental Competencies
Introduction to Information Technology

Syllabus objective
and learning outcomes

ASSESSMENT OF FUNDAMENTAL COMPETENCIES

INTRODUCTION TO INFORMATION TECHNOLOGY

Objective

To enable candidates to equip themselves with the fundamental skills and proficiency
required to cope with today’s highly challenging IT oriented business environment.

Learning Outcome

The candidates will be able to:

LO1 | describe and classify different elements of a computer system

LO2 | describe the basic operations in commonly used operating systems

LO3 | demonstrate performance level knowledge in Microsoft Excel

LO4 | demonstrate performance level knowledge in Microsoft Word

LO5 | demonstrate performance level knowledge in Microsoft PowerPoint

Grid Weighting

A.  Computer hardware and types of operating system 10
B Microsoft Excel 40
C. Microsoft Word 30
D Microsoft PowerPoint 20

Total 100
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Syllabus

Contents Level Learning Outcome

Computer hardware and

A .
operating systems
1 Central processing units 1 LO1.1.1
(CPUs) — processor, hard Explain the role and importance of
disk, random access basic components of a CPU
memory, read-only memory
2 Input devices — Key board, 1 LO1.2.1
mouse, touch pads, Scanner State the uses and limitations of
common input devices
3 | Output devices — monitor, 1 LO1.3.1
printer State the differences between CRT and
LCD/LED monitors
LO1.3.2

Classify different types of printers and
state their relative advantages and
limitations

4 | Operating systems — DOS, 1 LO2.1.1

Windows, Linux State key operating system commands

used for efficient searches, formatting
disks, viewing IP configurations, testing
network connections and exploring the
network

5 | Core Windows tasks — 1 LO2.2.1
customize desktop and start

L State methods for customizing desktop
menus, work with files and

presentation and the start menu
folders, log-on and log-off,

search for information, lock LO2.2.2
the computer, use a screen- Define techniques to work efficiently

saver password, reset a with files and folders

password LO2.2.3

State efficient ways to search for
required information from active and
archive files

LO2.2.4

State the important information that
could be recorded whilst a user is
logged-in

LO2.2.5

Define basic controls and practices that
should be adopted by users for
safeguarding of data stored in
computers
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Syllabus objective and learning outcomes

Syllabus Contents

B Microsoft Excel

Level

Learning Outcome

1 | Application of basic built-in
functions and formulae like
Sumif, Count, IF, Vlookup,
Average, Sub-total

LO3.1.1

Demonstrate adequate command of
and perform Sumif, Count, Vlookup,
Average and Subtotal functions

LO3.1.2

Demonstrate effective use of functions
such as IF, AND, OR

2 | Creating and modifying
customized data formats

LO3.2.1

Use appropriate Excel features to
create customized data formats for
storing currency and phone numbers

LO3.2.2

Modify existing data formats to enhance
readability

3 | Using conditional formatting

LO3.3.1

Use the conditional formatting feature
to highlight exceptions

4 | Protecting cells, worksheets
and workbook

LO3.4.1

Perform the steps to protect certain
cells, individual worksheets and an
entire workbook

5 | Merging workbooks

LO3.5.1
Perform the steps to share a workbook

LO3.5.2

Perform the steps to merge multiple
copies of a shared workbook

6 | Importing and exporting data
to and from Excel

LO3.6.1

Export data from Excel to other
applications and in other formats

LO3.6.2

Import data to Excel from other
applications and in other formats

7 | Creating and editing
templates

LO3.7.1

Demonstrate adequate knowledge in
creating and editing Excel templates
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= 0 g O 0
C Microsoft Word
1 Creating custom style for 2 LO4.1.1
text, tables and lists Use various Word features to present
letters, reports and other documents in
a presentable custom style
LO4.1.2
Select an appropriate pre-defined table
style for improved presentation
2 | Sorting contents in lists and 2 LO4.2.1
tables Use Word’s built-in features to sort
contents saved in tables
3 | Modifying table formats 2 LO4.3.1
Use formatting tools to improve
readability of data in tables
4 | Creating and modifying a 2 LO4.41
table of contents Identify the basic formatting
requirements to insert a table of
contents
LO4.4.2
Demonstrate performance level
knowledge to insert and modify a table
of contents
5 | Inserting and modifying 2 LO4.5.1
endnotes, footnotes, Demonstrate performance level
captions & cross references knowledge to insert and modify
endnotes, footnotes, captions & cross
references
D Microsoft PowerPoint
1 | Creating new presentations 2 LO5.1.1
from templates Select a template from PowerPoint’s
sample templates to construct simple
presentations
2 | Inserting and editing text- 2 LO5.2.1
based content Perform inserting and editing of text
based content
3 | Inserting, and editing tables, 2 LO5.3.1

charts, diagrams, pictures,
shapes, graphs and objects

Demonstrate performance-level
knowledge of inserting and editing
tables, charts and other objects in the
presentation

LO5.3.2

Use appropriate PowerPoint features to
insert pictures, videos, graphs and
other objects in the presentation
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Syllabus
Ref

Contents Level Learning Outcome

4 | Applying slide transitions 2 LO5.4.1

Demonstrate performance-level
knowledge whilst applying meaningful
slide transitions
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INTRODUCTION

Learning outcomes

LO1.1.1 Explain the role and importance of basic components of a CPU

LO 1.2.1 State the uses and limitations of common input devices

LO 1.3.1 State the differences between CRT and LCD/LED monitors

LO 1.3.2 Classify different types of printers and state their relative advantages and
limitations

LO 2.1.1 State key operating system commands used for efficient searches, formatting

disks, viewing IP configurations, testing network connections and exploring
the network

Exam context

The syllabus is split broadly into two categories:

Section A provides a general introduction to computer systems including both hardware
(the central processing unit (CPU), input, output and storage devices) and software.

Section A can be thought of as relating to the computer environment and utilities that
supports the work performed in other applications such as Word, Excel, PowerPoint and
email.

Sections B to D (representing the core of the syllabus) relate to three of those ‘other
applications’ and introduces the user to Microsoft Word, Excel and PowerPoint.

Prior experience of the subject matter is neither assumed nor required.

By the end of this chapter students will be able to:

Explain the role and importance of the basic components of computer systems including
the CPU, input, output and storage devices.

Understand the different types of computer software including in particular operating
systems such as DOS, Linux and Windows

State a number of key operating system commands used for tasks such as searching,
disk formatting and viewing IP configurations
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Chapter 1: Computer hardware, software and operating systems

1 INTRODUCTION TO COMPUTER SYSTEMS

Section overview

Introduction to computer systems
The central processing unit (CPU)

m |nput devices
m  OQutput devices
m Storage devices

1.1 Introduction to computer systems

Computer systems

Definition: Computer systems
o;-)

A computer system comprises four key components:

11

Input devices facilitate the introduction of data and information into the system.
Examples might include a keyboard, scanner, mouse or barcode reader.

Output devices facilitate the extraction of processed information from the system.
Examples would include a printer, speaker or screen (visual display unit).

The central processing unit is the ‘brain’ of the computer that takes the inputs,
processes them and then outputs the results.

Finally, some type of storage facility is useful to enable data to be saved for
future use.

Computer hardware

Computer hardware consists of the computers themselves plus all the peripheral
equipment connected to a computer for input, output and storage of data (such
as printers and stand-alone disc drives).

The computers used in IT systems range from the very large supercomputers to
the very small hand-held computers. In many organizations, different computers
are connected to each other to form a network.
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The different types of computer that you might encounter as an accountant would
typically include:

Computer type Description

Supercomputers Used only in the very largest systems — e.g.
national defence and aerospace

Mainframe The most powerful computers typically found in
multi-nationals and other large businesses — e.g.
an airline or oil company. Not as powerful as a
supercomputer, but still incredibly powerful

Mini-computers Less powerful than mainframe computers
although not portable like smaller models below

Desk-top personal A computer placed at the user’s desk with its own

computers (PCs) processing capabilities and usually a keyboard,
mouse and screen: PCs can operate as stand-
alone computers, or they may be linked as
terminals to a network where the PC functions as
an input/output device but the processing is
executed by another device on the network.

Portable laptops and Similar concept to PCs but much smaller and
notebooks computers portable.
Handheld computers Given the speed of technological advancement in

today’s fast-moving world there is an increasing
number of ever evolving variations on the above
forms. For example, hand-held computers (or
PDAs: personal data assistants) and even many
smart-phones (mobile phones with large touch-
sensitive input screens) have much of the
functionality found on PCs.

The globalisation of the business environment has resulted in much more
widespread use of portable laptop computers. Portable laptops can typically be
connected to the organisation’s computer network or to the Internet from remote
locations via a data connection such as WiFi or a phone line. This means, for
example, that a manager can access his e-mails or the organisation’s Intranet
system (a system that looks and feels like the internet but is only available to
employees) from anywhere in the world.

System architectures

Definition: System architecture
o)

The term system architecture refers to the way in which the components of a
computer system such as printers, PCs and storage devices are linked together
and how they interact.

A centralised architecture involves all processing being performed on a single
central computer.
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Decentralised architectures spread the processing power throughout the
organisation at several different locations. This is typical of the modern workplace
given the significant processing power of modern PCs.

Typical network configurations include star networks, ring networks, bus
networks and tree networks.

Definition: Client-server computing
[ B

Client-server computing describes one level of interaction found between
computers in systems architecture.

A server is a machine that is dedicated to providing a particular function or
service requested by a client within a network system.

Servers can range in power from ‘top-end’ super servers, capable of driving
thousands of network users, to ‘low-end’ servers which are typically a powerful
personal computer (PC). Different types of servers might include file servers,
network servers, print servers, e-mail servers and fax servers.

File servers are used to manage the data files that are accessible to users of the
network. All the shared data files for the system are held on a file server, or are
accessible through a file server.

Network servers are used to route messages from terminals and other equipment
in the network to other parts of the network. In other words, network servers
manage and control the routing of messages within computer networks.

1.2 The Central Processing Unit (CPU)

The central processing unit (CPU)

The brain of a computer is the central processing unit (CPU) — sometimes
referred to as a microprocessor. This part contains all the electronic circuitry that
the computer needs to manipulate data and execute instructions. The CPU is
where most calculations take place.

Despite the incredibly vast amount of electronic circuitry contained within a CPU
it is actually physically incredibly small. Consider just how powerful your
smartphone is (essentially a small computer) yet it fits in your pocket!

The CPU comprises five basic components:
Random access memory (RAM)
Registers

Buses

Arithmetic logic unit (ALU)

Control unit

U000 o

Modern CPUs are so fast that a typical PC is capable of executing many
instructions every second. It is possible for computers now to contain more than
one CPU. This is called multi-processing. Furthermore, some microprocessors
can contain multiple CPUs on a single chip. This is called a multi-core
processor.
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Random access memory (RAM)

Random access memory (RAM) is memory that is directly available to the
processing unit (CPU). RAM holds the data and programs in current use. RAM in
microcomputers is volatile which means that the contents of RAM are erased
when the computer’s power is switched off.

Be careful not to confuse RAM with ROM, which stands for Read-only memory.
ROM is a memory chip into which fixed programs are written permanently at the
time of the computer’'s manufacture. When you switch on a PC you may see a
reference to BIOS (basic input/output system) which is part of the ROM chip
containing all the programs needed to control hardware, for example, the
keyboard, screen and disk drives.

Registers

Registers are special memory locations that can be accessed extremely fast.
These are used to store the data that is to be executed next by the control unit.

Buses

Buses are the information highway of the CPU. Buses are bundles of tiny wires
that carry electronic signals between all parts of computer.

Arithmetic/logic unit (ALU)

The arithmetic/logic unit (ALU) performs all the mathematical and logical
calculations. The ALU is comprised of complex electronic circuitry that can add,
subtract, multiply, divide and perform many other calculations.

Note that despite the seemingly limitless uses that have been found for
computers nowadays they are all built with CPUs that can essentially only
perform simple arithmetic operations, comparisons of calculation results and
other values and the selection of the next instruction for processing.

Control unit

The control unit is responsible for directing the flow of instructions and data. The
control unit extracts instructions from memory (via the bus), decodes them then
executes them based on the data provided.

The control unit also controls the input and output devices and all the passing of
data to the ALU for computation.

1.3 Input devices

As we saw in section 1.1 above computer systems have four key components —
input, CPU, storage and output. In this section we take a brief look at some of the
many input devices commonly used in computer systems.

Keyboards

Keyboards are the most common input device and are part of virtually all
computer systems. Keyboards can be stand-alone and connected to the
computer with a cable or through a wireless connection, or they might be
integrated into the computer itself, such as with a laptop or notebook.

The basic layout of a keyboard is consistent within a particular geographical
location (based on the local language character set). Variations commonly exist
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to reflect things like space saving, video-game enhancements or ergonomic
designs.

Touch-sensitive screens and touch pads

A recent trend has been towards integrating the keyboard into touch-sensitive
screens and touch pads. Both these devices involve the user touching an area of
a screen, for example a picture of a keyboard, to simulate the pressing of a
physical key such as on a regular keyboard.

Touch pads are connected to the computer via a cable or wireless connection
whereas a touch screen would be built-in to the display unit.

Examples of touch-sensitive screens inlcude automated payment booths used to
buy train or bus tickets and bank ATM machines.

Magnetic ink character recognition (MICR)

Magnetic ink character recognition (MICR) requires the input media to be formed
of specially formatted characters printed in magnetic ink. These characters are
then read automatically using a specialised reading device called MICR reader.

The most common example of MICR is in the banking industry with the use of
cheques and deposit slips.

Optical mark reading (OMR)

Optical mark reading (OMR) is similar to MICR in that it is an automated input
method. OMR involves marking a pre-printed form with a pen or typed line (or
cross) in an appropriate box. The card is then read by an OMR device which
senses the mark in each box.

Uses can include national lottery entry forms and ballot voting slips.

Scanners and optical character recognition (OCR)

Scanners read text or illustrations printed on paper and translate the information
into a format the computer can use. The resolution (number of pixels recorded for
each image — pixels are minute areas of illumination on a display screen which
taken together form the image) can normally be adjusted to reflect how sharp the
users need their image on the computer. The greater the resolution the larger the
file size of the scanned image.

Some scanners incorporate optical character recognition (OCR) software which
translates the image into text. For this to work accurately the input document
must be high quality print.

Mice, trackballs and similar devices

Mice and trackball devices are hand-operated devices with internal sensors pick
up the motion and convert it into electronic signals which instruct the cursor
(pointer) on screen to move.

The ball mouse is now largely replaced by the optical mouse which incorporates
a small light-emitting diode that bounces light off the surface when the mouse
moves across. Optical mice are more comfortable to use and typically more
responsive to movement.

Mice typically have two or three buttons which can be pressed (clicked) to send
messages to the computer. They also frequently have a wheel which can be
used to scroll within images or documents that cover multiple screens.
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Trackballs are similar to mice in that they control the cursor on the screen.
However, whilst mice move the cursor through movement across a surface,
trackballs move the cursor by rotating the ball rather than moving the device
across a surface.

Touch sensitive pads and joysticks that similarly control the cursor are also now
commonly found in the center of the keyboard. Most current laptops and
notebooks incorporate a pad or joystick.

Voice date entry (VTE)

Many computers can now accept voice input via a microphone and voice data
entry (VTE) software.

One particularly useful application is found in language translation programs that
support simultaneous translation. Another example might be in a smartphone
where you can enter commands aurally rather than by typing, for example with
an instruction such as “Call Office”.

Barcodes and QR (quick response) codes, EPOS

Barcodes are the groups of black and white marks with variable spacing and
thickness found on product labels such as those at the supermarket. Each code
is unique and can be read automatically by an electronic barcode reader. This
keeps inventory movement up to date and also converts into a customer invoice
instantly.

QR codes are matrix, or two-dimensional, barcodes. Originally popular in the
automotive industry they have seen a recent rise in popularity elsewhere given
their fast readability and greater storage capacity than standard barcodes.

EPOS stands for electronic point of sale which is normally integrated with
barcode readers. EPOS allows credit and debit cards to be read for instant
payment for goods.

A recent development of EPOS has seen the growth of technology that supports
mobile phones being used in a similar way to credit and debit cards. A phone
signal rather than the magnetic strip on a credit card is used to identify the
purchaser.

Digital cameras

Digital cameras can be found in the form of stand-alone units or they may be
integrated into other technology such as smartphones and tablet computers.
Digital cameras capture images and videos in digital form and allow easy transfer
to a computer where they can be manipulated by software.

Digital cameras are used in many situations whether it is for the development of
marketing material, recording of crime scenes by the police, or by an auditor on a
year-end inventory count.

Benefits and limitations

The following table presents some of the benefits and limitations of each of the
input methods described above.
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Input method

Benefits

Limitations

Keyboards

Common, simple and
cheap

Labour-intensive and slow.
Prone to error.

Touch-sensitive
screens and touch
pads

Saves space. Integrated
graphicual user interfaces
are very user-friendly and
intuitive.

Can be difficult to grasp
the techniques for
accurate data entry.
Labour intensive and slow.
Expensive.

Magnetic ink
character
recognition (MICR)

Speed and accuracy

MICR documents are
expensive to produce

Optical mark
reading (OMR)

Speed and accuracy

OMR documents can be
expensive to produce.
Also a risk of ‘spoilt’
documents (marks made
outside the allotted
boxes).

Scanners and
optical character
recognition (OCR)

Excellent for inputting
graphics and text quickly

Can be slow to scan
multiple images. File sizes
might be large for very
high quality scans. OCR
can be somewhat
inaccurate if input image is
low quality.

Mice and trackball
devices

Easy to use and very
common. Cheap and
simple.

Slow and can be prone to
error.

Voice data entry
(VTE)

Convenient and simple.

Can be inaccurate and
affected by external
interference (noise)

Barcodes and
EPOS

Very common. Accurate.
Quick.

Damaged barcodes are
impossible to read.
Incompatibility issues if
different types of barcodes
are received by the
organization.

Digital cameras

Versatile, quick, accurate.
Widevariety of high quality
image editing software
now available.

Higher quality means
larger file size which can
become expensive and
difficult to manage.

© Emile Woolf International

9 The Institute of Chartered Accountants of Pakistan



Introduction to Information Technology

1.4 Output devices

Output devices

An output device is the part of a computer system that receives the processed
data from the computer and presents it in some way.

Output devices are distinct from input devices which are the parts of the
computer that provide data and instructions. However, technology has advanced
to the stage where some devices are a combination of both input and output such
as a touch-sensitive screen.

Output devices come in a number of forms:

Out_p ut Description

device

Monitor A monitor is a bit like a television screen — it provides visual
(display) output from the computer for text and graphics. Note though that

monitors only offer temporary output as the image is lost when
power removed.

Monitors can be external, such as those found attached to PCs,
or can be integrated into the computer such as with laptops and
notebooks. An external monitor can be upgraded or changed
whereas a built-in monitor offers much less flexibility.

The old-fashioned large and bulky cathode-ray tube monitors
(CRT) have been largely replaced by much less bulky flat-
screen technology including LCD and LED displays. See below
for a comparison.

The screen’s resolution is the number of pixels (dots) used to
build a picture. Fewer pixels provide lower resolution or image
quality. More pixels and higher resolution and image quality.

Printers A printer is a device that prints output to a page (on paper).
Printing can be in colour or ‘black and white’ depending on the
printer type.

A number of different types of printers exist — see below for

comparison.
Speakers Speakers are attached to computers for the output of sound.
and The sound output is produced by a sound card. Speakers range
headsets from simple, single-speaker output devices offering low-quality

audio to surround-sound multi-channel units sending different
output to multiple speakers in different locations.

Headsets are a combination of speakers and microphones and
are commonly used by gamers. They are also growing in
popularity as an increasingly cost-effective method of
communicating with friends and family over the internet using
software such as Skype.
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dOut_p ut Description

evice

Storage Output may be made to some kind of storage device such as a

devices DVD or CD-ROM, flash memory (USB flash disk or key), blu-ray
drive or external hard disk drive.

Projector A projector can be thought of as a variation of monitor in that it

translates the digital output into a visual display projected onto a
screen. Think of some of the lectures you attended and how
common it is for a computer to be connected to a projector to
output the presentation slides.

CRT vs. flat-screen monitors

Until recently the most common display unit was the cathode ray tube monitor.
This has largely been replaced by flat-screen models which use either liquid
crystal displays (LCDs) or light emitting diodes (LEDs) with LCD monitors being
the most common.

The illustrations below show the difference between the two types of monitor:

CRT monitor Flat-screen monitor

We can compare the two styles as follows:

Comparison CRT monitor Flat-screen monitor
Weight Heavy Light
Dimensions Bulky / large Very thin so can place the

monitor further back which
reduces eye-strain

Display quality Good Excellent
Viewing angle Excellent Limited
Image contrast High contrast ratio and Not as good as CRTs

excellent colour.
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Comparison CRT monitor Flat-screen monitor
Power Inefficient Low — typically 10-25% of
consumption the power of a CRT with

same viewing area

Heat Can be high Very low
Can use light Yes No
guns/pens?
Geometric Possible None
distortion
Image flicker Potentially some Almost none
Radiation Higher than flat-screens Very low
emission

Printers

Printers are devices that print output (text and graphics) on paper in black and
white, greyscale or colour.

Printers can be categorized between impact printers and non-impact printers.
Impact printers produce text and images by striking an ink ribbon (e.g. dot matrix
printers) or burning dots onto coated paper (thermal printers). Non-impact
printers produce images without actually striking the paper.

The main types of printer currently used are:
O  Inkjet printer (non-impact)

U  Laser printer (non-impact)

O Dot matrix printer (impact)

d  Thermal printer (impact)

For marketing purposes suppliers may also categorize printers by their function
rather than composition. For example:

a Photo printer — inkjet printer used for printing photos

U  Portable printer — an inkjet printer distinguishable by its lightweight design
and small footprint for use away from the office

O  All-in-one (multifunction) device — a device that incorporates the
functionality of multiple devices typically including one or more of the
following: printer (inkjet or laser), scanner, photocopier, fax, e-mail
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The table below illustrates the advantages and limitations of each of the main

types of printer.

rrmter Advantages Disadvantages
ype
Inkjet Low purchasing cost e Print head is less durable,
High quality of output, prone to clogging and
capable of printing fine and damage
smooth details ¢ Expensive replacement ink
e Capable of printing in vivid cartridges
colour, good for printing e Poor performance for high
pictures volume printing
e FEasyto use e Printing speed is not as fast
e Reasonably fast as laser printers
e Quieter than dot matrix ¢ Ink bleeding, ink carried
printer sideways causing blurred
e No warm up time effects on some papers
¢ Ink is sensitive to water,
even a small drop of water
can cause blurring
¢ Highlighter markers on inkjet
printouts are prone to
smudging
Laser e High resolution e More expensive than inkjet
e High print speed printers
¢ No smearing e Except for high end
e Low cost per page machines, laser printers are
(compared to inkjet printers) less capable of printing vivid
e Printout is not sensitive to colours and high quality
water images such as photos.
e Good for high volume e The cost of toner
printing replacement and drum
replacement is high
e Bulkier than inkjet printers
¢ Warm up time needed
Dot- e Can print on multi-part forms e  Noisy
matrix or carbon copies e Limited print quality
e Low printing cost per page ¢ Low printing speed
e Can be used on continuous e Limited colour printing
form paper, useful for data
logging
¢ Reliable, durable
Thermal e Low running costs (inkless — e Wax-based paper is difficult

therefore no need to replace
cartridges)

High speed

High quality output — no ink
to smudge

Low noise

to write on

Can produce a chemical
odour

Can darken if exposed to
heat after printing

Printed output deteriorates
relatively quickly

© Emile Woolf International
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1.5 Storage devices

Storage devices

We have already seen how the CPU is the brain of the computer taking inputs
from various devices such as keyboards, mice and scanners then outputting to
devices such as speakers, printers and monitors. However, computers need
somewhere to store all the data such as music, videos, pictures, documents,
spreadsheets, presentations, emails and so on.

The different types of storage devices found within a computer system include

the following:

Storage type Description

Primary Internal temporary store directly accessible by the CPU that

storage allows it to process data.

(internal

memory) Volatile by nature as it is erased when power is turned off.
Much smaller than secondary or tertiary storage but much
quicker to access (as it has no mechanical parts).
Examples include RAM and ROM (see 1.2) plus the
CPU’s cache memory (temporary store of instructions
repeatedly required to run programs — typically up to 2MB
(megabytes) in size).

Secondary Secondary storage differs from primary storage in that it is not

storage directly accessible by the CPU.

(external

memory) Secondary storage is used for data not currently being

processed but which may need to be accessed at a later stage,
for example the operating system, documents, music files and
emails.

Non-volatile as data remains intact even when powered off.
Located further from the CPU than primary storage (and not
directly accessible by the CPU). Therefore takes longer to
access. However, is much larger than primary storage.

A computer’s largest secondary storage location is typically its
hard disk drive (also called hard drive), the capacity of which

would typically fall between 40GB (gigabytes) to 2 TB
(terabytes). Other examples include:

¢ Flash memory (USB flash drives or keys)
¢ Floppy disks
e CD

e DVD
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Storage type Description

e Blu-ray drive
¢ Magnetic tape

e Could drive

Tertiary
storage

Tertiary storage is not as commonly recognisable as primary or
secondary storage by most computer consumers as they may
never encounter it.

Tertiary storage typically involves a robotic mechanism that
mounts (inserts) and dismounts removable mass storage
media into a storage device.

Often used for archiving rarely accessed information as it is
much slower than secondary storage.

Primarily useful for extremely large data stores accessed
without human operators.

Off-line
storage

Off-line storage describes any type of data storage that is not
under the control of a processing unit. The medium is typically
recorded on a secondary or tertiary storage device which is
physically removed or disconnected. Off-line storage therefore
needs human intervention to re-connect for subsequent
access.

With off-line storage being physically separate from the
computer it can be used to increase general information
security. For example keeping a copy of all your important files
off-line in a separate building.
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2 SOFTWARE AND OPERATING SYSTEMS

Section overview

m Introduction to computer software
m  Key operating system commands

2.1 Introduction to computer software

Definition: Computer software
o)

Computer software comprises a set of machine-readable instructions that directs
a computer’s processor to perform specific operations. Computer software can
be divided into the following types:

O system software
O programming tools and language translators
O application software

211  SYSTEM SOFTWARE

There are three categories of system software:
U  operating system software

O  utility software

a communications software

Operating system software

Definition: Operating system software
o;")

An operating system (0S) is the software that controls the operation of the
computer. Examples of operating systems include DOS (short for disk operating
system), Windows and Linux.

Key features of OS include:
O  The OS controls all operations within the computer itself

O  The OS controls the operation of all other software, such as the application
software

O  The OS controls the operation of all the other hardware connected to the
computer

U  The OS provides systems security. For example, it enables work to be
saved and provides password protection

0  The OS also provides the graphical user interface (GUI) between the user
and the computer

DOS dominated the IBM PC compatible market between 1981 and 2000 but is
now all but invisible to most PC users due to the development of Microsoft
Windows (often simply called ‘Windows’) into its own stand-alone operating
system.
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Earlier versions of Windows needed to run on machines whose operating system
was DOS. However, now Windows no longer requiring DOS (ever since the
launch of Windows 95 in 1995) the majority of users have stopped using DOS
directly.

Linux is a computer operating system assembled under the model of free and
open source software development and distribution. Open-source software
(OSS) is computer software with its source code made available and licensed
with an open-source license in which the copyright holder provides the rights to
study, change and distribute the software for free to anyone and for any purpose.

Originally developed as a free operating system for PCs Linux now appears in
many more computer hardware platforms such as:

a mainframe and supercomputers — an estimated 90% of today’s 500 fastest
supercomputers run some variant of Linux

a mobile phones and tablet computers including the Android and EOS
systems

U network routers
O televisions and video game consoles

Utility software

Definition: Utility software
o)

Utility software performs a variety of functions on the computer, such as copying
files, sorting data on files and checking for viruses.

Utilities are either:

U  provided with the operating system by its developer (e.g. a file copying
utility); or

U  purchased in the form of utility packages (e.g. Norton Utilities anti-virus
software)

Utility programs provide many of the background operations essential for the
efficient operation of any computer system such as continuous protection against
viruses.

Communications software

Definition: Communications software
o)

Communications software controls the transmission of data within a computer
network making it possible to send and receive data over media such as
telephone lines and fibre optic cables

212 PROGRAMMING TOOLS AND LANGUAGE TRANSLATORS
Programming tools are software that assists programmers with writing programs.

Software is written in a programming language, such as ‘Java’, which is used in
the development of Internet applications. Programs written in a particular
programming language have to be ‘translated’ into a binary coded form that the
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2.2

computer can understand. The translation of coded programs is done by
translation software.

213

APPLICATION SOFTWARE

Application software enables computer users to do their jobs. Application
software can be classified into two broad types:

a

Off-the-shelf software or software packages. This is software that can be
purchased (or may in some cases be free such as Google docs) from a
supplier and installed on the computer. Examples include accounting
software packages, word processing packages (e.g. Microsoft Word),
spreadsheet packages (e.g. Microsoft Excel), presentation packages (e.g.
Microsoft PowerPoint) and database packages (e.g. Microsoft Access)

Bespoke software or tailored software. These are programs that are
written for a specific purpose, to meet the user’s specific processing
requirements. Bespoke software is commonly used by larger organisations
to fulfil their special purpose needs which cannot be completed by off-the-
shelf software.

Key operating system commands

The table below explains just a few key operating system commands that the IT
engineers will use, and in exceptional circumstances, accountants may
encounter first hand too.

Objective Key operating system commands

Efficient ¢ FIND — Searches for a text string in a file or files - DOS
searches

e FINDSTR — Windows equivalent of FIND

e PATH - Displays or sets a search path for executable

files - DOS
Formatting e FORMAT - Formats a disk for use with DOS
disks
e Toformat a disk in Windows (for example a USB stick,
compact flash card or external hard-drive where you may
need to wipe old confidential information) right-click on
the disk in Windows Explorer then select Format
Viewing IP ¢ [IPCONFIG (internet protocol configuration) - a console
configurations application that displays all current TCP/IP network
configuration values and can modify Dynamic Host
Configuration Protocol DHCP and Domain Name System
DNS settings. In most cases, the ipconfig command is
used with the command-line switch /all which results in
more detailed information than ipconfig alone.
Testing e PING - a network administration utility used to test the
network reachability of a host on an Internet Protocol (IP) network
connections and to measure the round-trip time for messages sent
and exploring from the originating host to a destination computer.

the network
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Objective Key operating system commands

e NSLOOKUP - a network administration command-line
tool available for many computer operating systems for
querying the Domain Name System (DNS) to obtain
domain name or IP address mapping or for any other
specific DNS record.

¢ HOSTNAME - a label that is assigned to a device
connected to a computer network and that is used to
identify the device in various forms of electronic
communication such as the World Wide Web, e-mail or
Usenet.
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3 CHAPTER REVIEW

Chapter review

Before moving on to the next chapter check that you now know how to:

m  Explain the role and importance of the basic components of computer systems
including the CPU, input, output and storage devices.

m  Understand the different types of computer software including in particular
operating systems such as DOS, Linux and Windows

m  State a number of key operating system commands used for tasks such as
searching, disk formatting and viewing IP configurations
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INTRODUCTION

Learning outcomes

LO 2.2.1 State methods for customizing desktop presentation and the start menu

LO2.2.2 Define techniques to work efficiently with files and folders

LO2.23 State efficient ways to search for required information from active and archive
files

Exam context
By the end of this chapter students will be able to:
O Perform core Windows tasks such as customize the desktop

O Work efficiently with files and folders
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1 CORE WINDOWS TASKS

Section overview

m  Customizing the desktop

m  Customizing the Start menu

1.1 Customizing the desktop

Definition: Desktop
;)

The desktop is the work area on a computer screen that acts as your virtual desk.
The desktop contains the following:

- all the icons (shortcuts to files, folders, programs and other documents such
as reports, presentations and pictures) that you can arrange as if they were
real objects on a desk

- the taskbar (the bar displayed at the edge of the screen that is used to launch
and monitor running applications - includes the Start Menu)

- gadgets (single-purpose applications such as a clock, calendar or temperature

gauge that sit on the user’'s computer desktop)
" "WH » ﬂ

2
Apd 201 | rﬂ

As with any real desk it is possible to personalize (customize) your computer
desktop in a number of ways. These include:

(| Themes

O  Background (wallpaper)
U  Start menu - see 3.2

U  Taskbar

O  Gadgets
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Customizing the theme

The theme is the combination of colours, sounds and pictures on a computer
incorporating the desktop background, screen saver, window border colour and
sound scheme. Think of this a bit like choosing the options when buying a car or
when designing a new kitchen.

To customize the theme:

U Open the Personalization window by right-clicking on the background and
select Personalize from the menu

u Click on a theme to apply it. The various theme groups include:

. My Themes — where you can create your own for example using a
personal photo

o Aero Themes — Windows 7 colourful and interesting built-in themes

o Windows 7 Basic — an option that minimises processor usage if your
computer has a slow processor.

. High Contrast themes — use these to make items on your screen
easier to see

U Close the Personalization window by clicking the red cross (top right)

¥7 SNOW dImpielap fauncn point
Graphics Properties...
Graphics Options 4
Next desktop background

New

Screen resolution
Gadgets
Personalize

fhe 08t Vw Took  Mato

Lanticd Paren Hotre

Tastsar aret Sinet Moy

g = BN

a9 of Aorss Comw

Customizing the background (wallpaper)
You can set up a number of different backgrounds including:
U Adigital picture from your personal collection
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O A picture supplied by Windows
U Asolid colour
U A picture framed with a colour

You can choose a single image as your background or set the contents of a
folder to display as a slide show.

To change the desktop background:
U Open the personalisation window as above

a Click the Desktop Background icon to open the Desktop Background
window

0 Click the picture or colour that you want as the background. You can
search for more pictures using the Picture location drop-down or Browse
button.

U Decide where you want to position the picture (fill, fit, stretch, tile, center)
then click Save changes.

U Close the Desktop Background and Personalization windows using the red
cross

See also

Display

Taskbar and Start Menu s Bakrbid

Ease of Access Center Slide Show

Cick s Dicare 1 make 1t yOUr Geskios HaCkgIowd. o 3 e DIcke 10 CTeate & Thoe show

Arture jocaton Winooes Descion Sackgroonts - e Sesiect ght Lo a0
LB - el R

.. . Jpg .Aéi‘ ?‘
= ==

10 sewnncn - furte

Hetire poniton Change pectiew wvecy

7 Witen cang taTiery powet. Dluie D £10¢ MO 1D S8 DI

To use any picture stored on the computer (or a picture you are currently
viewing) as the background, right-click the picture then click Set as Desktop
Background.
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Open With '
Set a5 desktop Lackground
Open file IOCaton

Eotate docewiss

Rotate counterciockwise 2. Set as

Copy background
Delete

Properties

Customizing the taskbar
To resize the taskbar:

U Right-click an empty space in the taskbar. If ‘Lock the Taskbar’ is ticked
then un-tick it.

U Hover the cursor over the edge of the taskbar until it changes to a double-
headed arrow.

a Drag the border to make the taskbar the size you want

Toolbars

Cascade windows
Show windows stacked

Show windows side by side
Show the desktop

Start Task Manager

Lock the taskbar
Properties

11:11
02/04/2013

To add a toolbar to the taskbar:

U Right-click in space on the taskbar
U Click Toolbars
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O  Click any of the toolbars to add them

g 100

Toolbars Access Connections
Cascade windows / Address

Links

Tablet PC Input Panel

Show windows stacked

Lenovo ThinkVantage Toolbox
Desktop

New toolbar...

Properties

To add a program icon to the taskbar:
If the program is already running:

U  Right-click the program’s icon on the taskbar (or drag the icon toward the
desktop to open the program’s ‘jump list’)

U  Click ‘Pin this program to taskbar’

If the program is not already running:

O  Right-click a program icon either on the desktop or in the Start menu
O  Click Pin to Taskbar

Troubleshoot compatibility
Open file location

Pin to Taskbar
Unpin from Start Menu

) Create SimpleTap tile
Restore previous versions

Send to 4
Cut
Copy

Create shortcut
Delete
Rename

Properties

You can also pin a program by dragging the program's shortcut from the desktop
or Start menu to the taskbar. Additionally, if you drag the shortcut of a file, folder,
or website to the taskbar (and the program isn't already pinned to taskbar), then
the program is pinned to the taskbar and the item is pinned to the program’s
Jump List.
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To remove a program icon from the taskbar:
U  Right-click a program icon on the Taskbar
O  Click Unpin this program from Taskbar

P< POWER POINT

Unpin this program from taskbar

- g
Close window ‘

- HEET -

Other customization features can be found in the same menu (right-click space
on the taskbar) including:

U  How multiple windows are displayed — cascade, stacked, side by side

a Launching the Taskbar properties dialog box where you can change
settings such as Auto-hide the taskbar and icon size

Customizing gadgets

Desktop gadgets are a suite of handy icon-sized programs that can be placed on
the desktop such as a clock, temperature gauge or calendar.

To add a gadget to the desktop:

0  Open the gadget window by right-clicking on the desktop background and
selecting Gadgets from the pop-up menu

U  Double-click a gadget to add it

There may be user-customization options for some gadgets e.g. currency. To set
options, hover the icon over a gadget then press the spanner icon. Note that
pressing the white cross that appears will remove the gadget from the desktop.

7 >NOW >Impieiap launcn point
Graphics Properties...
Graphics Options

Next desktop background
New

Screen resolution
me==(adgets
B personalize
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1.2 Customizing the Start menu

Customizing the Start menu will make life easier for you to find your favourite
programs and folders quickly and efficiently. Let’s start by identifying the different
components of the start menu before moving on to methods of customizing it.
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O‘I OUTLOOK

Nick
I P? Microsoft PowerPoint 2010 Documents
e = 4
Adobe Reader X AL
' —l| ) Music
w Microsoft Word 2010
J] Notepad

om Windows Media Player

Q-
. Kindle
@ Expert PDF 7 Professional

’/’3 Internet Explorer
\ P

Divider Computer
Control Panel

Devices and Printers

Default Programs

Help and Support

6 Microsoft SkyDrive

> All Programs

Pin a program icon to the start menu

Shortcuts to regularly used programs can be permanently attached (pinned) to
the start menu as follows:

U Right-click either an icon on the desktop or a program in the start menu
(under All Programs)

(] Select Pin to Start Menu

To subsequently unpin an icon from the start menu:
U Right-click the program in the start menu

a Select Unpin from Start Menu

Move the taskbar

The start button is located on the taskbar and cannot be removed. However, the
taskbar itself can be re-located to any of the four edges of the desktop by clicking
an empty space on the taskbar and dragging it to another edge.

The taskbar can be locked to prevent dragging by right-clicking in space on the
taskbar and unchecking Lock the taskbar.

Clear recently opened files or programs from the Start menu

You can remove recently opened files or programs to increase your privacy from
the start menu as follows:
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0 Open the Start Menu Properties dialog box by right-clicking in the space
just above the Shut down button and click Properties

U Clear one or both of the privacy check-boxes and click OK

The privacy check-boxes must be re-ticked if you want to subsequently display
recently opened files or programs again.

Taskbar | Start Menu | Toolbars
To customize how links, icons, and menus look and

behave in the Start menu, click Customize.

Power button action: |Shut down VI

Privacy

Store and display recently opened programs in the Start menu

Store and display recently opened items in the Start menu and
the taskbar

How do I change the way the Start me ks?

[ & H Cancel ] Apply

Adjust the number of shortcuts for frequently used programs

You can adjust the maximum number of programs that can be pinned to the start
menu as follows:

O  Open the Start Menu Properties dialog box as above
U Click Customize to open the Customize Start Menu dialog box
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a Change the number under Number of recent programs to display
U Click OK

Start Menu | Toolbars

To customize how links, icons, and menus look and
behave in the Start menu, click Customize. .

Power button action: | Shut down - 1. Customize

Privacy

Store and display recently opened programs in the Start menu

Store and display recently opened items in the Start menu and
the taskbar

() Display as a menu

() Don't display this item
Default Programs
Devices and Printers
"L Documents

(@) Display as a link

() Display as a menu

() Don't display this item
la Downloads

(") Display as a link

() Display as a menu

(@ Nnn' dicnlow thic #nm

Start menu size

Number of recent programs to display:

Number of recent items to display in Jump List

Use Default Settings
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Customize the right pane of the Start menu

The Start menu right pane contains items such as Computer, Control Panel and
Pictures. You can add or remove items and also change whether they appear as
links or menus as follows:

U Open the Customize Start Menu dialog box as above
U Amend settings as necessary then click OK
You can restore defaults with the Use Default Settings button at any time.

You can customize how links, icons, and menus look and behave on the
Start menu.

e
(@) Display as a link
(*) Display as a menu
(©) Don't display this item
[¥] connect To
I Control Panel
(@) Display as a link
(*) Display as a menu
() Don't display this item
Default Programs
Devices and Printers
" Documents
(@) Display as a
() pisplay as a
() pon't display
la Downloads
() pisplay as a link,
() pisplay as a m
B Nan't Adicnla ¥

Start menu size

Number of rece

Use Default Settings
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Search for programs from the Start menu

To search for programs from the Start menu:
O  Click the start button

U Type a word or phrase in the search box

Note that the search will also return other items such as documents or music files
as well as programs that satisfy the search criteria.

Programs (26)

. Windows Explorer
£Z, Windows Anytime Upgrade
/ Windows DVD Maker

Control Panel (72)

‘ Windows Firewall
&4 Windows Defender
3 Windows CardSpace

Documents (9648)

2| Flowers In The Windows
{j Renovations_Flat_5_Jan_05_-_RBKC_windows
. 14 Lookin' Through the Windows

Music (59)

. 16 Because We Believe, song

~~ See more results

lwindowsl X ‘ 4Shut down ‘ > |

Add the Run command to the Start menu

The Run command is an alternative method for opening a program, folder,
document or Internet resource in Windows.

To add the Run command to the Start menu:

U  Open the Customize Start Menu dialog box
O  Click Customize

U  Tick the Run Command check box

O  Click OK

To use the Run command

a Click Run from the start menu

Q Type the name of a program, folder, document or internet resource in the
dialogue box
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4 Click OK

Type the name of a program, folder, document, or
Internet resource, and Windows will open it for you.

w OK ]‘ Cancel H Browse...

1. Enter item
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2 WORKING EFFICIENTLY WITH FILES AND FOLDERS

Section overview

m  Working efficiently with files and folders

2.1 Working efficiently with files and folders
Introduction to files and folders

Definition: Files, folders and subfolders
o)

Files are the stored contents, for example images, text or music. Three specific
types of files we encounter in this syllabus are Microsoft Word documents, Excel
Worksheets and PowerPoint presentations. In Microsoft Windows files are
represented by icons or name lists.

If an office had thousands of paper files lying around it would be virtually
impossible to find anything. This is why filing cabinets are used for paper files.

Similarly, folders are computer versions of filing cabinets that are used for storing
computer files. In fact folders can contain other folders which themselves contain
other folders and so on. These are called subfolders. You may think of a folder as
a cabinet and a subfolder as one of its compartments.

Definition: Libraries
o)

A library is a virtual folder to which you can link other folders or files. This allows
you to group all similar file types in one searchable location.

Note though that this does not actually move the underlying folders or files into
the library - Windows creates a collection of virtual links to form the library.

Windows 7 provides four default libraries to assist users in managing their files
and getting organized:

- Documents - e.g. Word, Excel and PowerPoint documents
- Pictures - e.g. digital pictures from a phone camera or scanner
- Music - e.g. songs from an audio CD or downloaded from the internet

- Videos - e.g. clips from a digital camera or camcorder

Working efficiently with files and folders

In any modern office, organisation and smart working practices contribute to an
economic, efficient and effective working environment. These concepts are the
same when using your computer where careful organisation and smart working
practices can help you navigate the system with ease and efficiency.

The below notes give guidance on a number of simple techniques which when
taken together help to equip a computer user to work more efficiently with files
and folders.

These techniques include:
a Folder views
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O  Opening files using Explorer

U  Deleting files and folders using Explorer
U  Using the search facility

O  Archived files

a Using tags

U  The recycle bin

O  Finding downloaded files

Folder views

Windows Explorer is the standard interface for opening, saving, renaming,
deleting and moving files. There are a number of ways of opening Windows
Explorer:

u Within programs such as Microsoft Word, Excel or PowerPoint
. When you first save a new document
. When you click Save As
o When you click Open

O  Right click on the Windows Start button on the Windows Taskbar then
select Open Windows Explorer

NEW PC 1o, R(GAEE 111 B O N I B
Properties i

Open Windows Explorer -
= " -— sy S

The below example and subsequent table give some tips and hints as to how to
work efficiently with Windows Explorer.
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File Edgit View Toolks Help

Organize ~ = Preview =

Favorites

Il Deskiop
o« Libraries
* Documents
4. Music
», Pictures
& My Pictures
). Public Pictures
. Sample Pictures
B videos
A Nick
& Computer
& Network
58 Control Panel

1 item sefected

L@ ). > Libraries » Pictures » Sample Pictures

Shara with ~

Cheyzanthemum
Desent
Hydrangeas
Jeltyfish
Koala
Lighthouse

Pakisian

Penguins

PR RRRNW

Tulips

Explorer part

Description

Backward / forward
buttons

Use the back button to navigate to the previous folder
viewed. Use the forward button to return to the later

page.
Think of your navigation of folders like climbing a ladder -
each folder you view represents a rung on the ladder with

backward and forward simply moving you up or down the
ladder.

Address bar

Use the Address bar if you know the address of the
folder you wish to navigate to.

Once in a folder you can single-click in the address bar to
display the full address. This can be copied and pasted
as text if needed elsewhere.

Navigation pane

Double-click a folder to show contents.

Column headers
and file list

Clicking on a column header re-orders the list of files.
The order toggles between ascending and descending.

For example you could click on the date column in order
to display the earliest or latest file modified at the top of
the window.
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Explorer part Description

To add and remove columns from the file list, right-click
on any column header then tick or un-tick column names.

You can re-size the width of columns by hovering over a

column boundary. Once the mouse arrow changes into a
double-ended horizontal arrow <-|-> hold the left mouse

button and drag the mouse right or left to resize

Search See Using the search facility on next page.

Preview button and The preview pane is one of the most useful features of

preview pane Windows Explorer as it allows you to quickly preview the
contents of (most) files such as email messages, text
files and pictures.

The preview pane can be opened and closed by clicking
the preview button.

View Options Click View Options to change how the information is
displayed in the file list. Choose between options such as
‘Details’ (shown in the illustration above), tiles,
small/medium/large icons.

Opening files using Explorer
To open files using Explorer either:

O  Double-click the file in the file list to open using the default program
associated with the selected file type. For example, Survey.docx would
open in Microsoft Word; or

a Right-click on a file in the file list then select a program under the Open
With option

Deleting files and folders using Explorer
To delete the selected file or folder and move it to the recycle bin:

U  Highlight the folder or file to be deleted in either the navigation pane or file
list. Then press the DELETE key

O  Alternatively, right-click on the highlighted file/folder then select “Delete”.

Note that anything placed in the recycle bin consumes disk space. Therefore if
you are absolutely sure you don’t need a file or folder (i.e. there’s no going back if
you subsequently change your mind) you can perform what is called a ‘hard
delete’.

To execute a hard delete:

U  Highlight the folder or file to be hard deleted in either the navigation pane or
file list.

O  Press SHIFT+DELETE

O  Click yes when prompted if you want to permanently delete the file (or
folder)
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Delete File X

Are you sure you want to permanently delete this file?

W Chrysanthemum - Copy

Item type: JPEG image

Date taken: 14/03/2008 13:59
Rating: 4 Stars

Dimensions: 1024 x 768

Size: 858 KB

Using the search facility

There are a range of options you can use to search for items in Microsoft
Windows:

U  Search for programs and files from the Start Menu — refer to section 1.2
under the heading “Search for programs from the Start menu”

U  Use the search box in Windows Explorer. Type a search string into the
search box at the top right of Windows Explorer (see the illustration above)
exactly as you would if searching from the Start Menu.

a Use a search filter
. Click in the search box in Windows Explorer

. Click one of the options under Add a search filter. This will prompt
Windows to prepare a filtered list which you can then select from to
execute the search. For example clicking on Artists in the music
library will produce a list of artists that you can select a specific artist
from.

Note: the options will vary depending on the type of library or folder
you are viewing e.g. Date taken, Tags, Type apply for the photo album,
Albums, Artists and Genre are applicable to the music library and Date
Modified and Size are applicable to general folder lists.

T L . S

v]¢,H

| forecast

~| accounts

Add a search filter

Date taken: Tags: Type:

AlTangoc oy, TOTACT

U  Expand the search beyond a specific library or folder:
o Type a word in the search box.

. Scroll to the bottom of the list of search results. Under Search again
in select one of the locations:
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No items match your searc

| Libraries & Computer |~ Custom.. & Internet

- Click Libraries to search across every library

— Click Computer to search across your entire computer. Use
this method to search for files that aren't indexed such as
system or program files. Note that the search will be slower as
the scope is so much wider

- Click Custom to search specific locations

- Click Internet to search online, using your default web browser
and your default search provider

Archived files

As part of efficient file management your firm may have a policy of archiving files
that have not been accessed for a long period. This involves moving files from
expensive quick-access storage facilities to cheaper but less-quickly accessed
archive storage.

Think of it a like having a paper file on your desk where space is a premium yet
the file is on hand versus storing the file downstairs in the basement archive
where there’s more space but it involves a trip to the basement to access the file.

Some computer systems automatically archive files whereas others may require
manual archive management.

Depending on the type of archiving system you may need to contact the IT
department to restore archived files or it may be a simple case of using Windows
Explorer search facility on the network (or archive) drive.

Using tags

Definition: Tags
B

File properties are details about a file such as date last saved or author name.
Another popular property is the Tag. Tags are essentially personalised properties
that can make your files much easier to find.

To add a tag:

U  Right-click the file name in the file list then select Properties
U  On the Details tab click to the right of Tags and type the tag
O Click OK
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QJ Morton 360 Premier Edition 4
& Create SimpleTap tile
Restore previous versions

Send to 4
Cut
Copy

Create shortcut
Delete
Rename

Open file location

Properties

| Tags illustration - (Excel file) Properties

| General | Security| Details | Previous Versions

Property Value
Description

Title

Subject

Tags ICAP
Categories
Comments

Origin

To search for files with a particular tag simply type the tag into the Windows

Explorer search bar.

For example:
E - a 0

Documents li

brary

t__l Tags illustration - (Excel file)

CAUsers\Public\Public Documents

Documents

The Recycle Bin

Libraries W Computer Il Custom

Al Hlhect 04/04/2013 1211
Sze 81438
Nick
Tage ICAP

= Intemet

The recycle bin is a hidden folder on the C-drive that temporarily warehouses
deleted files. As mentioned above, there is a big difference between delete and

hard-delete:

U Delete moves files (or folders) to the recycle bin but does not frees-up disk

space
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O  Hard-delete actually erases a file or folder and frees-up disk space

In order to maximise available storage space you should periodically review the
contents of the recycle bin and either hard-delete the contents (empty the bin) or
recover files from the bin.

To empty the bin:
a Right-click the bin icon on the desktop then select Empty Recycle Bin

Empty Recycle Bin

Create shortcut
Rename

Properties

U Alternatively you can open the Recycle Bin folder in Windows Explorer and
click Empty Recycle Bin on the toolbar

To recover items from the bin:

U  Open the Recycle Bin folder in Windows Explorer by clicking the
“Recycle Bin icon” on the desktop

U  To restore an individual file right-click the required file then click Restore

OAG*l i » Recycle Bin

File Edit View Tools Help

Organize v Empty the Recycle Bin Restore this item

. Favorites [C] Name
Restor‘eﬁ‘n 7_100885613426394_
B Desktop
| Libraries Cut
‘.. Documents Delete
4 Music Properties
=, Pictures o LP

O  To restore the whole contents of the recycle bin select the folder in the
folder list then click Restore All Items on the toolbar
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|' I j "\, * Recycle Bin
File Edit View Tools HMelp
Organize * Empty the Hecycle 8in Restore all items

Name

. Favontes

549787 10088561342

4 B Desktop 1348465556027
4 _ Librares Custom
Documents = 1354403822330
4 Music = 1354403853230
AL Pictures P
K videos = 1353009607342
R Nick ~ IMG_0347
& Computer 2012002415

W Network
Bl Control Panel
% Recycle Bin

Finding downloaded files

When you use Windows Internet Explorer to download a file from the Internet
(e.g. a pdf format file of some company accounts that have been posted to the
web) you are prompted as to where you would like to store the file.

If you don't specify where you want the file to be stored the following default
locations will be used:

d Programs, documents, and webpages are saved in the Documents folder
a Pictures are saved in the Pictures folder

To find the file you downloaded click the Start button on the desktop taskbar
then select either Documents or Pictures

B Acobe Reader X »
Wi Microson Word 2010

DOCuments

Plctures
Music
Computer

ontrol Paned
Daevices andd Printers
Detanilt Progiams

Help and Suppont

p v

Ll I 5

W o BN
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3 CHAPTER REVIEW

Chapter review

Before moving on to the next chapter check that you now know how to:
m  Perform core Windows tasks such as customize the desktop

m  Work efficiently with files and folders
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Security and safeguarding your work

1 Introduction to computer security
2 Using core Windows security features
3 Chapter review
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INTRODUCTION

Learning outcomes

LO224 State the important information that could be recorded whilst a user is logged-
in

LO 225 Define basic controls and practices that should be adopted by users for
safeguarding of data stored in computers

Exam context
By the end of this chapter students will be able to:

m  Explain the basics of computer security with respect to the Internet, safeguarding data,
using email and logging user data

m  Use core Windows security features such as screen-savers, computer locking,
passwords and log-on/off
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1 INTRODUCTION TO COMPUTER SECURITY

Section overview

m Introduction to computer security

1.1 Introduction to computer security
Computer security

Computer security incorporates the protection of computer systems and the data
that they store or access. Given the widespread use of computers, their security
is a critical priority in the modern world. Businesses must take computer security
seriously in order to enhance the confidence of stakeholders in order to support
critical business processes and protect business information.

Computer security involves a blend of technical and user inputs. For example
locking a computer screen whilst a user is away from the desk is a useful security
measure but relies on the user remembering to lock the screen when leaving
their desk.

The Internet

The Internet is a particularly risky area resulting in firms employing highly
sophisticated security measures such as firewalls, encryption and virus
protection.

For example, a hacked computer (a computer that has been accessed without
authorisation) could give rise to:

u Recorded keystrokes and stolen passwords

O  Spam (unwanted) and phishing (attempts to illicit confidential information)
emails

Harvesting and selling email addresses and passwords
Accessing restricted, personal or client information
lllegally distributing music, movies and software
Infection of other systems

Hiding programs that launch attacks on other computers

[y Iy Iy Ay

Generating large volumes of data transfers, slowing down the entire
system

The business impact of the above security violations could be severe and include
any (or all) of the following:

U  Risk to security and integrity of personal or confidential information e.g.
identity theft, data corruption or destruction, unavailability of critical
information in an emergency

a Loss of valuable business information

O  Loss of employee and public trust, embarrassment, adverse publicity,
media coverage and news reports

a Costly reporting requirements in the case of a compromise of certain types
of personal, financial and health information
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a

Internal disciplinary action(s) up to and including termination of
employment, as well as possible penalties, prosecution and the potential for
sanctions / lawsuits

Many businesses will have an internet usage policy including contents such as

the following:

u Limiting internet use to business purposes

U Notification of the ability to track internet usage

u Prohibiting access to sites that are offensive to gender, sexuality, religion,
nationality or politics

U  Ensuring that downloads only occur from a safe and reputable website

O  Prohibiting downloading executable (program) files as well as pirated
music, movies or software

O  Prohibiting providing the users’ business email address to limit the
likelihood of SPAM and PHISHING

O  Consequences of violation

Safeguarding data - controls and best practice

Common safeguards include:

a

a

U U

Use strong, cryptic passwords that can't be easily guessed - keep them
secret and change frequently

Make sure the computer's operating system and applications are protected
with all necessary security patches and updates

Make sure the computer is protected with up-to-date antivirus and anti-
spyware software

Users should avoid clicking on unknown or unsolicited links or attachments,
and downloading unknown files or programs onto their computer

Avoid sending information via standard, unencrypted WiFi (which is
especially easy for hackers to intercept). Encrypted WiFi scrambles the
signal making it useless to hackers unless they have the codes to decrypt
it.

Using "https" in the URL before entering any sensitive information or a
password. (The "s" stands for "secure".)

Avoid standard, unencrypted e-mail and unencrypted Instant Messaging
(IM)

Backup data frequently. Keep one backup copy off-site (i.e. at a separate
physical location)

Perform frequent systems maintenance to ensure performance does not
erode

Update hardware to keep pace with the speed of change of the software it
supports

Take out adequate insurance cover for systems and software
Invest in an uninterruptable power supply

Document systems and keep the documentation up-to-date for system
amendments
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Email usage policy

Many businesses adopt an email usage policy which is driven by both
commercial and security reasons. Typical policy content might include:

O  Prohibiting the use of personal email accounts for business matters
Check email regularly
Organize emails efficiently

Use of professional standards and courtesy in messages

(I Ny Iy

Prohibit email use for unlawful purposes (copyright infringement, obscenity,
slander, fraud, computer tampering, etc.)

U

Prohibiting email use outside your firm’s policies

U

Prohibiting sending large attachments

U

Prohibiting opening email attachments from unknown sources (as they may
contain malicious software)

Prohibiting accessing email accounts of other individuals
Prohibiting sharing email account passwords

Prohibiting excessive personal use of your firm’s email
Notification that the firm will monitor email

Reporting of misuse

U000 0~D0

Disciplinary action for any breach of policy
Logging of user-data

Many firms and systems have the ability to log information about users. On the
one hand whilst this can help firms monitor their staff’s work and adherence to
internet and email policies it can sometimes be argued that it causes resentment,
suspicion and a general lack of trust.

However, in today’s increasingly litigious society firms are increasingly duty
bound to ensure they do everything possible to monitor and control their staff
through maintaining a tight audit trail (a record of past activity). This could be
referred to in a legal defence (e.g. disputing the terms of a client order) or might
be useful in diagnostics (e.g. a flight recorder).

Logs are typically either event-oriented or keystroke recorders. Examples of
important information that could be recorded in a typical office environment whilst
a user is logged-in include:

a Internet sites visited

Log-in and log-out times (to calculate hours worked)
Emails sent and received

Idle time

Which files and programs have been accessed

Key strokes

Conversations made using VolP

Number of log-in attempts and entries of an incorrect password

[ Iy Ny Iy Iy By Iy

Details of documents faxed and sent to a printer
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Windows Administrator accounts have the ability to maintain the following logs:
Application (program) events

Security-related events

Setup events

System events

[y Iy Iy

Forwarded events (events forwarded from other computers)
Safeguarding stored data

In addition to adopting the above security procedures the following techniques
are also often used by firms to assist in further safeguarding of stored data:

u Maintain version-control of files so that you are always working on the latest
version of a document. This is particularly important with documents that
require editorial input from multiple users.

U  Employ a DBMS (database management system) to control access to
shared files to avoid editing conflicts

a Routinely checking the accuracy of standing data

O  Avoid data duplication with stored data as this can lead to inconsistency in
master files and loss of integrity of client, customer or employee data.
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2 USING CORE WINDOWS SECURITY FEATURES

Section overview

Logging on and off
Locking the computer in Microsoft Windows

m  Using the Windows screen-saver

m  Changing your Windows password

2.1 Logging-on and -off

When a user logs-off from Windows all the programs they were using are closed
but the computer is not turned off. This makes the computer available for another
user to log-in to without needing to re-start the computer.

If another user subsequently switches off the computer the first user’s information
(files, emails etc.) will already have been automatically saved by Windows during
log-off.

To log-off:
O  Click the Start button on the desktop taskbar
O  Select Log off from the Shut down menu

Alternatively you can use ‘Fast user switching'. This is similar to a full log-off in
that it makes the computer available for another user to log-in to. However, with
fast user switching Windows does not automatically save files that are open
before logging the first user off. Therefore you should save any open files before
switching users as any unsaved data will be lost if a subsequent user switched
off the computer.

To use fast user switching:
O  Click the Start button on the desktop taskbar

Q Select Switch User from the Shut down menu

Alternatively:

O  Press CTRL+ALT+DELETE and then click the user that you want to switch
to

Switch user
Log off
Lock

Restart

Sleep
Hibernate

2.2 Locking the computer in Microsoft Windows

A locked computer prevents unauthorised access to the desktop without using a
correct password.
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To lock the computer either:

Press CTRL + ALT + Delete
Select Lock this computer

Click the Start button on the desktop taskbar

Select Lock from the Shut down menu

Switch user
Log off
Lock

Restart

Sleep
Hibernate

To unlock the computer simply type in the password and hit the ENTER key.
Note that Windows passwords are case-sensitive so check Caps Lock is not
activated when entering your password.

2.3 Using the Windows screen-saver

Screen savers were originally used to save older, monochromatic monitors from
damage, but now they're mainly a way to personalize your computer or enhance
its security by offering password protection.

To set-up the screen-saver:

a
a
a

Right-click on the desktop and select Personalize
Click Screen-saver to open the screen-saver dialog box
Amend settings including any or all of the following:

. Select screen saver type from the drop-down menu. Note some
screen savers have customizable settings you can amend from the
Settings button

o Change the period of inactivity required to start the screen saver

. Require the user to re-log-in to resume their desktop session by
ticking “On resume, display logon screen”

Click OK
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2.4 Changing your Windows password

You can help keep your computer secure by changing your Windows password
regularly and using a strong password (mixture of alpha-numeric including both
upper and lower-case).

The two common methods for changing your password are:
Method 1
O  Press CTRL+ALT+DELETE
U  Select Change a password
a In the prompts provided:
. Type the old password
. Type the new password
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. Confirm the new password

. Press Enter

Method 2

a

(I I I

Press Start on the taskbar and select Control Panel

Click User Accounts and Family Safety

Select Change your Windows password under User Accounts
Click Change your password

Enter your current password, new password, confirm your new password,
then click Change password

If you forget your password it can be reset by one of the following methods:

a

a

Log-in under an administrator account and re-set the password for the
relevant user account

Use a password reset disk for the account (or the password reset
information stored on a USB flash drive). A password reset disk should be
created when you first set-up your computer — see the manufacturer’s
instructions for your machine.

Note that data such as unsaved files may be lost if the administrator account has
to be used to reset the password.
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3 CHAPTER REVIEW

Chapter review

Before moving on to the next chapter check that you now know how to:

m  Explain the basics of computer security with respect to the Internet, safeguarding
data, using email and logging user data

m Use core Windows security features such as screen-savers, computer locking,
passwords and log-on/off
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Introduction to Microsoft Excel

1 Introduction to Microsoft Excel

2 Creating a new workbook
3 Backstage view

4 Printing
5

Chapter review
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INTRODUCTION

Learning outcomes

LO 3.7.1 Demonstrate adequate knowledge in creating and editing Excel templates

Exam context

Many students will have some kind of prior experience of Microsoft Excel from their former
studies, job or even home life. However, this exam assumes no prior knowledge. Therefore
do not be alarmed if you have not used Microsoft Excel previously.

As with all the Microsoft Office based chapters in this Study Text you will benefit significantly
from having access to Microsoft Excel in order to practice the techniques described. Active
learning through practical experience will not only help you remember new techniques but
also ensure you have understood exactly what has been described.

By the end of this chapter students will be able to:

m  Open a new, blank workbook

m Base a new workbook on an existing workbook

m Base a new workbook on a template

m Create and edit your own templates

m  Recognise and use some components of the Office Backstage view

m  Print from Microsoft Excel
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1 INTRODUCTION TO MICROSOFT EXCEL

Section overview

m Introduction to Microsoft Excel 2010
m  Practical uses for Excel

1.1 Introduction to Microsoft Excel 2010

Definition: Microsoft Excel 2010
o)

Microsoft Excel is a component of the Microsoft Office productivity suite for
Microsoft Windows and is the successor to Microsoft Excel 2007

Microsoft Excel 2010 is the official ‘number cruncher’ of the Microsoft Office 2010
suite. Microsoft Office 2010 marked the debut of free online versions of Word,
Excel, PowerPoint and OneNote which work in the web browsers like Internet
Explorer, Firefox, Chrome and Safari.

Microsoft Office 2013 was launched in early 2013 but the new functions in
Microsoft Excel 2013 suite are outside this syllabus (e.g. FlashFill, PowerView
and Timeline Slicer in Excel). Therefore this Study Text will refer to the Microsoft
Office 2010 suite throughout.

1.2 Practical uses for Microsoft Excel

Microsoft Excel’s substantial power and flexibility make it a useful tool for both
personal and business use. It can be used to analyse, track and tabulate
numbers and alpha-numeric data.

Some examples of how it is used include:

Use Comment

Manage personal Track income and expenses by day, month or year. Use
finances Excel’s built-in mathematical functions to automatically
calculate routine or complex equations.

Manage business Track sales orders and purchase orders, monitor bank
finances balances, create forecasts and budgets

Create a calendar Makes the entry of dates in an Excel worksheet quicker,
easier and more intuitive. Uses might include using the
calendar to track the progress of a project, record
important client events or track staff movements.

Plan and manage Whether you are planning a large work project, a

a project or event  wedding or holiday, you could use Excel to keep track of
multiple tasks and deadlines, and as a central database
of all information and files you need to execute the
project or event

Create lists Excel's convenient tabular layout makes it easy to format
many different types of lists.
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Use Comment

Maintain an Create an address book to manage your mailing labels.

address book Functions such as filter’, ‘sort’ and ‘search’ make it easy
to create and manage a large contact list.

Display data in From using a pie-chart to show the share of votes in an

charts election to a bar chart showing average monthly rainfall

and temperatures, charts and graphs are an effective
visual-aid available in Excel.

Log time in Many employees use an excel workbook to maintain
timesheets timesheets. They will log data such as time worked on
each client, tasks performed and expenses incurred.

1.3 Basic components of an Excel workbook

Definition: Workbook
o)

A workbook is a file that contains one or more worksheets (also called
spreadsheets) that can be used to organize various kinds of related information.

The basic components of an Excel workbook include the following:

Component Comments

Workbook The overall file that contains one or more worksheets

Worksheet Individual spreadsheets that belong to a workbook

Row An Excel 2010 worksheet has 1,048,576 rows numbered
from 1 to 1,048, 576

Column An Excel 2010 worksheet has 16,384 columns ranging
from column A to XFD

Cell An Excel 2010 worksheet has 17,179,869,184 cells

which are identified by their column and row position. For
example cells A1 and CF38. Cells are where the user
enters data.

Name box This is used to identify either individual cells or groups of
cells.
Formula bar The formula bar shows the value or formula entered into

the upper-left most selected cell.

Ribbon and tabs  The logical groupings (tabs) of commands that can be
accessed from the top of the Excel screen. Each tab
relates to a type of activity — e.g. laying out a page (Page
layout), or writing (Home)

Menus A menu is a list of options that become available when
you click on a ‘drop-down’ arrow
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2 CREATING A NEW WORKBOOK

Section overview

Open a new, blank workbook
Base a new workbook on an existing workbook

m  Base a new workbook on a template

m Create and edit your own templates

2.1 Open a new, blank workbook
There are a number of ways to open a new, blank workbook.

U Click Microsoft Excel 2010 from the start menu. This launches a new
session of Excel and a new blank workbook will open automatically.

— Review Vi
0 *; OUTLOOK i
’)(T'?l Microsoft Excel 2010 Nick
|
’ P? Microsoft PowerPoint 2010 Documents
|
Adobe Reader X T
m ) Music
Microsoft Word 2010
. templates N
Computer
OIU Windows Media Player
= Searc
Control Panel
SES
Devices and Printers 2.
. Kindle = 4
: Default Programs ~
@ Expert PDF 7 Professional
= Help and Support
’;A Internet Explorer
=
-sl / 7
ey ‘ Notepad /

) HP Scan Letters L

All Programs

d If Excel is already open click New + Blank workbook on the File tab. This
will open a new workbook in addition to the already open workbook.
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You can also press CTRL +N whilst in an existing workbook to quickly
create a new, blank workbook.

2.2 Base a hew workbook on an existing workbook

You may be able to save time and effort by recycling previous work and basing a
new workbook on an existing workbook. There are two ways to do this:

a

If Excel is already open click New + New from existing on the File tab.

1w
-

Home  Imset Fagelmsost Formslss  Dats  Developer  Sevew View  Expent POF

o e
Available Templates
W s s
& open 2 Home
o Clece
Info L -] F|'
Recent Blank Recent Sample My temglates|  New from
wWOrkbook Templates empiates “xating
Now
Office.com Templates merch Office
Print e ..
y TN /
Save & Send y -» | 4 y
- — |
Help Agendas Beoia Budgets Calendars Caras Chars and Fonms
hagrams
4 Optom
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Navigate to the existing workbook you wish to recycle through the dialog
box. Then click Create New.
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2.3 Base a new workbook on a template

Definition: Template

tracking sales or budgeting.

A template is a preformatted workbook designed for a specific purpose such as

Using templates can remove much of the set-up and design effort where a
template already exists that suits your needs. Furthermore it will help achieve
consistency in the ‘look and feel’ of your workbooks. This may or may not be of
benefit to you depending on how bespoke or standard your situation is.

Templates exist for a wide range of uses such as budgets, agendas, inventories,
invoices, reports, receipts and schedules. To base a new workbook on a

template do the following:
a Open Excel
U  Click New on the File tab

U  Now you have a range of options including the following:

1. Open a recently used template from Recent templates;

2. Open a template you recently saved in My templates; and

3. Open an Office.com standard templates.

Note — you may be offered further sub-options within a category. For
example Invoices opens a second suite of options from which you
might select Sales invoices and then finally the Basic invoice (see

3a, 3b and 3c below).

To open the selected template either double click the template or

click download when offered.
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2.4 Create and edit your own templates

Create your own template

To create your own template:

O  Create and design a workbook that you wish to use as a future template
Click the File tab
Click Save As

In the ‘Save as type’ drop-down select Excel Template, give your new
template a name, then click Save

000

LRI 2\ orks_Basiclnvoicel

any part of this workbook,

Protect

Prepare for Sharing

| = Roaming » Mtcroso Iemates

Organze New folder

. Tracing Name
& Computer
& Windows7_05 (C)
}. Dnwvi

I Document Themes
). LiveContent

mfg
Perflogs 3. Select Excel
Pragram Files Template type

File pame: ICAP B1 Template
Save as type:! [E;el Template

Authors: Nick

Your new template will appear now appear as an option in My templates when
you next open a new file from the File tab

ICAP B1 Jaxworks_B... Marketing
I Template budget plan
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Edit your own template

To edit a previously saved template:
U Click on the File tab
0 Click Open

Farmu

Fage Layowr

Information
CAUsers\Nick\AppData

Pen
a0

U Select ‘Templates’ file type

a Choose the saved template you wish to re-open to edit
0 Click Open

’- | % AppData » Roaming » Microsoft

2. Select template to Narme :
open

L. Document Themes
). LveContent
L. SmartAn Graphics
V. L] KCAP B Tempiate
ﬂ laxworks_Basichwoice

”» Saved Games
L Searches
). Traong
& Computer o
& Windows?.08 (€ S MBI tudpet s 1. Templates
Drivers file type

i
) Ineel
L
)

MATS
mig

File pame |CAP B1 Template

Toos ~ Qpen Iv'] f-«c |

You can now edit your previously saved template such as adding or deleting
rows, columns, and worksheets, changing the contents of cells and adjusting
formatting. Once finished editing, simply re-save the file by either:

a Click File tab then Save; or
a CRTL+S

© Emile Woolf International

69 The Institute of Chartered Accountants of Pakistan



Introduction to Information Technology

3 THE OFFICE BACKSTAGE VIEW

Section overview

m  What is the Office Backstage view?
m  What can you do with the Office Backstage view?

3.1 What is the Office Backstage view

Definition: Office Backstage view
o)

The Office Backstage view is where you manage your Office files. For example
creating, saving and setting options.

In summary, the Office Backstage view is everything that you do TO a file that
you don’t do IN the file.

You get to the Microsoft Office Backstage view when you click on the File tab
within a Microsoft Office document. Note the consistent layout of Office
Backstage whether you're using Microsoft Excel, Microsoft Word or Microsoft

PowerPoint.
(1 e

Office
Backstage
view

E RS .
= Information about Book1
S
( PN KDt EWI Mt rad SUAPYS IAenanon Tenmadiog Al AR Terepates 200kl dis
- Ce
of Qi
Permissians
) | oo o copw st change sry gt i mantcot

et
Racent Woektoo
New

Prepare for Sharing
Frint Bedore JAaIng that Ak B meare 1A (1 (onmms
-

s TRRLTTETE F1CDRTYeS, [THRT BALS, SSPCIY TATE #A3 CHELAG TLPwS
Save & Send

S
My
d Ceeom Versiors
e ) Trerw s n previan versces of fas (e
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3.2 What can you do with the backstage view?

We’ve already seen in section 2 above how new Workbooks can be created via
the Office Backstage view. The full list of options includes:

Option Comment

Save Save the changes made in open Workbook

Save As Save the open Workbook (with the changes, if any) as a
new file by giving another filename

Open Open a Workbook from an existing file

Close Close the exiting Workbook. Note that if you try to close a

Workbook that hasn’t been saved since making
modifications you will be asked whether you'd like to
save or discard changes before closing

Info A logistical interface allowing you to protect Workbooks
(see later section), check for issues before sharing
workbooks (see later section), and manage different
versions of the workbook

Recent Re-open a recently used existing file

New Open a new Workbook — see section 2 above

Print Print a part or entire Workbook — see below

Save & Send Save and distribute the file either via E-mail, saving to

the Web (the Cloud — see below) or to SharePoint (a
network location that enables file sharing).

Help Access Microsoft Office help, contact Microsoft or check
for updates

Options Set options applicable to the whole Workbook such as
default font for new workbooks, default number of
Worksheets appearing in a new Workbook and editing
language

Definition: Cloud computing
o)

Cloud computing is the use of computing resources (both software and hardware)
that are delivered as a service over a network - typically the internet.

A recent trend has been for users to store files off-site rather than within their own
computer and access their files via the internet. This has the benefit of users being
able to access their files from any location (subject to an internet connection).
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4  PRINTING

Section overview

m  Previewing worksheets before printing
m  Printing worksheets and workbooks

4.1 Previewing worksheets before printing

Definition: Print preview

o

"D Print preview allows you to see on screen exactly how the worksheet will look when
you proceed with printing it to paper (or as an output file). This saves both time and
money by avoiding wasteful print-runs when further amendments may still be

required.

To preview a worksheet or worksheets:
a Select the worksheet or worksheets that you want to preview
Either click on File tab, click the Print Preview icon or press CTRL + F2

Data  Developer  Revew

Fage layout  Formudas

-1l .

Select a worksheet by clicking the
sheet tab e.g. Sheet1

To select multiple worksheets hold
the SHIFT key down then click
multiple tabs one after another.

M 4 » M Sheetl  Sheet2 Sheetd

The preview
shows on the
right

EK
Pt Active Shewts

Navigate
multiple
Worksheets here

Custom Mergins -

% Vid Shees on One Fage
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4.2 Printing worksheets and workbooks

Continuing the above example once you're in the print preview screen select

appropriate print options, double check the preview on the right hand side, then
click Print.

1. How many copies do

2. Select which you want to print?
printer to print to

. Proicsmart 352 seies (et 3. Print one sheet, the
- — S whole workbook, a selected
Setibngs area or specific pages?
4. Single or

| Pt Actioe Shewts
T[]
duplex printing? . tw

RNt on 2om Siaes " 5 CO”ated (eg 123, 123)
- sy or uncollated (11, 22, 33)?

Yeiy ST the ttive Shamts

6_ Se|ect > Forait Onentation
orientation e

wd M 5h om0 o

| Castom Medgine

8. Adjust margins and
scaling if necessary
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5 CHAPTER REVIEW

Chapter review

Before moving on to the next chapter check that you now know how to:
m  Open a new, blank workbook

m  Base a new workbook on an existing workbook

Base a new workbook on a template

Create and edit your own templates

Recognise and use some components of the Office Backstage view

Print from Microsoft Excel
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Formatting data and contents

1 Entering, formatting and editing data

2 Conditional formatting

3 Selecting, navigating and managing worksheets

4 Chapter review
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INTRODUCTION

Learning outcomes

LO 3.2.1 Use appropriate Excel features to create customized data formats for storing
currency and phone numbers

LO 3.2.2 Modify existing data formats to enhance readability
LO 3.3.1 Use the conditional formatting feature to highlight exceptions

Exam context

The usefulness of information can be both enhanced and eroded based on how it is
presented. This chapter equips the student with the skills to be able to use a range of
standard and customized formatting options in order to more effectively present information.
These include, for example, currency and phone number formats.

As ever, the best way to learn is through practical experience. Therefore you will benefit from
having access to Microsoft Excel in order to practice the techniques described in the study
text for yourself.

By the end of this chapter students will be able to:
m Enter, format and edit data

m View, copy and move data

m  Format numbers

m  Apply conditional formatting

m  Add comments

m  Manage worksheets

m  Understand how to select items and navigate around a workbook
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1 ENTERING, FORMATTING AND EDITING DATA

Section overview

Entering data
Formatting data

m  Editing data

m  Viewing data

m  Copying and moving data
m  Formatting numbers

1.1 Entering data

Entering data manually in worksheet cells

There are numerous options for manually entering data into worksheet cells.
Data can be entered one cell at a time, in several cells at the same time, and
even in more than one worksheet at the same time.

You can enter data as numbers, dates, text or times. The data can then be
formatted in a variety of ways.

To enter text or a number in a cell:
a Click a cell in your worksheet
O  Type the text or numbers that you want to enter, then press ENTER or TAB

Al - RV A Typehers

[l A | B ¢ 0
1 Tvuchets} l

2

To enter a date or a time in a cell:
u Click a cell in your worksheet
O  Type atime or date as follows:

e Time: To enter a time based on the 12-hour clock enter the time (using
a colon separator) followed by a space then type a or p. Without the a
or p Excel defaults to AM.

e Then press ENTER or TAB

Time format
“in A | | i now saved
Al . AV A 10105

A " [}
1 e J 1

e Date: Use a forward slash or hyphen to separate the parts of a date
e.g. 1/6/2013 or 1-Jun-2013
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e Then press ENTER or TAB

Date format

“ i A . 5 n now saved

A A o

| 7,‘#‘::.‘:1! ‘] I 1 ‘ 13
' X e—
U  Then press ENTER or TAB

To enter a time or date that stays current when you reopen a worksheet
use the NOW or TODAY functions

Clipboard Font
A3 A
A B
1 =NOW()
2 =TODAY()
3

A

Enter the same data on several worksheets at the same time

By making multiple worksheets active at the same time you can enter new data
or change existing data on one of the worksheets and the changes will filter
through and be applied to the same cells on all selected worksheets.

U Click the tab of the first worksheet that contains the data that you want to
edit.

O  Hold down CTRL while you click the tabs of other worksheets in which you
want to replicate the data. In this way all selected worksheets will become a

group.

Click tabs here

‘‘‘‘‘‘

O  Select the cell or range in which you want to edit exiting data (or enter new
data) on the active worksheet

U  Type the new data or edit the existing data in the active cell.
a Press ENTER or TAB to move the selection to the next cell.
The changes are applied to all the worksheets that you selected.

TIP: Click any unselected worksheet to cancel a selection of multiple worksheets.
Alternatively, right-click the tab of a selected worksheet and then click Ungroup
Sheets

CTRL-D and CTRL-R short-cuts

Two highly useful short-cuts are CTRL-D and CTRL-R. These are used to copy a
cell either downwards or to the right across a highlighted range.

CTRL-D
a Click the cell you wish to copy

© Emile Woolf International 78 The Institute of Chartered Accountants of Pakistan



Chapter 5: Formatting data and contents

a Highlight the cells directly below that you want to copy to either using
SHIFT-DOWN arrow or dragging the mouse downwards.

U  Then press CTRL-D

-‘ E]
CTRL-R

U  Click the cell you wish to copy

U  Highlight the cells directly to the right that you want to copy to either using
SHIFT-RIGHT arrow or dragging the mouse downwards.

O Then press CTRL-R

Wrap text in a cell

You can display multiple lines of text inside a cell by wrapping text:

U  Click the cell where you wish to wrap the text

a Click ‘Wrap Text on the Home tab within the Alignment group
Note: this only impacts the cells that are selected.

n Pt bworiwes e ws Cwekze  fwe e
- - = .
n u A - e - ‘ e
i 0 LR < » A B EE BE Wuepaims W
At . £ This tee is losg end reeds wiapping
n n ( 0 L f “ M

N A i FUP S R = [P === ‘Wrap Text’
",. [ V| o r A EEE F® Huvpsine
AL - £ Thin teet in long and seeds wragging
I3 n C D 13 ¥ [+ M
This 10t is
ong aed
wnly
1 |wrappng
Change the font

O  Select the cells containing the data you wish to format.
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O  Onthe Home tab select the format settings from the Font group

h:j $  Calibri it | A
Paste B 7 U-~-| &+ & A~
5 j =]
Clipboard & Font =

Enter a series of data, such as days, months or progressive numbers

U  Type the starting value in a cell, and then in the next cell type a value to
establish a pattern. E.g. if you want the series 1,3,5,7,9 etc. type 1 and 3 in
the first two cells.

O  Select the cells that contain the starting values, and then drag the fill handle
across the range you want to fill.

O  Note: tofill in increasing order, drag down or right. To fill in decreasing
order drag up or to the left.

Drag the fill
handle

Select starting
values

e W o-

Insert a line break in a cell

You need to use a keyboard shortcut to add spacing between lines or paragraphs
of text in a cell.

u Double-click the cell in which you want to insert one or more line breaks
O  Click the exact location where you want to break the line
a Press ALT+ENTER to insert a line break

Click exact

location

Insert a bullet symbol into a cell

If you have a numeric keypad on your keyboard:

O  Click in the cell where you want to add your bullet symbol
O  Press ALT+7 using the numeric keypad on your keyboard

If you don’t have a numeric keypad (typical of laptops) you must enable Num
Lock before entering a bullet symbol (typically using Fn+Num Lock or
SHIFT+Num Lock) then disable Num Lock to continue typing. You'll also need
to use ALT+ENTER as we learnt above to insert the line breaks in the cell.
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Insert cells, rows and columns

Blank cells can be inserted to the left of or above the active cell on a worksheet.
When this happens, Excel shifts other cells in the same row to the right or in the

same column down to accommodate the new cell(s).

There’s a similar affect with inserting rows above or columns to the left of the

selected column or row.

To insert blank cells:

U  Select the cell (or range of cells) where you want to insert new blank cells.
Note — you must select the same number of cells as you want to insert.

U  Onthe Home tab, click Insert Cells on the Insert drop-down.
Alternatively right-click the selected cells and then click Insert

U Click the direction in which you want to shift surrounding cells in the Insert

dialog box

.

Insert

| Inzert

Shift cols nght
Q)/Shift cubs gown
Entire row

Entire cokurmn

oK

|

|

Cancel l

To insert blank rows or column

S:

Maoaday

Tuesday

Fricday
Saturday
Sunday

a Follow a similar procedure as when adding cells, except from the Insert
drop-down select Insert Sheet Rows or Insert Sheet Columns instead.
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1
L

Insert 8 F

.
e ol |
sheet row - s+ o 2
L »”
¥ e "'” e Monday 1
Morday 1 Toesday 2
P 2 Wednesdsy 3
Wodvadey 3 Blank row : .
Thundey ‘.
S g appears s
‘
T sarstoy ? ” -(' s
Wnrensay " SR -
o 7 Wednesdey L]
Avy 1w :
hursday
Friday 10

Deleting cells, rows and columns

The DELETE key on the keyboard only deletes the contents of the selected cells
rather than the cells themselves. To delete the actual cells, rows or columns use
the Delete option in the Cells group on the Home tab. Select Delete Cells,
Delete Sheet Rows or Delete Sheet Columns as applicable.

2. Delete 5 % =
Sheet Rows N L amcay] i
Tabie * e - — <
B A
K o N L "
oy - :
3. Six rows 3
were deleted 3
9

1. Six cells
are selected

Tharday
Friday 10

1.2 Formatting data
Formatting data assists in improving the readability of a worksheet. The following
notes provide an introduction to the most common formatting techniques.
Cell borders
U Select the range of cells to which you wish to add a border
U Click the arrow next to Borders in the Font group on the Home tab

a Click the border style that you want
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3. Choose 8 K e
x y 2 O 3 2. Select cell
PeIEETI® Eet = to add border

1. No - ——
borders... 4. Border
added!

(]

[em—— 1,000

Reverue
Cost of sales )

: .' - : . Cost of saled (300
Gross f.mm 6 e Grosa profn w0
Cell colouring

0  Select the cell or range of cells that you wish to colour

U Select the colour you want (theme or standard) from the Fill Colour within
the Font group on the Home tab

1. No

- o eaw o shading...

—. e o roam

3. Select
colour...

B el el
o BT L LD L L

v

o I , 5 - 2. Select
i ““llll T e cells to
.w

Casany.
- R o S

weom
- Ll Ll Ne naoee o nam

ED: § ; R 4. Shading
Revessn  Capowum  Gooss mcome

Lo 100 000 S0 000 40000 added'

fed 120,000 SO0 20,000

Mo 130000 i oon 000

Text colouring

U Select the cell or range of cells containing the text you wish to format.

U Click the colour (either theme or standard) in the Font Colour drop-down in
the Font group on the Home tab.

Note: you can also select one or more parts of the text within a cell to apply
different text colours.
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Starts as
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Text alignment

U Select the cell or range of cells containing the text you wish to align.

U Click the alignment option that you want in the Alignment group on the
Home tab (see illustration below for types of alignment)

Home Insert Page Layout Formulas Data Developer Review View

z] % calibri 11 <A A P~ S Wrap Text

Paste ¥ B r u-| Z~ 5~ A- £ Merge & Center ~

Clipboard & Font =
| Al . - | Top Choose

A B , ¢ alignment
To
R Middle here
1 Bottom
2 Left Middle Right

Add or remove a sheet background

A sheet background is used for display purposes only and is not printed.

To add a sheet background:

U Click the worksheet you want to add a background to

O Click Background within the Page Setup group on the Page Layout tab
d Select your desired picture, then click Insert.

To remove a sheet background click Delete Background in the Page Setup
group on the Page Layout tab.
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Gridlines

Gridlines are the faint lines that appear around cells in your worksheet to help
you manage your work by distinguishing cells.

Gridlines can be removed or reinstated by ticking or un-ticking the View option
under Gridlines in the Sheet Options group on the Page Layout tab.

Note that by default gridlines do NOT appear when printing. To show (or
subsequently remove) gridlines on printed output tick or un-tick the Print option

under Gridlines on the Page Layout tab.

Formulas Daa Developer Payew Vew Expent ¥0F

E‘Aa !l"rlu’i » - n l—t[ "l " =] _‘g o Width: Atomatn = Gridlines  Headings _I‘

==3 [a]ronts — s — $1 Heigrt: aomati - [ view | V| view

Themes Margns Onantaticn  Sae Pnint Rackgroend  Print Bang
- [Ofemeas - ¥ = = Area- Titlee | TN Stale; (100% Print Prnt | Farwaed

Thomes Paoeseup - I
Al v £ Wonth

Al A ‘ B c D . H |

1 [Month ] Revenue  Expenses  Grossincome Gridlines

2 Jan 100,000 60,000 40,000 switched on

3 Feb 120,000 90,000 30,000

4 Mar 110,000 75,000 35,000

3
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Erxpert POF
s = » i e Widthe Automath « Grdlines  Heading

11 Height; Automatic -

Margins Qrienstation  See Priett Background Pret -
. . . Afea * Tithes A Scale:  100%

ale to Fit

Al v J~ Month

- 2 - = Gridlines ¥ :
1 Revenue Expenses  Gross income .
2 lan 100,000 60,000 40,000 switched off
3 Feb 120,000 90,000 30,000
4 Mar 110,000 75,000 35,000
5
Underlining

The quickest method is to use a keyboard shortcut. Highlight either the relevant
text within a cell, a cell or selection of cells, then press CTRL+U. To remove the
underlining, press CTRL+U again.

Bold text

The quickest method is to use a keyboard shortcut. Highlight either the relevant
text within a cell, a cell or selection of cells, then press CTRL+B. To remove the
bold effect, press CTRL+B again.

Indentation and orientation

We've already seen how text can be left/center/right and top/middle/bottom
aligned. We've also seen how text can be wrapped within a cell.

Other alignment options include indentation and orientation.

a Increase or decrease indentation using the indentation buttons within the
Alignment group on the Home tab.

a Change rotation by selecting an option from the Orientation drop-down in
the Alignment group on the Home tab.

The below example incorporates the following rotations:
a 1. Angle Counterclockwise

O 2. Vertical text

u 3. Rotate text up

U 4. Rotate text down
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4

5 Indentation example

6 1.Noindentation

7 2.0neindentation

8 3. Two indentations

9 4, Three indentations
10

1.3 Editing data

Merge cells

Develtipw

Rotation
drop-down

Reduce
indentation

Increase
indentation

A highly useful feature used by accountants is the merge facility which enables
two or more neighbouring cells to be merged into a single larger cell. There are a
number of options, the two most common being:

a

Merge and center (illustration 1 below) — Merges all selected cells into a

single cell retaining only the contents of the upper-left most cell. The result

is center/bottom aligned.

Merge across (illustration 2 below) — Merges selected cells on a line by line basis,
again retaining only the contents of the left-most cells. The result is left aligned.

Insert Page Layout

Formulas

Data Developer Review ew Expert PDF

11 <A A | = - = Wrap Text General
I u- @ S5-A- iE = |5 Merge & Cente;] " B, o9 v %

lipboard & Font K Alig &8 Merge & Center ‘

Al v (= £ | & Merge Across [
Z[AB c D - FGH ‘ B Merge Cells
. # unmerge Cells
3 lllustration 1 lllustration 2
i
5 Unmerged: Cell 1 Cell 3 Unmerged: Cell 1 Cell 3
5 Cell 2 Cell 4 Cell 2 Cell 4
7
3 Merge and center: Merge across: Cell 1
J Cell 1 Cell 2
v
1
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Change the width of a column

When a cell contains a number or a date and the width of its column cannot
display all the characters that its format requires you will see #### displayed. You
must increase the width of the column to see all the characters.

Column width can be specified between 0 and 255 (which represents how many
‘standard font’ characters that can be displayed — the default is 8.43 characters).

Column width of zero will hide the column.

To set a column (or columns) to a specific width:

0 Click the column(s) to be re-sized

0000

1. Click column
header to select
column for resize

Home nsen Page Laye
1

4. Column has
been resized!

3. Enter new
column width

Column Width

Column width:

[

Click Format in the Cells group on the Home tab
Click Column Width under Cell Size
Type the value you want in Colum Width
Click OK

e s W e

An alternate technique is to use the Autofit facility as follows.

U Click the cell that is not displaying fully

Select Autofit Column Width from the Format drop-down on the Home

tab
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Tip: A really useful short-cut for auto-fitting a column is to double click the right-
hand boundary in the header row of the column that needs auto-fitting.

Font

= | This is too long

- A& Thisis too long
a8 C D

This is too long

Double-click
here

|This is too!ong

Re-sized!

Change the height of a row

Row height can be set between 0 and 409 (representing height measurement in
points — default is 12.75 points). A row height of zero will hide the row.

The process for adjusting row heights is almost identical to the process for
adjusting column widths. The same two methods are available — set a specific
row height, or auto-fit.

To set a row (or rows) to a specific height:

O Click the row(s) to be re-sized

Click Format in the Cells group on the Home tab
Click Row Height under Cell Size

Type the value you want in Row Height

Click OK

000D
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Use ‘Row Height...” to enter
a specific height. Otherwise

click AutoFit Row Height.

=
|
3 Cell Insert Delete |Format o
Styles ~ M - v ~
__| Cell Size
] ﬂ: Row Height...
I AutoFit Row Height I In this example the 28 poir_wt
g5 font is too tall for a 14.4 point
1 Column Width...

row height.
AutoFit Column Width

Default width...

Visilailita

wnpuudia runi

Double click the row C4l A o
header below (i.e.
between 3 and 4) to Too tall
AutoFit re-size

Insert a symbol

Definition: Check mark symbol
o]

Symbols are useful graphics that can be inserted into a Workbook. Examples
include:

x v K ™

To enter a symbol:
U Click Symbol in the Symbols group on the Insert tab

U Click Wingdings in the Font box on the Symbols tab of the Symbol dialog
box

U Scroll the list to find the required symbol

a Double-click the symbol that you want to inserted
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2. Select

Wingdings

Symbeis

Font- Wingaings z —
z|e|+ o|%x|c|o|s|o|0|0|B|S

DI % AR %212 XEREI R J 1. Click here to
*q?gl& 2 VTE eja o ‘(_—{*_; ,P@ Iaunc_h the Symbol
e LI R dllag
NMEE & | | |

Recently used gy
2|2 @ v

Véngdnga: 231

from: Symbol (decmal) |w!

3. Double click a

symbol to insert

Find or replace text and numbers on a worksheet

Find and replace is useful for searching for (and replacing) particular numbers or
text strings in a workbook.

U Click any cell in the worksheet you wish to search
U Click Find & Select in the Editing group on the Home tab

U To simply find text or numbers, click Find. If you wish to find and replace
text or numbers, click Replace

U Enter the search parameters in the Dialog box then click one of the
command buttons such as Replace all.

2. Replace
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Formatbng +  Yabh

Al - B Client

e B C D | K
2 Akram 32 Find and Replace 4. Replace All g %
3 Dawood 6
Fing Reglace

4 lafar 10 o
5 Latf 20 Fipd what: Omar =
6 Omar 50 Replace wath: | Salim - ]
7 Qadir 17 8
# Rahim 10 Quions >
9 S
10 Rapiace ! Bopiace Find Al Find e | Closa
11
12

A
1 = i 5. Omar has
2| Akram ; been replaced
3 D . .

aweo with Salim

4 Jafar
5 Latif
6 Salim
7 Qadir 17
8 Rahim 10
9

a
2

1.4 Viewing data

Show or hide columns and rows

A row or column can be hidden either by changing its height or width to zero or
by using the Hide command.

To hide a row or column:

O  Select the rows or columns that you would like to hide

a Click Format in the Cells group on the Home tab

U  Click Hide Rows or Hide Columns under Hide & Unhide within Visibility
a

(Alternatively change Row Height or Column Width to zero under Cell
Size)

To unhide a row or column:

O  To unhide a hidden row(s), select the rows above and below the hidden
row(s). Similarly, to unhide a hidden column(s), select the column(s) to the
left and right of the hidden column(s).

U  Note: If you need to unhide column A or Row 1 you need to type “A1” in the
Name Box next to the formula bar to select column A/Row 1

O  Click Formatin the Cells group on the Home tab
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U Click Unhide Rows or Unhide Columns under Hide & Unhide within
Visibility

U (Alternatively change Row Height or Column Width to a number greater
than zero under Cell Size)

- & = 3 a2 ve )
: o n Ay "mm ¥ = Wz Tes v 3 r‘a _y 2 ram '3 'l_ :
Fame o 4 » . A R 33 Werge & Corter - % % M Cordtonsl farmetar  Oal Fran  Delew (Forme
p I U- O A wEEw 3 e e a Formetie > Taie > Stle 4
~ ~ Colt Sine
A3 . £ Dawood U ow it
A ] C ) £ ¥ & " | 1 ¥ P
1 Chemt Unns * ’
AP Colomn WAdE —_—
el YA T
Visibilty
Ju—
e b LvTe .
Ovganite Shoets

8 Rahim Srrarve Sheet

:-l Muowe Cogry Sheet.
1] 4 g 1 Cak '
1 rows to hide Torbecton

12 & b

13

14 2 wa

15 N Fomut Coh

™ A cue 1 AN ™ mig ». = wrsp Ten — h“ o B o~ o |ul 2o
2 3 o &l
LIV B A BB B EE Huopacme: W% ¢+ @ 3 Conttons Foreear Cof et Deboe ot
’ - Pertnmioy s Tabt ¢ Shvies ‘ ‘ . '
o i - . : A Call e

a2 - £ awam L mewpegie

]
353 Cokarn WA

Delaet e

Vainivey

e & ik ‘.

1.Select c Doy S

Eararr Laat

rows above o g oy
and below Tob Coee .
the hidden : o

Bt Sven
rows 8] ecce
£ oo gt

> > - To unhide row 1 or column

A, type “A1” in the name box
— to select row/column 1/A.
i 2 Akram

3  Dewood 6

A latar 10

5 Latit 0

6 Salim 50

7 Qadir 17

4 Rahim i0

a
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A quicker way to hide/unhide is to right-click when columns either side of the
hidden column (or rows either side of the hidden row) are highlighted. The right-
click offers the option to hide/unhide as applicable.

To display all hidden rows and columns at the same time use the Select All
button:

O  Click Select All
U  Right-click in the Worksheet
4  Click Unhide

1. Click here
to select all

 Jafar 10 B JE M-A R =y

2. Right-click in
the Worksheet

slalslelzlaizlzlels]plsleln < n]u]awi]

Freeze panes (lock rows / columns)

Freezing panes or splitting panes enables you to keep an area of a worksheet
visible whilst you scroll to another area of the worksheet. The difference between
freezing and splitting is that with freezing you continue to view just one view of
the worksheet, whereas with splitting panes the screen effectively becomes
either two or four views of the underlying worksheet.

Note that when freezing panes you can only freeze the upper most rows and left
most columns starting from row 1 and column A respectively. It is not possible for
example to freeze say column K or Row 7 only.

To freeze panes:

U Tolock rows, select the row below the row you wish to remain visible. To
lock columns select the column to the right of the column you wish to
remain visible. To lock rows and columns simultaneously, click the cell
below and to the right of the rows and columns you wish to remain visible.

U  Click Freeze Panes within the Window group on the View tab

a Select an appropriate action. E.g. Freeze First Column, Freeze Top Row
or Freeze Panes.
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Redew e Expert POF
¢ 5 S . '~ 1 | 3 sple
rmwila Bar \ " ‘_'__,:‘ i = = =
Hide
Zoom 100% Zaomto New  Arrange | Freere
Selection | Window A1 [Pases | T Unhids

1. Select a cell in Develoger

the row below the

row(s) you wish to
remain visible

E3dIngs

Freeze Panes
=g Keep rows and columns visible whvle the rest of
the worksieet sorolls (based on current selection)

. Freeze Top Row |
1 _,_I Keep the top row vishifiwhile scroling through
2 the rest af the warkshed
i Freeze First Column
3 w1  Keep the first column s ke scrofing
4 Jafar 10 (62} throwgh the rest of the v
5 Latif 20 506
6 |Omar 50 400
7 Oadi 7 a0 2. In this example

we could either

‘Freeze Panes’ or
‘Freeze Top Row’

Homs ot Page Layour Farmulas Data Develaper Ravew

_] i L] = Al ¥ Farmuls zar ‘\' &k
Normal, Page Page Break Custom Rl 7| Gridiver ¥ Heading: Zoom 100%

Layout  Preview Views  Screen ' :

Wworkbook Vies SO Too

A2 v A~ Akram

A 8
28 °°:" A2 3. Now when we
15 Rahim 10 .
o == scroll the flrst row
17 Dawood 26 52) remains displayed
18 Jafar 10
19 Latif 20
20 Omar 50
21 ' Qadir 17

To un-freeze panes:
0 Click Freeze Panes within the Window group on the View tab
0  Select Unfreeze Panes

Splitting panes
To split panes:
U Click Splitin the Window group on the View tab

U The split windows will appear differently depending on which was the active
(selected) cell at the time of splitting:

Active cell Comment

Somewhere in column A Split into two horizontal panes

Somewhere in row 1 Split into two vertical panes

Neither in column A nor Split into four panes
row 1

U Once split you can change where the split occurs by clicking on the split
line with your mouse then dragging it in any direction.
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nonw reen Fooe Layoat Forvaunt i Lessbrper Lo L

Sl M o3 E Hromuse KL ([ - =
Mol fae V:)virv‘ on ‘nl 2| Gonsmeer [ seacoy loom 3% ;--‘n‘: . Sarm

Laytng Freven vieey  Soees eechon Warksgses Wandon

M. -

AS he 5 Latif

&% o ¢ 0 P IR 0
1| Chient Unies ‘Prica Cliant Units
2 | Akram 2 58 Adram 32
3 Dawoca % 531 Dawoad 26
& sfar 10 62 lafar 10
5 0 506 20
4 Omar 0 400 Omar 50
7 Qadir 17 520 Qudr 17 520
8  Rahim 10 600 Rahim 10 600
9 Akram a2 %8 Akram 32 58
1 Client (Clemt  Units Price
2 Akram Abram 32 58
3 | Dewaod Dawood 26 162)
4 satar o latar 1 62}
oy 2. The screen is now 5 e
6 | Omar split. You can click and Omar 50 400
7 Qadir Qadr 7 520
-y P drag here to change the e 3 %60
9 Akram Spllt view. Absam 32 58
1) Dawood Dowood 26 162)
11 batar Jatar 10 (623
W4T Gueety ohestt Shests | Sheetd AL+ 1w =
heast, |0 0w

To remove a split:
a Re-click Split in the Window group on the View tab

Hide worksheets

You may wish to hide worksheets for example to maintain confidentiality in the
workplace, or to help manage large workbooks. Note that the hide feature never
closes or erases a worksheet, it just disappears from the monitor screen but
remains active in memory.

To hide a worksheet:

0 Select the worksheet(s) you wish to hide

U Click Formatin the Cells group on the Home tab

O  Click Hide Sheet under Hide & Unhide within Visibility

-
’—. % - » ;' T asxtem }]
i » = = .
N Cosdtomal Format Cell et Deets ot Sort
ey < Tatke 2yie . . e T

3

Hide sheet

This can be
used later to
unhide a
hidden sheet
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To unhide a hidden worksheet:
O  Click Formatin the Cells group on the Home tab
U Click Unhide Sheet under Hide & Unhide within Visibility

U Double click the hidden sheet you wish to display in the Unhide dialog box
(note: you can only unhide one sheet at a time)

unhide sheet: The ‘Unhide’
dialog box

Hide workbooks

When working with multiple workbooks simultaneously (e.g. with linked data) you
may not need them all visible. To better manage your workspace you can hide an
entire workbook.

U Click Hide in the Window group on the View tab. This will hide the current
workbook without actually closing it.

U To subsequently unhide a hidden workbook click Unhide in the Window
group on the View tab then select the workbook to unhide from the unhide
dialog box.

Hide or unhide
a workbook

Review View Expert PDF

5 S = | e Split A1 vie
4 B = B o

~.: Hide =37
100% Zoom to New Arrange Freeze

14

Selection | Window All  Panes ~ [ Unhide 214 Re:

Zoom Wind
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Unhide workbook:

PERSONAL Select workbook
to unhide from the
unhide dialog box

Custom views

You can save specific display settings such as hidden columns, filter settings and
row heights in a custom view. These can be later re-applied to quickly re-instate
the same settings to that worksheet. You can also create a library of multiple
custom views but note that you can only apply custom views to the same
worksheets they were created in. Old custom views can be deleted.

To create a custom view:

U Arrange display and print settings as you wish them to be saved on a
particular workbook

Click Custom Views in the Workbook Views group on the View tab
Click Add

Select the check boxes of the settings you want to include.

00 0DO

Type a name for the view in the Name box then click OK

Note that Custom Views isn’t available for workbooks that contain an Excel table
anywhere in the workbook (even if in a different worksheet!).

—
h Home ntert Page Layout Farmulas Data - '

Normal Page Page Besak | Custom
Layout  Preview Veews  Streen

Ful Gndanes [ Headings

2. Click
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Name: | ICAP B2 vl

|| Include in view
[:] Print settings
HiddenTows,

columns and filter settings

| o

To apply a custom view:

U Click Custom Views in the Workbook Views group on the View tab
U Double-click the saved view you wish to apply

To delete a custom view click Delete from the Custom Views dialog box.

Delete an existing

Double-click to custom view

apply a saved
custom view

Delete

1.5 Copying and moving data

Copy and move cells

The commands for moving and copying cells and their contents are Cut, Copy
and Paste. A number of options are available for copying and moving including
copying/moving entire cells and their contents or just certain contents or
attributes.

To move or copy the entire cell including formulas and results, comment and cell
formats:

U Select the cell(s) you want to copy/move
a From the Clipboard group in the Home tab:
e Click Cutto move cells (keyboard shortcut = CTRL+X)
e Click Copy to copy cells (keyboard shortcut = CTRL+C)
U Select the upper-left cell of the destination paste area
U  Click Paste in the Clipboard group on the Home tab

You can also insert the moved or copied cells between existing cells. Cut or copy
as above, then:

a Right-click the upper-left cell of the destination paste area
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O  Click Insert Cut Cells or Insert Copied Cells from the shortcut menu

Fd @~ ¢

Clipboard &
! B3

When filters are applied or some columns or rows are hidden you have the
choice of copying all cells (as described above) or just the visible cells.

To copy just the visible cells:
U  Select the visible cells you want to copy

O  Click Go To Special within Find & Select in the Editing group on the
Home tab

O  Click Visible cells only within Select. Then OK

O  Continue as if this was a normal copy/paste. i.e.
e Click Copy in the Clipboard group on the Home tab (or use CTRL+C)
e Select upper-left cell of the destination paste area

e Click Paste in the Clipboard group on the Home tab

Select
() Comments () Row differences
(") Constants (") Column differences
() Formulas () Precedents
(") Dependents
(@) Direct only
) Logicals All levels
Go To Special... = <
Gl || Errors () Last cell
Formul : =
ormulas & ® Blanks
Comments :

- (") Current region (") Conditional formats
Conditional Formatting _

(") Current array (") Data validation
() Objects @) All

Constants —

Data Validation =

W Select Objects

'ﬁ} Selection Pane...

I
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You can also move or copy part of the contents of a cell rather than the whole
cell. Instead of single-clicking a cell you now need to:

U  Double-click the cell that contains the data you wish to move or copy

U  Use the mouse to select the characters you want to move or copy within
the cell

O  Continue as described earlier using the cut/copy/paste icons

Another variation rather than pasting the full contents and all other settings of a
copied cell(s) is to paste certain attributes (referred to as ‘Paste Special’) —
values, formatting or formulas for example. Note that when pasting formulas that
contain relative cell references, Excel will adjust the references in the copied
formula.

- — _
P Paste Special ) ?"@
special g )
N () All using Source theme
(") Formulas () All except borders
| Values (") Column widths
(") Formats (7) Formulas and number formats
(") Comments () Values and number formats
() validation All merging conditional formats
Operation
@) None () Multiply
(7) Add (") pivide |
(") Subtract
B Linied B ] Skip blanks [| Transpose
2 Akram
I Dawood 26 l” ‘ Paste Link [ OK 1 ‘ Cancel ‘
4 Jofor 10 | — T— )

The most common Paste Special settings typically used by accountants include
Formulas, Values and formats.

Another useful setting is ‘Transpose’.

lllustration: Paste special - Transpose
G

e If you copy cells A1:A4 and paste special with the Transpose setting to
destination cell C1, the paste will populate cells C1:F1 i.e. Excel has transposed
four vertical cells into four horizontal cells. Without Transpose, the paste would
have populated cells C1:C4.

¢ The opposite occurs when you paste-special-transpose from horizontal cells. The
pasted cells will populate vertically. E.g. Copy cells C1:F1 to cell C3 with
transpose will populate C3:C6 (as opposed to C3-F3 without transpose
selected).
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Move or copy a worksheet

To move or copy a worksheet to another location in the same workbook:
0 Select the source worksheet(s)

O  Click Format in the Cells group on the Home tab

U Click Move or Copy Sheet under Organize Sheets

(] In the Before sheet list of the Move or Copy dialog box

e Click the sheet before which you want to insert the moved/copied
sheet

e Click move to end

U Note to copy rather than move the sheet(s), select the Create a copy
check box in the Move or Copy dialog box

I
\?/(ca)ri(;theetto Merge | Custom formats  Phone numbers ¥

move/copy

-
Mawe or Copy ‘ @u

Move selected sheets
To book:

ICAP - Intro to IT illustrations.xlsx SECeglelecilely

Before sheet:

Sales

Merge

Custom formats

Phone numbers
move to end

Click if copying
i rather than moving

If you want to move or copy the worksheet to another workbook (either an open
workbook or a completely new workbook), select as appropriate from the ‘To
book’ drop-down. i.e.
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elie de dlio

Mowve selected sheets

To book:
ICAP - Intro to IT illustrations.xlsx -
(new book) -

QV - NAB DIARY.xlsx

o 1o atlo 1S

LITTOVE TOTETIa |

D Create a copy

0K ] l Cancel

You can also use the above techniques to copy/move data to another worksheet
or workbook (using the cut/copy/paste buttons on the home tab). Another
technique is to drag data between open workbook windows in the same session
of Excel.

1.6 Formatting numbers

Change the format of a number

After typing numbers in a cell you can change the format in which they are
displayed.

0 Click the cell containing the number whose format you wish to change

a On the Home tab in the number group click on Number Format then
select the format that you want

For example, 100.376 would appear as 100.38 when ‘Number format is
selected

Page Layout Formuley

Actual value

A " ? AR )
, B e = is 100.376
Faste gy |® 2@l
= Al“ -

Select ‘Number’

‘Number’ format ST

is displayed
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The various in-built formats would display 100.376 as follows:

Format Display Comments

General 100.376

Number 100.38 Defaults to 2 decimal places

Currency PKR100.38

Accounting PKR 100.38

Short date 09/04/1900 Dates in Excel are simply an integer
shown in date format. The number 1
represents 1 January 1900 subsequent
to which each day is a +1 increment.
For example 1 January 2013 is 41275,
2 January 2013 is 41276 etc. So
9/4/1900 is 100 days after 1/1/1900.

Long date 09 April 1900 See above

Time 09:01:26

Percentage 10037.60%

Fraction 100 3/8

Scientific 1.00E+02

Text 100.376 Left aligned — see note below

Special n/a Useful for tracking list and database
values

Custom See below See below

Note: ‘text’ format - this is useful for numbers that should not be calculated in
Excel but rather appear as text, such as phone numbers.

Note though that if you wish to convert a text-number from text format back to
number format you must first change the cell format from text to number then re-
calculate the cell. To re-calculate the cell press F2 followed by ENTER.

Custom number formats

Definition: Custom number format

Custom format allows you to customize a built-in number format to create your
own. A number format can have up to four code sections separated by semicolons:

<POSITIVE>;<NEGATIVE>;<ZERO>;<TEXT>

If one of the many built-in formats does not meet your needs you can customize
a built-in number format to create your own. The best way to approach this is to
select the closest built-in format then change any one of the embedded code
sections to create your own custom number format.

Note the following rules:
O  You do not have to include all code sections in your custom number format

O  If you specify two code sections, the first will be used for positive numbers
and zeros, the second for negative numbers
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O  If you specify only one code section it is used for all sections

Q If you want to skip a code section and include a code section that follows it,
you need to include the ending semicolon for the section that you skip.

To display both text and numbers enclose the text characters in double quotation
marks (“ “) or precede a single character with a backslash.

To create a custom format:

O  Open the workbook in which you wish to create (and store) a custom
number format

Click the Dialog Box Launcher next to Number on the Home tab

Select Custom

U0 D0

Select the number format that you want to customize in the Type list
a In the Type box make the necessary changes.

Note: A custom number format is stored in the workbook in which it was created.
Therefore it will not be available in other workbooks. One thing you could do is
save the current workbook as an Excel template that can be used as the basis for
a new workbook.
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Q

PKR 58.00 Receivable
and negative 62 .3 as
PKR (62.30) Payable

lllustration: Custom number format - PKR currency
Custom format: "PKR "0.00" Receivable";"PKR "(0.00)" Payable"
This would display positive 58 as:

Home Insert Page Layout Formulas Data Developer Review View Expert PDF
_‘J * Calibri v 11 - A A= zg] - S Wrap Text General -
By -
Paste ¥ I U - A EEE B Merge & Center | B3 - 3% s | 53 5% Fcc
Clipboard = Font 1] Alignment 1] Number
| Al v (- £ | client
A B C D H
1 |Client Units Balance (number format)
2 | Akram 32 58.00
i JDE:CW“’" ig _g:g Number ‘dialog
afar -62.
i box launcher
5 |Latif 20 505.60
6 Omar 50 400.00
7 Qadir 17 520.00
8 Rahim 10 600.00
q
: = oL
Format Cells Jr=2 X

Number

Alignmentl Font l Border I

Fill

I Protection

Enter custom

Category:
General
Number
Currency
Accounting
Date

Time

Sample

Type:

PKR 58.00 Receivablg

"PKR "0.00" Receivable";"PKR "(0.00)" Payable'|

number format here

Percentage General
Fraction 0
Scientific 0.00
Text ##20

SEecial #,2£0.00

##%0;-#,220
#,##0;[Red]-#,220
#,##0.00;-#,##0.00
#,##0.00;[Red]-#,##0.00
EF #30;-£2,##0
£#,##0;[Red]-£#,#20

Type the number format code, using ong

Then press ‘OK’
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| Al - (# Jx | Client
A B C
1 |Client Units Balance (custom format)
2 Akram 32 PKR 58.00 Receivable
3 Dawood 26 PKR (62.30) Payable
4 |lafar 10 NG (PREBEVELE | pogltant customized
5 |Latif 20 PKR 505.60 Receivabl format data
6 Omar 50 PKR 400.00 Receivable
7 Qadir 17 PKR 520.00 Receivable
8 Rahim 10 PKR 600.00 Receivable
]
To delete a custom format:

U Open the Number format dialog box from the Home tab (as before)
0 Select the custom format you wish to delete
U Click Delete

r I |
N
Number | Alignment | Font | Border | Fill | Protection |
Category: |
General - Sample
Number Client
Currency
Accounting Type:
Date I — . P—— " "
Time PKR "0.00" Receivable";"PKR "(0.00)" Payable
Percentage _-FF #,#20.00_-;-FF #,#20.00_-;_-£F "7 _-;_-@_- -
Fraction =% EE0.00_-;-* #,#20.00_-;_-* "-"97_-;_-@_-
Scientific #,2£0;[Red](#,£20)
Text #,2#0.0;[Red](#,2£0.0)

Special [$-809]dd mmmm yyyy
CETI | |c7,7r00

[$-F800]dddd, mmmm dd, yyyy
[$-F400]h:mm:ss AM/PM

MMm-yyyy E|
[$PKR] #,2#0.00

Type the number format code, using one of the exid

Whilst the range of options for programming custom formats is broad the below
table provides a good overview of the most common custom format components.
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Category Comment
Specify colours [Green], [Black], [Red], [White], [Blue], [Magenta],
[Cyan], [Yellow]

Some charactersare E.g.$+-():"'=/1~><
displayed without
using quotation marks

0 (zero) Displays insignificant zeros if a number has fewer
digits than there are zeros in the format.

E.g. To display 5.4 as 5.40 use #.00

# Follows similar rule as 0 (zero). However, extra
zeros are not added if the number has fewer digits
than there are # symbols in the format.

E.g. with a #.## format, 5.4 will still show as 5.4

? Follows same rules as 0 (zero) except that Excel
adds a space for insignificant zeros on either side of
the decimal point so decimal points are aligned in
the column. E.g. 5.4 and 3.28 would be aligned as
5.40 and 3.28 with a 0.0? format.

Thousands separator , (comma) displays the thousands separator in a
number.

Note that a comma that follows a digit placeholder
scales the number by 1,000.

E.g.

e Todisplay 15000 as 15,000 use #,###

e Todisplay 15000 as 15 use #,

¢ Todisplay 15500000 as 15.5 use 0.0,,
Other examples e Todisplay 3456.78 as 3456.8 use #### #

e Todisplay 4.9 as 4.900 use #.000

e Todisplay .324 as 0.3 us 0.#
Dates See below

The below table summarises all the available date format components. You
should practice in Excel to determine exactly how each one displays.

Category D)

Day d, dd, ddd, dddd
Month m, mm, mmm, mmmm, mmmmm
Year Yy, YYYy
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@ lllustration: Custom format - dates

Custom format Presentation
dd/mm/yyyy 13/07/2013
ddd/mmm/yy Sat/Jul/13
dddd mmm yyyy Saturday Jul 2013
yyyy-m-d 2013-7-13

Phone number formats

Microsoft Excel provides a special number format that allows a number to be
entered as a phone number. This is available as a ‘special’ number format
accessible as follows:

U Open the Dialog Box Launcher in the Number group on the Home tab

General -

i MNumber [P

Click Special in the Category box

Select an appropriate locale — e.g. English (U.S.)
Click Phone Number in the Type list

Click OK

r — S

l Border | Fill | Protection ‘

0O00~DO

Category:

General Sample

Number (555) 263-8244
Currency
Accounting Type:

Date z
Time Zip Code -

Percentage ZjkLace +:5

Fraction g Phone Number

Scientific Social Security Number
Text

[Spagal |

Custom

Locale (location):

English (U.S.)

Special formats are useful for tracking list and database values.
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Note that Excel does not include special number formats for all locations (e.g.
there are no UK or Pakistan phone number formats).

To get around this problem:

a

Follow the above steps to customise a cell’'s format into US Phone

Number format

Re-open the Dialog Box Launcher in the Number group on the Home tab

This time, click Custom in the Category box

The custom equivalent of the US Phone Number is displayed. You can now
edit this Custom format into a format to match your requirements

Number | Alignment | Font | Border | Fill | Protection |
Category:

General Sample

Number (555) 263-8244

Currency

Accounting Type:

Dat

T [<=0999999]¢# # #-####;(#2#) #E#-R#EH
Percentage ddd/mmm/yy -
Fraction dddd mmm yyyy

Scientific m-d

Text +192 "("")

SEeciaI

+'92 (Ot g
g MUY W 1 W e e
<=0000000]###-####,; (###) F##-#d#s

"Yes";"Yes";"No"
"True";"True";"False"
"On";"On";"Off"
[$€-2] #,£20.00_);[Red]([$€-2] #,2#£0.00) hd

m

The below illustration shows how this might look for a typical Pakistan phone
number.

Lategory:

General
Number
Currency
Accounting
Date

Time
Percentage
Fraction
Scientific
Text

SEeciaI

Sample
(92) (21) 3552-6098

Type:
[«=00990000]# 22224, (22 (#2) 22
m-d |T
+'92"("0") n
+'92 (M)A TR g
+M92 MO et TR
[«=0999000]# #2424, (222 22
"es":"ves";"No"
"True";"True";"False"
"on";"On";"Off"
[$€-2] #,2#0.00_);[Red]([$6-2] #,££0.00) |§|
[«=00000000 #2482, (22 (#8) 22222 —=
Q00000 #4438 (#8) #4842 E’

The following table also illustrates the link between custom formats and the
resultant presentation for formulating an appropriate custom format phone
numbers.
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Format Presentation Custom format equivalent

General 5552638244 0

Special: (555) 263-8244 [<=999990001##H-HHHH, (HHHE) tHHE-HHHHE

English (US)

Phone Number

Custom 922135526098 0

Custom (92) (21) 3552-6098  [<=999999099\HHH-HHHE, (HHE) (##)
HHHHE-HHHH
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2 CONDITIONAL FORMATTING

Section overview

m Introduction
m  Using conditional formatting

2.1 Introduction

Conditional formatting is an excellent feature of Microsoft Excel allowing
Accountants to visually and quickly identify trends and exceptions. Conditional
formatting helps bring the workbook to life and assist in interpreting data.

Some of the many uses an accountant may find for conditional formatting might
include:

a

a

U0 000o

Identifying overdue customer accounts for the credit controller to chase
payment

Identifying variances where test results fall outside pre-determined
parameters

Monitoring inventory levels and warning when too low
Managing cash balances within operating boundaries
Ensuring bank covenants are not breached

Which sales clerks achieved PKR 300,000 sales this month?

Which products exceeded 8% year-on-year growth

2.2 Using conditional formatting

Applying a built-in conditional format

One approach to using conditional formatting is to apply one of the built-in styles
and then edit the rules behind it for your particular circumstances.

To use one of the built-in styles do the following:

a
(|
a

Select the data where you want to apply conditional formatting
Click Conditional Formatting in the Styles group on the Home tab

Select one of the many conditional formatting options and hover your
mouse over the scheme icons to see a preview of the data with conditional
formatting applied.

Once you've identified a suitable option, click to apply.

The illustrations below show an aged trade receivables ledger for 15
accounts. The ageing ranges from 6 days to 46 days.

The conditional formats applied in the three illustrations are:
e lllustration 1: Data bars / gradient fill / light blue
e lllustration 2: Colour scales / red-white-blue

e lllustration 3: Icon sets / ratings / 5-quarters
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Illustration 1:

Ivsert Page Lavout

Home

Calbn 1E T R

Formulss  Dats

- -,-[ P

Developer

Review  View  Dipent DI

& wrap Test Genseal .

K W

,' sl o - A B8 @& Bnmegesconter - Woo% ool [COBIBON | romut 4t

- '.u. .
Chpbows e Fum 0 Mgnment ' Srgdes
[ = = = - =1 —
i AL v £ Iustration 1 Ugel LMaMight Cells fuies *
| b ¢ i
4| A L] | c o 3 G Mo =t
3 lllustration 1 (ML Topmottom Ruter  »
2 Dats bars / Grathent Il / Light blue
3 Gendiemt Fill
4 EJ : m Dats Bars ./
6
: £ '
B |Badini 23] CfS
"n-'?':r“ 17 | Light Blue Dats Bar Sets »
11 Hasni 10 | View a cobored data bar in the call
| . | The berighh of the data bar
g 'k"‘k ;:'::: ‘] :: | fepresents the value in the cell A

14 Khosa 100l 6
15 Larl , ae0 = 15
16 Lund 200 M| 28
17 Mashari ERIT] |
18 fabijs " 6,000 IR n
19 Qalat 5570 I 16
20 | Shahani 22am Il 8
21 thalawan sE 13
22 2ehri 672 I a8
n

lllustration 2:

|

100041 B raprwsants & haghes

vithue

lllustration 1: Data
bars / Gradient fill
/ light blue

Morce Rufes.

Home | insert  Pagelspout Formules Data  Developer Review  View  Expert POF
g 4 Caibrl CRE ¢ SR W -r-] L &F Wrap Text General . ' ﬁ
- A = | lcmm:r v
aste B b A- EES cCootor + M . % ¢ W 2 |For
. u =] 2-A 23 Merge & Conter + 34 s 2 = o T
Clipbosrd 5 Font i Algnment ) = E-,E
T a . B2 Tl e ot s+
Elfi=R il | c ) N G LR r—
1 Mlestration 2 _J Top/Bottom Rules  * ‘
- 2 Colour scales / red-white-blue
3, E’ Data Bars '
4 Trade receivables ledger
€ ] o= \
: I
= = e
11 Hasni = 2
12 Jangi 55! _ﬂ S tyew e
11 Jattak e & glear Rules .
= r 4.
14 Khosa reséedéar N Manage Rues.
15 Lari blarman . sty
26 und "
17 Mashori
18 Rahlja : .
19 Qulat lllustration 2:
20 shatani " 27101 Colour scales /
21 Jhalawan 43 1 I T
o o I CERTTEBT
1
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lllustration 3:
o« SR alitel 11 Ay ® ulgl ®» = Wrap T Gereral hﬂ
2
Fan B ¢ A Usroe “ i M ancesanal Faor
J u It . 8 EER Mg n L . H oy
il
8 v s 2 Lh  Highlight Cells Rules *
A " [ 3] i f G M Wl
1 Wustration 2 Sy Ten/Bottem Rutes ¢
2 lcon sets / ratings / S-quarters
1 .
e Bar ’
4 Trade recelvables ledger Ohteeticast Bl o van
O Chant Balance Ageing * & +t=J -
/ PR Days PN - @ AN I Wl Color Scales '
i Badini 1502600 22
9 [ Chutant 17,443 (D s ®IANG AN |
1] leon Sets '
10 Lsani 8975 (% 17 ? | ) &
11 Masnl 5,000 O 10
12 largl 1209 v
13 lattak 22,584 (% 18
14 ¥hosa 1000 6
5 | Lart 5,001 (% 15 :
16 |Lund " 209120 28 lllustration 3: Icon
17 Mashor Y 41 sets / ratings / 5-
10 Rahijs r 6,000 (% "
19 Qaln 55798 § Quarters quarters
30 Shahani 27,101 ) Display &
21 malawan a3
217 Zehnt wLNne repr
23 off all il ol
Ja o~
% .0() (’(.) . ol l“l
Woeh o Conditional formatting — Sales M n “ - . »l i4
Rendy dore Rulw Aveeage 16666

Customized conditional formatting: text, number or date/time values

You may want to find specific cells within a range, for example inventory items

@

with fewer than 20 units in stock. Another example may involve analysing group
results to identify which of the 200 retail stores achieved net profit greater than
10% or sales volumes less than 1m PKR.

To do this do the following:

O  Select the cells to be analysed

a Click Conditional Formatting in the Style group on the Home tab

U  Select Highlight Cells Rules

a Choose an appropriate command such as Equal to Text that Contains,
Between or A Date Occurring (Note *)

a Enter appropriate values then select a format.

* Note - If the exact logic command you require is not available you can select
“More rules...”. This is demonstrated in illustration 2 below.

lllustration: Conditional formatting 1

Continuing with our earlier aged trade receivables ledger example let’s highlight all
accounts that have exceeded the standard 30-day credit period.
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. ATy
et Fage (Mo Formuiay s Destbiper Neveew “Wew Expert MOV

wl | ® = 'wrap Todt e &
1. Highlight datato | : ®R Erwgrncen e Wow v A <m§w‘,‘....m., |
apply conditional P s+ 3

: y " .
: formatting to 5] Grmac Yhan, 1) g ot wute
3
_‘;ll Lews Than.
B petween
| Oitani |
| Esani (L7 ,_‘!J Il Te

[Hasni 000
5 "NI. ;:‘;’: 1.', Tant that Cantaine
.y Y 2. Selecta
11 khose 100) )
T 5k 2 Oute ovcurng . logic test
L 20912 )
1 Masron 1850 m @ Manoot
18 | Rahija d &.000 _.!] Duplicets Values... s
1) Qalat 5579
$ wahaw " 27101 hdiww Mudes
1 | malawan a
10 zohvi o121

J0

3. Set
tat parameters

Sarmdes

rart

Fage Lo

\ 4 caon U A "™ m.
@
e Wi @R O 2-A 2B 4. Choose
Chpbeard 73 o 1 applicable
Al - Lo Trade recelvable format
Al A 1 B (3 [
¢ [Tcade redpivables ledger
L Cllent Balancs Ageing
5 Badini 13,026
6 Chutam 17443
J Esanl 89S
5 Masnl 5,000
9 Jangi 12,974
10 tuttab 22,584 5. Result — We can
11 Khena 100 a a
12 L 5601 quickly see that Jangi,
13 Lund 09w i i
T e Mashori and Zehri
18 Aahije 6,000 have all exceeded 30
16 Qalat 5579 .
17 shahanl " 27101 days credit
18 halavan 4
19 Zehrl 6
0
n

Customized conditional formatting: Top or bottom ranked values

We can use customized conditional formatting to identify highest and lowest
values in a range of cells. By specifying cutoff we have great flexibility whether
it's for identifying the top 3 selling products in a national report, the bottom 10%
destinations per a customer survey or the top 20 bonuses in a department
personnel analysis.
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The process is as follows:

U  Select the cells to be analysed

Click Conditional Formatting in the Style group on the Home tab
Select Top/Bottom Rules

Choose an appropriate command such as Top 7- items or Bottom 10%

[ I I Wy

Enter appropriate values then select a format.

lllustration: Conditional formatting 2
G

Continuing with our earlier aged trade receivables ledger example let’s highlight
the five accounts with the highest trade receivables days.

Note that ‘top 5’ isn’t a built-in option so we will have to build our own condition.

Also note that Excel remembers the conditional format conditions for the
applicable range. Therefore as the cell values change Excel will adjust highlighting
automatically so the top 5 are always highlighted.

LI, * GAP = I
n et Page tmout  Formuie Owis  Developer  Revaw ow  Capert pOe
M'. & calbn 1 AN ™ e = Wrep Tad seneral hﬂ 1
“a
ale n 7 u [ 3 / '3 B R S Merge & Cenbay . N A 11 [Condsonal forr
7 H 1A H g o < : Sormmieg ¢ TH
1 f 3 1
Py S L2 _L" Highlight Cells Rubes *
A 4] C ] F 1 1l
i Trade recelvables ledger W 1o 100w S AP P NS
1 Client Balance Aguing
a R U tepion LJ
— %l Dwta Bare
5 Dadini 13,026
6 Chatanl 17,441 | .
7 |[tsani 0,974 "m Battom 10 Jams .‘] Cobor Scales
I taenl 5,000
4 largl 12,974 | P
Y vetom 10% a o
10/ Intoh 22,584 N 2. This time we
11 Whosa 100 A
12 Larl 5,601 VUA Abuve Avevage need to CIICk
13 |Lund " 209% “More Rules...”
W Mashorl 1,859
8 nane T 6000 ) tetow Aveage.. to create our
16 Qalat e own
17 [Shahani 17,50 Bjore Muke
18 Ihalavean 4)
19 Zehel 671
20
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— |
New Formatting Rule L X

Select a Rule Type:

» Format all cells based on their values
» Format only cells that contain

» Format only top or bottom ranked values

» Format only values that are above or below average
» Format only unique or duplicate values

» Use a formula to determine which cells to format 3. Let’s select

Edit the Rule Description: the tOp 5
Format values that rank in the: accounts

(=] |5

[Top

4. Click ‘Format’
to set an
exception format

Format Cells

I

Sacgroune Lo Pamern Cob:
=
Mo Cokar femaenats -

B EEEEmEN pamern St

5. Set the exception
format in the Format
Cells dialog box.
Then OK/ OK

SEEEENEEEEN
BN YEEmEm

pbaard & Fant

Al v (4 Jo| Trade receiva
[ c D

6. Result is that the
highest five values

have been
highlighted.

17 Shahani 27,101 a
18 Jhalawan 43 13
19 Zehr! o721 [
20
2
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Customized conditional formatting: Values above or below average

The ‘average-based’ conditional formats allow us to focus for example on above
average performing client accounts, or perhaps as part of quality control identify
manufactured components that fail below two standard deviations in their quality
ratings.

The process is as follows:

U Select the cells to be analysed

a Click Conditional Formatting in the Style group on the Home tab

0  Select Top/Bottom Rules

U Choose an appropriate command such as Above Average or Below
average

U Choose a format.

Continuing with our earlier aged trade receivables ledger example let’s highlight all

lllustration: Conditional formatting 3
G
accounts that have ‘below-average’ receivables days.

Inkart Fage Layour formule Duta Developer Meview Liew fapect PO

™ Cabbins q q » ¥ Wrap Text General 14
T 1. Highlight  wp e R
Pasts s ; i® o M e Conter ~ 99 . v 4 & [Sonditionsl (Farm
' J data to apply LR R H Merge & - % Formatting * Tabl
loboard 03 conditional | 1
- . Highlight Celis Rubes *
cs formatting to . e
o 0 i " Wl
- - »
1 Trade receivables led =i Top 10 Nenws - Tow/iotion Rul
L Cllamt Balance jgeing -
4 PRR D _u*', Top 10% | I '
S Badini 13,026
6 |[Chutani 17,443 5
7 |Esanl Il Dottom 10 Hems.. Bl cotor seates ,
8 Hawnl
':) “"I'k ljlzn ‘_‘hl‘ Bettom 10 %, U Jcon Sets ’
10 latra 22,584
11 Khosa
13 Larl _'u)j Above Average . o biew Rule
1 Lund o0em 7 Ghewr udos ’
14 Mashort 3,859 Manage fuie
W lRahijs " 6,000 ) Sebew Agarage.. ‘
16 [Qalat 5,579
1 shahanl " 27,101 More Rue
M Ihalawan 4
19 Zeh! 6,721 2. Select

‘Below
average’

3. Choose
applicable
format

© Emile Woolf International 118 The Institute of Chartered Accountants of Pakistan



Chapter 5: Formatting data and contents

Al bl - B | lraqae rec

| A | B c

14 i r

4 PKR Days !

S Badini 13,026 2

6 Chutanl 17,443 25

7 Esani 8,975 17

g Hasnl ::t;o ;g 4. Result — All accounts

Jangl 12,974

7 P ikt & below the average of
11 Khosa 100 & 21.67 days are

12 Larl 5,601 15 h|gh||ghted

13 Lund " 20932 28

14 Mashori 3,859 a1

15 Rahija 4 6,000 21

16 Qalat 5579 16

17 Shahani | 27,101 8

18 Jhalawan 43 13

19 Zehri 6,721 45

?0

Customized conditional formatting: Unique or duplicate values

One approach to using conditional formatting is to apply one of the built-in styles
The process is as follows:

U Select the cells to be analysed

U Click Conditional Formatting in the Style group on the Home tab

O  Select Top/Bottom Rules
a

Choose an appropriate command such as Above Average or Below
average

a Choose a format.

lllustration: Conditional formatting 4
G

Continuing with our earlier aged trade receivables ledger example let’s highlight all
accounts that have exceeded the standard 30-day credit period.

“ Histe o epe LT V4 e P TR NeEw Verd Topeim rur
™ ‘ Cullns 1 AL " agl e & Wrat Yext Goneis h’ i
7 . . e S ey A Cum . o uAs ’lcmnmul.v:n."u
1. Highlight e
data to app|y _‘," Greatas Thas. 4l Highgne cane mutes ¢
condltl'onal ' Al yoe Then, B topmetomnutes o [
formatting to
A perwnn ‘.j Dota Bars '
__‘.'_ el Te :‘ Coler Senbes '
‘.i Teut that Cantalne U Jonn Sets
S 40w Oemmring 5 o0 2. Select
St ovpricone vatues... ‘Duplicate values...’
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Duplicate Value_r,‘__&u

Format cells that contain:

;"Duplicate E] values with }Light Red Fill with Dark Red Text E]

J

| ok | [ cancel

3. Select
parameters:
- Duplicate/Unique

1 |Trade receivables ledger - Format

3 Client Balance Ageing Then click OK

4 PKR Days

5  Badini 13,026 22

& Chutani 17,443 25

7 Esani 8,975 17

8 Hasni 5,000 10

2 Jangi 12,974 39 4. Result — Chutani has
il 1attak 22,584 18 been identified as a
i; f::;sa 5,232 1: duplicate account
Bl Lund r 0932 -8 (which presumably
14 Chutani 3,859 21 _now needs

15 Rahija " 6,000 21 investigating)
16 |Qalat 5,579 16

17 |Shahani 7 27,101 g

18 Jhalawan 43 13

19 |Zehri 6,721 46

20

Customized conditional formatting: Using formula

We have already had a taste of the mechanics behind conditional formatting in
lllustration 2 above. Taking this one stage further we can use the Conditional
Formatting Rules Manager for creating new rules or for editing existing rules.

Open the Conditional Formatting Rules Manager as follows:
U Click Conditional Formatting in the Style group on the Home tab
U  Select Manage Rules

U Use the drop-down to select the source of the rules to analyse e.g. This
Worksheet

U Use the Rules Manager to edit or delete rules as necessary.

Note that ‘Clear Rules’ can be used to delete some or all of the rules in a
workbook.
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h Mame | BEert Bage Lieut Alemalis Dws Devsloper  Redew Vies  Export v
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Faste : W/ AN O 2-A EE W ®E Fegracew: Woon Wl A |Condbons(fa
: formenieg ¥ 1
Chpbom s oy
—— o | _:ﬁ Mighlight Cefle Rubms +
9 i i B Use ‘clear ~ P
1 rules’ to 24 onssetion tes
N delete rules .
4 Dats Bary ’
: ]
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! :J Color Scales '
.
1'0 =] deonsets '
1 Use ‘Manage

M New Byle

Rules...’ to open 5 Clear hulsy '
the Rules Ul mwsage Buis.
Manager | Manage Mules

4t~

15
1& Qalat

17 shahani o— " ol
Crmpte, et d wen

18 ihalowan CHrAnanal farmarng ndes in the

19 Zehn 6,721 e AOTMBOok by usny Be Condhoral

0 Foomanting Rides Masaper
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2

formatting rules for: | cyrrent Selection

Current Selection 2

e ——— Sheetl — Select source of
ule (applied in order show|gheet: Sales

Sheet: Merge the rules to
Sheet: Sheet4 manage
Sheet: Custom formats
Sheet: Phone numbers

[3] New Rule... l ‘i

' Conditional Formatting Rules Manager Create new

Show formatting rules for: dl'l.:|etS, edjtfor
— ‘ elete existing

[3] New Rule... ] [ 1%} Edit Rule... ] [ X Delete Rule —

Rule (applied in order shown) Format Applies to

Cell Value > 30 AaBbCcYyZz | =$C$5:5C519

Duplicate Values AaBbCcYyZz |=$A$5:5A510
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3  SELECTING, NAVIGATION AND MANAGING WORKSHEETS

Section overview

m  Selecting and navigating worksheets

m  Managing Worksheets

m  Adding comments

31

Selecting and navigating Worksheets

Similar to the average human’s use of a limited amount of words actually
available in a language, many accountants’ experience of Excel is limited to a
sub-set of its true potential.

Whilst likely familiar with a number of techniques described in section 3 students
must ensure they are comfortable across the syllabus.
Find and select cells meeting specific conditions

We can use the Go To command to identify all cells containing specific types of
data (e.g. comments) or cells that meet specific criteria.

u Identify the search area
¢ To search the entire worksheet click any cell

e To search a defined area highlight that area e.g. a selection of rows or
columns

U Click Go To Special within Find & Select in the Editing group on the
Home tab (or CTRL+G)

a Select appropriate options to define the search parameters. E.g. Comments
or Data validation

2. Set
™2™  parameters
_— then click

(0] ¢

1. Find & Select
(Home tab).
Click ‘Go To

Special’

Go To Special

| Constants (") Column differences

| Formulas { :"' Precedents
[] Numbers () Dependents
© e o eoag T /| Text (@) Direct only
o - Logicals All levels
L Pa: /| Errors () Last cell
mat | - sort & | Find & ] ) Blanks (") Visible cells only
2 @ Clear Filter ~ |Select ~ ) 7 i ® it
| Current region () Conditional formats
#  Find ‘-— ) Current array { :' Data validation

| Objects (@) All

Go To Special...

Formulas
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Hide or display scroll bars

O  Select Options on the File tab
a Click Advanced
a Set parameters under Display options for this workbook
li]: ) X .'|l.
o Save
: Set
W Sae As
parameters
i Open Geoneral Indicators ooly, and
4 close P 9 Commens and ndica)
3 ; Defaut (rection
Recent e
1anguage Display ¥l 1cap - w0 to

New
Print I Customize Ribbon

Adiwaces V| Show harizoegal scroll bar
¥ Show yertical scroll bar

V! Show sheet tabs

Save & Send V| Group dstes in the Atofiler menu
Add-in Far objects, show
Help o an
Trust te
£} Opions Nothng (Mgl objects)
3 e Display options for this worksheet: & Conditionad form

Select one or multiple worksheets

You can quickly select a different sheet by clicking the tabs of worksheets at the
bottom of a worksheet.

Select multiple sheets to make a group so that you can edit several worksheets
simultaneously. To select multiple sheets:

O  For adjacent sheets: Click the tab of the first sheet then hold down SHIFT
as you click the tab of the last sheet you wish to select

U  For non-adjacent sheets: Click the tab of the first sheet you wish to select.

Then hold down CTRL whilst you click the other tabs individually you wish
to group-select.

To select all sheets: Right-click a sheet tab then Select All Sheets
Hide
Unhide...

Select All Sheets
e LUt Tormacs Prione numhb

Locating hidden cells on a worksheet

Sometimes it may be difficult to locate hidden columns or rows. To locate them
you can use the Visible cells only command.

a Click anywhere on the worksheet containing hidden cells
O  Click Find & Select in the Editing group on the Home tab
O  Click Go To Special

O  Click Visible cells only within Select

a  Click Ok
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3.2

You can identify hidden rows and columns as they are marked with a white
border.

™ 4 cenn 1 AL "oy o g 1 i - ]
]

R R e \Vhite borders allow S
— - us to identify hidden

O S i - i rows (9 and 10) and () :

t Trade receivables ledger

v,;“ e columns (B)

t | o

S Badim

i Chatun

T Esanl

B |Masnl 10

11 asa N

12 Lart 13

10 Lt m

14 Chatan aP

15 | Aabijn 21

16 Qafat 16

17 Shehanl B

15 helawan ) L |

19 [ 2ebit

o'y

Managing worksheets

Change font or font size

Changing fonts and font sizes helps emphasise and present work in a clearer
fashion.

To change the font or font size:
O  Select what you want to re-format — text, characters, a cell or range of cells

U Use the Font group on the Home tab to adjust font settings.

settings as Home | Insert  Page Layout

Increase or

applicable
Calibri v 11 % decrease font
size one
Paste B I U< B A~ notch at a
Clipboard & Font
H13 v (= F2

Create a new workbook

To open a new, blank workbook press CTRL+N.

Rename a worksheet
To rename a worksheet either:
U Right-click the sheet tab you wish to rename and select Rename Sheet, or

U Double-click the existing name on the sheet tab that you wish to rename.
Then edit the name directly.
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9 (o

10 R

' (ot 2. Rename
12 il S

13

l‘ Myoree

15

16 R Preset Shoet
17 T Cik
18
149
20
21 jpboct AR Ghwet

L Canoeamm remarng saves  Marge Custom formats |

1. Right-click tab
name

ety

Insert or delete a worksheet
There are a number of options for inserting worksheets.

O  Toinsert a new worksheet after all the existing worksheets click the Insert
Worksheet tab at the bottom of the screen.

ws | Sheetll ﬁw

a To insert a worksheet in front of the existing worksheet, click Insert in the
Cells group on the Home tab. Then click Insert Sheet.

(| To insert multiple worksheets at the same time hold down the SHIFT key,
select the same number of existing sheet tabs as you want new worksheets
then follow the same procedure as described above.

To change the order of worksheets in a workbook:

a Click and hold the mouse button on the worksheet tab at the bottom of the
screen then drag it to its new location.

To delete a worksheet:

a Click Delete Sheet from the Delete options in the Cells group on the
Home tab.

O  Alternatively, right-click on the tab name at the bottom of the screen and
select Delete
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A Delete Sheet

3.3 Adding comments

Introduction

We are all familiar with leaving ourselves post-it notes on the fridge door or at our
workstation to remind ourselves of something. We can also add comments to our
workbooks to annotate cells, make them easier to understand and also share
information with colleagues in shared workbooks.

Cells with comments are identified with a red indicator in the upper right corner.
The comment appears when you rest the mouse pointer on the cell.

5,601
3,932
3,859
8,000
5,579
7,101

Az

Add a comment

15
28
41
21
16

8

12

Author:
T days latel

U  Right-click the cell you wish to add a comment to

Select ‘Insert Comment’

a
O  Enter your comment in the body of the comment
a

Click outside the comment box to save your comment

Filter

Sort

B O W W

Edit or delete a comment

d Insert Comment

= Format Cells...

Pick From Drop-down List...

Right click a cell

then click “Insert
Comment”

a Right-click the cell containing the comment you wish to edit

O  Select Edit or Delete comment as appropriate
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I L

=] Edit Comment
:ﬂ Delete Comment

Show/Hide Comments

Pod [P | P [Pl | =2 | =

o - R

Copy comments to other cells

Right click a cell then

click Edit or Delete as
appropriate

U Select the cell containing the comment you wish to copy
U Click Copy in the Clipboard group on the Home tab (or use CTRL+C)

U Select Paste Special (within the arrow below Paste) in the Clipboard
group on the Home tab (or use CTRL+ALT+V)

U Select Comments in the Paste Special dialog box then click OK.

Paste
(@F.
(") Formulas

() values

() Formats

() validation
Operation
( : ) None
Add
Subtract

[ ] skip blanks

) All using Source theme
(") All except borders

) Column widths

(") Formulas and number formats
) Values and number formats

() All merging conditional formats

‘Comments’

[:] Transpose

oK ] I Cancel

Display or hide comments and review comments on the worksheet

To display or hide comments:

a Click the cell containing the comment you wish to be permanently displayed

U Click Show/Hide Comment in the Comments group on the Review tab

Note: Alternatively you can show all comments on the worksheet by selecting

Show All Comments

To review comments use the Next and Previous buttons in the Comments

group on the Review tab.
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Page Layout Formulas Data Developer Review View E

Edit, Delete, =N @ G ﬁ m & show/Hide Comment
Previous and Next 2 Show All Comments

helps yOU review Translate Edit Delete Previous Next

q Comment
comments in a Language Comments
workbook = | 39
| A | 8B ] c [ o | E
1 Trade receivables ledger
3 e Balance: Ageing On the ‘Review’
. PKR
5 |Badini 13,026 o 2 tab use
6 Chutani 17,443 25 ‘Show/Hide
7 |Esani 8,975 17 Comment’ or
8 |Hasni 5,000 10 - ¢
79 Jangi 12,974] Y [ controller: g now A“t :
10 Jattak 22,584 18 ommen T el
11 Khosa 100 6 applicable
12 | Lari 5,601 15
13 Lund " 20932 28 -
1 Credit controller:
14 Chutani 3,859 41 |Send letter
15 Rahija " 6,000 21
16 Qalat 5,579 16
17 |Shahani " 27,101 8
18 Jhalawan 43 13 5
| Director:
19 _Zehri 6,721 46 Freeze the account!
20 |
21 |
22 |
23 |

Print comments

There are two options for printing comments — either as they appear on the
sheet, or at the end of the sheet.

U Select the worksheet containing the comments you wish to print

U Next you need to display on the worksheet any comments you wish to print.
Use the techniques described above.

U Launch the Page Setup dialog box in the Page Setup group on the Page
Layout tab and select the Sheet tab.

U Select either ‘As displayed on sheet or ‘At end of sheet in the
Comments box.

d Print.

L 5

Home Insert ' Page Layout Formulas Data Developer Revie
[A° Colors ~ T m i = =] =i

&1l

Fonts - il
Themes Margins Orientation Size Print  Breaks Background Print
“ Effects ~ - & *  Areav -~ Titles |
Themes | Page Setup [}
(a3 - £.| on
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Page I Margins I Header/Footer] S/heet |

Print area: |
Print titles

Rows to repeat at top:

Columns to repg

2. Select
Sheet tab

Gridlines Comments:
Black and white
Cell errors as:

' At end of sheet
-
Draft guality As displayed on sheet

Print

E Row and column headings

Page order
(@ Down, then over - 3. Select as

@) over, then down , appropriate

] [ Print Previ‘egi] ’ Options...

[ ok
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4 CHAPTER REVIEW

Chapter review

Before moving on to the next chapter check that you now know how to:
m  Enter, format and edit data

= View, copy and move data
Format numbers

Apply conditional formatting
Add comments

Manage worksheets

Understand how to select items and navigate around a workbook
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Organizing and analysing data

1 Introduction to formulas

2 Usefull function for accountants

3 Chapter review
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INTRODUCTION

Learning outcomes

LO 3.1.1 Demonstrate adequate command of and perform Sumif, Count, Vlookup, Average
and Subtotal functions

LO 3.1.2 Demonstrate effective use of functions such as IF, AND, OR

Exam context

Formulas lie at the heart of Excel’s capability. Formulas are incredibly diverse and enable
you to convert seemingly meaningless data into highly meaningful information and statistics.

By the end of this chapter students will be able to:
m  Understand and construct basic formulas
m  Work with date formulas

m Use functions commonly used by accountants
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1 INTRODUCTION TO FORMULAS

Section overview

Introduction to formulas

Create your first formula

Using functions to create a formula
Nested functions

Relative and absolute references
Avoiding common formula errors

Deleting a formula

11

Introduction to formulas

Definition: Formula

A formula is a statement written by the user to be calculated. Formulas range from
very simple to highly complex. They can contain values, references to cells, defined
names and functions.

All formulas must start with the equals sign, e.g. “=2+6"

Definition: Function

A function is a small program designed to calculate specific values. Many standard
functions are built into Excel such as a function to sum values or calculate the
current time. Additional functions can be defined using the Visual Basic
programming language (which is outside the syllabus).

Functions are typed alongside parenthesizes within which the arguments are listed.
E.g.

=NOW() returns the current time

=SUM(3+5+7)*3 will multiply the sum of 3, 5 and 7 by 3.

Formulas are constructed using Functions, Cell references, Constants and
Operators. For example:

lllustration: Formulas
=2*Pl()*Al
This formula is constructed of the following:

e A function - PI (). This function returns the value of pi (3.14159). Some functions
require ‘arguments’ to be entered in an exact syntax between the brackets. For
example the SUM() function requires at least one argument to sum e.g. SUM(A1,
B2, C5). Others such as Pl do not require arguments.

e A cell reference - Al.

e A constant - 2.
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e An operator - * (multiply). Operators are the symbols used to create a
calculation such as * multiply, + add, - subtract, / divide, " raise to the power of.

So the cell will show the result of multiplying 2 times pi times the value of cell Al.
For example if Al's current value was 10, then the formula would return

=2 *3.14159 * 10
=62.8319

As we have demonstrated in the illustration above, formulas enable us to
transform an Excel Workbook from columns and rows of data to a dynamic tool
that can be customized to suit your needs. For example we might solve an
engineering problem, calculate ‘what-if’ scenarios to model financial data,
calculate interest rates and sum columns or rows of numbers. The list is literally
endless!

Here are some other examples of formulas to help get us started.

@ lllustration: Formulas
* = TODAY () - Returns the current date
= UPPER(“convert”) - Converts the text “convert” to “CONVERT”

=|F(C1<100) - tests cell C1 to see if it contains a value less than 100. The result
will show as TRUE or FALSE

=SQRT(E3) - Uses the SQRT function to return the square root of the value in cell
E3

= (D4+(E4*F4)-G4)/3 - Adds D4 to the product of E4 and F4, then subtracts G4
before dividing the whole result by 3

1.2 Create your first formula
A simple formula can be constructed as follows:
u Click the cell where you want to enter the formula
0  Type the equals sign “="
U  Enter the formula by doing one of the following:

e Type the constants and operators

- Eg.=7+11
- Eg.=14"8
e Click cells rather than typing a constant
- E.g. = A1+ 11
- E.g.=C17C2

Q Press ENTER

a Note that there are almost limitless numbers of constants and operators
that can be used in a formula (subject to a maximum 8192 characters).
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See the formula either
in the formula bar (fx) se 4 to th

or in the cell itself (A1 — r‘;'j\f/ ertgft3e
when in edit mode). ie 4x4x4¥64

This formula will

Clipboard = |
Al

=C1AC2 | 4

Developer R

Cell A1 shows the

result of the ' » - = Wra

formula after we

press ENTER. iE E EE Mer
Alignment

UJ‘N -
w

1.3 Using functions to create a formula
There are two main ways of entering functions as formula:
U Using Insert Function (fx) on the formula bar
a Use the drop-down menus from the Formulas tab

Let us illustrate both techniques with a simple weekly sales report. The two
formulas we will build are the sales total for five days sales in cell B10 and the
average daily sales across those five days in cell B12.
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Clipboard I Font I

I=
=
L
b
]
st}
-

=
=
o

2 PKR

3 B10: We want
the sales total

4 Monday 400 o (2500) here

5 Tuesday 600

6 Wednesday 800

7 Thursday 500

8 Friday 200 B12: We want

the average

9 daily sales

10 Total here. Note:

11 2500/5 = 500

12 Average

13

Insert Function
Use Insert Function to show the total of 5 day’s sales in cell B10:
4 Click B10

U Click Insert Function (fx) on the formula bar (note that Excel inserts the
equals sign automatically)

U Select the formula from the Dialog box then press ENTER. Note — if the
function you need is not showing you can use the search box (e.g. by
typing the word “SUM” in the search box) to generate suggestions.

3.Use ‘search’

to help find
the SUM
2.Click Insert e —e—
Function fx : ‘
Or select & gatagory: Recommanded E-I

10 | Total
11
12 Average

4 Select the
SUM formula

Adds a¥ the rumbers in a range of oxils.

1.Click B10

18
19

Helo on this function
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O When you press ENTER after selecting the appropriate formula the
Function Arguments dialog box is displayed. This is where you enter the
arguments. Note that with many functions, Excel makes an attempt to enter
the arguments for you. These may or may not require amendment.

SUM v % « £ =SUM(B4:BY)

A B -
1 d rnction Argumens
2 PKR Sum
3 Numberl
4  Monday 400 Number2
5 Tuesday 600
6 Wednesday 800
7 Thursday 500 Pre-populated
8 Friday 200 a!’guments appear
9 i.e. the range of
@Total I=5UM[B4:BQ}! Adds all the numbers in a range of cells. cells from B4 to B9
11 e Ty inclusive (shown

as B4:B9)

U Click OK to confirm the arguments. Note that in this example we could
either use the arguments: B4 + B5 + B6 + B7 + B8 + B9 or a single ARRAY
argument B4:B9

U The sum of 2500 is now displayed in B10.

EH92--=3|=

Home Insert Page Layout Formulas Data
= A - . = ,
_J] % Calibri - 11 - AN = = E] :

By -

Paste B 7 U~ = - &+ A - E
f = = = ——— =

Clipboard = Font ]
\ B10 v £z =SUM(B4:B9)

Monday
Tuesday
Wednesday
Thursday
Friday

The sum of B4:B9 is
now displayed in B10

D (Ca |~ LB W M

10 |Total
11

12 Average
13
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Drop-down menu on the formula tab

Let’s use the drop-down menu on the Formulas tab to calculate the average

daily sales in cell B12:
a Click cell B12

U Onthe Formulas tab select the drop-down category that includes the
function you wish to use. In this case the AVERAGE function is part of the

Statistical group.

EH9--=[3 |-

ﬂ Home Insert Page Layout Formulas

Text Date & Lookup & Math &

Data

ICAP - Intro to IT illustrations - Micr

Developer

Review View

Expert PDF

@ -3 Define Nz

£ Use in Fol
MName

= Time = Reference = Trig = |Functions ~| Manager EE Create frc

8 | Friday
9

10 Total
11

12 Average
13

14

15

16

17

18

19

AVEDEV
AVERAGE
AVERAGEA
AVERAGEIF
AVERAGEIFS
BETA.DIST
BETAIMNV
BINOML.DIST
BINOMINY
CHISQ.DIST
CHISQ.DIST.RT
CHISQINW
CHISQIMNV.RT
CHISQ.TEST
COMFIDEMCE.NORM
COMFIDEMCE.T
CORREL

Insert Function...

F

E Statistical

Defined Nam

2. Select the
Statistical group
within ‘More
Functions’

U Once again when we select our function (AVERAGE) by clicking on it in the
drop-down list we’re presented with the arguments dialog box.

U Note this time though that the auto-generated Excel-populated arguments
list is wrong as it shows B4:B11. You need to manually edit the correct

range of B4:B8.

U Click OK to confirm the newly edited arguments.
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®| H9-v-= Q]|+ ICAP - Intro to IT illustrations - Microsoft E

mome Insert Page Layout Formulas Data Developer Review View Expert PDF
» P -~ - : - : = ok A2 Define Name
f T B @A 0 6B 3

£2 Use in Formula

Insert | AutoSum Recently Financial Logical Text Date & Lookup & Math &  More Name
Function - Used Time - Reference - Trig - Functions ~ | Manager B Create from Selec
Function Library | Defined Names
AVERAGE v ":‘ w _fr| =AVERAGE(B4:B11)
A B MG hoee
ion Argum
1 rg
2 PKR AVERAGE
3 Number1 |B4:811 | =
4 Monday 400 Number2 | &
5 Tuesday 600
6 Waednesday 800
7 Thursday 500
_8 |Friday 200 Need to manually
= Returns the average (arithmetic adeSt the
10 Total 2500 argument to B4:B8
11
12 |Average |iE{B4:Bll} !

13
EIOTI Ergumﬁ

AVERAGE

Numberl |E4:ES| E&z| = {400;600;800;500;200}%
| = number

Now manually
adjusted

Click to

: Note how Excel .
Numberl: numb ote no ce confirm

gives you a preview
of the result

Formula result = 500

Help on this function

O  The average daily sales of 500 now show in B12.

10 |Total 2500
11
12 |Average 500
13

1A
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1.4 Nested formulas

Q

Excel formulas are not restricted to using only one function at a time. They are
much more powerful and flexible and we can include formulas within other
formulas as their arguments. Such a formula is called a nested formula.

Let’s introduce a new function — IF — in order to demonstrate the point.

lllustration: The IF function

Syntax: = IF (Logical_test, [value_if_true], [value_if_false])
For example,

= |F (A10>100,"Higher”, “Lower”)

e Logical_test: The logical test is whether the value of cell A10 is greater than
100.

e Value_if_true: If the value of cell A10 is greater than 100, the function will
return the text string “Higher”.

e Value_if_false: If the value of cell A10 is NOT greater than 100, the function
will return the text string “Lower”

Continuing our earlier example we could use column C to show whether each
day’s sales are higher or lower than the average for the week (which we
calculated as 500).

O  Click cell C4

U  Select the IF function from the Logical drop-down on the Formulas tab
U  Type in the arguments in the Function Arguments dialog box

O Click OK

File Home Insert Page Layout Formulas

Jo X
Insert | AutoSum Recently Financial | Logical 2.Select IF from the
Function  ~ _ " Logical drop-down
c4
A
1 o IFERROR
2
3 MNOT
5 Tuesday TRUE
6 Wednesdal £  insert Function...
7 | Thursday 500
& Friday 200
g | —
10 Total 2500
11
12 Average 500
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Function Arguments
IF
Logical_test |B4>500 E®:| = FALSE
Value_if_true | "Higher" g&:| = "Higher"
Value_if_false | "Lower" | = "Lower"
= "Lower"

Checks whether a condition is met, and returns one valul S RUE, and another value if FALSE.

Value_if_false isthe pgical_test is FALSE. If omit

3.Type the

arguments

Formula result = Lower

Help on this function

The function that we have just created reads as:
=|F(B4>500,"Higher","Lower")

However, so far we entered the average of 500 as the number 500. We can
change this to use the AVERAGE function instead so that the overall formula is
dynamic and does not need manually updating every week.

TIP — the least risky method of constructing an embedded formula is to build
each formula separately using the Insert Function process as described above,
then cut+paste one formula into the other to replace one of the arguments.

So in our example we have built the AVERAGE function in cell B12 and
constructed a non-embedded IF function in C4. We can simply copy the text of
the function in cell B12 and replace the constant 500 within the IF function
arguments as follows:

a Click B12
U Inthe function bar highlight the function EXCLUDING THE EQUALS SIGN

| IF MR I \/ERAGE(B4:

A B C D E
1
s PKR 2.Highlight text in the
= function bar (excluding the
4 Maonday] 400 Lower equals sign).
5 Tuesday 600
6 Wednes 800 3. CTRL+C to copy
7 Thursda 500
8 Friday 200 4. ESCAPE
9
10 Total 2500
11
12 |Average|.GE(B4:B8)
13
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O Press CTRL+C (copy) to copy the contents of B12 (excluding the equals
sign) onto the clipboard

d Press ESCAPE
a Click cell C4

a Click with the mouse in the function bar and delete the constant 500
replacing it with the AVERAGE function text from B12 by pressing CTRL+V
(paste).

U Press ENTER
Function Library

| IF ~(» x _f:‘ =|F(B4>J8lt) "Higher","Lower")

I A B | C gst, [value_if_true], [value_if_false])
1 Day  Totalsales
2 PKR
3

ZIMonday[ 400 ]:4>5[)D,"Highl 6. Replace the constant 500 by
5 Tuesday 600 clicking and deleting in the

function bar, then paste the
AVERAGE function from the
clipboard by pressing CTRP-P

6 Wednes 800
7 Thursda 500

8 Friday 200

g I —
10 Total 2500

11

12 Average 500

-

The new formula in cell C4 will now show:
=|F(B4>AVERAGE(B4:B8),"Higher","Lower")

We have NESTED (embedded) the Average function within the IF function. If we
replicate this for all days our Worksheet would then appear as follows:

A B (&
1 pay  Totalsales
2 PKR
3
4 Monday 400 =IF(B4>AVERAGE(B4:B8),"Higher"," Lower")
5 Tuesday 600 =|F(B5>AVERAGE(B4:B8),"Higher","Lower")
6 Wednesday 800 =IF(B6>AVERAGE(B4:B8),"Higher","Lower")
7 | Thursday 500 =IF(B7>AVERAGE(B4:B8),"Higher","Lower")
8 Friday 200 =IF(B8>AVERAGE(B4:B8),"Higher","Lower")
9
10 Total =SUM(B4:B9)
11
12 |Average =AVERAGE(B4:B8)
13
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The values in the cells being:

A B @
1 Day Total sales
2 PKR
3
4  Monday 400 Lower
5 Tuesday 600 Higher
6 Wednes 800 Higher
7 Thursda 500 Lower
8 Friday 200 Lower
9
10 Total 2500
11
12 Average 500

1.5 Relative and absolute references

When you copy and paste a formula from one cell to another the relative
positioning of the function arguments is retained.

For example, if the formula in cell A3 is
=A1* A2

what it is really saying is multiply
U  the contents of a cell two rows above (A1) by
O  the contents of a cell one row above (A2).

So if we were to copy the formula (CTRL + C) and paste (CTRL+V) into say cell
D3 the formula would paste as

=D1*D2

i.e. the relativity of multiplying a cell two rows above (D1) by a second cell one
row above (D2) has been retained.

The alternative to relative cell references is absolute reference. An absolute cell
reference does not change when you copy and paste the formula to another cell
and is identified by the dollar $ prefix.

lllustration: Relative vs. Absolute cell references
cia 1. Relative cell references

1.1 Enter the following formula into cell A3

=A1* A2

1.2 Copy cell A3 (CTRL+C) and paste into cell B3 (CTRL+V).
Cell B3 appears as follows:

=B1 * B2
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Clipboard I Font [P Alignment
Al v (- £|1
A B C
1|1 2 3
2 6

3 | =A1*A2

a

The values are:

Clipboard Is
| F7
' A
1 1 Relative references
2 6 6 6 retained
3 6
a4

2. Absolute cell references

2.1 Click on cell A3 then click into the formula bar highlighting all the arguments
2.2 Press function key F4

The formula in cell A3 changes to:

= $A$1 * $A$2

2.3 Copy the formula from cell A3 (CTRL+C) and paste into C3 (CTRL + V).

This time rather than C3’s new formula being ‘= C1 * C2’ as in the previous
example, cell C3 has retained absolute references to cells A1 and A2 and also

shows:
= $AS1 * $A$2

Clipboard
| IF . Function key F4
' A generates absolute

1 1 references

——=

2 6

3 =a1a2 |

4

o
- .

B0 1] 2 3

2 5 6 6 Absolute reference
:—M- 2 retained when copied
Clipboard 15 font ! hgnment

D8 . L
A B (s

11 2 3

2.6 6 6

3 |=5AS1°5AS2 -p1°82 =5A$1°SAS2

A
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1.6 Avoiding common formula errors

The following table summarises common errors that users encounter when
building formulas

Point often over-looked Comments

Enter numbers without formatting e.g. PKR 50,000 should be entered as
50000 (no comma for thousands or
currency notation)

Include the path to external All external links should include a path
workbooks to the source workbook.

References to other worksheet Note this is only necessary when the
names should be made in single other worksheet name includes a non-
quotation marks alphabetical character such as a

hyphen — or a plus sign +
You must enter exactly the required  For functions that have a specified

number of arguments number of arguments you must enter
exactly the required number.
Use a colon to indicate a range Some users accidentally use the

hyphen but remember this is the
subtraction operator in Excel. A range
should be for example A1:A4

Match all open and close Be careful when nesting functions.

parentheses Ever open parenthesis must be
matched by a close parenthesis. This
is why it can be a useful technique to
build nested functions function by
function as it can be difficult to identify
missing parentheses in multi-level
embedded functions.

1.7 Deleting a formula

There are two methods for deleting a formula

Delete key
O  Click the cell containing the formula to delete
U  Pressthe DELETE key

O  Note that using the delete key empties the cell of all its contents, including
the result of the former formula.

Paste-special values

U Click the cell containing the formula to delete

U  Click Copy in the Clipboard group on the Home tab (or press CTRL+C)
O  Click Paste Special under the Paste drop-down and select Values.

O Click OK

© Emile Woolf International 145 The Institute of Chartered Accountants of Pakistan



Introduction to Information Technology

E T ———
‘ Home | Insert Page Layout Formulas Data [
2. Click ‘paste’

Note cell contents is
a formula

B calibri

3. Click ‘paste special’
from drop-down

1. Click cell
containing formula to
delete

(") Formulas and number formats
fl:) Values and number formats

(") Comments
() validation ~1 All merging conditional formats
Operation
(@) None () Multiply
(7) Add (") Divide
() Subtract
Skip blanks [ Trans
" Paste Link }
‘ Home | Insert Pagewl.'ayod‘t Formulas
= & Calibri v(11 | A Result: Formula has
=) Ry ~ been overwritten by
Paste B 7 U - = the equivalent value
y _
Clipboard % | Font
A3 v (- £ 6
Al B | ¢ | o |
1 1 2 3
2 6 6 6
3 6 12 6
a
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2 USEFUL FUNCTIONS FOR ACCOUNTANTS

Section overview

Introduction
Compatibility functions

Date and time functions
Financial functions

Information functions

Logical functions

Lookup and reference functions
Math and trigonometry functions
Statistical functions

Text functions

21

Introduction

Microsoft Excel functions are categorized by their functionality into the various
groupings shown in the Function Library on the Formulas tab.

@| o 9~ -E N7 IC/ o IT illustratior
Home Insert Page Layout Formulas Data Developer Review View Expert PL
= - - @ = - 7 5 -3 Define |
fF T peeae g el@ 3>
Insert = AutoSum Recently Financial Logical Text Date & Lookup & Math&| More Name o
Function v Used ~ ¥ v ~  Time - Reference - Trig - |Functions ~| Manager EE Create-

Furwcﬁ:o.n‘L|br'ac’5' @ Statistical vl Defined Na

i ,ﬁ@' Engineering * B
D E (.‘ Cube » H

@® mformation *

[ Compatibility *

Function library

nH w N =

Last section we introduced the mechanics of how to enter, edit and delete
functions. In this section we explore each of the function libraries for the functions
most commonly used by Accountants giving examples where appropriate.

Note that we have not covered all the available functions by any means, just
those that you are most likely to encounter as Accountants.

One really useful option in the functions library is the Recently Used category,
which does exactly what it says — lists your most recently used functions.

Note too that if you can’t remember which library a function belongs to you can
click ‘Insert Function’ either on the Formulas menu bar or at the foot of any of
the drop-down Library menus.
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Insert function
button

ormulas Data Developer Review View Exp

- = = @ g = e — i 2D
B e®2e B @ 5
Insert = AutoSum |Recently Financial Logical Text Date & Lookup & Math &  More ) 2
Function * Time ~ Reference = Trig ~ Functions ~ | Manager 55

| Avemace ‘ el

SUM

Recently used functions.
I Really useful!
=i HYPERLINK

|

COUNT
MAX
SIN
S Insert function is an option

PMT in each of the function
STDEV libraries.

j JSe  Insert Function...
11

2.2 Compatibility functions

Function Comment

PERCENTILE (array, k) Returns the k’th percentile of values in a range.

e.g. =PERCENTILE(C1:C1000,0.2) would return
the 20" percentile

QUARTILE(array,quart) Returns the quartile of a dataset (note: quart
values can be 0 — minimum value, 1 — 25"
percentile, 2 — 50" percentile, 3 — 75"
percentile, 4 — maximum value).

e.g. =FQUARTILE(C1:C1000,3) would return the
75" percentile

RANK(number,ref,Jorder]) Returns the rank of a number in a list of
numbers. Note, for ‘order’, 0 is descending and
1 is ascending.

e.g. =RANK(C20,C1:C1000,0)
STDEV.S(number1, Estimates standard deviation on a sample.
number2, number3 .....) e.g. =STDEV.S(C1:C1000)

If the dataset C2:C1001 was simply a list of numbers from 1 to 1,000, the
formulas and results would be as follows:
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@ lllustration: Compatibility functions
i If the dataset C2:C1001 was simply a list of numbers from 1 to 1,000, the
formulas and results would be as follows:
Clipboard & Font [F Alignment
| 612 - (- A
A B C
1 Formula  Resuk  Data
2 =PERCENTILE(C2:C1001,0.2) 201 1
3 =QUARTILE(C2:C1001,3) 750 2
4 | =RANK(50,C2:C1001,0) 951 3
5 =STDEV.S5(C2:C1001) 289 4
6 5

2.3 Date and time functions

TODAY() Returns the current date

=NOW() Returns the current time

=WEEKDAY ((serial_numb  Returns the day of the week corresponding to a
er,[return_type]) date (i.e. serial_number).

e.g. =SWEEKDAY(TODAY(),1) returns 2 (i.e. a
Monday as under return type 1, days of the
week range from 1 (Sunday) to 7 (Saturday).
Other common return_types include:

e 2:ranges from 1 (Monday) to 7 (Sunday)
e 3:ranges from 0 (Monday) to 6 (Sunday)

=WEEKNUM(serial_numb  Returns the week number of a specific date. E.g.
er,[return_type]) week containing january 1 is the first week of the
year and is number 1.

e.g. =SWEEKNUM(TODAY(),1) returns 1 if today
is 3 January.

@ lllustration: Date and time functions

E F
~TODAY() 01/01/2014
=NOW() 01/01/2014
—WEEKDAY(TODAY(),1) 4
“WEEKNUM(TODAY(),1) 1
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2.4 Financial functions

Microsoft Excel 2010 includes a large range of financial functions. However, they
are specialised in nature, for example relating to treasury, banking or actuarial
roles.

A number of functions are briefly summarised below but note that detailed
knowledge of these functions will not be required in the exam.

Function Comment

ACCRINT Returns accrued interest on a secuity paying
periodic interest

ACCRINTM As ACCRINT but interest paid at maturity

COUPDAYS Returns number of days in the coupon period
that contains the settlement date

CUMPRINC Returns the cumulative principal paid on a loan
between two periods

EFFECT Returns effective annual interest rate

IRR Returns the internal rate of return for a series of
cash flows.

NPV Returns the net present value of an investment

based on a series of periodic cash flows and a
discount rate.

SLN Returns the straight-line depreciation of asset
for a specified period.

YIELD Returns the yield on a security that pays periodic
interest

2.5 Information functions

Function Comment

IS functions Each IS function checks the specified value and returns
TRUE or FALSE.

e.g. ISBLANK(A1) returns TRUE if cell A1 is blank, otherwise
returns FALSE.

Typically these functions are used in IF statements.

e.g. =IF(ISERROR(C6),”Exception occurred”,C6*365). This
would multiply C1 x 365 unless the value in C1 was an error,
in which case the text string “Exception occurred” would be
displayed

IS functions — e ISBLANK(value)
examples

e ISERR(value) — checks for any error except #N/A
¢ ISERROR(value) — checks for any error
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Function Comment

¢ ISLOGICAL(value)- checks if it's a logical value e.g.
TRUE

¢ ISNA(value) — checks if #N/A

¢ ISNONTEXT(value) — checks if non-text
¢ ISNUMBER(value)

¢ ISREF(value) — checks if it's a reference
o ISTEXT(value)

@ lllustration: Information functions

=IF(ISERROR(C6),"Exception occurred”,C6*365) 1095 CellCo=3
=|F(ISERROR(C7),"Exception occurred",C7*365) Exception occurred CellC7 =#n/a

2.6 Logical functions

Function Comment

AND(logical1, [logical2], Returns TRUE if all it's arguments are TRUE.
[logical3]...) Note — ALL arguments must be TRUE,
otherwise FALSE will be returned.

e.g. =AND(5*5=25,32/8=4) would return TRUE

IF(logical_test,[value_if tr  Returns one value if the condition is TRUE,
uel,[value_if_false]) otherwise returns another value.

e.g. if 2011 sales were in cell A1 and 2012 sales
in A2 we could specify the following:

=IF(A2>A1,”Sales increased”,”Sales not

increased”)
IFERROR(value, Returns a specified value if a formula (value)
value_if_error) evaluates an error. Otherwise the result of the
formula is returned. Useful for trapping formula
errors.

e.g. =IFERROR(25/0,”Exception”) would return
“Exception” but =IFERROR(25/5,"Exception”)
would return 5.
NOT((logical) Reverses the value of its argument.
e.g. =NOT(2+2=4) would return FALSE
OR(logical1,[logical2],[logi Returns TRUE if any argument is TRUE. If all
cal3]...) arguments are FALSE then FALSE is returned.

e.g. =OR(A1>10%,A2>15%,A3>20%) would
return TRUE if any of the three tests hold TRUE.
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lllustration: Logical functions

G
Formula Result
=AND(5*5=25,32/8=4) TRUE
=AND(5*5=23,32/8=4) FALSE
=|F(C15>C14,"Sales increased","Sales not increased") Sales increased
=|FERROR(25/0,"Exception") Exception
=|FERROR(25/5,"Exception") 5
=NOT(2+2=4) FALSE
=OR(A1>10%,A2>15%,A3>20%) TRUE

2.7 Lookup and reference functions

Function Comment

VLOOKUP(lookup_value,  Looks in the first column of an array and moves
table_array, across the row to return the value of a cell.
col_index_num,

Look alue — the value we’re trying to
[range_lookup]) * Hp_va il vaue w ying

match in the first column

e Table_array — the dataset that we’re
searching

e Col_index_num — Once we’ve found a
match this is the number of columns to count
across on that row for the result

e [range_lookup] — an optional value. Use
“TRUE” if you want a ‘best-fit’ match to the
data. Use “FALSE” if you need an exact fit.

HLOOKUP — Works in an almost identical fashion to
lookup_value, table_array, VLOOKUP except rather than checking for a
row_index_num, matching row then moving across a certain
[range_lookup]) number of columns, HLOOKUP checks for a

matching column then moves down a certain
number of rows.

VLOOKUP

The Vlookup function is used to search the first column of a range of cells and
then returns a value from any cell on the same row of the range.

This is best described by way of an illustration.

@ lllustration: VLOOKUP

Let’s say we have a list of 1,000 employees in a worksheet with columns arranged
as follows:

e A: Employee ID
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e B: Surname

e C: Department

e D: Salary

We could use the VLOOKUP function to search the records for employee XYZ2538

and return their salary from the 4t column as follows:

=VLOOKUP("XYZ2538",A1:D1000,4,FALSE)
A B C D
1 |Employee ID Surname Department Salary
2 |XYZ2528 Moon Sales 100000
3 |XYZ2529 Paracha Sales 80000
4 |X¥Z2530 Passi Marketing 70000
5 |XYZ2531 Paswal Operations 40000
6 |XYZ2532 Punu khel Operations 45000
7 |XYZ2533 Qaimkhani Finance 60000
& |XYZ2534 Ramay Finance 58000
9 |XYZ2535 Rana Servicing 42000
10 |XYZ2536 Ranjha Servicing 43000
11 |XYZ2537 Rathore Manufacturing 18000
12 [XYZ2538 Sahi Manufacturing 22000
13 |XYZ2539 Shanzay Manufacturing 30000
14 [XYZ2540 Siyal Manufacturing 17000
15 |XYZ2541 Sipra Manufacturing 29000
16 |XYZ2542 Spal Manufacturing 33000
I a
Formula Result
—VLOOKUP("XYZ2538" A1:D1000,4,FALSE) |22000

HLOOKUP

The Hlookup function is used to search the first row of a range of cells and then
returns a value from any cell in the same column of the range.

This is best described by way of re-arranging a subset of the data from the
Vlookup illustration into a columnar format.

@ lllustration: HLOOKUP

Let’s say we have a list of 100 employees in a worksheet with rows arranged as
follows:

e Row 1: Employee ID

¢ Row 2: Surname
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e Row 3: Department
¢ Row 4: Salary

We could use the HLOOKUP function to search the columns for employee XYZ2538
and return their salary from the 4t row as follows:

=HLOOKUP("XYZ2531",D1:CZ4,4,FALSE)

D E F G H | J K

XYZ22528 XYZ25209 XYZ2530 Xy22531 XYZ2532 XYZ2533 XYZ2534
Sy O Naon Patatha Pass| Paswal Puriu khel Qaimkhanl Rarmay

o w e

w Sales Sales Marketing Operations Operations Finance Finance
Salary 100000 80000 70000 40000 45000 60000 58000
1 Formula Result

2 |=HLOOKUP("XYZ2531",D1:CZ4,4,FALSE) 40000

2.8 Maths and trigonometry functions

Function Comment

ABS (number) Returns the absolute value of a number (i.e. the
number without its sign)

e.g. =ABS(-3) = 3
CEILING (number, Rounds a number up (away from zero) to the
significance) nearest multiple of significance.

e.g. =CEILING(7,2) = 8 i.e. rounds 7 up to the
next multiple of 2

FLOOR (number, Rounds a number down (towards zero) to the

significance) nearest multiple of significance.
e.g. =FLOOR(7,2) = 6 i.e. rounds 7 down to the
highest multiple of 2

INT (number) Rounds a number DOWN to the nearest integer.
e.g. =INT(17.8) = 17

MOD (number, divisor) Returns the remainder after a number is divided

by the divisor. Note the result has the same sign
as the divisor.

e.g. =MOD(7,2) = 1 i.e. 7/2=3.5, so working
backwards 3 x 2 = 6, leaving one left over

ROUND (number, Rounds a number to a specified number of
num_digits) digits.

e.g. FROUND(13.7589,2) = 13.76
SUBTOTAL Returns a subtotal in a list or database.
(function_num, ref1, [ref2], However, the term ‘subtotal’ can be misleading
[ref3]....) as it is not restricted to the (sum) function.

The ‘function_num’ argument defines which
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Function

Comment

function should be applied to the dataset, for
example function_num 9 means SUM the
dataset, whereas function_num 1 means take
the average of the dataset.

See illustration SUBTOTAL below.

SUM (number1,
[number2], [number3]...)

Adds all the numbers that are specified as
arguments. Note that the arguments can take
many forms, e.g. a range, constants, cell
references).

e.g. =SUM(2,10,13) = 25.

If cells A1, A2 and A3 contained the values 2, 10
and 13 this could also be written as:

=SUM(A1, A2, A3) or alternatively
=SUM(A1:A3) or alternatively
=SUM(A1:A2, A3)

SUMIF (range, criteria,
[sum_range])

This clever function sums the values in a range
that meet criteria that you specify. For example
in a list of employees and salaries you might
want to sum the salaries of all employees with
manager grade.

See illustration SUMIF below.

TRUNC (number,
[num_digits])

Truncates a number to an integer by removing
the fractional part of the number. If [num_digits]
is not specified then it defaults to zero.

e.g. =TRUNC(17.89,1) = 17.8
e.g. =TRUNC(17.89) = 17

@ lllustration: Maths and trigonometry functions

‘ Formula Result
=ABS(-3) !3
=CEILING(7,2) 2]
=FLOOR(7,2) 6
=INT(17.8) 17
=MOD(7,2) 1
=ROUND(13.7589,2) 13.76
=5UM(2,10,13) 25
=TRUNC(17.89,1) 17.8
=TRUNC(17.89) 17
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Q

lllustration: SUBTOTAL

Using a list of employees including their employee ID, surname, department and
salary we can perform 11 different functions on the salary column using the
subtotal function.

The dataset is as follows:

A B C D
1 |Employee ID _ISurname Department  Salary
2 XYZ2501 Noon Sales 100000
3 XYZ2502 Paracha Sales 80000
4 |XYZ2503 Passi Marketing 70000
5 |XYZ2504 Paswal Operations 40000
6 XYZ2505 Punu khel Operations 45000
7 XYZ2506 Rathore Manufacturing 18000
8 XYZ2507 Sahi Manufacturing 22000
9 |XYZ2508 Qaimkhani Finance 60000
10 | XYZ2509 Ramay Finance 58000
11 |XYZ2510 Rana Servicing 42000
12 |XYZ2511 Ranjha Servicing 43000
13 |XYZ2512 Shanzay Manufacturing 30000
14 |XYZ2513 Siyal Manufacturing 17000
15 |XYZ2514 Sipra Manufacturing 29000
16 |XYZ2515 Spal Manufacturing 33000

a
d

The subtotal syntax is:

= SUBTOTAL (function_num, refi1, [ref2], [ref3]....)

The refl, ref2 etc. arguments represent the data to be analysed. We can
summarise this as the range D2-D16.

The Subtotal function has 11 different function_num arguments built-in which
applied to our dataset give the following results:

F G H
Formula Result Function_num
=SUBTOTAL(1,D2:D16) 45800 1 = average
=SUBTOTAL(2,D2:D16) 15 2 = count
=SUBTOTAL(3,D2:D16) 15 3 = counta
=SUBTOTAL(4,D2:D16) 100000 4 = max
=SUBTOTAL(5,D2:D16) 17000 5 =min
=SUBTOTAL(6,D2:D16) 1.22443242477051E+69 6 = product
=SUBTOTAL(7,D2:D16) 23851.3252102627 7 = stdev.s
=SUBTOTAL(8,D2:D16) 23042.5693011869 8 = stdev.p
=SUBTOTAL(9,D2:D16) 687000 9 =sum
=SUBTOTAL(10,D2:D16) 568885714.285714 10 =var
=SUBTOTAL(11,D2:D16) 530960000 11 =varp

© Emile Woolf International 156 The Institute of Chartered Accountants of Pakistan




Chapter 6: Organizing and analysing data

In fact there are 22 different function_num arguments:
¢ Those in the range 1 to 11 will include hidden values (i.e. from hidden rows).

e Those in the range 101 to 111 (same order as the 1 to 11 range) will ignore
hidden values.

lllustration: AutoSum

The quick method for summing data is to use the AutoSum function on the
Formulas tab.

Let’s say a property developer has seven tenants and information about how much
each tenant owes for electric, gas and water:

a1 Jx
S T U \% W
1 Electric Gas Water |Total
2 Talwar 1,083 812 1,430
3 |Rana 845 634 1,115
4 | Meo 1,593 1,195 2,103
5 Lak 584 438 771
6 Kalas 485 364 640
7 Gill 1,204 903 1,589
8 Jagal 1,400 1,050 1,848
9
10

~= gy

Home Insert Page Layout Formulas

We could add totals for electric, gas and water in cells T9, U9 and V9:
e Click cells T9, U9 and V9

e Click the AutoSum function on the Formulas tab

> B E@RGEE

Insert = AutoSum Recently Financial Logical Text Date &
Function 2 Used ~ ~ > = Time ~
Function Library
T ~C & -summn
I u | v W
1 Electric Gas Water (Total
2 Talwar 1,083 812 1,430
3 Rana 845 634 1,115
4 Meo 1,593| 1,195 2,103
584 438 771
485 364 640
1,204 903 1,589
1,400 1,050 1,848
7,194 5,396 9,496

We could also create totals for each tenant in column W:

e Click cells W2 to W9
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e Click the AutoSum function on the Formulas tab

) a5 E—
Home Insert Page Layout Formulas
S - = o= g

B @8EE

utoSum Recently Financial Logical Text Date¢
Function > Used ~ ¥ ¥ = Time -

Function Library

w2 v (= £ | =sum(T2:)

s | T | v | v [Tw
Electric Gas Water |Total

Talwar 1,083 812 1,430 3,325

Rana 845 634 1,115 2,594
Meo 1,593 1,195 2,103 4,891
Lak 584 438 771 1,79

Kalas 485 364 640 1,489
Gill 1,204 903 1,589 3,696

Jagal 1,400 1,050 1,848| 4,298
7,194 5,396 9,496| 22,086

2 BEEIEEEER -

@ lllustration: SUMIF
‘ A human resources department wants to find out the combined salaries of all the

employees in the Manufacturing department. The dataset is as follows:

A B (e D

1 EmployesiD Surmame Deparment | Salary |
2 XYZ2501 Noon Sales 100000
3 |XYZ2502 Paracha Sales 80000
4 XYZ2503 Passi Marketing 70000
5 |XYZ2504 Paswal Operations 40000
6 | XYZ2505 Punu khel Operations 45000
7 | XYZ2506 Rathore Manufacturing 18000
8 | XYZ2507 Sahi Manufacturing 22000
9 XYZ2508 Qaimkhani Finance 60000
10 XYZ2509 Ramay Finance 58000
11 [XYZ2510 Rana Servicing 42000
12 XyZ2511 Ranjha Servicing 43000
13 XYZ2512 Shanzay  Manufacturing 30000
14 XYZ2513 Siyal Manufacturing 17000
15 XYZ2514 Sipra Manufacturing 29000
16 XYZ2515 Spal Manufacturing 33000

17

© Emile Woolf International

158 The Institute of Chartered Accountants of Pakistan




Chapter 6: Organizing and analysing data

We can use the SUMIF formula as follows:

Formula Result
=SUMIF({C1:D16,"Manufacturing",D1:D16) 149000

The syntax of SUMIF is:
e SUMIF (range, criteria, [sum_range])
So in this illustration:

¢ Range = C1-D16. In practice the first column of the range should be the column
that includes the selection criteria, in this case “Manufacturing”

e Criteria = “Manufacturing”. Note the use of speech marks

¢ Sum_range = D1:D16. This represents the column from which entries should be
added if the value in column C on that row matches the criteria.

So in plain terms, add up column D for all rows where column C on that row says
‘Manufacturing’. The final result is that the total combined salary of all
Manufacturing employees is 149,000.

2.9 Statistical functions

Like with the Financial function library, many of the Statistical functions are
similarly specialised in nature. However, there are a number of useful functions in
this library that can routinely assist accountants in their day-to-day work whether
as auditors, accountants in industry, or indeed in any of the many other roles that
accountants fulfil. These functions are summarised below.

Function Comment

AVERAGE (number1, Returns the average of the arguments.
[number2], [number3]...) ¢ . =AVERAGE(C1:C1000)

COUNT (value1, [value2], Counts the number of cells in a range that

[value3]...) contain a number (i.e. not text or logical values
etc.) plus the number of numbers entered as
arguments.

e.g. If there are numbers in cells C3, C8 and
C11 but text in all other C-cells in the range C1
to C20, then

=COUNT(C1:C20,10,11,12) would return an
answer of 6. i.e. the three numbers in cells C3,
C8 and C11 plus three numbers entered as
arguments 10, 11 and 12.

See illustration below.

COUNTA (valuet, Very similar to COUNT except that COUNTA
[value?2], [value3]...) simply counts non-empty cells and arguments,
irrespective of type.

See illustration below.
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Function Comment

COUNTIF (range, criteria)  Countif returns a count of the number of cells in
a range that satisfy the criteria.

See illustration below.

MAX (number1, Returns the largest value in a set of values. Note
[number2], [number3]...) that the arguments can either relate to cells or
be constants.

e.g. if cells C1:C3 included the values 7, 11, 4
=MAX(C1:C3) = 11

But,

=MAX(C1:C3, 15) = 15

MEDIAN (number1, Returns the median (number in the middle of a
[number2], [number3]...) set of numbers) of a list (can include a range) of
numbers.

e.g. MEDIAN(3,2,7,11,5) =5
MIN (number1, [number2], Opposite to the MAX function.

[number3]....) Returns the smallest value in a set of values.
Note that the arguments can either relate to cells
or be constants.

e.g. if cells C1:C3 included the values 7, 11, 4
=MIN(C1:C3) =4

But,

=MIN(C1:C3,0)=0

PERCENTILE.INC (array, Returns the k-th percentile of values in a range
k) where K is in the range 0..1 inclusive (i.e. 0% =0
and 100% = 1).
e.g. =PERCENTILE.INC(A1:A1000,0.25) would
return the 25" percentile of cells in the range
A1:A1000.

STDEV.S (number1, Calculates the standard deviation based on a
[number2], [number3]...) sample of numbers (ignoring text and logical
values that may have crept into the dataset).

e.g. =STDEV.S(1,3,5,7,9) = 3.16
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@ lllustration: Statistical functions

AF AG
Formula Result
=AVERAGE(1,2,3,4,5) 3
=MAX(7,11,4) 11
=MIN(AG1:AG3,0) 0
=MEDIAN(3,2,7,11,5) 5
=PERCENTILE.INC({0,1,2,3,4,5},0.2) 1
=STDEV.5(1,3,5,7,9) 3.16 (2dp)

lllustration: COUNT vs. COUNTA vs. COUNTIF
Q@

e Count returns a count of numbers in the arguments (or within any ranges
entered as arguments).

e CountA returns the number of non-empty cells and arguments - i.e. text, error
values, logic values etc.

e CountlF returns the number of cells in a range that satisfy the criteria

For example:
=

z AA AB AC
Data Function Result
TRUE =COUNT(Z2:29,1,"Extra") 2
1 =COUNTA(Z2:79,1,"Extra") 10
#REF! =COUNTIF(Z2:29,"Manufacturing") 3
Manufacturing
Manufacturing
Finance
Operations

W0 00|~ ||| WM

Manufacturing

&
3
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2.10 Text functions

Function Comment

EXACT (text1, text2) The Exact function is useful for testing that text
entered into a document is accurate. Also useful
when combined with the LEFT, MID and RIGHT
functions below for example for testing certain
check-digits say in product codes or invoice
numbers.

Returns TRUE if the text strings are exactly the
same. EXACT is case-sensitive but ignores
formatting such as bold or underline.

e.g. =EXACT(“saMe”, “saMe”) = TRUE

LEFT (text, [num_chars]) Returns the left most character (or characters if
num_chars is used) of a text string.

e.g. =LEFT(“Pakistan”,2) = Pa

LEN (text) Returns the number of characters in a text string
Note, spaces, commas etc. are also counted.
e.g. = LEN(“Pakistan, Asia”) = 14

LOWER (text) Converts all uppercase letters in a text string to
lowercase.
e.g. = LOWER(“paKiSTAN”) = pakistan
MID (text, start_num, Returns a specific number of characters
num_chars) (num_chars) from a text string (text), starting at

the position you specify (start_num).
e.g. =MID(“Pakistan”,3,4) = kist

PROPER (text) Capitalizes the first letter in a text string plus any
other text letters that follow a character other

than a letter. All other letters are converted to
lower case.

e.g. =PROPER("account NuMBer 36CeB") =
Account Number 36Ceb

RIGHT (text, [num_chars]) The opposite of the LEFT function - returns the
right most character (or characters if num_chars
is used) of a text string.

e.g. =RIGHT(“Pakistan”,2) = an
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Function Comment

TEXT (value, format_text) TEXT allows us to convert a numeric value to
text. The ‘format_text’ argument lets us specify
the display formatting (e.g. m/d/yyyy, #,##0.00).

Note the following guidelines for text formats:

e 0 (zero) — Displays insignificant zeros if a
number has fewer digits than specified in
the format. E.g. 17.8 shows as 17.80
with format #.00

e #-Same as 0 (zero) but does NOT
display insignificant zeros. Note that in
effect this operates as a ‘rounding’
function when there are more digits than
specified in the format.

e 7?7 — Same rules as 0 (zero) but adds
spaces to ensure the decimal points are
aligned in columns.

e . (period) — displays the decimal point in

a number.
e.g. =TEXT(17.8945,"PKR #.##") = PKR 17.89
TRIM (text) TRIM is particularly useful for formatting data

received from other sources that may have
irregular spacing.

TRIM removes all spaces from text except for
single spaces between words.

e.g.=TRIM(“ Long account end”)=
Long account end

UPPER (text) Converts text to uppercase
e.g. =UPPER("pAkiSTan") = PAKISTAN

@ lllustration: Text functions

‘ Formula Result
=EXACT("saMe", "saMe") TRUE
=LEFT("Pakistan",2) Pa
=LEN("Pakistan, Asia") 14
=LOWER("paKiSTANn") pakistan
=MID("Pakistan",3,4) kist
=PROPER("account NuMBer 36CeB")  Account Number 36Ceb
=RIGHT("Pakistan",2) an
=TEXT(17.89,"PKR #0.0") PKR 17.9
=TEXT(17.8945,"PKR #.##") PKR 17.89
=TRIM(" Long account end") Long account end
=UPPER("pAkiSTan") PAKISTAN
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3 CHAPTER REVIEW

Chapter review

Before moving on to the next chapter check that you now know how to:
m Understand and construct basic formulas

m  Work with date formulas

m  Use functions commonly used by accountants
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INTRODUCTION

Learning outcomes

LO 3.6.1 Export data from Excel to other applications and in other formats

LO3.6.2 Import data to Excel from other applications and in other formats

Exam context

One of the key benefits of Microsoft Office products such as Microsoft Excel is the ability to
import and export data between one application and another. This exchange of data occurs
over a connection.

The chapter begins by introducing the fundamental concepts of importing and exporting data
to and from Microsoft Excel. The introduction also explains the basic concepts of
connections.

Subsequent sections then explore a number of examples of frequently used methods for
importing and exporting data in a number of formats.

By the end of this chapter students will be able to:

m  Understand the basics of data connections between Microsoft Excel and other
applications

m Import data from other applications and in alternative formats

m  Export data to other applications and in alternative formats
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1 INTRODUCTION TO MANAGING DATA

Section overview

m Introduction to managing data

1.1 Introduction to managing data
There are two sources of data in an Excel workbook:
U  Storing data directly in the workbook

U  Storing data in an external data source

Storing data directly in the workbook

Storing data locally in a workbook has the benefit of speed, control and
accessibility.

However, it can become cumbersome to manage and consume disk space.
Furthermore users may encounter accessibility challenges, particularly when
sharing workbooks, which can lead to multiple and inconsistent copies of data co-
existing. Imagine how dangerous this could be if it related to a human resources
database.

This is why many operations benefit from having a single copy of secure and
well-managed data that is maintained centrally but that multiple users can share.
Storing data in an external data source

Examples of external data sources include

O  Textfiles

U  Databases

d  OLAP (Online Analytical Processing) cubes

The workbook and external data source communicate via a data connection
which includes information on location, log-in and accessing the external data
source.

The benefits of storing data externally include

U  You can periodically analyse the external data without repeatedly copying
the data into your workbook. Such copying of data can be time-consuming
and error-prone.

U  Once connection has been established you can also automatically refresh
(update) the linked Excel workbook from the original data source. This
enables the workbook to be kept up-to-date.

U  External data sources support data sharing and can promote data integrity
by having just one central copy of the data.

Connection information is stored in a workbook and can also be stored in a
connection file such as:

Q ODC file — Office Data Connection
a .dsn — Data Source Name file

This can be illustrated as follows:
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Q

lllustration: The basics of Excel data connections

R il =

Data source such as a text file (.csv, .txt.), SQL Server or Microsoft Access.

Data source may have an associated ODBC driver or OLE DB provider. The
terms ODBC driver and OLE DB connection describe the interface that connects
a database with an application such as an Excel workbook. OLE DB is a more
up-to-date and versatile method than ODBC.

A connection file is required which provides the bridge between the data source
and the workbook. This defines all the information needed to access and
retrieve data from a data source.

Connection information is copied from the connection file into a workbook.
Users can then access and edit the connection information from within the
workbook.

Data is ultimately displayed into the workbook (all the way from the data
source) and available directly in the workbook for use.

Section 2 below introduces importing and exporting data with a number of
worked examples. Section 3 then explores data connections in more detail.
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2 IMPORTING AND EXPORTING DATA

Section overview

Importing data from a text file
Using the Text Import Wizard

Exporting data to a text file

21

Importing data from a text file

There are two types of text files that you will typically encounter:

Text file type Comments

Axt Delimited text file — the TAB character typically separates
each text field. However, other separators are possible
such as comma, semicolon and space.

.CsV Comma separated values text files — data is separated
by a comma in these files.

We can see the difference by looking at the same data set in Microsoft Notepad
in both .txt and .csv formats as follows:

File Edit Format View Help

Employee ID Surname Department salary -
XYZ2501 Noon sales "100,000"
XYZ2502 Paracha Sales "80,000"

XYZ2503 Passi_  Marketing Text file: Tab-delimited
XYZ2504 Paswal Operations | -

XYZ2505 Punu khel Operations "45,000"

XYZ2506 Rathore Manufacturing "18,000"

File Edit Format View Help

Employee ID,Surname,Department,Salary
XYZ2501,Noon,Sales, "100,000"

XYZ2502,Paracha,sSales,"80,000" . e
XYZ2503,Passi,Marketing,"70,000" CSV file: Comma-delimited
XYZ2504,Paswal ,Operations,"40,000"
X¥Z2505,Punu khel,Operations,"45,000"
XyZ2506,Rathore,Manufacturing, "18,000"

There are a number of methods for using this data in an Excel worksheet:

© Emile Woolf International 169 The Institute of Chartered Accountants of Pakistan



Introduction to Information Technology

Method Comments

Open a .csv file This is the simplest method. You can either:

directly into Excel , 5¢ the ‘File-Open’ function in Excel (changing file
type from ‘All Excel Files’ to ‘Text Files’ so you can
find the .csv file’)

| |
(Text Files - |

: [ Open |vH Cancel ]

or

e use Windows Explorer to find the .csv file then use the
‘Open With...” and select Microsoft Excel.

Note:

¢ Opening a .csv file directly in Excel does NOT
import the data nor create a connection. You are
literally in the live and original .csv file so any changes
you make will change the .csv file.

Import a .csv or We can use the Text Import Wizard to generate a copy
Ixt using the Text of the source data from the .csv or .txt file in an Excel
Import Wizard Workbook. The process is explained in full detail below.
within Excel Note:

e Importing data using the Text Import Wizard (for both
.csv and .txt files) creates a copy of the source data
in your workbook and also creates a connection
back to the source file. The connection can then be
subsequently updated to reflect further changes to the
source data.

2.2 Using the Text Import Wizard
The Text Import Wizard assists users with importing data from a text file into a
worksheet.

The Text Import Wizard is accessed by clicking From Text in the Get External
Data group on the Data tab.

Home  Insert  Page layout  Formulas Data Dey

2 N Ny N Y = (3] Connection:
j @ =0 Ui =is & = e
From From From From Other Existing Refresh
Access Web  Text urces v Connections | All ~

Get External
| Al v
A B

Connections

E

The process is best illustrated by working through an example. Let’s import the
below tab-delimited text file (shown open in MS Notepad):
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To start the process, double-click the text file to be imported from the Import

Text File dialog box:

| *= DdIntoemation technciogy » ICAP Templates

l Otgenee = New leider

5 Microsoft Excel

{ Favantes

Name oy

¥l B4 - CSY {Comma deamited) 05

B4 - Text {tab delimited)

B Deswtop

File pame: 54 - Text (1ab Cefimied) v TexFiles -/

Tools = Impon i I'

The text import wizard now involves three steps...

Carxel

Step 1 - Establish whether source data is delimited

U Select whether the text is delimited (i.e. fields are separated by a tab,
colon, semicolon, space or other character) or fixed width (i.e. every
column has the same number of characters)

U Select which row to start the import from. Note that we can easily delete
unnecessary data rows from the imported worksheet later.

U Select file origin —i.e. the character set used in the text file. It is rare to
need to re-set this from the default setting but you should double-check.

U Review the file preview.

-

B

Text Import Wizard - Step 1 of 3

The Text Wizard has determined that your data is Delimited.

1. Delimited or fixed width

If this is correct, choose Mext, or choose the data type that best describes your data.
Original data type

Choose the file type that best describes your data:
elimited

ixed width

- Characters such as commas or tabs separate each field.

- Fields are aligned in columns with spaces between each field.

Start import at row: File origin:

MS-DOS (PC-8)

4. Preview

t (tab delimited).bd.

mployee IDSurnameDepartmentSalary
22501NoonSales™100, 000"
Z2502ParachaSales"80, 000™
Z2503PassiMarkecing™70, 000™
Z2504PaswalCperations"40, 000"
Z2505Punu khelOpnerations"45.000™

[

© Emile Woolf International 171 The Institute of Chartered Accountants of Pakistan



Introduction to Information Technology

Step 2a - Delimited text - specify the delimiters

U Select the character that separates values in your text file —i.e. the
delimiter.

O Set the text qualifier — i.e. the character that encloses values in the text file.
Typically this will be double quotation marks “.

a Review the data preview.

Text Import Wizard - Step 2 of 3

Delimiters

[v] Tab

[] semicolon
[ comma
[ space

["] other: |

Data preview

This screen lets you set the delimiters your datj

[] Treat consecutive delimiters as one 2. Set the text

Text gqualifier: "

1. Specify the
delimiter

B qualifier

Enployee ID
KYZ2501
KYZ2502

K¥Z2503
KYZ2504
K¥Z2505
< [m]

urname epartment
oon ales
aracha ales
assi arketing
aswal erations
nu khel erations

Step 2b - Fixed width data

alary
00,000
0,000
0,000
0,000
5.000

a If the data source is fixed-width then step 2 involves specifying the column

widths.

Step 3 - Specify data format for each column

U A practical approach to step 3 is to start by reviewing the data preview. You
very quickly get a feeling for whether the settings are ‘about right’ or ‘need
major surgery’.

U The ‘advanced’ button opens an advanced dialog box that allows you to

e adjust the decimal and thousands separators; and

¢ specify that one or more numeric values may contain a trailing minus
sign
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Advanced Text Import Settings

Settings used to recognize numeric data

Decimal separator: ‘I [ZI Adjust as
E appropriate

Thousands separator: L,

Note: Numbers will be displayed using the numeric settings specified
in the Regional Settings control panel.

Trailing minus for negative numbers AdJUSt a_s
appropriate

[ 0K ] [ Cancel

d For each of the data columns

¢ Select the column by clicking somewhere on the data

e Set the column data format (general, text or date) or alternatively
select “Do not import column” to exclude that column from importing.

Text Import Wizard - Step 3 of 3
[— R A—

2. Set an appropriate

This screen lets you select each colu !
data format for import

Column data format
(@) General

— 'General' converts numeric values to numbers, date values to dates, and all remaining
() Text values to text.

Ope: o [7]

(*) Do not jimport column (skip)

3. After setting each
1. Select a column by column’s format

clicking in the data click ‘Finish’.
Data preview

g3 Cepneral
Department [Salary
[L00, 000
g0, 000
70,000
120,000
15.000

Final steps

U Clicking the ‘finish’ button opens a final dialogue box seeking confirmation
exactly where you want the imported data importing to.

Where do you want to put the data? Specify exactly where
(@) Existing worksheet: you want the text to
' be imported to.

(") New worksheet

[ Properties... ] [ OK ] [
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The imported text data has now populated into your workbook.

| d TR
Home Insert Page Layout Formulas Data

-, 1 T - = ‘,,
aBB B B B

From From From From Other Existing Refresh o
Access Web  Text Sources~ Connections | All~ = Editi
Get External Data Connection
H18 v £ |
| A B C D
1 Employee ID Surname Department  Salary
2 XYZ2501 Noon Sales 100,000
3 XYZ2502 Paracha Sales 80,000
4 XYZ2503 Passi Marketing 70,000
5 XYZ2504 Paswal Operations 40,000 Imported
6 XYZ2505 Punu khel Operations 45,000 data
7 XYZ2506 Rathore Manufacturing 18,000
8 XYZ2507 Sahi Manufacturing 22,000
9 XYZ2508 Qaimkhani Finance 60,000
10 XYZ2509 Ramay Finance 58,000
11 XYZ2510 Rana Servicing 42,000
12 XYZ2511 Ranjha Servicing 43,000
13 XYZ2512 Shanzay  Manufacturing 30,000
14 XYZ2513 Siyal Manufacturing 17,000
15 XYZ2514 Sipra Manufacturing 29,000
16 XYZ2515 Spal Manufacturing 33,000
17

2.3 Exporting data to a text file

You can export data to a text file simply by saving the worksheet with a .txt or
.csv file-type.

Note:

U  You can only save the current worksheet (i.e. not multiple worksheets). So
if you need to save multiple worksheets you will need to save each
worksheet individually each with a different name.

U  Textfiles are by definition relatively simple files (which minimises file size
dramatically) without many of the features of an Excel workbook. Therefore
data formatting such as bold, colours and shading will be lost in the export
process.

To export data to a text file:
a Click Save As on the File tab

.a’ Home Insert

= Save
&l save As
7 Open

[ Close
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0 Choose the text file format you wish to export to:
e Text (Tab delimited)
e CSV (Comma delimited)

U Click Save

Search Exampies 2 f'

5 Microsoft Excel

NoO itams match your search
« Favorites

1. Choose
appropriate file
format

M Desktop

¢ |

File npame: B4 - Import and export examples
Save as type: |Text (Tab delimited)
Authors: Nick Tags: Add atag

A~

* Hide Folders Toos v | sawve || cancel
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3 DATA CONNECTIONS

Section overview

Introduction
Finding existing data connections

m  Editing connection properties

m Refreshing data connections

m Exchanging data with other data sources
m  Exporting data from Excel to Word

3.1 Introduction

In the earlier worked example in section 2.2 we used the Text Import Wizard to
import a text file (15 employee HR records) into Excel.

Behind the scenes Excel created connection data and a link between the Excel
worksheet and the source data. This is exactly as described in the illustration in
section 1.1 earlier.

During the import process Excel makes a local copy within the workbook of the
imported data. However, Excel is clever in that the connection data means it
remembers exactly where the imported data came from.

If the source data is changed we can either continue working with the original
imported data or alternatively refresh the connection to pick up the updated
source data.

This section explains how we can identify and manage existing data connections.

3.2 Finding existing data connections
To identify existing connection files:

O  Click Existing Connections in the Get External Data section of the Data
tab.

O  You can narrow your search by selecting from the dialog box drop-down
between

e Connections in this workbook
e Connection files in network

e Connection files on this computer

Home Insert Page Layout Formulas Data

2B R B g Nyt
| o =0 LEi i3 b
From From From From Other Existing Refres

Access Web  Text Sources~ Connections | All~ =¥ Edit Link
Get External Data Connections
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5 | Data | Developer Review View Expert PDI

Show: | connections in this Workbook E}
All Connections
Select a ons Refine search here

. . |Connection files on the Network
' Connection files on this computer
. l ~ [PTanKy

Select a Connection:
. B4 - Text (tab delimited)

_j [Blank]

3.3 Editing connection properties

d Click ‘Connections’in the Connections section on the Data tab

a Select a connection to edit
a Click Properties.

The Connection Properties dialog box gives numerous options for editing Usage
and Definition properties.

File Home  Insert  Page Layout

Formulas | Data | Develo
¥ = T TED =Ny =n (3 Connections
a8 B & = | [

= Properties
From From From From Other Existing Refresh
Access Web Text Sources~ Connections | All = = EditLinks

Get External Data [ Connections

| Wo«book Connections

Name & Description Last Refreshed
B4 - Text (tab delimited)

2. Select a
connection to edit

[ Manage Sets...
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Usage
properties @ ’34 - Text (tab delimited)

Refresh control
Last Refreshed:
Prompt for file name on refresh

[] Refresh every minutes

Refresh data when opening the file

[ ] Remove data from the external data range before saving the workbook

OLAP Server Formatting

Retrieve the following formats from the server when using this connection:

[] number Format || Fill Color

[] Font style [] Text color
OLAP Drill Through

Maximum number of records to retrieve:
Language

[ "] Retrieve data and errors in the Office display language when available

‘Connection Properties

|
Ir

Connection name: ’34 - Text (tab delimited)
Description:

Definition
properties

Definition

Connection type:  Text File

Connection file: !C:\Users\Nick\Documents\EWl\Material\ICA| Browse... |

[] Always use connection file

Connection string:

[] save password

Command type: ‘ EI

Command text:

Excel Services: ‘ Authentication Settings... J

kédthuery i l Parameters... ‘ ‘ Export Connection File...
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3.4 Refreshing data connections

Microsoft Excel offers a number of options for when data updates should occur,
including:

O  Automatically refreshing data at timed intervals (“Refresh every x minutes”)
a Refreshing data every time the workbook is opened

4  Manual updates only — this occurs if neither of the above two options are
checked.

You can continue to work on the workbook during refresh periodically checking
the refresh status. Note that the external data source may require a password to
gain access.

The refresh settings can be found on the Connection Properties dialog box that
we opened in 3.3 above.

For each connection where “Prompt for file name on refresh’ is ticked then you
will need to negotiate the Import Text dialog box and select a file to link to every
time you refresh.

Note that ‘Prompt for file name on refresh’ is ticked by default each time you set
up a new connection.

Usage Definition

Refresh control Change refresh

settings here

Last Refreshed:
Prompt for file name on refresh

|| Refresh every |60 — minutes
[] Refresh data when opening the file

Remove data from the external data range before saving the workbook

Manually refreshing connections
There are a number of options for refreshing connections:

O  If you have multiple connections you can use the ‘Refresh All’ icon on the
Connections group of the Data tab to simultaneously refresh all the
connections.

U Alternatively you can click on ‘Connections’ in the Connections group of
the Data tab and:

e Refresh specific individual connections by selecting a connection
then clicking the Refresh button; or

¢ Refresh all the connections by clicking Refresh All from the Refresh
drop-down.

0  The other method for updating a single connection is

¢ select a cell within the range where the connected data is currently
populated

e Click Refresh from the Connections group of the Data tab. This will
only refresh the data connection associated with the selected cell.
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For this illustration we have two data sets each connected to a different text source

@ lllustration: Manually refresh connections
file. lL.e. there are two external connections.

The data currently appears as follows:

v —
e . 8 S

ES A | B C D E F G H |

1 _ Research and dev: ment

2

3 Employee ID Surname  Department Salary Employee ID Surname Department Salary
4 XYZ2501 Noon Sales 100,000 RDD3201 Badini R&D 200,000
5 XYzZ2502 Paracha  Sales 80,000 RDD3202 Baloch R&D 160,000
6 XYZ2503 Passi Marketing 70,000 RDD3203 Chandio R&D 140,000
7 XYZ2504 Paswal Operations 40,000 RDD3204 Chang R&D 80,000
8 XYZ22505 Punu khel Operations 45,000 RDD3205 Dasti R&D 90,000
9 XYZ2506 Rathore  Manufacturing 18,000 RDD3206 Esani R&D 36,000
10 XYZ2507 Sahi Manufacturing 22,000 RDD3207 Gabol R&D 44,000
11 XYZ2508 Qaimkhani Finance 60,000 RDD3208 Gola R&D 120,000
12 XYZ2509 Ramay Finance 58,000 RDD3209 langi R&D 116,000
13 XYZ2510 Rana Servicing 42,000 RDD3210 Janwari R&D 84,000
14 XYZ2511 Ranjha Servicing 43,000 RDD3211 Korai R&D 86,000
15 XYZ2512 Shanzay  Manufacturing 30,000 RDD3212 Lari R&D 60,000
16 XYZ2513 Siyal Manufacturing 17,000 RDD3213 Pitafi R&D 34,000
17 XyZ2514 Sipra Manufacturing 29,000 RDD3214 Qaisrani R&D 58,000
18 XYZ22515 Spal Manufacturing 33,000 RDD3215 Sethwi  R&D 66,000

-
=3

Some changes have been made in the underlying data files as follows:
U Employees XYZ2505, RD3211 and RDD3212 have left

U Employee XYZ2516 has joined

We therefore need to refresh connections to reflect these changes.

Method 1

Page Layout Formulas Data Develo

Insert

Home

From From From From Other Existing Refresh

y F

Access Web  Text Sources~ Connections | All» = EditLinks

=y (& Connections
|l@ .

Properties

Get External Data Connections

Method 2

Home Insert Data Develo

From From From
Access Web Text Sources * Connections All ~

Page Layout Formulas

onnections

& Edit Links

Get External Data Connections
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Description Last Refres...

B4 - CSV - Research and Development
B4 - Text (tab delimited)

2. Click a
connection

3. Refresh

Locations where connections are used in this workbook

Click here to see where the selected connections are used

4. Repeat 2 and
3 for each
connection

Method 3

Page Lay Formulas | Data ‘g

2. Click refresh  § - hE (& connectio
from the Data = = &F Properties
ther Existing Refresh
3 Connections || "Allv | =@ Edit Links
Refresh All prnections

1. Select a |
cell in the Refresh Status
dataset

5 3. Repeat 1 and

5| EmPNyee ID |Sur annection Properties... : 2 for each
dataset

4 |xyz2501  |Noon Sales

5 XY72502 Paracrha  Salec

Results after refreshing connections
We can now see that three employees have been removed and a new one added:

(see over)
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Al v I~

T A | @ C D F G H |
1 Research and development
2
3 Employee (D Surname  Department Salary Employee ID Surname Department Salary
4 Xyzas501 Noon Sales 100,000 RDD3201 Badini  R&D 200,000
5 XYZ2502 Paracha Sales 80,000 RDD3202 SRS 0,000
é XYZ22503 Passi Marketing 70,000 RDD3203 RDD3211 and
7 XYZ2504 Paswal Operations 40,000 RDD3204
8 XYZ2506 Manufacturing 18,000 RDD3205 RDD3212
g XYZ2507 2 22,000 RDD3206 removed
10 XY22508 XY22505 60,000 RDD3207
11 XYZ2509 H removed 58,000 RDD3208 R&D
12 XY22510 42000 RDD3209 R&D 116,000
11 Xyzis1 Ranjha Servicing 43,000 RDD3210 lanwarl R&D 84,000
14 XY22512 Shantay  Manufacturing 30,000 RDD3213 Pitafi R&D 34,000
15 XYZ2513 Siyal Manufacturing 17,000 RDD3214 Qaisrani R&D 58,000
16 XYZ2514 Sipra Manufacturing 29,000 RDD | 66,000
17 XYZ22515 Spal Manufacturing 33,000
18 XY22516 Wadeyla Operations 33,000

3.5 Exchanging data with other data sources

Microsoft Office supplies the OLE DB providers and ODBC drivers necessary to

retrieve data from multiple sources including:

d Text files - as seen above

XML files

0O000O

Microsoft Access - see below

SQL Server Analysis Services
Microsoft SQL Server
HTML files on the World Wide Web (the internet) — see below

The Data Connection Wizard and Microsoft Query also support access to many
other data sources that incorporate appropriate OLE DB providers and ODBC

drivers. These include:

a Other Excel worksheets

Paradox
Oracle
DB2
dBASE

O000O0

Microsoft FoxPro

The below notes give an overview of importing (and exporting where relevant)
with a selection of the above.
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Exchanging data with Microsoft Access and the internet

Data source Import Export
Microsoft Access ® Copy from an Access e Copy data from an Excel
table and paste into an worksheet and paste into
Excel worksheet an Access table
e Set up a connection from e Import an Excel
an Excel worksheet to an worksheet into an
Access database using Access table

the ‘From Access’icon
on the ‘Get External
Data’ group of the Data
tab

@

From Frol
Access We

e Link to an Excel
worksheet from an
Access table

e Export Access data into
an Excel worksheet

The Web e Use the New Web
Query dialog box (see
illustration below)

Other methods of exchanging data with Microsoft Excel

Select one of the options under the ‘From Other Sources’ icon in the Get
External Data group on the Data tab

“— ™)
Home  Insert  Page Layout  Formulas Data

=L 5 & =) B = (@] connec
o 0| Lo s 2
Zf Propert
From From From |From Other Existing Refresh
Access  Web  Text |Sources~ | Connections | All~
S From SQL Server ns_
Create a connection to a SQL Server table. Import data into |
Excel as a Table or PivotTable report.

From Analysis Services |E

=)
|-[g Create a connection to a SQL Server Analysis Services cube. ria:
Import data into Excel as a Table or PivotTable report. 0.
»  From XML Data Import =
1_5 Open or map a XML file into Excel. 1.
f
N From Data Connection Wizard E2..
|-/@) Import data for an unlisted format by using the Data }2 |
Connection Wizard and OLEDB. =
|0.

From Microsoft Query
Import data for an unlisted format by using the Microsoft
Query Wizard and ODBC.

r
ol
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Click From Web in the Get External Data group on the Data tab

@ lllustration: Importing data to Excel from the internet
¥ |2

2.

N o o prow

Address: [ http://www.bbc.co.uk/news/

Click [#] nextto the

Select the web page and click Go

Place yellow arrows next to the tables you want to import
Click Import

Select a destination for the imported data

Wait whilst data downloads

Success - external data has been imported from the internet

Home Insert Page Layout Formulas Data Develop

_ j 2 uj_l M@ (5] connections s

&I Properties

From From From Fro ing Refresh 3
Access Web  Text Sources ~ Connections | All~ =2 Edit Links
Get External Data Connections

Market Data  .astueoateoar

: 02:22 GMT
¥ Dow Jones 1425377 4 12595 08
Czech court
Nasdagq 322413 & 4210 13 H
3. Click yellow y.. FTSE 100 643195 4 8632 1.3 -
arrows (which turn subsidies Dax 787031 & 17863 23
green on selection) o
to select data for Doucet i CEHRCIS S
download BBC Global 30 689282 & 682 0.1

™ Marketwatch ticker
DATA

i}

Where do you want to put the data? 5. Select

(7) Existing worksheet: destination
for imported
data

| =$HsS
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Get External Data
18 - (- | 6. Wait whilst data
A B c downloads
1 news: Getting Data ...
2
Get External Data Connections
Al - (- = | Market index
kA'd g | cd _D. % E 7. Data
1 |Marketindex |Currentvalue Trend Variation % variation successfully
2 Dow lones 14253.77 Up 125.95 0.89% downloaded
3 |Nasdaq 3224.13 Up 42.1 1.32% (note: may
4 | FTSE 100 6431.95 Up 86.32 1.36% need to re-
5 Dax 7870.31 Up 178.63 2.32% size columns)
6 Cac40 3787.19 Up 77.43 2.09%
7 BBCGlobal 30 6892.86 Up 6.86 0.10%
8

3.6 Exporting data from Excel to Word
The simple method is to
U Select the data in Excel
d  Copy (CTRL+C)
U Click the location in your Microsoft Word file
U Paste (CTRL+V)

However, the downside of this method is that the pasted table in Word would
normally need re-formatting.

Home Insert Page Layout Formulas Data Developer Rer

E -

[igl N Calib 2 Copy

Pste o | B I U- (clipboard icon

Clipboard & or CTRL+C) Alignment
| news -( :

A B C D E

1 'Market index |Currentva|ue|Trend|Variati0n % variation | 1. Select
Z Dow Jones 14253.77 Up 125.95 0.89% data
3 Nasdag 3224.13 Up 42.1 g
4 JFTSE 100 6431.95 Up 86.32 1.36%
5 Dax 7870.31 Up 178.63 2.32%
6 iCac40 3787.19 Up 77.43 2.09%

7 BBC Global 30 6892.79 Up 6.79 0.10%
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I Table To
age Layout References Ma"ilings Review View Expert PDF Design |

1 A A | Aav| B = o=~
x, x . A-E=E =
—_— o
Font [
a2 3. Paste
(clipboard icon
or CTRL+V)
and re-format
Current
Marketindex value Trend Variation % variation
Dow Jones 14253.77 Up 125.95 0.89%
Nasdag 322413 Up 42.1 1.32%
FTSE100 6431.95 Up 86.32 1.36%
Dax 7870.31 Up 178.63 2.32%
Cac40 3787.19 Up 77.43 2.09%
BBC Global 30 6892.79 Up 6.79 0.10%

The cleaner (but longer) method is:
U Save the table as a .CSV comma delimited file (see section 2.3)
U In Microsoft Word open the .CSV file

Currently the imported data looks like a jumble of characters. However,
remember that it is still in its raw comma delimited format:

Market index,Current value,Trend, Variaticn, % wvariaticn .CSV file opened
Dow Jones,14253.77,Up,125.95,0.89% :
Nasdag,3224.13,Up,42.1,1.32% in MS Word.
FTSE 100,6431.95,Up, B6.32,1.36% Currently a
Dax,7870.31,Up,178.63,2.32% Jumble Of

Cac 40,3787.19,Up,77.43,2.09% h ¢

BBC Global 30,6892.79,Up, 6.79,0.10% Characters

d In Word:
¢ Highlight the imported comma-delimited text

e Select Convert Text to Table in the Table drop-down on the Insert
tab

e Adjust ‘Convert Text to Table’ settings as appropriate then click OK
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Mafing:  Review  View  Expert POS

l-—HlEaEead. *7- BERE B
Table

Home | inert | Fagelwout  Referesces

) Blank Page > A Gookmark
< Page Bras o Pichne C:: 5“'_;*: Smatiet: Gt '.\’:n.mhot =) Crasy-reterence H"_dc' M?” » F? b B:
Insert Table Nusratons Lk Heatler & Fogtae
o G I S R NN ST VR RN S RN T ¥ IS S I ¢ A
- JL 3L 3L L 3L 3L e~ Dt e 1z (1 O APl s T e RN e s mor— s S|
vl
JI
| 2. Select
‘Convert Text to
Table’
1. Highlight the
3 penTable imported .CSV
:4 Rraw Table teXt
X Conwert Text to Table,.
3 Excel Sorepdshest
3 Quck fables .
=1 1

3. Adjust settings
as applicable

Table size

Number of columns: 5 @
Number of rows: l7 =

AutoFit behavior

(7 Fixed column width:  Auto =

() AutoFit to window

Separate text at
(") paragraphs (@) Commas
(") Tabs () other: ';‘

e x A-W-A-[EE IR E S5 tnema 1Nes 5 Worksheet now
bat S RAcAgEah B fully exported to MS
H-'-l--»‘i‘,' 11-2-1-3 14 118 1 6 7 ) 8191101 11112 Word

Mazket index | Current value | Trend | Variation | & variation
Dow Jones 14253.77 Up 125.95 0.89%
.'hag!? 3226.13 Up 42.1 1.32%
FTsE 100 €431.95 up £6.32 1,368
Dax 7870.31 Up 178.63 2.,32%
| Cac 49 378718 Up 77.43 2.09%
BAC Global 30 | €892.79 Up .73 0,10%
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4 CHAPTER REVIEW

Chapter review

Before moving on to the next chapter check that you know how to:

m  Understand the basics of data connections between Microsoft Excel and other
applications

m Import data from other applications and in alternative formats
m  Export data to other applications and in alternative formats
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Security and sharing

1 Protecting worksheets, workbooks and cells

2 Sharing and merging workbooks

3 Chapter review
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INTRODUCTION

Learning outcomes

LO 3.4.1 Perform the steps to protect certain cells, individual worksheets and an entire
workbook

LO 3.5.1 Perform the steps to share a workbook
LO 3.5.2 Perform the steps to merge multiple copies of a shared workbook

Exam context

Relevant and reliable information that is accurate and accessible is essential in the modern
workplace. Organisations manage a huge volume of data and information and must take
steps to protect its integrity.

Microsoft Excel offers a wide range of security-based functionality ranging from protecting
whole workbooks with passwords (useful for restricting access to highly confidential
employee or client data) to protecting individual cells.

The second topic addressed in this chapter shows how multiple users can simultaneously
access a shared workbook. This is particularly valuable where it is necessary for users to
have up-to-date real-time information such as component pricing or hotel reservations.

By the end of this chapter students will be able to:
m Protect worksheets, workbooks and cells with a combination of techniques such as
e Passwords
¢ Marking as final
e Worksheet protection
e Structure protection
e Use of digital signatures
¢ Locking and hiding cells
m  Manage the sharing and merging of workbooks including
e Open a shared workbook
¢ Edit a shared workbook
¢ Remove users from a shared workbook
¢ Resolve conflicting changes in shared workbooks
¢ End the sharing of a shared workbook

¢ Merge workbooks
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1 PROTECTING WORKSHEETS, WORKBOOKS AND CELLS

Section overview

Password protect a worksheet or workbook
Mark as final

Encrypt with a password
Protect current sheet
Protect workbook structure
Add a digital signature

Lock cells

1.1 Password protect a worksheet or workbook

Microsoft Excel offers a hierarchy of security features enabling users to protect
their work. Users can protect cells, worksheets and even entire workbooks.

The ‘Protect Workbook’ interface is accessed with the Protect workbook icon on
the Info group in the File tab. The drop-down menu offers five further options:

a Mark as Final

Encrypt with Password
Protect current Sheet
Protect Workbook Structure
Add a Digital Signature

00000

These are explained in more detail below.

Home  Insert Page Layout Formulas Data C

= save Z

Information about ICA
B save As

C\Users\Nick\Docum -
7 Open
[ Close

Protect
Recent Workbook ~
=X Mark as Final R

Let readers know the workbook is final | X
and make it read-only. epare for Shari

ffore sharing this fi

([1=) Encrypt with Password

Require a password to open this Document prop
workbook.

@ Protect Current Sheet
B

Control what types of changes people can

make to the current sheet. .
trsions

7@ Protect Workbook Structure
‘_,H Prevent unwanted changes to the structure
of the workbook, such as adding sheets.

There are no pn

1y Add a Digital Signature
Ensure the integrity of the workbook by
adding an invisible digital signature.
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1.2 Mark as final

When a workbook is marked as final it becomes read-only. This means that
typing, editing commands and proofing marks are disabled and turned off.

In essence, marking as final helps you communicate to others that you are
sharing a completed workbook. Reviewers and readers are prevented from
making inadvertent changes to the workbook.

The mark as final procedure is as follows:

a

a

Click Mark as Final from the Protect Workbook interface on the File tab
(Info category)

Select OK to the warning message

An information pop-up appears informing you that the document has been
marked as final. Click OK.

The Protect Workbook interface on the File tab (Info category) now
shows that the workbook has been marked as final.

If you try to select any of the worksheet editorial tabs such as Home, Insert,
Page Layout, Formulas etc.:

¢ An information bar is displayed showing “Marked as Final”

¢ All of the options with editorial capacity have been disabled (greyed-out).
Note that options without editorial rights are still enabled such as:

- Home - Find & Select
- Review — Show All Comments

- View — Zoom

D |
-

Protect
Recent Workbook -

Mark as Final

Let readers know the workbook is final
and make it read-only.

r

Microsoft Excel 2 ‘—

This workbook will be marked a

Cancel

Was this information helpful?
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This docament has been marked as final to indicate that edting is complete and that this (s the final version of the document.

0 When & documnent is marked as final, the statizs proparty is set 10 “Fnal™ and typng, edting commands, and proofing marks are
turmed off.
You can recognize that a document is markad as finad when the Mark As Final icon displays n the status bar,

__|Ron't show this message agam
e 3. OK

Yies ths informetion hefpfut?

| 4a. Workbook has been marked as
final and re-saved as read-only

Wl save As
Hy\_ICAP 04 IT - Stud

w Open

4 Close S
Permissions

&j‘ F  This workbook has been marked as final 10 discourage editng

Protect
Recent Waorkbook «

New

Dranara far Charlna

4b. Workbook has been marked as
final, re-saved as read-only and
editorial options disabled (greyed-out) S Wrap Text

peveloper Review View

=T Merge & Center

Alignment

1 5. Click to reverse
‘Marked as Final’

Remove “Mark as Final’

U Click Edit Anyway on any of the tabs when the Marked as Final information
bar is showing. You can then make changes and either re-save the same
file or save-as a new file.

1.3 Encrypt with a password

Encrypting a workbook with a password requires users to subsequently enter a
password to open a workbook. Without the correct password the workbook will
not open (even in read-only mode!).

WARNING — MICROSOFT CAN NOT RETRIEVE FORGOTTEN PASSWORDS.
Therefore you should ensure you have a secure method of remembering
passwords.

To set-up password security:
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U Click Encrypt with Password from the Protect Workbook interface on the
File tab (Info category)

U Enter a password in the Encrypt Document dialog box.

Note: Passwords are CASE SENSITIVE. For example, paKiSTan must be
entered as paKiSTan rather than say Pakistan or pakistaN.

a Re-enter the password in the Confirm Document dialog box.

Password protection is now set-up. When someone (including the author) tries to
subsequently open the file they must enter the case-sensitive password in the
Password dialog box.

If an incorrect password is entered a warning message is displayed. Click OK
then re-open the file and enter the correct password.

TE

Protect
Recent Workbook ~

Mark as Final

Let readers know the workbook is final
and make it read-only.

([1=) Encrypt with Password
= Require a password to open this

workbook.
-
Encrypt the contents of this file 2. Enter case-
Password: sensitive password

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

o] o ]

Encrypt the contents of this file 3. Re-enter case-
Reenter password: sensitive password

Caution: If you lose or forget the password, it cannot be
recovered. It is advisable to keep a list of passwords and
their corresponding document names in a safe place.

(Remember that passwords are case-sensitive.)

[ ok || cancel
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4. Type password to
subsequently open
the file

Microsoft Excel

(e

Error message
displays if incorrect
password is entered.

Click OK and try

Was this information helpful?

Remove Password Encryption
To remove password encryption:
a Re-open the file entering the password

O Click Encrypt with Password from the Protect Workbook interface on the
File tab (Info category)

0 As you would expect the Encrypt Document dialog box already shows a
password (denoted by asterisks *******)

U Delete the asterisks, click OK and re-save the document.
Password encryption has now been removed.

encryption: Delete the
Encrypt the contents of this file password (denoted by

Password: asterisks) then click OK
|.......... and re-save

Caution: If you lose or forget the password, it cannot be
recovered. It is advisable to keep a list of passwords and
their corresponding document names in a safe place.

(Remember that passwords are case-sensitive.)

I 0K I [ Cancel

1.4 Protect current sheet

The Protect Current Sheet facility allows us to password-protect individual
worksheets. We can specify exactly which features of each worksheet to protect.

To protect a worksheet:
U Click a cell in the worksheet you wish to protect

a Select Protect Current Sheet from the Protect Workbook interface on the
File tab (Info category)
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O Tick all functionality options that you wish users to retain.

e By default users will be able to select (but not change) cells (both
locked and unlocked).

¢ If no options are ticked then users will just be able to view the
worksheet but not select any cells. Note that users will see the formula
of cell A1 when viewing the protected worksheet.

a If users breach one of the edit rules when subsequently in a protected
worksheet they will receive an error message.

, Pe
Protect
Recent Workbook ~

§s Mark as Final
Let readers know the workbook is final

and make it read-only.

Encrypt with Password

Require a password to open this
Protect Current Sheet

Control what types of changes people can
make to the current sheet.

Protect worksheet and contents of locked cells
Password to unprotect sheet: 3. Create a password

ks

I

Allow all users of this worksheet to:

z| Select locked cells
ol

Select unlocked cells

|| Format cells _ .
|| Format columns 2. Select functionality
|| Format rows that you wish users to
|| Insert columns retain

Insert rows

Insert hyperlinks
Delete columns
|| Delete rows

[
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' Confirm Password

5. Re-confirm
password then click
OK. The worksheet
Caution: If you lose or forget the password, it cannot be | is now protected.
recovered. It is advisable to keep a list of passwords and their

corresponding workbook and sheet names in a safe place.
(Remember that passwords are case-sensitive.)

Reenter password to proceed.

=

[ OK ] [ Cancel

The cell or chaet that you are tryng to change is protectsd and therefore read-only.

To modify & protected cell or chart, first remove protection using the Unprotedt Sheet command (Révew tab, Changes group). You
may be prompted for 3 password,
Warning box that
displays if a user
breaches one of the

protected worksheet
rules

Unprotect a worksheet

To unprotect a worksheet:

U Select the worksheet you wish to un-protect

On the Review tab click Unprotect Sheet

Enter password in the Unprotect Sheet dialog box
Click OK

00O

‘ .
er | Review View Expert PDF

Show/Hide Commen = @ |
Show/Hide Comment ﬁg
- EE== =3

Show All Comments‘
Show Ink|

To un-protect a
Unprotect Protect Share Workpsheet'
Sheet Workbook Workbook - :

Chan

1. Click ‘Unprotect
Sheet’

2. Enter password.

3. OK
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1.5 Protect workbook structure

The Protect Workbook Structure facility allows us to protect

O  Workbook structure — this prevents users from:

Viewing hidden worksheets
¢ Deleting, hiding, moving or changing the names of worksheets
¢ Inserting new worksheets
¢ Copying or moving worksheets to another workbook
¢ Recording new macros
0  Workbook windows

e This ensures workbook windows will retain the same size and position
each time the workbook is opened

e Users will not be able to subsequently change the size and position of
the windows for the workbook when the workbook is opened

U

Select Protect Workbook Structure from the Protect Workbook interface
on the File tab (Info category)

Select Structure and/or Windows depending on which you need to protect
Create a password

Confirm the password

Click OK

The structure and/or windows are is/are now protected.

U000

} o Pe
0=}
Info BT Ar
-
Protect
Recent Workbook v

Mark as Final

Let readers know the workbook is final

and make it read-only.

[[1=) Encrypt with Password

\-'-53 Require a password to open this
workbook.

: E Protect Current Sheet

Control what types of changes people can
make to the current sheet.

=) Protect Workbook Structure
J-H Prevent unwanted changes to the structure

of the workbook, such as adding sheets.
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< = = - r!qa:!l =
Protect Structure and Windows _E_xixi

b :
ot ok o 2. Select _structure
and/or Windows
Structure
Windows 3. Create a
password.

Password (optional):

| 4. OK

5. Re-enter
Reenter password to proceed. password.

fcooooo|

6. OK

Caution: If you lose or forget the password, it cannot be
recovered. It is advisable to keep a list of passwords and their
corresponding workbook and sheet names in a safe place. The struc_;tu re
(Remember that passwords are case-sensitive.) and/or windows
is/are now

Lok || concel protected.

Unprotect a workbook

To unprotect a workbook:

U Onthe Review tab click Protect Workbook (note — this is not a typo — it
does say Protect Workbook. However, when you click on it if the workbook
is currently protected then the Unprotect Workbook dialog box will open.

a Enter password in Unprotect Workbook dialog box
0 Click OK

¥ | Review View Expert PDF

ihow/Hide Comment

show All Comments]

show Ink]

2. Enter password.
3. 0K

The workbook structure
and/or windows is/are
now unprotected.
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1.6 Add a digital signature

Digital signatures can be used to sign important documents electronically. There
are two types:

a  Visible

a Invisible

They both operate similarly in that once a document has been digitally signed it
reverts to Final status (see earlier). The difference is that users of the file can see
a visible signature whereas an invisible signature is not displayed.

To add a visible digital sighature:

U  Click Signature Line in the Text group on the Insert tab

O  You can either use a Microsoft Office digital signature or select a signature
from an online supplier. We’'ll adopt the former, so click OK at the next
dialog box.

O  Complete the Signature Setup dialog box and click OK

A blank digital signature line has been added to the document which now needs
signing.

U  When the document is re-opened an information bar is displayed alerting
that the document needs signing. Click View Signatures to display the list of
outstanding signatures.

a Click on the relevant signature. The Signature Setup option re-opens the
Signature Setup dialog box that was filled-in earlier. After making any
revisions click on the Sign... option then OK. This opens the Sign dialog
box.

O  The signee now signs the document by doing one of the following:
e Type name
¢ Use a touch-screen to sign with a digital-pen
e Select an image of the signature from a picture file

O  Complete the ‘Purpose for signing’ and change the ‘Signing as:’ as
necessary.

U  Click Sign to complete the sign-off.

The document is now officially ‘signed off’ and is re-saved as ‘read-only’ in
‘Marked as Final mode. If the file is subsequently changed (using the ‘Edit
Anyway’ button) then all signatures are removed.

Note that multiple signatures can be used.

Q& | A | TeEwne
— = || signature Linel*| €2 Symbol

perl™ i DA :
Microsoft Office Signature Line...
Link Add Signature Services... symbols
e,
—
L M N (0] P
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Suggested signer (for example, John Doe):
‘Shafiq Mashori | 3. Fill in the
Signature Setup
dialog box then
Manager | click OK

Suggested signer's e-mail address:
|Shaﬁq.Ma5hori@gmaiI.oom |

Suggested signer's title (for example, Manager):

Instructions to the signer:

Before signing this document, verify that the content you are
signing is correct.

A the signer to comments in the Sign dial
llow the sig add he Sign d
[] Show sign date in signature line

| ok || cancel |

A digital signature
line has been
added.

Shafig Mashori
Manager
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e T ] e T - When the file i
i3] B0 O B o« il X re-%r;)enZdl 2rlls

PivotTable Table Picture Clip Shapes SmartArt Screenshot  Column  Line information bar
& Art hd v - v
Tables | Hlustrations alerts_the USGFI
— that a signature is
o Signatures This document needs to be signed. | View Signatures... re quir ed. Click
n - #1 b e View Signatures.
Signatures v X

[2 Requested signatures:
Shafiq Mashori =l A of Signature
£ Sign.. displayed

Signature Details...

Signature Setup...

Remove Sigpature

wmwwmmmfmd-uwmwmmmmdammwn
mmmmmmnmamm ewdertiony lews may vary by Mcrosoft thus
8 aignal sgnature’s legal enforceatsity. The third-party Spitel signature service prowders svalable
omer levels of dotal signature asserance.

T ent show Bis massage agan
[_Stgneture Sennces from the Oefica Martatp ]

Veos ek aifoomanso talige
—

See additional information about what you are signing...

Type name, select
Before signing this document, verify that the content you are signing is correct. sig nature im age or

use touchpad to
Type or ink your name below, or click Select Image to select a picture to use as sig n
your signature: :

g L\ ,7/ 4 MJ L‘M
X 7 Select Image... Insert comments

Shafig Mashori as appropriate
Manager (if available).

Purpose for signing this document:

}Final manager sign-off. |

Signing as:  Author
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Your signature has been successfully saved with this document. Confirmation
If the document is changed, your signature will become invalid.

is displayed
Don't show this message again

Tage |

€D Mot o Pl A o s mad b ek a1 fed 10 hiseaae adtag |t vy

%| Cocument costred,

A € i D i ¥ & L (R -
1 O e . e —
e = Document is — s
o : gl S ‘Marked as

s S bl 7 . )

i X’ } St final

i BT

L] ! Manace

T Rcadiledd

w {} PR Si .

"o ignature is .

ol displayed Req”eSteq

"l signatures

o | has changed

» A — to “Valid

9 Signatures’

20

n O ]

£ ok e i s
n ! Loxe e thoad mnsre 0 OV
e sl W] Barh Sipaatere poge 13 I . vl P

e B e R A

B
AL : Signed Workbook
_ k;l This workbook has been signed and macked as final Tt should not be edited, If
VW anyone tampers with this workbook, the signatures will become invalid.
Recent Signatures
Status is
updated in o Permissions
Ft)he Info w&f ¥ This workbook has been marked as final 1o discourage editng.
otect
group Workbook -

(File tab)

Lye ][ %

= : Subsequent editing
Was this information helpful? (by cIiCking ‘Edit

Anyway’) will

remove signatures

© Emile Woolf International 203 The Institute of Chartered Accountants of Pakistan



Introduction to Information Technology

l@ The signature has been removed and the document has been saved.

Confirmation that
[ Don't show this message again si gn atures have

been removed

To add an invisible digital signature:

O  Click Add a Digital Signature from the Protect Workbook drop-down in
the Info group on the File tab

0  Click Ok

O You can either use a Microsoft Office digital signature or select a signature
from an online supplier. We’ll adopt the former, so click OK at the next
dialog box.

U Complete the Signature dialog box and click Sign.
a Click OK on the signature confirmation.

The document is now signed, re-saved in read-only and ‘Marked as final’. Any
subsequent editing will remove the signature.

i Pe
Protect
Recent Workbook ~

§ Mark as Final
| Let readers know the workbook is final
and make it read-only.

; @ Encrypt with Password

Lﬁ[? Require a password to open this
workbook.

Protect Current Sheet

Control what types of changes people can
make to the current sheet.

Protect Workbook Structure

Prevent unwanted changes to the structure
of the workbook, such as adding sheets.

[  Add a Digital Signature
Ensure the integrity of the workbook by
adding an invisible digital signature.
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Microsoft Office digital signatures combine the famwliarity of a paper signing experience with the convenience of a digital fo
frature provides wsars with the abiity to veréy a documant's mtagnity, evidentiary laws may vary by jurisdiction. Microgoft
& digital signature’s legal enforceability. The third-party dgital signature service providers available from the Office ma
other levels of digital sgnature assurance.

| Don't show this message again
[ Signaturs Services from the Office Marketpiscs... | |

Waz thia infarmation befoful?

ﬂ See additional information about what you are signing... Fill in

reason for

You are about to add a digital signature to this document. This signature will not be signing then

visible within the content of this document. : :
click Sign.

Burpose for signing this document:

Final manager review|

Signing as: Author

Your signature has been successfully saved with this document. | pon.ﬂ rmation
If the document is changed, your signature will become invalid. is displayed.

Click OK.
Don't show this message again

d Close

Signed Workbook

szl This workbook has been signed and marked as final Tt should not be edited, If
anyone tampers with this workbook, the signatures will become nvalid.

View
Recent Signatures
Status is
uPdated 1 &f ;e";‘r:m::mookh been marked as final 1o d edit
: is as marked as final 1o discoura iting:
the Info 5 aiana -
otect
group Workbook -

(File tab)
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File Home Insert Page Layout Formulas Data Developer Review View Expi

| e Marked as Final An author has marked this workbook as final to discourage editing. Edit Anyway
| N .

Document is ‘Marked as final’

1.7 Lock cells

The combination of locking cells and protecting a worksheet will lock users out
of all cells tagged as locked. This helps prevent users accidentally deleting
formulas or changing values.

Note that by default when you open a new worksheet all cells are tagged as
being locked. That’s why when we activate ‘Protect Sheet’ the whole worksheet
becomes inaccessible to users (for edit purposes).

However, also by default when you open a new worksheet its worksheet
protection is not activated. That's why we can still edit all cells — despite them
being tagged as locked the locks are not activated.

So in order to lock only specific cells we need to:

O  Firstly unlock all cells on a worksheet

a Re-lock just the specific cells we wish to protect

0 Activate worksheet protection

The detailed steps to achieve this are:

O Select all cells by clicking the Select all button

U Open the Format Cells dialog box from the Font group on the Home tab

U On the Protection tab un-tick both the Locked and Hidden options then click
OK

U Back in the worksheet highlight the cells you want to lock

U Re-open the Format Cells dialog box and tick Locked and/or Hidden as
applicable. Click OK.

O Click Protect Sheet in the Changes group on the Review tab.
e Select the elements that you want users to be able to change
e Enter a password if you also want to password protect the worksheet

Note that if you do not password protect the worksheet then subsequent users
can simply unlock the worksheet and edit the previously locked cells.

O Click OK
The cells are now locked and/or hidden.
O If a user tries to edit a locked cell they receive an error message.

O If a user clicks on a hidden cell then the formula is hidden from display on the
formula bar.
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BT o T T "Bua | B WO 0 SO

:6\ L Cahbiny -1 AN B -| ¥ . ¢ Wrap Text General . I
" R .

e | clald L S A W OW R M MergeAcCenter - UL 4 oyl M Cond
® " Forma

Clipboard & fom Aligrement s toumbar

2. Click here to
open the Format
Cell dialog box

1. Select all cells
by clicking the
Select all button

\( Format Cells _J

i

Hgdden. 3. On the Protection tab un-tick both the
Locking cells or hiding formula Locked and Hidden options then click OK.
group, Protect Sheet button).

(4 A | & | c D |E|] E | €
1 Head office Research and dev
2

3 ([Employee ID Surname  Department
L4 Xyzas50m Noon Sales

5 |Xvz2502  Paracha  Sales

|6 XY22503 Passi Marketing
7 IXYZ2504 Paswal Operations
8 |XYZ2505 Punu khel  Operations

9 |XYZ2506 Rathore  Manufacturing

Employee ID Surne
RDD3201 Badir
RDD3202 Baloc
RDD3203 Chan
RDD3204 Chan
RDD3205 Dasti
RDD3206 Esani

10 X¥Z2507  Sahi Manufacturing : o

11 XYZ2508  Qaimkhani Finance wee 4. Highlight the cells
12 XY22509  Ramay  Finance you want to lock.
13 |XY22510 Rana Servicing -

RDD3211 Korai
RDD3212 Lari

(14 xyz2511 Ranjha Servicing
15 }XYZ)S‘I) Shanzay  Manufacturing

16 !XVZJSIJ Siyal Manufacturing RDD3213 Pitafi
17 |XYZ2514 Sipra Manufacturing RDD3214  Qalsr
18 XYZ2515 Spal Manufacturing RDD3215 Sethy
19
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¢

I Number | Alignment | Font | Border | Fill I Protection |

[] Locked

: ! 5. Re-open the Format Cells dialog box
Loc‘king cells oF hiding formula and tick Locked and/or Hidden. Click OK.
group, Protect Sheet button).

.

1ow/Hide Comment @
10w All Comments .
_'Ink Protect : : s
1V Sheet WoOrRDOORWWOTRDOOK -

‘ Char

Protect Sheet

Protect worksheet and contents of locked cells

Password to unprotect sheet:
[ |

Allow all users of this worksheet to:

7a. Select the elements

4| Select locked cells
Selcer unlocked colis = that you want users to be
[ | Format cells able to change.

=

|| Format columns
[: Format rows

[l mnsert columns
[ I msert rows

[ | nsert hyperlinks
[ pelete columns
[ | pelete rows b

=

7b. Enter a password if
you want to also password
protect the worksheet.

=

=

=

=

=

The el o chart that you are rying to change 1 proteciad and thersfore reac-ory. S| VI VR {3V (ol =Te [ = eTel TTe)

i To madify a protected cell or chart, first ramave protection usng the Unprotect She cell you receive this error

may be prompted for a password.
message.
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ome  Insel Page Layo Formulas B‘ata M

ABC { == = =) & &
v [ = G & T M E
Spelling Research Thesaurus = Translate New Delete Previous Next r
Comment =
Proofing Language Comments
D4 v (= % | .
= E = If you click on a
. prepE ' hidden cell the
5 ——— formula is hidden from
| view in the formula
3 Employee ID Surname Department I bar
4 |XYZ2501 Noon Sales f !
5 XYZ2502 Paracha  Sales 80,000 f
6 XYZ2503 Passi Marketing 70,000 f
7 XY72504 Paswal Operations 40.000 f

To unlock and unhide cells:

U Click Unprotect Sheet in the Changes group on the Review tab. You will
also need to enter the password if the worksheet is password protected.

W T —
Review | View Expert PDF
v/Hide Comment

v All Comments

]

Unprotect Protect Share
Sheet Workbook Workbook

Char
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2 SHARING AND MERGING WORKBOOKS

Section overview

Introduction
Sharing workbooks

Open a shared workbook

Editing a shared workbook

Removing users from a shared workbook

Resolving conflicting changes in shared workbooks

End the sharing of a shared workbook

m  Merging workbooks

2.1 Introduction

Definition: Shared workbook
o;")

A workbook that can be simultaneously accessed (viewed, edited and saved) by
multiple users across a hetwork.

It may be useful for multiple users to have simultaneous access to the same
workbook, for example in project management in a manufacturing business. It
may be necessary for project managers to be able to access a central shared
workbook containing a list of latest component prices plus project status, costs
and timings for each project.

To facilitate this we can create a shared workbook and place it on a network for
multiple users to access. The workbook owner controls user access and resolves
any conflicting changes. At the end of the process you can stop sharing the
workbook.

2.2 Sharing workbooks

You can either create a new workbook or open an existing workbook to share.

Make sure the workbook you want to share is open and that it is the active
workbook in your Microsoft Excel session. Easiest way to ensure this is to click
any cell on any worksheet within the workbook you want to share.

The ‘share workbooks’ process has three steps:

Q  Step 1: Share workbook

O  Step 2: Protect shared workbook

U  Step 3: Verify links

In detail:

Step 1: Share workbook

O  Click Share Workbook in the Changes group on the Review tab

U  Select ‘Allow changes by more than one user at the same time’ on the
Editing tab of the Share Workbook dialog box.
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U Select the options you want to use for tracking and updating changes on
the Advanced tab. Then click OK. Also click OK on the subsequent
confirmation dialog box.

U Save the workbook on a shared network drive so other users will ultimately
be able to access it.

The workbook is now shared. Note though that some productivity is suppressed
in file sharing mode. The below list is not comprehensive but gives some
examples of suppressed functionality in shared workbooks:

Suppressed functionality Comments

Delete worksheets

Merge cells or split merged cells

Add or change conditional Existing conditional formats will still
formats update as cell values change

Use drawing tools

Protect or unprotect worksheets Existing protection is retained
or the workbook

Insert automatic subtotals Existing subtotals are retained
Write, record, change, view or Existing macros that don’t access
assign macros unavailable features will still run.

Create an Excel table

Review View Expert PDF

8
I k‘— Protect Protect  Share ., e
== Sheet Workbook Workbook ~# '™

Changes

Who has this workbook of 2. Select
Nick (Exclusive) - 07/03/2013 ua:52
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Track changes

@) Keep change history for: %30

() Don't keep change history
Update changes

'@' When file is saved

(7) Automatically every: 215 I :} minutes

(@) Save my changes and see others' changes 3. Change
) Just see other users' changes advanced

Conflicting changes between users settlr_lgs as
applicable

then click OK.

(@) Ask me which changes win
() The changes being saved win
Include in personal view
Print settings
Filter settings

£ .
A !\! This action will now save the workbook. Do you want to continue? 4. Click OK then
- save to a

[ ok ] [ Cancel ] network
location.

Was this information helpful?

File is now
flagged as a
] 4 Protect st SHARED file.

Data Developer Review View Expert PDF

| =2 | 2l Show/Hide Comment

£3] )

Step 2 — Protect shared workbook

Once the shared workbook has been saved to a shared network drive all users
with access to the shared network drive could open, edit and amend the file. With
this in mind you should IMMEDIATELY protect the shared workbook as follows:

O  Click Protect Shared Workbook in the Changes group on the Review tab

U To ensure maximum protection you can set a password for the shared
workbook. Remember though that Microsoft Excel can NOT recover lost
passwords so be careful in managing your password.
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Review View Expert PDF

&1 Protect Shared Workbook

w/Hide Comment i,

Click to

w All Comments| protect

Inkl Protect Protect Share
ik Sheet Workbook Workbook
Changes

@i Allow Users to Edit Ranges

52 Track Changes ~

Step 3 — Verify links

a If the workbook contains links to other workbooks or documents you should
now verify links and update any that are broken. To do this:

e Click Edit Links in the Connections group on the Data tab. Note —
this is disabled if the file does not contain linked information.

e Click Check Status to verify the status for all links in the list. Note —
may be slow depending on the network speed. You may need to take
appropriate action such as:

Status Comment

OK No action required

Error: Source not  Click Change Source and select another
found workbook.

Error: Workbook  Click Change Source and select another
not found worksheet

a Re-save the workbook using either the save icon or press CTRL+S.

Home Insert Page Layout Formulas | Data Deve
TN FED 7ED o 3 T (3] Connections
_3 1_?1 =T Uiy g °

Properties

From From From From Other = Existing Refresh o
Access Web  Text Sources~ Connections | All~ = Editlin

Get External Data Connections

Source Type Update  Status Update Values
B4 - CSV - Market data.csv Worksheet A Unknown
2. Select a link ‘
then Check Status

< | 1 [ » Check Status

Location: C:\Users\Nick\Documents\EWI\Material\ICAP\04 Informatio...\Illustrations
Item:

Update: (@) Automatic | | Manual

Startup Prompt...
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2.3 Opening a shared workbook

So long as a user can find the shared workbook on the network they can open
the shared workbook on their workstation (subject to any password protection
that may have been set up) just like opening any other existing workbook.

Once a user has opened the shared workbook they should confirm the User
name that will identify their work in the shared workbook. To do this:

a Click Options on the File tab

O  Select the General tab

O  Enter the user name under Personalize your copy of Microsoft Office
O Click OK

-
General S X . ;
} @) General options for working with Excel.
Formulas
Proofing User Interface options
Save [¥] show Mini Toolbar on selection ‘i
3 @ Enable Live Preview' .
anguage

Color scheme: SiIverE‘
Advanced i T . g -

ScreenTip style: | Show feature descriptions in ScreenTips E]

Customize Ribbon
When creating new workbooks

Quick Access Toolbar Update as
Use this font: Body Font necessary.

Add-Ins i
Font size: 11 E]

Tustcemes Default view for new sheets: 'Normal View

A

Include this many sheets: |3

v

Personalize your copy of Microsoft Office

User name: |Nick

2.4 Editing a shared workbook

Once a shared workbook is open, users can enter and edit data on the
worksheets as usual. As mentioned above though, remember that certain
functionality is disabled in shared workbook view such as changing merged cells,
conditional formats, charts, pictures, subtotals, workbook and worksheet
protection and macros.

However, you can personalise filter and print settings, or alternatively adopt those
of the original author. To use the original filter and print settings:

O  Click Share Workbook in the Changes group on the Review tab

U  Clear the Print settings and Filter settings check boxes under Include in
personal view on the Advanced tab.

O  Click OK.
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2.5

r b

| Editing | Advanced ]

Track changes

@ Keep change history for: |30 % days

() Don't keep change history

Update changes
(@) When file is saved

(7) Automatically every: |15 =| minutes

( ) Save my changes and see others' changes

Just see other users' changes

Clear both check-

boxes to use the

original filter and
print settings.

Conflicting changes between users
(@) Ask me which changes win

() The changes being saved win

Include in personal view

[] Print settings

Click the Save icon or press CTRL+S to save your changes to the workbook and
see changes other users have made since your last save.

You will need to ‘resolve conflicts’ if the Resolve Conflicts dialog box appears.
See 2.6 below.

Removing a user from a shared workbook

There may be occasions when you need to disconnect users from a shared
workbook. This might be for example prior to a period of known network
maintenance, or because you need to perform one of the suppressed functions
such as moving or creating worksheets.

Before disconnecting users, make sure they have completed and saved their
work on the workbook. Any unsaved work will be lost when you remove them.

To remove a user from a shared workbook:
O  Click Share Workbook in the Changes group on the Review tab

a Review the names of active users in the Who has this workbook open
now list on the Editing tab.

U  Select the name of the user you want to disconnect and click Remove
User.

The user has now been disconnected. Note though this is not a permanent
expulsion — it just reflects that point in time and won’t stop them editing the
shared workbook again in the future.
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2.6 Resolving conflicting changes in a shared workbook

Definition: Shared workbook conflict
o,

A shared workbook conflict occurs when multiple users have edited the same
shared workbook and attempt to save changes that affect the same cell.

Excel can only retain one of the changes in that cell so it displays the Resolve
Confilicts dialog box to the second user when they attempt to save their workbook.

When the Resolve Conflicts dialog box is displayed address the conflicts as
follows:

a Click Accept Mine or Accept Other for each conflict.

a If there are multiple conflicts and your response will be the same for all
conflicts you can click Accept All Mine or Accept All Others.

You can make your changes override all other changes without displaying the
Resolve Conflicts dialog box. Do this by clicking The changes being saved
win on the Advanced tab of the Share Workbook dialog box.

Remember this is opened by clicking Share Workbook in the Changes group on
the Review tab.

r < & N
’ Editing | Advanced ‘

Track changes

(@) Keep change history for: |30 = days

() Don't keep change history
Update changes
(@) When file is saved
(") Automatically every: |15 = minutes
) Save my changes and see others' changes

Just see other users' changes

Conflicting changes between users

The changes being
saved win.

() Ask me which changes win

(@ The changes being saved win:

Include in personal view
[¥] Print settings
[¥] Eilter settings

[ OK J l Cancel

To view past conflict resolutions:

O  Click Track Changes in the Changes group on the Review tab
U  Click Highlight Changes
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U Select (or type) All in the When list.
U Clear the Who and Where check-boxes
U Select List changes on a new sheet then click OK

View the Action Type and Losing Action columns on the History worksheet for
details of how previous resolutions were resolved.

Review | View Expert PDF
&1 Unprotect Shared Workbook

/Hide Comment 'L'"Li 13
221 i

All Commentsl & Allow Users to Edit Ranges

Protect Protect Share: G
ik Sheet Workbook Workbookl-L?} e i
15 Highlight Changes...

A  Accept/Reject Changes

Highlight which changes
When: ]AII

[ where: |

4. Select

[ IiHighlight changes on screen:
List changes on a new shee

21 History is generated
M 4 » M| B4-CSV- Market data | History on a new tab

Ready |

] K
Results of prior
Action Losing conflict resolutions
. are shown in Action
v Type |~ Action Type and Losing

13 Action columns
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2.7 End the sharing of a shared workbook

Ending the sharing of a shared workbook will prevent other users from accessing
the workbook. Any unsaved changes will be lost and the change history will be
deleted. With this in mind you need to carefully manage the end of sharing using
the following steps:

Overview:
O  Step 1: Ensure all other users have completed their work.

O  Step 2: Generate the history worksheet then print or copy it to another

workbook.

U  Step 3: If the shared workbook is protected you must first unprotect the
workbook.

O  Step 4: End the sharing.

In detail:

Step 1 — Ensure all other users have completed their work — see Merging
workbooks below.

Step 2 - To generate the history worksheet (reminder from earlier):

a Click Highlight Changes under Track Changes in the Changes group on
the Review tab

U  Select (or type) “All’ in the When list.
U  Clear the Who and Where check boxes
U  Select the List changes on a new sheet check box. Click OK

The change history appears in a new worksheet which you can then either print
or copy to another workbook.

&1 Unprotect Shared Workbook

All Comments !
—k‘ otect Protect Share
InK| - t ok Workboo

1z Highlight Changes...
" Accept/Reject Changes

F G H | J K

kj 3 Track Changes ~|
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— = 7 : :
Highlight Changes B
Track changes while editing. This also s 2 When = All .

Highlight which changes
When: | Al
[T who:
[ where: ‘

[~ IiHighlight changes on screen: 4. Select
List changes on a new shee

21 History is generated
M 4 » M| B4-CSV-Market data | History ~ <= on a new tab

Ready |

o .
€ BEH R @ m S \ History is generated
‘ = oo on a new tab

Poge Liyirt  Purmudds Dums

Resewrth Thesserus  Trandsie

5 tharw Wk
l_‘«.:l.-q Languees Commens
A2 - P AR!
| o a8 C [+] E F G H |
Action New Old
Number - Date * Tienw © Who * Change *  Shest © Range - Value © Value
07/03/2013 06:24 Nick Cedl Change B4 - CSV - Market data A10 Market data from 07/03/2013. <blanb
2 07/03/2013  06:24 Nick Row Auto-insert B4 - CSV - Market data "11:11
3 07/03/2013  06:24 Nick.  Cell Changs B4 - €SV - Market dats A1l Exclude BBC Global 30 <blank

4 07/03/2013  06:24 Nick Row Delete B4 - C5V - Market data 9.9

The history ends with the changes saved on 07/03/2013 at 06:24.

[CURTEENPPRE T Y

Step 3 - To unprotect the shared workbook:
a If the shared workbook is protected you must first unprotect the workbook.

e Click Unprotect Shared Workbook in the Changes group on the
Review tab

e Enter the password if prompted then click OK.

Review | Viey

eyt Click to unprotect €1 Unprotect Shared Workbook

TP shared workbook

Ink

& Allow Users to Edit Ranges

otet Share .
Sheet  Workbook Workbook 15 Track Changes ~

Changes
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Step 4 - To end the sharing:
(N Click Share Workbook in the Changes group on the Review tab.

U Make sure you are the only person listed in the Who has this workbook
open now list on the Editing tab. You can remove any additional users first
as described earlier.

U End sharing by clearing the Allow changes by more than one user at the
same time option then click OK. Click Yes on the confirmation dialog box.

Note this activates the workbook merging check box. See later section for
details on merging workbooks.

Review | View  Expert PDF

i/Hide Comment

7 All Comments - :

=l ‘ Share
%l Workbook Workbook L3 Track Changes ~
Changes
Share Workbook:
[ 3. Un-tick
i Editing an

ow Eﬁanges by more than one user at the same time. This also
llows workbook merging.

Who has this workbook open now:
Nick - 07/03/2013 04:48

2. Ensure you are the only
person listed. Otherwise
remove other users.

Microsoft Excel

This action will remove the workbook from shared use. The change history will be erased, and other users who are editing
this workbook will not be able to save their changes, even if you share this workbook again.

Remove the workbook from shared use?

« To make the workbook exclusive, click Yes.
* To cancel and return to shared mode, click No.

Exesi[m]

Was this information helpful?
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2.8 Merging workbooks

Definition: Merging workbooks
o)

Merging workbooks initially involves multiple users making amendments to a
shared workbook. Users must save their amended copies of the shared workbook
with a new filename in the same network directory as the original source shared
workbook was saved.

The original shared workbook can then be re-opened and integrated with the
amendments made in any of the copies of that shared workbook.

The process is called ‘merging’ because multiple copies of the workbook are all
merged into a single workbook.

Add the Compare and Merge Workbooks command

The Compare and Merge Workbooks command that you need does not appear
as standard in the Review/Changes group. Therefore it must be added to the
Quick Access Toolbar as follows:

a In the shared workbook click Options on the File tab.

a Click All Commands in the Choose commands from list in the Quick
Access Toolbar category

O  Select Compare and Merge Workbooks in the list then click Add and OK.

The Compare and Merge Workbooks command now appears in the Quick
Access Toolbar (i.e. the string of icons at the top left of the Excel window).

Excel 'O'ption ,
General \ . g
@ Customize the Quick Access Toolbar.
Formulas
_L,. Choose commands from: i
| Proofing
Popular Commands
E Save Popular Commands
| L Commands Not in the Ribbon
anguage
" g9rag All Commands
Advanced Macros
Customize Ribbon File Tab
‘ Quick Access Toolbar ||| |77 T
‘ Home Tab
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Shoces coremanch frar Curtorrus Qock Ascess Toakuer

Fraohng —
20 Commands - For o donrcents [Gefad) .

Laeguage Cote
"1 Compse Ertre Redd
3" Coen

‘Compare and
Merge
Workbooks’ " o ~

owil Merge Wartiziims
L <ompmbdey

Qustonzatons

oA Qa Actass 10l betw 19 S0Los

Home

Insert Page
The Compare and Merge

Workbooks command now
appears in the Quick
Access Toolbar.

Calibri

Merge workbooks
To merge workbooks:

U Open the copy of the shared workbook into which you want to merge
changes.

U Click Compare and Merge Workbooks on the Quick Access Toolbar
a Save the workbook if prompted

U Click the copy (or multiple copies by holding down the CTRL or SHIFT key)
of the workbook that contains the changes that you want to merge.

U Click OK.

Multiple copies of the shared workbook have now been merged into your current
copy of the shared workbook.

As usual you can use the Track Changes facility (from the Changes group on
the Review tab) to generate the change history relating to all the changes that
have just been applied during merging.

Note that the source copies of the shared workbook that you select for merging
MUST be direct copies of the destination shared workbook into which you are
merging workbooks.
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@ lllustration: Merge workbooks.
‘ This illustration merges three workbooks into one.

Original shared workbook saved as “B5 - Share and merge - Market data - V1.xls”

A B C D E
1 |Market data 08/03/2013

2

3 Marketindex Currentvalue Trend Variation % variation
4 Dow Jones 14329.49 Up 33.25 0.23%
5 Nasdaq 3232.09 Up 9.72 0.30%
& FTSE 100 6439.16 Up 11.52 0.18%
7 |Dax 7939.77 Up 20.44 0.26%
& Cac40 3793.78 Up 20.02 0.53%
9 BBC Global 30 6952.17 Up 1.03 0.01%
10

11

A second copy has been saved by another user as “B5 - Share and merge - Market

data - V2.xIs”
A B C D E
1 |Market data 08,/03/2013 Version 2
2 Cells E1
3 Marketindex Currentvalue Trend Variation % variation and B11
4 Dow Jones 14329.49 Up 33.25 0.23% were
5 Nasdaq 3232.09 Up 9.72 0.30% changed.
6 |FTSE 100 6439.16 Up 11.52 0.18%
7 |Dax 7939.77 Up 20.44 0.26%
8 Cacd0 3793.78 Up 20.02 0.53%
9 BBC Global 30 6952.17 Up 1.03 0.01%
10
11 42686.46

A third copy has also been saved by another user as “B5 - Share and merge -
Market data - V3.xls”

| A | B C D E

1 |Market data | 08/03,/2013 Version 3

2

3 Marketindex Currentvalue Trend Variation % variation Cells E1
4 Dow Jones 14329.49 Up 33.25 0.23% and D11
5 Nasdag 3232.09 Up 9.72 0.30% U

6 FTSE 100 6439.16 Up 11.52 0.18% Changed'
7 Dax 7939.77 Up 20.44 0.26%

8 Cac4d0 3793.78 Up 20.02 0.53%

9 BBC Global 30 6952.17 Up 1.03 0.01%

10

11 95.98

a0

© Emile Woolf International 223 The Institute of Chartered Accountants of Pakistan



Introduction to Information Technology

Open version 1 of the shared workbook and click Compare and Merge Workbooks
on the Quick Access Toolbar (OK to save if asked).

\

% calibri <1 = A

‘Microsoft Excel
e

& This action will now save t Do you want to continue?

| concel |

Was this information helpful?

Select versions v2 and v3 by holding down the SHIFT key. Then click OK.

i
SelectFllestoMergeInho urrent Workbook X |

1 <« Tllustrations » Examples || Search Examples ‘1

Organize New folder =~ [ e
[ Microsoft Excel [0 Name Date
ﬂ_;J B5 - Share and merge - Market data - V1 08/03/
“ Favorites |[V] ] BS - Share and merge - Market data - V2 08/03/,
[¥]“] BS - Share and merge - Market data - V3 08/03/
B Desktop
Choose files to
merge with V1
then click OK
< 1 | »
File name: "BS - Share and merge - Market data - V: ~ IExcel Waorkbook V]

Tools ~ [ oK I'H Genes) ]“‘;

The three files have now merged into the central V1 file resulting in the following
worksheet. Note how cell E1 was initially updated with the text string “Version 2”
when file V2 was merged but was then subsequently overwritten with “Version 3”
when file V3 was merged.
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A B ¢ | b E

1 |Market data 08/03/2013 Version 3
2|
- 3 Marketindex Currentvalue Trend Variation % variation
~ 4 Dow Jones 14329.49 Up 33.25 0.23% BT
5 Nasdag 3232.09 Up 9.72 0.30% [RESNSE
i FTSE 100 6439.16 Up 11.52 0.18% worksheet
-7 Dax 7939.77 Up 20.44 0.26%
-8 Cac40 3793.78 Up 20.02 0.53%
9 BBC Global 30 0952.17 Up 1.03 0.01%
10|
11 A42686.46 95.98

12

We can review all the changes by creating the history tab using Track Changes-
Highlight Changes from the Review tab:

Highlight Changes

Track changes while editing. This also shares your workbook.

Highlight which changes Settings =

When: | All EI :f\'””t and

IS
[Iwho:  Everyone -] changes in
[ where: | d NEW

sheet”

[ Highlight changes on screen
List changes on a new sheet

[ s C D £ ¥ G " I
Action New Old
1 Number - Date * Time * Who - Change - Sheet * Range * Value * Value -
2 08/03/2013  01:12 Nick Coll Change 85 - Share & Merge B11 "wSUM(BA:B10) «<blank>
3 2 08/03/2013 _01:12 Nick __Cell Change BS - Share & Merge E1 Version 2 <blank>
B} 3 08/03/2013  01:13 Nick Cell Change B85 - Share & Merge E1 Version 3 <blank>
5 4 08/03/2013  01:13 Nick Cell Change B5 - Share & Merge D11 "SUM(D4:D10) <blank>
b
7 The history ends with the changes saved on 08/03/2013 at 01:13,

Change history
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3 CHAPTER REVIEW

Chapter review

Before moving on to the next chapter check that you now know how to:
m  Protect worksheets and workbooks with passwords including

e Password protect workbooks
¢ Mark workbooks as final
e Protect worksheets
e Protect structures
e Use digital signatures
¢ Lock and hide cells
m  Manage the sharing and merging of workbooks including
¢ Open a shared workbook
o Edit a shared workbook
¢ Remove users from a shared workbook
¢ Resolve conflicting changes in shared workbooks
e End the sharing of a shared workbook

¢ Merge workbooks
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Introduction to Microsoft Word

1 Introduction to Microsoft Word

2
3
4
5
6
7
8

Creating and saving a new document
Page numbers, headers and footers
Page breaks and section breaks
Page setup

Backstage view in Microsoft Word
Printing a document

Chapter review
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INTRODUCTION

Learning outcomes

LO4.1.1 Use various Word features to present letters, reports and other documents in
a presentable custom style

Note: Chapter C2 also relates to learning objective 4.1.1

Exam context

Many students will have some kind of prior experience of Microsoft Word from their former
studies, job or even home life. However, this exam assumes no prior knowledge. Therefore
do not be alarmed if you have not used Microsoft Word previously.

As with all the Microsoft Office based chapters in this Study Text you will benefit significantly
from having access to Microsoft Word in order to practice the techniques described. Active
learning through practical experience will not only help you remember new techniques but
also ensure you have understood exactly what has been described.

By the end of this chapter students will be able to:
m  Manage new documents including:
e opening a new blank document
e basing a new document on an existing document
¢ basing a new document on a template
m  Add cover pages and themes
m  Work with page numbers, headers and footers, page and section breaks
m  Setup pages including
e watermarks
e rulers
e orientation
¢ line numbers
e margins
m  Recognise and use components of the Office Backstage view in Word

m Save and print from Microsoft Word
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1 INTRODUCTION TO MICROSOFT WORD

Section overview

m Introduction to Microsoft Word 2010
m  Practical uses for Word

1.1 Introduction to Microsoft Word 2010

Definition: Microsoft Word 2010
o)

Microsoft Word 2010 is the official word processor tool of the Microsoft Office
2010 suite. It seems nowadays that nearly every office and boardroom employs
Microsoft Word if not daily then certainly frequently, whether for preparing letters
to clients, invoices or reports.

Many ICAP students may already have encountered Microsoft Word at some
stage of their lives whether preparing their own reports, letters, and CVs or
receiving work from their lecturers who have used Microsoft Word in preparing
hand-outs and exercises. However, accountants (and trainee accountants) may
be more comfortable in the ‘numbers-based’ world of Microsoft Excel and may
have less experience using Microsoft Word for preparing professional reports and
business letters.

The sections of the study text covering Microsoft Word will therefore be for some
a revision tool with perhaps a small element of new functionality encountered,
whereas for others it will represent a whole new subject area.

Either way remember that the examiner has the scope (and is likely) to examine
any part of the syllabus. Therefore you must avoid complacency and ensure you
are comfortable with the entire contents of every chapter.

1.2 Practical uses for Microsoft Word

Microsoft Word’s substantial power and flexibility make it a useful tool for both
personal and business use. It can be used to create both simple and complex
documents with the ability to add numerous types of graphics such as pictures,
charts and tables.

Some examples of how it is used include:

Use Comment
Write a business  Business plans are commonly used when a business is
plan looking to attract new funding and investment. They

might be aimed for example at banks or potential new
major shareholders.

Prepare a CV or  Applicants for a new job will often use Word to prepare
job profile their CV. Within organisations Word is commonly used to
draft job profiles.
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Use Comment

Write a letter Whether it's formal business letters or something much
less formal, Word is a great tool for assisting you in
writing an impressively presented letter.

Compose a client  Similar to a business plan, Word’s many formatting
report features and ability to integrate graphics and illustrations
mean it is perfect for composing a client report.

Prepare a Lists and numbered bullet points can be mixed with
meeting agenda tables to prepare clear, concise and logical meeting
agendas.

Create business =~ The power of Microsoft Word can be matched to the

cards and labels  increasing sophistication of home and business printing
to enable users to create professional looking business
cards and address labels quickly and efficiently.

Issue certificates = The numerous templates and style features mean that
Word is useful for preparing certificates, whether for
safety compliance, completion of a course, high
achievement or certification of authenticity.

Write minutes of Subsequent to having prepared meeting agendas, Word

a meeting can also be used in the follow-up to a meeting for writing-
up notes (minutes) from the meeting highlighting points
discussed and actions agreed.

Generate Word can be used to generate clear and effective
customer customer invoices and monthly statements.
statements and

invoices
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2 CREATING AND SAVING A NEW DOCUMENT

Section overview

m  Open a new, blank document
m Save a document

m  Base a new document on an existing document

m  Base a new document on a template

m Create and edit your own templates

m  Adding and deleting pages, cover pages and themes

2.1 Open a new, blank document

Definition: Document
o;)

A document is the file comprising one or more pages and sections that represents
the work you are word-processing. For example a report, invoice, certificate or
letter.

There are a number of ways to open a new, blank document.
a Click Microsoft Word 2010 from the start menu. This launches a new

session of Word and a new blank document will open automatically.
0 %, OUTLOOK
|X‘*§| Microsoft Excel 2010 Nick
N
|P:‘] Microsoft PowerPoint 2010 Documents
®

Adobe Reader X Click
; 1 ) Music
w Microsoft Word 2010

Computer
Om Windows Media Player

Control Panel
Qs

Devices and Printers
. Kindle

: Default Programs
@ Expert PDF 7 Professional

Help and Support

3 §
G Internet Explorer
& P

€/ shut down ol
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a If Word is already open click New + Blank document on the File tab. This
will open a new document in addition to an already open document.

- Werm | b | BapaUhyeid | Nelwaress | Webrgs | Weews | Ul Fepe v

o e
Avallable Templates
[~ TR
3 Open 7 Home
d Clowe -
Info [ L -I po
! -
Recent (ST 2109 pont fecent Swrple My tempiases  New hom
dociment emplate temglate exitng
Pt —
.......
Save & Send - Y
Help Agendm Bk Bochan Jdyets Nuvnen Cwanddon
"¢ ho: 1y B "
J Covom
B — i
|- ® \d / . Pt
i l 1 | &-d.
Certstcatey Charts and Contracs Erwelopes fraes yent '

U  You can also press CTRL +N whilst in an existing document to quickly
create a new, blank document.

2.2 Save a document

Save a document for the first time

There are two ways of saving a document for the first time. Either:
O  Click Save on the Quick Access Toolbar; or

U PressCTRL+S

Both of these actions will open the Save As dialog box. Type in a file name (or
alternatively leave the default name as it is), then either:

O  Click Save to save to the default location; or
a Navigate to an appropriate file location, then click Save.

M = RS 1. Click, or press
Home Insert CTRL+S
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~ 3. Optional: navigate
il i to new file location

W Migosott Word

1 Pustration doc 1
 Favortes %] pstration doc 2

B Deskiop

2. Enter

filename

% pame: Docl
Save as type: Word Document 2

Autnors Nick Tags Acd 8 tag

+ Hide Folders m 2ave J Cancel u

Save an existing document as a new document

This technique is called ‘Save As’ and prevents a user from overwriting the
original document. Best practice would be to save the document as a new file as
soon as you open the original document.

To save an existing document as a new document:

d

d
d
[

Open the document you wish to save as a new document
Click on the File tab
Click Save As

Enter a new document name. You can save the new document to the same
directory as the existing file (which is the default) or alternatively navigate to
a new directory

Click Save

Home Insert Page Lay

I save

|

Inforn
B save As

[ Open

[ Close

| g a3
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Ofnze' o 3. Optional: navigate

2 to new file location
"‘ M:crosoft Word

« Favorites

B Desktop

2. New doc. name

File pame:  C1 lllustration - Save asi
Save as type: | Word Document

Authors: Nick Tags Add » tag

1 Save Thumbaail

2.3 Base a new document on an existing document

You may be able to save time and effort by recycling previous work and basing a
new document on an existing document. There are two ways to do this:

u If Word is already open click New + New from existing on the File tab.

File Home  bnsert  Page Lajoie  Reterwocst WUl  Revies  Vew  Exoer PO

o san
Available Templates
ol sae s
& oo ¢ £ Home
ol Oese 3
= & b im 8
Recent Blank Blog post Recent Sample My templates | New from
document tempiates lemplates xetng
_ Office.com Templates Search Office.com for lemaiate
Pant —
) / : - ) - E- 3
Save & Send =) o _.J @ i} : E
Help Agendas Books Brochures Budigets Duurwss Calendars Cartts
ard] boolkdets carcs
o Optioes —
& e gy i
= e g - R
Cernficates Chans and Contracts Erwelopes Faxes Flyers Forms

a Navigate to the existing document you wish to recycle through the dialog
box. Then click Create New.
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nﬂ Now iom Beseg D(xm_ ‘ “
w rations » Section C examples wloe B -

Cegange ~ New foldes = ’ 0

W, Micresott Word Documents ilbrar\,' , -
e m
' " .
W Deskrop Blustration doc 1

%2 Nlustration doc 2

e pame: lustrasson doc 3

= | =
. Toohs ~ Lreste New (v Canced

2.4 Base a new document on a template

Definition: Word template
;)

A Microsoft Word template is a preformatted document designed for a specific
purpose such as preparing an agenda, contract, letter or report.

Using templates can remove much of the set-up and design efforts where a
template already exists that suits your needs. Furthermore it will help achieve
consistency in the ‘look and feel’ of your documents. This may or may not be of
benefit to you depending on how bespoke or standard your situation is.

Templates exist for a wide range of uses such as agendas, contracts, letters,
reports, minutes and time sheets.

To base a new document on a template do the following:

ad  OpenWord

U  Click New on the File tab

U  Now you have a range of options including the following:
1. Open a recently used template from Recent templates;
2. Open a template you recently saved in My templates; and
3. Open an Office.com standard templates.

Note — you may be offered further sub-options within a category. For
example Books opens a second suite of options from which you might
select Address and phone books and then finally the Membership
directory (see 3a, 3b and 3c below).

To open the selected template either double-click the template or
click download when invited.
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1. Recent ' : 2. My
template

templates

e g port Hacwrt Swrpe  Wyterolee  New tum

3. Office.com

Atxciarect Lerrgrans lrrprates @utng
Dffice.com Femplates tem p | ate
ay | ¢ e LS

Agend Bocks

(enfcne:  Cromand  (ostocn
dagiame
a— [
— s r y
)/ - 4| ¥ 4 ‘/
Iweclives  lwlaions  ivouces e Lubes Letirrtes) Lentery

an Nage Lapoat Mt

Matrgl  Sovwe

o e
[T

o Ooae

d ew

Foww et b leed Swwewn Geen e

Aerliabie Templates

O oam Termgrintes

ANbEn o pree Soee e )

3b. e.g.
Address and
phone books

Avallable Templates

€ 3 ) Home b Bocks
Office.com Templatss

dcaderc | Address aad | Boocmarks Ahoty Ontyeer bocies
books phone bocks anc shums
boakpiatey

Preview
screen

D Mg b Bookk ¢ Adsress ad phes

ey

Membership
directory

Download
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2.5 Create and edit your own templates

Create your own template

To create your own template:

O  Create and design a document that you wish to use as a future template
Click the File tab
Click Save As

In the ‘Save as type’ drop-down select Word Template, give your new
template a name, then click Save

000

1. ‘File tab’

el save
B Save As
& Opan
i Close T hange any part of ti

Information about Document2

Protect
Document -

Prepare for Sharing

New folder

Organize

1 Searches - Name Date m

). Document Themes

& Network
B Control Panel

¥ Racurle Rin

File pame: lC-AP C1 Template - Conference Agez

Save 2 type: Word Tempiste

Authors Nick fags Add atag

" Mamtain
compatitislity with
freviows versiony of

B -

Your new template will appear as an option in My templates when you next open
a new file from the File tab

" Save Thumbnad
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! Personal Templates I

w4 LE) i ] L
Conference... Informal multchcBBkit
meeti...
Blank OriginMera...

Edit your own template

To edit your own template:
U Click on the File tab
0 Click Open

Fage Layoun Bafaten

File tab
Information a

A YR T C\Users\Nick\Documen'
i open |
d Closs
3 Perm
| o 4 4

L

U Select ‘Templates’ file type
O Choose the saved template you wish to re-open to edit
0 Click Open

Yawih Templotes

Organize = New folder =- 3 9 |

Date modified

2. Select template to
open

gierenceAgendaTracks 230320
V8] KcAP Cl Template - Conference Agenda  23/D4/3011 133
9] mutcheBkit
¥ originMergetetter 1. Word

templates file

File garne JCAP C1 Template - Confererce

You can now edit your previously saved template. Once finished editing simply
re-save the file by either:

d Click File tab then Save; or
a CRTL+S
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2.6 Adding and deleting pages cover pages and themes

Add a blank page
U Click in the document where you want to add a blank page.

Note that the newly inserted page will appear immediately before the cursor
location, so for example if your cursor was at the start of the document a
new blank page would be inserted at the start.

U Click Blank Page in the Pages group on the Insert tab
Remember that page breaks will be visible when the paragraph markers

are visible — Click Show/Hide 91 in the Paragraph group on the Home
tab.

" Al
Moo 10hmt e o L

Note: Currently
page 1 of 28

1. Click where
to add a page

[Business Plan — ICAP training

The ritiness plas rnnsats of o asteabne snd sereed losncal snckabeets The nasrateos template s the body

of the busaeds plan. It contats moce tha |50 qoestions dimded mfo wrecal seations Woek Huoogh the

Result: Blank Note: Now

pagi(re]gear?etéeen page 2 of 29

Business Plan — ICAP training

The Sousew plan conmets of 2 nazzstre sod wowid finmcal =erioleen The sanstry eopiae » fhe bod
of the Dousees olas It coetamns mese than 140 guestney Emadad =t weveral sersee Weoal Suousd the

sernoes = g ordes thist TOU IRt €xoet for (e Ematie lrwne:. wineh should be Soce lest Soo any

GEestoc: that 3o oot sppir 1 Yo trpe of bumnen. Whes 190 sre fmmhed vrtng vow firet daft, yosT

Delete a page
To delete a blank page:

U Ensure ‘non-print’ characters (such as tab and page-break) are visible. If

they are not click Show/Hide 9T in the Paragraph group on the Home
tab.

0  Delete the “page break” marking at the end of the blank page.
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Ll Y Leww LR R o - e Epwr oy

e 23 KX ad b =

2. Click the page
break with the cursor
then press delete

1. Click to show non-
print characters

To delete a non-blank page (i.e. a page that has some contents such as text,
diagrams or tables:

U Click anywhere in the page you wish to delete

a Click the Find drop-down in the Editing group on the Home tab
U Select Go To
(]

Type \page in the Enter page number box then click Go To. This will
select the full content of the current page.

U Click Close then press the DELETE key

[ R e

R raries BT A& 1. Click anywhere on
S the page to delete

b scstcn AaBb AaBSC. 1. Aa7, M

e

[Mustration
to delete this
page of

contents

‘ Find and Replace

Fing GoTo

Go to what: Enter page number:
\page|

Enter + and — to move relative to the current location. Example: +4 will move
‘ forward four items.
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Hlustration
to delete this

page of

contents

6. The page of content to be
deleted is now selected.
Press the DELETE key

LTr S —

Result: Page
was deleted

Add a cover page

Microsoft Word incorporates an excellent gallery of pre-designed cover pages
that can used with as little or much customization as desired. Simply add a cover
page then replace the sample text with your own.

To add a cover page:

U Click Cover Page in the Pages group on the Insert tab

0 Select a cover page layout from the gallery of options then click to insert it

Note that if you insert an alternative Cover Page the previous Cover Page will be

replaced.
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- Mirre et !vugruyw' Falarenies Matrgs  Tavew  Vaw  Bopent BiF

2 KD
R poge  awesk

Sulltin
P
= [Year]
= =
|- — e
annusd

Alphabet

=y B iypernim "
P @l b i B B
|
A bookmank vy ™A —
Shapes Smandst  Chart Screenshot Huader Foatet Pagw
v 2 Cross refeance R Number *
-~ Lk Peacher & Foctme
e Rl b Tea
N
[T,
DL -
(YR TR OO TYRS et b -
[iovad et wahomnadineat
- —
- ——
Auiterw S n—

[Type e drusmween (0be}
e o s

2. Click a cover
page to insert it

—e.g. Austin
design

Ayrtin Comservative

Contrast

T - TR AR A
ADAMERORA. ST R WE4 N
M
Result: Cover page has
been inserted. Replace
the text with your own
' customized text
e

Delete a cover page
To delete a cover page:

U Click Remove Current Cover Page under Cover Page in the Pages group

on the Insert tab
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Page *| Page Sreak > Art
Buikt-In -

;-Tr: [Year]

Senisi s 0

(PYR N oA 1YL

Alphabet Antiuad Austere

| .‘ [Ty e hrusemnnd 1|

QY <oomcegpp Click to remove
....... cover page

Austin Conservatwe

© More Cover Pages from Officecom

Zx  Bemove Corrent Cover Page

Themes

Definition: Themes
o)

A document Theme is a suite of pre-set formats incorporating a set of theme
colours, fonts (including heading and body text fonts) and effects (such as lines
and fill effects).

You can craft the ‘look and feel’ of your document into a professional look by
applying a document theme as follows:

U Click Themes in the Themes group on the Page Layout tab

U Click to select the theme that you wish to use

_ Horrw ot Page Layoin Nelurences Malbng Paview Vaw Frpert 10

| Colary = | hs g T Breaks nA % ot Spacng
AN | & 0 W a L
= A:| s * o Y . 13 Une Number oo o H JPL — :: before
Thesmes AAWrins Onentation  Sts  Coleme 3 - Watarmars Page Puge o
o Effects v : : I Hyphenation * v Color = Sorders | @¥ Nght O am S 18 e
Theme Page Setug Fage o Ly ound Pt nQraph
(37 \ 141 1B 1B It 1531 1341 A% el

You can rapldy change the ‘look and feel’ of

your it 3 professional look by
wpplying 4 document theme.
Themes Tosvply o thernes
menu group o Clek Themes ¥ the Themes growe on the
Page Layoat tab

o Ok to sefect o therme that you wish Lo use.

Before applying a
theme
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Review View (-mn pOF

i coios Select a theme

» ' e = N ndent Spacng
""' [A]Fants » Eg Austin T ' 4 ] ® en $ | va Bafory
Thames' \\rmr.lrl 0.19( Page
!__ Effects * . . 5 yahenstion * Color ~ Rorders B Right: O cm S & Aftar
Buitt-In Parsgrap
W (TR O XN T

™ BN

Othce Adiacency
Sl T A m You can ropidly change the ‘lock and
Aa 2 Aa_|i feel' of your documeantnle o prolestiondat
wwnnim || | ewmnnn | [ook by apphying @ document theme.
Apothecary Sdpect Hack Te [qw’um
LY El o Clck Themes n the Thamas group on
|Ae_j A ,l Aa. e Foge tayout oo
R = - * Click 10 teloct o fheme Thot you with
(4 Canty Compoute Concorss 1o use,
Aa []lAa QA \Aa
| .!_.:_’_ ﬂl! -IIII l III‘
R Couture Elemonta Eq.xr i’ sental
—Tr r Result: Cover page
’ AI.‘ Al] Aa ‘ ‘ I . h hp g d
= == IS== colouring has changead.
Tiecdie - Flow Foudsy Grid The font has changed from
Beset 10 Theme fram Template . Candara tO the Century
& frowse for themes [ Gothic themed font
G Sgve Clrrent Theme
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3 PAGE NUMBERS, HEADERS AND FOOTERS

Section overview

m  Adding headers and footers
m  Adding page numbers

m  Removing page numbers, headers and footers

[ &)

31

Definition: Headers and footers

Headers and footers are pieces of text or graphics that appear at the top and
bottom of a page. After setting up a header or footer they will appear on all the
pages.

Typical contents include:
e Page number

e Document nhame

e File location

o Date and time

e Copyright mark

e Corporate logo

Adding headers and footers

Adding headers and footers from the gallery

Microsoft Word includes a suite of pre-defined headers and footers that can be
easily and quickly inserted. These can then be customized to your particular
requirements.

To add a header or footer from the gallery:

a Click Header or Footer in the Header & Footer group on the Insert tab
a Select a style from the various drop-down options then click to insert

a Press ESCAPE to return to the document

= B | 1. Click Header or Footer in the Header

Header Footer Page
= v Number ~

Header & Footer

il

& Footer group on the Insert tab

ence
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2 B

Footer  Page

E @ ﬂ @4 8, Hyperlink

A Bookmark
Picture Clip Shapes SmartArt Chart Screenshot

[ Cross-reference

Art % T ¥ Number + |

. i " | |ader & Footer |

I Pinstripes e
l 101 111 12
kO intbilicday

[Ty pe the document title|

e 2. Select a style from

the drop-down options
e.g. Pinstripes

Puzzle (Even Page)

- [Type the documenttitle]

Market research -

3. Some styles require
tailoring e.g. type in
the document title.
When finished press

_ ESCAPE to return to

N N i the document.

V. Marketing Plar|

Market research - Why?
No mume: o pood voS Pt sed 0ok sermte, the Tratae raeect Jatered wshoos effrcere =
Asd thus Sepns wurh careful, srvie=ane seses=rd 1118 very damgereus t ssvmme St vou siready b
vour mtveded mariet Yoo oeed 10 35 et esentE t male e 7o v 30 wack Use the Somn
PASEIER FAOCET 81 1 TIE SRR 13 Gocor s data sl 10 g o
e wud spees

Result: Header has

Macker research - How? been inserted
Theze ace rvo kunde of marhet resesoch: prrmusy and secondar

Secomdart st xesss shag publaded mfizmaton uxd 53 alsayy picdin =
mﬂ-ﬂwmw ==
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Customizing headers and footers
You can customize headers and footers as follows:

a Enter the header or footer by double-clicking somewhere in the header or
footer area. This will activate the Header & Footer Tools tab. Note that the
Header & Footer Tools tab is only visible when a header or footer is
selected for editing.

U You can then edit the header or footer just like you would edit any other
part of the document - for example using the bold, underline and shading
formatting available on the Home tab. The Header & Footer Tools tab
offers additional functionality for quickly adding items such as page
numbers, dates & times, pictures and Clip Art.

Mzrw  Boart Page leymit  Sefwssess  Masdsgh  Reen  vwe et ST

N [ = rrwoawm ¥l Cxbwrurt Tt Page 3 veacwr o Toge 17 em S =
y ) :-ﬂ - == B I % hmct g =
romi e S - r— St ovter
KLJ - | EF T IR 1 ] i L 3 .v
[ — Result: New tool-bar
| llustration - ICAP Training Business Man has been aCt|Vated
|
;:1 i Marketing Plan
4
M 1. Double-click into the header or footer
E“ to activate the Header & Footer Tools
|
v Marketing P!
Maskes rescarch - Why? 2. Use the Header & F_o_oter
No zatter bow pood voox peodie sed yoox sermce, the Ten? TOOIS pIUS regular ed|t|ng
~‘~"f==*=4'“"-"‘f”"‘ Pr————- ey facilities. In this example
ooy intended masker You ceed 1o do mmackets chy ) .
- v we’ve added date/time and
PRALLDS DIOTLTE 31 TOME CPPITISTT ™ sncoses di sad 1o g .
b wed spent a graphic. Press ESCAPE
to return to the document.
Market research - How?

3.2 Adding page numbers

Microsoft Word offers a range of page number formats that can easily be inserted
into a document. Page numbers can be inserted into a header, footer or the
current location (i.e. where the cursor currently sits).

To add page numbers:
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a Click Page Number in the Header & Footer group on the Insert tab

U Select a location and style from the various drop-down options then click to

insert

If you inserted a page number into either a header or footer then to return to the

body of the document either:

U Click Close Header and Footer on the Design tab under Header &

Footer Tools; or

a Press the ESCAPE key

B TR S S
N y , syperien — . = ;
"WER-N"TLEY E e 2 [l @ 3 4 2
dooaman -
Cover Bk Pagy  Table  Wetiew Ol Thapes MmanAnt Chaet  Soesmhat Vieader Footer
900~ | AoV | A an i Crosavieimice
s— Sold 1 o 0 top o hege
FL\' A pmam of Vage
e &t ol Pege My
| 0 Lwrene hacsios
.
: S . & permet Fage Murmtens
et T e ——— e TR S S * Page Numbiery
i -
E Pain Numibser
q foachats | .
1 2. Select a location
1’ E.g. Header, right
|+ hand side
|
\" 0 e Page Aumbiens rom Ofes cam . presech to ol
| + duta sed 1o quest:on Yo macketng effocn Youx tiote will
| -
H a1 ey

Result: Page numbering
is added in the selected
format. To return to the
document from the
header section press
ESCAPE

Masket resenrch - How?

~

PageTot s

Marketing Plan
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3.3 Removing page numbers, headers and footers
To remove page numbers, headers or footers:

U Double-click the page number, header or footer containing the item(s) you
wish to delete

U Select the relevant text then press the DELETE key

1. Double-click
then highlight the
header or footer

you wish to delete.

2. Use the
DELETE as

Result: Header , - appropriate. Press
has been ol -y ESCAPE to return
deleted S to the document.
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4 PAGE BREAKS AND SECTION BREAKS

Section overview

m  Page breaks
m  Section breaks

4.1 Page breaks

Insert a page break

When creating a document Word automatically inserts page breaks at the end of
each page. You can change the default Word rules so that automatic page
breaks are placed where you want them. You can also insert manual page
breaks.

To insert a manual page break:

a Click where you want to start a new page. The character immediately to the
right of the cursor will become the first character on the new page.

U Click Page Break in the Pages group on the Insert tab

Pogw Lapd Halsrenims Ml

s
BA ‘
o Bl WP B

AT Ot Sciemnahet

1. Click where you want
to start a new page

nsert blank nsert blank
I t blank I t blanl
page between page between

these last two these last two

p;lgt‘ﬁ P;lgk‘ﬂ
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Result: Blank page
has been inserted

Insert blank Insert blank

page berween page between
these last two these last two
pages pages

Sl i | wewae A384 (0D I rET R OO

Change Word’s default auto-page break rules

Accountants are typically involved in a broad variety of activities throughout their
careers during which they will encounter a huge array of reports, presentations
and other documents. Many of these documents will be more than a few pages
long and potentially some might stretch into the hundreds of pages.

Customizing Word’s default auto-page break rules can substantially reduce
subsequent editing time adjusting default page-breaks.

Page break rules can be customized using the Line and Page Breaks tab in the
Paragraph Dialog Box on the Line and Page Layout tab to achieve the
following effects:

Option Effect

Keep lines together  Prevent page breaks in the middle of a paragraph

Keep with next Prevent page breaks between paragraphs to keep
the selected paragraphs together on a single page

Page break before Insert a page break before the selected paragraph
Widow/Orphan Professional documents never end a page with just
control one line of a new paragraph (an orphan) or start a

page with just the last line of the previous
paragraph (a widow). Widow/Orphan control
prevents widows and orphans within the selected
paragraphs.

Page Layout References Mailings Review View

. I —— 1. Click to launch the
i 5 -] = Breaks ~ ! .
1= Lj J 3 Line Numbers ~ 3 Paragr_aph d|a|Og
Orientation Size Columns __ X Watermark Pag -

= BE* Hyphenation = - Color ~ Borders

g: 0 pt

2 Right: 0 cm $ | Y= After:

-4 4 4
ot

Page Setup I Page Background Paragraph
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Lee and Page Nreaks ‘

| Indents and Spacing |
Fagination

W Wisow/Orphan control
| Kewp with naxt

| Keop nes togather 2 Change
| Page brsak batore pagination settings
Formiotting exceptions on the ‘Line and

1 5v hine numbet ,
;m::'::n:m ” Page Breaks’ tab

Texthox options
Tight wrap:

Mooa - |

Preview screen

S Tt Rz Taws Lammgie Tt i T S T S Tints ez Tioon Smwyes T Samgns T Rt
Tt Samgin Tes Samgin Toms b T S T e bz ot K Taws Samgs Tans dasmpie Taer Jumgia Toms
Smis Taus dummgin Taun

Removing a page break

You cannot remove page-breaks that Word inserts automatically. However, you
can remove a page break that has been inserted manually.

To remove a manually inserted page-break:
U Ensure ‘non-print’ characters (such as tab and page-break) are visible. If

they are not click Show/Hide 9T in the Paragraph group on the Home
tab.

U Locate the manually inserted page-break then delete by pressing DELETE

Home Insert Page Layout References Mailings Review View Expert PDF

Garamond ‘11 v A A Aa- | B ==L | EE S ’EI AaBbCc

B 7 U - abe Xx,
1. Ensure ‘non-print’
characters are visible

| Font

2. Locate the page-break
for deletion. Press
DELETE to remove it.

e PG Bre@ke
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4.2 Section breaks

,D Definition: Section breaks

= A Word document is split into sections each of which has its own:
e page numbering scheme;

¢ headers and footers

e line numbering

e margin sizes; and

e page orientation

When you create a new blank document the default number of sections is one.
This means that any page numbering or headers and footers will by default be
applied to all pages.

Adding section breaks will allow you to split your document into multiple sections
and vary the styles between sections.

Insert a section break
To insert a section break:

O  Click the Breaks drop-down arrow in the Page Setup group on the Page
Layout tab

U  Click the relevant section break that you want to add from the below
options.

Option Effect

Next page Insert section break and start next section on the
next page

Continuous Insert section break and start next section on the
same page

Even page Insert section break and start next section on the

next even-numbered page

Odd page Insert section break and start next section on the
next odd-numbered page

Home Insert Page Layout References Mailings Review View Expert PDF

] nCoIors - i’*’”* E Ij J = Breaks ~
— Fonts - = 1S

£3 Line Numbers ~

Themes Margins Orientation Size Columns __ . Wate
S Effects v < 4 Z 5 be” Hyphenation ~ %

Themes Page Setup G Page Background

ders | =5
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Home Insert Page Layout References Mailings
Colors ~ [ i = [= [+= Breaks ~
[ eI uiE fieAT page uegiis: =

F -~

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. 2. Click the type of
Section Breaks section break you

Next Page want e.g. Continuous

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

1}

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.

ES

| Odd Page o R

‘ l,r' Insert a section break and start the new ReSUIt A continuous

'%ﬁ section on the next odd-numbered page. = section break has been
v

added. Note how
section breaks are only
visible when non-print
characters are visible.

V. - Marketing-Plan¥

» Market-research—-Why?€
No mutter howgood your product snd vous sertace, the ventuse cannct's
And thus begans with carefild wrstematicreseasch. Itws verrdangeroos tosswun

rour intended mariet Youneed to do murketvetearchto make sreyou'tey

Marketresearch~How?®

There sce two onds of macket rescarch pomarrand secondarr
Removing a section break
To remove a section break:

O Ensure ‘non-print’ characters (such as tab and page-break) are visible. If

they are not click Show/Hide 9T in the Paragraph group on the Home
tab.

U Locate the section-break then delete by pressing DELETE

Insert columns of text

When you read a newspaper the text typically appears in columns. This can be
achieved in Microsoft Word by altering the number of columns within a section.

When you create a new document the default number of columns is one. To
increase the number of columns in a section:

a Insert a section break (or breaks) as described above to isolate the section
you wish to change to multiple text columns
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a Click Columns in the Page Setup group on the Page Layout tab
U Select the number of columns of text you want

You can further customize column settings with the Columns dialog box by
clicking More Columns... on the Columns drop-down.

l Home brert Page Layout References Mailngs Rreew View Expert POF

”L.’.“Cll . Y R "',: Breaky *
{A]rants - ’A‘| o lw] —J fefore
[&] etvacts - Margios Orientation  Size c"‘f""“.." Hyphenation - - 2. Click Page After
_] = Layout....Columns

| One
 —

3. Select number of
columns. E.g. Two

™Miree

— - —y - - | Rig

B ] yore Columm

5a. Click to
open the
Column
dialog box
(see below)

. Insert section
breaks to isolate the
text to change to
multiple columns.

4. Result: Section
now comprises two
columns of text
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Columns

Left

Right
[7] Line between

5b. Make further
customization in

Number of columns:

Width and spacing Preview the Columns
Col #:  Width: dialog box

I 1: | k762 cm

| 2 | [7.62cm

L 1|

[¥] Equal column width

B [ ] start new column

Apply to: iThis section

] [ Cancel

Remove columns of text

To remove columns of text:

U Click anywhere in the section currently formatted with multi-column text
U Click Columns in the Page Setup group on the Page Layout tab

U Select One (i.e. number of columns of text is re-set to one column)
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5 PAGE SETUP

Section overview

Watermarks
Rulers

m  Page orientation
m  Line numbers
m  Margins

5.1 Watermarks

Definition: Watermarks
B

Watermarks are text or pictures that appear behind document text. Typical
watermarks include:

e Draft

¢ Confidential

e Urgent

e Corporate image or logo

Watermarks are visible in Print Layout view, Full Screen reading view or in a
printed document.

Insert a text watermark

To insert a text watermark:

O  Click Watermark in the Page Background group on the Page Layout tab
a Either:

. Select a pro-forma watermark from the gallery such as Urgent or
Confidential; or

. Click Custom Watermark followed by Text watermark then enter
(and format) the required text and press OK

1. Click wate
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. Home Thsert Page Layout Peferences Maiings Feview View

niolmx . __J s |'—;] \ .-; Breaks ~ :_,]
3 =3 u S
X]Foms . -1 = — ¥ Line Numbers -
nes Margn: Orentation Size  Columns Watermack|
O |Etfects - = = 5 . I Hyphenation = &
_ Confidentisl - aE elect 2 bro
e 0 a wate a
e.0 O O[S a
CONFDENTIAL 1 CONFIDENTIAL 2

2a. Alternatively click ‘Custom
Watermark’ to open the Printed
Watermark dialog box

R Note: Watermarks (text and
More Watermarks from Jg¥: picture) can be subsequently
O e removed by clicking here

Remove Watermark

pE g

2a continued:
Washout Enter a custom
O Text watermark watermark (and
Langusge: | English (UK.) font) in the dialog
CONFIDENTIAL box then click OK
Cahibri

Result: Text
watermark
appears on all
pages (except
the cover page)
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Insert a picture watermark
To insert a picture as a watermark:

a Click Watermark in the Page Background group on the Page Layout tab
(as shown above)

U Click Custom Watermark followed by Picture watermark in the Printed
Watermark dialog box

U Find and select a picture you wish to use as the Watermark then click OK

; Printed Watermark.

1. Click

2. Select a picture
(@) Picture watermark

Select Picture... C:\...\Public\Pictures\Sample Pictures\Penguins.jpg
Scale: ‘Auto IZI Washout

(7)) Text watermark

Language: \Enghsh (U.K.)

Text: \ASAP

Font: ‘Garamond

Size: ‘ Auto

Color: ‘ Automatic

Layout: "1}? Diagonal () Horizontal

Result: Picture
appears as a
watermark.
Note how it
does not show
on the cover

page.

Remove a watermark
To delete a watermark:

U Click Watermark in the Page Background group on the Page Layout tab
(as shown above)

a Click Remove watermark

See illustration above under ‘Insert a text watermark’
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5.2

Rulers

Definition: Rulers

Rulers are the horizontal and vertical numbered and measured bars that appear
across the top and the left side of a document. Rulers are used to aligh items
within the document such as paragraphs and tables by setting indents and tab
stops.

Rulers can be switched between visible and invisible by clicking the ‘show ruler’
icon.

R - |

: * = e o A
Smces TRIRSE R v F® W D aaltced AaBb AsBLC. 1. AaF A £ Al
1Tnhes  Dudess Vroabgl e ) hovatmg 3 rage

Show ruler

Horizontal icon
Ruler

Vertical

Ruler Business
Plan

[Type the dodumuent subtite]

fopul o | sl o3 SHE 2= A -

Set tab stops

To set tab stops:

a Ensure the ruler is visible. If not then click View Ruler icon at the top of the
vertical scroll bar.

O  Click the tab selector at the left end of the ruler to select the required tab
type. Repeated clicking toggles between the different types of tabs
available. Note that the tab selector also includes two indent options — first
line and indent (see below for description).

U  Click the ruler where you want to set the tab stop.
The different tab selector options available are:

Option Description

Sets the start position of text that will run to the
Left tab right as you type.

Sets the position of the middle of the text. Text
Center tab P

centres on this position as you type.

. Sets the right end of the text. As you type, the text
Right tab :l moves to the left.
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Option Description

Aligns numbers around a decimal point
Decimal tab 9 P

. L. Sets the position where you want the first line of a
First line indent paragraph to begin

Hanging indent

Sets the position where the second and
subsequent lines of text start

Set indentation

Indentation settings are used to establish the left- and right- boundaries for text
and graphic presentation.

Indentation settings are shown on the horizontal ruler and can be adjusted for the
current selection by clicking and sliding the indent marker.

There are three indent markers, two of which we have already seen above:

a First line indent

U Hanging indent (note this also incorporates the left indent)

U Rightindent 5 A

These effects are demonstrated in the below illustrations. Note that the indents
have been restricted to the first paragraph by highlighting the paragraph before
then changing the indents.

W2 11102013014 105016117 1:8: 191101 41 112113 114115 1 16 KAFEITBNETY
B = T T T T T T T 7

1. Ensure the :
horizontal ruler is “
visible

ess Plan — ICAP training

The business plan consists of 2 nsmmative and sevesl Snsncial workshests, The nasati late is the body
of the business plan. It conta than 150 questions divided into several sections. Wosk through the
sections in any order that you want, except for the Exswsise Sommar; which should be donelast. Skip any
business. When you ace finished writing yous fisst deaft, youll
opics of the business plan. Then you'll want to edit them into

o finished productin hand; rathes, the valse lies
in the process of researching and thinking 2bout youl i 2 systematic way. The act of planning helps
7Ou to think things through thozoughly, studyand resel g not suze of the facts, and lookat your
ideas ctically. It takes time now, but zavoids costly, peda H -

This business plan is 2 generc model suitzble fg 2 Select the SeCthn
suit your particular ciscumstances. Befoze;'m-:b you WISh to apply

It suggests emphasizing certain areas depending =
ete). Ttddso has tips for fne-tuning yous plan tAgIALO (A1 MG R EETpTe [T R (0]
this is why rou’ze creating yous plan, pay particular 3

quality and appearance of your work as well as by your :deas.

It typically takes several weeks to complete 2 good plan. Most of that time is spentin reseazch and re-thinking

= and assumotions, Butthen, that's the value of the process. So make time to do the job propeds
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3 L DL

First line indent

AP Tamming Dusseoss Mo

Business Plan = ICAP training

nd el finsnod wosdoberrs The nasstry
wone tham 13 guastsons dended wito sevenl section

b When s soe Ginisked waiting ye fart
of the busmars plan. Then reu'll want 4o

Thoe sl value of comsting & businers plas o 0ot o kavwng the fvrhed prodat in kand, ather, the vaise be
in the proces of og and thursbeg sboo Ul e b "a war The st of planeeng halpt
vou 1o thand tungs theoagh thneoughly 1Pad+ and seseseth of v see et cwe of The fars snd look o vom

5
talau.l..-l 30284

LSS 0L S R T 200 ¥ S0 S0 0 T RO A T8 v % |
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Business Plan = ICAP training

Toe bstunent plam onnets o€ ¢ nasanre and rerwal G & wodub The
tamglate o1 the body of the business plam It comtamni move thas |0 guestions drvded mey
. rovens sermiant Tk anagh the tertinms un mns neden Uit T want, smsept fas the £ sanie
Hang|ng Fummos. whah shosdd be done levt Thup ser quastions that do not apply to rom Hpe of
indent nners. Then 7o am Genhad wanng roo fot duf, ol heve o ooleenon of smed evven
On the rauoas topeet of the busisess plae. Than 1oull want 10 edit them weo & Meooth-
Oowing nassstive

The el valum ol metiong & Wunanen: plan o mot i haring 1he Bncrhed pesd et i namd. cothe the vl bae
" the puneess of whang and g eho L ey wup The ser of planmeng halps
ettt b Hhns thiamast thommasi e w0l aad sacsnadh if s aen st sosn af th ficte sed Lok o v

™| paragraph | Styles

CI1 12013014 105161718+ 1:9+ 110 111112 113 214 1 15 | 16 [47- 118 119

Right indent

ICAP Training Busmess Plan

Business Plan — ICAP training

The business plan consists of 2 ive and several £ ial wodksk The
template is the bodyof thebusiness plan. It contains moze than 130 questions divided .
into several sections. Wozk through the sections in any order that you want, except for ng ht
the Execwrize Summary, which should be donelast. Skip any questions that do notzpply to | n d e nt
yous type of business. When you are finished writing yous first draft, youll havez
collection of small essays on thevazious topics ofthe business plan. Then youll want to

edit them into 2 smooth-flowing naceative.

‘The real value of creating 2 business plan is notin having the finished product in hand; zather, the value lies

in the process of researching and thinking zbout yous busi ina ic way. The act of planning helps
70U to think things through th ughly, studyand research if you aze not suze of the facts, and lookat your
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5.3 Page orientation

You can set page orientation as portrait (vertical) or landscape (horizontal) in
your document. Page orientation is applied across the whole document or set on
a section basis.

To set the orientation of a particular section of the document:

U Split your document into sections by inserting section breaks as described
in section 4.2 above

U Click anywhere in the section whose orientation you wish to change
U Click Orientation in the Page Setup group on the Page Layout tab
a Click Portrait or Landscape as applicable

Note that if you have not inserted any section breaks then the orientation of the
whole document will be set consistently.

File Home Insert Page Layout References Mailings Review View Expert PDF

@ Bacoor ]3 ésrks ' 1. Click anywhere

A |[Fonts ~ . .
Themes Margins |Orientation in the section
- Effects - - 2 . .
1 whose orientation
Themes |

j Portrait - you wish to
— | change

=

Landscape

3. Select Portrait

or Landscape Result: Portrait

e E B FE—— : I
n Home nsent Page Layout Paterances Mnlings Meview View Cpant POI Foemat

Cokory * ' ” Indlent
A 0 @ O e
""" [AH.‘!!". . 1 Line Numbers = 1 iR Oem
hemes ) Watermark  Page Page
« | @]erecs ¢ W Hyphenaticn * ‘ Calar * Bordars B Right; 0 em

e Puge Setug Foage Background

FTH—|_‘___ 2 4 0 B 1033141610 20 23 2404
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Alternative method for setting the orientation of a particular section of the
document:

U Select the paragraphs or pages you want to change orientation
Click Margins in the Page Setup group on the Page Layout tab
Click Custom Margins

Click Portrait or Landscape on the Margins tab

0O00DO

Click one of the following in the Apply to list:
. Selected section

. Selected text

. Whole document

U  Click OK

Note that Microsoft Word will automatically create new sections for orientation
change in case of “selected text” option.

1. Select
paragraph or
page to change

op » ~ himaom A5 m
" " 208 om
o
| | Top 254 om Bemon 254 om
i Imade LA o Oulsice 234 om
Cuium Mgy
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Botnorm
Bght 254 tm
Gylter posEon: Tap

* Lot 2.54 cm

DI

4., Select
portrait or
landscape
Margins

I_T] ] e

Gutter 127 em

5. Select from
the ‘Apply to’ list
as appropriate

Result: Selected
paragraph

orientation has
changed

5.4 Line numbers

Line numbering can be a critical reference point for professional documents in
professions such as accountancy and law. Being able to refer to specific lines
can be useful when reviewing documents and improve the efficiency of the whole
process.

Note that Microsoft Word numbers all lines in a document except tables,
footnotes, endnotes, text boxes, headers and footers.

Add line numbers
To add line numbers:
d Press CTRL + A to select the whole document

U  Click Line Numbers in the Page Setup group on the Page Layout tab
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0 Select one of the following as appropriate:
o Continuous
o Restart Each Page

Restart Each Section

4 =3 O O aaeas & . . .
a1 R — 2. Click Line > AT
. Owmon K. & Numbers . —
i; ;‘_ Bedat Lah Page ! S 4 T 3 ! poe e e ——
T RTer—
7 Geppvess tur Cument baagragn

Unt Mg Oy 3. Select the
appropriate
option e.g.
continuous

Sales Forecast
Mwhﬁw_m—l—.m-‘s and murkerng plaon = desad a0
Ve - attac m*-m&o-ﬁh—uw-"—m
prorecton. The Seercast would be hused on yeor hussnncal saies, e mucdeung custepes that you Jave qust
Gercabed o maket irseasch wd wdost deta € oradsble

Vot st wair 10 0 twe Soescants’ 1) & et peeaa”, which s whiat o seal expot,
o wammate thar T e preshdem ToS Tan 19ech e e wha hagens 1. CTRL+A to

Nemenier w berp retes sws vosst tevearrh arsd s smempmm. g0 ve ad thve select whole
Wntﬁﬂpnﬁ‘pmbﬁj ' document

PSP =N S —

Result: Continuous
line numbering has
been added

Sales Forecast
Now that yos heve deag ducts, serves Custormen madet sad madeung plaos = detad o
teme 0 sttackh Bees to yous plan Use o sales Samecant spemadibiect 0 porpast & mmosth. be ccath
wraat choecdd be buard oo voos hatauscal caine the maststag sw g Gt can heee gaat

A vosa mastet wseaich snd sdiae deta ol eadalde

Yoo mar waat to ds meo Sacecasts. 1) & "hest guen”™, whach o whar you seally cxpect, snd 2 & “woest case”

E¥ EEEES

ow evumate thet you we confidest voo can seack an matter what happern

Rememnbes 10 Mooy notes oo your sesems and Yoo sesnptons e ves beadd du saies fosscet and o

¥E

ratmegeeat vprradituets @ the plas The o concel o you see gowg 0 present o % famdiog vourcey

1
Remove line numbers

To remove line numbers:

U Click the paragraph (or section) from which you want to remove line
numbering. Alternatively click CTRL + A to select the whole document

U Click Line Numbers in the Page Setup group on the Page Layout tab
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0 Select one of the following as appropriate:

. To remove line numbers from the entire document or section select
None

. To remove line numbers from just the current paragraph click
Suppress for Current Paragraph

ot Page Layout FPuterences Wading: Broew View Espert POF

| NS V2 Breaks - % 2. Click Line
4 @B U O s Numbers
tgins Onents > = Watermark Page Fage
Neone . Color ~ Borgers | ¥2 Right: 0 om
v | Contewous Fage Background
L Bestart Zach Page 3 ClicK *NODNE?

_. Fgstan tach Secmen
Seppress for Current Paragragh

or ‘Suppress
for Current
Pne Numbering Optioen Paragraph

1. Click
259 Sales Forecast paragraph (or
260 Now that you have descnbed vour products, sermices, customers, SeCtiOﬂ) you
261 time to amach some numbers to your plan Use 2 sales fore WlSh to remgve
262 prowecnon The forecast shoold be based on xog line numbering
265  gdescnbed, your market researc from

2 You muy

| §

two forecasts: 1) 3 "best guess”, winch 15 what
3 lowr esumate thst Tou aze confident vou can reach no marres what b

&

Result: Line
numbering has
been removed
from the current

% Sales Forecast paragraph only

M0  Now thet vos have dewen v Saew i ddetad, 'y
21  wme o sttch some Dog plan. Use » sales tocecast t W0 perpace & mooth by month
»! peoweson. The dockd be based on Yoz lmswoncal sales, the mackenng strmepes that you hare et

t ezsemsch and mdoarey daza o eradablle

oG mav 'rv.! 20 do two forecasty 1) & “best guess”, winch = what you teally expect and 2 2 “wocst case®
oo synmate thut You sre confident Yoo can reach no cumer what bepoens

Remnember 1 keep notes oo yoos cesescch s0d youe steampoons » Yoo budid tey sales Socecamt snd ol
sbseguent spesadiberts m the plan. Thas o cotedl of you = poang 1 present o = fandag sosrces

¥ ¥

5.5 Margins

Definition: Margins

Margins are the empty spaces along the four edges of each page - left, right, top
and bottom. Headers and footers appear in the top and bottom margins
respectively.

Text is indented from the left and right margins and pages break on the bottom
margin.
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Note the difference between a margin and an indent - text is indented from the
margin (rather than the edge of the page). So an indent of zero means that text
will start at the edge of the margin.

Other relevant terms include:

e Gutter: The part of the paper that the binding eats into when binding a
document.

e Mirror margins: A term used with duplex (double-sided) printing. When
printing double-sided the terms left and right margin are meaningless. More
relevant are the terms inside and outside margins. Inside margins are in the
middle of a page spread next to the bindings.

Apply one of Word’s predefined margin settings

Margins can be adjusted to either one of Word’s built-in predefined settings or
customized to your own specific needs.

Tip: Take care when adjusting margins as margins define the ‘useable’ portion of
each page. If you change margins after having entered content such as text,
tables and pictures, Microsoft Word will re-position the document content based
on the new margins. This could well change where the auto page-breaks fall and
therefore any manual page-breaks may need revising.

To use one of the pre-defined margin settings:
a Click Margins in the Page Setup group on the Page Layout tab
O  Click the margin type that you want to apply

Note that if your document contains multiple sections (rather than the default
single section of a new blank document) the margin settings will only be applied
to the current section.

e e Man e . o L I_".. r n I "

Lant Clmvam Satting

Meerra

2. Select a
pre-defined
margin setting

Muderate

Customize margin settings
To create your own customized margin settings:
a Click Margins in the Page Setup group on the Page Layout tab
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U Click Custom Margins... at the bottom of the drop-down

(N Customize settings on the Margins tab as appropriate.

U Select where to apply the new settings to from the Apply To drop-down:

. This section

. This point forward

. Whole document
d Click OK

TS

Mirrored

LI =
=, Inside:

5.08 cm

2.54 cm
3.18 cm

Right: 5.08 cm ;m

]

Bottom: 2.54 cm I°5—= 2 C“Ck CUStom
Outside: 254 cm [*=* Margins. .

3. Customize
margin settings

4. Select where to
apply the new settings
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View page margins

It can be useful to see exactly where the margins lie whilst writing your
document. To do this you must switch the margins to visible.

To view page margins:
a Click Options in the File tab
U Click Advanced

d
OK

.au Home In

= save
& save As
7 Open

[ Close

Recent
New
Print

Save & Send

Help

B3 Exit

1. Click

Within Show document content select Show text boundaries then click

Word Optio

Image >ize ana Quaiity

[ WUSUauoin T ICAF Thaiiiiny Dusiiess.. ¥

General

] Discard editing data' '

I 2. Advanced

default target output to:

Show document content

Language

Advanced

Customize Ribbon

Quick Access Toolbar Showied animation

D Show bookmarks
Show text boundaries
[] show crop marks

Add-Ins

Trust Center

[] show background colors and images in Print Layoujess
D Show text wrapped within the document window
D Show picture placeholders '’

Show drawings and text boxes on screen

Do not compress images in file

220 ppi :l

3. Switch on
‘Show text
boundaries’
then click OK.

© Emile Woolf International 270

The Institute of Chartered Accountants of Pakistan



Chapter 9: Introduction to Microsoft Word

B e wen oy ceve ey S — ey - —

[ ynEEE |
|

- — gy - ——

[PONEEERATE S SEE S
| — o S it b o e e—
|

Tt e o — ey St ot

S — 10 o —— s — "

Result: Margins
are shown by a
dotted line
around the page

L P

L

- - - — - ——— 48 iy - —
Syonns D
Somng et ob cpmmme | - o e et e e
e iaictn o — e e — -t 401 -t S0 g
© eotrs st b s poctan poud e e e R L
W -t g b by § e e @ S . Bt it —
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6 THE OFFICE BACKSTAGE VIEW IN MICROSOFT WORD

Section overview

m  The Office Backstage view in Microsoft Word
m  Comparing the Office backstage views of Word and Excel

6.1 The Office backstage view in Microsoft Word

6.2

We first saw the Office Backstage view when introducing Microsoft Excel in
chapter B1. As a reminder, the Office Backstage view is everything that you do
TO a file that you don’t do IN the file. For example creating, saving and setting
options.

The Backstage view in Microsoft Word is almost identical to that in Microsoft
Excel so you are already familiar with most of its features. Once again you
access the Microsoft Office Backstage view in Microsoft Word by clicking the File
tab within a Word document.

Home Insert Page Layout References M

gbuchet MS (B ~ 10 -~ A"

A2

Paste o . B . .
SERC A Click File tab to
Clipboard = open
DEsTDCEN  Backstage view

Comparing the Office backstage views of Word and Excel

Let’'s compare the backstage views from Microsoft Word and Microsoft Excel to
demonstrate just how much you already know about using Word without even
realising it.
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The key differences in functionality you are likely to encounter between the
Backstage options are:
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Option Comment

Info

Both applications allow users to ‘Mark as Final’,
‘Encrypt with Password’ and ‘Add a digital signature’

In addition to these three options Excel also allows
users to protect the current worksheet and the
workbook structure

Word also supports restrictions on editing split
between formatting restrictions and editing
restrictions (both with a range of options)

Printing

The printing Backstage options are essentially the same

Save & Send

The core options are the same except Microsoft Word
also support “Publish as Blog Post” within ‘Save & Send”

Options

As you might expect there are a number of
differences in the Options section with tailoring for
workbooks in Excel and documents in Word

For example, Excel includes ‘Formulas’ options
whereas Word includes ‘Page Setup’ options
(incorporating page display, formatting marks and
print options)

© Emile Woolf International

274 The Institute of Chartered Accountants of Pakistan



Chapter 9: Introduction to Microsoft Word

7 PRINTING A DOCUMENT

Section overview

m  Previewing documents before printing
m  Printing documents

m  Print tracked changes

7.1 Previewing documents before printing

Definition: Print preview in Microsoft Word

Print preview allows you to see on-screen exactly how the document will look when
you proceed with printing it to paper (or another output file). This saves both time
and money by avoiding wasteful print-runs when further amendments may still be
required.

To preview a document either click File tab, click the Print Preview icon or press
CTRL + F2

Malings  Hevies  Yew  Frpert POF

AN A B EZ.E-GEe e

N -

| ‘File’ tab

‘o Conference

d lllustrative print preview screen

The preview shows
on the right

Navigate multiple
pages here

Zoom in or out
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7.2 Printing documents

Continuing the above example once you're in the print preview screen select
appropriate print options, double check the preview on the right hand side, then

click Print.

2. Select which
printer to print to

Recent

fleagy

Settings

+ Print All Pages

Save & Send J Print the entire document
Pages:
Help
] Print on Both Sides
21 Opbon: ¥ Flip pages on long edge
"l Collated
- =i . 24 .4
6. Portrait or i ol
Iandscape? J Portrail Orientation
J A4
21 cm l.“"""“.

8. Increase

or decrease _ Custom Margins

margins

1 Page Per Sheet

7.3 Print tracked changes

J HP Photosmart 5520 series (Netw... _

Printor Properties

1. How many copies

do you want to print?

3. Print the whole
document or
specific pages?

4. Single or
duplex printing?

5. Collated (e.g. 123, 123)
or uncollated (11, 22,

9. Select number of
document pages to print
per sheet (between 1-16)

After editing the document with Track Changes enabled you can select between
printing with the tracking marks either visible or hidden.

To show or hide the tracking marks for printing:

d Click Print on the File tab

U Tick or un-tick ‘Print Markup’ under the ‘Print All Pages’ drop-down within

Settings
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8 CHAPTER REVIEW

Chapter review

Before moving on to the next chapter check that you now know how to:
m  Manage new documents including:

e opening a new blank document

e basing a new document on an existing document

e basing a new document on a template
m  Add cover pages and themes
m  Work with page numbers, headers and footers, page and section breaks
m  Setup pages including

e watermarks

e rulers

e orientation

e line numbers

e margins
m  Recognise and use components of the Office Backstage view in Word
m  Save and print from Microsoft Word
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Formatting, illustrations and table

1 Formatting

2 lllustrations

3 Tables

4 Chapter Review
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INTRODUCTION

Learning outcomes

LO4.1.1 Use various Word features to present letters, reports and other documents in

a presentable custom style

Note: Chapter C1 also relates to learning objective 4.1.1

LO4.1.2 Select an appropriate pre-defined table style for improved presentation
LO4.2.1 Use Word’s built-in features to sort contents saved in tables
LO4.3.1 Use formatting tools to improve readability of data in tables

Exam context

In the previous chapter you were introduced to Microsoft Word and learnt about creating,
setting up the structure of, editing, printing and saving documents. By working through the
illustrations you also developed a good intuition for navigating around the various Microsoft
Office tabs including its Backstage view.

In this chapter we focus more specifically on three areas:

Formatting — Having already learnt how set up the overall structure of the document we
now focus on specific text formatting including features like underlining, highlighting,
superscript and subscript.

lllustrations — Learn how to make your documents more effective by including visual
illustrations such as pictures, Clip Art, shapes and charts

Tables — Learn how to efficiently and clearly present data and information in tables

By the end of this chapter students will be able to:

Understand and apply standard formatting techniques including
e Styles

e Fonts

e Paragraph settings

Sort lists alphabetically

Work with illustrations in Word documents including
e Pictures and Clip Art

e Shapes

e Charts

e Text boxes

e WordArt

Insert, edit and delete tables
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1 FORMATTING

Section overview

Styles
Fonts

Paragraph settings
Sorting lists alphabetically

1.1 Styles

Headings

Using Word'’s in-built styles is often the best way to add headings to your
document. This will help ensure consistency not only within the current document
but also with other documents.

To apply a heading style:

d
[

Select the text you wish to use as the heading

Click the heading style you want in the Styles group on the Home tab. Use

the More button to expand the built-in styles gallery.

1. Click
heading

AaBh AsBbCo 1 Aal

AdlbCely  dalidCel)
" Lawming s A

Viapnon  Prghan g 1 4 Menidng

text

2. Select a
heading style
e.g. Heading 1

Use the ‘More’
button to display
more style options

aamvcen ey AaBBb
smam x> LT T TR Pre— one

AaBbCe 1. Aak

1 ey

' T

Business Plan e ST
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Other styles

The Styles group on the Home tab provides other styles in addition to the
heading styles discussed above. The below illustration shows a sample of styles
including Heading 1, Normal, Strong, Subtitle, Caption and Emphasis.

Business Plan — Heading 1

Business Plan — Normal A selection of

gallery styles

Business Plan - Stwong

Business Plan ~ Caprion

Buaneis Plan - BEmpbans

Two other useful style features be aware of include:

O  Change styles (colours, fonts, paragraph spacing) using the Change
Styles drop-down in the Styles group on the Home tab

v 4aBbCceD: AaBb AaBbCi I. AaF | A

Emphasis THeading1 THeading2 THeading3 |_ Change
Styles ~
Style Set 4

Colors 4

Fonts

Change as
applicable

5.1

Paragraph Spacing

Set as Default for Business plan for startup business Template

O You can overwrite a style with the font settings of a highlighted section of
text as follows:

. Select the text you wish to base an existing style on
. Right-click the style you want to amend in the style group
. Click Update [style] to Match Selection

Garoviond W AR A e N aambcen qasbced AaBb .
WU de % " . L . e Headng 1 ta Malch Selectior angl |
Y Mooy

fom o Vareg uph

Slact Al (NG Data)

Business PIaI | oot o accen Tookar

Busmess Plan — New Heading 1 (18 pomt, lelt e
2. Right-click

Busisess Plan - Strong

a style
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¥ AaBbCeD AaBbCeD | AaBb( |,

T Capoon tmpha ¥ Heading 1

Result: Heading 1 style has been
re-set based on the new text

Busmess Plan — Heading 1
Busmess Plan — New Heading 1 (18 pomt, lett-abigned)

Business Plan ~ Stwrong

1.2 Fonts

The Font group on the Home tab provides quick access to all the commonly
used font settings.

You can also open the Font dialog box to access advanced options.
See below for:

U0 Snap-shot of the Font group from the Home tab

U Table explaining each of the icons in the Font group

a lllustration of a number of icons applied from the Font group

F

Home | Insert Page Layout References Mailings

Click to open Font

Garamond »11 + A" A Aa- | & ¢
Copy dialog box for
I U -aex, x| A-¥-A- advanced options

' Format Painter

oard T~ Font

Icon Description

Bold (see illustration below)

B
7 Italics (see illustration below)
o Underline (see illustration below). Note — Use the
B drop-down to select the underline style and

weighting

. abe Strikethrough (see illustration below)
x, Subscript (see illustration below)
< Superscript (see illustration below)
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Icon Description

Text effects — change the look of text such as its fill,
outline, shadows, reflections and glows

-

ap . Highlight colour (see illustration below)

A - Font colour

Garamond Ta Font and font size. Use the drop-downs to change
these

A Increase or decrease font size

As - Change case — use this button to change the case
of highlighted text. Options include sentence case,
uppercase, lowercase, capitalize each word and
toggle case

= Clear formatting — removes formatting and reverts

the selected text to ‘Normal’ style

@ lllustration: Fonts
‘ The below example illustrates different font settings from the Font group on the
Home page
Fonts (Heading 1 style)
Fonts (style = normal) Fonts (style = normal) - Bold
Fonts (style = wormal)— Italics Fonts (stvle = normal) - Underline
Foatmetode S oomesmal Soocessroosl Fonts (style = normal) — Thi: iz subzarpd
Fonts (style = normal) — Thiz1: superapt Fonts (style = normal) — Highlighted

1.3 Paragraph settings

The Paragraph group on the Home tab provides quick access to all the
commonly used paragraph settings.

There is another Paragraph group on the Page Layout tab. However, that only
incorporates Indent and Spacing options both of which are accessible from the
Paragraph dialog box. The Paragraph dialog box can be launched from the
Paragraph group on the Home tab.

See below for:

a Snap-shot of the Paragraph group from the Home tab

© Emile Woolf International 284 The Institute of Chartered Accountants of Pakistan




Chapter 10: Formatting, illustrations and tables

0  Table explaining each of the icons in the Paragraph group
a lllustration of a number of icons applied from the Paragraph group

- —_— J—

- —_— - 22— - a— - 'EE
= i— i = Click to open
L Paragraph dialog
= = = $§ box for advanced
options
Paragraph

Icon Description

Align text left (see illustration below)

Center text (see illustration below)

Align text right (see illustration below)

Justify (see illustration below)

-
1l

=. Line and paragraph spacing — click the drop-down arrow to
B access line and paragraph spacing options (see illustration
below)

Ay . Shading — click the drop-down arrow to access paragraph
shading options (see illustration below)

. Borders — click the drop-down arrow to access paragraph
border options (see illustration below)

Bullets — emphasise items in a list by choosing one of the
bullet options from the drop-down menu (see illustration
below)

Numbering — emphasise items in a list by choosing one of the
numbering options from the drop-down menu (see illustration
below)

Decrease indent / increase indent (see illustration below)

L)
m
AL
"

Sort - (see illustration below)

[l
—
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lllustration: Paragraphs

The below examples illustrate a number of different settings from the Paragraph

group on the Home tab

Align text left
No marer how good yous product and your
sermce, the ventuze cannot succeed without
effecuve markeung. And this begina wath careful,
systemanc research. It 15 very dangerous to sssume
that you already know sbout your itended
market

Center

No matter how good your product and your
sermice, the veamre cannot succeed without
effective marketing And thes begins wath cageful,
systemanc research. It s very dangeroos 1o sssume
that vou alresdy know sbout rour intended
market

L0x Ii .
No matter how good vous product and your
semice, the venture cannot 1ncceed sithout
effective marketing And thus begzns with careful,
sTstemanc reseacch. It 15 very dasgerous to assume
that voo already know sbout yous mtended
mazket

2.0x line spacing
No matter how good yous product and vooz
sernce, the veanire cannot succeed mthout
effective marketing. And the begine with careful
sTstemane sesearch It is very dangerous to assume

that vou already know sbout yous mteaded

Al iol

No maner how good vour product and your
semce, the venture cannot succeed without
effecuve marketing And tha begns with careful,

systematc research Tt 1s very dangesous to assume |
that vou alceady know sbout your mtended
market

Jusufy
No maner bow good vour product and youc
service, the veatute cannot succeed wathout
effecuve markenng And thes begins with careful,

syvtemanc research. It s very dangerous to sssume
that vou alresdy know sbout vour intended

Outside borders

No matier how good vour product and vous
sernice, the d withoot
effecuve markeans And this begns with careful
systemanc cesearch. Jt i vesy dangerous to assume
that you alteady know about your mtended
market

market
Bullets Increase indent
e  Accruals Accruals
e Preparments Prepsyments
- De D.: A M. 2 A
®  Accrued income =
e Promsons
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Numbering

Accruah

Accrued income

1 Accruah

2 Preparments
2 Defetred income
3 Deferred mncome
Pltp.‘, ments
4 Accrued mcome
plm’l.w(l.
Promisions

1.4 Sorting lists alphabetically

One-level bulleted or numbered lists of text can be quickly sorted into
alphabetical order (ascending: A-Z or descending: Z-A) using the Sort icon.

To sort lists alphabetically:
U Select the text in the numbered or bulleted list you wish to sort

0  Click Sort in the Paragraph group on the Home tab to open the Sort Text
dialog box

U Click Paragraphs and Text under Sort by and press OK

pr— TRRIT ST T i TR vamcens wamcen AaBBh AaBuCy 1 Aal
. B e v T A mEem oo ‘e 1 bugd Jonadoy ¥ Haahag
; . : B 2. Clickthe R
Sort icon
Loitial Liss
U Jsowsn
3 et
N Chanda
4 Dmn
Ceda
& g
Paslan
] l!.du_-
1. Select
text to sort
WAL D naa o e
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Sort by

| Paragraphs

Then by

3. Ensure : = | 4. Select
Paragraphs and : Ascendin_g or
Text are selected. Descending

My list has

(") Header row (@) No header row

Initial list Ascending (A-Z) Descending (Z-A)
1) Jeowas 1) Bedes Sethws

2) Sethw 2 Chando 2 Jswan

5) Chando 3) Chag 3 Jup

4 D 4 Dan 6§ Gola

5 Gols 5 Gol 5 Dmsu

6 Jmp 6 Jwp 6 Chang

7) Bedex T e 7 Chandio

8 Chang 8 Setiwm

Result:
Sorted text
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2 ILLUSTRATIONS

Section overview

Pictures and Clip Art
Shapes

m  Charts
m  Text boxes
m  WordArt

2.1 Pictures and Clip Art

lllustrations can vastly improve the impact and effectiveness of a document. We
will start our exploration by learning how to insert pictures from sources including
files, the internet and Clip Art before then taking a look at how to insert shapes,
charts, text boxes and WordArt.

Insert a picture from a file

First, you will need to save the picture files to your computer, perhaps from a
scanner, transferred from an external device like a smart phone or camera, or
perhaps a picture attachment from an email.

To insert a picture from a file:
O  Click the document location where you want to insert the picture
a Click Picture in the lllustrations group on the Insert tab

U To add a picture, locate the picture you want to insert using the file
manager then double-click it. Alternatively, you can add multiple pictures by
pressing and holding CTRL while clicking all the pictures then pressing
Insert.

U You can resize the picture by selecting it then dragging a sizing handle at
the edge or in a corner

File Home insert Page Layout References Mailings Review Vi

—

Table Piciure Shapes Smariart Chart Soeenshot

S0es STHES ustrat
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Pictures library
2. Select b

picture(s) to L—
insert. Use -
the CTRL
Desert

key to select
multiple
pictures.

Jellyfish

File pame: "Lighehouse™ "Desen” v | .|

Tools t. Canced

Insert a picture from a file

T S e mcnen of 3 cammte 2d s Sasnd Toenken Tis mammrs esgise o e bod-
51 Me P pla 11 o) et e L GErteces Srwlal N 1w (0w s T el T The
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TR R 3C MOT JOPE IS T TP f DRewwns T bet T3 e et Telef T deet St oS3
e 3 mlacmos of wxadl et Ox e TS OPaT oF The bousaes plas Thes =l vaar ™ ads e =

t s Gev=g zampare

s i

The seul oulin of cvmdng & Wanens gl o =00 = bateng De fsbad gro0 @t m hand srbar. The Vel bes

4. Re-size
inserted
pictures as

necessary

- T g 3L st § el Dt § S T WESeat ] w4 TR TE L4 a7 08 ghareee g Maigt
TS I3 Sk T DeTagh Semaghly, sty aed svesds £ 750 20 60t Taee of D o, sed lock & T
e G 1T TN Ceie €OT DX £ TeIl ST0TT Pedadt ST Gaitae S

Link to file

When Microsoft Word inserts a picture into your document it actually embeds the
inserted picture — essentially taking a copy of it. This means that document file
sizes increase rapidly if you add multiple pictures.

To reduce the document file size you can link to the source picture rather than
inserting it. To do this follow the same steps as above apart from the last step
where you should select Link to File from the Insert drop-down.

Note that you must ensure the linked picture remains in the directory location that
you linked from otherwise the link will be broken and picture will not display.
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Al Pictures -

r - = = Select Link to File
| en o] comer | from the Insert
l fnseqt Picture dialog box

Link to File
Insert and Link

k Show previous versions

Insert a picture from the Web
To insert a picture from a web page:

U Find the picture you want on a Web page then right-click the picture
U Click Copy on the menu

a Click in the document where you want to insert the picture, then press
CTRL+V (or right-click and select Paste)

U You can resize the picture by selecting it then dragging a sizing handle at
the edge or in a corner

e gie

&) aetmit 1. Right-
click a

— picture on

OpA NI A the Web

Ot 1ei ) e misehen
Sewe vt
Prrvt tapet

o U sgoedtet Sies v Get mors AdScm ~

Sawe picture st
E-rmil prctane

P e

0o 1 My Pt
St m backgrouns

Lapy
Copy shomtot

Sebect ub

View wsce

3. Right-click
where you
want to insert

the picture,
then press
CTRL+V to
paste. Re-size
as necessary

Insert clip art

To add a Clip Art image to your document:
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a Click in the document where you wish to add Clip Art
U Click Clip Artin the lllustrations group on the Insert tab

U Type a word or phrase describing the Clip Art you want in the Search for
text box in the Clip Art task pane — for example “document”

d Click Go.

a Choose an appropriate image from the results list shown. To insert the
image into the document click on the image.

a Re-size the inserted image by clicking and dragging an edge or corner

Wid s - 873
g )5

Insert

Page Layout

EEl

References

1. Click

="

Shapes SmartArt Chart Screenshot

Cover Blank Page Table | Picture Clip

Page ~ Page Break ¥: Art >
Pages Tables Hlustrations

Clip Art

Search for:

‘document

Results should be:
;AII media file types

[¥] include Office.com content

&) Find more at Office.com

@ Hints for finding images

2. Enter
search text

4. Click an
image to
insert
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1 . 5 3 'y 1 : o lER {‘(,.M - s
It
Insert a picture from Clip Ard L e -

Rty Fea st e

B R -
R T

Pemted n v

5. Re-size _J _J
inserted
: !i-a-gé .

images
* | O reztzmee w Dt

U1 @ v tie Pateg wenpe

P (L &5 S gl % T Tape L b
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Text wrapping

Text wrapping is a clever feature that allows you to maintain the relative position
of a picture then wrap text around it.

To use text wrapping:

0 Click on a picture

0 Select an option from the Position drop-down in the Arrange group on the
Picture Tools tab

- o — i it Beeider a 5 2 ClICk
- - a @ vlure EMeiTy ’ o
-, == & Pioue Lot — Position

—

S

Text wra) Moty
4 o 1 i 3. Choose
e an option

Tre brnme: glan == eem of & nusmre =t vl SmIna —
=1 e bmaers phan [t contar: mem tim 130 potom s
S St ahmpt 2o Dee b j “

prox tpeafrmeen The

1. Click a
picture

T O e TabaM Sopaa of the

Text wrapping

Tha basans pla syt of 3 raumsrs it seruad tasand -
Fodmiheets The uamative tecplite u S bodr of the bransers N
plan. Bt seerhvizs e Sham 130 s s dividend inho sarensd N
Voetisas T odk Hisoage the becticeh s ou nedee it 70/ Wksd,
exovpt a1 the Kovene Jowws whish dawaid be éorehist Shap mr
qaunoas that do aotapply 15 youe tpe 8¢ banaars. Whan yors am
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1) the grone of mewnieg wré thrveng e vom baeers 1 1 ntenne vy Tae s of plenng bgs
043 0 ek thasgn thucmagh thamagily, iTady acd amvatecs of W0 dew wat tae Of e facts, wed Jask o8 o
téeas cutmally It taee tame noor, ot yvects ooy, petiags duntaon, martake kit

© Emile Woolf International 293 The Institute of Chartered Accountants of Pakistan



Introduction to Information Technology

2.2 Shapes

Add a shape to a document
To add a shape to a document:

a Click Shapes in the lllustrations group on the Insert tab
a Select a shape to add

U Click in the document where you want to insert the shape
a Drag and release to place the shape

Note: to retain the relative horizontal and vertical position of a shape press and
hold the SHIFT key whilst you drag.

Note too that you can apply text wrapping to shapes in exactly the same way as
we applied text wrapping to photos. See 2.1 above.

_ Home e Wage Layonn Webermacey Msthngy Rrriew View e

Xl \ J
- | 1
v Mark  Page
Py Page Bk
. Recenily Used Shapes & b ationy s
Y| ) Bl Q) =3 (RS R 0
Unes
Ins¢
v ol 1 ‘
Kectangles
QR ‘ " 2. Selecta
Banic Shapes . Shape to
o) AN/ \ (WESEORORD " y ",
- oo o e add e.g. a
’ | ) )
[ s ks Tho wnal v ol spmaneng & Wuminaes plani
WY & . ; o atarg e Bavirhimd oot i hasd, swtine,
v : L+ o8 . vaboe bas o 1 panenss ol meeaiering wed
L ) arn A YV I T
ar ey
Inserting shapes
Tle o FI TTET O L LS 55f wraE Liatd ST e The CEITY WS 5 e teT
B — i e s e T v g
i e T Cale T T 1 B Bl wnte oy Tt Duesd be Suveler Shg o
P e S S Whes 150 ot Tucilad Sutug s fur Sal i3
SR IPSP P SR USSR S S S —— .
The ak i o g & Se— g . e mn mmiag e T
. e and drag to
P S insert the
shape
Dok bty o phwininde
- v p——— e Wb b
ToAP 7w rw wa jateds EwE T DRt s vt = maany e . pE
L P ot - — g o | -
~l el £ Teed 1 SRR engEeitay g v ar—
et ool e v e
Add text to a shape

To add text to a shape:

U Click the shape you want to add text to

© Emile Woolf International 294 The Institute of Chartered Accountants of Pakistan



Chapter 10: Formatting, illustrations and tables

u Type your text

Note: you can use the font and paragraph options on the Home tab to format the
text.

wmtun wen depending apon ow Hpe of cacae mes depesdingupon roxtrpe of
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e shape to —
add text Ideas
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Delete a shape

To delete a shape:

u Click the shape you want to delete
a Press the DELETE key

2.3 Charts

There are two techniques you can use to add Microsoft Excel charts in Microsoft

Word:
Technique Description
Insert a new Inserting a chart directly into a document will embed both
chart the chart and an underlying Excel Worksheet into your

document. This technique is best used for simple charts.

Copy a chart For more complex charts you will find it easier to first
from Excel create and edit the chart in Excel. Then you can copy and
paste the chart from Excel into the Word document.

Insert a new chart

To insert a new chart:

a Click in the document where you want the chart to appear
U Click Chart on the Insert tab

U Select a chart type then click OK.
a

Replace the default data with your own information in the Worksheet that
appears. Then close the Worksheet.

To subsequently re-open the Worksheet to amend the data:
. Right-click on the chart
. Click Edit Data...
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O You can adjust the sizing and positioning of the new chart:
o To adjust sizing, drag one of the re-size handles at the edge of the
chart object
. To adjust positioning click on the chart then select one of the Position

options from the Arrange group in the Chart Tools-Format tab.

1. Click chart
destination in 3
the document .

_ Home Insen Page Layout References Madings Revew
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Home Insert Page Layout Formulas Data Developer
* Calibri 11 - A = EE] B - 5
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7 Toresize chart data range, drag lower right corner of range.
o
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Ivserting charts

Senameckd ol L v M z : Note: You can re-open
LA ALY ST S S Excel to subsequently
Qelets . edit the data by right-
& Revet ba Mateh yle , clicking on the chart
B Chamge Cowrt Type f and selecting Edit
B e o, j Data...
1-0 fotatan
& rormat Plot Aveas

7. Adjust position using
the Position drop-down
on the Chart Tools-

Format tab

6. Adjust size by
dragging one of
the corners

Copy a chart from Excel

To copy an existing chart from Excel

d

0O00DO

Select the chart in Excel

Click Copy (or press CTRL + C)

Select the destination in your Word document
Click Paste (or press CTRL + V)

Re-size and re-position as above
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2.4 Text boxes

Definition: Text box
o)

Text boxes are objects that let you put and type text anywhere in your document.
You can use one of Microsoft Word’s built-in text box templates or create your
own text box.

Add a text box
To add a text box:
O  Click Text Box in the Text group on the Insert tab
U Either:
. Click Draw Text Box

. Click in the document where you want the text box to appear and
then drag to draw the text box the size that you want.

. Click inside the text box and either type or paste text
a  Or:
. Select one of the built-in text boxes

Once you have inserted a text box you can click the border to drag and resize it
to a new location. You can also use the Position tool in the Arrange group on
the Drawing Tools-Format tab to incorporate wrapped text and automatically re-
position the text box as described in section 2.1 above.

2. Either select a
built-in text box
e.g. Alphabet
Quote...

2. ... orclick
Draw Text Box
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Insert a text box
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Delete a text box

To delete a text box:

U Click the border of the text box you want to delete.
U Press DELETE

2.5 WordArt

A WordArt image consists of one or more words that have been stretched,
skewed or manipulated with some other decorative effect such as shadowing or
mirroring. These special effects assist the author with adding decoration and
emphasis to their documents.

Convert existing text to WordArt

To convert existing text to WordArt:

U Select the text that you want to convert to WordArt

U Click WordArt in the Text group on the Insert tab

U Select the WordArt style you want to use then enter your text
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— ol » )”“ o I.. ' 'y ! A A »
e B o Cjick
A A o WordArt
AMAAA
A A A

3. Select a
WordArt style

WORDART
ILLUSTRATION

Result:
WordArt
has been
applied

Add new WordArt
To add new WordArt text:

a Place the cursor where you want the WordArt to appear

O  Click WordArt in the Text group on the Insert tab (as above)
U Select a WordArt style (as above)
O Enter your text at the “Your text here” prompt
9
= :
Y our text here Enter text at
d - ' ¥ the prompt
Remove a WordArt style

To remove a WordArt style and convert the text to plain text:
U Select the text from which you want to remove WordArt
U Click Clear Formatting in the Font group on the Home tab
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reverted to plain text

The Institute of Chartered Accountants of Pakistan

301

© Emile Woolf International



Introduction to Information Technology

3 TABLES

Section overview

m  Create a table
m  Edit a table

m Delete a table

3.1 Create a table

Insert a basic table

Using the Table grid is the quickest way to add a basic table. To add a basic
table using the table grid:

d Click Table on the Insert tab

U Move the cursor over the grid until you have highlighted the desired number
of rows and columns

a Click to insert the table

Once Word has inserted a table the Table Tools Design and Layout tabs
appear. These tabs are activated whenever a table is selected. Note that the tabs
disappear when a table is not selected.

" : ' N Note: A preview
appears as you
drag the cursor

Inserting a table

2. Drag
cursor over
the grid

Result: Table
Tools tabs
(Design and
Layout) appear

Inserting a table

Result: Table
appears when
you release the
cursor drag
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Convert text to a table
To convert text to a table:

U Firstly you need to edit the text to be converted to a table into an
appropriate format. This requires:

. text to be entered into different cells must be separated either by a
tab or a comma (note — choose one or the other for each table);

o each place you want to start a new table row you must enter a
paragraph break (i.e. use the ENTER key).

u Select the text to be converted
U Click Convert Text to Table in the Table drop-down on the Insert tab
a In the Convert Text to Table dialog box:

. Select AutoFit to contents for variable width columns, or Fixed
column width

. under Separate text at click Tab or Comma to match how you pre-
prepared the underlying text
U Click OK
- Hame f et —:a";v'\r.vn! Waberprany Mateg Rwpww
a0 = 2. Select text
' to convert to a

Cove Mk Page Tabie
Pige < Page  Break .

It Taliln e Uutirmens

4. Select
‘Convert Text
to Table :
Comma delimited
Ramplores 10, Sammmt Depittment. g
RO 201 B, 300000 1 . Prepare text
D202, Do RAD, 160600 with comma or
3 e Table D500, Gl D, 1 40600 tab delimiters
o | Qraw Table and paragraph
Ty Congwt Tast to Tabie Tab delimited breaks (fOI"
H Luoel Soreamihest Employee 1D Summame  Department Saluy -
2 Quick Inble N RDDI20Y  Padisy RAD 200,000 “ne breakS)
RDDI202  Baloch D 160,000
I RDDI20) Clando  RAD 140,000

_ o 5. Select an
Number of columns: AutoFit setting
Number of rows: =
AutoFit behavior
(") Fixed column width:
6. Click Commas or
() AutoFit to window Tabs to match the

underlying data

Separate text at delimiter

(") Paragraphs (@) Commas

(") Tabs (©) other: i-
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...........

| : Result.
s Note: Comma

i . delimited text was
Convert text to a table converted using

AutoFit whereas Tab

Comma delimited dellmlted text was
v | SHPIOGR | o converted using
RODN0T | Ty | WED T 5 '

REOSE | T | WD 1000 Fixed width

[ RISDIGS Chanda | RAD TT0m

o Tab delimited

[ Vimpiorws 10 Saarame Depanment [

I RBH0T Bada WA t W

I Rsnss [ NS WG

I TSN Chaade NAD l

See also section 3.6 in chapter B4.

3.2 Edit a table

Add or delete cells, columns or rows

There are two popular methods for adding or deleting cells, columns or rows in
tables.

Method 1:
U Click a cell in the table
U Right-click then do one of the following
o Click Insert and choose one of the options:
- insert row above/below selected cell;
- insert column to the left or right of the selected cell;
- insert an individual cell.
. Click Delete Cells... and choose one of the options:

- Shift cells left (this will delete only the highlighted cells an shift
all cells to the right of the deleted cell to the left)

- Shift cells right (the opposite of Shift cells left)
— Delete entire row
— Delete entire column

Note that you can use the above techniques to add or delete multiple
cells/rows/columns simultaneously. To do this you should highlight the
same number of cells/rows/columns that you want adding or deleting.
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lllustration1

1. Click a cell
in the table

then right-

Result: A blank
row was added

above the
selected cell
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Delete Cells
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3. Choose one of
the Delete Cells

options (e.g. Shift

lllustration 2

1. Highlight a
selection of
cells then
right-click

cells left). Then click

OK
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Editing tables Result: The three
selected cells were
. deleted and those
Employee ID Surname Department preViOUSIy to the
RDD3201 Badini R&D right have shifted
RDD3202 Baloch R&D left to fill the gap
RDD3203 Chandio R&D
RDD3204 Chang R&D
RDD3205 Dasti R&D
RDD3206 Esani R&D
RDD3207 Gabol 44,000
RDD3208 Gola 120,000
RDD3209 Jangi 116,000
RDD3210 Janwari R&D 84,000
]
Method 2:

d Click a cell or cells in the table

a Use an appropriate command in the Rows & Columns group on the Table
Tools-Layout tab to insert rows or columns or delete rows, columns or cells

(Wiied = 0

ol

e ARE f thin Toet
n Histre Irerd Faor Lo Poleremcry Wb LL Y Horw Frpeet PO Ut '
d } Y -

¢ St ! * || |

Employwe 1D | Surrame
HDO3201 Dading

2. Select appropriate Noo3i03 | Balech
. ROON0Y Charndo
command in the Rows “AD0204 " Chang
& Columns group WDO320% Qs
DO 3200 Dl
HOO¥07? Gatol

Use a formula in a Word table

Calculations and logical comparisons can be made in a table using formulas. The
formulas are similar to those used in Excel so you should already be familiar with
a number of formulas such as SUM, AVERAGE and COUNT.

To insert a formula to a Word table:

U Select the table cell where you want the formula to appear. Note: if the cell
is not empty you must delete the contents first using the DELETE key

u Click Formula in the Data group on the Table Tools Layout tab
U Use the Formula dialog box to create a formula

Note: Formulas are re-calculated in three instances:

U When first created
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a Each time the document is re-opened

U By selecting a formula then pressing F9 (this only updates the selected
formula — therefore if your document contains multiple formulas you should
close the document then re-open it so all formulas are re-calculated)

m

Nevwn . Bapert ¥O¥ Den !

N e ilge tsiom = # " - =93
' c R
N At 3 e ) om $ % Clewitsts Culuns

LAl Tk - .-

. . 1. ‘._.;
Insert a formula

—l-;\;wnu [« Sunname Depertimea Salary

DO Beder W&D

RODA02 Bpiach W&

#DDAI0I Chende naD

BDD IO Chery n&D

RODI20S Cett RAD

Tonw

Eormule:

=SUM{ABOVE)
Humber format:

Paste function:

Insert a formula

1. Click cell where
you want formula to
appear. Note —
delete contents if cell
is not already empty.

2. Use Formula
dialog box to

build a formula
then click OK

Employee ID Surname Department Salary

RDD3201 Badini R&D 200,000
RDD3202 Baloch R&D 160,000
RDD3203 Chandio R&D 140,000
RDD3204 Chang R&D 80,000
RDD3205 Dasti R&D 90,000
Total 670,000]
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Resize a table, column or row

There are a number of techniques you can use to resize columns, rows and even
a whole table.

Text Text

Change Do one of the following:
column width
e Hover the cursor on the right side of the column
boundary you want to move until it becomes a resize
cursor. Then drag the boundary to re-size.

e Click a cell in the column to resize. Specify the Width (in
cm) in the Cell Size group on the Table Tools Layout
tab. You can use the up and down arrows by the Width
prompt to experiment.

Change row Do one of the following:
height
e Hover the cursor on the row boundary you want to move
until it becomes a resize cursor. Then drag the boundary
to re-size.

e Click a cell in the column to resize. Specify the Height
(in cm) in the Cell Size group on the Table Tools
Layout tab. You can use the up and down arrows by the
Height prompt to experiment.

Use AutoFit 1. Selet the table by clicking a cell

2. Click AutoFitin the Cell Size group on the Table Tools
Layout tab

3. Select one of the following

a. AutoFit Contents — this will adjust column width
automatically

b. AutoFit Window — use this to adjust the table width
automatically

Resize an 1. Ensure you are in Print Layout View
entire table 2

Hover the cursor on the table until the table resize
manually

handle appears in the lower-right corner of the table

3. Hover the cursor on the resize handle until it becomes a
double-headed arrow

4. Drag the boundary to re-size the table
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lllustration: Change column width
G

Review View Expert PDF Design Layout | 2. SpeCIfy column

- = 4] Heighs 046 5| Wbl width for the
BF=F B8 f..l . = om i
= E E e selected cells e.g.

TR RE | MR merd = to change width
Cells Table b2 f 7
Merge Cell Size rom 5.67 to

3.3cm

TUE|[ o1 2B(3 14151617 1819110 [E} ' 12 (B3
B . .

Change column width - Before

1. Select cells
to re-size

| salary

Employee ID | Surname _| Department
RDD3201 Badini —i
RDD3202 | r&D 160,000
RDD3203 Chandio | r&D | 140,000]

Change column width - After

Employee ID [ Surname Department ] Salary I
RDD3201 Badini T 200,000
RDD3202 Baloch R&D e
RDD3203 Chandio R&D | 140.000]

Result = 3.3cm wide

lllustration: Change row height
G

Table Tools

sview View Expert PDF Design ; Layout

=3 @ 4[] Height: 0.46 cm 4 = — 2. Specify new row
height

Split | AutoFit ' = width: 33cm % Distribute Colt

Cell Size

UE|- 112803 1415 J& -7 1 8[&E 9 ' 10@11
. T

Change row height - Before

Employee ID | Surname Department Salal e Io O
RDD3201 Badini —— O re o
RDD3202 Baloch R&D 160,000

RDD3203 Chandio R&D 140,000

Change row height - After

+
Employee ID | Surname Department Salary
RDD3201 Badini. R&D 200,000
Result =
RDD3202 Baloch R&D 160,000 1cm high
RDD3203 Chandio R&D 140,000
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lllustration: Use AutoFit

Q

iw + 9 uz“l:;‘ "-.,.:V,' 33 v i ED -
AutoFit - Before
Treayeee | Jomere | Depertmest ey
o
A003301 [ Dedies | 880 290,000 |
S004302 | geen | W80 380,000
003208 | m k0 1460 000
AutoFit Contents (after)
Smgtoyes © | Senann | Ouportmset ] Satery
2003303 | a0 100 o8
SO03S303 | Beech | 840 140 X6
2500303 | Chacde | A0 160,500
AutoFit Window (after)
[tepicpee © Sorreme Lozt [ Salery
0320t ey 280 1 200 000
00IT? m L 140 33
001N J 1580 140009 )

2. Click an
AutoFit option

from the drop-
down

1. Click a
table

lllustration: Resize an entire table manually

Resize entire table - Before

Employee 1D Suwname | Department | Salary

RDO3201 Badini R&D 200,000
RDO3202 Baloch R&D 160,000
RDO3203 Q R&D 140,000

Resize entire table - After

1. Hover the
cursor over the
table until re-size
handle appears.
Then hover over
re-size handle
until it turns into a
double ended
arrow.

imployn 0 Surname Department Salary 2 Drag the
RDD3201 Badind R&D 200,000 re-size
RDD3202 Daloch R&D 160,000 handle to
re-size
RDD3203 Chandio R&D 140,000
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Format data in a table

Use the Font, Paragraph and Styles groups on the Home tab to format data in a
table just like you would edit any other document text. In fact you can also insert
pictures, Clip Art, shapes, charts and text boxes into table cells using the
techniques described earlier in this chapter.

Use the edit options on
the Home tab (Font,

Paragraph, Styles)

In this example
we’ve utilised:
e Fontsize

Format data in a table

Text effects S T = : s
RDD3202 Baloch R&D ] 160,000

Indent AD03203 Chandio AR0 | 380,000
Center allgn | DO Chang LY ¥ | 80,000
RODI20S sz | RAD | 30,000 |

[Total | §70,000 |

Apply a table style

Word provides a suite of built-in table styles that allow you to present a different
‘look and feel’ to your tables whilst maintaining consistent and professional
documents.

To apply a table style:
U Click on atable
U Select a Table Style on the Table Tools-Design tab

pyoss Seferences i Srove ew Tipent 908 Dewgr

- Bshadog- ——

aas
eee
Bl - Dorders - Y% pt
eses
moe

2. Select a

BCROE - BUSORRARE  ERCRORT I I AN Table Style

Before: Default table style = Grid

| Evpleyes © Surname Deparanent Sakary

| H003201 Ban 580 300,000

jhoo320:  l2sech | ASD | 150000 i
{#o0azas thande 80 140,000 1. Click

{ aD0220€ Crang ako 3C 200

| R0O320s Jest 242 3C 200 on a table
Total ¢’C 200

After: new style = Simple 1

Enrpioyen O Autname Cepararant Sakary
RO03201 Zadite a0 300,200
2003203 Bsoch AT 180 200
RDOIIC Crangs ko 140,000
ROCAICE Oheng 38D 30500
RDC3205 Swcu Hwe S0.000
ol 670,000
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Order a list of data in a table

Word can re-order the data in a table into either ascending or descending order.
To do this:

a Click a cell in the table you want to re-order
U Click the Sort icon in the Paragraph group on the Home tab

U Set the sort parameters in the Sort dialog box then click OK

Poge Lyout Reforenies Mailingt Anvien Cxpert POF Deaign

= e 2. Click
il AR B the Sort
I Uk % A-¥-A-IFEEE E N | icon

Calbri 'l AN A

i

! Farmat Painter

oad . fant . Faragruph

S T COSOO0 TS S0 O | BRI | ORCYNRFANN | (BCRERTINR U
Ordering data in a table - Before

o+

JSmployeelD | Suename | Departmant | Salary o
on a table #0030 Bani [T 36,000
RD03103 Saoch WAD 180,000
== ——= = S

Sort by
\Employee ID 3b. e.g. Sort by
the Employee ID

column

El Type: "Text

3a. Set Sort 3c. e.g. Sort into
sarametors. E.g. NN scending order
Table includes a :
header row

Then by

My list has

(@) Header row () No header row

After — Ordered by Employee ID

Employee ID Surname Department Salary

ROD3201 Badini RE&D 200,000
RDD3202 Baloch RE&D 160,000
RDD3203 Chandio RED 140,000
RDD3204 Chang RED 80,000
RDD3205 Dasti RED 90,000
RDD3206 Esani. RED 36,000
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3.3 Delete a table

Delete the whole table
To delete a table including both the contents and structure:

a Make sure you are in Print Layout view by clicking Print Layout on the
View tab

a Hover the cursor over the table until the ‘move handle’ appears

a Click the ‘move handle’ then press Backspace

Home Insert Page Layout References Mailings Review | View

— g = i . ) ¢ [ one pa
Elf 5 E 1. Activate ] ] 5’ e
P 44 Two Pa
Print |FUT SCTER : Print Layout Zoom 100%
Layout | Reading Layout e & Page W
Document Views Show Zoom

Delete a table

Comma delimited

2. Hover RDD3201 ™5 3. Click the

cursor over . ‘move handle’

the table until ittt el b then press

the ‘move BACKSPACE

handle’ Tab delimited

appears. Emplovee ID Department
RDD3201 Badim R&D

Delete a table Result: The
s delionied Comma
delimited
e . , table has
e o fxas— = been deleted
| b o1 | N | £ ¥,
Ry 1§ TS

Delete the contents of a table

To delete information that is inside a table:
U Select the text with the cursor

a Press the DELETE key

Using the DELETE key means the table row and column borders (i.e. the
structure) remain whilst the contents are deleted.
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4 CHAPTER REVIEW

Chapter review

Before moving on to the next chapter check that you now know how to:
m  Apply standard formatting techniques including

e Styles
e Fonts
e Paragraph settings
m  Sort lists alphabetically
m  Work with illustrations in Word documents including
e Pictures and Clip Art
e Shapes
e Charts
e Text boxes
e WordArt
m Insert, edit and delete tables
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Introduction to Information Technology
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Table of contents and
other references

1 Creating a table of contents

Using footnotes and endnotes
Captions and cross references

2
3
4 Creating a bibliography
5

Chapter review
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INTRODUCTION

Learning outcomes

LO4.4.1 Identify the basic formatting requirements to insert a table of contents

LO44.2 Demonstrate performance level knowledge to insert and modify a table of
contents

LO4.5.1 Demonstrate performance level knowledge to insert and modify endnotes,

footnotes, captions & cross references
Exam context

Having learnt in the previous two chapters how to produce the core of a Microsoft Word
document we conclude our study of Microsoft Word in this chapter by taking a look at a
number of other highly useful functions.

The functions in this chapter add value as they save the author time by using clever in-built
functionality (e.g. for generating an automatic table of contents) plus help give documents a
highly professional look and feel.

By the end of this chapter students will be able to:

m  Create and modify a built-in or custom-designed table of contents
m Use footnotes and endnotes

m Insert, edit and delete captions and cross references

m  Create a bibliography
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1 CREATING A TABLE OF CONTENTS

Section overview

Introduction
Use built-in heading styles to mark entries

m Create a table of contents from the gallery
m Create a custom-style table of contents

m  Update a table of contents

m Delete a table of contents

1.1 Introduction

By far the simplest way of creating a table of contents is to use Microsoft Word’s
superb built-in table of contents functionality and let Word do the hard work.

In summary the approach involves the following:

O  Apply built-in heading styles to the headings throughout your document that
you want to appear in the table of contents

a Use the Table of Contents function on the References tab to
automatically generate a table of contents. The table will be based on the
heading styles you just applied.

Let’s look at this in detail.

1.2 Use built-in heading styles to mark entries

Heading styles are categorized into levels — level 1, 2, 3 etc. For example:

Heading | style - Chapter title
Heading 2 style - Sections within chapters

Heading 2 stvie « Sub-sections within section

Wustrative text - The business plan consists of a narrative and several financlal worksheets. The
narrative template is the body of the business plan. It contains more than 150 questions divided into
several sections. Work through the sections in any order that you want, except for the Bwwie fewn
which should be donelast. Skip any questions that do not apply to your type of business. When you
are linished writing your lirst draft, you'llhave a collection of small essays on the various topics of

the busines plan. Then you'll want to edit them into a smooth-flowing narrative

Heading 1 style - Sub-sections within section

Hlustrative text - The business plan consists of a narrative and severalfinanclal worksheets. The
narrative template Is the body of the business plan, It contains more than 150 questions divided into
several sections. Work through the sections in any order that you want, except for the B Zusmrn

For a long document it is probable that you only want the level 1 headings to
appear in the table of contents. However, there are times when you may also
want lower levels in the table too. The key though is to apply heading style levels
consistently throughout the document.

Imagine for example if you used heading style 1 for the title in chapter 1 but
heading style 2 for the title in chapter 2. Chapter 2 would look like a child of
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chapter 1 parent in the automatically generated table of contents when in fact it
should be ranked at the same level.

To mark entries using built-in heading styles:

U Select the text that you want to appear in the table of contents (e.g. a
chapter title)

a Click an appropriate style in the Styles group on the Home tab. Note that
the important link for the table of contents is the LEVEL.

ind 1 A M- % E.E EH T ABbCeD AaBbCe AsBbCeD: AaBbCeD Au ik
U « e x, x . W ‘A EEam 5 »-_- tHeadmgd ¥ Heading 3 t Normal weng Subtit
1 f Faagraph
= B! AN
Execative Sameny

Note — style is
currently ‘normal’

We sugpest that voc vD pages Of fever

Include everyting ute dternew

Explain the Amdamentaly of the propesed dusiness  What will vour peodact bel Who will yous customen

be? Who ase the ownees? What do vou thank the fatace hoids ¢ ToUr Dusaness 30d Yoot indstor?

Result: selected
text has been
promoted to level 1

¥  asBoceD saBbceD. [ Aa AaBbCi Aal

3 Capbo Emphurss THeaSan t | THeading2 ThHead

2. Select a heading
style. In this example
We suggest that vou make it two pages o¢ fewer we’ve selected the
highest level — level 1

Intinde evesriung that yoo would cover in § Sre-oxnute miermew

Exple= the fundamestals of the proposed buamesy: What vl vous product be? Who wnil rout customen

1.3 Create a table of contents from the gallery
To create a table of contents from the gallery:

U Click in the document where you want to insert the table of contents. This is
normally at the beginning of a document after the title page but before body
of the document.

O  Click Table of Contents in the Table of Contents group on the
References tab and select one of the automatic table styles.

Note the following:
U The only difference between the two automatic styles is the title:

. Table 1 = Contents
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Table 2 = Table of Contents
Word applies a style called TOC heading to the title of the table. You can

change this by highlighting the table heading text then applying an

alternative style from

the Styles group on the Home tab — e.g. Heading 1.

The two automatic tables only incorporate heading levels 1-3. If you need

to incorporate lower levels you will need to build a custom table of contents.

n Home et Page Liyoun

17 # Add Ty

Tabie of
Contenty *

Bullt In
Autamatic Table L

Foomote

L Comtonty
" Fhowdeg |

Ihadoy !

[ S

Autamatic Tabde 2

L Table ol Comtonts

" Fhowdong |

Ihadog 1

Thnbeg )

© Nore Table of Conterts from Offcecom
d  Insert Tatile of Coments
Ik Bemove Tabs of Contant

o

- itente s

4+ LI Updane Table

I Tablo of (‘mh-m\

i Bxecwnre Sammany

M Genesd Company Dwmonpbon
n Fundaens wid Semvam
Ay Muleteg Mun

VI Opasstioss! Plan

VIL  Maagonent sed Ogasasson
VI Pereonsd Meumeal Statmaient
Finasscaal Plaa

XL Appendices

X1 Wafmng the Plan

Starnap Bapeanen st Copanizannn

aferenc faview View

Madngs

v

Capert POV

nnote D Manage Scurces Q) Inseat Table of Figuivs

Uy Givde: APA MY

lootnote

M
Cr

3. Select an
automatic table

| 1. Click in the
document where
you want the
table to appear

Result — a table
of contents has
been generated.
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FooR® U9 uBbced aBbced |, Aal AaBbCe
To change table i E e YCoption  Nreghatin | 1 Headng 1 | 3 Meedng
title style:
1. Select the
title....
I. Table of Contents
1§ Execwtrre Sunaman 2 - then Se|eCt
1l Genen! Company Desrripsos a hew style in
IV, Produe md Sarvions the styles group

on the Home tab

\l Macketog Plan

1.4 Create a custom-style table of contents

Rather than use one of Word’s built-in table formats as described above you can
design a custom-style table of contents.

To create a custom-style automatic table of contents:

d Click Insert Table of Contents... under Table of Contents in the Table of
Contents group on the References tab

U Amend settings in the Table of Contents dialog box as applicable then
click OK

The various settings include the following:

Setting Comment
Show page On or off
numbers

Right align page Recommended to right align

numbers

Tab leader This relates to the filler between each heading and the
page number. Choose between ..... [ ----- / ___/none

User hyperlinks When posted on the internet it is more useful for the

instead of page user to navigate via hyperlinks rather than page

numbers numbers.

Formats Choose a format style that matches the look and feel
of the rest of the document.

Show levels You can select up to a maximum of 9 levels for
inclusion in the table. However, consider the general
rule of ‘the fewer the better’ — keep it simple

Options Click Options to map how common styles are

presented in the table of contents. The default settings
are to match headings 1, 2 and 3 with levels 1, 2 and
3 respectively in the table of contents.
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T TT—— e e

e Tedt Page Layout | Mefersnces | Malings  Rewe

‘iﬂ | e Add Tent AB’ 1) Insent Encmote wl' o) Manage

AR Nest Footnote « U4 styde A

Insert
to Ml W doAp Cation * "lltlioqv

Builtin
| Automatic Table 1

L Contents
L Y] '

Ihadg '
[ '

Automatic Table 2

2. Click
L Table of Contonts ‘Insert Table
0 el of Contents..’

Fhaduag 1

Fhowbap V

© ore Table of Contents from Office com
W thsent Table of Contents...
Uk Bemove Table of Contents

"

[t | Tabe of omterts | 7able o s | Toble of Aurories |

Frnt Fraview Web Previewy

HEADING 1

Heading 2 3 Heading 2

Heading 3 5|, Heading 3 =
[V¥] show page numbers V! Use hyperlinks mstead of page numbers
[¥] mxght align page numbers

Tab leader!
3. Amend
settings as
applicable then
click OK
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EXECUTIVE SUMMARY 4
GENERAL COMPANY DESCRIPTION 5
PRODUCTS AND SERVICES 6
MARKETING PLAN 7
OPERATIONAL PLAN 15

AR AL AATRATLE LA ARS AN ATIAL n

1.5 Update a table of contents

If you add, amend or remove level 1-3 headings or add further pages under the
various headings after having created an automatic table of contents you will
need to update the table of contents to reflect the changes.

To update the table of contents:

a
a

a

Click Update Table in the Table of Contents group on the References tab

Select one of the following:

Page numbers only — This option will only update page numbers for
the headings currently showing in the table

Entire table — This option will capture all new headings as well as
update page numbers for the headings currently showing in the table

Click OK

Note: if you have deleted any of the headings currently showing in the table the
Update Table command in the Table of Contents group will not open the
‘Update Table of Contents’ dialog box. Word will in fact update the entire table

instead.
Home Insert Page Layout References Mailings Review View Expert P
B+ Add Text ~ 1 g Insert Endnote “‘j &) Manage Sources ﬁ [}
(2 Update Tabl AB' Next Footnote ~ i (@ style: APAFiftt -  — ¢
Table of Insert 2o Insert
Contents ~ Fo : Citation - i Bibliography ~ Caption ‘8
Table of Contents M Citations & Bibliography
(1] RN " 1,0 203 A (25000607
g T T T

' Update Tabl

2. Choose an

Word is upda_ting the table of contents. Select one of the option then

followin:

\__) Update entire table

click OK
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1.6 Delete a table of contents
To delete an automatically generated table of contents:

U Click Table of Contents in the Table of Contents group on the
References tab

a Click Remove Table of Contents

- Home  Ins sIBrance Mallngs Reviey Vien Exprert POF

dnate a) B Manage Sources -“] ) Imaert 1

= X Undate Table vext factnote * Wy Style APA Fifet «
Table of sart Insert g Fuart
Contants * Footnote Citation + W) Btillography * Caption &4 Croser
Bullt-In a tapty CAapbo
Automatic Table 1 N R R )
e
I Contents -
0 Dhesdeg ' l. ra\blc Q
Piowlang 2 )
Vembug ¥ ) n
Automatic Table 2 .

L Table of Contents

0 hewbey ! .
B 2. Click
Phewdorg ¥
Remove
More Table of Cortents from Office.com Table Of

Insért Table of Cortents Contents

]

B

K Bemave Table of Contents
o
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2 USING FOOTNOTES AND ENDNOTES

Section overview

m Insert a footnote or endnote
m Edit a footnote or endnote

m Delete a footnote or endnote

2.1 Insert a footnote or endnote

Definition: Footnotes and endnotes
o, .
Footnotes and endnotes comprise two components:

e The footnote or endnote reference mark (which appears next to the
document text that has been footnoted or endnoted)

¢ The footnote or endnote explanatory text

Footnotes appear at the bottom of the same page as the text to which they refer
whereas endnotes all appear at the end of the document in one place.

Insert a footnote or endnote

To insert a footnote or endnote:

a Ensure you are in Print Layout view — click Print Layout on the View tab
a Click in the text where you want the reference mark to appear

u Click either Insert Footnote or Insert Endnote in the Footnotes group on
the References tab

Pacse Lavut ety Voarkma [ p— _— Lapwrt P04

.‘\B‘ i v i Mtage Suuts - L R Ve —\w n
RS L3 Shyie APA FY = 1. Click where
7ot woton 53 Crowe-1ete you want the
bhugra reference mark
2. Click Insert to appear
Footnote or
Insert Endnote Insert a footnote or endnote

The business plan consists of 2 narrative and severl :"mnnc:nlwo:kwhcet'-l
The nazrative template i3 the body of the business plan. It contains more
than 130 questions divided into several sections. Work through the sections
in any order that you want, except for the Executive Summacy, which

should be done last
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3. Type the note
text then double-
click to return to the
reference mark in
the document

! A wosksheet iz 2 tab within Mierosoft Excel

' Result: A footnote
Inote (or endnote) has
been inserted (see
above) and a

reference mark
ral financial worksheets?®. added to the text

L

2.2 Edit a footnote or endnote

Edit a footnote or endnote

You can edit the text in a footnote or endnote simply by double-clicking the note
and editing the text.

You can also edit footnote or endnote settings by using the Footnote & Endnote
dialog box.

To launch the Footnote & Endnote dialog box:

U Click the dialog box launcher in the Footnotes group on the References
tab

Page Layout | References J

[ Insert Endnote 1. Click to launch
the Footnote &

A‘K Next Footnote ~
Insert
Footnote k=l show Notes

Footnotes |

Endnote dialog box

Bottom of page

End of document

2. Change
settings as

applicable
then click

Apply
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The various settings include the following:

Setting Description

Location e Footnote = bottom of page or below text

e Endnote = end of document or end of section

Convert Use the button to do one of the following:
e Convert footnotes to endnotes
e Convert endnotes to footnotes

¢ Swap endnotes and footnotes

Number format Choose one of the inbuilt number formats such as 1,2,3 /

a,b,c / i,iiiii
Custom mark Use a symbol as a custom reference mark
Numbering Choose between:

e Continuous
e Restart each section

e Restart each page

Apply changes  Apply the settings changes to one of the following:
e Selected text
e Selected section

e Whole document

2.3 Delete a footnote or endnote

Delete a footnote or endnote

When you delete a footnote or endnote you work with the note reference mark in
the text rather than the text in the note itself.

To delete a footnote or endnote:
O  Select the note reference mark of the note you wish to delete
a Press DELETE

Note that Word will renumber the other automatically numbered notes when you
delete a footnote or endnote.
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Pagziaain

lan consizts

Delete a footnote or endnote = lI'h.
_——=» dheets®. The
The business plan consist: of a narrative W - -
i T -t-em;ate iz the . ].E.ﬂ.
finaneial worksheetz®. ative
IFIEEE P .
body of the business plan. It contains more than 150

questions divided into several sections. Work through
the zection: in any order that vou want, except for the
Executive Summary, which should be done last.

Select the note
reference mark of

the note you wish
to delete. Then
press the DELETE

® A wodaiemis sl wskie Shomack Rxd key.

Delete a fooinote or endnote

The business plan consists of a narrative and several
financial kasheets.l The narsative template iz the
body of the business plan. It contains more than 150
questions divided into several sections. Work through
the sections in any order that you want, except for the
Executive Summary, which should be done last.

Result: Footnote (or
endnote) has been deleted
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3 CAPTIONS AND CROSS REFERENCES

Section overview

m Introduction
m Insert captions

m Insert cross-references

3.1 Introduction

Definition: Caption
;)

A caption is a line of text that appears below an object to describe it. For
example: “Figure 2: Sales”.

Definition: Cross-reference
o;")

Cross-references refer to items such as headings, tables and figures by inserting a
cross reference such as “Turn to page 3” or “See table 4 above”

You can add captions to tables, figures, equations and other options. You can
also add cross-references to items such as headings, tables and figures.

The benefit of using Word'’s built-in functionality is that Word can automatically
update all the details within captions and cross-references (such as page or
heading number referred to) whenever captions or cross-references have been
amended.

You can also use captions to create a table of figures or table of equations.

3.2 Insert captions

Add a caption
To add a caption to an item:

O  Select the object that you want to add a caption to — e.g. a figure, table or
equation

a Click Insert Caption in the Captions group on the References tab to
launch the Caption dialog box

U  Adjust the settings as applicable e.g.

. Select the label that best describes the object such as picture or
equation. You can also click New Label to use your own

. Type text (including punctuation) that you want to appear after the

label
. Change numbering style
d  Click OK
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3. Amend settings
as applicable then
click OK

1. Select
an object

BaM

= Saniorg

150 guestoms cévided o sevenm! sectons
poceh the sections in sor oxder that yoo wuat,
or the Fucase fowes, which thoold be done lpst

a @ a3 o SEp =ar questicns that do not apply o Toux trpe of
5 y
Captions Sales
The buuness plan conusts of 3 namtive and seveml mEquities
financial worksheets. The namtive template is the body of B Fixed income
the "AM
Profit R w Banking
plan It
15 7 L
ot
10 | : Figure 2 - Divisional sales 2013
L
! Pr S
5 . I . I e than 150 guestions dimd) el sections Work
o+ r r T throogh the sections ; .
a @ @ os nepamempesea  Result: Numerical

Penwemowgrey  captions have
R  been added
collection of umali es5ays on the varous topics of the business plan
smooth-flowing namative

Figure 1. Quarterly profies - USA

Update caption numbers

Whenever you insert a new caption, Word automatically updates all the caption
numbers so they remain sequential. However, if you move or delete a caption the
update is not automatic so you must perform a manual update.

To manually update caption numbers:

U Click anywhere in the document and press CTRL+A to select the entire
document

U Right-click
a Click Update Field
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= update Field

Figure 2 - Divisional sales 2013
'rofit

i Edit Field... than 150 questions divided into several section:
Toggle Field Codes through the sections in any orde;

JL- A Font. I 1. Press CTRL+A
Q= paragraph questions that do notg to select the
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Modify an existing caption
To modify an existing caption:
O  Highlight the caption

O  Click Insert Caption in the Captions group on the References tab to re-
launch the Caption dialog box

3.3 Insert cross-references

Insert a cross-reference

You can make cross-references to all kinds of items such as headings, figures,
footnotes, endnotes, tables and bookmarks. Word can then automatically update
the variable items referred to in a cross reference such as a page number, figure
number or heading text.

To insert a cross-reference:
a Click in the document where you want the cross-reference to appear

O  Enter any fixed text that you want to complement the cross-references then
re-position the cursor where you want the cross-reference to appear.

For example you might want to say
“See Figure 1 — Quarterly profits — USA on page 14"

This phrase consists of two components - the cross-reference and the
fixed-text.

In the above example the cross-reference components are:
. Figure 1 — Quarterly profits — USA; and

. 14

The fixed text components are:

. “See “and

. “on page “

Note that fixed text can also be added after inserting the cross-reference
components
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O Click Cross-reference in the Captions group on the References tab
U Adjust the settings as applicable then click Insert

;ayout | References | Mailings Review View Expert PDF

[ Insert Endoate

1. Add any fixed text

2? Update Table

‘) Insert Table of Figures L
Insert ]
I

you want to complement Caption [ Cross-reference
the cross reference(s)

| Captions

6

2. Click ‘Cross-
reference’

See |on page

X
Cross-reference L —Y—

Reference type: Insert reference to:
Fure L] E—
Insert as hyperlink [] include above/below

[ ] separate numbers with I:l

For which caption:

Figure 2 - Divisional sales 2013
Figure 1 - Quarterly profits - USA

3. Adjust the settings
to design the cross-
reference you want.
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cros ererence N s

Reference type: Insert reference to:
Figure ] Er— - |
Insert as hyperlink Include abgyé/below

[ separate numbers with I:I

For which caption:

Figure 2 - Divisional sales 2013
Figure 1 - Quarterly profits - USA

In the above example we
included the entire figure
caption as the cross-
reference. This time we will
add the appropriate page
number.

Lilaly Lo li (BN L R
0 M through the sections :
Q1 Q2 Q3 Q4 the Eeafive Summarn, ~

questions that do not
you are fnished wr

collection of small essays on the various topics of the business plan.
smooth-flowing narrative. m
See Figure 1 - Quarterly profits - USA on page 14

If you highlight the caption and surrounding text you can clearly see the shading
that Microsoft Word has adopted. The shading differentiates between system
fields that Word controls (i.e. the cross-references) and the simple text that you

typed in.

See Figure 1 - Quarterly profits - USA on page 14

Figuore 1- Quarterly profits - USA

Manually
entered text

Update cross-references

The technique for updating cross-references (for example to reflect changed
page numbering) is the same as that for updating captions.

l.e.

U Click anywhere in the document and press CTRL+A to select the entire
document

U Right-click

O Click Update Field
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4 CREATING A BIBLIOGRAPHY

Section overview

m |ntroduction
m  Add a new citation and source into a document

m  Create a bibliogrphy

4.1 Introduction

Definition: Bibliography
;)

A bibliography is a list of sources consulted or referred to whilst creating a
document. Bibliographies are typically placed at the end of a document.

Definition: Source
o;")

A source is something you have consulted or referred to whilst creating a
document. Examples of sources include:

e Books

s Journals

e Periodicals
e Reports

Sources are listed in the bibliography

Definition: Citation
o]

A citation is a reference made within the document to a source listed in the
bibliography. The reference typically shows as a bracketed number so the reader
can easily identify the source in the bibliography

The process for generating a bibliography is as follows:
U  Record the sources that have been used

(| Add citations in the document that indicate when sources have been
referred to

O  Generate the bibliography (normally at the end of the document)

In practice the first two steps are often combined.

4.2 Add a new citation and source into a document

Add a new citation
To add a new citation into a document:

a Click the location where you want the citation to appear in the document
(e.g. the end of a sentence where you made reference to a source)
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0 Select a style from the Citations & Bibliography group on the References
tab. This style defines what the citation will look like — e.g. “(8)” or “(NRT,
1998)”

U Click Insert Citation in the Citations & Bibliography group on the
References tab. Then do one of the following:

. To create a new source click Add New Source then fill in the source
information in the dialog box. Click OK

. To refer to an existing source click the relevant source from the drop-
down menu
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L i M, S e s st o Style

Mands Enitrham . :
IF far 8¢ sty Iustration — create a bibliography

MoCCurTan 0]

va Jource

N Paretonie

LI DUstnesy phn consists of a
ceative template is the b 1. Click citation
50 questions divided into location — e.g. he sections

e)_(IStI‘ng SEILLESI00 order that you want, exc end of sentence hich
click ‘Add New .
be done last

Source’

3. Either select an

Biblography Fields for AFA Fifth Edition 4. If you clicked ‘Add
Author N8 New Source’ in the

| Corporate Author previous step (3) you

Iniro to IT reference bock 1 will need to enter the

Yesr 2012 new source information
cry Idamabad then click ok

Publisher ICAP-I publications

| Show Al Biblicgraphy Felds
Tag name The Tag Name will be used to uniquely identsy this source.
NB14

Hlustration — create a bibliography

) Result: A citation has been
— — added. Note that behind the
s e scenes Word has also saved
PR N TR EE IR ARE the source information for later
through the sections in any order that roREEIIEIS I NIgR{gINellol/le]s]=Te1g)Y

Summary, whsch should be done last
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Manage sources

Microsoft Word maintains a separate library (file) of sources used in all your
various documents. Think of this as being similar to templates which are also
separate files hidden away by Microsoft Word separate from the current
document.

When you create a new source Microsoft Word adds it to the central library of
sources. This becomes useful when you subsequently refer to an existing source
in a new document. Rather than re-enter (duplicate) the source information in
every document, you simply add the existing source information from the central
library to your current document’s bibliography.

To open the source manager:

O  Click Manage Sources in the Citations & Bibliography group on the
References tab

@ lllustration:

lllustration: Source Manager

The below Source Manager was launched by clicking Manage Sources in the
Citations & Bibliography group on the References tab

Source Manager S — — Wﬁ'ﬂ
= - — pee———— — _ E—
Semrth Sort by Athar -
Souptes avedable
frosne
Mastor Lix Current Lix
Bt NG techmical e (10601 Lapy e Musds, Entsham; [T for She moders sccountant (2013

Mandn, Ebmom; 1T for the modem sccountast (2013 ¥ N8 Irero to IT reference ok 1 (2012

45; ko % IT refersnce book 1 (2012) Deleta

Edt
o

¢  oted source

T placsbioider mrrce
Praview [APA Féth Ediion)
Citation: (IR, 2010)
Biblography Entry
R 20100 MSW technical manual, Labore: Acc-ICAP resourcing

Oose

e The master list of sources (on the left side) includes three sources. The
exact location of the sources library file can be accessed from the
Browse... button.

e The current document has two sources in its bibliography as shown on the
right side in ‘Current List’. Note that only one of these two sources has
actually been referred to (with a citation) in the document text - each
cited source is accompanied by a small tick.

e You can add and remove sources between the central library and current
list using the Copy, Delete and Edit buttons.

To add a new source to the central library click the New... button.
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4.3 Create a bibliography

A bibliography presents all the sources in a document’s Current List (see Source
Manager illustration above) in a professional and consistent format. It makes
sense then that you can only create a bibliography after having inserted one or
more sources into a document.

To create a bibliography:

U Click where you want to insert the bibliography. This would typically be at
the end of a document.

O Click Bibliography in the Citations & Bibliography group on the
References tab

O Select one of the predesigned bibliography formats to insert the
bibliography into the document

I g o P . W, P, b
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5 CHAPTER REVIEW

Chapter review

Before moving on to the next chapter check that you now know how to:
m Create and modify a built-in or custom-designed table of contents

m Use footnotes and endnotes
m Insert, edit and delete captions and cross references
m  Create a bibliography
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INTRODUCTION

Learning outcomes

LO 5.1.1 Select a template from PowerPoint’'s sample templates to construct simple
presentations
LO5.2.1 Perform inserting and editing of text based content

Exam context

Many students will have some kind of prior experience of Microsoft PowerPoint from their
former studies, job or even home life. However, this syllabus assumes no prior knowledge.
Therefore do not be alarmed if you have not used Microsoft PowerPoint previously.

As with all the Microsoft Office based chapters in this Study Text you will benefit significantly
from having access to Microsoft PowerPoint in order to practice the techniques described.
Active learning through practical experience will not only help you remember new techniques
but also ensure you have understood exactly what has been described.

By the end of this chapter students will be able to:

m Create new original PowerPoint presentations or base presentations on an existing
presentation or template

m Create and edit your own templates
m  Work with slide Masters and Layouts
m Insert and edit text-based content including:
e Add text to a placeholder, text box or shapes
o Work with bullets, numbers, indents and colours

¢ Edit fonts including superscript, subscript, capitalization, paragraph settings and
changing the direction of text

e Use the AutoFit function
o Work efficiently with the Find and Replace facility
m  Recognise and use components of the Office Backstage view in PowerPoint

m  Print from Microsoft PowerPoint
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1 INTRODUCTION TO MICROSOFT POWERPOINT

Section overview

m Introduction to Microsoft PowerPoint 2010
m  Practical uses for Microsoft PowerPoint

m  Building effective presentations

1.1 Introduction to Microsoft PowerPoint 2010

Definition: Microsoft PowerPoint 2010
o)

Microsoft PowerPoint is a presentation software application that allows users to
combine text and graphics for on-screen presentations.

Microsoft PowerPoint is a component of the Microsoft Office productivity suite for
Microsoft Windows and is the successor to Microsoft PowerPoint 2007.

Microsoft PowerPoint 2010 is the presentation tool of the Microsoft Office 2010
suite. It seems nowadays that nearly every office and boardroom employs
Microsoft PowerPoint if not daily then certainly frequently.

Many ICAP students may already have encountered Microsoft PowerPoint at
some stage of their lives whether preparing their own presentations or attending
University lectures where lecturers have used Microsoft PowerPoint. However,
Accountants (and trainee accountants) may be more comfortable in the
‘numbers-based’ world of Microsoft Excel and may well have much less
experience on average of using Microsoft PowerPoint for preparing professional
presentations.

The sections of the study text covering Microsoft PowerPoint will therefore be for
some a revision tool with perhaps a small element of new functionality
encountered, whereas for others it will represent a whole new subject area.

Either way remember that the examiner has the scope (and is likely) to examine
any part of the syllabus. Therefore you must avoid complacency and ensure you
are comfortable with the entire contents of each chapter.

1.2 Practical uses for Microsoft PowerPoint

Microsoft PowerPoint’s substantial power and flexibility make it a useful tool for
both personal and business use. It is typically used as a graphical approach to
presentations in the form of slide shows that accompany oral delivery of the topic.

Users create dynamic, informational slides through the use of
O Text

a Graphics

U  Animation

Some examples of how it is used include:
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Use Comment

Sales and Present the companies’ products in an exciting, engaging
marketing and dynamic way

presentations

Education PowerPoint is often used by Universities and technical

colleges for lecture slides

Internal meetings  PowerPoint can help bring to life internal meetings with
charts, graphs and tables

Professional Many businesses use PowerPoint for internal training
training courses

Create a photo Whether for personal use, displaying a companies’
album or portfolio of products or presenting some design pictures
slideshow in a product development seminar, PowerPoint can

provide a highly professional landscape for sharing
pictures and videos

1.3 Building effective presentations

One of the key criticisms of Microsoft PowerPoint is the boredom that audiences
can encounter from poorly designed presentations, commonly paraphrased as
“Death by PowerPoint”. The criticism refers to the state of boredom and fatigue
that can be induced by information overload from a badly designed presentation.

Therefore you should consider the following tips when constructing a
presentation:

O  Your goal is not to impress the audience with your amazing PowerPoint
skills, but rather to communicate a message.

U  Think about what you want to communicate to the audience. The message
may be the transfer of information, to persuade the audience of a particular
perspective, or to motivate an audience in a certain direction. Whatever the
message, be clear in your mind before you start constructing the
presentation.

O  Start by writing the text in Microsoft Word. Essentially you are telling a
story, so by writing it first in Word will ensure there is logical flow and the
story reaches the desired conclusion.

U  Consider the audience when choosing a design. Is this a presentation to
the sales and marketing team, a group of consumers, a technical
development team or a finance group?

U  Keep it simple. The presentation should not detract from the presenter but
support them. Too many flashy features might change your presentation
from a useful business tool into an overly complex and confusing circus.

O  Don’t use too many slides. One frequently quoted benchmark is the
‘minimum one minute per slide rule’.

U  Don'tjust use words, use visuals too.
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2 CREATING A NEW PRESENTATION

Section overview

Open a new, blank PowerPoint presentation
Base a new presentation on an existing presentation

m  Base a new presentation on a PowerPoint template
m Create and edit your own templates
m  Slide master and placeholders

2.1 Open a new, blank PowerPoint presentation

Definition: PowerPoint presentation
B

A PowerPoint presentation is a file that contains one or more slides that
collectively present various kinds of related information in a dynamic way.

There are a number of ways to open a new, blank presentation.

a Click Microsoft PowerPoint 2010 from the start menu. This launches a
new session of PowerPoint and a new blank presentation will open
automatically.

J ; OUTLOOK

.
IX Microsoft Excel 2010 Click

1 P;) Microsoft PowerPoint 2010 Documents
|

Adobe Reader X Pictures
' —.I i Music
W Microsoft Word 2010

Computer
Dm Windows Media Player

Control Panel
Q-

Devices and Printers
. Kindle

: Default Programs
@ Expert PDF 7 Professional

Help and Support

[ |
Internet Explorer
& P

——
,‘J Notepad
) HP Scan

All Programs

G shatdownio
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If PowerPoint is already open click New + Blank presentation on the File
tab. This will open a new presentation in addition to the already open
presentation.

D s
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Available Templates and Themes
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preseniation | termoimies  tempistes certing
Print —_ —
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Save & Send 4 1% a) == vr

U Youcan also press CTRL + N whilst in an existing presentation to quickly
create a new, blank presentation.

2.2 Base a hew presentation on an existing presentation

You may be able to save time and effort by recycling previous work and basing a
new presentation on an existing presentation. There are two ways to do this:

d If PowerPoint is open click New + New from existing on the File tab.

-
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U Navigate to the existing presentation you wish to recycle via the dialog box.
Then click Create New.

LB New trom Extiting Presentateon
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2. Click

Fle name: D1 - Training presentation 1
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2.3 Base a new presentation on a PowerPoint template

Definition: PowerPoint template
o)

A PowerPoint template is a preformatted presentation designed for a specific
purpose such as presenting financial summaries, preparing a SWOT analysis or
creating a business plan.

Using templates can remove much of the set-up and design effort where a
template already exists that suits your needs. Furthermore it will help achieve
consistency in the ‘look and feel’ of your presentations. This may or may not be
of benefit to you depending on how bespoke or standard your situation is.

PowerPoint templates exist for a wide range of uses such as agendas,
certificates, flyers, forms, labels, business plans, reports and other business
presentations.

To base a new presentation on a template do the following:
a Open Microsoft PowerPoint
O  Click New on the File tab
a Now you have a range of options including the following:

e Open arecently used template from Recent templates;

¢ Open a template you recently saved in My templates; and

¢ Open an Office.com standard template.

Note: you may be offered further sub-options within a category.

For example PowerPoint presentations and slides opens a second
suite of options from which you might select Business presentations
and then the Business deal presentation (see 3a, 3b and 3c below).

To open the selected template either double click the template or
click download after checking the preview.
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2.4 Create and edit your own templates

Create your own template

To create your own template:
U Click the File tab

U Click Save As

(] In the ‘Save as type’ drop-down select PowerPoint Template, give your
new template a name, then click Save

fom  Shde Show  Meview  View  Adddm  Expeet POF

. ‘File tab’

o Save 2. ® "

GRE aoout D1 - Training presentation 2
ChUsers\Neck, Dacuments\ EWRMatenal\JCAM 04 Information technology\ JCAP 04 IT - Study Manual\L.

& Open

[ Ciose

e
yback performance by compressing your media

.

—

L
= \hes. Compression maght atfect media qualbity.
Compress
Recent Meda - Media files in this presentation are 20 M8

More wavs to amprove meshia perfonmance

J. % Users » Nick » AppData » Roaming » Microsoft » Templates »
-

Crganae » New faloes =2 L2

Wi Microsaft PowerPaint Nams= ' Date modidied Tyoe Size
I Document Themes fe Yoide

W Favontes }. LiveCongent Tike Tohder
J. SmartAnt Graphics Fie toide

W Desiaop 1] Recommending s Suategy Wierositt Perwer?
U Slideshop _business_plan 1020372013 07 Mictozoft Fowerl
f’_]Shdcsnop Coa 4 At MToson Poweh 1
}J,‘Jl Aot Powerf

4. Give your new
template a name

3. Select PowerPoint
Template type

Fie name: D1 - KCAP presantation template - basid
Save 5 type: [PawerPoiat Template

Auithore Nick Tags Add atag m‘m Presentation

o Hide Folders Teols. ~ Save Conxel |

Your new template will now appear as an option in My templates when you next
open a new file from the File tab using ‘My templates’
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To edit your own template:
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U Select the ‘PowerPoint Templates’ file type

a Choose the saved template you wish to re-open to edit

0 Click Open
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Document Themes
. LiveContent
. SmartAn Graphics
V2] D1 - ICAP presentation template - basic
#] Financial performance presentation

}_} Recommending a Strategy 3. PowerPoint

Templates file type

’_J Slideshop_business_plan
';J Slideshop_Done Deal
’_j Slideshop_swot_analysis

pen l'j‘\ Cancel

You can now edit your previously saved template. Once finished editing simply
re-save the file by either:

Q Click File tab then Save; or
(| Press CRTL+S

2.5 Slide master and placeholders

Definition: Slide master
o]

A slide master is the highest level slide in a hierarchy of slides that stores
information about slide layouts and themes in a presentation. The information
stored includes background, fonts, positioning, effects and placeholder sizes (see
below for definition of placeholders).

Every presentation contains at least one slide master and it is not atypical for a
presentation to have a range of between 10-20 associated layouts.

Each time a new slide is added to the presentation the author selects which slide
master or associated layout to clone (or alternatively just add a completely blank
slide). The benefit is that subsequent modifications to a slide master or
associated layout will update all slides cloned on that slide.

This helps ensure consistency within the presentation and saves significant time
by using pre-prepared layouts avoiding the need to tailor every single new slide.
This is particularly useful with long presentations.

Definition: Placeholders
o;-)

A placeholder is a box with dotted or hatch-marked borders that form part of
most slide layouts. These boxes hold title and body text. They can also include
objects such as charts, tables and pictures.
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@ lllustration: Apex themed master slides

The illustration below shows the Microsoft PowerPoint default master slide pack
with the Apex theme applied. No other customizations have been made.

This was created by opening a hew presentation then adding the Apex theme on
the slide master view.

[ I e e g VT

| J |

& Ouvenre
Priart bt bt [
Ader  Lagost B O e

Fhpwt bew

X

Apex theme

Marter cee

o LA e |t Lt Theme e Qe rd vire

‘ . Litle style

TR elis Master text styles
» Second leval
« Third level
* Fourth liny
« Viteh fovel

The master slide and
associated layout slides are
visible in the thumbnail
pane

Transitions Animj

(23 s [ Layout ~
B [Ee - o nowsie
pPaste New ) DIl Ellio ¥

* 7 slide ~ | = Section ~ O e master o

Title Slide Title and Content Section Header

Two Content Comparison Title Only

Content with Caption  Picture with Caption
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Create your own slide master

Organisations can customize one of the Microsoft PowerPoint library slide
masters as a foundation for their own organisation’s subsequent presentations.

Best practice for creating customized slide masters (and associated slides)
includes:

a Create a slide master before starting to build individual slides rather than
the other way around. If you build individual slides first then construct a
slide master you may well find that many slides do not conform to the slide
master design

a Create a presentation that contains one or more slide masters that are
customized to your organisation. Then save this presentation as a template
for others to create future presentations using the same corporate theme
and styling.

O  Work in Slide Master view to edit slide masters given they impact the look
and feel of the entire presentation

a Some slide master features such as formatting and background can be
customized on individual slides. However, others (such as footers and
logos) can only be modified in Slide Master view.

To create or customize a slide master:
a Open a blank presentation

a Click Slide Master in the Master Views group on the View tab. This opens
the slide master with the default associated layouts. The slide master is
identifiable as it is the largest slide in the thumbnail pane.

e To delete any of the built-in layouts right-click the slide thumbnail you
wish to delete, then click Delete Layout

¢ Set the page orientation for all the slides in your presentation to either
Portrait or Landscape. To do this click Slide Orientation in the Page
Setup group on the Slide Master tab.

¢ Create new layouts and customize existing layouts as necessary. For
example you can apply design or theme-based colours, fonts, effects
and backgrounds.

e You can also add and delete placeholders.

e To add a placeholder, select the placeholder type form the
Insert Placeholder drop-down in the Master Layout group of
the Slide Master tab

¢ Draw the placeholder where you want it to appear.

e To delete a placeholder select it with the mouse then click
DELETE

Click Save As on the File tab.
Enter a name in the File name box

Click PowerPoint Template in the Save as type list. Click Save.

O 000

Back on the Slide Master tab, click Close Master View in the Close
group.
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3 INSERTING AND EDITING TEXT-BASED CONTENT

Section overview

Introduction
Add text to a placeholder or text box

Add text to shapes

Bullets and numbers

Indents

Colours

Superscript, subscript and capitalization
Changing the direction of text

Fonts

Paragraph settings

AutoFit

Find and replace

31

Introduction

This section looks at the text-based content of presentations. Populating slides
with appropriate text-based content and visual aids lies at the heart of creating
effective presentations.

In this section we discuss the following:

Function Description

Add text to a Enter text into a presentation either directly into a
placeholder or text  placeholder or alternatively as a text box
box

Add text to shapes  Add text directly into shapes or as a text box

Bullets, numbers Neatly present information in bulleted and numbered

and indents lists. Indent points to create sub-lists

Colours Bring your presentation to life by varying the colour of text
Superscript, Change text into superscript or subscript. Learn about
subscript and the auto-capitalization functions.

capitalization

Changing the Change text direction so that it reads vertically instead of
direction of text horizontally
Fonts Experiment with different fonts and font sizes
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Function Description

Autofit Learn about PowerPoint’s autofit function that assists
with automatically and neatly fitting text into placeholders

Find and replace Learn to use this simple tool for finding text strings in
your document and replacing them with new strings.
Particularly useful when rolling forward a presentation
from prior year or for cloning an existing presentation (or
template) for use with another client.

3.2 Add text to a placeholder or text box

Adding text to a placeholder

As we saw in the previous section placeholders are created in the Master and
Layout slides to form the slide templates for our presentation.

When we add a new slide from the Master and Layout library we can then enter
text in the pre-defined placeholders. To do this:

U Select a slide from the thumbnail pane
U Click inside the placeholder you want to edit

U Then type, paste or edit text

Note that the prompt text within a placeholder disappears when you click into the
placeholder to edit it.

Click to add title

* Click to add text

2. Click inside
a placeholder
to edit..

ki ¢ o]

AR F
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Inserting and editing text-based
content

Introduction
3. Type, paste or

adit text in the Add text to a placeholder or text box

Add text to shapes

placeholder. Note
how the prompt Bullets, numbers and indents

disappeared when Colours

you clicked into the Superscript, subscript and capitalization
placeholder

Add text to a text box

Whilst placeholders provide a consistent look and feel to our presentation there
will be times when we need to customize a slide’s layout and enter text outside a
placeholder, for example when adding a caption to a picture. To do this we need
to add what is called a text box as follows:

U Click Text Box in the Text group on the Insert tab

U Click the slide (the position will be the top-left of the resultant text box), and
then drag the pointer to draw the text box

a Click inside the text box and then type or paste text.

Note that text is editable by all users if entered as a text box in Normal View (as
above). However, if a text box is added into a Slide Master in Slide Master view,
then that text will be permanent and un-editable outside the slide master.

iome Insert Design Transitions Animations Slide Show Review View Add-Ins Expert PDF

71 58 U O Em D ™ 48 @ = " =
| B =« B O P2 4 2 4 5 &
ire  Clip Screenshot Photo | Shapes SmartArt Chart | Hyperlink Acie
Art v Album ~ <
Images Ty}

e e ll

Il

Text Header WordArt Date & Slide
Box & Footer ¥ Time Number

Text
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Py —
15 Slide Show Review View Add-Ins Expert PDF
2 i M E4ASEd T 8
B @ B = B Q
art | Hyperlink Action Text Header WordArt Date & Slide Object = Equation Symbol | Video Audio
Box & Footer > Time Number =

Links Text Symbols Media

Sales by product line

N r
2. Click slide for ! - 3, Drag mouse to
top-left of text box . build the text box

o BN

ategory 1 Category2 Category3 Category4

1
4. Type or paste .
0 text in the
Category 1 resulting text box Category 4
————————————————— O™ O
01 Key objective is to continue growth in Series 3 8
________________ _D_________________

3.3 Add text to shapes

When you insert shapes (e.g. callout balloons and block arrows) using the
Shapes option in the Hllustrations group on the Insert tab, those shapes can

contain text that becomes part of a shape. Alternatively you could add a text box
as described in 3.2 above.

To add text that becomes part of a shape:
U Select the shape by clicking it
U Type or paste text
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3.4 Bullets and numbers

Adding bullets and humbers

Bulleted or numbered lists are an effective way of presenting lots of text or a
sequential process in a presentation. They can be added as follows:
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a Click Normal in the Presentation Views group on the View tab.

U Select a slide thumbnail you want to add bulleted or numbered text to.

0 Select the lines of text in a text placeholder or table that you want to add
bullets or numbering to.

a Click Bullets or Numbering in the Paragraph group on the Home tab to
apply basic bullets or numbering.
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Changing the appearance of bullets and numbers

You can make changes to the bullet or number style and also change the starting
number by using the Bullets and Numbering drop-downs as follows:

a Place the cursor anywhere on the bulleted or numbered line that you wish
to change. You can change multiple lines simultaneously by highlighting the
text in all of the bullets or numbers you want to change.

U Click the Bullets or Numbering drop-down in the Paragraph group on the
Home tab.

O Select one of the visible styles from the drop-down menu or open the
Bullets and Numbering dialog box by clicking “Bullets and Numbering”
for further options.

Inserting and editing text-based

content
¢ Introduction 1. Select the
bulleted or
* Add text to a placeholder or text box numbered line(s)
* Add text to shapes you wish to change
_* Bullets, numbers and indents

Colours
 Superscript, subscript and capitalization
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3.5 Indents
To create an indented list within a list:

U Place cursor at the start of the line you want to indent (or highlight a
number of lines to indent multiple lines)

U Click Increase List Level in the Paragraph group on the Home tab

You can also do the reverse and move text back to a less indented level as
follows:

U Place cursor at the start of the line where you want to reduce indent (or
highlight a number of lines to reduce indent on multiple lines)

a Click Decrease List Level in the Paragraph group on the Home tab

1. Click start
of line or

Inserting and editing text-basdiale[alle]s
content multiple lines
- * Add text to a placeholder or tey to indent
.....‘“.' * Add text to shapes
| bk * Circles
of :‘ * Block Arrows
= * Call-outs
’ L hs] * Superscript, subscript and capitalization
* Colours
»
:
3
+ Chick to add notes v
et ol 3 | Ot P | S o s (- =

show Review View Add-Ins Expert PDF
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N
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[

2. Click

‘Increase List
Level icon

u Paragraph 3
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3.6

Inserting and editing text-based
content

Add text to a placeholder or text box 3. Result:

Lines are
* Add text to shapes indented
— Circles
- Block Arrows
- Call-outs
* Superscript, subscript and capitalization
* Colours
show Review View Add-Ins Expert PDF ' I

N \If} Text Direction ~

Use the ‘Decrease List
Level’ button to reduce

indent

Colours

Changing the colour of text on a slide

You can change the colour of specific text on a particular slide or all text on all

slides. To change colour on a particular slide:
U Select the text you want to change colour

a Click the down-arrow next to Font Colour in the Font group on the Home

tab
U Click the colour you want.

Note: for more options beyond the standard theme colours click More
Colours.
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Changing the colour of text on all slides

You can change the colour of text on all slides generated from a Master Slide or
associated Layout simultaneously as follows:

u Click Slide Master in the Master Views group on the View tab

a Select the Slide Master or Layout slide where you wish to amend text
colour. Note that if you amend the Slide Master this will change text colour
on all the associated Layout slides. If you select one of the Layout slides
this will change text colour only on slides generated from that individual
Layout slide.

u Select the text you want to change colour

a Click the down-arrow next to Font Colour in the Font group on the Home
tab

a Choose an appropriate colour. As above, click More Colours for more
options beyond the standard theme colours

Note — see section 2.5 above if you need to revise Master and Layout slides.

Changing theme colours

You can change a theme colour whilst still retaining the same theme.
a Click Colours in the Themes group on the Design tab

U Select a colour.
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Superscript, subscript and capitalization

Superscript and subscript formats

To format text as superscript or subscript:

O Select the text you want to format

U Click the Font Dialog Box Launcher in the Font group on the Home tab
0  Select Superscript or Subscript under Effects in the Font dialog box

a Click OK

Note that PowerPoint automatically applies a smaller font size to superscript and
subscript formats. If you wish to apply a larger font size enter a higher
percentage in the Offset.
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4. Amend ‘Offset’ to )
Font style: Size:

change size of = i N
superscript or Regular [=] s F

subscript

Estyle |(none) IZ' Underline color | < =
Effects

Strikethrough [] small caps

Double Strikethrough [] ANl caps

Superscript Offset: |30% = ["] Equalize Character Height
Subscript

3. Click
Superscript or
Subscript

Superscript and subscript

* Example of superscript

Result =

superscript or
* Example of ,pscripe subscript

!

Capitalization

Change the capitalization of sentences, words or paragraphs as follows:

U Select text that needs changing

U Click the Change Case drop-down in the Font group on the Home tab.

a Select an option to apply the capitalization required.

Transihond Bamations | Cide Show | Nevies | View  AJOBH  Giped 50T Desigh | Lisoif

A Yot Draction = —
Woa@edyp W - AL W S-E- ®® gz HTee0ndm St L W
S Algn Test - D . L LD

2. Select
an option

1. Select text

Captaize Each Word

Capitalization

$OGGLE TASE

senTENce Case

1 Alllar ~ACE
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The following table shows the effect of each of the five capitalization options:

Capitalization

senTENce Case Sentence case
LoWer cASE lower case

UpPEr caSe UPPER CASE
capiTALlze eaCH word Capitalize Each Word
Toggle Case tOGGLE cASE

3.8 Changing the direction of text
Text can be displayed in a number of ways including:
U Vertically with stacked letters
U  Horizontally
O  Rotated facing right or left margin
In order to achieve the effect do the following:
U  Select the text you wish to stack or rotate
O  Click Text Direction in the Paragraph group on the Home tab

U  Select the direction you wish the text to take from the Text Direction drop-
down. Alternatively click More Options to launch the Format Text Effects
dialog box

Gr——m———————————| ) — — —————_—_____ -Q
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Add-Ins

Expert PDF

J “lﬁ Text Direction

Review  View
A= | E=mosE | 4=
= = E | aBC
S | >

W
g}
{2
<
f
A
B
C
q
llﬁ More

Horizontal

Rotate all text 90°

Rotate all text 270°

Stacked

Options...

R——

Format

@ &

3. Select an
option from the
drop-down or
click More
Options

i Format Text Effects

Text Fill

Text Outline

Outline Style
Shadow

Reflection

Glow and Soft Edges

3-D Format

3-D Rotation

Text Box

3-D Rotation

Presets:

Rotation
X
Y:
Z:
Perspective:

Text
[] Keep text flat

Object position

Distance from ground:

Reset |

text Effects’
dialog box
displays if you
selected ‘More
Options’.

Set the rotation
options on the
3-D Rotation
tab.

0pt

The following slide illustrates the effect of each of the four main rotation and
stack options from the Text Direction drop-down.
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Text direction
Horizontal 5 =z S
[~ ~
o~ ﬂ t
.~ @
s 2 a
© o c
@ ,>_<.. k
I ©
s < e
o
d

3.9 Fonts

Changing text font on a slide

You can change the text font of specific text on a particular slide or all text on all
slides.

To change font on a particular slide:
U Select the text where you want to change font
U Change font settings in the Font group on the Home tab.

n' "uv " Inent Oevign Trammom Armanony Shde Show Navaw Vew Acd-m Crpent POF Furmat

v . |l Test Direction Bl ]
1. Select text to 8 wagn Teu - @
Chanqe font ' ) Convert 10 Smartan

""] -, Lot * |y :.}‘ .
Theme Farts 2 2 ..
B Calibri (Mesdinas -

= % Calibri ety
Recently Used Fants

"% Arial

All Fonts

' Fonts
Aoy FY °
% Aharoni "o TaN (¥ 0
, & ALGERLAN Original font = Arial 36 point
1‘ Andaxi TPy |

B Aneveetiow nind
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2. Change the font
settings as applicable...

Size (in points)

Italics Shadow

Underline

Clear all
fonts from
current
selection

Capitalization
(CEERCENIE)

Spacing

Strikethrough

Colour

The following slide illustrates the effect of each of the main font options from the
Font group on the Home tab shown above.

Arial 28 point

Arial 28 point - Bold
Arial 28 point - Italics
Arial 28 point - Underline

Arial 28 point — Shadow effect
Arial 28 poi Strikat I

Fonts

Arial 28 point-spacing(very loose)

Arial 28 point- grey colour (bold)
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Changing text font on all slides

You can change the font on all slides generated from a Master Slide or
associated Layout simultaneously as follows:

u Click Slide Master in the Master Views group on the View tab

O  Select the Slide Master or Layout slide where you wish to amend text font.
Note that if you amend the Slide Master this will change font on all the
associated Layout slides. If you select one of the Layout slides this will
change font only on slides generated from that individual Layout slide.

O  Select the text where you want to change font
a Choose appropriate font settings from the Font group on the Home tab.

Note — see section 2.5 above if you need to revise Master and Layout slides.

3.10 Paragraph settings

We’ve already seen the bulleted and numbered lists plus indent function in action
from the Paragraph group of the Home tab. Other useful functions to note
include:

(| Alignment — Left, center, right, justified

a Line and paragraph spacing options

This can best be illustrated with an example:

Paragraph settings

Left aligned Line spacing—-1.0
Centre aligned Line spacing—1.0
Right aligned

Line spacing—-1.5

Justified  alignment Line spacing - 1.5

(active over multiple
lines) Line spacing- 2.0

Line spacing-2.0
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3.11 AutoFit

AutoFit helps ensure that title text and body text automatically fit in a placeholder.
This can be illustrated as follows:

Using the AutoFit function when
we have lots of text to fit in

This is the size of the title placeholder above
Prepared

without
* Text entered into a AutoFit

limited sized
placeholder without
AutoFit selected.

* Point 1

* Point 2

This is the size of the
placeholder on the left

Using the AutoFit function when we
have lots of text to fit in

This is the size of the title placeholder above

* Textenteredintoa

Prepared
using
AutoFit

limited sized
placeholder with This is the size of the
AutoFit selected. placeholder on the left
* Point1
* Point 2

Note how both the title and body placeholder contents have automatically shrunk
to fit them into the available placeholder area. This occurred after having
switched on both title and body AutoFit.

To switch AutoFit functionality on or off:

0 Click Options under Help on the File tab

U Click Proofing in the left pane of the PowerPoint Options dialog box
O  Click AutoCorrect Options
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O  Select the AutoFormat As You Type tab

U Clear or check the following check boxes as applicable:

e AutoFit title text to placeholder
e AutoFit body text to placeholder
0 Click OK then OK

Recent

General @l
Proofing } 2. C"Ck
| sove AutoCo ‘AutoCorrect
Shcamege: Options’ on the
Proofing tab
Advanced

Office programs

I Customize Ribbon [Z] 1anare wards in 1IDDERCASE

i | AutoCorrect |
AutoFormat As You Type | Actions | Math AutoCorrect | I

Replace as you type
"Straight quotes" with "smart quotes”
Fractions (1/2) with fraction character (12)
Ordinals (1st) with superscript
Hyphens (--) with dash (—)
Smiley faces :-) and arrows (=== with special symbuols
Internet and network paths with hyperlinks
Apply as you type
Automatic bulleted and numbered lists
AutoFit title text to placeholder
AutoFit body text to placeholder

orrects and formats your text.

AutoCorrect Options...

3. Set AutoFit
title and body
check-boxes
as applicable
then click OK /
(0]1¢

Note how the AutoFit options impact editing behaviour across the whole

presentation as they are global settings.
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3.12 Find and replace

Find

The Find function can be used to locate text strings with an option to make the
search case sensitive.

To find a text string:

U Click Find in the Editing group on the Home tab
U Enter the text search string in the Find dialog box
U Click Find Next

-9_grre
#4 Find

3. Replace ~

lg Select ~

" 2a. Enter text
Editin .
2 search string 3. Click
‘Find Next’

Find what:

2b. Click if you
want search to
be case The next
sensitive occurrence of the
text string has
been highlighted

Replace

The replace function can be used to replace search text with replacement text as
follows:

U Open the Replace dialog box using one of the below methods:
e Click Replace in the Editing group on the Home tab; or
e Click the Replace button on the Find dialog box
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a Enter the text search string in the Find What prompt
U Enter the replacement text in the Replace with prompt
U Either:
e Click Replace to replace instances of the search text one by one; or

e Click Replace All to replace all instances of the search text at the
same time

23 Replace ~

l¢ Select ~ 2b. Enter
replacement
text

Editing

2a. Enter
search text

"Replacel

Find what: 3. Either click
‘Replace’ or
‘Replace All

Example text

Replace with:
E Idead

/
2c. Click if you || ——
["Imatch case want search to
| |Find whole words only be case
sensitive

(IVﬁcrosoft PowerPoint

—

4. If you clicked ‘Replace
All' you will see an
information box confirming
how many instances of the
search text were found and
replaced
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BUSINESS PLAN
@ Highlights

Result: Five instances of
“Example text” have been
replaced with “Ideas”
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4 THE OFFICE BACKSTAGE VIEW IN MICROSOFT POWERPOINT

Section overview

m  The Office Backstage view in Microsoft PowerPoint
m  Comparing the Office backstage views of PowerPoint and Excel

4.1 The Office backstage view in Microsoft PowerPoint

We first saw the Office Backstage view when introducing Microsoft Excel in
chapter B1. As a reminder, the Office Backstage view is everything that you do
TO a file that you don’t do IN the file. For example creating, saving and setting
options.

The Backstage view in Microsoft PowerPoint is almost identical to that in
Microsoft Excel so you are already familiar with most of its features. Once again
you access the Microsoft Office Backstage view in Microsoft PowerPoint by
clicking the File tab within a PowerPoint presentation.

Home Insert Design Transitions Anit

Click File tab to

open
Backstage view

4.2 Comparing the Office backstage views of PowerPoint and Excel

Let’'s compare the backstage views from Microsoft PowerPoint and Microsoft
Excel to demonstrate just how much you already know about using PowerPoint
without even realising it.
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The key differences in functionality you are likely to encounter between the
Backstage options are:
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Option Comment

Info e Both applications allow users to ‘Mark as Final’,
‘Encrypt with Password’ and ‘Add a digital signature’.

e In addition to these three options Excel also allows
users to protect the current worksheet and the
workbook structure

Printing The printing Backstage options are broadly similar except
that PowerPoint includes some extra print layout options
tailored to presentations. These include:

e Layout: Full page, notes or outline
e Number of slides per page

Save & Send The core options are the same but PowerPoint offers
some extra file types including:

e Broadcast slide show

e Publish slides

e Create video

e Package presentation for CD
e Create handouts

Options e As you would expect there are a number of
differences in the Options group with options tailored
to workbooks in Excel and presentations in
PowerPoint.

e For example, Excel includes ‘Formulas’ options
whereas PowerPoint includes ‘Presentation’ options
(within Advanced)
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5 PRINTING

Section overview

m  Previewing presentations before printing

m  Printing presentations

m  Print examples

5.1 Previewing presentations before printing

still be required.

Definition: Print preview in Microsoft PowerPoint

Print preview allows you to see on-screen exactly how the presentation will look
when you proceed with printing it to paper (or another output file). This saves both
time and money by avoiding wasteful print-runs when further amendments may

To preview a presentation either click on File tab, click the Print Preview icon or

press CTRL + F2

‘Print Preview’ icon

Microsoft PowerPoint training

Slide 1

Prister O O

2 Phoson q

e o s

Settings

Prize All Shcber

Navigate

multiple

pages here
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5.2 Printing presentations

Continuing the above example once you're in the print preview screen select
appropriate print options, double check the preview on the right hand side, then
click Print.

1. How many copies do
you want to print?

2. Select which
printer to print to 3. Print the whole

presentation or

nter

HP Photosmart 5520 series (Net.. o specific slides?
¥ Ready
New Printer Properties
Setting 4. Select how many
— . Print All Stides slides per printed page,
Save & Send = Print entire presentation slide ordering (horizontal
Slides: ‘ or vertical) and whether
5. Single or . 3 Siides to frame printed slides.
1 Handouts (3 siides per page) See below for examples.

duplex printing?

Print on Both Sides

Rl PIQs 00 fong dge 6. Collated (e.g. 123, 123)
Py Colated or uncollated (11, 22,
123 123 123 33)?

] Portrait Orientation

7. Portrait or
landscape?

8. Black+white, grayscale
il coo or colour

5.3 Print examples

The below examples illustrate the various options available for printing
presentations under point 4 above.

Note that 6-horizontal and 9-horizontal follow the same pattern as illustration 7,
and 6-vertical and 9-vertical follow the same pattern as illustration 8.
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lllustration 1 - Full page
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Priet om 3ah Sides

b paged on beg

Microsoft PowerPoint training

Slide 1

1 ctize " Cap> |
lllustration 2 - Notes
P Bt Debgt  Traniem Aknalorn Tels Thim  Meded  Vew  Addan  Expent POV
Swve
W f Primt
B e
STos ‘5‘ Copier 1 2
L]
4 Chw \
Info Printer
Recent »:::'ﬁ'mamw 5520 peries (Network) X i g
ity MRS Pedndial
New Bumer Bupeties Slide 1
EE
Prive AN Saces =
et ik evive Oresemamon Presenter notes should be written
Help e here
Notes Pages
d Cotiors —J Pin 1iides wies s =
G e g WMiee on Both Sioes S
= Filp pages on ong edge
o Collated
- Pl -
i 11
] Portrait Orentation -
'
. Colut -
Dot Beager i Foote! 1 of1z e as =
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lllustration 3 - Outline
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lllustration 4 - Handouts: 1 slide per page
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lllustration 5 - Handouts: 2 slides per page
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lllustration 7 - Handouts: 4 slide per page horizontal
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lllustration 8 - Handouts: 4 slides per page vertical
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6 CHAPTER REVIEW

Chapter review

Before moving on to the next chapter check that you now know how to:

m Create new original PowerPoint presentations or base presentations on an
existing presentation or template

Create and edit your own templates
Work with slide Masters and Layouts
Insert and edit text-based content including:

Add text to a placeholder, text box or shapes

Work with bullets, numbers, indents and colours

Edit fonts including superscript, subscript, capitalization, paragraph settings and
changing the direction of text

Use the AutoFit function
Work efficiently with the Find and Replace facility

Recognise and use components of the Office Backstage view in PowerPoint

Print from Microsoft PowerPoint
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INTRODUCTION

Learning outcomes

LO 5.3.1 Demonstrate performance-level knowledge of inserting and editing tables,
charts and other objects in the presentation

LO5.3.2 Use appropriate PowerPoint features to insert pictures, videos, graphs and
other objects in the presentation

Exam context
The previous chapter dealt with setting up, editing and structuring basic presentations.

Chapter D2 builds on this foundation and shows us how to bring presentations to life with
visual (and audible) aids. These aids help make presentations more memorable and
enjoyable for the audience and also assist the presenter in communicating their message
more effectively.

By the end of this chapter students will be able to:

m Insert and edit tables

m Insert and edit images including photos, Clip Art and screenshots

m Insert and edit illustrations including shapes, Screen Art and charts.
m Insert and edit media including both video and audio
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1 INTRODUCTION

Section overview

m  Using visual aids in presentations

1.1 Using visual aids in presentations

As the average business person becomes much more computer literate so the
level of sophistication expected within presentations also increases. This is
where incorporating visual aids in presentations can really enhance a
presentation’s effectiveness.

This chapter is split into four sections covering tables, images, illustrations and
media.

Tables

In the tables section you will learn how to create a table in Microsoft PowerPoint,
import tables from Microsoft Word and Excel, enter text into tables and modify
their design and layout.

Images

In the images section you learn how to incorporate pictures, Clip Art and Screen-
shots in our presentation.

Illustrations

In the illustrations section you will learn how to include shapes, SmartArt, charts
and graphs in your presentations.

Media

In the media section you will learn how to add videos and audios to your
presentations.
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2 TABLES

Section overview

Introduction
Create a table in Microsoft PowerPoint

Copy and paste a table from Microsoft Word

Copy and paste cells from Microsoft Excel

Insert an Excel worksheet into Microsoft PowerPoint
Entering text into a cell

Modifying a table’s design and layout

2.1 Introduction
There are four main methods to add a table to a PowerPoint presentation:
U Create a table in Microsoft PowerPoint
U Copy and paste a table from Microsoft Word
U Copy and paste cells from Microsoft Excel
U Inserting an Excel worksheet into Microsoft PowerPoint

In this section we cover each of the four methods above for adding tables to
presentations and also consider how to add text to a table plus modify the table
design and layout.

2.2 Create a table in Microsoft PowerPoint
To create a table in Microsoft PowerPoint:
U  Select the slide on which you want your table to appear
O  Click Table in the Tables group on the Insert tab
O  To create the table either:

¢ Click and move the pointer to select the number of columns and rows
you need in your table, then release the mouse button

e Click Insert Table then enter the Number of rows and Number of
columns

Blld @ - T
Home Insert Desigr
R ) E® i |
‘ Oall BE @+ "
Table | Picture Clip Screenshot P

* Art i All
Tables Images
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Create a table in Microsoft PowerPoint

2a. Drag

mouse to Note you see a
define table preview as you
dimensions drag the mouse
then release

N | | |
EEEEEEEEEN :

E  Insert Table... 2b (I) .
7 | praw Table Alternatively click
- ‘Insert Table’

E Excel Spreadsheet

‘ — 2b. (ii) Then enter
Number of columns: | | the number or
' columns and rows
and click OK

Number of rows:

Table is
now
created

Create a table in Microsoft PowerPoint
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2.3 Copy and paste a table from Microsoft Word

To copy a table from Microsoft Word then paste it into a Microsoft PowerPoint
presentation:

a In Word:
e Click the table you want to copy

e Click the arrow next to Select in the Table group on the Layout tab
under Table Tools

o Click Select Table

e Click Copy in the Clipboard group on the Home tab (or press
CTRL+C)

U Back in your PowerPoint presentation:
e Select the slide where you want to copy the table to

e Click Paste in the Clipboard group on the Home tab

¢ Re-format the table layout and design as appropriate

_Employee ID Surname  Department

Salary

XYZ2501 Noon Sales 100,000
1. Click XYZ2502 Paracha  Sales 80,000
table in XYz2503 Passi Marketing 70,000
XYZ2504 Paswal Operations 40,000

Hierd XYZ2505  Punukhel Operations 45,000

XYZ2506 Rathore Manufacturing 18,000

Tabie Tools

Page Layour  Refersnres  Malings  Fewew  View  EmenPOF | Design  Layout

& . ol R w9
E B E-E-E ®B® T aagbcend| AaBbceDd
Paste P B 7 U = e T ¥ Normal | ¥ No Spating
Clpbowra 1a raph
Copy (Ct1. O 00 R S RO ] 4| W& 7 -8 (w910 feNEE S
Copy the sslocton and putt & on the
Cipbuard
._.I.....,._-_,
5
=i
i
=t
|
¥ -{ it o7 e o S
=l Manufacturing 18,000
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4a. In PowerPoint

click Paste (Home
tab) on the slide
where you want

the table to appear

Clipboard F
4b. Raw table
as pasted in
Copy table from Microsoft from Word

Copy table from Microsoft Word

Employee ID Surname Department Salary

5. Result: Final table
after amending
layout and design

2.4 Copy and paste cells from Microsoft Excel

Similar to when we copied a table from Microsoft Word into Microsoft PowerPoint
above it is also possible to copy cells from a Microsoft Excel worksheet into a
PowerPoint presentation. To do this:
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d In the Excel worksheet:

¢ Highlight the cells you want to copy (click the upper-left cell of the
group then drag to select further cells)

e Click Copy in the Clipboard group on the Home tab
U Back in PowerPoint:

¢ Click the slide where you want to paste the cells

e Click Paste in the Clipboard group on the Home tab

e Re-format the table layout and design as appropriate

Home Ins: Formulas Data Developer Review

7 ) i - o= =

ﬁj . C A = = -~ =" Wrap Text

Paste . B 7 U -~ S A =E =E E| £ E B Merge &t

S 5 e ] B B i o i 1. Highlight

Clipboard @& Font Iy Alignment Ce"S to
! E7 v @& _f.;‘ 0.1% copy in
‘ A | B e D [ E Excel
1 |Market index Current value Trend Variation % variation
_ 2 |Dow Jones 14253.77 Up 125.95 0.89%
_ 3 |Nasdaq 3224.13 Up 42.1 1.32%
4 |FTSE 100 6431.95 Up 86.32 1.36%
5 |Dax 7870.31 Up 178.63 2.32%
_6 |Cac40 3787.19 Up 77.43 2.09%

7 |BBC Global 30 6892.79 Up 6.79 0.10%

2

3a. In

PowerPoint
click Paste
(Home tab) on
the slide where 23
you want the Paste
table to appear - 7

Clipboard F

Copy cells from Microsoft Excel

Market index Cument valee Trend  Variation % variation

3b. Raw table Dow Jones 1425377 Up 175.85 0.55%
. X Nasdagq 3224.13Up 421 1.32%
as pasted in FTsE100 s43L.85Up 8632 1.36%
Dax 7EFO.ILUR 17853 2.32%

from Excel cacao 7 asup 7743 205t
BEC Global 30 EB52.75Up £.75 0.10%
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Copy cells from Microsoft Excel

14253.77
3224.13
6431.95
7870.31
3787.19

BBC Global 30 6892.79

4. Result: Final table
after amending
layout and design

Market index_| Current value | _Trend | _Variation | % variation _

Up
Up
Up
Up
Up
Up

PowerPoint training

125.95 0.89%
42.1 1.32%
86.32 1.36%
178.63 2.32%
77.43 2.09%
6.79 0.10%

2.5 Insert an Excel worksheet into Microsoft PowerPoint

PowerPoint allows us to insert and embed an Excel worksheet into a
presentation rather than copying from worksheet cells then pasting them into a
PowerPoint table.

The insert and embed approach has the benefit that many Excel features are
retained in the embedded worksheet including functions, formulae and data
import features.

To insert an Excel worksheet into a presentation:

a
a
a

a

Select the slide where you want to embed a worksheet

Click Table in the Tables group on the Insert tab

Click Excel Spreadsheet. This opens a blank worksheet embedded in the

current slide.

To enter text in the worksheet click a cell and enter text. Edit other cells
then click outside the table once complete.

To edit the worksheet after it has been deselected, double-click the table to re-
activate worksheet view.

You can also format the worksheet (e.g. fonts, shading and column widths) whilst

the worksheet is activate (double-clicked).
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) )
File Home ] Insert | Design Transitit

o Em 7 E

bd B o EH

Picture Clip Screenshot Photo | Shag
Art % Album ~

Insert Table

1 |

1. Click Excel
Spreadsheet from the
Insert Table menu

Insert Table...

=
E@' Draw Table

@ Excel Spreadsheet

| e |

Insert Excel worksheet

% 5 : A blank worksheet is

! £ opened and

M4 p]4p]] embedded in the
current slide

 J -
- e R e L L -0
™~ B U oAy mall e e ons N 9y = 4
K e N S s B 2. Enter text into
oo R the workbook and
L E— update format and
I layout as
R - applicable.
1!’"‘"' b o w) b
ey Drag the borders
| e——m o el el to resize the
"W i SR : visible area of the
o worksheet

2
)
[ & 1o ack ot

I ~l§1n£9‘
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Result: an

Insert Excel worksheet embedded

worksheet
Market index Currentvalue Trend Variation % variation
Dow Jones 14253.77 Up 125.95 0.89%
Nasdaq 3224.13 Up 421 1.32%
FTSE 100 6431.95 Up 86.32 1.36%
Dax 7870.31 Up 178.63 2.32%
Cac 40 3787.19 Up 77.43 2.09%
BBC Glohal 30 6892.79 Up 6.79 0.10%

2.6 Entering text into a cell
To enter text into a cell in a table:
U click inside the cell
U enter new text or edit existing text
U click outside the table to save the text

Outstanding balance

Baloch

° Gopang

Khosd

Click and
type

2.7 Modifying a table’s design and layout

When part or all of a table is active (e.g. because you clicked in a cell, or
highlighted a number of rows) two new tabs appear on the PowerPoint ribbon
under Table Tools:

U The Design tab
U The Layout tab
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The Design tab

Style Draw

colours borders

Style
options

Shading, borders
and other effects

The best way to explore the Design tab is to create a table yourself then click on
each of the options to see what impact they have.

To briefly summarise:

Design option Description

Style options

Highlight rows and columns in a different colour
to mark them as headers (first) or totals (last)

Banded rows/columns means alternating light
and dark row/column shading to help users
identify different rows or columns when reading
the table

Style colours

Select one of the default table colour schemes

Shading, borders and
other effects

Shading: Change the fill colour of the selected
cells

Borders — add or remove cell borders around
the selected cells

Effects — Add effects such as bevel, shadow or
reflection

WordArt styles

Apply WordArt styles to selected text

Draw borders

Allows users to quickly add or remove cell borders
having changed the mouse to a pen
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The Layout tab

Rows & Columns Table size

Arrange

As with the Design tab the best way to explore the Layout tab is to create a
table yourself then click on each of the options to see what impact they have.

To briefly summarise:

Layout option Description

Table e Select a row, column or the whole table

e Switch ‘View Gridlines’ on or off

Rows & Columns Insert or delete columns or rows

Merge Merge or split cells

Cell size e Change the width of columns and height of
rows

e Distribute Rows creates rows of equal height
within the existing overall table height.

e Distribute Columns creates columns of equal
width within the existing overall table width.

Alignment Users can select to left/center/right align text on the
horizontal axis or top/middle/bottom align text on
the vertical axis.

Table size Users can enter specific row heights and column
widths in cm
Arrange Various options including where the table appears

on a slide (align) and whether it takes precedence
against overlapping objects (Bring Forward) or
ranks lower (Send Backward)
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Changing column width or row height

To change the width of a column or height of a row you can use options on the
Layout tab as described above, or:

O click one of the boundaries between cells or an outer boundary of the table

U drag the boundary to re-size

=<3

Baloch PKR 32m Click and
- ICK an
© Gopang PKR21m

drag
Khosa boundary

Sheikh

PKR 16m

[Customar [ oustanaingbance Boundary

Baloch PKR 32m has now
— re-sized

- Gopang PKR21m
Khosa PKR74m

Sheikh PKR 16m

Add a row or column to a table

To add a row to the table you can use options on the Layout tab as described
above, or:

d To add a new bottom row, click inside the last cell of the last row, then
press TAB; or

0 To add a new row part way through a table
¢ Highlight a row
¢ Right-click
¢ Select one of the options under ‘Insert’. E.g. ‘Insert Rows Above’

Note that you can add multiple rows simultaneously by highlighting multiple rows
before right-clicking. Note that the same number or rows will be added as were
highlighted.

To add columns use the same process as above for adding rows, except choose
one of the column options under ‘Insert’.
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Calbn Body, t AW ;I
s/ EERY -2 s v X
Lreate a table in Microsoft PoVIEREETE)
o b row then
o iiniG _ right-click
T ' Outstanding balance
A for PXR32m
= Qubet ’ PKR 21m
;
2 e ' v Leh ¥ jren
et 1o the Bught - ol
& s : ? oo 2. Select an option
¥ > : CT— under ‘Insert’. E.g.
L s e Insert Rows Above
:lld(toadd o lecy Tuble o 7
D fomatups- | =

Outstanding balance

New row has

Baloch PKR 32m

eennensersed appeared above

Gopang PKR21m the highlighted
row

Khosa PKR74m

Sheikh PKR 16m

Delete rows or columns from a table

To delete rows or columns from a table you can use options on the Layout tab
as described above, or:

U Highlight the rows or columns to be deleted
U Right-click
(W Select Delete Rows or Delete Columns as appropriate
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Calidri Sody -1 - a e

s EEIA-2- -7 . i 1. Highlight
create a table in Microsoft PowerPo ro\,es ogr
: columns to
: 2t delete then
T T right-click
A -
= PXR 74m
. PR 16m
¥ et
& Deete Sz 2. Click Delete
¥ Ocfete oigen Rows or Delete
B Mvge C Columns
3 Sple Cgis
B teeq Tae
es
Y g e EETEE

|
|

Outstanding balance

Baloch PKR32m

—— Rows have
Khosa PKR 74m been deleted
Sheikh PKR 16m
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3 IMAGES

Section overview

m  Pictures
m  Clip Art
m  Screen-shots

3.1 Pictures

Insert a picture from a file

You can add pictures into your presentation from files saved on your computer.
First, you will need to save the picture files to your computer perhaps from a
scanner, transferred from an external device like a smart phone or camera, or
alternatively a saved picture attachment from an email.

To insert a picture from a file:
U Click the slide where you want to insert the picture
O Click Picture in the Images group on the Insert tab

U To add a picture, locate the picture you want to insert using the file
manager then double-click it. Alternatively you can add multiple pictures by
pressing and holding CTRL while clicking all the required pictures then
pressing Insert.

U You can resize the picture by selecting it then dragging a sizing handle

Home Insert | Design Tre

= [ B [ =
(T — HE e G

T Picture

able Clip Screenshot Photo
v Art 04 Album ~
Tables Images

reh Sy Pictives

Organize » New foider = = P 7 )

P Microsoft PowerPoint Pictures library

picture(s) to | =
insert. Use - >
the CTRL
Cheysanthemum Desert Hydrangeas
key to select . 7 o
H | ~ ’ 4
multiple -
pictures.
Koala Lighthouse Penguins

fie name: “Lighthouse™ “Penguins” “Koala
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Insert a picture from a file
. |

4. Re-size
inserted
pictures as
necessary

Insert a picture from the Web

To insert a picture from a web page:

U  Right-click the picture you want on the Web page
0  Click COPY from the menu
O  Click the slide where you want to insert the picture
U  Right-click and select the PASTE option (or press CTRL+V)
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Open ok

Open lnk in new tab
Open ok in new window
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Set as background

cut
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3.2 ClipArt

Definition: Clip Art
o)

Clip Art describes pre-drawn pictures and symbols that users can add to their
PowerPoint presentation. Clip Art is used extensively in both personal and
commercial presentations and has evolved to include a wide variety of content, file
formats and illustration styles.

Clip Art is generally composed exclusively of illustrations (hand-drawn or computer
generated) rather than photography.

To add a Clip Art image to your presentation:
O  Select the slide you wish to add Clip Art to
a Click Clip Art in the Images group on the Insert tab

O  Type a word or phrase describing the Clip Art you want in the Search for
text box in the Clip Art task pane — for example “Accountant” or
“Presentation”

a Click Go.

O  Choose an appropriate image from the results list shown. To insert it into
the presentation click the image.

a Re-size the inserted image by clicking and dragging an edge or corner

Home Insert Design Tra

L -

Table Picture Clip Photo
d Art Y Album
Tables Images
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-| Clip Art
Search for:

|Accountant

4. Click an
image to

2. Enter
search text

Accountant

5. Re-size
inserted
images

Clip Art example

Presentation

3.3 Screen-shots

Definition: Screen-shot
o)

looks like.

A screen-shot is a photograph of the display on a computer screen. This is typically
used to demonstrate the operation of a program or communicate what a window

A screen shot can be taken of a particular window (e.g. Microsoft Excel, PowerPoint
or Word), the whole desktop, or an area defined by the user.
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To add a screen shot to a presentation:

U Click Screenshot in the Images group on the Insert tab

a Either
Click one of the windows to insert a picture of; or

Click Screen Clipping then drag the mouse over the screen to select
an area to photograph and insert

Home | Insert ‘ Design
: s 7] La
BE |

Table | Picture Clip
Art "

Slide Show

nimations

L “ =) .
|Screenshot| Photo | Shapes SmartArt Chart | Hyperlink Ac

v

Album ~
o

v

Available Windows

: -m!l:‘.‘“:‘u

2. Select an image, or
click Screen Clipping

and select an area to
photograph using drag
and drop.

‘,,_—.,4- Screen g“pping

Insert Screenshot

In this example the
Excel window was
selected for inserting
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4  ILLUSTRATIONS

Section overview

m  Shapes
m  SmartArt

m Charts and graphs

4.1 Shapes

Definition: Shapes
;)

Shapes are pre-defined graphics that include lines, geometric shapes, arrows,
equation shapes, flowchart symbols, banners, stars and callouts that can be added
to presentations either individually or combined into more complex shapes.

Add a shape to a slide

To add a shape to a slide:

a Click Shapes in the Drawing group on the Insert tab
O  Select a shape to add

O  Click on the slide where you want to insert the shape
a Drag and release to place the shape

Note: to retain the pre-set dimensions of a shape press and hold the SHIFT key
whilst you drag.

(BT -

home Poent Design Trantition

1

Jaz1) 3 | ]

SIS BN a4 g (| 4

Table Puture o  Soaeemhot Photo  Shapes Sma
A0 . Albomn * -

100 Recently Used Shapes -
98\ \OooAlLLD S

2
Lines
. Yl My oy MOY-
Rectangles
) 2. Select a
shape to add

15
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Add a shape to a slide

3. Click
and drag to

insert the
shape

Add multiple copies of same shape to a slide
To add multiple copies of same shape to a slide:

Click Shapes in the Drawing group on the Insert tab

U Right-click the shape you wish to add multiple times

U Click Lock Drawing Mode option

U Click on the slide where you want to insert the first shape

U Drag and release to place the shape

a Repeat the above two steps until you have added all the shapes you want
then press ESC to exit Lock Drawing Mode

Home Insert Design Transitions Anim 1. Right-click

------

- 3 EE f-H shape to add

- b i+ Q r P sz' pe 1o .
. - ‘ multiple times

Table | Picture Clip Screenshot Photo ||Shapes|SmartArt

i Art ¥ Album - 0
TaH
: 7Recently Used Shapes

— P

2. Select Lock
Drawing Mode

A ||lustration

Lock Drawing Mode
Add Gallery to Quick Access Toolbar 3. Click & Drag to

P RN i

Add text to a shape

To add text to a shape:

a Click the shape you want to add text to

U Type your text

Note: you can use the font and paragraph options on the Home tab to format the
text.
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Add a shape to a slide

1. Click a
shape to add
text

2. Start typing

Add text to a shape

You can use
the font and
paragraph

Comparison options on the
home tab to
format the text

Add a quick style to a shape
To add a quick style to a shape:

U Click a shape you want to apply a new or different Quick Style to. You can
select multiple shapes simultaneously by holding down the SHIFT key.

U Select a Quick Style in the Drawing group on the Format tab (under
Drawing Tools which appears when shapes are selected).
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1. Select
shape(s) to
add a quick
style to

3. Select a
style

Add a quick style to a shape

Comparison

Result: quick style has been
added to selected shape(s)

Delete a shape

To delete a shape:

a Click the shape you want to delete
a Press the DELETE key
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4.2 SmartArt

.,D Definition: SmartArt
& The SmartArt facility enables users to create simple and effective diagrams,
organization charts and flow charts.
SmartArt offers an effective alternative method of presentation for bulleted lists
and text-only slides. This is particularly useful given that illustrations improve
understanding and memory. lllustrations also better encourage action.
Create a SmartArt graphic

To create a SmartArt graphic:
U Click SmartArt in the lllustrations group on the Insert tab

O  Click the type and layout you want in the Choose a SmartArt Graphic
dialog box then click OK to insert the graphic

(W Click the Text prompt in a SmartArt graphic component then type your text

Home Insert | Design Transitions Animations Slide ¢

,,,,,,,

- , ER [ g » 1 &
M B & EH P 24 @
Table | Picture Clip Screenshot Photo | Shapes SmartArt

i Art 24 Album ¥
Tables Images Hlustrations

e Hierarchy
o Relaticaship
#  Matnx

% Pyramid

y Picture

Use to represent & conbinung sequence of
S0ges, tasks, or events in 3 circular flow,
2. Choose a Emphasizes the stages of steps rather than the
. oy connecting arrows or flow., Works hest with
graphic style & Leved 1 text only,
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Create a SmartArt graphic

Set
objective

Perform

Continue
to
perform

Efefl_n_e 4. Enter text at
objective the text prompt
inside each
component

PowerPointtraining

Add shapes to a SmartArt graphic

To add shapes to a SmartArt graphic:

U Click the SmartArt graphic you want to add another shape to

a Click an existing shape closest to where you want to add the new shape

U Click the Add Shape arrow in the Create Graphic group on the Design tab
under SmartArt Tools

O Select either Add Shape After or Add Shape Before

..... v anl Lapent ¥y ey b

A A gl s o - I
L M f - i ."J . . .- .

5 Sl rlee se UL o0 e

Create a SmartArt graphic 1. Click
s 2. Add an

L —— Shape existing
—» I After or shape
P Sl Before

| —
e ﬁ

B wioisnsiboom "
.~ o—

o
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Create a SmartArt graphic

v

Delete shapes from a SmartArt graphic

3. New shape has
been added after

To delete shapes from a SmartArt graphic:
U Click the shape you want to delete then press the DELETE key.

U To delete an entire SmartArt graphic click the SmartArt graphic border and
then press DELETE

Change colours of an entire SmartArt graphic
To change the colours of an entire SmartArt graphic:
O Click a SmartArt graphic

U Click Change Colours in the SmartArt Styles group on the Design tab
under SmartArt Tools

(W Click the desired colour variation to apply a colour scheme to the selected
SmartArt graphic

1. Select graphic

urs of an en
graphic

2. Select a colour
variation e.g.

Dark 2 Outline

© Emile Woolf International 421 The Institute of Chartered Accountants of Pakistan



Introduction to Information Technology

Change colours of an entire SmartArt
graphic

Result: Dark
2 Outline
has been

applied

PowerPointtraining

Apply a SmartArt style to a SmartArt graphic

To apply a SmartArt style to a SmartArt graphic:
0  Click a SmartArt graphic

U Select a style in the SmartArt Styles group on the Design tab under
SmartArt Tools

2. Click on
a style to

apply it

1. Select
graphic
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4.3 Charts and graphs

Definition: Charts and graphs
o)
[ "

There are many kinds of data charts and graphs that can be added to Microsoft
PowerPoint presentations including column charts, line graphs, radar graphs,
bubble graphs, doughnut charts, surface charts, stock charts, scatter graphs, area
graphs, bar charts and pie charts.

Add a chart or graph to a presentation
To add a chart or graph to a presentation:
U Click Chart in the lllustrations group on the Insert tab

O Select the type of chart you want in the Insert Chart dialog box then click
OK

This inserts a standard default chart into the presentation and also opens an
Excel worksheet with the underlying data. You can edit the data in the worksheet
then close the worksheet once complete.

Home Insert | Design Transitions Animations

T EHE L B D ™

Table = Picture Clip Screenshot Photo @ Shapes SmartArt Chart
i Art 24 Album ~ ¥

Tables Images Hlustrations

Insert Chart ‘ Li

[ Templates

Column 7 o = '

Line

Pie

Bar

Area

XY (Scatter)
Stock

Surface

eRERED Me|K E

Doughnut

0@
oo

Bubble

%

Radar

[ Manage Templates.
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Add a chart or graph e T
basic chart is
Sales displayed

W 1st Qtr
m 2nd Qtr
® 3rd Qtr
m 4th Qtr

Home Insert Page Layout Formulas Data Developer Review

% % Calibri 1l A A = EE] P~ =F Wrap Text
Ex -

Paste > B / U-|H- &-A- EE = £ | & Merge & ¢
Clipboard & Font F} Alignment
| Al
A The underlying data is also
displayed in an Excel
TstQur worksheet. You can edit the
nd data values and change the
nd Qtr : data range in Excel before
3rd Qtr : closing the workbook.
4th Qtr

To resize chart data range, drag lower right corner of range.

O 0~ W M=

To subsequently edit the underlying data either:
a Right-click the chart or graph then click Edit Data; or
U Click Edit Data on the Chart Tools-Design tab

This will re-open the underlying Excel worksheet allowing further editing of the
data values and range.
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- ~ A A  Series "Sales" .]

B I E=EI= A 'ﬁ',_gf ¢4
Delete
&3 Reset to Match Style
i Change Series Chart Type...
[X Edit Data..
@ 3D Rotation...
Add Data Labels ' Right click on the chart
. = and select ‘Edit Data’ to
y . . re-open the underlying
ﬁ Format Data Series... Excel worksheet.
R |
Home Insert Design Transitions A . e
— Alternatively click “Edit
i | ; ==z === I Data” on the Chart
i o F R ey |
Tools-Design tab
Change Save As Switch Select  Edit=": st
Chart Type Template | Row/Column Data Data Data

Type Data

Insert a linked Excel chart

Rather than create a new chart in PowerPoint and enter new data you can base
a chart on an existing Excel worksheet. This creates a link between the
PowerPoint presentation and the Excel worksheet.

To insert a linked Excel chart in PowerPoint:
d In Excel:

e Open the Excel workbook containing the chart you want to link. Note —
the workbook must have been saved.

¢ Select the chart by clicking it
¢ Click Copy in the Clipboard group on the Home tab
u In PowerPoint:
e Select the slide where you want to insert the chart
e Click the Paste arrow in the Clipboard group on the Home tab

- If you wish to retain the look and feel of the chart as it appeared in
Excel select Keep Source Formatting & Link Data

- Alternatively select Use Destination Theme & Link Data
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16 X¥22515  Spal 33,000
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Home Insert Design
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‘Paste’ in = l:] =) Layout -

PowerPoint 5 Reset

New )
% 7 | slide~ O Section ~

Clipboard & | Slides
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Result: Linked NN

chart now
appears on
the slide Insert a linked Excel chart
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1
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In order to capture any changes in the underlying Excel chart the link must be
refreshed. To refresh the link:

U Click Refresh Data in the Data group on the Design tab under Chart
Tools
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You can also re-open the linked worksheet as follows:
U Select the chart by clicking on it
O  Click Edit Data in the Data group on the Design tab under Chart Tools

Transitions Anim
Re-open the _
worksheet in » == N === I _ Update links
Excel with j ] j&' with ‘Refresh

“Edit Data” Edit Refresh et REIE
C Data Data

Type Data

Change the appearance of a chart or graph

When you click on a chart or graph the Chart Tools ribbon grouping is displayed.
The group includes three tabs — Design, Layout and Format.

Chart Tools

Layout Format

1 ()| k2 [«

Chart tools ribbon
grouping

art 3-D Trendline Lines Ug
ir -~ Rotation E
d Analysis
o I
Wt Qutem | X
- |-
0.0
°°°
S . Design tab

nlh

-

Swde 33 023 e Theew (A5 NS s ]
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%, Formet Selemon e
- 5 < Frtwe Suages  Test Chart legend  Data
& Reset 1o Mt Styke Sox Tiie = Labels *
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Layout tab

DI ER

“ Hemé  heed Ofsgr  Trenmoms  Aneatom ShdeShow  Frvew vies 009 BpentFDE | Desigh  Laped

han area o Sace TH - -\ v S Wnrg Formendt
% Format Selecton Al A « ML Stuew Cuthes < A A - & & -
& Reset 1o Mach Siyle - Ulugw Dffmty ¢ R

bagn Sl 5 e

Format tab

You can explore the various options in more detail in a live session of Microsoft
PowerPoint which are summarised in the following table:

Tab Functionality

Design e Type — change chart type or save as a new template
e Data — Select data, edit data, refresh data
e Chart layout

e Chart style

Layout e Insert — picture, shapes, text box
e Labels — edit the chart labels
e Axes — edit the axes
e Background — format the chart background

¢ Analysis — add trendlines

Format o Edit shape styles —fill, outline and effects
e Use WordArt styles

¢ Arrange — promote and demote the chart object
versus other objects
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5 MEDIA

Section overview

m  Videos
m  Audio
5.1 Videos
Introduction
There are two methods for adding videos to presentations — linking and
embedding.
Method Description
Link a video When you link to a video you create a connection
between the PowerPoint presentation and the linked
video file.
The advantage of this is that you reduce the file size of
your presentation dramatically because the video
remains external to the presentation file.
However, the disadvantage is that you can experience
issues with missing files and broken links (particularly
where network drives are used). Therefore if you move a
presentation file that includes linked videos (e.g. to show
the presentation on a laptop) remember to also move the
video file and re-link after both files have been moved.
Embed a video When you embed a video into a presentation you are

literally taking a copy of the video and adding it to the
presentation file.

The advantage of this approach is that you do not need
to worry about broken links and locating the source video
files.

However, the disadvantage is that the file size of the
PowerPoint presentation will be significantly larger to
accommodate the video features.

Link to an external video from your presentation

To link to an external video to your presentation:

U  Ensure you are in Normal view (click Normal on the View tab)
Click the slide where you want to add a link to a video

Click the Video arrow in the Media group on the Insert tab

Click Video from File

Locate then select the file you want to link using the file manager

I Iy I
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d Click Link to file on the Insert button

Tip: To help minimise the risk of broken links you could adopt the tactic of
copying the videos to the same folder as your presentation then link to them
there.

Home Insert

~ ———— |
Design Transitions Animations Slide Show Review W View |

[ Ruler Q | & color]

1. Click normal Gridlines = Grayscale

out Notes | __ Zoom Fitto
Sorter Page View | Master Master Master Guides Window | i Blackand\
Presentation Views ‘ Master Views ‘ Show 5+ Zoom Color/Graysc

'@ T Q (&3] < 2. Click ‘Video

e Object Equation Symbol from File’ in the
ser x media group on
— &3 video from File... . the insert tab

Video from Web Site...

Clip Art Video...

nal vidan

CIlR | Vieos » Pubic Videos » Sampie Vioeos Ty § seorchsampi i P}

Oeganize = New falder . i ®

™ Microsoft Powerpoint  Videos library

Sampile Videos

Arrange by Folder «

« Favontes
e R~
Wildiife da fie

4. Click
link to file

File pame: Wildlife - ivuoﬂm »|

v [Cingen o] | concel
Insert
Link to File
Show previous versions
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Result: the Link to an external video
o

linked video
has been
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presentation
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Embed a video in your presentation

To embed a video in your presentation follow the same procedure as for linking a
video as described above apart from the final step. Here, you must select Insert
rather than Link to File on the Insert video dialog box.

Ongarsze * Seew touder

¥ Mcrosoh Poweoi Videos library
o Favorites 3
2 Lteanes Wikside

> Dacumens To embed a video
(rather than create

a link) click “Insert”
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Video playback settings - Overview

There are a number of playback settings you can adjust for presentation videos
which are accessible from the Video Tools tabs.

To access the playback options:

O  Click a video in your PowerPoint presentation. This will activate the Format
and Playback tabs under Video Tools.

O  The Format options impact how the video appears on the slide. Examples
include framing, shape, borders and other effect.

a Playback options include:
e Trim (edit) the video
¢ Fade in and fade out (plus duration)
e Volume
e Whether the video should start automatically or on click
e Full screen mode
¢ Hide whilst not playing mode
e Loop mode

¢ Rewind after playing facility

Video playback settings - Format tab

an-n- L lF ¥-F -8B

Insent Desgn Tramsibans Anmatons

IO Hoviow View Agd-iny Expert P!

ki

Play Corrections Color Posler Reset

Frame * Design *

N s 2o - - | e o
|
Expert PDF | Format | Playback & Q
P Video Shape ~ Bring Forward ~ |2 Align ~ g :
@i P s IV 9 ‘i’L} 7/l Height: 1134 cm %
g - IZ video Border ~ | [ Send Backward ~ [£] Group
: > Cro = \width- -
v @ Video Effects ~ | =t Selection Pane Sk Rotate ~ P &3 Width: 2017 em <

= Arrange Size ('.
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Video playback settings - Playback tab
Plld @3

“ Home Insert Design Transitions Animations Slide Show

=P : [ .
b = » gg Fade Duration J (¥ start: ¢

Qe :
) Faden: 0000 % aill [ play Ful
Play Add Re . Volume
BGGlnatkBan {3) Fade Out: 0000 % + [ Hide w
Preview Bookmarks Editing

Video Tools .

s Slide Show Review View Add-Ins Expert PDF Format Playback
[¥)7 start: On Click - )

i (] Loop until Stopped
E| Play Full Screen

Volume < &
. [[] Hide while Not Playing [T Rewind after Piaying

Video Options

5.2 Audio
.,D Definition: Audio in presentations
& As with embedded videos, audio can also be used to help bring a presentation to

life. You can add audio clips from files on the computer, a network or the Clip Art
task pane. You can even use music from a CD or record your own audio to add to a
presentation.

Take care not to over-use embedded audio as it can distract the audience.

Add an audio clip to a presentation

To add an audio clip to a presentation:

O  Select the slide in which you want to add an audio clip
u Click Audio in the Media group on the Insert tab

U Either

e Click Audio from File. Once you've located the audio file double-click
the file to add it; or

e Click Clip Art Audio and browse the Clip Art task pane for an
appropriate audio clip. Once found, click an audio clip to add it; or

e Click Record Audio and use the Record Sound dialog box to record
your audio (i.e. click Record followed by Stop then OK).

wogn  TvemiRion  Anrmaton e Dow  Redew ow A3 Expent 306

i - = y & ‘ :

P Scresmhct Whctp | Shapes Smarifet Chart 1. Click ‘Audio’ and

p: oy - select from the
x drop-down menu
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% Microsoft PowerPoint Music library
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E| 2b. ‘Clip Art audio: Search
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to insert.

To preview a clip click the
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m | . the clip and select preview.

| Selected media file types

[#] Include Office.com content
Provided by: RoyaltyFreeMusic
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e | ' | {.J preview and ‘OK’ to insert.
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Add an audio clip to a presentation

g 3. Result = audio clip has

- SENTE been added to the slide.
W > SRR Note that the audio
controls only show when

the audio icon is selected.

Set the playback options for an audio clip

Similar to adding videos there are a number of playback settings you can adjust
for audio clips which are accessible from the Audio Tools tabs.

To access the playback options:

U Click an audio clip in your PowerPoint presentation. This will activate the
Format and Playback tabs under Audio Tools.

U The Format options impact how the audio icon appears on the slide.
Examples include picture styles and artistic effects.

U Playback options include:
e Trim (edit) the audio
¢ Fade in and fade out (plus duration)
e Volume
¢ Whether the audio should start automatically or on click
e Full screen mode
e Hide during show mode
e Loop mode

e Rewind after playing facility

Audio playback settings - Format tab
DR,

Hame Insert Desion fransitons Ammationt Shide Show Penew View Add-ins Expert POF
'

o Corrections * i Compress Pictures
. , — = = - — - —
%y Color * ¥4 thange Picturs d ) p— ‘ d d

Aemove

Background & Arttic Effects = g Reset Picture -

len POF Focmat Prayoad 2
& Pawrs Border - G Song Foraard + 15 ¢ ' 3
4 135 -
i i 2 g W 13som S
o Pt Bffects ~ B Send fachwarg - =

© Emile Woolf International 435 The Institute of Chartered Accountants of Pakistan



Introduction to Information Technology

Audio playback settings - Playback tab

Home Insert Design Transitions Animations Sli

} e o= ﬁ' Fade Duration .ﬁ
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Play Add Remove Trim .| Volume
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Audio Options
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6 CHAPTER REVIEW

Chapter review

Before moving on to the next chapter check that you now know how to:
m [nsert and edit tables

m Insert and edit images including photos, Clip Art and screenshots
m Insert and edit illustrations including shapes, Screen Art and charts.
m Insert and edit media including both video and audio
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Slide transitions and animation

1 Slide transitions

2 Slide animations

3 Chapter review
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INTRODUCTION

Learning outcomes

LO54.1 Demonstrate performance-level knowledge whilst applying meaningful slide
transitions

Exam context

Slide transitions (movement between slides) and animations (movements on a slide) are
another way to bring life to a presentation.

By the end of this chapter students will be able to:
m  Add, amend and remove slide transitions

m  Add, amend and remove slide animations
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1 SLIDE TRANSITIONS

Section overview

m  Add a transition to a slide
m Change transition settings

m  Remove a transition

Definition: Slide transitions
;)

&b Slide transitions describe the motion between slides in Slide Show view as one
slide leaves the screen and the next slide enters. Transitions can be customized
and even sound can be added.

Take care not to over-use transitions as too many can distract the audience.

1.1 Add a transition to a slide
To add a transition to a slide:
O  Select the slide you want to apply a transition to

u Click a slide transition effect in the Transition To This Slide group on the
Transitions tab. Note: click the down-arrow to display the full range of
transitions to choose from.

1. Select a Add a transition to a slid

transition Click to

display more
options

* Select the slide you want to apply atra
to

=

To This Slide group on the Transitions tab

« Amend Effect Options and Timing settingson
the ribbon

3

e ’ « Click a slide transition effect in the Tra
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9= 3N
l Home et Detign
Full range of
Subtle et
- transitions
— available
Nane Cut
X =l
,r,_:. Uncover Cover Aﬂ:w.h
Exciting
| | - ] - -
' = =& @ = @
Dhasoive Checkerboard Blinds Clock Rpple Honeyramb Glitter e
- - 1
m B &8 = a =
2 Shred Switch Flip Gallery ube Doors Box mn
" Dynamic Content
b [ 4 « ®] a m =
Pan Ferns Wheel Canveyor Rotate Window Orbiit Fly Through

1.2 Change transition settings

You can change transition settings by selecting appropriate settings in the ‘Effect
Options’ and Timing group on the Transitions tab. These are summarised in
the table below.

»

‘ﬁ &) Sound: Applause »  Advance Slide

b O Duration: 0250 % | [] on Mouse Click
| Effect
" Options - | 43 Apply To Al After: 00:10.00 S

Timing

Setting Description

Effect Options These vary depending on the transition that was
selected. For example, effect options for Clock
transition are clockwise, counterclockwise and
wedge. The effect options for Blinds transition are
horizontal or vertical

Sound The selected sound will occur during transition

Duration Defines how long the transition will take. The
maximum setting is 59 seconds.

Apply To All Clicking this will apply the current slide transition
settings to all slides

Advance slide These settings can be used to define when a slide
transitions to the next slide.

Use ‘After’ to automatically transition to the next slide
after a set time has elapsed. This can be very useful
for an ongoing looped presentation.
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1.3 Remove a transition

To remove a transition from an individual slide:

U Select the slide with the transition that needs removing

U Click None in the Transition to This Slide group on the Transitions tab.

To remove transitions from all slides follow the above steps then click Apply To
All.

M |

. Bk

"

Mol

1. Click ‘none’
to remove
transition from
this slide

2. Then click ‘Apply To
All’ to remove transitions : oy 1o b

from all other slides too

Remove slide transitions

To remove a transition from an individual slide:

* Select the slide with the transition that needs
removing

* Click None in the Transition to This Slide
group on the Transitions tab,

To remove transitions from all slides follow the
above stepsthen click Apply To All.
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2 SLIDE ANIMATIONS

Section overview

m  Add animation to text or an object
m  Change animation settings

m  Removing animations

Definition: Slide animation
;)

&b Slide animation describes movement on a slide. For example a bulleted list might
be animated by each bullet appearing on a slide one at a time each time the
mouse is clicked.

There are three types of animation:
¢ Entrance - e.g. appear or float in

¢ Emphasis - e.g. spin or bold flash

e Exit - e.g. fly out or bounce

2.1 Add animation to text or an object
To add animation to text or an object:
U Select the text or object that you wish to apply animation to
0 Click an animation effect in the Animation group on the Animations tab.

Note:
. Entrance effects are coloured green
o Emphasis effects are coloured yellow

. Exit effects are coloured red

e s D) Or lick the
, . down-arrow for
more effect
options

2a. Select an ) . )
animation effect Add animations to a slide

. Strengths
1. Select text * Weaknesses

or an object * Opportunities

to animate

* Threats
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* Threats

Animation
pane

3. Result: Text

is now

2.2 Change animation settings
You can change animation settings as follows:
a Click the animated text or object whose animation you want to edit

U Open the animation pane by clicking Animation Pane in the Advanced
Animation group on the Animations tab (see above)

U You can change settings from the drop-down menu to the right of the
animated text (see below)

Alternatively you can use the Animations ribbon to adjust a selection of the
animation settings.

© Emile Woolf International 445 The Institute of Chartered Accountants of Pakistan



Introduction to Information Technology

Animation Pane

> Flay

1% Strengths [
2 ¥ Weaknesses [>
3 ¥ Opportunities [

i 4 ¥ Threats [>

Start On Click

Start With Previous
©  Start After Previous

»

Effect Options...
Timing...

Hide Advanced Timeline

Eemove

Effect | Timing | Text Animation|

Select options from the drop-
down menu

- ‘Start on/with/after’ defines
when the animation should

take effect.

- Effect Options... and
‘Timing...” open the ‘Appear’
dialog box — see below

Enhancements

Change

Sound: ‘ Applause

animation

After animation: ‘ Don't Dim

effects on the

Effect tab — e.g.

Animate text: ‘AII at once

»
|
>

| [ Effect | Timing | Text Animation

% delay bet

add sound

sor: |~ |
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Duration: | E“
— ~

[ ] Rewind when dane playing
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O Start effect on click of: |

-]
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) e ]
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— n& %% Animation Pane| b Start: On Click - Reorder Animation
v N & Trigger ~ © Duration:  Auto + || =~ Move Earlier
— Effect Add
" | Options v | Animation » % Animation Painter ® Delay: 00.00 % v Move Later

% Advanced Animation Timing

Menu bar where some

animation settings can
also be adjusted

2.3 Remove animations
You can remove specific animation effects, all animation from a single object or
all animation from all objects on a slide.
Remove specific animation effects
To remove specific animation effects:

U Click Animation Pane in the Advanced Animation group on the
Animations tab

U Right-click the animation effect you want to remove in the Animation Pane
then click Remove

Animation Pane v X

1 ¥ Strengths

2 ¥ Weaknesses

3 # Opportunities

4 Threats = Right-click the animation
effect you wish to

21| Start On Click

Start With Previous remove
O Start After Previous Then click Remove
Effect Options...

Timing...

Hide Advanced Timeline

Remove b

Remove all animation from a single object
To remove all animation from a single object:
U Select the object that you want to remove all animations from

U Select None in the Animations group on the Animation tab
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1. Select object
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opportunities
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Result: Animations
have been removed
from the strengths and
opportunities object

_ Strengths and opportunities

Remove animations from a single
object

. Weaknesses and threats

* » Reduced access to new
| capital
© « Ppoorcash flow

* Geographical location
* Supplychain
* New products

+ Diversified productportfolio’ * New competitors just
opened

* Cancelled lastdividend

Shoe Shaw L

Animations remain on
the Weaknesses and
threats object

Remove animation

a single

Weaknesses and threats

* « Reducedaccess to new
capital

* Poorcashflow

Strengths and opportunities
* Geographical location

* Supplychain

* New products

+ Diversified product portfolbo, * New competitorsjust
opened

* Cancelled lastdividend

"

Remove all animation from a slide

To remove all animation from all objects on a slide:
U Select the slide that you want to remove all animations from
a Click Select then Select All in the Editing group on the Home tab

a Select None in the Animations group on the Animation tab
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3. Result: All '» Cancelled lastdividend

animations have

been removed.
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3 CHAPTER REVIEW

Chapter review

Before moving on check that you now know how to:
m  Add, amend and remove slide transitions

m  Add, amend and remove slide animations
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Align text 285 Capitalization 370
All-in-one (multifunction) device 12 Caption 330
Application software 18 Center tab 260
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Creating a new document 231 Entering, formatting and editing data 77
Creating a new presentation 345 Excel data connections 168
Creating a new Workbook 64 Exchanging data with other data
Cross-reference 330 sources 182
CRT monitor 11 Exporting data from Excel to Word 185
CRT vs. flat-screen monitors 11 Exporting data to a text file 174
CTRL-D 78
CTRL-R 78
Custom number format 104 f
Custom views 98
Customizing gadgets 28
Customizing the background File servers 5
(wallpaper) 24 Files, folders and subfolders 36
Customizing the desktop 23 Financial functions 150
Customizing the Start menu 29 Find or replace 91
Customizing the taskbar 26 Finding existing data connections 176
Customizing the theme 24 First line indent 261
Flat-screen monitor 11
Font colour 284
Fonts 283, 284
Footnotes and endnotes:
Delete a footnote or endnote 328
Data connections 176 Edit a footnote or endnote 327
Date and time functions 149 Insert a footnote or endnote 326
Decimal tab 261 Formatting 281
Deleting a formula 145 data 82
Delimited text file 169 disks 18
Desktop 23 numbers 103
Desk-top personal computers (PCs) 4 Formula 133
Digital cameras 8 errors 145
Digital signature 200 Freeze panes 94
Document 231 Function 133
Dot matrix printer 12 Function Library 147
Functions:
ABS 154
ACCRINT 150
ACCRINTM 150
AND 151
Editing a shared workbook 214 AutoSum 157
Editing connection properties 177 AVERAGE 159
Editing data 87 CEILING 154
Effective presentations 344 COUNT 159, 161
Efficient searches 18 COUNTA 159, 161
Email usage policy 51 COUNTIF 160, 161
Encrypt with a password 193 COUPDAYS 150
End the sharing of a shared CUMPRINC 150
workbook 218 EFFECT 150
Endnotes 326 EXACT 162
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Functions:
FLOOR
HLOOKUP
IF
IFERROR
INT
IRR
ISBLANK
ISERR
ISERROR
ISLOGICAL
ISNA
ISNONTEXT
ISNUMBER
ISREF
ISTEXT
LEFT
LEN
LOWER
MAX
MEDIAN
MID
MIN
MOD
NOT
NOW
NPV
OR
PERCENTILE
PERCENTILE.INC
PROPER
QUARTILE
RANK
RIGHT
ROUND
SLN
STDEV.S
SUBTOTAL
SUM
SUMIF
TEXT
TODAY
TRIM
TRUNC
UPPER
VLOOKUP
WEEKDAY

152,
140,

148,
154,

155,

154
153
151
151
154
150
150
150
150
150
150
150
150
150
150
162
162
162
160
160
162
160
154
151
149
150
151
148
160
162
148
148
162
154
150
160
156
155
158
163
149
163
155
163
152
149

Functions:
WEEKNUM 149

YIELD 150

Gadgets 2
Gridlines 8

a w

Hanging indent 261
Headers and footers 245
Hide workbooks 97
Hide worksheets 96
Highlight colour 284

Icons 23
lllustrations 289, 415
Images 409
Importing and exporting data 169
Importing data from a text file 169
Indent 285
Information functions 150
Inkjet printer 12
Input devices 6
Introduction to computer systems 3
Introduction to managing data 167
Italics 283

Justify 285
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K

Key operating system commands 18
Keyboards 6
Laser printer 12
Left tab 260
Libraries 36
Line and paragraph spacing 285
Line numbers 265
Lock cells 206
Locking the computer 53
Logging-on and -off 53
Logical functions 151
Lookup and reference functions 152

m

Magnetic ink character recognition

(MICR) 7
Mainframe 4
Managing data 167
Managing worksheets 124
Manually refresh connections 180
Margins 267
Mark as final 192
Maths and trigonometry functions 154
Media 429
Merge cells 87
Merging workbooks 221, 223
Mice, trackballs and similar devices 7
Microsoft Access 183
Microsoft Excel 2010 61
Microsoft PowerPoint 2010 343
Microsoft Word 2010 229
Mini-computers 4
Monitor (display) 10

n

Nested functions 140
Network servers 5
Notebooks 4
Numbering 285
ODBC driver 168
Off-line storage 15
OLE DB connection 168
Opening a shared workbook 214
Operating system commands:
FIND 18
FINDSTR 18
FORMAT 18
HOSTNAME 18
IPCONFIG 18
NSLOOKUP 18
PATH 18
PING 18
Operating system software 16
Optical mark reading (OMR) 7
Output devices 10
Page breaks 250
Page numbers 245
Page orientation 263
Page setup 257
Paragraph settings 284
Paragraphs 286
Password protect a worksheet or
workbook 191
Paste special - Transpose 101
Phone number formats 109
Photo printer 12
Pictures 409
Pictures and Clip Art 289
Placeholders 351
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Index

Portable laptops

Portable printer

PowerPoint presentation
PowerPoint template

Practical uses for Microsoft Excel

Practical uses for Microsoft
PowerPoint

Practical uses for Microsoft Word

Previewing presentations before
printing

Primary storage (internal memory)

Print preview

Print preview in Microsoft PowerPoint

Print preview in Microsoft Word

Print tracked changes

Printers

Printing

Printing documents

Printing presentations

Programming tools and language
translators

Projector

Protect current sheet

Protect workbook
structure

Protecting worksheets, workbooks
and cells

I

Random access memory (RAM)
Read-only memory (ROM)
Recycle Bin

Refreshing data connections
Registers

Relative and absolute references

Removing a user from a shared
workbook

Resolving conflicting changes in a
shared workbook

Right tab

Rotation and repositioning
Row Height

Rulers

12
345
347

61, 62

343
229

385
14

72
385
275
276
10, 12
72
276
386

17
11
195
191
198

191

42
179

143

215

216
260
86
89
260

S

Safeguarding data 50
Safeguarding stored data 52
Save a document in Word 232

Scanners and optical character
recognition (OCR) 7

Screen-shots 413
Secondary storage (external

memory) 14
Section breaks 253
Security and safeguarding your work 49
Selecting and navigating worksheets 122
Selecting, navigation and managing

worksheets 122
Shading 83
Shading 285
Shapes 294, 415
Shared workbook 210

conflict 216
Sharing and merging workbooks 210
Slide animations 444
Slide master 351
Slide transitions 441
SmartArt 419
Software and operating systems 16
Sort 285
Sorting lists 287
Source 335
Speakers and headsets 10
Splitting panes 95
Statistical functions 159
Storage devices 11,14
Strikethrough 283
Styles-Headings 281
Subscript 283, 370
Supercomputers 4
Superscript 283, 370
System architecture 4
System software 16

t

Table of contents (TOC) 319
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Table of contents (TOC):
Create a custom-style TOC

Create a TOC from the gallery
Delete a TOC
Update a TOC
Tables
Create a table
Delete a table
Edit a table
Tags
Taskbar
Template
Tertiary storage
Testing network connections
Text alignment
Text based content

Add text to a placeholder
or text box

Add text to shapes
AutoFit
Bullets and numbers
Changing the direction of text
Colours
Find and replace
Fonts
Indents
Paragraph settings
Superscript, subscript and
capitalization

Text box

Text colouring

Text effects

Text functions

Text Import Wizard

Text wrapping

Themes

322
320
325
324
302, 396
302
314
304
41
23
66
15
18
84
358

359
361
377
363
372
368
379
374
367
376

370

298

83

284

162

170

293

239, 243

Touch-sensitive screens and touch
pads

~

u

Underline 283
Underlining 86
Using functions to create a formula 135
Utility software 17

\Y

Videos 429
Viewing data 92
Viewing IP configurations 18
Voice date entry (VTE) 8
W
Watermarks 257
Windows password 55
Word template 235
WordArt 299
Workbook 62
Working efficiently with files and

folders 36
Wrap text 79
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