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3.5 Creating, Saving, Closing of an Excel Workbook 125

3.5.1 To Create a New Workbook 125
3.5.2 Creating a New Worksheet 126
3.5.3 To Open an Existing Workbook 126
3.54 Saving a Workbook 127
3.5.5 To Close a Workbook 128
3.5.6 Printing a Spread Sheet 129
3.6 Entering Data 130
3.6.1 Cell References or Addressing the Cells 130
3.6.2 Entering Data 130
3.6.3 Select Text, Cells, Ranges, Rows, and Columns 132
3.6.4 Autofill 132
3.7 Editing Data 133
3.7.1 Edit Cell Entry in the Formula Bar 133
3.7.2  Undo/Redo Command “} ~ {4 134
3.7.3 Moving and Copying Cell Contents 134
3.7.4 Inserting Cells, Rows or Columns 135
3.7.5 Deleting Cells, Rows or Columns 136
3.7.6  Modifying with Columns, Rows, and Cells 136
3.7.7 Wrapping Text and Merging Cells 140
3.8 Using Find/Replace Feature 142
3.9 Formulas 145
39.1 Entering Formula in the Formula Bar 147
3.9.2 Entering Formula in the Cell 148
3.9.3 Using Cell References in Formulas 148
394 Editinga Formula 149
3.9.5 Movingor Copying Formulas 150
3.9.6 Operators that are Used in Excel Formula’s 150
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3.10.3 Using the Insert Function Command 155

3.10.4 Editing a Function 158
3.10.5 Different Types of Functions 158

3.11 Templates 165
3.11.1 Existing Templates 165
3.11.2 Create a Template 167

3.12 Macro 169
3.12.1 Recording a Macro 169
3.12.2 Running a Macro 171
3.12.3 Storing a Macro 172
3.12.4 Delete/Remove All Macros 173

3.13 Sorting 174
3.13.1 To Sort in Alphabetical Order 174
3.13.2 To Sort in Numerical Order 175
3.13.3 To Sort by Date or Time 176
3.13.4 To Sort in the Order of your Choosing 177
3.13.5 Sorting Multiple Levels 179

3.14 Charts 181
3.14.1 Creating Charts with Insert Chart 182
3.14.2 Moving or Resizing a Chart 185
3.14.3 Chart Tools 185
3.14.3.1 Changing Data Source 185

3.14.3.2 Inserting Title in a Chart ‘ 186

3.14.3.3 Editing Title in a Chart 187

3.14.3.4 Inserting Floating Text to a Ch 187

3.14.3.5 Modifying the Axes 188

3.14.3.6 Inserting Data Labels 188

3.14.3.7 Inserting Legends 189

3.14.3.8 Inserting Gridlines to Chart 190

3.144 Pifferent Types of Charts 90
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3.15.2

Filtering Numbers

3.16 Consolidation
3.17 Grouping Worksheets
3.18 Pivot Tables

3.18.1
3.18.2
3.18.3
3.184

Create a Pivot Table

To add Fields to the Pivot Table
To Change Row Labels

To Add Column Labels

3.19 Outcomes

3.20 Review Questions

3.21 Multiple Choice Questions

[ Unit-4: MS Power Point J

4.0 Objectives
4.1 Introduction
4.2 Ms Power Point

421
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Applications of Power Point

Features of Power Point

4.3 Starting Power Point

43.1
432
4.4 Tables
44.1
442

Components of Presentation Window

PowerPoint Views

Creating a Table

Editing a Table

4.4.2.1 Adding Columns and Rows
4.4.2.2 Deleting Columns and Rows

4.4.2.4 Changing a Table Style

4.5 Creation of Presentation

4.5.1

Creating a Presentation Using a Template
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4.5.4 To Open a Recently Accessed File 221

4.5.5 Saving the Presentation 222
4.5.6 Creating a New Template Based on an Existing Presentation 222
4.5.7 Print and Previewing a Presentation 224
4.5.8 Closing and Quitting PowerPoint 225
4.6 Entering and Editing the Text 226
4.7 Slides in a Presention 227
4.7.1 Inserting a New Slide 227
4.7.2  Creating a Duplicate Slide 228
4.7.3 Copying and Pasting Slides 228
474 Recycling Slides from other Presentations 228
4.7.5 Deleting Slides 229
4.8 Transitions and Animations 229
4.8.1 Apply a Transition 229
4.8.2 To Preview a Transition 230
4.8.3 Modifying Transitions 231
4.8.4  Animation 232
4.8.5 To apply an Animation to an Object 233
4.8.6 Toadd multiple animations to an object 234
4.8.7 To Copy Animations with the Animation Painter 235
4.8.8 To Reorder the Animations 236
4.8.9 To Preview Animations 237
4.8.10 The Animation Pane | 237
4.8.10.1 To Open the Animation Pane 237
4.8.10.2 To Reorder Effects from the A 238
4.8.10.3 To Preview Effects from the Arl 238
4.8.10.4 To Change an Effect's Start Option 238
4.8.11 The Effect Options Dialog Box 239
4.8.11.1 To Open the Effect Options Dialog Box 239
4.8.11.2 To Change the Effect Timing 3
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4.10

4.11
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4.13

4.14
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5.1
52
53

54

5.5

4.9.2  Setting the Timing and Speed of Transition
4.9.3 Automating a Slide Show

4.9.3.1 Rehearse Timings

4.9.3.2 Record Narration
Editing of Presention
4.10.1 Editing Text Presentation
4.10.2 Applying Different Effects to Text
4.10.3 Working with Colour and Line Style
4.10.4 Adding Movie and Sound
4.10.5 Adding Headers and Footers
Inserting Objects and Charts
4.11.1 Insert Text From Microsoft Word
4.11.2 Insert an Image from a File
4.11.3 Insert Clip Art
4.11.4 Insert Charts

Outcomes
Review Questions

Multiple Choice Questions

[UNIT-S: MS AccessJ

Objectives

Introduction

Database

MS Access

5.3.1 Features of MS Access
53.2 Parts of Access

Starting MS Access
5.4.1 Working with Access Environment

Create a Simple Access Database
5.5.1 Creating a Blank Database

5.5.2 (Create a Database using a Template
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5.6.1 View Database Objects in the Navigation Pane 267

5.6.2 View a List of Database Objects 268

5.6.3 Working with Database Objects 269

5.7 Opening and Closing Databases 270
5.7.1 Opening an Existing Database 270

5.7.2 To Close a Database 271

5.8 Table 272
5.8.1 Create a New Table 273
5.8.1.1 Create a Table in Blank Database 273

5.8.1.2 Create a New Table in an Existing Database 273

5.8.1.3 Create a Table Based on Template 274

5.8.1.4 Creating a Table Using Sharepoint 275

5.8.1.5 Create a Table using Design View 276

5.8.2 Importing Data into Tables Import a Table from a Database 2717

5.8.3 Save a Table 278

5.8.4 Copy a Table 279

5.8.5 Rename a Table 280

5.8.6 Add Data in the Table 280

5.8.7 Edit Data in the Table 281

5.8.8 Delete a Record in a Table 281

5.8.9 Find and Replace Records 282

5.9 Sorting and Filtering Records 284
5.9.1 Sorting Records 284

5.9.2 Filtering Records 285

5.10 Join or Create Relationship Between Tables 288
5.11 Handling Queries 293
5.11.1 Create Basic Queries 293
5.11.1.1 Create a Simple Query using the Query Wizard 93
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5.11.1.4 Create an unmatched Query 299

5.11.1.5 Creating Query Using the Design View 300

5.11.2 To Modify your Query 301
5.11.3 Sort and Filter Data in a Query 301
5.11.4 Perform Calculations in a Query 303

5.12 Forms 304
5.12.1 Create Basic Access Forms 304
5.12.1.1 Create a Form using the Form Tool 304

5.12.1.2 Create a Form using Form Wizard 305

5.12.1.3 Create a Form using Blank Form Tool 306

5.12.1.4 Create a Spilt Form using the Split form Tool 307

5.12.2 To Open an Existing Form 308
5.12.3 Entering and Modifying Data 308
5.12.3 Adding Controls in a Form 309
5.12.4 Changing the View of a Form 310

5.13 Reports 311
5.13.1 Create a Simple Report 311
5.13.2 Create a Report Using Report Design 313
5.13.3 Create a Report by using the Report Tool 317
5.13.4 Create a Report by Using the Report Wizard 317

5.13.5 Create a Report by using the Blank Report 318
5.13.6 Understand Controls 318
5.13.7 Format Reports 320
5.13.7.1 Understand Layout View 320

5.13.7.2 Understand Design View 321

5.14 Outcomes 325
5.15 Review Questions 325

< 16 Multiple Choice Questions
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