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Computers Laboratory (1)
Microsoft Office 2010

Microsoft Office is a set of computer applications that helps to acquire essential skills for
producing professional work. The Microsoft Office 2010 suite includes:

Word processor is a word processing application that helps in
producing and sharing various types of documents such as letters,
papers and faxes.

PowerPoint is a presentation application that allows the user to create

| I and manage slide presentations.

PowerPoint 2010

Excel is the spreadsheet application that helps in organizing and
calculating data.

Access is the database application that helps to produce tables, forms,
queries, and reports.

Outlook is part of the Microsoft Office 2010 suite. It is a tool for
Z> sending and receiving e-mail messages.
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Microsoft Word 2010

Keyboard Shortcuts in Microsoft Word 2010

Some of the important keyboard shortcuts are shown in the following table:

Keys Function
Ctrl + N Create a new document
Ctrl+0O Open an existing document
Ctrl+S Save changes to a document
Ctrl+P Print a document
Alt + F4 Close document
Ctri+Z Undo a change
Ctrl+Y Redo a change
Ctrl + A Select the entire document (Select All)
Ctrl + X Cut a selection
Ctrl+C Copy a selection
Ctrl +V Paste a selection
Ctrl +B Make selected text bold
Ctrl + 1 Italicize selected text
Ctrl+U Underline selected text

Ctrl + Shift + >

Increase the font size

Ctrl + Shift + <

Decrease the font size

Ctrl+F Find text in a document
Ctrl+H Replace text in a document
F1 Open Help
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Word Program Interface
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The Ribbon

The Ribbon contains all the commands that the user will need in order to perform common

tasks. It has multiple tabs, each with several groups of commands.

| Insert Page Layout
2 X ; $ ov ; = s A
H-j 32 CalibriBody) ~11 ~ A" A" | Aav N2 EEE|2) | T |1 assboi|as
Paste ¥ B 7 U ~abex, X [ ®7 = {{av (v 1 Asdfasdf | 14
Clipboard

‘ =

Clickon a
command to

do something.

Each tab will
have one or
more groups.

Click on a tab
to see more
commands.

Some groups will have
an arrow that you can
click for more options.
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To minimize and maximize the Ribbon

1. Click the arrow in the upper-right corner of the Ribbon to minimize it.

= 234 Find ~ ik
\aBbC: aaBbce AADB | A

35 Replace

deadingl  Heading 2 Title _ Change
9 9 Y Styles~ | W Select~
tyles “ Editing
ize the Ribbon (Ctri+F1)
Show only the tab names on the
Ribbon. ]
1

2. To maximize the Ribbon, click the arrow again.

To hide or view the Ruler:

1. Click the View Ruler icon over the scrollbar to hide the ruler.

2. To show the ruler, click the View Ruler icon again.

rolling
- Switch Macros
osition | wWindows -
Macros
& v 7 ]

“ Home Insert MNew Tab Page Layout References Mailings Review

J EE) jd E\ |j ] Ruler “‘Eel. """ . () one Page _.:s

[ Gridines |~ 7 (@3 Two Pages
Print |Full Screen Web  Outline Draft o Zoom 100% _ ] MNew Arrange Split
Layout | Reading Layout ] Mavigation Pane =l Page Width | window Al
Document Views Show Zoom
I © | View Ruler 'L3'4I

| View the rulers, used to measure
and line up objects in the
document.
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Computers Laboratory (2)
MICROSOFT WORD 2010

The operations on Text

+ Text insertion:
Move the mouse to the location where the user wants text to appear in the document. Click the

mouse. The insertion point appears.

)
Insection polnt \ [Insenion point ]
+ Text selection

Place the insertion point next to the text the user wants to select. Drag the mouse over the text

to select it.

Executive Summary

January 2010 has been a profitable month and the company has shown growth in many arenas.
Ad sales are up by 23% and capital expenditures have decreased since 4* guarterin the Sales
Department. The sales team hired a new design specialist, the role of VP of saleswas filled, a new sales
chief position was created, and the sales team accrued 14 new clients, including one national chain.
Additionally, online ad sales doubled since July of last year. Statistics indicate that sales in most markets
increase with the use of online ads and our clients are readusg those statistics and respondingtothem.
Marketing trends indicate that this growth will continue.

+ Text transfer:
1. Select the text.

2. Click and drag the text to the location where the user wants it to appear.

3. Release the mouse button, and the text will appear.

As the popularity of the Internet continues to grow,
affordable access is becoming a necessity. WebDheaen
prowvides people with the ability to access the
Internet in a social environment. People of all ages
and backgrounds are welcome to enjoy the quirkoy,
upscale, and innowvative enwvironment that onby
wWebDen prowvides. Coffee, entertainment, and the
Internet together form an engaging social scene.

=

+ Indentation of the text
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In many types of documents, the user may want to indent only the first line of each

paragraph. This process helps to visually separate paragraphs from one another.

Dear Mr. Powell:

Thank you fortaking the time to meetwith me last Thur
position. I enjoyed meeting with youand touring the facility. I w
of the showroom and with the competence of the staff at Quality
chance to workin such a productive and supportive atmospherdg

As we talked about in our meeting, my fourteen years of|
commissioned floor sales and in the role of Sales Supervisor, wa
Furnishings. In that time, [ have learned many technigques that |
customer satisfaction ratings at Quality Furnishings.

In addition, I wanted to let you know that I have recently
Superior Sales Training program at the National Business Instity
the program are sure to bolster sales. I look forward to having th
Quality Furnishings.

Indent text using the Tab key:
A quick way to indent text is to use the Tab key.

1. Place the insertion point at the beginning of the paragraph the user wants to indent.

—

SRR SR R SRR B SR B

=l

T iI‘hank wvou for taking the time to meetwith me last Thursday
enjoyed meeting with youand touring the facility.l was very
showroom and with the competence of the staff at Quality Fu
workin such a productive and supportive atmosphere.

2. Press the Tab key. On the ruler, the user should see the first-line indent marker move
to the right by 1/2 inch.

1|A?1|2|3|
= T T T T T T T

iI'hank you fortaking the time to meetwith me last T}
position. [ enjoyed meeting with youand touring the facility.
of the showroom and with the competence of the staff at Qua
chance to work in such a productive and supportive atmosph

File Tab
The File tab provides options for basic administrative tasks involving the document, such as
saving, printing, and opening a new document.
To create a new blank document:
1. Click the File tab. Select New. Select Blank document.

2. Click Create. A new blank document appears in the Word window.
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Home Insert New Tab Page Layout References Mailings Review View
I Save
Available Templates Blank document
B save as
& Open %% Home
[ close =
&b i, 8
Recent Blank Blag post Rece'\; Sample  Mytemplates New from
document templates templates existing
m Office.com Templates Search Office.com for templates + =
Print — _—
Save & Send } '—3' j ; “J ~' /
Help Agendas Award Brochures Budgets Business Calent;ars Cantracts
Certificates cards
2] Options -
8 edt g - il
J'j':.é’ g - f M "}
Dlagra—m-s Envelopes Expense Faxes Flyers Forms Gift N
reports certificates =
- = Create
4l = o i 5
A REReR R _—
To open an existing document:
1. Click the File tab. Select Open. The Open dialog box appears.
L — F
[w] Open [
v|| « computer 2021 » Second course » lec word v|"1- ‘ Search lec word P |

E- e |
Date modified Type [

5/17/2021 7:16 AM  Microsoft

5/23/2021 1151 A..  Microsoft

Organize New folder
. Libraries =l bame i
4% Homegrou
% ciels M_’I lec-1.docx
R User
|ﬂv_‘| lec-2.docx
& Computer

Type: Microsoft Word Document

& Local Disk (C) |
< Local Disk (D:)

Size: 420 KB

Date modified: 5/23/2021 11:51 AM

3 Local Disk (E})
++ Local Disk (F:)
<& DVD RW Drive (|
% Network N
& Control Panel
f Recycle Bin
| All Examples - IEE

}. Ansam |4l ]

| 2

File name: lec-2.docx

hd [AIIWord Documents (*.doc v]

Tools - l Open lv]l Cancel ]

2. Inthe Look in list, click the drive or folder that contains the file you want to open.

3. Select the document name, and then click Open.
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Save documents
It's useful when the user creates a document for the first time or if the user wants to save a copy

of the document with a different name while keeping the original copy.

1. Click the File tab, select Save As.

Home Insert Page

lg Save

Inforr
k C\Users

[ open
[ Close

2. The Save As dialog box will appear. Select the location where the user wants to save the

document. Enter a name for the document in File name field, then click Save.

(W] Save As ===
o = - Cmr b ~ . 1
&5 () =[[F » Libraries » Documen t= > ~ [ %2 | [ Search Document= 2|
Organize ~ Mew folder B== - &
Documents libra 2
S CEmEhS Includes: 3 locations " fgmpashies Folder =

- Mame Date modified
> [ 5] Documents }ml Choose a location. }

- = " ChUsers)

. .

7/14/2010 2:59 PM
7/14/2010 9:36 AM
7/14,/2010 9:04 AM

5. ] (&5 My Data Sources 6/23/2010 10:25 AM
7/15/2010 11:58 AM  ~

i Weekly Newsletter
& 8 Computer | [ *

I File name: | Sales Team Report2

. Brochures
. Budget
. Letters

Type a file name.

Save as type: | Word Document

Authors: Add an author

[ Save Thumbnail

Click Save when done.

= Hide Folders

Use Save command:
Click the Save command, the document will be saved in its current location with the same file

name.

Home In

‘ [ save ‘

B save As

& Open

d Close
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Note: If the user saves the document for the first time using the Save command, the Save
As dialog box will appear.

Printing

Click the File tab, select Print. The Print pane appears, with the print settings on the left and
the Preview on the right.

Home Tnsert Page Layaut Referances Mailings Review Wiew = g
el save
Print -
L save As L[_;.I
= Cop 1
e
Print
= Close
e Printer
7 HP Calar Laserlet 2800 Seri...
Recent S L encly
Brinter Propertis:
Blew "
Sattings
_ # Print All Pages =L
e e S i e
Pages: -
Help [5=] Print One Sidad =
i B | Qnly print on one side of th... =
=i Collated
Ed eut i'_}il':ll B Y i it iy
2,3 ] 2,3 ey
ke
—
Portrait Orientation -
] Letter
v 8.5 =
Mormal Margins
Left 1" Right: 17
Il | 1 Page Per Sheet =
4 (I |of1l P 0% (53— 1 =

Close a document

When you finish working on a document, you need to close it. This will help prevent
unintended changes to it, and also free up the computer's working memory [Random Access
Memory (RAM)] some space. Click the File tab, and then select Close. This process closes the
active document without actually quitting the entire Word window. Simply, you can click
the Close Window (X) button to the extreme right of the Menu bar. The active document will
be closed.

Exit Word

Exit is a command on the File menu used for quitting the Microsoft Word application when
you finish working in your document. When you exit Word, the open document is also closed.

10
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Computers Laboratory (3)

MICROSOFT WORD 2010

Home Tab

The Home tab is the basic to edit the basic formatting of the document, such as the font (type,

size, color, etc.), text alignment, and creating bulleted or numbered lists. The Home Tab has its

controls arranged in five groups from left to right.

Paste ) B 7 U
g = 4 =

Times New Romi ~ 11+ A" A~

A

_ Change
" Styles -

AaBbCcDd | AaBbCeDdd AaBhb Ce

4
’
¢

g
I»
moii
il |

]

1]

- abe x, X’ T Mormal No Spacing  Heading 1

Clipboard & Font Paragraph i Styles

# Find -
ic Replace

L Select =

% | Ediing |

Clipboard -- Font -- Paragraph -- Styles -- Editing

The Clipboard Group

Paste :
* Jf Format Painter

Clipboard

Button Name Function Keyboard shortcuts
% Cut Cut the selected item Ctrl + X
53 Copy Copy the selected item Ctrl+C
. J Paste Paste the selected item Ctrl+V
Copy formatting from CtrI+Sh|ft+C_ to copy
# | Format painter | one place and apply it for_mattlng,
Ctrl+Shift+V to paste
to another. .
formatting

The Font Group

First, the user must select the text he wants to edit.

11
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Cambria (Headih ~ 11 ~ A

B J U ~abe x, X

ront

-

- #al
A Aa 7

L2 . A .

Button

Name

Function

Calibri (Body) ~

Font

Changes the font of the text.

Font Size

Changes the size of the text.

Grow Font

Increases the size of the selected
text.

Shrink Font

Decreases the size of the selected
text.

Sentence case.
lowercase
UPPERCASE
Capitalize Each Word

tOGGLE cASE

Change Case

Do one of the following:

To capitalize the first letter of a
sentence and leave all other
letters as lowercase, click
Sentence case.

To exclude capital letters from
your text, click lowercase.

To capitalize all of the letters,
click UPPERCASE.

To capitalize the first letter of
each word and leave the other
letters lowercase, click
Capitalize Each Word.

To shift between two case views
(for example, to shift between
Capitalize Each Word and the
opposite, CAPITALIZE eACH
WORD), click tOGGLE cASE.

Clear
Formatting

Strips the effects of the other
buttons in the font group from
selected text, leaving only the plain
text.

Bold

Makes the selected text bold.

Italic

Italicizes the selected text.

Underline

Draws a line under the selected text.

12
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Button Name Function
Click the dropdown arrow to select
the type of underline.
= Strikethrough Draws a line through the middle of
selected text.
. Creates small letters below the line
X, Subscript
of text.
. . Creates small letters above the line
x Superscript
of text.
Apply a visual effect to the selected
A A A A A Text Effects |text, such as a shadow, glow, or
ey - e reflection.
AAAAA
Text TP
Makes text look like it was marked
SEBEE g with a highlighter pen
... . Color ghlig pen.
Mo Color
A-
. Automat
Theme Colors
H EEN [ f
@ Font Color Change the text color
.I|IIIIIII
Standard Colors
| EEEEN
F| ; sdient

13
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Font Dialog Box

To show the font dialog box, click on = in the bottom right corner of the Font.

Font -2l
Font Advanced
Latin text
Font: Font style: Size:
+Headings CS [*] [Boid 12
Regular & | (10 -
Tralic 11
- -
Complex scripts
Font: Font style: Size:
“+Headings CS [*] [Bold (x| 12 [~]
All text
Font color: Underline style: Underline color:
I | | (one) ] [ Avomatc [~
Effects
[] strikethrough [] small caps
["] Double strikethrough [ All caps
[ Superscript [ Hidden
[] subscript
Preview
Sample T

used.

This is the heading theme font Complex Script text. The current document theme defines which font will be

Set As Default l [ Text Effects...

0K Cancel

| |

14
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MICROSOFT WORD 2010

The Paragraph Group

Sl=E==- 1= & wm-
Paragraph
Button Name Function
Are used to organize lists in Word. To remove
e Bullets and : i
=T i— v Numbering nqmbers or bullets from a Il_st, select the list, then
click the Bullets or Numbering command.
Creates multilevel list
To remove numbers or bullets from a list, select
the list, and then click the multilevel
list command. For example:
i, multilevel list N
Increase and | Indent all lines in a paragraph; the user can use
iF iF Decrease the Indent commands to increase the indent level
- Indent of the paragraph or to decrease it.
Align Text to the Lefft,
- Center text,
== == Align text Align Text to the Right
and Justify text on a page (Align text to both left
and right margins).
Show/Hide | Seeing nonprinting characters such as the
T f command | spacebar, paragraph (1), and Tab key markings.
... | Set the direction of text to be displayed from left-
e Text Direction . .
to-right or from right to left.
3 Sort Sort the text in various manners.

15
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\; 1.0
1.15
i: Line spacing Change the spacing between lines of text.
Line Spacing Options...
£ Add Space Before Paragraph
5 Add Space After Paragraph
fy Shading Colors the background behind the selected text or
paragraph.
Customize the borders of the selected cells, or
AR Bottom border text

Paragraph Dialog Box

To show the paragraph dialog box, click on

The Styles Group

- In the bottom right corner of the Paragraph.

Indents and Spacin

General

Direction;
Indentation

After text:

Spacing
Before:
After:
| pon't add s

Preview

Aignmen:: TR~ |
Qutline level: | Body Text Izl

Before text: o

D Mirror indents

(7) Right-to-left @) Left-to-right
= Special: By:
0o = (none) IZI =
0pt = Line spacing: At:
0pt - 1.5 lines |z| 2

g | Line and Page Breaks |

pace between paragraphs of the same style

Tabs... ]

[ Sat As Default ] [

A style is a set of formatting characteristics, such as font name, size, color, paragraph

alignment and spacing.

16
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AaBbCcDc | AaBbCcD: AaBbC: AaBbCc AaBbC: | %

1 Normal Mo Spacing Headingl  Heading 2 Heading3 - Epang!
yles =

e Select the text to which you want to apply a Quick Style, or if you want to change the style
for an entire paragraph, click anywhere in the paragraph.

¢ In the Styles group, click the “More” button to open the Styles Gallery.
e Click the desired Quick Style to apply it to the selected text or paragraph.

The Editing Group

&4 Find -
2ac Replace

W Select =

Editing

Button Name Function
To find and select specific text within
the document.

Navigation ¥ X|[[L] .
financing| ‘ ==

4 matches

Type what you
want to find here

business loan in the amount
of §50,000. This finanding is
required to continue work on

the business

% Flﬂd ¥ FI nd cover first year operating m

B E] | - '| i 12,000 SBA loan
— \ first-time bu
: Click to step through
the results

from two ir

incorporat

expenses. Additional . The financing will allow We
financing has already been - The initial capital will allow
secured in the form of: : cafe. Successful operation i

will allow it to grow and be

The financing will allow Web
Den to open and maintain
operations through the first
year, The

1on
a high-speed connedion to 5 i
the Internet, Financing will . Click aresult opularity of the Int
also be budg[Med for the *‘_ to jump to it Web D id
purchase of ~ - WeDb Den provide
ent. Coffee, enter
[Page 2]

scene. People of all ages ar

innovative environment thz

Repla | Is used to replace text in the
ce document.

03¢ Replace

17
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-
Find and Replace

Find | Replace | GoTo

Find what: ‘June 14

Replace with: ‘June 6 ]

B

l Replace I ’ Replace Al ] I Find Next I I Cancel ]

g Select ~

Select

Is used to select text or object.

18
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Computers Laboratory (5)

MICROSOFT WORD 2010

Insert Tab

The Insert tab provides options to put visual enhancements in the document. It contains all the

commands for inserting items into the document, such as pictures, tables, and charts. The Insert

Tab has its controls arranged in seven groups from left to right.

R =] ] HE
1= 5 &
Cover Blank Page

Page = Page Break Art

Tables

Pages

Table | Picture Clip Shapes Smartdrt Chart Screenshot

) a8, Hyperlink
PR

A Bookmark

Mustrations Links

'H) Cross-reference

: (A = \ = & Signature Line -
TIEN -
Tedt Quick Wordart Drop ;

Header Footer Page
z Box* Parts~

Equation Symbal
* Number ~ z

W Object -

Header & Footer Text

Symbals

Pages -- Tables -- lllustrations -- Links -- Header & Footer --Text --Symbols

The Pages Group

Cover Blank Page
Page -~ Page Break
Pag-‘:s
Button Name Function
ﬂ Insert a fully formatted cover page.
Pa The user fills in the titles, author
Page ~ name, date and other information.
Cover page | To remove cover page, Select Cover
Page in the document and then select
the Remove Current Cover Page
option from the Drop-Down.
j Inserts a new blank page. It inserts a
e blank page by inserting two page
Page Blank page | breaks, one above the current
insertion point and one below it.
= h h
= page Break Start the next page at the current
TR Position.

19
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The Tables Group

=

Table

L3

Tables

There are several methods used to create a table in Word 2010:
1. On the Insert tab, in the Tables group, click Table, and then click Insert Table. The
Insert Table displays the "Insert Table" dialog box. The user determines the table size.
Insert Table =

Table size

Mumber of columns: 5

Mumber of rows: 2
AutoFit behavior

@) Fixed column width: | Auto

AutoFit to contents

AutoFit to window

—>

Remember dimensions for new tables

l OK l | Cancel |

2. On the Insert tab, in the Tables group, click Table, and then click Draw Table. The
Draw Table lets you create a table by inserting horizontal and vertical lines using the
mouse.

3. On the Insert tab, in the Tables group, click Table, Convert Text to Table.

> Insert separator characters — such as tabs — to indicate where you want to divide the
text into columns. For example, in a list with two words on a line, insert a tab after
the first word to create a two-column table.

> Select the text that you want to convert.

> On the Insert tab, in the Tables group, click Table, and then click Convert Text to
Table.

»> The Convert Text to Table displays the "Convert Text to Table" dialog box. Click
OK. The text will convert to a table.

20
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First Name W Last name

First Name Last name
Ali Ahmed Ali Ahmed
Sam Ali

Sam Al

4. On the Insert tab, in the Tables group, click Table, and then click Excel Spreadsheet.

The Excel Spreadsheet command inserts an Excel worksheet into the document.

A B i D E F G =

1] ]

(F- - RN Y B = TR

=l
P =]

bo¥ | Sheerl (B3 gl Ll

5. On the Insert tab, in the Tables group, click Table, point to Quick Tables, The Quick

Tables lets you insert tables that have been stored as building blocks (built in tables).
6. On the Inserttab, in the Tables group, click Table, move mouse on the grid to

determine the number of rows and columns in the table.

Insert Page Layout References Mailings

| EED 2 &

Table Picture Clip Shapes Smart&rt Chart Screenshot

4x3 Table ions

Insert Table...

Draw Table

Excel Spreadsheet

s |

Quick Tables 3

When a user select a table in Word 2010, Design and Layout tabs appear under Table
Tools on the Ribbon.

21
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Desien Tab

In Design Tab: A user must select a table.

Home  Insert  Mew Tab Page Layout  References ~ Mailings  Review  View  Ginger Writer Design Layout
[/] Header Row  [¥] First Coumn | _ _ _ __  _____ Tl ——— ——— — & shadingw  ——— - =
Arwion Cluscom | 55 507 [ B EEE TEE EE kel oe— O O
[¥] Banded Rows [[] Banded Columns _ " ceees | =T === ==uss ===== N &2, Pen Calor ~ -?;gr: Fraser
Table Style Options Table Styles Draw Borders
Tables Styles Group
__________ — — — — — &Shadlng'
=== o BEEE IR T T o (e
Table Styles
== FE == | 1.bjestvies | TO apply a visual style
s — = = : Y% | for the table.
. Color the background of
< Shading = Shading table
2 s Border | To add borders to a table
Draw Borders Group
¥ pt % z J
& Pen Calor - _lli_)argr; Fraser
Draw Borders
i -Select the style of the line used to draw
-Line Style
: ‘Line borders.
: -Select the width of the line used to draw
et - Weight | 0 ders
i, Pen Color - -Pen Color '

-Change the pen color.

Draw Table | To draw the borders of a table.

Eraser To delete the borders of a table

22
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Layout Tab
In Layout Tab: A user must select a table.

Home Insert New Tab Page Layout References Mailings Review View Ginger Writer Design Layout 9
l§ Select - fam z T =n 1 T R e - ’ : = " ‘%lf] = A= 1 A| 7 Repeat Header Rows
}( : ﬁa T |z=2] gl Height: 0.16 % B pistribute Rows ! ——+t ‘ e
=g view Gridlines J Dj EEEI J ﬁ EI IE‘ SR : =2=22 — J Ll =% Convert to Text
: Delete | Insert Insert Insert Insert  Merge Split  Split AutoFit | = yidth: o | i | Text Cell Sert
& properties % Above Below  Left  Right Cells  cCells Table 4 st i B el = = = pirection Margins f= Formula
Table Rows & Columns ] Merge Cell Size ] Alignment Data
Rows & Column Group
e e . |
N B
Delete Insert  Insert Insert Insert
x Above Below Left  Right
Rows & Columns
BE.:
Delete Delete cells, rows, columns and table.

Delete

==l
Insert Insert Insert Insert
Above Below  Left  Right

Insert Rows and Columns | Add rows and columns to the table.

Merge Group
bl B

Merge Split Split
Cells  Cells Table
Merge

—— [T

Emm . .

=7 |-Merge cells | -Merge multiple cells into one.

merge split  spiit | -Split Cells | -Split a single cell into multiple cells.
cels o cels TERE ) _gp)it table | -Split the table into two tables.

Merge

Cell Size Group

1] Height: 0.16" $+  HF pistribute Rows
o7 width: 4 T pistribute Columns
Cell Size
dl rent 073em 2 oble Row height -Set the height of the selected cells.
5 width: 563em 7 -Table Column width -Set the width of the selected cells.
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L Distribute Rows /
47 pistribute Rows Makes all rows or columns the
Columns i
Z'j Distribute Columns Same Size
Alignment Group
BlEa Az
SEE

Text Cell
=l = = piredion Margins

Alignment

EBla = :

o = : Al 'g_gx(,[:e” The user can control exactly where the text is
I located within the selected cells.

A=

— Text o .-

o - Change Text Direction within the selected cells.
e Direction

-~ Cell Margins Customize cell margins and the spacing between
Margins Ce"S

Data Group
,:.\l “H Repeat Header Rows
=5E Convert to Text
Sort
fe Formula
Data
2l
SZH Sort Sort selected data.
4 repeat Header Rows | Repeat Header Rows | Repeat the header rows on every page.

S Convert to Text Convert to text Convert the table to text.

fe Formula Formula Add a formula to a cell.

Many of the commands described above can be
NOTE obtained by right-clicking on the selected table.
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Times Mew Rorr ~ 12

- A
B J E¥®¥.-A &

[+
g

Cut e
copy Last name

Paste Options: %
= [v] (A Ali

B &

Insert 4
Delete Table

Merge Cells

Distribute Rows Evenly

Distribute Columns Evenly

Draw Table

ODE H S B &

Borders and Shading...

Cell Alignment b
AutoFit 4

Insert Caption...

i e

Table Properties...
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Computers Laboratory (6)

MICROSOFT WORD 2010

The Illustrations Group

Insert Tab

Picture Clip Shapes Smartart Chart Screenshot
Art - -
Tlustrations
Button Name Function
=l | nsert Picture from File Insert a picture from a file. Click on
Picture the picture to open the Format tab.
Elg . . . .
Bkl . Insert clip Art including drawings,
. Clip Art .
Cﬂhﬁ movies, sounds, photos etc.
I To insert ready-made shape, such as
N Shapes rectangles and circles, arrows, lines,
ShiPes atc
= _ i i
= SmartArt Graphics To insert a SmartArt Graphic.
Smartart
ikl Insert a chart to illustrate and
Chart
e compare data.
} i-:hm Screenshot Insert a picture of part of a screen

into the file.

The Header and Footer Group

Header Footer

Page
Mumber ~

Header & Footer
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Button Name Function

Insert Header & Footer. The content of the header will
appear at the top of each page while the content in the footer

3 2 Header & will appear at the bottom. When a user finishes from editing

HERRET 0 T Footer header and footer, click close Header and Footer in
the Design tab.
= .
s Page number Insert page numbers into the document.
Mumber *
The Text Group
A= _ E &% Signature Line -
J A ‘gj‘ = (53 Date & Time
Text  Quick WordArt Dro .
Box ~ Parts ™ z Capp' '#d Object ~
Text
Button Name Function
&
S Text Box Draw Text Box.
Box~
A,[ WordArt Creating decorative text.

=
o
=
=1
I
3

Create a large capital letters at the beginning of

AS Droo Ca the paragraph. First you must select the first
orop pap letter or word at the beginning of the
paragraph.
% Date & Time Date & Insert the current date or time into the current
Cl .
Time document.
The Symbols Group
TT @
Equation Symbol
Button Name Function

To insert a common mathematical

T Equation | equation or build up your own equation.

Equation
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Insert symbols or special characters that

€2 Symbol are not on your keyboard.

Symbol

Page Layout Tab

The Page Layout tab provides options for more advanced formatting of the pages of

document, such as margins, page orientation (i.e. portrait/landscape), size, etc.

nCoIors v H=h by == 1= Breaks - 5 i % Indent Spacing & Bring ard - |2 Align -
Al OB O0H! B BD™ __* B B e ®
Fonts ’ i3 Line Numbers ~ i Left O T | $= Before: O pt = 1 Send Backward - #] p
Themes Margins Orientation  Size  Columns ! Watermark Page Page L CI ; g
. EEffects = v v - . b& Hyphenation - . color * Borders | % Right: 0" $ IZ After Opt ¥ iy Selection Pane Rotat
Themes Page Setup Page Background Paragraph i Arrange

The Page Setup Group

— oy Ij =l Breaks ~
=l = £3 Line Numbers -
Margins Orientation Size  Columns

-

b¢" Hyphenation ~

Page Setup 3
Button Name Function
J Marains To format page margins. Normal is selected by default. Page margins
Margins g are the blank space around the edges of the page.

-

To change page orientation. Click either Portrait or Landscape to

= : . change the page orientation. Landscape format means the page is
orientation . . : i RS
Orientation oriented horizontally, while portrait format means it is oriented
i vertically.
J columns Split text into two or more columns
Columns

Page Setup Dialog Box
To show the page setup dialog box, click on = in the bottom right corner of the Font page

setup for more formatting options.
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Page Setup 2] Page Setup rﬂ@
: Margins Papzt Layoul [ Margins
1
Margins Setion
lop: 0.e9” < Bottom: 0.83" ~ Saction stact: Hew paga E|
: 0.56" = : 0.5" =
Left - Right — Section direction: Left-to-right j
utter: o = Gutter positon: Left E Suppress endnotes
Orientation Headers and footars
x I pifferant odd and even
. Different first page
- "
Portrait _andscape From edge: Headees |09
Pages Footer: (0.5
Multiple pages: Normal |Z| Fage
vertical alignment: | Top j
Preview Freview
Apply to: | Whole document E| Apply to: | Whole document j Line Murnbers... Borders...
o ) ome ]| | [cammn o) [

The Page Background Group

A @ 0

Watermark Page  Page
Color ~ Borders

-

Page Background

Button Name Function
2 Adding a Watermark (a ghosted text behind the
et Watermark |  content on the page). Watermarks are useful for
- identifying certain documents.
pajge Page Color Adding a color to a page background.
Color -
j Page
F;age borders Add or change the borders around the entire page.
Borders

The Paragraph Group

Indent Spacing

= Left O % | 1= pefore: O pt b=

£2 Right: 0" I After: Opt -
Paragraph
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Button Name Function
Indent The user can change indentation—the distance
= Left: 00 : Indent | between the paragraph and the end of margin in the
e left or the right side.
e ou = | Spaci Change the space between paragraphs by adding
E i::::e ; Et ; pacing space above or after the selected paragraph.
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First Class/ Biotechnology Dep. / Mela G. Abdul-Haleem

MICROSOFT WORD 2010

References Tab

References tab offers a quick way to enter the document sources, citations and choose a style.
On the references tab the user will find things like table of contents, footnotes, citations &
bibliography, table of figures, captions, indexes and table of authorities.

= [Zw Add Text = [}y Insert Endnote = ) mManage Sources b |1 Insert Table of Figures =] Insert Index = 52 Insert Table of Authorities
27 Update Table AE' Next Footnate = —'L (2 Style: APA Fiftt - j ﬂ¢ G
Table of Insert Insert - Insert Mark Mark
Contents ~ Footnote Citation - 4" Bibliography - Caption L Cross-reference Entry Citation
Table of Contents Footnotes Citations & Bibliography Captions Index Table of Autharities
The Table of Contents Group
B Add Text -
=¥ Update Table
Table of
Contents -
Table of Contents
Button Name Function
= Add a table of contents to the document. First the
E Table of . .
S Contents |  USer must select heading styles for titles from the
Contents » Home tab before the insertion of Table of Contents.
Add the current paragraph as an entry in the Table
¢ Add Text ~ Add Text paragrap y
of Contents.
Update Update Table of Contents so that all the entries
= Update Table
Table refer to the correct page number.

The Captions Group

j [ Insert Table of Figures
bal

Insert
Caption 12 Cross-reference

Captions

31



First Class/ Biotechnology Dep. / Mela G. Abdul-Haleem

Button Name Function
ﬂ Insert Caption Add caption to a picture. Caption is a line of text
i P that appears below the object to describe it.
] Insert Table of Figures Inseicrt table of Insert a table of figures into the document
igures
Review Tab

The Review tab provides options for editing the document’s content, such as a Spelling and
Grammar check, a translator, and inserting comments in specific areas.

= ABC i &= =y, T4 Final: Show Markup - v}.‘, Ty # Previous 2 Ty ~_|
Y [ B &3 % % 3@ | [ | B g % 1 L |
s 3 \ L - | - | . 1% | . 73} )
| = 3 show Markup - = %} Next = :;0—‘1
Spelling & Research Thesaurus Word | Translate Language hew g Pre Track B ] Accept Reject Compare B Restrict  Linked
Grammar Count - Comment Changes - I Reviewing Pane ~ v - i Editing =~ Notes
Proofing Language Comments

Tracking Changes Compare Protect OneNote

The Proofing Group

vV [ B o3

Spelling & Research Thesaurus Word
Grammar Count

Proofing

Button Name Function

Sp}Z& Spelling & Grammar Checking spelling and grammar of text in the document.
ABRC
‘i:‘d Word Count Find out the number of words, characters, paragraph and lines

Count

The Comments Group

i R W R
Mew Delete Previous Next
Comment v
Comments
Button Name Function
3 Add a Comment about the
i New comment selection.
Comment {mmm [pil: I
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Delete Delete comment
Cielete
ﬂ Previous Go to the previous comment in
Previous the document.
- )
_J Next Go to the next comment in the

Mext

document.
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Computers Laboratory (8)

POWER POINT 2010

PowerPoint 2010 is the presentation software that allows the user to create dynamic slide
presentations that can include animation, texts, images, and videos. PowerPoint uses slides to
build a presentation.

Customize Quick Accesstoolbar Ribbon Slide
5l ) -
| I )
e uthioe
«—— Slides/Outline Pane
Click to add title
Click to add notes
1| Ofce Theme | Engiib US4 { B33 . 6% (= b
T Note pane T
Status bar View bar

Slides/Outline Pane

Slides Tab

Slides tab displays the slides of your presentation as small images. This view allows easy
navigation through slides. Slides pane contains the current slide in your presentation. If you
add more slides to the presentation a vertical scroll bar will appear to view the other slides in

your presentation.

Slides Qutline 4

1

Computers

Power Point 2010
P int 2010 is the
software that allows the user to create
dynamic slide presentations that can
include animation, texts, images, and
videos. PowerPoint uses slides to build
a presentation.
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Outline Tab
The outline tab conveniently displays the text content of each slide. The user can edit the

text directly from the outline view.

Slides Outline X

1 Computers
Power Point 2010
PowerPoint 2010 is the presentation
software that allows the user to create
dynamic slide presentations that can
include animation, texts, images, and
videos. PowerPoint uses slides to build
a presentation.

Comparison between Word 2010 and PowerPoint 2010

Word 2010 PowerPoint 2010
Word is a word processing program. PowerPoint is presentation software.
Word Processor is used for creating and Power point is used for creating
formatting text. presentations.
The file is called Document. The file is called Presentation.
The document consists of pages The presentation consists of slides
It can be written directly on the page It can only be written through an object
Users generally use Microsoft Word when they Users use Powe_rPomt When_ they need to
-~ create presentations for business
need to create letters, forms, mailings and . :
meetings, seminars, workshops or
reports. -
trainings.
Home Tab
e = Layout - T A E = = = i i 1l lF) ﬂ_| # Find
Daﬁe E I\j £5 Reset IR — . o = _ S:;-les -‘-rr_afe L7 s 24 Replace »
T Sliclea' =i Section ~ S N R == == T = 'p — . lg select ~
Clipboard 1a Slides Font Paragraph Drawing Editing
The Slides Group
= Layout ~
E Reset
New
Slide - o Section ~
Slides
Button Name Function
= To insert a new slide. Click this button to insert a new slide

s New Slide | into the presentation. The slide will be inserted after the
Slide ~ current slide with the same format as the current slide.
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Clicking the arrow will display a gallery of different slide
layouts.

Customize slide layout. Change the layout of the selected
slide. When this button is clicked, a gallery of different slide

S aon- | Layout layouts will appear. Click one of the layouts to apply it to the
current slide.
_ Reset the position, size and formatting of the selected slide
e Reset | hlaceholders to their default settings.
5 Section - Section | Organize the slides into sections.

Note: the other groups in Home and Insert tabs are the same as those in Microsoft word
and were explained previously.

Duplicate a Slide
To duplicate a slide, select the slide you want to duplicate. Click drop-down menu of the New
Slide command. Choose Duplicate Selected Slides. Another way is to Right click on the slide
the user wants to duplicate and selecting Duplicate Slide.

Delete a slide

Some Operations on the Slides

Slides Qutline x

t  Design  Transtions  Ammatians  Shioe S|

e Select the slide you want to delete. Press the Delete or Backspace key on the keyboard.
e Or Right click on the slide you want to delete and select Delete Slide.
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Siides || ==l
& cul
; 43 Copy
| i Paste Options:
2
| Mew slide
Dupheats Shae

¥ ==

5 | Add Sechon

= publish slides

Check for Updates
1 B | Layout 4
Heset Slide

M Formst Background. .

Move a slide
1. Select the slide the user wants to move.
2. Click, hold, and drag the mouse to a new location. A horizontal insertion line will mark

the new location.

3. Release the mouse button. The slide will appear in the new location.
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Computers Laboratory (9)

POWER POINT 2010

Design Tab

This tab is used to apply a design to a PowerPoint presentation. It is also possible to make
changes to the slide orientation, page setup, themes, slide background, and other design

attributes.
i [ ' i T n&:lors' e
OB [aa e |2 sad s, ) [ o B s
Page Slide EEEEE || m— EEEEE T e LI L] | omm i EoEEEE = Ef'fects R D Hide Background Graphics

Page Setup

Setup Orientation » | 1=

Background

The Themes Group

i 1 z ECoIcrs "
BN I v it | %D [EmEEEE | I;Ef M 2 i = Ef'fects "
Themes

Button Name Function
Change the overall design for the slides. Right click on
any theme for more ways to apply it. Use themes to
simplify the process of creating professional designer-
Aa Aa - :
Themes ~ looking presentations.
— == L — ] B
- ;dd Gallery to Quick Access Toolbar
B colors - Colors Change the color for the current theme.
[A]Fonts - Fonts Change the font for the current theme.
: Change the effects for the current theme. They include
[Oletects - Effects line and fill effects.

The Background Group

&) Background Styles -

[ Hide Background Graphics

Background u
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Button Name Function
i Background Styles ~ Bazl:slrgsund Changes the background style for the current theme

Slide show Tab

This tab provides options for presenting the Slide Show to the audience. For example,
decisions can be made as to where to start the presentation.

Tips for presenting a slide show:
+ Press the F5 key on the keyboard to start the slide show from the beginning.

+ Press the ESC key on the keyboard to exit out of full screen mode
+ On the keyboard use the Enter key, Space Bar, or Arrow key to advance through the

slide show.
‘_'_L?' 'gr -—:ﬁ :i';- _iij g f)J L&-:J [_J’ Play Narrations & Resolution: Use Current Resolut.. ~
. [V] use Timings
From Fram Broadcast  Custom Set Up Hide | Rehearse Record : ==
Beginning Current Slide Slide Show Slide Show v | Slide Show Slide  Timings Slide Show ~ [¥] show Media Controls | [[] Use Presenter View
Start sSlide Show Set Up Monitors
The Start Slide Show Group
= Tez| == =
®» ¥ | ® &F
From From Broadcast  Custom
Beginning Current Slide  Slide Show Slide Show -
Start Slide Show
Button Name Function
= . . .
—®) From To start the slide show from the first slide of
i 8 Beginning the presentation.
T From Current To start the slide show from the current
Ctens e Slide slide.
= Custom Slide | Displays only selected slides. This option
g Show makes it possible to have several slide shows
Slide Show ~ within the same presentation.
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Transitions Tab
Transitions determine how the slides in the presentation will move from slide to slide.
When the transition is selected, it is applied to the current slide. Use the Transitions tab to add
transitions to a slide and to customize transition effects.

I i 1 — . | = ; 1 - = —{IJ & Sound: [No Sound] * Advance Slide
_f — _‘L_ L ﬁ ilJ ij , l“ & | © puration; 0010 % | [¥] on Mouse Click
Preview None Cut Fade Push Wipe Split Reveal Random Bars |+ O;Ejri' 53 Apply To Al [ after: 000000
Preview Transition to This Slide Timing
The Preview Group
Preview
Preview
Button Name Function
= Preview To preview a selected transition.
Praview
The Transition to This Slide Group
Tl o | — ' f ] =]
o = ] o 4 & B W =
MNaone Cut Fade Push Wipe Split Reveal Random Bars | < Ef_fECt
Options ~
Transition to This Slide
Button Name Function
= = & (- = Il To apply a transition that
o : T ome 12 ... | will be applied during the
Transiti ..
on transition between the
previous slide and the
current slide.
;@ Effoct Change the properties of
e . transition effect such as
Options = OptlonS - -
direction or color

To remove a transition Select the slide you want to modify. Choose None from the gallery in

the Transition to This Slide group.
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The Timing Group

il Sound: [No Sound] +  Advance slide

& Duration:

i Apply To Al

00.10 > On Mouse Click
[] after: 00:0000 %

Timing

Button

Name

Function

dh Sound: [Mo Sound]

v Sound

To add sound to play during the transition
between the previous slide and the current slide.

& Duration: 01.00

- Duration

To adjust the length of a transition period.

i3l Apply To All

Apply to All

Apply the selected transition to all slides When
the transition is first selected, it is only applied to
the selected slide. This button must be selected to
apply the transition to all the slides in the
presentation.

Advance 5lide

On Mouse Click

-

[T] after: 0000000

Advance
Slide

This option is used to determine how the
transition is take place from one slide to the next.
On Mouse Click option means waiting until a
mouse click to move to the next slide. After
option means moving to next slide after a specific
number of seconds.
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Computers Laboratory (10)
POWER POINT 2010

Animations Tab

Use the Animations tab to add animation to the objects in a slide and to manage the animation
order. First you must select the object in the slide to activate many options in this tab.

. d* %30 Animation Pane b Start = Reorder Animation
% kK I
o) i’ | o) . Trigger D Tiiraticis -
BLEVIEL None Appear Fade Fly In FloatIn Spht =| =UEU e e i a
& = Animation ~ " ANIMELON Falnte S 2E R -
Preview Animation Advanced Animation Timing

Applying an animation to an object:
1. Select an object. Click the Animations tab. Select an animation from Animation group.

I
Home Insert Design Transitions Animations Slide Show Review View Format

.k , . Iﬂ 20 Animatic
x > ¢ 4 - S
Mone Appear Fade Fly In FloatIn — A Add _—
Options = | Animation ~ My Animat
Animation Advanced Animati
| More

x

Choose an animation to apply to
objects in the slide.

2. The object will now have a small number next to it to show that it has an animation.

Shy guy
Bewitch

=21

At the bottom of the menu, the user can access even more effects.

Exit |

¥ % S | ¢

Disappear Fade Fly Cut Float Qut Split |

+ - »* - ’*‘

\ Py |
Wipe Shape Wheel Random Bars  Shrink & Turn |+ ||

: |
ﬂ More Entrance Effects... E

More Emphasis Effects...
More Exit Effects...

More Motion Paths...

-»}Z}»*S}-*

TR R Tarhe
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To preview animations:
1. Click the slide you want to preview.
2. From the Animations tab, click the Preview command in Preview group.

¥

Preview

r

Preview

The Advanced Animation Group

¥ Animation Pane
7 Trigger -
Add o .
Animation = % Animation Painter

Advanced Animation

Add Animation command allows you to add multiple animations to an object. If you select
a new animation from the menu in the Animation group, it will replace the object's current
animation. However, you'll sometimes want to place more than one animation on an object,
such as with anentrance and exiteffect. To do this, you'll need to use the Add
Animation command, which will allow you to keep your current animations while adding new
ones.

Animation pane
The Animation pane allows you to view and manage all of the effects that are on the current
slide. You can modify and reorder effects directly from the Animation pane, which is
especially useful when you have several effects.

1. From the Animations tab, click the Animation Pane command.

f% b Amrﬁt«on Pane

Trigger ~
Add

Animation * *7 Animation Painter

2. The Animation pane will open on the right side of the window. It will show all of the
effects for the current slide in the order they will appear.
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Animation Pane -l

| = Flay

[t 3% T comp.. [ =1

2 # Contant Face.. ||

| ReOrder [4]
The Timing Group
B Start: On Click * | Reorder Animation
& Duration: 0050 -
@ Delay: 0000 3 * Move Later
Timing
Button Name Function
Determines when an animation starts to play.
Start Drop-down menu contains three options: (on
» Start: | on Click - | (Animation Click, With Previous and After Previous).
- - p Start: On Click
Tlmlng) & Durati On Click
C) Delay With Previous
After 'r"rc.wo‘u:.
Animation . .
© Duration: 0050 % . To specify the length of an animation.
Duration pecify g
® Delay: 0000 3 Dela Adds a delay before the effect starts. Plays
y animation after a certain number of seconds.
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