CCA-101: Fundamentals
of IT & Programming

Assignment -1



Q1: What are the four fundamental parts of computer? Explain it
with the help of diagram.

Ans. Computer Block Diagram System: Mainly computer system consists of three
parts, that are central processing unit (CPU), Input Devices, and Output Devices. The
Central Processing Unit (CPU) is divided into two parts again: arithmetic logic unit (ALU)
and the control unit (CU). The set of instruction is in the form of raw data.
A large amount of data is stored in the computer memory with the help of primary and
secondary storage devices. The CPU is like the heart/brain of the computer. The user
does not get the desired output, without the necessary option taken by the CPU. The
Central processing unit (CPU) is responsible for the processing of all the instructions
which are given by the user to the computer system.
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Fig: Block Diagram of the computer.
The data is entered through input devices such as the keyboard, mouse, etc. This set of
instruction is processed by the CPU after getting the input by the user, and then the
computer system produces the output. The computer can show the output with the help
of output devices to the user, such as monitor, printer, etc.

CPU (Central Processing Unit)
Storage Unit
ALU(Arithmetic Logic Unit)

Control Unit
Central Processing Unit (CPU)

The computer system is nothing without the Central processing Unit so, it is also known
as the brain or heat of computer. The CPU is an electronic hardware device which can
perform different types of operations such as arithmetic and logical operation.
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The CPU contains two parts: the arithmetic logic unit and control unit. We have
discussed briefly the arithmetic unit, logical unit, and control unit which are given below:

Control Unit

The control unit (CU) controls all the activities or operations which are performed inside
the computer system. It receives instructions or information directly from the main
memory of the computer.

When the control unit receives an instruction set or information, it converts the
instruction set to control signals then; these signals are sent to the central processor for
further processing. The control unit understands which operation to execute, accurately,
and in which order.

Arithmetic and Logical Unit

The arithmetic and logical unit is the combinational digital electronic circuit that can
perform arithmetic operations on integer binary numbers.It presents the arithmetic and
logical operation. The outputs of ALU will change asynchronously in response to the
input. The basic arithmetic and bitwise logic functions are supported by ALU.

Storage Unit

The information or set of guidelines are stored in the storage unit of the computer
system. The storage unit provides the space to store the data or instruction of processed
data. The information or data is saved or hold in computer memory or storage device.
The data storage is the core function and fundamental of the computer components.

Components of Computer System

The hardware and software exist on the computer. The information which is stored
through the device is known as computer software. The hardware components of the
computer system are related to electronic and mechanical parts, and the software
component is related to data and computer programs. Many elements are connected to
the main circuit board of the computer system called a “motherboard.”
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Components of a Computer System

Processor.

Main Memory.
Secondary Memory.
Input Devices.

Output Devices.

These are mainly five components of the computer system. The computer hardware,
computer software, and liveware exist in the element of the computer system.
Processor

The processor is an electric circuitry within the computer system. The Central processing
unit is the central processor or main processor of the computer system. The processor
carries out the instructions of the computer program with the help of basic arithmetic and
logic, input/output operations.

Main Memory

The Random Access Memory is the main memory of the computer system, which is
known as RAM. The main memory can store the operating system software, application
software, and other information. The Ram is one of the fastest memory, and it allows
the data to be readable and writeable.

Secondary memory

We can store the data and programs on a long-term basis in the secondary memory.
The hard disks and the optical disks are the common secondary devices. It is slow and
cheap memory as compare to primary memory. This memory is not connected to the
processor directly.

It has a large capacity to store the data. The hard disk has a capacity of 500 gigabytes.
The data and programs on the hard disk are organized into files, and the file is the
collection of data on the disk. The secondary storage is direct access by the CPU; that’s
why it is different from the primary storage.



The hard disk is about 100 times the capacity of the main memory. The main difference
between primary and secondary storage is speed and capacity. There are several large
blocks of data which are copied from the hard disk into the main memory.

Input Devices

The user provides the set of instruction or information to the computer system with the
help of input devices such as the keyboard, mouse, scanner, etc. The data
representation to the computer system is in the form of binary language after that the
processor processes the converted data. The input unit implements the data which is
instructed by the user to the system.

We can enter the data from the outside world into the primary storage as the input
through input devices. The input devices are the medium of communication between the
outside world and the computer system.

There are some important features of input devices which are given below:

. The input devices receive or accept the data or instruction from the user, who exist in the

outside world.

. These devices convert the data or instruction into the machine-readable form for further

processing.
. The input device performs like the connection between the outside world and our

computer system.

4. The keyboard and mouse are common examples of input devices.

5. When the whole procedure is finished, we get the desired output from the output devices

such as monitor, printer, etc.

Output Devices

The output devices produce or generate the desired result according to our input, such
as a printer, monitor, etc. These devices convert the data into a human-readable form
from binary code.

The computer system is linked or connected to the outside world with the help of output
devices. The primary examples of output devices are a printer, projector, etc.

These devices have various features which are given below:

1. These devices receive or accept the data in the binary form.

2. The output devices convert the binary code into the human-readable form.

. These devices produce the converted result and show to the user.

Q2: Discuss about the classification of computers based on
size and capacity.

Classification of Computer Based on Size and Capability

Introduction
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Classification of computers are based on their architecture, speed of executing commands or
instructions, peripheral used and also their uses. Microcomputers are usually used in home and
offices and only a single user can perform the task using a microcomputer. Its storage and data
handling capacity are limited as per the requirement for home and office work. The another type
of computer is called minicomputer which has usually larger storage and can handle multiuser at
a time. This chapter includes the classification of computers.

Computer's Classification

Computers are classified on different parameters, such as, storage capacity, processing speed
and component (CPU) used in computers. Depending upon the components used and features
of different computers, they are classified into four groups, Microcomputers, Minicomputers,
Mainframe computers and Supercomputers.

Micro Computers

Micro Computer is a computer whose CPU (Central Processing Unit) is a microprocessor. All the
components of a microprocessor are on a single integrated circuit chip. Micro computer can be
categorized as the desktop, programmable and workstation. The microprocessor based
computers are called third generation computers. They are the backbone of the modern
computer era. The first and second generation computers are based on vacuum tubes and
bipolar junction transistors.
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Desktop Computers

Desktop computer is a type of microcomputer. A desktop computer has a keyboard for input
data, a LCD or CRT monitor to display information and Central processing unit tower contains



storage, memory, different types of drives, such as, CD drive, hard drive, etc. A desktop
computer is mainly used at home and office applications.

Programmable Computers (PDA)

Personal digital assistance is a type of hand held programmable digital computer. It is used as
notepads, address books and can connect to world web wave to share information. A PDA is
equipped with mobile phone hence, called smallest computer.

Workstation

A workstation computer has greater memory capability and more extensive mathematical
abilities. It is connected with other workstation computers or personal computer to exchange data
and mostly used for scientific applications. It also supports multitasking applications.

Mini Computers

Minicomputers were introduced in early 1960s. They were faster than micro computers. Basically
these computers were mainly multi-user systems, where many users work on the systems.
Generally these types of computers had larger memories and greater storage capacity. They had
large instruction set and address field. These kinds of computers have efficient storage for
handling of text, in comparison to lower bit machines. Due to more efficient processor, speed and
memory size, minicomputer was used in variety of applications and could support business
applications along with the scientific applications. Minicomputer was a multi-user system which
means more than one user could use this system simultaneously.

Comparison of Micro and Mini computers

Features Microcomputer Minicomputer
Primary Shall memory Larger memory
memory
Word length Small word | Larger word

length length
Cost low Low High
Processor Low High




Mainframe Computers

Mainframe computers are large and expensive machines. The word length of mainframe
computers may be 48, 60 or 64 hits, memory capacity being in some megabytes and storage
capacity in some terabytes. Generally they handle huge volumes of information and data. In
terms of speed, they are having significant processing capacity. They are used in research
organizations, large industries, airlines reservation where a large database has to be maintained.

oov-pu-v A:

Super Computers

Super Computers are the fastest computer in current era. The processing capabilities of super
computer lies in the range of GIPS2, word length 64-128 or may be in 256 or so. The memory
capacity of super computer is in some gigabytes or in terabytes. The storage capacity of this type
of computer is in exabytes.
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The parallel processing of a super computer makes it very fast because it contains number of
CPU that operates parallel. They are used at some research centers and government agencies
involving sophisticated scientific and engineering tasks.

Super computers are used for the followings:

% Weapons research and development
+ Nuclear and plasma physics

+ Rocket research and development
+«+ Atomic research

+ Aerodynamics

Units For Measuring Word Length, Data, And Storage Capacity of a Computer

Computers are classified on the basis of their data processing speed better known as clock
speed and the word length. The word length that is processed by a CUP at a time is one of the
important feature of that CPU.



The followings are the units for the measurement of data volume:

bit bit Oorl

Byte B 8 bite

Kibibit Kibit 1024 bits
kilobit Kbit 1000 bits
kibibyte (binary) KiB 1024 bytes
kilobyte (decimal) kB 1000 bytes
megabit Mbit 1000 kilobits
mebibyte (binary) MiB 1024 Kibibytes
megabyte (decimal) MB 1000 Kilobytes
gigabit Gbit 1000 megabits
gibibyte (binary) Gibbs 1024 mebibytes
gigabyte (decimal) GB 1000 megabytes
terabit Thit 1000 gigabits
tebibyte (binary) TIB 1024 gibibytes
terabyte (decimal) B 1000 gigabyte
Petabit Pbit 1000 terabyte
pebibyte (binary) PiB 1024 tebibytes
petabyte (decimal) PB 1000 terabytes
exabit Ebit 1000 petabits
exbibyte (binary) EiB 1024 pebibytes
exabyte (decimal) EB 1000 petabytes

Q3: What is the meaning of computer generation? How many Computer
Generations are defined? What technologies were/are used?

ans. HOwW many generations of computers
are there?

Computer generations are based on when
major technological changes in computers
occurred, like the use of vacuum tubes,
transistors, and the microprocessor. As of
2020, there are five generations of the
computer.

Review each of the generations below for
more information and examples of



computers and technology that fall into
each generation.

First generation (1940 - 1956)

e Second generation (1956 - 1963)

e Third generation (1964 - 1971)

e Fourth generation (1972 - 2010)

o Fifth generation (2010 to present)

First generation (1940 - 1956)
Vacuum Tubes

The first generation of computers

used vacuum tubes as a major piece of
technology. Vacuum tubes were widely
used in computers

from 1940 through 1956. Vacuum tubes
were larger components and resulted in
first generation computers being quite
large in size, taking up a lot of space in a
room. Some of the first generation
computers took up an entire room.
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The ENIAC is a great example of a first
generation computer. It consisted of
nearly 20,000 vacuum tubes,

10,000 capacitors, and 70,000 resistors. It
weighed over 30 tons and took up a lot of
space, requiring a large room to house it.
Other examples of first generation
computers include the EDSAC, IBM 701,
and Manchester Mark 1.

Second generation (1956 - 1963)
Transistors

[
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The second generation of computers saw
the use of transistors instead of vacuum
tubes. Transistors were widely used in
computers from 1956 to 1963. Transistors
were smaller than vacuum tubes and
allowed computers to be smaller in size,
faster in speed, and cheaper to build.

The first computer to use transistors was
the TX-0 and was introduced in 1956.
Other computers that used transistors
include the IBM 7070, Philco Transac S-
1000, and RCA 501.
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The third generation of computers
introduced the use of IC (integrated
circuits) in computers. Using IC's in
computers helped reduce the size of
computers even more compared to
second-generation computers, and make
them faster.

Nearly all computers since the mid to late
1960s have utilized IC's. While the third
generation is considered by many people
to have spanned from 1964 to 1971, IC's
are still used in computers today. Over 45
years later, today's computers have deep
roots going back to the third generation.
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Fourth generation (1972 - 2010)

The fourth generation of computers took
advantage of the invention of

the microprocessor, more commonly
known as a CPU. Microprocessors, with
integrated circuits, helped make it possible
for computers to fit easily on a desk and
for the introduction of the laptop.

Some of the earliest computers to use a
microprocessor include the Altair

8800, IBM 5100, and Micral. Today's
computers still use a microprocessor,
despite the fourth generation being
considered to have ended in 2010.
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Fifth generation (2010 to present)

The fifth generation of computers is
beginning to use Al (artificial intelligence),
an exciting technology with many potential
applications around the world. Leaps have
been made in AI technology and
computers, but there is still room for much
improvement.

One of the more well-known examples of
Al in computers is IBM's Watson, which
was featured on the TV show Jeopardy as
a contestant. Other better-known
examples include Apple's Siri on the
iPhone and Microsoft's Cortana on
Windows 8 and Windows 10 computers.
The Google search engine also utilizes Al
to process user searches.
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QA4: Differentiate between Volatile & Non- Volatile memories.

ans. Difference between Volatile Memory and Non-
Volatile Memory

Difficulty Level : Easy

Last Updated : 28 Jun, 2020

Volatile Memory:

It is the memory hardware that fetches/stores data at a high-speed. It is also referred as
temporary memory. The data within the volatile memory is stored till the system is
capable of, but once the system is turned off the data within the volatile memory is
deleted automatically. RAM (Random Access Memory) and Cache Memory are some
common examples of volatile memory. Here, data fetch/store is fast and economical.
Non-Volatile Memory:

It is the type of memory in which data or information is not lost within the memory
even power is shut-down. ROM (Read Only Memory) is the most common example
of non-volatile memory. It’s not economical and slow in fetch/store as compared to
volatile memory however stores higher volume of data. All such information that
needs to be stored for an extended amount of time is stored in non-volatile memory.
Non-volatile memory has a huge impact on a system’s storage capacity.

Below are the differences between volatile and non-volatile memory:

S.NO Volatile Memory Non-Volatile Memory
Volatile memory is the type of Non-volatile memory is the type
memory in which data is lost as of memory in which data remains
1. it is powered-off. stored even if it is powered-off.
Contents of Volatile memory is Contents of Non-volatile memory
2. stored temporarily. is stored permanently.

It is faster than non-volatile

3. memory. It is slower than volatile memory.
RAM(Random Access
Memory) is an example of ROM(Read Only Memory) is an

4. volatile memory. example of non-volatile memory.


https://www.geeksforgeeks.org/easy

S.NO

10.

11.

12.

Volatile Memory

In volatile memory, data can be
easily transferred in comparison
to non-volatile memory.

In Volatile memory, process can
read and write.

Volatile memory generally has
less storage capacity.

In volatile memory, the
program’s data are stored which
are currently in process by the
CPU.

Volatile memory is more costly
per unit size.

Volatile memory has a huge
impact on the system’s
performance.

In volatile memory, processor
has direct access to data.

Volatile memory chips are
generally kept on the memory
slot.

Non-Volatile Memory

In non-volatile memory, data can
not be easily transferred in
comparison to volatile memory.

In Non-volatile memory, process
can only read.

Non-volatile memory generally
has more storage capacity than
volatile memory.

In non-volatile memory, any kind
of data which has to be saved
permanently are stored.

Non-volatile memory is less costly
per unit size.

Non-volatile memory has a huge
impact on a system’s storage
capacity.

In non-volatile memory,
processor has no direct access to
data.

Non-volatile memory chips are
embedded on the motherboard.



Q5: Distinguish among system software, application software and open
source software on the basis of their features.

Ans. System Software:

System Software is the type of software which is the interface between
application software and system. Low level languages are used to write the
system software. System Software maintain the system resources and give
the path for application software to run. An important thing is that without
system software, system can not run. It is a general purpose software.

Application Software:

Application Software is he type of software which runs as per user request. It
runs on the platform which is provide by system software. High level
languages are used to write the application software. Its a specific purpose
software.

The main difference between System Software and Application Software is
that without system software, system can not run on the other hand without
application software, system always runs.

open source software

Open source software is software with source code that anyone can inspect,
modify, and enhance.

"Source code" is the part of software that most computer users don't ever see;
it's the code computer programmers can manipulate to change how a piece of
software—a "program" or "application"—works. Programmers who have
access to a computer program's source code can improve that program by
adding features to it or fixing parts that don't always work correctly. Some
software has source code that only the person, team, or organization who
created it—and maintains exclusive control over it—can modify. People call
this kind of software "proprietary"” or "closed source" software.

Only the original authors of proprietary software can legally copy, inspect, and
alter that software. And in order to use proprietary software, computer users
must agree (usually by signing a license displayed the first time they run this
software) that they will not do anything with the software that the software's
authors have not expressly permitted. Microsoft Office and Adobe Photoshop
are examples of proprietary software.

Q6. a) Create a file in MS-word to insert a paragraph about yourself and
save it with file name “yourself”’. Describe all steps involved in it.



Ans. When you launch Microsoft Word for the first time, it automatically
opens a new blank Word document. From here, you can proceed to make
your business letter.

Otherwise, when prompted, select New > Blank Document > Create.

@ Word File Edit View Insert Format Tools Table Window Help
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JANYEAR
(= e ST ER TN

2 Blank Document Welcome o Word Take Notes Calendar
‘. L - B
Creative resume, designed by Creative cover letter, designed by Crisp and clean resume, designed Crisp and ciean cover letter,
MOO MOO by MOO designed by MOO
s (e~ {

Open the Template in Word

Launch Microsoft Word, then select Open. Follow the rest of the prompts to
open the duplicate template file you created earlier.
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Work in a copy of the Word template you downloaded to preserve the original template.

Save a File in Microsoft Word

Always save your work as you go! Otherwise, you run the risk of losing
your work, should your computer shut off or crash unexpectedly. This
section is for you if you're asking: "how do you save a file on Microsoft
Word?"

The quickest way is to click the Save button on the top of Microsoft Word.
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Here's how to save a Microsoft Word file. Start by clicking the Save icon.

Or, go to File > Save.
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How to Open a File in Word

You can open a saved MS Word file on a Mac in one of three ways:

Option 1. Use Spotlight

If you remember the file name, you can use Spotlight to find and open the
file. Click on the Spotlight button in the upper-right hand corner of your
screen. Type the file name in the Spotlight search box.



CD\ Survey dba letter —1- suxxggetter.docx

DOCUMENTS

survey-DBA-letter.docx 2 DOUbIe-CHCk

W Invoice US Letter copy.docx

tdorey wp_wp_20121226_885.sq!
bck 11-11-2014-12-53-58.142082...

publicrd_prinyourpajamas_wp_201... %ﬂl’gm"“ 2. Dear Ms. Simons.
. Attached is a copy of our latest report, |
publicrd_prinyourpajamas_wp_201... 10- Business Climate Survey 20XX
o . e ‘\?" Jane This is the 10th survey we have conduc
publicrd_prinyourpajamas_wp_201... g:m;m business climate in Global City. Since 1
o producing the report, we have observed
PDF DOCUMENTS :;2‘“:“‘ and shifts in our business eaviroament,
acer
» How To Start a Freelance Writing B... DRA Somme of the significant findings of the |
Business * 1 )79 new businesses were incorp
. Anocu.f»on 12% from the previous year
» the-complete-review-copy.pdf 123 Main St.

Global City * The top 3 chalienges cited by resp
i 3 = MM mii ﬁndxng skilled cmplo)«l. the ne
‘_ Show all in Finder... and, rising advertixing costs
Mm"t of the respondents repos
CRIN gross revenoe compared o the ye
Rescarch Director
I hope you find the report useful. If you
questions, please send them to
inguines ¥ globalaccelerator com

If you're wondering how to open a new file in MS Word, Spotlight can help.

When the file appears in Spotlight, double-click on the file name. The file
opens in MS Word.

Option 2. Use Finder

Launch Finder. Either use the Search bar to find the file or navigate to the
file by going to its specific location.



Another way to open a file is through Finder.

Double-click on the file name to open the file.

Option 3. Use Microsoft Word
Here's how to open a saved document in MS Word.

Launch Microsoft Word, then click on Recent to see a list of files you've
worked on recently. Double-click on the file you wish to open.



Click Recent to see files you've recently created.

Or, click on Open. Locate the file you want to open in your computer or
cloud storage and select it. Click Open at the bottom of the dialog box.
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Q6 b) Write steps regarding followings

[J To change the font style

How to Change Font Style in MS Word

The basic steps to change the font of a text in a document are given below;

o Select the text you want to modify

o Select the Home tab and locate the Font group
o Click the drop-down arrow next to font style box
o Font style menu appears

o With a left click select the desired font style

o If you want to change the font to bold or italic, click the 'B' or 'I' icons on the

format bar.

See the image:
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Change the size of selected text

To change the font size of selected text in desktop
Excel, PowerPoint, or Word:

1. Select the text or cells with text you want to change.
To select all text in a Word document, press Ctrl + A.
2.0n the Home tab, click the font size in the Font

Size box.
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Change the font color

You can change the color of text in your Word
document.

1. Select the text that you want to change.
2.0n the Home tab, in the Font group, choose the
arrow next to Font Color, and then select a color.

Theme Colors !

Standard Colors
| i} EEEEN

%s¥ More Colors...

[@ Gradient




You can also use the formatting options on the Mini
toolbar to quickly format text. The Mini toolbar
appears automatically when you select text.

Calibri (Body) ~[11 ~| A" A" As

B I U~ A-~:i=~i=-~ Styles

Lorem-ipsum-dolor-sit-amet,-consectetuer-adipis

Q7. Create a file in MS-Word for the following document and save it with file
name ‘ms_word’. Describe all steps involved in it.

Ans. MS WORD

Create a document

Create a blank document

1. Open Word. Or, if Word is already open,
select File > New.
2. Select Blank document.

Create a document using a template

1. Open Word. Or, if Word is already open,
select File > New.



Northwend Repont-Final docx - Wond

o
Suggested semches:  Business  Personal  Inditry  Print  DesignSets  Event  Educat
( 3 : Aa Title (9}
Blank document Welcome 10 Woed Single spaced (blank) Blog post
. JOIN US AT OUR p—
Title ANNUAL EVENT P =3
1 hesoeea R o
g r b /‘.‘-‘ -
AEEEEN
Report design (Blank) Resurme Buniness yer Studientt roy

2. Double-click a template to open it.

Tip: Pin templates you like, so you always see them when you start Word. Select the template
and then select the pin icon that appears next to the name of the template.

Search for a template

1. Open Word. Or, if Word is already open,

select File > New.
2.1In the Search for online templates box, enter a

search word like letter, resume, or invoice.

Search for online templates

Suggested searches:  Business  Personal Industry  Print  Design Sets  Event  Education




Or, select a category under the search box
like Business, Personal, or Education.

3. Click a template to see a preview. Click the arrows on
the side of the preview to see more templates.

Report design (blank)

Provided by Microseft Corporation

TItIE A ssmple starting document featunng the Report

design. The headangs are numbered to grve your
1 HEADING document chear structure that's perfect for those
Tin Lake vt g oF P beolate s Srigs, wie T Wgles gy i lhe Hirre times you need to Sy "as SEEN in section 1.5..%
ol T ek gt e R by oping It o, or Mghigaet This termplate is great for when you want to stan
it Wl il o Moy Evmpumnts wndl iiunae Givwie. e from blank but don't want the default look. To take
::T {7 TS R Sk At s gt 3 g et advantage of this design, simply format headangs
and other text using the Shyles gallery on the Home
B shaed ard gt ibarted tab.

Download size 38 KE

]

Create

4. Select Create.

Edit a Microsoft Word document

1. Open the file that you want to edit.

2. Choose from the following tasks:

Task Steps

Edit text a. Click the
Edit

tab.



Task

Insert images

Steps

Select the text that you want to edit.

Using the tools in the edit toolbar,
change the required formatting
including font style, paragraph
alignment, list formatting, and
indentation options.

Click the

Insert

tab.

Place your cursor where you want to
add an image.

To add an image from your computer,
click

Image

Choose the image to add.



Task Steps

Mark up the If you are viewing a .docx file, you can use the
document following review features:
h. Click the
Review
tab.
i. Click
Author

to enter the name that will be
associated with the changes thaty m

ake in the document.

j- Turnon

Track Changes

if you want to keep track of the
changes that you make to the
document.

k. Turnon
Show Changes

to see all the changes that have been
made to the document.

. Click
Accept

to convert the currently selected
tracked change to final text.

m. Click

Reject



Task Steps
to revert the currently selected
tracked change to the previous text.

n. Click

Next

to go to the next tracked change in
the document.

Steps to save Documents in Word Format

Documents saved in the proprietary formats of Pages, OpenOffice, or
WordPerfect cannot be opened in Microsoft Word. Therefore, you must change
the file type when you save the document. Follow the steps below to do so.

Steps to Save OpenOffice Documents as Word

Documents

1. From the File menu, select Save As...
2. The Save As dialog box will display.



3. Choose a location on your computer to save your file. You may want to create a folder to
store all your class assignments.

4. Next to File Type is a drop down menu; select Rich Text Format (.rtf) or Microsoft
Word (*.doc).

5. Click Save. A copy of your document has been saved as Rich Text Format or Microsoft
Word format.

Steps to Save Apple Pages Documents as Word

Documents

Note: For Apple's Pages you must export the document to the Word format.

1. Go File > Export To > Word.

8 Pages |} Edit Insert Format Arrange View Share Window Help

New... #N
Open... #®0
Open Recent >

| example

Close *WL Mol T O 3

Sa“'e_ #S Insert Table Chart Text Shape Media Comment
Duplicate {4 ¥S

Rename...
Move To...
Revert To

Convert to Page Layout Plain Text

Reduce File Size ePub...

Optimize Movies for i0S Pages '09...
ZIP Archive. ..
Set Password... [Fr—

Save as Template...
Paaliatn . oxr Geology 101 Report

Print... Sed et lacus quis enim mattis nonumm

2. The Export dialogue box will open.

3. The first screen will ask if you want to password protect the document; do not select this.
Click Next...

4. Choose a location on your computer to save your file. You may want to create a folder to
store all your class assignments.

5. Click Export. A copy of your document has been saved as Rich Text Format or
Microsoft Word format.

Printing any type of document

Steps

1


https://www.wikihow.com/Print-a-Word-Document#/Image:Print-a-Word-Document-Step-1-Version-3.jpg
https://www.wikihow.com/Print-a-Word-Document#/Image:Print-a-Word-Document-Step-1-Version-3.jpg
https://www.wikihow.com/Print-a-Word-Document

Open or create a Microsoft Word document. To do so, click on the blue app with a white document
icon and bold "W," then click on File in the menu bar at the upper-left of the screen. Click

on Open... to open an existing document or New... to create a new one.

e When you are ready to print, open the Print dialog box.

2

Click on |@| It's in the menu bar at the upper-left of the screen or a tab at the upper-left of the

window.

3

Click on ‘Print.... The Print dialog box will open.

A

Select your printing options. Use the selections in the dialog box to select:

e Your default printer is displayed. Click on its name to select another printer from the drop-
down menu.

e The number of copies to print. The default is 1; increase the quantity to print more copies.

o Which pages to print. The default is to print all the pages in the document, but you can
choose to print the currently-displayed page, a highlighted selection, specific pages in the
document, odd-numbered pages only, or even-numbered pages only.

e The size of paper to print on.

e The number of pages to print per sheet.

e Orientation of the paper. Select either Portrait (paper length vertical, width horizontal) or
Landscape (paper width vertical, length horizontal).

e Margins. You can adjust the top, bottom, left, and right margins with the labeled up and

down arrows or by typing numbers in the boxes.
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https://www.wikihow.com/Print-a-Word-Document#/Image:Print-a-Word-Document-Step-3-Version-3.jpg
https://www.wikihow.com/Print-a-Word-Document#/Image:Print-a-Word-Document-Step-3-Version-3.jpg
https://www.wikihow.com/Print-a-Word-Document#/Image:Print-a-Word-Document-Step-4-Version-3.jpg
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https://www.wikihow.com/Print-a-Word-Document#/Image:Print-a-Word-Document-Step-5.jpg
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5

Click on |Print or |OK. The button label will vary based on the version of Word you're using. Your

document will print to the printer you selected.

Q8. Create a file in MS-word for the following document and save it
with file name ‘equations’. Describe all steps involved in it.

Equation
X+Y5=30
Z3+Q*=50
AZ+B®=Xo+Y*

Ans.

Q9. Create a file in MS-word that convert existing highlight text to table as
shown below and save it as file name ‘text_to_table’. Describe all steps
involved in it.

Ans.



Q10. Create a file in MS-Word to insert a table in the document. Describe all
steps involved in it.

Ans.

The basic steps for creating a standard table in Microsoft Word (2013) are:

1. Open a blank Word document

2. In the top ribbon, press Insert

I HOME IMSERT DESIC

3. Click on the Table button
OME I DI

= EE
(m P
Page  Table Pictu
Break v

Tables

4. Either use the diagram to select the number of columns and rows you need, or click Insert
Table and a dialog box will appear where you can specify the number of columns and rows.



INSERT DESIGN PAGE LAY(

HDTD@

Page Table Pictures Online 5hapes5
jreak - Pictures -~

Insert Table

NN
NN | [
HE N NN

|

¢ B Insert Table...

5. The blank table will now appear on the page. Alter it as necessary. Standard features
like bold, italics, and underline are still available! These items may be helpful for creating
headings or calling out certain items in the table.

6. Follow these instructions for ensuring your table meets APA formatting guidelines.

Need additional help? The tutoring service has self-paced table and chart lessons/tutorials within
SkillSurfer. Follow these steps to access:

1. Log into the tutoring service (click on the blue hyperlink to the left to login!)
2. Click on SkillSurfer

3. Click on Computers and Technology

4. Click on Intermediate underneath Microsoft Word

5. Select Creating Tables and Charts

6. Choose the exact item(s) you wish to learn about (likely Creating Tables from Scratch).

Intermediate Creating Tables and Charts =T
Medbang Your Wk Emseonment i
Lsing Blullsts and Numbaning
Creating Tables and Charts &
Sty
Warkang wall Blustrations

Wpricng vtk Colgereg



Q11. Create a following worksheet in MS-excel and save it with name ‘book1’.

Ans.

9~ Bookl - Microsoft Excel _ x
Home Insert Page Layout Formulas Data Review  View a@c=@ =
B & cut Calibri - 11 S wrap Text General - tﬂl % gj E- §< @ > Autosum = % tﬁ
—— Eacopy~ - @] Fin -
P Frometzane B LU O Emergeacenter~ | B~ o | S e artonie- siiese o e T Qe e s
Clipboard & Font = Alignment Number &= Styles celis Editing
[ D2 -0 £ v
A B C D E F G H | J K L M N o] P Q R ?
1 Roll No Name Marks M
2 1n1 60 1
3 2 n2 70
a 3n3 80
5 4 nd 90|
6 5ns a0
7 6 né 50|
8 7n7 77
9 8n3 44|
10 9 n9 55
1 10 n10 55
12 -
13
14
15
16
17
18
19
20
n
22
2
24 F
s hd
W 4 » M| Sheet1 ~Sheet? ~Sheet3 /%1 [IEN 1l ] »[i
Ready | |[E@m o o——&
& O Typehere tosearch ® 5 MW ma B e Wi ¢ =) © ~CO®m Z0 H ENG Dﬁr:::zm] J



Q12 Calculate the following things of arange (C2:C11) of data in the worksheet
created in question no 10.

1.the sum of the marks using AutoSum in arange of cells (C2:C11)
Ans. =654

2 average of the marks in a range of cells (C2:C11)

Ans. =654

3.highest marks in a range of cells (C2:C11)

Ans. 90

4.minimum marks in arange of cells (C2:C11)

Ans.40
Q13 a) Describe various steps involved in the following

1 To modify column width of a worksheet

ans. St a column to a specific width

1. Select the column or columns that you want to
change.
2.0n the Home tab, in the Cells group, click Format.

7 B

Cell Inzert Deletegl Format
Styles - -

E AutoSum - Y
Fill - 2
Sort &

€ Clear~ Filter ~

Cells Editing

3. Under Cell Size, click Column Width.
4.In the Column width box, type the value that you

want.
5. Click OK.

[1To modify the row height of a worksheet



How to change Row height by clicking and dragging on boundary
gridline

To change the Row height of a single Row by clicking and dragging on Row
boundary gridline, follow these steps.

Step 1 - Select the Row you want to change its height by clicking on Row number.
Place the mouse pointer on top or bottom gridline of the Row number until the
mouse pointer turns to a double-sided arrow. You need to place the mouse pointer
on top or bottom gridline depending on to top or bottom direction you want to
change the Row height. In this example, Row number 4 and bottom gridline are
selected.

Now click on the bottom gridline of Row number, as shown below.

When you click on top or
bottom gridline of the Row
number, the current Row height
is displayed

=] - s OmniSecu.com.xlsx - Excel Sign in (&2l — O X

File Horme Insert Pagelayout Formulas Data Review View Help Q Tell me Q*,Share

A4 - [ S v

/

| 4
Height: 15.00 (20 pixels)
—

|

|

W

When you keep the mouse pointer
over the top or bottom gridline of

1
2
3
4
5 :\
6
7
8
9

the Row number, the mouse pointer
turns to a double-sided arrow

— w/)mniSecu.com

o feed your brain =
| Sheett | @ F [ 1D

Num lock &3 £ - i 4+ 100%

1To delete rows and columns of a worksheet
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Delete a Column in Excel

If we want to delete a column in Excel we have to select the column by clicking on
the column header and to do the right mouse click and choose the Delete option in
the drop-down list.

File Home Insert Fage Layout Formulas Data
s _
|Dﬁ Calibri -l - A E=E P
e ¢ BIU-[O-®-A- === =
Clipboard Font Calibri =11« A" A" § ~%
1 : BIZSO-A-l-5%
A E X cut D
2 ‘D Paste Options: =
3 NEW YORK _ '
4 LOS ANGELES O
g SAN DIEGO ! Paste Spedal...
6 PHOENIX Insert
7 MEMPHIS _ Delete
8 WASHINGTON Cloar Cogiants
1?:. L2l PR Format Cells.. W
1 I Column Width...
12 Hide
13 Unhide
aa |

Figure 1. Delete a column in Excel
Delete a Row in Excel
To delete a row in Excel we can use Delete tab under Home-Cells in Excel. First, we

have to select the cell in the row to be deleted and to click on the Delete tab under
the section Home-Cells.
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Figure 3. Delete a row in Excel using Delete tab

Choose Delete Sheets Rows and row 4 will be deleted:
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Figure 4. The Result after deleting
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Q13 b) Describe following terms in the worksheet

[1 Absolute reference and relative reference in formula
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Relative references

By default, all cell references are relative references. When
copied across multiple cells, they change based on the relative
position of rows and columns. For example, if you copy the
formula =A1+B1 from row 1 to row 2, the formula will
become =A2+B2. Relative references are especially convenient
whenever you need to repeat the same calculation across
multiple rows or columns.

To create and copy a formula using relative
references:

In the following example, we want to create a formula that will
multiply each item's price by the quantity. Rather than create a
new formula for each row, we can create a single formula in
cell D2 and then copy it to the other rows. We'll use relative
references so the formula correctly calculates the total for each
item.

1. Select the cell that will contain the formula. In our example,
we'll select cell D2.

D2 - F
A B C D E
1 Menu Item Price | Quantity Total
2 |Empanadas: Beef Picadillo $2.99 15 dh
3 |Empanadas: Chipotle Shrimp $3.99 10
4 |Empanadas: Black Bean & Plantain|$2.49 20
5 |Tamales: Chicken Tinga 52.29 20
& Tamales: Vegetable 52.29 30
7 |Arepas: Carnitas $52.89 10
& |Arepas: Queso Blanco $2.49 20
¢ |Empanadas: Apple Cinnamon $3.19 40
10 |Beverages: Horchata $1.89 25
11 |Beverages: Lemonade $1.89 35
1z | Beverages: Tamarindo 51.89 10
13

14



2. Enter the formula to calculate the desired value. In our example,

we'll type =B2*C2.
c2 - X K || =B2*C2
A B C D
Menu Item l Price l__g_u_a_n_t_ig _ Total
2 |Empanadas: Beef Picadillo 1$299%¢ 151=B2*C2 ]
3 |Empanadas: Chipotle Shrimp $3.99 10
4 |Empanadas: Black Bean & Plantain | $2.49 20
5 | Tamales: Chicken Tinga $2.29 20
6 Tamales: Vegetable $2.29 30
7 |Arepas: Carnitas $2.89 10
g |Arepas: Queso Blanco 52.49 20
¢ [Empanadas: Apple Cinnamon $3.19 40
10 Beverages: Horchata $1.89 25
1| Beverages: Lemonade $1.89 35
12 Beverages: Tamarindo $1.89 10
3 Total
14
3. Press Enter on your keyboard. The formula will be calculated,
and the result will be displayed in the cell.
4. Locate the fill handle in the lower-right corner of the desired
cell. In our example, we'll locate the fill handle for cell D2.
D2 - I =B2*C2
A B iZ D E
Menu Item Price Quantity Total
2 |Empanadas: Beef Picadillo $2.99 15 544.85
3z |Empanadas: Chipotle Shrimp $3.99 10
4 |Empanadas: Black Bean & Plantain | $2.49 20
s |Tamales: Chicken Tinga 52.29 20
& Tamales: Vegetable $2.29 30
7 |Arepas: Carnitas $2.89 10
s |Arepas: Queso Blanco S2.49 20
g |[Empanadas: Apple Cinnamon $3.19 40
10 |Beverages: Horchata S1.89 25
1 |Beverages: Lemonade $1.89 35
Beverages: Tamarindo 51.89 10
Total




5. Click, hold, and drag the fill handle over the cells you wish to
fill. In our example, we'll select cells D3:D12.

= . BBt )i\ 10ld and drag the fill handle to
A copy the formula to adjacent cells

1 Menu Item P

2 |Empanadas: Beef Picadillo $2.99 15 $44.85 |

3 |Empanadas: Chipotle Shrimp $3.99 10

4 |Empanadas: Black Bean & Plantain | $2.49 20

5 | Tamales: Chicken Tinga $2.29 20

6 Tamales: Vegetable $2.29 30

7 |Arepas: Carnitas $2.89 10

g |Arepas: Queso Blanco 52.49 20

¢ |Empanadas: Apple Cinnamon $3.19 40

10 Beverages: Horchata $1.89 25

11 Beverages: Lemonade $1.89 35

12 Beverages: Tamarindo $1.89 10 N

13

14

6. Release the mouse. The formula will be copied to the selected
cells with relative references and the values will be calculated
in each cell.

D2 - Je =B2¥(C2
A B C D E

1 Menu ltem Price Quantity Total

> |Empanadas: Beef Picadillo 52.99 15 544 85
3 |Empanadas: Chipotle Shrimp $3.99 10 $39.20
4 |Empanadas: Black Bean & Plantain [ $2.49 20 S549.80
5 |Tamales: Chicken Tinga 52.29 20 S545.80
6 |Tamales: Vegetable $2.29 30 S68.70
7 |Arepas: Carnitas 52.89 10 528.90
g |Arepas: Queso Blanco $2.49 20 549.80
g |Empanadas: Apple Cinnamon 53.19 40 $5127.60
10| Beverages: Horchata 51.89 25 S47.25
11 |Beverages: Lemonade 51.89 35 S66.15
12 | Beverages: Tamarindo 51.89 10 518.90

13
14



You can double-click the filled cells to check their formulas for
accuracy. The relative cell references should be different for
each cell, depending on its row.

SUM | i x v & =B2*C8

A E C D

1
2 | Empanadas: Beef Picadillo

3 |Empanadas: Chipotle Shrimp

4 [Empanadas: Black Bean & Plantain

5 ' Tamales: Chicken Tinga

5 Tamales: Vegetable

7 arnitas - £2 .89 | 10 c2g.an
2 TArepas: Queso Blanco 152.49 |_ 20|=B8*C3

o |Empanadas: Apple Cinnamon $3.19 a0 STZ7.60
10 Beverages: Horchata $1.89 25 547.25
11 Beverages: Lemonade 51.89 35 566.15
12 Beverages: Tamarindo $1.89 10 $18.90

13
14

Absolute references

There may be times when you do not want a cell reference to
change when filling cells. Unlike relative references, absolute
references do not change when copied or filled. You can use an
absolute reference to keep a row and/or column constant.

An absolute reference is designated in a formula by the
addition of a dollar sign ($) before the column and row. If it
precedes the column or row (but not both), it's known as

a mixed reference.



You will use the relative (A2) and absolute ($A$2) formats in
most formulas. Mixed references are used less frequently.

When writing a formula in Microsoft Excel, you can press
the F4 key on your keyboard to switch between relative,
absolute, and mixed cell references, as shown in the video
below. This is an easy way to quickly insert an absolute
reference.

To create and copy a formula using absolute
references:

In our example, we'll use the 7.5% sales tax rate in cell E1 to
calculate the sales tax for all items in column D. We'll need to
use the absolute cell reference $E$1 in our formula. Because
each formula is using the same tax rate, we want that reference
to remain constant when the formula is copied and filled to
other cells in column D.

1. Select the cell that will contain the formula. In our example,
we'll select cell D3.

D3 - p
A B C D E
o salesTax | 75% |
2 Menu ltem Price Quantity | Sales Tax Total
3 |Empanadas: Beef Picadillo $2.99 15[ =
4 |Empanadas: Chipotle Shrimp $3.99 10
5 |Empanadas: Black Bean & Plantain | $2.49 20
& Tamales: Chicken Tinga $2.29 20
7 |Tamales: Vegetable $2.29 30
= |Arepas: Carnitas $2.89 10
s |Arepas: Queso Blanco $2.49 20
10 |Empanadas: Apple Cinnamon $3.19 40
11 |Beverages: Horchata $1.89 25
12 |Beverages: Lemonade $1.89 35
13 |Beverages: Tamarindo $1.89 10

RS



2. Enter the formula to calculate the desired value. In our example,
we'll type =(B3*C3)*$ES$1.

SUM | X« Jx || =(B3*C3)*SESL
A B C D E
1 . 75% |
2 [ 1 [ -]
3 |Empanadas: Beef Picadillo $2.99 T =(B3*C3)*SES1
4 Empanadas: Chipotle Shrimp $3.99 10
5 Empanadas: Black Bean & Plantain | $2.49 20
& | Tamales: Chicken Tinga $2.29 20
7 | Tamales: Vegetable $2.29 30
3 |Arepas: Carnitas 52.89 10
g |Arepas: Queso Blanco $2.49 20
10 Empanadas: Apple Cinnamon $3.19 40
11 Beverages: Horchata 51.89 25
1z | Beverages: Lemonade $1.89 35
13 Beverages: Tamarindo 51.89 10

14
15

e |

3. Press Enter on your keyboard. The formula will calculate, and
the result will display in the cell.

4. Locate the fill handle in the lower-right corner of the desired
cell. In our example, we'll locate the fill handle for cell D3.

D3 | i B || ={B3*C3)*5ESL
A B C D E
1
2
3 |Empanadas: Beef Picadillo 52.99 15 $3.361
4 |Empanadas: Chipotle Shrimp $3.99
5 |[Empanadas: Black Bean & Plantain [$2.49
& Tamales: Chicken Tinga $2.29
7 |Tamales: Vegetable 52.29
s |Arepas: Carnitas $2.89 The fill handle
o |Arepas: Queso Blanco 52.49
10 Empanadas: Apple Cinnamon $3.19
11 | Beverages: Horchata 51.89
12 Beverages: Lemonade $1.89
13 Beverages: Tamarindo 51.89

E—
RS

— Toul




5. Click, hold, and drag the fill handle over the cells you wish to
fill, cells D4:D13 in our example.

D3 | Fe || =(B3*C3)*SES1
A old d drag d 0
; op e fo o ad
2.
3 |Empanadas: Beef Picadillo 52.99 15 53.36
4 |Empanadas: Chipotle Shrimp $3.99 10
5 Empanadas: Black Bean & Plantain |52.49 20
& ' Tamales: Chicken Tinga $2.29 20
7 Tamales: Vegetable 52.29 30
s Arepas: Carnitas 52.89 10
g |Arepas: Queso Blanco $2.49 20
10 Empanadas: Apple Cinnamon $3.19 40
11 |Beverages: Horchata $1.89 25
1z Beverages: Lemonade $1.89 35
13 |Beverages: Tamarindo 51.89 10 __'
14

6. Release the mouse. The formula will be copied to the selected
cells with an absolute reference, and the values will be
calculated in each cell.

D3 v K || =(B3*C3)*$ES1
A B C D E
BT — e
2_
3 |Empanadas: Beef Picadillo $2.99 15 $3.36
4 |Empanadas: Chipotle Shrimp $3.99 10 52.99
5 |Empanadas: Black Bean & Plantain | $2.49 20 $3.74
& |Tamales: Chicken Tinga $2.29 20 $3.44
7 |Tamales: Vegetable $2.29 30 §5.15
8 |Arepas: Carnitas $2.89 10 $2.17
9 |Arepas: Queso Blanco $2.49 20 $3.74
10| Empanadas: Apple Cinnamon $3.19 40 $9.57
11 |Beverages: Horchata $1.89 25 $3.54
12 |Beverages: Lemonade $1.89 35 S4.96
13 [Beverages: Tamarindo $1.89 10 51.42
14

bt
[%5]



You can double-click the filled cells to check their formulas for
accuracy. The absolute reference should be the same for each
cell, while the other references are relative to the cell's row.

SUM v i | X« B | =(B9*CY)*SESL

A E C D E

Empanadas: Beef Picadillo

- - Relative cell references in row 9 are
Empanadas: Chipotle Shrim e ET I S S B R S
Empanadas: Black Bean & P cell reference remains constant

Tamales: Vegetable 52.29 30 55.15

2
3
4
5
& Tamales: Chicken Tinga
7
g8
9

arnitas $2:89 10 Sl

repas: Queso Blanco 152.49 T =(B9*C9)*SES1

10 | Empanadas: Apple Cinnamon 5§3.19 - 40 S0.00
11 Beverages: Horchata $1.89 25 53.54
12 Beverages: Lemonade $1.89 35 54.96
13  Beverages: Tamarindo $1.89 10 $1.42

T T el
15

Be sure to include the dollar sign ($) whenever you're making
an absolute reference across multiple cells. The dollar signs
were omitted in the example below. This caused the

spreadsheet to interpret it as a relative reference, producing an
incorrect result when copied to other cells.

sUmM | > ' S =(B10O*C10)*E8

A B C D E
e —y e e -
2
3 [Empanadas: Beef Picadillo S$2.99 15 S$3.36 SA8.21
2 |Empanadas: Chipotle Shrimp 5$3.99 10 #HWVALUE! 542.89
s [Empanada $2,401.04 $53.54
5 Tamales: - = dollar siamn (% - reference to H#WVALUE! 549.24
7 | Tamales: - Aas erpreted as a relative 5168,373.03 573.85
2 |Arepas: C SREEE =, [Ealdiityg to SRS == = 1 531.07
s |Arepas: Q $8,388,398. 553.54
10 | Empanadas: Apple Cinnamon $3.19 40| T-(B10*C10)*E10 $127.60
11 |Beverages: Horchata 51.89 25 5396,354,176.00 550.79
1z |Beverages: Lemonade 51.89 35 #WALUE! 571.11
1z |Beverages: Tamarindo 51.89 10| $7,491,094,819.49 520.32
14

1=



*Cell address

Excel ADDRESS Function
g“ HY-t~-G |~ exceljet_address.xlsx - Microsoft Excel = = R
Home Insert Page Layout Formulas Data Review View 7 e = eE ER
B v # | =ADDRESS(B6,C6,D6) v
A B C D E F G H [T
; l
2 ADDRESS Function
3 Construct a cell reference from row and column number
4 =
5 Row Column Abs Result
7 1 1 2 AS1 B
8 1 1 3 SA1
9 1 1 4 Al
10 12 15 50512
11 100 5 SES100
12 -
4 4 ¢ M| Sheet1 %1 4] Il | 3 m
Ready | P3| |[EOm w0 0—0—@
Summary

The Excel ADDRESS function returns the address for a cell based on a given row
and column number. For example, =ZADDRESS(1,1) returns $A$1. ADDRESS can
return an address in relative or absolute format, and can be used to construct a cell
reference inside a formula.

Purpose

Create a cell address from a given row and column

Return value

A cell address in the current or given worksheet.

Syntax
=ADDRESS (row_num, col_num, [abs_num], [a1], [sheet])

Arguments




row_num - The row number to use in the cell address.

col_num - The column number to use in the cell address.

abs_num - [optional] The address type (i.e. absolute, relative). Defaults to
absolute.

al - [optional] The reference style, Al vs R1C1. Defaults to Al style.

sheet - [optional] The name of the worksheet to use. Defaults to current sheet.

. Version
e Excel 2003

. Usage notes
« Use ADDRESS to create an address from a given row and column number.
For example:

ADDRESS (1,1) returns S$AS1

ADDRESS (1,1,4) returns Al

« Abs _num key:
1 or omitted Absolute
2 Absolute row; relative column
3 Relative row; absolute column
4 Relative

. ADDRESS formula examples

Get address of named range

« The core of this formula is the ADDRESS function, which is used to return
a cell address based on a given row and column. Unfortunately, the formula
gets somewhat complicated because we need to use ADDRESS twice:
once...

Address of last cell in range

« The ADDRESS function creates a reference based on a given a row and
column number. In this case, we want to get the last row and the last column
used by the named range data (B5:D14). To get the last row used, we use...



https://exceljet.net/version/excel-2003
https://exceljet.net/excel-functions/excel-address-function
https://exceljet.net/excel-functions/excel-address-function
https://exceljet.net/formula/get-address-of-named-range
https://exceljet.net/formula/address-of-last-cell-in-range
https://exceljet.net/formula/get-address-of-named-range
https://exceljet.net/formula/address-of-last-cell-in-range
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Convert column number to letter

The first step is to construct an address that contains the column number.
We do this with the ADDRESS function, by providing 1 for row number, a
column number from B5, and 4 for the abs_num argument (to get a

relative...

Faypherry  Dowrma

------

Get cell content at given row and column

The Excel ADDRESS function returns the address for a cell based on a
given row and column number. For example, the ADDRESS function with 1
for both row and column like this: =ZADDRESS(1,1) returns "$A$1" as
text....

COUNTIFS with variable range

In the example shown, the formula in B11 is:
=COUNTIFS(OFFSET(B$5,0,0,ROW()-ROW(B$5)-1,1),"<>") Working
from the inside out, the work of setting up a variable range is done by the
OFFSET function...

Lt

Address of first cell in range

The ADDRESS function creates a reference based on a given a row and
column number. In this case, we want to get the first row and the first
column used by the named range data (B5:D14). To get the first row used,
We...



https://exceljet.net/formula/convert-column-number-to-letter
https://exceljet.net/formula/get-cell-content-at-given-row-and-column
https://exceljet.net/formula/countifs-with-variable-range
https://exceljet.net/formula/address-of-first-cell-in-range
https://exceljet.net/formula/convert-column-number-to-letter
https://exceljet.net/formula/get-cell-content-at-given-row-and-column
https://exceljet.net/formula/countifs-with-variable-range
https://exceljet.net/formula/address-of-first-cell-in-range

Q14. a) What tools are available to customize our PowerPoint presentation?

« PowerPoint is a very practical presentation tool. But no matter how many
times you have worked with PowerPoint before, there are a few tips and tricks
that can help customize your presentation. The first part of this article will
explain how to customize presentation options and views and in the second
part we will show you how to navigate by using presentation views. Please
read on..

Customize presentation options

Changing page setup options

Presentations are created mainly to project either on a projector or more and more
frequently to a plasma or TV screen. There are times when a presentation can be
created for delivery in different formats.

On-screen Show (4:3) W

On-screen Show (4:3)

On-screen show (4:3) Letter Paper (8.5x11 in)
Letter Paper (8.5 x 11 in) Ledger Paper (11x17 in)
Ledger Paper (11 x 17 In) A3 Paper (297x420 mm)
A3 Paper (297 x 420 mm) Ad Paper (210x297 mm)
A4 Paper (210 x 297 mm) B4 (150) Paper (2505353 mm)
B4 (ISO) Paper (250 x 353 mm) B5 (IS0} Paper (176x250 mm)
B5 (ISO) Paper (176 x 250 mm) 35mm Slides
35mm Slides [l Dverhead 0
Overhead Banner
Banner On-screen Show (16:9)
On-screen Show (16:9) On-screen Show (16:10)
On-screen Show (16:10) Widescreen
Widescreen Custom
Custom

Slide Sizes

To select a slide size other than the standard one:

In Slide Master View

Click on Slide Size

Select from one of the two options
For more choices, click Custom
Select one of the options

arwbdE


http://bookboon.com/blog/wp-content/uploads/sites/5/2015/09/view11.png

Slide Size ? N

Slides sized for: Orientation
v Slides
5 ALRUBAI Width: — 5 () Portrait
i B4m S — ®) Landscape
IG B Height:
- Notes, Handouts & Outline

Slide Close 19.05am 5 ‘ 5
Size~ | Master View Number slides from: ‘ 1 ® Portrait

1 - — () Landscape

\:I Standard (4:3) " b
I |:| Widescreen (16:9)

0K Cancel

Slide Size box

Custom Slide Size...
— rm

Slide Size Figure 90 — other options

Figure 89- standard or widescreen If you change the orientation to Portrait for

the presentation it will apply to all the
slides.

Changing to view in color/grayscale

Why change to view the presentation in grayscale? You might want to print the
presentation and to print in colour is more expensive than printing to greyscale, so
you need to see what the presentation looks like in grayscale before you print.

VIEW ADD-INS ACRC

‘Iil’ . Colar
v

] mm Grayscale
Fit to

findow  mm Black and White |

m Calor/Grayscale
View Grayscale
Figure 91- colour/grayscale options

On the View Ribbon, click on the option you want, Colour, Grayscale or Black and
White.

Then from the Grayscale Ribbon select the option you want to see:


http://bookboon.com/blog/wp-content/uploads/sites/5/2015/09/view1.png
http://bookboon.com/blog/wp-content/uploads/sites/5/2015/09/view2.png
http://bookboon.com/blog/wp-content/uploads/sites/5/2015/09/view3.png

— e = — —_ - —_— -

FILE GRAYSCALE HOME INSERT DESIGN TRANSITIONS AMIMATIONS SLIDE SHOV

= & = - N @ B

Automnatic Grayscale Light  Inverse Gray with Black with  Black with Black White Don't Back To
Grayscale Grayscale White Fill Grayscale Fill White Fill Show | Color View

Change Selected Object Close

6 ==5 [.

Grayscale Ribbon

Figure 92- grayscale options

To get back to the colour view, click Back to Colour View.

Navigating using presentation views

There are several different views in PowerPoint as we saw earlier and you can
navigate through the presentation in each in different ways.

In Normal View

Click on the thumbnail of the slide you want to see

Use the Vertical Scrollbar to move between slides

Use the up and down arrow keys on the keyboard to move one slide backwards or forwards
In Slide Sorter View

Click on the slide you want to select

Use the arrow keys to move up, down, left and right

In Reading View

Use the next and back icons in the status bar to move back or forwards or use the
menu which is accessed from the icon in the middle


http://bookboon.com/blog/wp-content/uploads/sites/5/2015/09/view4.png

Go to Slide »

Zoom In

@ Print Preview and Print @ @ E

Copy Slide
Edit Slides Reading View Nawvigation

Full Screen

End Show

Figure 94 —icons

Menu
Back and Next icons move between slides.

Figure 93- reading view

Pick from the menu — you can use Go to
Slide to pick the slide number

In Slide Show view

When presenting you can use the mouse or the arrows on the keyboard to move
through the presentation one slide at a time.

You can also type the number of the slide you want to see and press Enter.

When you hover the mouse over the bottom left corner of the slide on display you
will notice some faint icons, there is a back arrow and forward arrow which move you
through one slide at a time.

Slide show icons

Figure 95- slide show icons
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Use the fourth icon along to show the slides in a presentation view of Slide Sorter
View. This lays the slides on the screen and you can click on the one you want to
see on the one you want to see

Slide Sorter In Presentation View

Figure 96- Slide Sorter in presentation view
Use the back arrow at the top left to get back to the slide you started from.

To end the slide show, press the Escape Key on the keyboard — this takes you back
to PowerPoint in the edit mode which means that your audience will see the back
end of your presentation.

You can also use the End Presentation option which is on the small ellipse icon on
the bottom left of the slide when you hover the mouse.
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End Show
Figure 97- end show and stay in presentation mode

Q14 b) Write the steps for the following action for creation
of power point presentation

[JOpen a Blank presentation

1. Select the File tab to go to Backstage view.

2. Select New on the left side of the window, then click Blank
Presentation or choose a theme.
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7 Save the presentation as Lab1.pptx

Saving Presentation in Powerpoint

One of the most basic tasks in PowerPoint is being able to save your work; this is
probably the most important task as well. There are many users who have burnt
their fingers for not saving their work in time and losing hours of hard work. The
following are the basic steps to save a presentation.

Step 1 - Click on the File tab to launch the Backstage view and select Save.

File Tab Save Option

-

] e save
L save as
> Open =

==
[ Close 235

Issues ~
Save & Send
Help

2] Options

Manage
Versions ~

Animations Siide Show

=] Presentationl - Microsoft PowerPoint
Home 1 t Design Transitions

Information about Title Slide

Permissions

Anyone can open, copy., and
change any part of this

Protect presentation.
L Infa - Presentation ~
N

" Recent
3 52 Prepare for Sharing
New E N 3 ==
&7 Before sharing this file, be
— aware that it contains:
Print Check for

Document properties and
author's name

Content that people with
disabilities might find
difficult to read

Versions

There are no previous
wversions of this file.

[N

Review View

- @
o=

-
Properties ~
Size
Shdes
Hidden slides
Title
Ta2gs
Categories

Related Dates
Lxst Modified
Created

Last Printea

Related Peopile

Author

Last Modified By

Show All Propertie




Step 2 - In the Save As dialog, type in the file name and click "Save".

[B] Save As C— St
@(-/v'_-_v__hbwm » Documents » vl .
- —
Oogange = New foide -
[P Micresclt Pom Documents library 2y
Includey 3 tocations :
| 450 Favontes
| Dethtop
‘ ] Retent Places 20utiock Rley
B Downloady alt connect
&7 Drepben o
I CoffeeCup Scfrmere
| 4 B Dektop Corel PantShop Pro
| o i Custors Office Templates
e
¥ Do s Dell WebCam Contrad
i & Music erad
! Pichores P
-
i Podcasts "
M Videos WHCTOSOT:
#3 Momegroup 2] My Data Sources
My Games
- - My Mestinas
File pame:  Title Shde ppt
Save a1 fype | Power Presentation (" ppt)
Ramgopll Faar te Po pect
Sp e re
* Mide Folders Tools = | 50\_:__] Cancel
File name Save button

Step 3 — The default file format is .pptx. If you want to save the file with a different
name, choose one of the file types from the "Save as type" dropdown list.

[ Add a Title to the first slide: the name of your college

Title a slide

PowerPoint for Microsoft 365 PowerPoint for Microsoft 365 for
Mac More...


javascript:

There are multiple way to add titles to your slides in
PowerPoint. Use the Layout option to create a
standalone title slide or to add a title to a slide that
contains other text. You can also use the Outline view
to create and update the titles of your slides

[Type your first name and last name in the Subtitle section

First name Last name

Institutional affiliation (in original language) English), Country (in English) Abstract A short abstract
(summary) of your contribution is inserted here. Please limit this to 300 words. Do not use
references, footnotes or images in this section. It should be as concise as possible. It should be
complete, self paper itself. The abstract should be informative, giving the scope and emphasizing
the main conclusions, results, or significance of the work described. Use verdana, 10, italic to write
this part of the text. Keywords: Maximum 5. Use Subheading (if necessary) Full papers will be
published in conference proceeding Only papers formatted according to the guidelines indicated in
this document can be accepted for publication. The other condition for paper is registered for the
conference. Additionally, a signed “copyright license agreement” form must be sent at the same
time of the paper submission. Paper guidlines Please change ‘language’ in the ‘tools’ The average
length of a paper Please set all notes at the end of page, in Arabic numbers sequentially throughout
the article with a superscript numeral corresponding to the list of notes placed at the end.
Footnotes should A maximum of 5 images can be included in the text. 1 Please don’t use footnotes
to bibliographic references. Institutional affiliation (in original language) / Institutional affiliation (in
English) A short abstract (summary) of your contribution is inserted here. Please limit this to 300
words. Do not use references, footnotes or images in this section. It should be as concise as
possible. It should be complete, self-explanatory and should not requir paper itself. The abstract
should be informative, giving the scope and emphasizing the main conclusions, results, or
significance of the work described. Use verdana, 10, italic to write Maximum 5. Use arial 10 to write
this part of the text. Full papers will be published in conference proceedings. Only papers formatted



according to the guidelines indicated in this document can be n. The other condition for publication
is that at least one author of the paper is registered for the conference. Additionally, a signed
“copyright license agreement” form must be sent at the same time of Please change ‘language’ in
the ‘tools’ menu to UK English. The average length of a paper should be 2500 words plus footnotes.
Please set all notes at the end of page, in Arabic numbersl . Notes should be numbered
sequentially throughout the article with a superscript numeral corresponding to the list of notes
placed at the end. Footnotes should not be used for citations.

1 Add a New Slide which has a Title and Content

Insert a New Slide in PowerPoint-
Instructions

JOSEPH BROWNELL LATEST, MICROSOFT, OFFICE
2013, OFFICE 2016, OFFICE 365, POWERPOINT 2013, POWERPOINT 2016

Teer Pt atwn - DmerPod
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Insert a New Slide in PowerPoint:
Overview

In this tutorial, you will learn how to insert a new slide in PowerPoint. When you create a new
presentation, PowerPoint gives you one default slide that contains a “Title Slide” layout. You can click
into the placeholders shown in the title slide. Then type the text you want to appear as the title and
subtitle of your presentation.

To add another presentation slide, you must then insert a new slide and determine which
placeholders appear in it. The slide layout you apply determines which placeholders appear within the
new slide. However, you can also change the slide layout to change the placeholders after it is
applied.

To insert a new slide in PowerPoint with a “Title and Content” slide layout, click the “Home”
tab in the Ribbon. Then click the “New Slide” button in the “Slides” button group.

To insert a new slide in PowerPoint with a different slide layout, click the drop-down part of
this button. Doing this then shows a drop-down menu that displays the different slide layouts you can
apply. You can click one of these slide layouts in the drop-down menu to create a new slide with that
layout.

Test Presentation warPoint & —

Animations Shicle Show Bewiew View 9 Teltm do... TeachlUcomp Teacher

1 [ Layout L Find

- ] Reset AL LD o - | 25 Replace -
Paste New oA § ) Ay e Amange X
Slide' = Saction - L} 12 = b Select~

Editing ~

to add text




Insert a New Slide in PowerPoint- Instructions: A picture of a user inserting a new slide into a presentation in
PowerPoint.

Insert a New Slide in PowerPoint:
Instructions

1. To insert a new slide that contains a “Title and Content” slide layout, click the “Home”
tab in the Ribbon.

2. Then click the “New Slide” button in the “Slides” button group.

3. Toinsert a new slide and choose the slide layout, click the drop-down part of this button.

4. Doing this then shows a drop-down menu that displays the different slide layouts you can

apply.
5. Then click one of the slide layouts in the drop-down menu to create a new slide with that
layout.

Q15. Write steps for creation of a set of PowerPoint slides that
demonstrates your skill to use the tools of PowerPoint. It should
include the following things

1.0 Title slide &bullet list
Creating a simple bulleted list slide

, >, . : o
A g v x Slide butto_n ON | o i e i R S R e
ﬁ the Formatting e Click to add text

Apoly <hide ayout: toolbar
=

— — 2. Select the layout

you want to use
a for your new slide

(i
i)

Historical Destinations

Latin and South America

Israel

e Europe

e Asia

D row -ﬂr\lmpwmv

This lesson will walk you through adding a simple bulleted list slide to an existing presentation.
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. Start Microsoft PowerPoint.
. Open arbitrary existing PowerPoint presentation.

. Click the New Slide button on the Formatting toolbar.
The Slide Layout task pane appears as shown in the above figure. The Slide Layout task
pane lets you select from numerous layouts that determine what you want to appear on
the new slide. We want to add a Bulleted List Slide.

. Click the Bulleted List layout, as shown in the above figure.
A new slide appears after the current slide in your presentation as shown in the figure.
Notice there are two placeholders on this slide: one for the title of the slide and the
other for the bulleted list. To add text to a placeholder, all you have to do is click and
type.

. Click the title placeholder (where it says: “Click to Add Title”).
An insertion point (&) appears in the placeholder, indicating that you can add text to the

placeholder.

. Type some text.
Now let’s add some text to the bulleted list placeholder.

. Click the bulleted list placeholder and type something and press <Enter>.
PowerPoint adds another bullet to the list when you press the <Enter> key.

. Repeat the following three times: Type some text and press <Enter>
. Click the Slide Layout pane’s Close button.

If you are not planning to use the Slide Layout Pane again for a while, it is usually a
good idea to close it so you can have extra viewing space for your presentation.

2. Inserting Excel Sheet



Insert Excel data in
PowerPoint

PowerPoint for Microsoft 365 PowerPoint 2019 PowerPoint
2016 PowerPoint 2013 More...

If you are using PowerPoint 2013 or a newer version,
you can link data from a saved Excel worksheet to
your PowerPoint presentation. That way, if data in the
worksheet changes, you can easily update it in your
PowerPoint presentation.

Newer versions2010

Link an entire Excel worksheet to
PowerPoint

.In PowerPoint, on the Insert tab, click or tap Object.

3Tip Toys - PowerPoint

want to do...
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2.1n the Insert Object dialog box, select Create from
file.

Insert Object

() Create new File: Display as icon

®) Create from file

Browse... Link

n_l._

3. Click or tap Browse, and in the Browse box, find the
Excel workbook with the data you want to insert and

link to.
4. Before you close the Insert Object box, select Link,

and click OK.

Insert Object ? X

() Create new - L pisplay as icon
ChTempiMNewOfficesbldg.xlsx

Erowse... Link
B x.

AT

(@) Create from file

Important: The linked object in your presentation displays all the data from the active, top
worksheet in the linked Excel workbook. When you save the Excel workbook, make sure the
worksheet you want in your presentation is the one you see when you first open the workbook.

Link a section of data in Excel to
PowerPoint

1.1In Excel, open the saved workbook with the data you
want to insert and link to.



2. Drag over the area of data you want to link to in
PowerPoint, and on the Home tab, click or tap Copy.
3.In PowerPoint, click the slide where you want to paste

the copied worksheet data.
4.0n the Home tab, click the arrow below Paste, and

select Paste Special.

X Cut [=]La
b
D Em Copy ] Res
Paste Mew
o ¥ Format Painter  gjige~ 0 SeC
Paste Options: F Slides
s s
[ Ll

Paste Special...

5.1In the Paste Special box, click Paste link, and then,
under As, select Microsoft Excel Worksheet Object.

Paste Special

Source:  Microsoft Excel Worksheet

RSVPE&LK:{.‘ES'.E”
5

() Paste Microsoft Excel Worksheet Object h

[;J Paste link

Copy and paste (unlinked) Excel data
iIn PowerPoint



In this case, the Excel data will not be linked to your

PowerPoint presentation. You copy the data from an
Excel worksheet and paste it into your presentation.

The worksheet does not send automatic updates to

PowerPoint.

- Clip art and Text

How to Insert Clip Art on a Microsoft
PowerPoint Slide

Clip Art is a collection of media files (images, videos, audio, and animation files) that
Microsoft includes with the PowerPoint application. If your computer has an Internet
connection, then you can also access Bing.com to search for images. To insert clip art on a
PowerPoint slide, follow the steps below.

This feature works the same in all modern versions of Microsoft PowerPoint: 2010, 2013, and 2016.

1. Click in the slide where you want to insert a clip art file.

2. Onthe Insert tab, in the Images group, click Online Pictures. (In PowerPoint
2007/2010, this option is called Clip Art.)
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3. Inthe Insert Pictures dialog box (Clip Art task pane in PowerPoint 2007/2010), enter
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4. Your search results load in the task pane.

5. Locate the clip art you want to insert in your slide and double-click on it or click the item and

select Insert.
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O Slide show effects

How to Apply Slide Transition Effects

Transition effects appear when one slide changes into next slide in a Slide Show.

o Select the slide to which you want to apply the effect

o Select the Animation tab

o In Transition to This Slide group you will see the transition effects
o Click the drop-down arrow to see menu of transition effects

o Select the desired transition effect

o Click Apply To All to apply the effect to all slides

See the image:
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