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RING TOPOLOGY

Ring Topology

e Logical ring

— Meaning that data travels in circular fashion
from one computer to another on the network.
— Typically FDDI, SONET or Token Ring
technology are used to implement aring
network

— Ring networks are most commonly wired in a
star configuration

e Token Ring has multi-station access unit
(MSAU),equivalent to hub or switch. MSAU
performs the token circulation internally
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STAR TOPOLOGY

. All computers/devices connect to a central device
called hub or switch.

. Each device requires a single cable

. point-to-point connection between the device and
hub.

. Most widely implemented

. Hub is the single point of failure




Star Topology

Advantages

Disadvantages

Easily expanded without
disruption to the network

Requires more cable

Cable failure affects only a
single user

A central connecting device
allows for a single point of
failure

Easy to troubleshoot and
Isolate problems

More difficult to implement




MESH TOPOLOGY

. Each computer connects to every other.
. High level of redundancy.
. Rarely used.

— Wiring is very complicated
- Cabling cost is high
— Troubleshooting a failed cable is tricky

— A variation hybrid mesh — create point to point
connection between specific network devices, often seen in
WAN implementation.
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WIRELESS NETWORKING

. Do not require physical cabling
. Particularly useful for remote access for laptop users
. Eliminate cable faults and cable breaks.

. Signal interference and security issue.




Wireless networking

Advantages o Disadvantages
Allows for wireless remote Potential security issues
ACCess associated with wireless
transmissions
Network can be expanded Limited speed in comparison to
without disruption to current other network topologies
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COMPUTER VIRUSES*®

Viruses: A virus is a small piece of software that piggybacks on real
programs. For example, a virus might attach itself to a program such as
a spreadsheet program. Each time the spreadsheet program runs, the
virus runs, too, and it has the chance to reproduce (by attaching to
other programs) or wreak havoc.

*E-mail viruses: An e-mail virus travels as an attachment to e-mail
messages, and usually repllcates itself by automatically mailing itself to
dozens of people in the victim's e-mail address book. Some e-mail
viruses don't even require a double-click -- they launch when you view
the infected message in the preview pane of your e-mail software
[source: Johnson].

*Trojan horses: A Trojan horse is simply a computer program. The
program claims to do one thing (it may claim to be a game) but instead
does damage when you run it (it may erase your hard disk). Trojan
horses have no way to replicate automatically.

*Worms: Aworm is a small piece of software that uses computer
networks and security holes to replicate itself. A copy of the worm
scans the network for another machine that has a specific security hole.
It copies itself to the new machine using the security hole, and then
starts replicating from there, as well.




WHAT ARE SOME TIPS TO AVOID VIRUSES AND LESSEN THEIR
IMPACT?*

. Install anti-virus software from a reputable vendor. Update it
and use it regularly.

. In addition to scanning for viruses on aregular basis, install an
"on access" scanner (included in most anti-virus software packages)
and configure it to start each time you start up your computer. This will
protect your system by checking for viruses each time you run an
executable file.

. Use a virus scan before you open any new programs or files
that may contain executable code. This includes packaged software that
you buy from the store as well as any program you might download
from the Internet.

. If you are a member of an online community or chat room, be
very careful about accepting files or clicking links that you find or that
people send you within the community.

. Make sure you back up your data (documents, bookmark files,
important email messages, etc.) on disc so that in the event of a virus
infection, you do not lose valuable work.
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The fundamentals

How to create a new word document
1. Click the File tab and then click New.
2. Click Create.

How to open a document
1. Click File then Open.

How to save a document
1. Click the Save button on the Quick Access Toolbar.
2. Give the presentation a name and save it into a memorable location.

Printing documents

1. Select the number of copies you would like to print by adjusting the
number to the right of the print button.

2. Select the printer that you would like to print to from the drop down
menu.

3. By clicking the Print All Pages button dropdown arrow, you can select
to print the entire document, a section that you have selected, the
current page, or a custom page range.

4. Another option to print a page range is by typing in the page range in
the box to the right of where it says Pages:.

5. The Print One Sided button dropdown menu will give you the option
to print on both sides, if your printer has this capability.

6. Selecting the Collated button will give you the opportunity to select
between collated printing and uncollated printing.

7. The Orientation button allows you to select between landscape and
portrait orientated printing.

8. If you are going to print on different sized paper, the page size button

Print

@ Copies: |1

Print

LR

Printer

/ CTLE RICOH Aficio AP2610M RPCS
Ready
Printer Properties
Settings
Print All Pages
Print the entire document

Pages:

| Print One Sided
Only print on one side of the page

U-U-Cnllated ] -

123 123 123

j Portrait Orientaticn -

Letter (81/2" x11")
85" x11"

Marmal Margins
+— Left: 1" Right: 1"

J 1 Page Per Sheet v

(often seen as Letter (8 %4” x 11”)) is where you can select the particular size.
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9. You can adjust margins by clicking the margins button.
10. You can also select the number of pages you would like to print on one sheet of printer paper by
clicking the 1 page per sheet button.

Home Insert Page Layout References Mailings Review View

Calibri Body) ~ 11 ~ A A7 | Aa~ &) = - i= - S

55 Copy
Paste - 2 - abF . - _—=s = =
= - Format Painte B 7 U ~ae x, X 27 ﬁ == = E
Clipboard Font = Pa

[ e e

The Font Menu

How to change fonts

Home

Calibri (Body] = 11 = A" A" | Aav | &)
B 7 U ~abe x, X WA

Font F]

1. From the Home tab, in the Font menu area, you can find a dropdown menu that allows you to
select different fonts. In the above screenshot, it is the area that says Calibri (Body).

2. The number to the right of the font name indicates the size of the font that you are typing in. If
you have selected a block of text and you find blanks in these sections it indicates that there are
multiple fonts and/or sizes being used in the selected text.

How to format text bold, italics, underline, strike-through,
subscript, or superscript.
1. From the Home Tab, find the Font toolbox.

B 7 U -abe x, ] e
2. From the Font menu , you can change selected text

to bold, italics, underline, strike-through, subscript, or superscript.

3. The dropdown arrow next to the underline (U) icon gives you the ability to
select from several types of underlining lines. You can even change the
color of the line if so desired.

More Underlines...
& Underline Calor 4
How to change selected text with Text Effects

1. From the Home Tab, find the Font toolbox.
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2. You can apply visual effects such as outline, shadow, reflection, and glow by clicking the
icon. This will bring up the Text Effects menu and several styles to consider.
3. Click the style you desire from the available choices.

A ./JQ\\.‘\.

& outline >
Shadow 3
Reflection .
Glow 3

4. ltis also possible to modify the outline, shadow, reflection, and glow settings by selecting those
items.

How to highlight text
1. From the Home Tab, find the Font toolbox.

2. Select the text that you would like to highlight and then click the 7~ icon.
3. If you would like a different highlighter color, select the drop down menu to the right of the icon
and select the color of your choice.

How to change the font color
1. From the Home Tab, find the Font toolbox.

2. Select the text that you would like to change the color of and then click the 2 ~icon.
3. If you would like a different font color, select the drop down menu to the right of the icon and
select the color of your choice.

How to change the case of text
1. From the Home Tab, find the Font toolbox.

2. Select the text that you would like to change the case of and then click the Aa~ ijcon.

3. From the dropdown menu choose the style that you would like the case of the text to be.
[Aa-]
Sentence case.
lowercase
UPPERCASE
Capitalize Each Woard

tOGGLE cASE
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How to add bullets
1. From the Home Tab, find the Paragraph toolbox.
2. Select the text that you would like to have bulleted.
3. Click the bullets icon in the Paragraph group.

4. If you would like to select a different style of bullet, click the dropdown arrow to the right of the
icon and select the bullet of your choice.
5. The next time you hit the Enter key, a new bullet will display.

How to add numbered items
1. From the Home Tab, find the Paragraph toolbox.
2. Select the text that you would like to be numbered.
3. Click the numbering icon in the Paragraph group.

S LIS | | £E £FE ﬂl q
— I— = =z

=

(Il
i
&

Paragraph
4. If you would like to select a different style of numbering, click the dropdown arrow to the right
of the icon and select the numbering style of your choice.
5. The next time you press the Enter key, a new numbered item will display.

How to create a Multilevel-List
1. From the Home Tab, find the Paragraph toolbox.
2. Select the text that you would like to turn into a multilevel list.
3. Click the multilevel-list icon in the Paragraph group.

= vré_g'?'*;,i—__ ;= | A T
I;'E E=—— b= i
Paragraph

4. If you would like to select a different style of list, click the dropdown arrow to the right of the
icon and select the style of your choice.
5. The next time you hit the Enter key, a new listed item (bullet or number) will display.

How to align text
1. From the Home Tab, find the Paragraph toolbox.
2. Select the text that you would like to align.
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3. Select the icon for left, center, right, or plain justify, justification. Your text will have the

justification of your choice.

- B = 8

n

¢

Paragraph )

How to change the line and paragraph spacing
1. From the Home Tab, find the Paragraph toolbox.
2. Select the text that you would like to change the spacing.

=-[Ew EE a0

Paragraph ]
3. Select the icon for line and paragraph spacing. The dropdown arrow will allow you to see the

different choices for line and paragraph spacing.

v 10
115
1.5
20
25
3.0
Line Spacing Options...

Add Space Before Paragraph

=l e

Remove Space After Paragraph

How to increase or decrease the indent of a paragraph
1. From the Home Tab, find the Paragraph toolbox.
2. Select the text that you would like to increase the indentation of.
3. Click either the increase or decrease indent button.

= -[EFE EmeE a9

= == | *=~ T o

== = = = i
Paragraph u

How to sort items in a list with one click
1. From the Home Tab, find the Paragraph toolbox.
2. Select the text that you would like to alphabetize or put in numbered order.
3. Click the Sort icon. Then select how you would like to sort the items.
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Paragraph
I "
Sort Text ‘/ m
Sort by
@ Ascending
Paragraphs Type: Text -
El E () Descending
Then by
@ A di
Type: |Text = ARERTLIY
Descending
Then by
@) 2 i
Type: |Text R
Descending
My list has
(") Header row (@ Mo header row
Options. .. [ Ok ] [ Cancel
e

4. Click ok.

How to see paragraph marks and hidden formatting symbols
1. From the Home Tab, find the Paragraph toolbox.
2. Click the Show/Hide paragraph and formatting symbols button.

= L[i=]a]a= = 5= ,cv,‘lr

= o — == #E

= TEE T T = == | £ 1]'
=7 ;T

Paragraph u
3. Toturn it off, click the button again.

How to change the fill color of objects on the page (not text objects)
1. From the Home Tab, find the Paragraph toolbox.
2. Click the shape that you would like to change the fill color of.

gra p

3. Click the paint bucket button and then select the color of your choice.
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Theme Colors

Standard Colors
HN EEERN

Mo Colar

+%)  More Colors...

How to fill in the borders of tables
1. From the Home Tab, find the Paragraph toolbox.
2. Select the cell of a table that you would like to add a border to.

-— — —
— z— - :,—v e
i- =

11

= 2l 01

'@
(]
il
(I

Paragraph u
3. Click the border line that you would like the cell(s) of your table to have filled in.
i+i Bottom Border
Top Border
Left Border
Right Border

Mo Border

All Borders

Cutside Borders

Inside Borders

Inside Horizontal Border

Inside Vertical Border

Horizontal Line

Draw Table

View Gridlines

Eorders and Shading...

How to turn on/off widow and orphan control

Widows and orphans are the words or short lines that are at the beginning or end of a paragraph which
are left at the top or bottom of a column of text. Turning on Widow/Orphan control will keep a line from
being marooned on page 1 with the rest of the paragraph’s lines on page 2. If you have a strict page
count requirement for a document and seem to have a lot more to write than you have room for you
may consider turning these off.

o | i ° - - Page 10
FlomdﬂlnstztuteofTechnology Jared Campbell « jared@fit.edu ¢ 321-674-7738 Pag

High Tech with a Human Touch™


mailto:jared@fit.edu

From the Home Tab, find the Paragraph toolbox.
Click the expander icon in the lower right corner of the Paragraph section.

-—

F— z— - ;,—v
- — i-

I

/

AR

i
(]
il
(I

4
¥
Paragraph

3. Click the tab titled Line and Page Breaks.
4. Inthe Pagination section click the checkbox to the left of Widow/Orphan control.
5. The other options available are a bit more straight forward.

a. Keep with next will keep the paragraph on the same page as the next paragraph.

b. Keep lines together will keep all of the lines of a paragraph on the same page (unless,

that is, it is longer than a single page.).
c. Page break before will make sure that the paragraph will start on a new page.

Paragraph l B |-
Indents and Spacing

Pagination
Widow/Orphan contral
[ Keep with next
[T keep lines together
[7] Page break before

Formatting exceptions
[ suppress line numbers
[] pon't hyphenate
Textbox options
Tight wrap:

Maone

Preview

| Tebs.. | [setaspefait | [ ok || cancel

i

How to change the style of text
Changing the style of text can make your document look amazing as well as prepare your document for

a table of contents page. (See the section on how to create a table of contents for more on this) You

have several choices to choose from.

1. From the Home Tab, find the Styles toolbox.
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2. Select the text that you would like to change the style of.
3. Click the style that you would like to change the text to.
4. To see all options, click the arrow in the lower right corner of the Styles section.

AaBbCcDc AaBbCcDe AaBbCi AaBbCc AaBbCel || %

THormal  THMo Spaci.. Headingl Heading2 Heading3 |- ghE.ng
es

Styles ¥

AaBbCcDe | AaBbCcDt AaBbCi AaBbCc AaBbCcl
T Mormal |7 Mo Spaci.. Headingl Heading 2 Heading 3
AAaB 4aBbce acsbcene aasbcepe AaBbcen:

Title Subtitle Subtle Em... Emphasis Intense E...

AaBbCcDt AaBbCcDd AaBbCcDi AABBCCDC AABBCCDL
Strong Quote Intense Q... Subtle Ref... Intense R...

AABBCCDL AaBbCcDe

Book Title T List Para...

Save Selection as a New Quick Style...
Clear Formatting

Apply Styles...

& ¢k

5. You can also change Styles of text, paragraphs, default styles, etc by selecting the dropdown

¢ AaBbCc &%
hange
Styles =

Styles u

menu of the Change Styles icon.

AaBbCcDc AaBbleDe AaBbC: AaBbC
T Mormal T MNo Spaci.. Headingl Heading

The Editing Toolbox

The editing toolbox allows access to the Find tool. This tool allows you to locate certain words in your
document. You can also access the Replace tool which allows you to replace words of your choice.

33 Find -

oac Replace

g Select -
Editing

How to use the Find button
a. From the Home Tab locate the editing toolbox at the far right of the ribbon.
b. Click the Find button and you will see a Navigation pane open up on the screen. This give you
the opportunity to search the document for a particular word or phrase.
c. To close the navigation pane, click the X in its upper right corner.

o | i ° - - Page 12
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Mavigation v X
ol
= oo | =
=l (oo | =

You can search for text in
your document by typing in
the search box above,

Click the Magnifying Glass
button to find commands to
search for objects, such as
Graphics, Tables, Equations,
or Comments,

How to use the Replace button
a. From the Home Tab locate the editing toolbox at the far right of the ribbon.
b. Click the Replace button in the Editing toolbox. The Find and Replace dialog box will
display.
c. Type inthe word to find and then type in the word you would like to replace it with.
Click Replace or Replace all.

Find and Replace l Pl X

Replace | GoTo
Find what: | E

Replace with: E

L. r,

How to use the Select button.
a. From the Home Tab locate the editing toolbox at the far right of the ribbon.
b. The Select button gives you the option to select items in your document.
c. Click the button to access the available options for selection.

EL select Al
g Select Ohbjects
Select All Text With Similar Formatting (Mo Data)

ELLQ Selection Pane...
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All about the Insert Tab

Home Insert Page Layout References Mailings Review View
2 0= HOP o @
= =] HE] : ek + )
Cover Blank Page Table Pict Clip Shapes SmartArt Chart Screenshot Hyperlini
Page~ Page Break i ot v v
Pages Tables Illustrations
How to add a Cover Page
1. From the Insert Tab, in the Pages toolbox, click the Built-In -
Cover Page button.
2. Select the cover page of your choice. = -
ini i H P samer [Yoar
Add in important information by editing the text that = L_:__]_
displays on the cover page. e we socime v |
4. There are several built in cover pages, but you can i _
Alphabet Annual Austere
select the More Cover Pages from Office.com to see .
even more options. i
How to add a blank page
1. From the Insert Tab, add a blank page by clicking the T

Blank Page button in the Pages toolbox.

How to add a page break
1. From the Insert Tab, add a page break by placing your
cursor in the location that you would like to have a
page break.

How to add tables
1. From the Insert Tab, click the Table icon in the Tables

Austin

Conservative Contrast

[TYPE THE
DOCUMENT TYTLE]

[Year]
J

Cubicles Exposure
g More Cover Pages from Office.com

\5‘ Remove Current Cover Page

e

wraw rauie

Built-In

‘Calendar 1
Excel Spreadsheet
Quick Tables » | December

MoT W

z : 4 5 & 7 =8
‘Calendar 2
MAY

toolbox.
2. Click and drag over the small boxes to determine the number of columns and rows for your
table. Optionally, you can click the Insert Table Z| Comenrectoabe -
menu item to type in the number of columns and E
rows. You can also click the Draw Table button to
use a pencil tool to draw cells of a table. |
3. You can also add a previously created Excel ”]

spreadsheet by clicking Excel Spreadsheet.
4. Add preconfigured tables by selecting the Quick
Tables menu
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How to add pictures
1. From the Insert Tab, click the Picture button in the lllustrations toolbox.
2. Once the navigation window opens, find the picture that you would like to add, then click insert.

What can be found on the Picture Tools Format Tab

Once you have added a picture to your document while the picture is still selected you will see a new
tab display on the ribbon. These are the Picture Tools. From the Adjust toolbox you can Remove picture
backgrounds, modify colors, add artistic effects, and change pictures.

“ S @ B :ﬁz Compress Pictures
i ¥ = %Change Picture
Remove Corrections Color  Artistic

Background - - Effacts * c’EF‘,E:set Picture ~
Adjust

The Picture Styles toolbox gives you the oportunity to format your pictures using excellent picture
presets. Click the dropdown arrow to view all of the available presets. From the Picture Styles toolbox
you can also add picture borders, effects, and modify picture layouts.

= I p— == Em  E. — p L Picture Border ~
el A‘ il ol =l el IE' g ~ | < Picture Effects ~
~ | 52 Picture Layout ~

Picture Styles

The Arrange toolbox allows you to change positions of pictures and modify how text flows around
pictures. You can also arrange, align, and rotate pictures from this toolbox.

I =l

Position Wrap
= Text = % Selection Pane Sl Rotate +

Arrange

The Size toolbox allows you to change the height and width of pictures as well as gives you access to the
cropping tool.

ﬂ ﬁ 4 Bring Forward = |& Align ~
Send Backward ﬁ:—:_.:

Position Wrap
= Text = % Selection Pane S Rotate ~

Arrange

How to add Clip Art
1. From the Insert tab, click the Clip Art button in the Illustrations toolbox.
2. AClip Art pane will display on the screen. From the search bar type in the clip art you are
looking for and click Go. You can adjust the media type by clicking the dropdown menu of the
Results should be: section.

Jared Campbell » jared@fit.edu « 321-674-7738 Page 15
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Clip Art v X
Search for:

Results should be:
All media file types E
Indude Office.com content

A

3. If you would like to continue your search at Office.com, select that choice at the bottom of the
Clip Art pane.

| =

&) Find more at Office.com

H O w4

g Hints for finding images

How to add shapes to your document
1. From the Insert tab, click the Shapes button in the lllustrations toolbox.
2. Select the shape you desire from the options available.

Recently Used Shapes
ENNOOOALLS G
CERTANE s

Lines
SNSTLL T ARG
Rectangles
HeLhaa@®@AE@

Basic Shapes
EoAMOACOOOG®®
®GLOJOr Ly ooaa
OO0O@~HOY & (<D™
14>

Block Arrows

LG TSLPRID
€ dwvneD»HIdN
Lon

Equation Shapes

F=R==SE

Flowchart
ODOo<sJuolddecay
ODONKXDB X ¢ AVED
QDooO

Stars and Banners
MR AXDOEHHES
o % (0 ) [T (01 R 0

Callouts

0 QD04 MA A A0 A
G AD AD O

4§ Mew Drawing Canvas

How to add SmartArt graphics

Smart Art graphics are visual representations of information that you can create easily. There are many
layouts to consider. To use Smart Art graphics effectively, be sure to select the option which will convey
the information that you are presenting in your document. Most shapes in Smart Art graphics are text
boxes that you can edit.
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FH EAE P2 e

Table Picture Clip Shapes SmartArt| Chart Screenshot

- Art - -
Tables Illustrations
-
Choose a SmartArt Graphic ©0 =~ - I o )
List o
:
§ List -= -- e
%53 Process B - -
L Cyce c— e |
. Herarchy a— = §
L -]
Relationship B .
Matrix (= L I i i
) -
A Pyramid =
a P - Basic Block List
a Ficture ;I:I e 9 TT T Fer Use to show non-sequential or grouped
@ Office.com | blocks of information. Maximizes both
' - horizontal and vertical display space for
shapes.
HEE oec HE
soc HEE EE§
[ oc | [ cancl
L. &

1. From the Insert tab, in the illustrations toolbox, select Smart Art.
When the menu displays, select the type of graphic which conveys the information you would
like to share with your audience.

3. Click the Ok button to insert your Smart Art graphic.

4. Click and edit the graphic as desired.

How to add a chart
1. From the Insert tab, in the illustrations toolbox, select Chart.
2. From the menu which displays, select the chart design you would like to use and then click Ok.

("Insert Chart )
3 Templates CDllIE - - - - - O E
i 12 18] 0] 08 98] 3] .
@ Pig ] — 1 — = — — —
=~ sl |af ) (AR BB ] JaA| AL
oo |10 | ok | A4 b ,
© surface T =T — =
0 wome ||| /| ] ] g 2]
2o | ol e el [ el el elf
[ Manage Templates... | | Setas Default Chart | [ ][ conee L

3. An Excel file will display. Modify the Excel sheet to include the data that you would like to have
on your chart.
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4. In Excel, your data should be arranged in rows and columns. Be sure to have row labels to the
left and column labels at the top, above the data.
5. You can also copy and paste a chart from Excel into Word.

How to use the Screenshot tool
1. From the Insert tab, in the illustrations toolbox, select Screenshot.

fa+
Screenshot

| Awailable Windows

mst  Screen Clipping

2. A menu of all the available Windows currently open on your computer will display. Select the
window that you would like a screen shot of.

3. You can also use the Screen Clipping tool which allows you to take a screenshot of a smaller
section of a window.

How to add a Hyperlink
1. Select the text or object that you would like to create a hyperlink out of.
2. From the Insert tab, in the links toolbox, select Hyperlink.

HypEr\inWoss-rEference

Insert Hyperlink 2 Y
Link to: Text to display:
Lookin: | Word 2010 [~]
Existing File or
Web Page & word 2010 Handout Bookmark...
Current
ey Target Frame...
Place in This
Document Browsed
Pages
Create New Recent
Document Files
Address: |z|
E-mail Address
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The selected text will display in the Text to display box. If you have an object selected (shape,
picture, etc) it will display <<Selection in Document>>.

To add a hyperlink which will take you to an outside source, in the address bar, add the external
hyperlink (copied and pasted from a web page, etc).

To add a hyperlink which will take you to another part of your document click the button on the
left which says Place in this Document. You should be given a list of potential places in your
document to link to.

You can also create a new document to connect to by clicking the Create New Document button
on the left. Edit the new document to include what ever information you would like to connect
to. This is an external link, but only external to the document which you are already creating and
not on the network or internet.

You can also add an email address by clicking on the Email Address button on the left and then
including the email address on the address bar.

How to add Bookmarks
Bookmarks allow you to quickly navigate to predetermined places in your document.

Select the text that you would like to turn into a bookmark.
From the Insert tab, in the Links toolbox, select Bookmark.

@ 3 i

Hyperlink Bookmar -reference
Links

Type in the name of the new bookmark then click Add. Add as many bookmarks as you would
like.
To navigate to a bookmarked item, click the bookmark button, and then select the bookmark

title of your choice and then click the Go To button.

How to add a Cross-Reference
Cross-Reference allows you to create a link in your document which will take you to another section. It

creates link to this other section which is clickable (ctrl — click). These links will update automatically as

changes are made to the document.

ok wWwNPRE

Place your cursor at the location that you would like to insert a Cross-referenced link.

From the Insert Tab, in the Links toolbox, click Cross-reference.

Select your desired reference type from the drop down menu.

Select the Insert Reference to: item that you would like the reference to point to.

In the For which heading section, select the location in the document that you are referencing.
Select insert.

» Florida Institute of Technology
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-
Cross-reference

A=)

Separate numbers with
For which heading:

How to create a new word document
How to open a document
How to save a document
JPrinting documents
All about the Home Tab
The Font Menu
How to change fonts

How to change selected text with Text Effects
How to highlight text
How to change the font color

Reference type: Insert reference to:
T I« | Heading text -]
Insert as hyperlink. Indude above/below

The fundamentals -

How to format text bold, italics, underline, strike-through, subscript, or supe...

[ Insert ][ Cancel

How to add a Header
From the Insert Tab, in the Header & Footer toolbox, click Header.

vk wN

From the menu that displays, select the header of your choice.

Once the header displays, you may click to edit its parts.

In order to get out of the header area double click the main body of the document.

If you would like to return to the header area you can double click in the header area of the

document.

Built-In
Blank

[iypmtmst]

Blank (Three Columns)

v ] {1y ] Tiypm tret]

Alphabet

[Type the document title]

Annual

[Type the document title] | [Year]

Austere (Even Page)

Sl e e ocumMENT TITLE]

Austere (Odd Page)

e st o, [

Maore Headers from Office.com

Edit Header

o6

Remove Header

i
- "
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How to add a Footer
1. From the Insert Tab, in the Header & Footer toolbox, click Footer.
From the menu that displays, select the footer of your choice.
Once the footer displays, you may click to edit its parts.
In order to get out of the footer area double click the main body of the document.
If you would like to return to the footer area you can double click in the footer area of the

vk W

document.

Built-In A
Blank

[T ]

Blank (Three Columns)

[Ty bt Wiy ] [iyg trst] 1

@FIT Footer

0 o dnstttite of WCRUONEY  faree) Camphsel] = jame@iiLia « 31-674-TT30

Alphabet

[ypetesa] Pae 1

Annual

1

Austere (Even Page)

Mare Footers from Office.com 3

L6

Edit Footer

i

Remove Footer

How to add Page Numbers
1. From the Insert Tab, in the Header & Footer toolbox, click Page Number.
2. From the dropdown menu, select the location where you would like to place your page
numbers.

How to insert a Text Box
1. From the Insert Tab, in the Text toolbox, click Text Box.
2. Inthe resulting Built-in menu, select the textbox style of your choice.
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Built-In -

W

Simple Text Box Alphabet Quote Alphabet Sidebar

Annual Quate Annual sidebar Austere Quate

Austere Sidebar Austin Pull Quote Austin Sidebar -

Fiorida Institute of Technology

%) More Text Boxes from Office.com
Draw Text B
How to add Quick Parts
Quick parts are reusable pieces of content which can be stored and added to
documents as needed.
Quick e in oo
Parts =
| B AutoText 3
: [ Document Property 3 e
=] Field...
@ EBuilding Elocks Organizer...

&g Ssave Selection to AutoText Gallery

Quick Parts - Auto Text
1. From the Insert Tab, in the Text toolbox, click Quick Parts.
2. Toadd Auto Text, in the dropdown menu, click Auto Text.

3. Select the item that you would like to add.

Quick Parts - Document Property
1. From the Insert Tab, in the Text toolbox, click Quick Parts.
2. Click Document Property to choose from a list of properties that you would like to
add to your document.
3. Fillin the document property box to create properties that will travel with your
document.

Abstract
Author
Category
Comments
Company
Company Address
Company E-mail
Company Fax
Company Phone
Keywords
Manager
Publish Date
Status

Subject

Title
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Quick Parts - Field

R
2

=]

=a

AutoText »
Document Property 3
Field...

Building Blocks Organizer...

1.

From the Insert Tab, in the Text toolbox, click Quick Parts.

2. Use field codes to insert fields that will provide auto-updated information such as the time, title,

page numbers, etc.

Quick Parts - Building Blocks Organizer

1.
2.

From the Insert Tab, in the Text toolbox, click Quick Parts.

Click on Building Blocks Organizer to preview the building blocks that are available. You can also

edit properties, delete, and insert building blocks into your document.

( Building Blocks Organizer li|$r
Building blocks: Click a building block to see its preview
Mame Gallery Category Template Sl |«
Florida Insti... AutoTexdt General Normal E
Jc AutoText General Mermal B
Jared Ian Ca... AutoText General Mermal et e et
Bibliography Bibliegrap...  Built-In Built-In Buil...
Works Cited  Bibliegrap...  Built-In Built-In Buil...
Cubicles Cowver Pages  Built-In Built-In Buil...
Stacks Cowver Pages  Built-In Built-In Buil...
Puzzle Cover Pages  Built-In Built-In Buil...
Mewsprint Cowver Pages  Built-In Built-In Buil...
Contrast Cowver Pages  Built-In Built-In Buil... =
Exposure Cowver Pages  Built-In Built-In Buil...
Grid Cowver Pages  Built-In Built-In Buil...
Tiles Cowver Pages  Built-In Built-In Buil...
Austin Cowver Pages  Built-In Built-In Buil...
Maoticn Cowver Pages  Built-In Built-In Buil...
Pinstripes Cowver Pages  Built-In Built-In Buil...
Annual Cover Pages  Built-In Built-In Buil...
Conservative Cover Pages  Built-In Built-In Buil...
Mad Cowver Pages  Built-In Built-In Buil...
Alphabet Cowver Pages  Built-In Built-In Buil... i
Transcend Cover Pages  Built-In Built-In Buil... >
ciaine PSRy S W mowor-noa | Florida Institute of Technology
< | T | 3
Edit Properties. .. ] ’ Delete ] [ Insert

How to save a selection to the Quick Part Gallery

1.

2.
3.
4

From the Insert Tab, in the Text toolbox, click Quick Parts.
Select the text that you would like to save as a quick part.
From the Insert Tab, in the Text toolbox, click Quick Parts.
Select Save Selection to Quick Part Gallery.
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g putoText 3
,E-] Document Property g

Q Building Blocks Organizer...
,_& Save Selection to Quick Part Gallery...

5. You can now reuse this Quick Part by choosing the selection from the gallery.

How to add Word Art
1. From the Insert Tab, in the Text toolbox, click Word Art.

2. Select the format of your choice from the available options.

|WordArt|

3. Inthe text box that displays, add the text that you would like to be in the WordArt format that
you selected.

How to add Drop Cap Text
1. Select a paragraph from your document.
2. From the Insert Tab, in the Text toolbox, click Drop Cap.
A=

Drop
Cap ~

Mone

Dropped

i L]

In margin

i
[l=]

rop Cap Options...

3. Select the DropCap option of your choice from the menu.

How to add a Signature Line
1. Place your cursor in the location that you would like a signature line to be added.
2. From the Insert Tab, in the Text toolbox, click Signature Line.
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| 2% signature Line|~

Microsoft Office Signature Line..,

Add Signature Services...

3. Select the signature line of your choice.

How to add Date & Time

1. Place your cursor in the location that you would like the Date & Time to be added.
2. From the Insert Tab, in the Text toolbox, click Date & Time.

5 4 ii |3 signature Line -

(53 Date & Time
Text B .
Box~ Parts~ - Cap~ & Object ~
Text
3. Choose from the list of available formats and then click OK.

Date and Time l B

Available formats: Language:

11/6/2012 English (U.5.) I
Tuesday, November 06, 2012

Movember 6, 2012
11812
2012-11-06
G-Mov-12
11.6.2012

Mov, 6, 12

& Movember 2012
November 12
Mov-12

11/6/2012 1:30 PM
11/6/2012 1:30: 15 FM
1:30 PM

»

1:30:15FM
1330
13:30:15
= | [[] Update automatically
Set As Default [ ok || cancel

LS

How to add Equations

The Microsoft Equation Editor allows you to create formatted equations for your document.

Place your cursor in the location that you would like the equation to be added.
From the Insert Tab, in the Symbols toolbox, click Equation.
Select from one of the premade equations to add them to your document. To edit the equation,
click on the symbol or number that you would like to change and edit as you would text.
4. |If you would like to use a self created equation, after selecting Equation, scroll down to Insert

New Equation. A new tab named Equation tools will display. Use the available tools to create
and edit your equation.

T 2 P Word 2010 Handout - Microsoft Word

EV ;7? ex'x’ﬁf:, i; {}s«ne a Jim A [H]
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How to add a Symbol
1. Place your cursor in the location that you would like the symbol to be added.
2. From the Insert Tab, in the Symbols toolbox, click Symbol.

Q

Symbol

* R p € F

¥ @ ° ™ 1

H
1A
I
I
x

= p a m 0
L1  More symbals...

3. Select the symbol of your choice from the available options.
4. If you don’t find the symbol at first, click the More Symbols option and select from the choices
made available.

All about the Page Layout Tab

How to use a Theme

The Themes toolbox consists of colors, fonts, and effects. You can select themes to create matching
documents as all of Microsoft Office software uses the same available themes. They will affect the look
of charts, tables, and more.

1. From the Page Layout Tab, in the Themes toolbox, select the theme of your choice by selecting

LI

Margins

the Theme dropdown menu and selecting the theme. =

Orientation £

2. You can also select colors to use in your theme, but selecting the colors
button.
3. Fonts can be selected here as well from the fonts button.

Last Custom Setting
Top: 07" Bottom: 0.7°
Left: 06" Right: 06"

Normal
Top: 1° Bottom: 1°
Left: 1° Right: 1°

4. You can also select effects for shapes by clicking the Effects button.

Narrow
Top: 0.5 Bottom: 0.5
Left: 0.5 Right: 0.5

How to adjust the margins of your document
1. From the Page Layout Tab, in the Page Setup toolbox, select Margins. Top T Bottom 1
Left: 075" Right: 0.75"

2. From the dropdown menu that displays, select the margins you would e
Top: 1° Bottom: 1°
Left: 2 Right: 2°

like to use.

Mirrored
Top: 1° Bottom: 1°
Inside: 1.25° Outside: 1"

How to change the orientation of your document.
1. From the Page Layout Tab, in the Page Setup toolbox, select Top e o 1
Left: 1.25° Right: 1.25°

i = i o i =

Orientation.

Custom Margins...

2. Choose from either Portrait or Landscape.
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How to change the size of the document being created
1. From the Page Layout Tab, in the Page Setup toolbox, select Size.

2. Select from the list of available page sizes.

How to add columns to your document.
1. Select the text that you would like to put into columns.
2. From the Page Layout Tab, in the Page Setup toolbox, select Columns.
3. Select the number of columns you would like to have.

How to add Page Breaks and Section Breaks

1. Place your cursor where you would like to put a break in your document. L=
2. From the Page Layout Tab, in the Page Setup toolbox, select Breaks.
3. From the available breaks, select the one that you would like to use.

P,=::|' Breaks =
Page Breaks
| Page
B Mark the point at which one page ends
ﬁ and the next page begins.

Hi

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

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

Section Breaks

-

I Wil

IPE B |

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

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

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

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

How to add Line Number
1. From the Page Layout Tab, in the Page Setup toolbox, select
Line Numbers.
2. From the available options, click the style of line numbering

you want.

How to adjust Hyphenation settings
1. From the Page Layout Tab, in the Page Setup toolbox, select

v

B

Columns

-

= One
Twao
Three
= Left

==| right

More Columns...

¥3 Line Numbers ~
MHone
Continuous
Restart Each Page
Restart Each Section

Suppress for Current Paragraph

Line Mumbering Options...
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[h?' Hyphenation -

v | Mone
Hyphenation. Automatic
2. From the available options, click the style of hyphenation you want. Manual

L%~ Hyphenation Options..,

How to add Watermarks, Adjust Page Color, and add Page Borders
1. From the Page Layout Tab, in the Page Background toolbox, select the tool of your choice.

How to set the default indentation and line spacing of your document
1. From the Page Layout Tab, in the Paragraph toolbox, select and modify the measurements for
indentation and line spacing.

Indent Spacing

iF left 025 3 | = Before: 0pt :

£3 Right: 0" $ 0 ¥Z after 10pt 1
Paragraph 7

Tools available for Arranging your document
1. Select the object that you would like to adjust the arrangement of.
2. From the Page Layout Tab, in the Arrange toolbox, select the tool of your choice.

AR E B R

Position Wrap Ering Send Selection 'ﬁ_
- Text~ Forward ~ Backward = Pane bk Rotate~
Arrange

3. Modify the position, how text wraps around pictures and other objects, send the object forward
or backward, the object’s alignment. You can also group objects together by selecting multiple
objects and then selecting the Group button. Rotate objects by selecting the rotate tool.

All about the References Tab

How to create an Automatic Table of Contents

If you have used the different styles available on different headings in your document; creating a table
of contents is brilliantly easy. If you revisit the Home tab and look at the different headings available and
look at the dropdown menu that displays when you click on the Table of Contents button on the
References tab, you will notice certain similarities.

Firstly, many of the automatic tables that are available as built-in options, will display. Many times, you
will see that each subsequent heading is tabbed in. If you have used these headings, when you click on
the table of contents button, you will find that your TOC is automatically created. This document has
one of those automatic table of contents. | used Automatic table 1.

How to insert footnotes
1. Place the cursor where you would like to insert a footnote.
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2. From the References Tab, in the Footnotes toolbox, click the Insert Footnote button.

[}y Insert Endnote

A§ Mext Footnote ~
Insert )
Footnote J anow MNotTes

Footnotes )

3. You will be taken to where the footnote is to be written. Add the necessary footnote.

How to create an Automatic Bibliography/Work Cited
Bibliographies are usually saved for the end of a document. In Word 2010 you can create a bibliography
based on the source information that you have provided for the document.

Saving source information is easy in Word 2010. When you have added all of your sources you can
choose the bibliography style that you wish to use.

How to pick the bibliography style
1. From the References Tab, in the Citations and Bibliography toolbox, click the Style button.
2. Select the style of bibliography that you want to use by clicking on the dropdown menu and
then selecting the style name.
3. The available styles are:
(@, style: | BPA F'rltlm

APA Fifth Edition

APA Sixth Edition

Chicago Fifteenth Edition
GB7714 2005

GOST - Name Sort

GOST - Title Sort

Harvard — Anglia 2008

1EEE 2006

150 690 - First Element and Date
150 690 - Mumerical Reference
MLA Seventh Edition

KLA Sixth Edition

SISTO2

Turabian Sixth Edition

How to add in text citations
1. Place the cursor in the location that you would like to place a citation.
2. From the References Tab, in the Citations and Bibliography toolbox, click the Insert Citation
button and then click Add New Source...

=

Insert
Citation =

.I &p Add Mew Source...
2 Add Mew Placeholder..,

3. Enter as much of the source information you have available in the window that displays.
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Create Source I. P e
Type of Source EE_E

Bibliography Fields for APA Fifth Edition

Author

[ corporate Author

Title
ear
City
Publisher
[ show Al Bibliography Fields

Tag name
Placeholder1 [

OK ][ Cancel ]

4. Click ok. The citation should be shown in the correct format and the source should be added to
the current list in the Source Manager.

How to Manage your Sources
1. From the References Tab, in the Citations and Bibliography toolbox, click the Manage Sources
button.
2. From sources available, click the sources you are interested in and then select Copy to get them
to be added to the Current List. You will be able to preview these sources.
3. Click closed when finished.

Source Manager Do)
Search: Sort by Author [+]
Sources available in:

Browse...
Master List Current List
Hew,
¥ cited source
2 placeholder sowce
Preview (APA Fifth Edition):
m

How to generate the Automatic Bibliography — sl Siograpry -

1. Place the cursor where you would like your bibliography to  [sibtiesraeny

be. Bibliography
Chen, 1. [2003). Gitetions and References. Mew York: Cantoso Press.
2. From the References Tab, in the Citations and Bibliography | iue.s.s. cesinastom s seon: procusre e
toolbox, click the Bibliography button. R — S —
Works Cited
3. Select a Bibliography or Work Cited.
4. Your reference page should now be available. o & o, i e s, o Comps s,

Haas, 1. [2005). Creating o Formal Publication. Boston: Proseware, Inc.

Kramer, 1. D |2006). How to Write Bibliographies. Chicago: Adventure Works Press.

ﬁj Insert Bibliography
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How to Insert Captions
1. Select the drawing, picture, or diagram that you would like to caption.
2. From the References Tab, in the Captions toolbox, click the Insert Caption button.
3. Edit the Caption as you wish.
4. Click Ok.

(Caption A=)

Caption:
Figure 1 |

Options

Label: Figure |z|

Position: |Below selected item

[ Exdude label from caption

[autoCapﬁon... ] [ Ok ] [ Cancel ]

How to Insert a Table of Figures
1. Place the cursor in the location you would like the Table of Figures to be.
2. From the References Tab, in the Captions toolbox, click the Insert Tables of Figures button.

Table of Figures u_J@ S
Index | Table of Contents |; Table of Figures | | Table of Authorities |
Print Preview Web Preview
Figure 1: Text. 1= Figure 1: Text -
I (]
Figure 2: Text 3 Figure 2: Text
Figure 3: Text 5 Figure 3: Text
Figure 4: Text, 7]~ Figure 4: Text =
Show page numbers Use hyperlinks instead of page numbers
Right align page numbers
Tableader: |....iin |z|

General

Formats: From template |Z|
Caption label: |Figure |z|

Include label and number

3. Edit as needed
4. Click Ok.

How to create an Index
1. Select the text that you would like to reference in your index.
2. From the References Tab, in the Index toolbox, click the Mark Entry button.
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Mark Index Entry [ 2 (e

Index

Main entry: | |

Subentry: | |

Options
(71 Crossreference: | See
@) Current page
(") Page range
Bookmark:

Page number format

[ Bold

[T 1talic
This dialog box stays open so that you can mark multiple
index entries.

3. When the Mark Index Entry window displays enter in what you would like the Main entry of the
index to display and then any subentry text necessary.

Add cross referencing as needed.

Click the Mark button when finished.

Place the cursor in the location you would like your index to be.

Click the Insert Index button.

N o wv s

r N
Index P [l
Inde§| Table of Contents I Table of Figures | Table of Authorities
Print Preview
Aristotle, 2 + Type: @ Indented ) Rundn
L4 Columns: |2 $
Asteroid belt. See Jupiter Language: |Engsh (U.S.) |Z|
Atmosphere
Earth S
[ might align page numbers
Tab leader: [.......
Formats: From template |Z|
Mark Entry... | [ AutoMark... | [ Modfy.. |

8. Check to see if the Print Preview panel displays to your liking. Edit as needed.
9. Click Ok. Your index should generate.

All about the Mailings Tab

How to perform a mail merge using Word 2010 and an Excel file
1. Create a new document in Word 2010.
2. Save it with the name and location of your choice.
3. Click the Mailings tab.
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W D~ B (e

IR
Envelopes Labels @ Start Mail Select Ed
Merge v Recipients v Recipient
Create Start Mail Merge

@ Home Insert Page Layout References Mailings Review

R———— —
Documentl - Microsoft Word ' = ‘ =i x|
View  Search Commands o @

Write & Insert Fields Preview Results Finish

4. Click Start Mail Merge. Select the type of mail merge you would like to perform. For this tutorial
| will select Step by Step Mail Merge Wizard. You should see the Mail Merge Wizard display on

the right side of the screen.
5.

After selecting the document type, click the Next: Starting document link at the bottom of the

Mail Merge Wizard. For this tutorial will select Letter.

Mail Merge (
Select document type W

What type of document are you
working on?

@) Letters
~) E-mail messages
) Envelopes
) Labels
() Directory
Letters

Send letters to a group of people.
‘You can personalize the letter
that each person receives,

Click Mext to continue,

Step1of 6
% Next: Starting document

6. Select how you would like to set up your letter. Select the Next: Select recipients link.
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Mail Merge v X

o

Select starting document
How do you want to set up your
letters?

@) Use the current document

() Start from a template

() Start from existing document

Use the current document

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

Step 2 0f 6

& Mext: Select redipients

4 Previous: Select document type

7. Select use an existing list. Then select Browse and then navigate to the Excel file you are using as
data for your mail merge. After selecting the file, click Open.

Mail Merge /. * X

Select recipients

i@ Use an existing list
(™) Select from Outlook contacts
) Type a new list

Use an existing list

|Use names and addresses from a
file or a database.

Browse... ‘/

7 Edit recipient list...

Step3of 6

& Mext: Write your letter

4 Previous: Starting document

Jared Campbell ¢ jared@fit.edu ¢ 321-674-7738 Page 34

High Tech with a Human Touch™

1 Florida Institute of Technology


mailto:jared@fit.edu

8. By default, every record in the file will be checked. If you would like to not include someone
from the Excel file, uncheck the box next to the appropriate name. Click OK.

r P - ™
Mail Merge Recipients . » M

> | -

This is the list of recipients that will be used in your merge. Use the options below to add to or change your list. Use the
checkboxes to add or remove redpients from the merge. When your list is ready, dick OK.

Data Source [w |LAST_NAME w | FIRST_NAME w | MAJR_DESC1 + | TERM_DES +
Copy of Biomedic... Addisu | Gedeion | Biomedical Engineering ‘ Fall 2012
Copy of Biomedic... [¥ Addisu Gedeion Biomedical Engineering  Fall 2012
Copy of Biomedic... v Aguirre-Pena Laura Biomedical Engineering  Fall 2012
Copy of Biomedic... [¥ Aguirre-Pena Laura Biomedical Engineering  Fall 2012
Copy of Biomedic... [V Ahmed Masroor Biomedical Engineering  Fall 2012
Copy of Biomedic... [¥  Alhawwash Awadh Biomedical Engineering  Fall 2012
Copy of Biomedic... [V Alva Havier Biomedical Engineering  Fall 2012
Copy of Biomedic... [¥ Alva Kavier Biomedical Engineering  Fall 2012 _
= e —_ - - [P e
Data Source Refine recipient list

Copy of Biomedical DEPARTME » | 4| Sort...
¥ Filter...
};'J Find duplicates. ..

427 Find recipient...

[l Validate addresses...

9. Click Next: Write your letter.
Mail Merge * X

Select recipients

@ Use an existing list
() Select from Outlock contacts

et
]

) Type a new list

Use an existing list

Currently, your recipients are
selected from:

[a_DEPARTMENT _REPORT _with_Ema
Select a different list. ..

@ Edit redpient list...

Step 3of 6

& Mext: Write yvour letter

4 Previous: Starting document
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10. If you haven’t done so, write your letter at this time. To add recipient information to your letter,
click More Items.

Mail Merge v X

Write your letter

If you have not already done so,
write your letter now.

To add redpient information to
your letter, dick a location in the
document, and then didc one of
the items below,

5 Address blodk...
3 Greetingline...
_‘| Electronic postage. ..

B8 More items. .. ‘———

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

Step 4 of 6
% Mext: Preview your letters

4@ Previous: Select recpients

11. Navigate to the location in your document that you would like to add information. Select the
item that you would like to insert and then click Insert. You may wish to insert more than one

item, select the item desired and then click insert. Do this for wherever you would like to insert
information.

- '
Insert Merge Field @Iﬂ

Insert:

() Address Fields i@ Database Fields
Fields:
-
TERM_DESC 5
GOREMAL_EMAIL_ADDRESS
APPLICATIOM_DATE
APDC_DESC1
APDC_DECISION_DATE1L
F/P
STYP_DESC
GEMDER
D
FIRST_MAME
LAST_MAME
STREET1_LIME1
STREET1_LIMEZ
STREET1_LIMES g

Match Fields. .. ][ Insert J[ Cancel

m
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12. You can preview your letters by clicking the << and >> buttons. Once you deem everything looks
as intended, select Next: Complete the merge.

Mail Merge

Preview your letters

One of the merged letters is
previewed here. To preview

e llowing:

Find a redpient...
Make changes

You can also change your
recipient list:

T Edit recipient list. ..

Exdude this recpient

When you have finished
previewing your letters, dick
Next. Then you can print the

another letter, dick one of the

v X

Recipient: 14

merged letters or edit individual
letters to add personal comments,

Step 5 of 6 ‘

& Mext: Complete the merge

4 Previous: Write your letter

13. If you find that all of the documents are as intended you may simply click Print. If you would like

to view and edit any of the individual letter click Edit individual letters. When finished, you may

print all letters by going to File<Print.

Mail Merge * X

Complete the merge
Mail Merge is ready to produce
your letters,

To personalize your letters, dick
"Edit Individual Letters.” This wil
open a new document with your
merged |letters, To make changes
to all the letters, switch back to
the ariginal document.

Merge

5 Print...
473 Edit individual letters...

Step 6 of 6

4 Previous: Preview your letters
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All about the Review Tab
Home Insert Page Layout References Mailings Review View
YV @0 e % ¥ @ P e __Jﬁ‘”_‘i“’“““ E

Spelling & Research Thesaurus Word | Translate Language New Delete Pre Track =
Grammar Count - - Comment Erase Changes ~ l2] R

[Tt T e rems Carmmants

How to use the Spelling and Grammar checker
1. From the Review Tab, in the Proofing toolbox, click the Spelling & Grammar button.

w ﬁi AB{..

Spelling & Research (Thesaurus| Word
Grammar Count

Proofing

2. The spelling and grammar checker will begin at the start and continue through till the end of the
document.

3. If you would like to check only a small portion of the document, select the section of text that
you are interested in and then click the Spelling & Grammar button.

How to perform web research from within Word
1. From the Review Tab, in the Proofing toolbox, click the Research button.
1. Avresearch pane will display. You can search from the search bar.
2. The results of the search, when clicked on, will open in your browser.

How to use the Thesaurus
1. Select the word you would like to replace using the Thesauraus.
2. From the Review Tab, in the Proofing toolbox, click the Thesaurus button.
3. Athesaurus pane should display showing all of the available choices for word replacement.

How to use the Word Count
1. From the Review Tab, in the Proofing toolbox, click the Word Count button.
2. A window will display your documents statistics. Click the Close button when finished.

(Word Count (L2 [
Statistics:
Pages 35
Words 5,708
Characters {no spaces) 25,339
Characters {with spaces) 30,752
Faragraphs 382
Lines 383
Indude textboxes, footnotes and endnotes

W 4

How to add Comments to your document
1. Place the cursor in the location that you would like to add a comment.
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2. From the Review Tab, in the Comments toolbox, click the New Comment button.

\_] _J __J I_J ) Ink Comment

Mew
Comment

Comments

3. A comment box will display. Add your comment.

How to add Ink Comments to your document

1. Place the cursorin the location that you would like to add a comment.
2. From the Review Tab, in the Comments toolbox, click the Ink Comment button.
3. Write your comment using your mouse or a stylus (touch screen).

How to Track Changes

Track Changes allows you to keep track of changes made to a document. This can be very helpful when
more than one person is allowed to edit a document.

1. From the Review Tab, in the Tracking toolbox, click the Track Changes button.

-;;I), 7_'_‘, Final: Show Markup -
=] Show Markup ~
Track
Changes ~ E Reviewing Pane -
Tracking

2. The button should highlight, when track changes is engaged.
Edit the text as needed. You will notice that the text will show a different color and words you
delete will display as stricken-through.

4. |If the changes are acceptable to you click the Accept button in the Changes toolbox. If they are
not, click the Reject button in the Changes toolbox.

5. To compare changes made to the document, click the Compare button in the Compare toolbox.

How to Restrict Editing of a document
1. From the Review Tab, in the Protect toolbox, click the Restrict Editing button.
2. Inthe Restrict Formatting and Editing pane that displays, modify the settings as needed.

Restrict Formatting and Editing » X
1. Formatting restrictions

[ Limit formatting to a selection of
styles

Settings. ..
2. Editing restrictions

[ allow only this type of editing in
the document:

Mo changes (Read only)

3. Start enforcement

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

3. Once your settings are all configured, select the Yes, Start Enforcing Protection in number three
of the pane.
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All about the View Tab
El HY-0 jm—éom Handou

“ Home Insert Page Layout References Mailings Review View
j [=] & [== ‘ Ruler v:) .l one Page =§| | = | 1) View Side by Side
L L 2= | \ =gy | ! * cunchrono

[ Gridlines =20 37 Two Pages
Print |Full Screen Web Outline Draft Zoom 100% New Arrange Split

|Layout| Reading Layout [C] Navigation Pane =) Page Width | Window  All 34 Reset Win

Document Views Show Zoom Window

The view tab gives you all of the tools necessary to change how you view the document. You can choose
from several different document views, turn on/off rulers, gridlines, and navigation panes, zoom in and
out of a document, and select to view multiple documents on the same screen by clicking buttons on
the Window toolbox.

The View toolbox is where you will find access to Macros. Macros are beyond the scope of this handout,
but if you are interested in them | suggest you visit http://go0.gl/VS74D to learn more.
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Microsoft WORD 2




Printing documents

1. Select the number of copies you would like to print by
adjusting the number to the right of the print button.

2. Select the printer that you would like to print to from the
drop down menu.

3. By clicking the Print All Pages button dropdown arrow, you
can select to print the entire document, a section that you have
selected, the current page, or a custom page range.

4. Another option to print a page range is by typing in the page
range in the box to the right of where it says Pages:.

5. The Print One Sided button dropdown menu will give you the
option to print on both sides, if your printer has this capability.
6. Selecting the Collated button will give you the opportunity to
select between collated printing and uncollated printing.

7. The Orientation button allows you to select between
landscape and portrait orientated printing.

8. If you are going to print on different sized paper, the page size
button (often seen as Letter (8 »2” x 11”)) is where you can select
the particular size.

Print

d=
£ Copies: 1 o=

Print

Printer

/ CTLE RICOH Aficio AP2610N RPCS

Re

eacy

Settings

L Prnint All Pages

Pront the entire document

Pages
‘| Print One Sided
I Only print on one side of the page
BB Collated
=$123 123 123
) - =
| Portrait Orientation -
l Letter (B1/2" x117)
85" x11°

Normal Margins

= Left: 1 Right: 1

l. 1 Page Per Sheet -




How to format text bold, italics, underline, strike-

through, subscript, or superscript.

* 1. From the Home Tab, find
the Font toolbox.
2. From the Font menu,
- you can change selected
text
to bold, italics, underline,
strike-through, subscript,
or superscript.
____________ 3. The dropdown arrow
next to the underline (U)
icon gives you the ability to
select from several types of
. underlining lines. You can
Bore Underdines even Change the color of
& Underine Color . the line if so desired.




How to change selected text with
Text Eftects

* 1. From the Home Tab, find the Font toolbox.

2. You can apply visual effects such as outline, shadow,
reflection, and glow by clicking the

icon. This will bring up the Text Effects menu and several styles
to consider.

3. Click the style you desire from the available choices.

. Itis also possible to modify the outline, shadow, reflection,
and glow settings by selecting those

° jtems.




How to add or numbered item
bullets

“»1. From the Home Tab, find the Paragraph toolbox.
2. Select the text that you would like to have bulleted.
3. Click the bullets icon in the Paragraph groub would like to

4. select a different style of bullet, click the dropdown arrow to
the right of the icon and select the bullet of your choice.

5. The next time you hit the Enter key, a new bullet will display




How to change the line and
paragraph spacing

* 1. From the Home Tab, find the Paragraph toolbox.
* 2. Select the text that you would like to change the spacing.

* 3. Select the icon for line and paragraph spacing. The dropdown
arrow will allow you to see the different choices for line and

paragraph spacing.

v | 1D
115
1%
20

3.0

Line Spacing Options...

Add Space Before Faragraph

Femowes Space After Paragraph




How to sort items in a list
with one click

1. From the Home Tab, find
the Paragraph toolbox.

2. Select the text that you
would like to alphabetize or
put in numbered order.

3. Click the Sort icon. Then
select how you would like
to sort the items

WEe EEE W

= .
t=- | O~ k

W i
m

Il N
M-

i)
B
o
[l =]
=]
=g

How to increase or decrease the
indent of a paragraph

* 1. From the Home Tab,
find the Paragraph
toolbox.

2. Select the text that
you would like to
increase the indentation
of.

3. Click either the
increase or decrease
indent button.




How to change the style of text

Changing the style of text can make your document look amazing a
well as prepare your document for a table of contents page.

1. From the Home Tab, find the Styles toolbox.
Select the text that you would like to change the style of.

3. Click the style that you would like to change the text to.

4. To see all options, click the arrow in the lower right corner of the
Styles section.

AaBbCcDc AaBbCcD¢ AaBbCi AaBbCc AaBbCel IA

la TNormal 7 NoSpaci.. Headingl Heading2 Heading3 - (S:thalnge
&5

Styles




All about the Insert Tab

Home Insert

s S

Page Layout References Mailings Review Vie

P 2l s €

Cover Blank Page Table Pict Chip Shapes SmartArt Chart Screenshot  Hypeiln
Page~ Page Break - - v
Pages Tables Nustrations

How to add a Cover Page

1. From the Insert Tab, in the Pages toolbox, click the Bt de -
|
Cover Page button. o
2. Select the cover page of your choice.

Tt T
e [Yoar]
Tm—— ==

3. Add in important information by editing the text that
displays on the cover page.
4. There are several built in cover pages, but you can Aphabet r=—— Auntere

select the More Cover Pages from Office.com to see
even more options. I—.‘I’

How to add a blank page :
1. From the Insert Tab, add a blank page by dicking the I_

Blank Page button in the Pages toolbox. e Tontrast
How to add a page break
1. From the Insert Tab, add a page break by pladng your =
cursor in the location that you would like to have a E) it
page break. 3 D
Cutetinr tegorute -
Ho‘v to add tables O Mooe Cover Pages trom Office com .

_-; Bemaove Current Cover Page

1. From the Insert Tab, click the Table icon in the Tables =
toolbox.




How to add pictures
1. From the Insert Tab, click the Picture button in the Illustrations toolbox.
2. 0Once the navigation window opens, find the picture that vou would like to add, then click insert.

What can be found on the Picture Tools Format Tab

Once you have added a picture to your document while the picture is still selected you will see a new
tab display on the ribbon. These are the Picture Tools. From the Adjust toolbox you can Remowve picture
backgrounds, modify colors, add artistic effects, and change pictures.

i J n
1 ) e 4| ;' __j: Compress Pictures
§ ik !} Change Picture
Remove Carrections Colar  Arbiskic -
Background - - Effects = g Feset Picture =

Sadjust

The Picture Styles toolbox gives you the oportunity to format your pictures using excellent picture
presets. Click the dropdown arrow to view all of the available presets. From the Picture Styles toolbox
you can also add picture borders, effects, and modify picture layouts.

B Picture Border

S IEEEF E L L LY I s

= 58 Picture Layout ~
Pacture Shyles

The Arrange toalbox allows you to change positions of pictures and modify how text flows around

pictures. You can also arrange, align, and rotate pictures from this toolbox.

_.i_l H] & Ering F I= atign -
Position Wrap o ) L
Text = iy Selection Pane S Rotate =

Lrranns




How to add shapes to your document

1. From the Insert tab, click the Shapes button in the lllustrations toolbox.

2. Select the shape you desire from the options available.

Epvenitly Lhed Shapes
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How to add SmartArt graphics

* From the Insert tab, in the
illustrations toolbox, select

Smart Art. gl gjﬂ )ﬂﬂ &
° 2. When the menu Ia?le Picure (;ﬂp hz'oes Smatdt Chart ueenshot
displays, select the type of e Nt
graphic which conveys the T —. o
information you would '**; .' =
* like to share with your - oy - —|f
audience. o WS
¢ 3. Click the Ok button to P— !
insert your Smart Art . | Em
graphlc' A’ ; ot BBkt |
* 4. Click and edit the graphic . :m;‘:'m“:.“m;;:“ |
as desired. o
T
(] (e ]




How to add a chart

* 1. From the Insert tab, in the il T
illustrations toolbox, select Chart. P —— =
0 bl (alumn ’
* 2. From the menu which displays, f :m wlial M i
select the chart design you would ﬂ _'; U jﬂ L: ﬂ
like to use and then click Ok. §r I I “ ]
. . . & i (1L 1] 1) ‘ ‘
* 3. An Excel file will display. fk h ___‘_‘__
Modify the Excel sheet to include e w J | “ ”
the data that you would like to ™ A A 2 A |
have on your chart. o ||™
* In Excel, your data should be U ‘] ) ) S 1 .
arranged in rows and columns. *Mr S i i
Be sure to have row labels to the I .4_.94i__,,?~_"," LN anlesl -
* left and column labels at the top, .}lwwui‘mww )| Gl |

above the data.

* 5. You can also copy and paste a
chart from Excel into Word.




How to add a Hyperlink
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1. Select the text or object that you would
like to create a hyperlink out of.

2. From the Insert tab, in the links toolbox,
select Hyperlink.

The selected text will display in the Text to
display box. If you have an object selected
(shape,picture, etc) it will display
<<Selection in Document>>.

4. To add a hyperlink which will take you to
an outside source, in the address bar, add
the external hyperlink (copied and pasted
from a web page, etc).

5. To add a hyperlink which will take you to
another part of your document click the
button on the left which says Place in this
Document. You should be given a list of
potential places in your document to link
to.
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How to add a Header and

footer

* 1. From the Insert Tab, in the
Header & Footer toolbox,
click Header.

* 2. From select the menu that
displays, she header of your
choice.

* 3. Once the header displays,

you may click to edit its parts.

* 4. In order to get out of the
header area double click the
main body of the document.

* 5. If you would like to return
to the header area you can
double click in the header
area of the document

1. From the Insert Tab, in the
Header & Footer toolbox,
click Footer.

2. From the menu that
displays, select the footer of
your choice.

3. Once the footer displays,
you may click to edit its parts.

4. In order to get out of the
footer area double click the
main body of the document.

5. If you would like to return
to the footer area you can
double click in the footer area
of the document.




How to add Page Numbers

1. From the Insert Tab, in the Header & Footer toolbox, click
Page Number.

2. From the dropdown menu, select the location where you
would like to place your page

°* numbers.

How to insert a Text Box

1. From the Insert Tab, in the Text toolbox, click Text Box.

2. In the resulting Built-in menu, select the textbox style of
your choice.
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Insert or create a table

In Microsoft Word, you can insert a table by in three ways:

e Choose from a gallery of preformatted table templates.

e Use the Table menu to specify the number of rows and columns that you want.
e Use the Insert Table dialog box.

Use table templates (Quick Tables)
You can use table templates to insert a table that is based on a el @ 3 B 3
gallery of preformatted tables. Table templates contain sample data e~ . L L
to help you visualize what the table will look like when you add
your data.

1) Click where you want to insert a table.
2) On the Insert tab, in the Tables group, click Table, point to

il
Calendar 1

Quick Tables, and then click the template that you want. T — anr
3) Replace the data in the template with the data that you want —_—

111111

Use the Table menu
1) Place your insertion point where you want to insert-a table. | kB @ E

2) On the Insert tab, in the Tables group, click Tableand then, ™= ™ % "™
under Insert Table, drag to select the number of rows and

4x4 Table i

i 000000
columns that you want. EEEEEE
i ' ' ' Ooooogd
3) The table W!|| be empty and the cursor-willappear in the first  ——===5=777
row of the first column. 0
I o
0000000000
2 o
E Excel Spreadsheet
[ Quick Tables
Use the Insert Tableccommand
. . nsert Table ? ] |
You can use the Insert Table command to choose the table dimensions UiaaldL |-
and format before you insert the table into a document. Tﬂ:'e b o i
1) Place your insertion point where you want to insert a table. Nmber of on: 2 :
2) Onthe Insert tab, in the Tables group, click Table, and then click AutoFitbchavior )
Insert Table. ° ZmdFt;m -t:ﬂ; Ao [
3) Under Table size, enter the number of columns and rows. I
4) Under AutoFit behavior, choose options to adjust the table size. Remenber dimensons for new tables
[ OK. l | Cancel |
Handout: Word 2010 Working with Tables Topics came directly from Microsoft Word 2010 Help.

ICT Training, Maxwell School of Syracuse University Page 2



Know your AutoFit options
The AutoFit option currently associated with your table may affect your table width when adding a column.
The AutoFit options are located in the Cell Size group of the Layout tab.

When you first create a table, it will automatically fit between the margins — that j
setting is called AutoFit Window. When you use this setting, if you add a column _
before you add text, the size of the columns automatically adjusts to keep the table ~ #UfoFit 55 width: 4.45

within the margins. B AutoFit Contents

Another AutoFit option is AutoFit Contents, which changes column width based {4 autoFit window

on what's inside the cells. If you don't have any text in the cells and choose this 1l Fixed Column Width |
option, your cells will shrink to about a character width. If you begin adding textto  * '
a new table, and haven't chosen an AutoFit option, your table will adjust column widths to'accommodate your
content.

e :
a|| Height: 2.73

If you want your columns to remain the same width, you can use the Fixed Column Width option.

Convert text to a table or vice versa

Create a table out of text

The first step you do when converting text to a table is to decide what character to use to separate the
columns. Common characters to use are tabs and commas, but you can use others. Paragraph marks are what
separate the rows. Make sure that the character and paragraph/marks are between the parts of the text that you
want to convert to a table.

1) Insert separator characters to indicate where you want to-divide the text into T e
columns. Use paragraph marks to indicate where you-want to begin a new row. Tab'ez‘ze - )
Mumber of columns: 2 5
a) For example, in a list with two words on a line, insert a comma or a tab after umber of rows: -
the first word to create a two-column-table. AutoFit behavior
2) Select the text that you want to convert: A
3) On the Insert tab, in the Tables group, click Table, and then click Convert AutoFit ta windon
Text to Table. e
Paragraphs @ Commas
4) Inthe Convert Text to Table dialog box, under Separate text at, click the Tabs Others |-
option for the separator character that is in your text. o ) [

5) In the Number of columns box, check the number of columns.
a) If you don't see the:number of columns that you expect, you may be missing a separator character in
one or more.lines, of text.
6) Select any other-options that you want.
7) Click OK.
a) f your table isn't what you've expected, confirm that you have characters where you want the columns.

Remove your table and keep your text

Sometimes, you may decide that you don't want to have a table in your document, even though you've already
entered information in it. You could cut and paste the information out of the table and into the text of the
document, but there's an easier way.

Handout: Word 2010 Working with Tables Topics came directly from Microsoft Word 2010 Help.
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You can remove the table, but keep the information that you've entered with the Table to Text _
command. This is great to know about if you need to save the entire document as a text file. =

To convert an existing table to text, select the table or parts of the table that you want to convert. Then  convert
select the Layout tab and click Convert to Text from the Data group. b

Copy a Word table into Excel

When you want to move data from a Microsoft Office Word table to Microsoft Office Excel, you can avoid
having to retype that data by copying it from Word directly into Excel. When you copy data from a Word
table into an Excel worksheet, the data in each Word table cell is pasted in an individual cell onthe worksheet.

Important: After pasting the data, you may have to clean it up so that you can take advantage of the
calculation features in Excel. For example, there may be unwanted extra spacing in cells;numbers may have
been pasted as text rather than as numeric values that you can calculate, or dates are.not-displayed correctly.

1) In a Word document, select the rows and columns of the table that you want to-Copy to an Excel
worksheet / copy the selection.

2) In the Excel worksheet, select the upper-left corner of the worksheet area where you want to paste the
Word table.

Important: Make sure that the paste area is empty before you paste the data. Data in Word table cells will
replace any existing data in worksheet cells in the paste area. If necessary, review the table first in Word to
verify its dimensions.

3) On the Home tab, in the Clipboard group, click Paste.

a) To adjust the formatting, click Paste Options next to the data that you pasted, and then do the
following:

e To use the formatting that is applied to the worksheet cells, click Match Destination Formatting.
e To use the formatting of the Word table, click Keep Source Formatting.

Working with Tables

About the Table Tools contextual tabs

You will need to know where.the'Design and Layout Table Tools contextual tabs are when working on the
design and structural layout of-a table. The Design and Layout tabs are only visible after you have clicked
inside of a table, and appear at the top of the screen on the ribbon.

The Layout tab enables youto change a table's structure, like adding and deleting rows n
or columns.

Design Layout

The Design tab has'lots of predefined table styles that will allow you to easily change the
look of an entire table. -

Table Properties

Resize'and align a table on a page
Use the Table Properties box to quickly resize the table to a specific measurement or a specific percentage of
the page. To access Table Properties, click the Layout tab and click Properties from the Table group.

Note: If you're trying to resize a table to fit its contents or to fit the page, try the AutoFit options.

Handout: Word 2010 Working with Tables Topics came directly from Microsoft Word 2010 Help.
ICT Training, Maxwell School of Syracuse University Page 4



On the Table tab, select the Preferred width check box and then enter Table Properes L
the width you want. In the Measure in box, select either your default unit T e Jodum [ ey |arren

of measurement (such as inches or millimeters, set in Word Options) or S
Percent if you want the width to be a percentage of the entire table. 'E [ et
By default, tables are aligned against the left margin of the page. Tables —J ==
can also be centered, or right-aligned on the page.

=gz
From the Table tab, you can also adjust whether text wraps around the —1—

table, change the table's cell default margins, or access the Borders and
Shading box.

Borders and shading... | | Gptons... |

Resize and align a row, column or cell

Besides the Table tab, the Table Properties box has three other tabs for formatting columns, rows, and cells.
Use these tabs to quickly resize a row or column to a specific measurement,-or.to easily resize several rows or
columns.

On the Row tab, select the Specify height check box and then enter the Table Propertes QL=
height you want. In the Row height is box, select Exactly if you want T | 2on [coumn | col [ atrec
exactly that height, or At least if you want the height to grow taller if'the
content requires. J“’” =) Fovhegnts: [atieast

V] Allow row to break across pages

Repeat as header row at the top of each page
~ previousRow | ¥ NextRow

On the Column tab, you can set column width by choosing a specific Table Properties v
measurement using your default unit of measurement or as a percentage Toe | Bow | Cobm | cal | akTen
of your table size. s

7] Preferred width: | 2.22° | Measurein: | Inches =]
For instance, if you want a three-inch eolumn in a table that measures six £ yoiiaCobom | (2 Nopt ot

inches across, you can either enter 3 and choose Measure in inches or
you can enter 50 and choose Measure in Percent. Click Next Column
or Previous Column to resize other columns without exiting the dialog

box.

On the Cell tab, you.alse can choose the default cell width in either the Tabl Properte vl=
default unit of measurement or percentage of the entire table. You can mhe | gon [cogm | ol e

also choose vertical alignment. The Options button on this tab allows N ol
you to choose cell margins that are different from the table's margins. Vertcl sgrnent

Although you can use the Table Properties dialog box to resize rows, columns and cells, the easiest way to
change the width or height of a column or row is to rest the pointer over the right edge of the column or the
bottom edge of the row until your pointer changes to a double-backed arrow, then just click and drag to resize.

Be careful: If you select a single cell, only that cell will change size.

Handout: Word 2010 Working with Tables Topics came directly from Microsoft Word 2010 Help.
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Distribute rows and columns evenly

If you prefer, you can distribute all of the rows and columns evenly.

1) Click in the table.

2) Under Table Tools, on the Layout tab, in the Cell Size group, click Distribute Rows or Distribute
columns.

Add a row above or below

1) Click in a cell above or below where you want to add a row.

2) Under Table Tools, on the Layout tab, do one of the following:
a) To add a row above the cell, click Insert Above in the Rows and Columns group:
b) To add a row below the cell, click Insert Below in the Rows and Columns group:

Delete a row
1) Select the row that you want to delete by clicking its left edge.  Z& E E

2) Under Table Tools, click the Layout tab.
3) Inthe Rows & Columns group, click Delete, and then click Delete Rows.

Add a column to the left or right
1) Click in a cell to the left or right of where you want to adda-column.
2) Under Table Tools, on the Layout tab, do one of the following:
a) To add a column to the left of the cell, click Insert.Left in the Rows and Columns group.
b) To add a column to the right of the cell, click Insert Right in the Rows and Columns group.

Delete a column

1) Select the column that you want to delete by clicking its top gridline or top border. "I
2) Under Table Tools, click the Layout tab. il
3) Inthe Rows & Columns group, click Delete, and then click Delete Columns.

Add a cell

1) Click in a cell that is to the right of or above where you want to insert a ﬂ .%' :_r{é {'E_I j‘f}

cell.
Delete Insert Insert Insert Insert

2) Under Table Tools;-on the Layout tab, click the Rows & Columns ~  Above Below Left Right
Dialog Box Launcher. Rows & Columns
3) Click one of the-following options.
Click To
Shift cells right Insert a cell and move all other cells in that row to the right.

Note: Word does not insert a new column. This may result in a row that has
more cells than the other rows.

Shift cells down Insert a cell and move the existing cells down one row. A new row is added at
the bottom of the table.
Insert entire row Insert a row above the cell that you clicked in.

Insert entire column | Insert a column to the left of the cell that you clicked in.

Handout: Word 2010 Working with Tables Topics came directly from Microsoft Word 2010 Help.
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Delete a cell
1) Select the cell that you want to delete by clicking its left edge. L |

2) Under Table Tools, click the Layout tab.
3) Inthe Rows & Columns group, click Delete, and then click Delete Cells.

4) Click one of the following options:
Click To do this

Shift cells left Delete a cell and shift all other cells in that row to the left.

Note: Word does not insert a new column. Using this option‘may.result in a
row that has fewer cells than the other rows.

Shift cells up Delete a cell and move the remaining existing cells in that column up one
row each. A new, blank cell is added at the bottom of the column.

Delete entire row Delete the entire row that contains the cell that you, clicked in.

Delete entire column | Delete the entire column that contains the cell that you clicked in.

Delete a table
The Delete key on your keyboard just deletes the text in your table or parts of your table, but there is a way to
delete text and structure all at once.

Put your cursor anywhere in the table that you want to delete, and then click Delete Table from the Rows and
Columns group in the Layout tab. Be careful, your deletions do not move to the clipboard.

Note: Using the BACKSPACE key on your keyboardwill also delete the table and its contents.
Select the contents of a table

To select Do this
A cell
Click the left edge of the cell. E
A row
Click to the left of the row. “E'?b | = | 5
A column i

(o]

Click the column's top gridline or border.

Contiguous cells, rows, | Drag the pointer across the cells, rows, or columns that you want.

or columns
Noncontiguous cells, Click the first cell, row, or column that you want, hold down CTRL, and
rows, or columns then click the next cell, row, or column that you want.
Text in the next cell Press the TAB key.
Text in the previous cell | Press SHIFT+TAB.
The entire table In Print Layout view, rest the pointer over the table until the table move
handle *'appears, and then click the table move handle.
Handout: Word 2010 Working with Tables Topics came directly from Microsoft Word 2010 Help.
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Clear the contents of a table

1) Select the items that you want to clear.

2) Press DELETE.

Change default margins and alignment

Every cell in a table behaves like its own page with its own margins and alignment. You can change cell
margins and alignment for either the entire table or for selected cells.

By default, the alignment and margins for cells in a table are identical. However, if you select a-built-in style,
you may affect text alignment.

You can change a table's margins Table Options 2 % 1| | You can change.text alignment for
(the default cell margins) by selecting Default cell margins a cell, a group of cells, or the
the table, clicking the Layout tab, Top 0" o e oo entire table by choosing one of the
and choosing Cell Margins from the Bottom: 0" =) Reht: 008" [ text alignment buttons in the
Alignment group. De‘“a“';ce" e " Alignment group.
Allow spacing between cells >
Options — — —
\ | Automatically resize to fit contents ﬂ j j
Cell | Ok | | Cancel | = = =
kargins

The Tables Property box has = = 1=
other alignment and margin

The Table Options dialog box opens. i
options.

Repeat your headings

When you work with a very long table, it will be divided into several pages. You can make adjustments to the
table so that the table headings appear on each page. A heading, or header, identifies the type of data in each
column. Not all tables need heading rows.

Repeated table headings are visible only‘in Print Layout view or when you print the document.

1) Select the heading row or rows. The selection must include the first row of the table. g“j

2) Under Table Tools, on the Layout tab, in the Data group, click Repeat Header Rows. Repeat

Header Rows

Note: Microsoft Office Word automatically repeats table headings on new pages that result from automatic
page breaks. Word does.not-repeat a heading if you insert a manual page break within a table.

Merge cells
You can combine two or more table cells located in the same row or column into a single cell. For example,
you can merge several cells horizontally to create a table heading that spans several columns.

You can merge any number of cells — they don't need to be heading cells or even be in the same row. They
can'be any. number of adjacent cells anywhere in your table.

Keep.in mind, however, that because a table is an organizing tool, simplicity is important. Merge cells only
for small alterations.

1) Select the cells that you want to merge by clicking the left edge of a cell and then dragging across the other
cells that you want.

2) Under Table Tools, on the Layout tab, in the Merge group, click Merge Cells.

Handout: Word 2010 Working with Tables Topics came directly from Microsoft Word 2010 Help.
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Split cells
Splitting one cell is pretty straightforward. You just place your cursor in the cell you want split, click the
Layout tab, and click Split. Then choose the number of columns and rows you want to split that cell into.

If you split more than one cell at a time, you will need to decide whether to check or clear the Merge cells
before split check box. If you check Merge cells before split, Word merges the cells before dividing them. If
you don't select the check box, Word splits each of the cells.

For example, if you select two cells, check

Split Cells [
Merge cells before split, and then select 3 for PE———
Number of columns, you will end up with [Ec=eiemig it
three columns (cells) in the space where the @ cmotre o _’
two cells were. If you clear the check box, you e
will end up with six columns (cells) in the
space where the two cells were. s SO

| Number of golurens: |3
Tip: The default number in the Number of Jen s ——
columns box varies depending on whether Ot tisicess mpuly
Merge cells before split is selected. —J

Determine whether you want the selected cells
to merge before choosing the number of
columns and rows you want.

1) Click in a cell, or select multiple cells that you want to split.
2) Under Table Tools, on the Layout tab, in the Merge group, click Split Cells.
3) Enter the number of columns or rows that youwant to split the selected cells into.

Split a table

Splitting a table can be useful if you decide.you want a table to be split into smaller sections. Splitting a table
is also handy if you want to format a section.of a table. When working with a table, the larger the portion of
the table that you can format at once; the less work you will end up doing

Splitting a table has four steps. F‘_

1) Highlight or place your cursorin the row that you want X |25
to become the first row of the new table. ]

2) Click the Layout tab.
3) Click Split Table.from the Merge group.
4) A paragraph will separate the two tables. 4

Add text and graphics to a table
To add text to any cell in your table, click in the cell and begin typing. When you're finished with that cell,
move to the next cell by pressing the TAB key. Or just click in any cell.

If you're at the last cell of a table, clicking the TAB key adds a new row to your table.

If you want to move backwards using the keyboard, hold down the Shift key and press TAB. This moves you
back one cell at a time. Of course, you can also use the arrow keys to move throughout the table.

Handout: Word 2010 Working with Tables Topics came directly from Microsoft Word 2010 Help.
ICT Training, Maxwell School of Syracuse University Page 9



You can add more than just text to a table. You can insert a graphic into a table cell justas 4 ] -
you do in the body of your document with the Insert Picture function. POSHIBN| Wob 20 <o jection pane

In Line with Text

When you place a picture into a table using Insert Picture, the picture is formatted to be In 3
Line with Text. This setting causes your picture to act just like a text character — you can

format it by using font and paragraph formatting, and it will sit securely in your table cell.

With Text

E

rapping

You can also paste a picture from another program, but when you do, the picture may not J J
be formatted to be In Line with Text. It's easy to change this layout option: just select the | = ﬂ ﬂ
graphic, select Position from the Format tab, and click In Line with Text. — J J

f8 More Layout Options...

‘ B

B

Move or copy items in a table
1) Select the item that you want to move or copy.
2) Do one of the following:
a) To move the selected item, drag it to the new location.
b) To copy the selected item, hold down CTRL while you drag it to the new location.

Sort the contents of a table

In a table, you can enter information in any order and then sort by any column. If you have headings in your
table, you pick the headings to sort by. If you don't have headings, you can sort by columns, numbered from
left to right.

1) In Print Layout view, move the pointer over the table until the table move handle ™! appears.
2) Click the table move handle to select the table that you want to sort.

3) Under Table Tools, on the Layout tab,.in.the-Data group, click Sort.

4) In the Sort dialog box, select the options that you want.

Sort a single column in a table

1) Select the column that you want to sort.

2) Under Table Tools, on the-Layout tab, in the Data group, click Sort.
3) Under My list has, click Header row or No header row.

4) Click Options.

5) Under Sort options,select the Sort column only check box.

6) Click OK.

Adjust‘borders and backgrounds

Borders.and shading are a part of a table's style. Even if you may have already selected a table's style, you can
modify borders or shading. You can apply borders or shading to the entire table, individual cells, or even
individual paragraphs within a table.

To remove or change the borders of a table, cell, or group of cells, highlight the cells and open the Borders
list in the Table Styles group of the Design tab. Select from the buttons to make a change or click Borders
and Shading.

Handout: Word 2010 Working with Tables Topics came directly from Microsoft Word 2010 Help.
ICT Training, Maxwell School of Syracuse University Page 10



In the Borders and Shading box, pay careful
attention to the Apply to list. The Apply to

Table Tools

A u r/ Design Layout y;
options vary, depending on what table parts — e | R
you've selected. If you accidentally selected @  \[== - eoren o] vpt—— -l en ol
cell, but wanted to apply a border for the J| 8] [ Sottom Border S
entire table, you can change the selection in £ I ::i:: 1 (=g
the Apply to IISt | l_jlght Border g 9

E View Gridlines

J| Borders and Shading...
R Horisantal L. .

Turn on the gridlines

If your table doesn't have borders, you might have trouble seeing the edges of the cells. Gridlines allow you to
easily see cell edges. To turn on gridlines, click anywhere within the table, and then click View Gridlines in
the Table group of the Layout tab.

Note: the gridlines do not print.

Handout: Word 2010 Working with Tables Topics came directly from Microsoft Word 2010 Help.
ICT Training, Maxwell School of Syracuse University Page 11
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DEFINITION — SMART HOME

* Smart Home technology intelligently gives you
ultimate control over your home by automating the
lighting  system, dimming, Dblinds, electrical
appliances, audio and security systems.

 Smart homes connect all the devices and appliances

in your home so they can communicate with each
other and with you.



HOW DOES IT WORK?

¢ Anything in your home that uses electricity can be

put on the home network and at your command.
Whether you give that command by voice, remote
control or computer, the home reacts.

¢ Smart homes work with fairly simple systems:
receivers and transmitters

¢ Receivers detect a certain signal from the
transmitter, that issues a command.



Smart homes products

Digital Ready
Foxtel Antenna

Distribution !

Computer

TV Hetwork Networking
Distribution




Different Types Of Systems

d X-10, the oldest and most simplistic integrative
nome device was developed in the late 70’s.

A This technology involved utilizing basic household
wiring in order to enable the household to become

synchronized “smart”
J All the household appliances act as receivers
while the transmitters issue orders in numerical code




Smart home technology

 Why go through power lines when radio waves can

be utilized quite like how we use cell phones or WiFi
devices.

 Zig-Bee and Z-wave are the two biggest names in
radio wave home automation.

 Both of these are mesh systems, meaning they are
able to deliver a message to a destination using
multiple methods.



“MESH NETWORKS”
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Smart city

* A smart city is a municipality that uses information
and communication technologies (ICT) to increase
operational efficiency, share information with the
public and improve both the quality of government
services and citizen welfare.

 While the exact definition varies, the overarching
mission of a smart city is to optimize city functions
and drive economic growth while improving quality
of life for its citizens using smart technology and data
analysis
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The characteristics of smart city:

Several major characteristics are used to determine a city's
smartness. These characteristics include:

e atechnology-based infrastructure;

* environmental initiatives;

* a high functioning public transportation system;
* aconfident sense of urban planning and

 humans to live and work within the city and utilize its
resources.



Smart city technology

* Smart cities use a combination of the internet of
things (loT) devices, software solutions, user
interfaces (Ul) and communication networks.
However, they rely first and foremost on the loT. The
loT is a network of connected devices such as
vehicles, sensors or home appliances that can
communicate and exchange data. Data collected and
delivered by the |oT sensors and devices is stored in
the cloud or on servers.



Smart city technology




What's the best wireless technology
for smart cities?

* The first building block of any smart city application
is reliable, pervasive wireless connectivity.

* While there’s no one-size-fits-all, evolving Low Power
Wide Area Network (LPWAN) technologies are well
suited to most smart city applications for their cost
efficiency.

 The advent of 5G technology is expected to be a
watershed event that propels smart city technology
into the mainstream and accelerates new
deployments



Examples of smart cities

While many cities across the world have started implementing
smart technologies, a few stand out as the furthest ahead in

. These cities include:
Kansas City, Missouri
San Diego, California
Columbus, Ohio

New York City, New York
Toronto, Canada

development
Singapore
Vienna, Austria
Barcelona, Spain
Tokyo, Japan
Reykjavik, Iceland
London, England
Melbourne, Australia
Dubai, United Arab Emirates
Hong Kong, China
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Units of Measurement

¢ Basic Units of Measurement All information in the
computer is handled using electrical components like
the integrated circuits, all of which can recognize
only two states — presence or absence of an

electrical signal.

J Two symbols used to represent these two states are 0 and 1,
and are known as BITS.

O represents the absence of a signal, 1 represents the

p presence of a signal.

J A BIT is, therefore, the smallest unit of data in a

computer and can either store a O or 1.




~ BYTES

o Equivalent to 8 bits put together to create a single computer

alphabetical or numerical character.

lollollillilloflxllof1]

byte (8-bits)

[olxlzlolxzlollolxl[zNolxNolxNxlol1]

word (16-bits, 2 bytes)

Byte (B)=8-Bit

Kilobyte (KB)=1024 B
Megabyte (MB)=1024 KB
Gigabyte (GB)=1024 MB
Terabyte (TB)=1024 GB




ASCI]

o American Standard Code for Information

Interchange

® || The ASCII character code for the letter A
I[s  65=0100 0001

The ASCII character code for the letter B

I[s 66 =01000010

etc




Numbering Systems

® Four number system

o Decimal (D) (10)

o Binary (B) (2)

o Octal (O) (8)

® L1 Hexadecimal (H) (16)




DECIMAL NUMBERS

Decimal numbers (D)(10

1439=1x10°+4x 102+ 3x 10"+ 9 x 10°
A

Thousands Hundreds Tens Ones




Binary numbers?

Most modern computer system using binary logic. The computer

represents

values(0,1) .

The Binary Number System uses base 2 includes only the digits 0
and 1

Computers work only on two states

On

Off

Basic memory elements hold only two states
Zero / One

Thus a number system with two elements {0,1}




Convert Decimal system to
Binary system:

Example 1:
15
10=11112
15D =1111B




Convert Binary system to

Decimal system:

Example 1:
10110

B=22D

10 1 10
% 3 2 2
L 2R PRI




(Octal System)(0)(8)

* Digits used in Octal number system — O to 7

Convert from Decimal to Octal
1- (87),, 2- (156),,

Reminder Reminder

(87) =(127), (156) =(234),




(Octal System)(0)(8)

e Convert Octal to Decimal:

137=1x82+3x81+7 X80

1x64+3x8+7x1

(137)8 = (95)10




Hexadecimal System

® Base 16
° ten - digits run from O to 9 and letter A-F

® The digits are:
* 0123456789ABCDEF




Hexadecimal System

® Convert Hexadecimal to Decimal:

(2AF3),,
—2%x16> +4 x16° +F x16' +3x16"°

—8192 +10x16% +15%16" +3
—8192 +2560 +240 +3
— (6899),,
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o

iaae 1S the word processing
program of the Microsoft Office
suite that allows you to create
documents and reports.
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Microsoft Office Interface

Ribbon / Quick Access Toolbar,
File Tab (which brings up the Backstage View)

m a
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Tools shown here are always
visible. You can add your
favorite tools to this toolbar,
allowing for a set of commands
independent of the tab on the
Ribbon currently displayed.

Click this icon to
Click any tab on the ribbon to minimize the ribbon and

display a set of tools grouped provide more work
together related to that task. space.

Insert Page Layout References Mailings Review View

Each ribbon tab contains groups,
Dialog box launcher icons next and each group contains a set of
to any ribbon group label can be related tools. Here, the Paragraph
clicked to open a dialog box with group on the Home tab contains
more options for that group. tools for how text should be aligned
within the document.




!

-

Customizing the . [ ——

Ty He\“.’
] Calil )
Open

Quick Access Toolbar = ; » i

E-mail
Quick Print
Print Preview and Print

Spelling & Grammar

1. Click the down arrow to the BB i
right of the commands. A _ il
popup menu will appear with

More Commands..,

available commands.
2. Click on the command to add it to the Quick Access Toolbar.

3. Ifyou don’t see the command you want in the popup menu,
select More Commands from the menu. This will open a new
window that will allow you to select from all available Office
commands.



In this example, Page Layout is the active tab of the Ribbon

Wiz 22 - 8. |5

Page Layout

n ' 4 Orientation ~ +— Breaks
[ 3 Size * %] Line Numbers ~
Themes Margms EAE =L
' v+ == Columns * e Hyphenation ~

Themes Page Setup

] Watermark ~
\‘2 Page Color ~

Document2 - Microsoft Word e v =
Indent Spacing ' _,,‘\ wj \dy Bring Forward ~ |2 Align ~
§§0 5 :_—_ ‘0 pt = bt —_J Send Backward ~ [@]' Group =
U | =1 | Position Wrap A
= 0 v = 10 pt - Text* J ;Selection Pane ")) Rotats =

1| Page Borders

- | Page Background

Para I I Afrange

You can still get the same
advanced options from

either group by clicking on

its dialog box launcher

Here is the Paragraph group
in the Page Layout tab.

Note this Paragraph group focuses
on Paragraph indent & spacmg

WIS, D | Documentl NMicrosoft Word
Home
BT - - A 2| 3=z e [ 3ESE | A ; ‘ s | RAFnd- ||
= . Lo e LB ‘ Aa- | 2y i= 5= - SRR (BN Aaph | AaBbC| asBbced: ! AsBbCeDe . ’_%ﬁ i |
3 ~ wae
Paste B 7 U ~abe x, X | -A-|IEEEE|IE ] Oy » HE Headfhg1 | Heading2 = T Normal | 7 No Spaci.. | Change
¥ S A " | Styles = | g Select *
Clipboard v Font Paragraph ™ Styles Editing

The Home tab has its own
Paragraph group
with different options.



Using the Tab

=

W 9 - O JECH SR Microsoft Word-course outline = i osoft Word (SR -l-@!éﬂﬂ@
',. oma e Da e ann Dafaranze 2

The default view In e } 8 S 5 =
Microsoft Word s |
.2010 S The document view can be
erint Layout, changed by selecting one of the
displaying the Jed DY J

other Layout options from the

document as it Document Views group.

would be printed.

N

You can also change the Document View by clicking
the view icons along the bottom of Microsoft Word



The Backstage View appears when clicking the File Tab on the Ribbon.
This is a set of commands you use to do things to a document.

Save
(& Send)
Inspect
documents
for hidden
Metadata
or
personal

mformat ’
Create

Help

Set Options
such as
turning on
or off Auto
Complete
suggestions

[ Wl 9

File Insert

™ sSave
Bk Save As
B Open

& Close

Info

Recent:

New

Print

Save & Send

Help

B oOptions

B Exit

Document2 - Micros
Page Layout References Mailings Review
Recent Documents
(W]& Microsoft Office Excel 2010
= S\ Computing Services\Documentation\Office ...
@_‘ Microsoft Office Word 2010
= S\Cemputing Services\Documentation\Office ...
(W]H) Microsoft Office Word 2007
=| S:\Computing Services\Documentation\Office ...
@J Microsoft Office Excel 2007
=] S:\Computing Services\Documentation\Office ...
@;ﬁ, work journal
I==1 My Documents
(W]H Microsoft Word 2008
= S\Computing Services\Documentation\Office ...
Microsoft Office PowerPoint 2010

TestingSyncs
H:\Test

[ Quickly access this number of Recent Documents:

S\Computing Services\Documentation\Office ...

oft Wor

View

=

.= @ -

Recent Places

"'/ My Documents o=
=  H\My Documents

> Office =
B Hy My Documents\Office

3 My Received Files =
Y H:\My Documents\My Received Files

= He
Y =

T S——

[ Recover Unsaved Documents




Creating A New Document

™ el

Cl iCk F i Ie Home Insert Page Layout References Mailings Review View

I (=l Save I

ocumentl - Micr

Available Templates Blank document

. & save As
ClICk NeW B3 Open ) & Home

\ -

' Close

o g b g & ||
__ ;.-’"'I =1 - : __—)

You can select

—
Blank Document Recent Blank Blog post Recent Sample My templates ~ New from
1o 1 document templates templates existing
(this is selected i
_ Office.com Templates Search Office.com for templates L 2
by default) and
thenclick | 3 = ™ = W r
1 Save & Send s =9 ' __/l !‘ L=} £ HH I
Agendas Award Brochures Budgets Business Calendars
Create Help certificates cards
:] Options - T
Exit _ / ; lf J r
== =, =il IE) il
Contracts Diagrams Envelopes Expense Faxes Flyers j
reports L
' Create

You can also create a new doéument from a pre-existing template in
one of the categories under the Office.com Templates section
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v [All Word Documents
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Tools ~ [ Open Ivj [ Cancel ]

ne Stuff

In\Class Handouts\WORD\Word Basic
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Exercise 2- Dear Aunt mary
P:\Word\Word Basic

QOutline for Word Class
PAWArA

Quickly access this number of Recent Documents:

> [ Recover Unsaved Documents




Now you get to Open a Document



Exercise 1-Don't Quit-Unedited.docx

Saving a document...

The default file format when clicking s
is the Word Document (.docx) file format.

* This file format ensures that all document
= formatting is saved and will be available the

next time the fiIe IS open.

e Clicking - saves your document to
a default location.

(can be changed in the Options section under the File Tab)



J’ Music > Name -
‘ | Pict )
! R S 1. Circulation
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; | Collections Comm. Work
. Videos
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. Desktop Shortcuts
/% Computer b 5

. Display Stuff

| Electronics Comm
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Date modified

12/9/2011 11:26 AM
10/18/201012:22 ...
8/12/2011 3:57 PM
5/23/201010:20 PM
10/3/2011 1:01 PM
5/18/2011 2:54 PM
8/25/2010 5:28 PM
2/7/2012 3:18 PM

Type 2

|
File fol

File fol

File fol
File fol
File fol
File fol
File fol
File fol

File name:

‘Save as type: | Word Document
Word Document
Word Macro-Enabled Document
Word 97-2003 Document

Word Template

Word Macro-Enabled Template
- Word 97-2003 Template

4 Hide Folders PDF

XPS Document

w Single File Web Page

Web Page

Web Page, Filtered

Rich Text Format

Plain Text

Word XML Document

Word 2003 XML Document
OpenDocument Text
Works 6 - 9 Document

Authors:

If the file needs to be
shared with a
computer with Word
2003 or earlier (.doc),
or you need a different
file type than .doc,

ﬁ Save As




Here Is a way to save directly to a
PDF (portable document format) file:

Save to SharePoint

Recent J

New Q Publish as Bleg Post p;r:;t;s

Print

File Types

‘k?‘g‘ Change File Type

:] Options

To save a Word document as a PDF, click the File tab, and then
click Save & Send Click on Create PDF/XPS Document and
then click Create PDF/XPS (XPS is from Microsoft / PDF is from Adobe)

XPS stands for XML Paper Specification - fixed layout document format
designed to preserve document fidelity, providing device-independent document
appearance. Users can put their digital signature on XPS documents.
http://www.journalofaccountancy.com/Issues/2011/Apr/XPS.htm



http://www.journalofaccountancy.com/Issues/2011/Apr/XPS.htm
http://www.journalofaccountancy.com/Issues/2011/Apr/XPS.htm
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Font Formatting — change Font Style,Size,Color

Cut / Paste Text
Highlight the text you wish to move, click +

Move your cursor to the desired location

Click Copy / Paste Text

Highlight the text you wish to copy, click _;

Move your cursor to the desired location

Tl

Click

Paste
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1 Paste Options:

" Paste Special...
| Set Default Paste... |
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how you
stop the
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Display
Proofing
Save

Language

Advanced

Customize Ribbon
Quick Access Toolbar
Add-Ins

Trust Center
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[T Use overtype mode
Prompt to update style
Use Mormal style for bulleted or numbered lists
Keep track of formatting

|:| Mark formatting inconsistencies

Updating style to match selection: | Keep previous numbering and bullets pattern EI
Enable click and type
Default paragraph style: | MNaormal El

Show AutoComplete suggestions

Cut, copy, and paste

Pasting within the same document: | Keep Source Formatting (Default) El

Pasting between documents: | Keep Source Formatting [Default) El
Pasting between documents when style definitions conflict: | Use Destination Styles [Default) EI
Pasting from other programs: | Keep Source Formatting (Default) El
Insert/paste pictures as: |]n line with text EI

Keep bullets and numbers when pasting text with Keep Text Only option
Use the Insert key for paste

Use smart cut and paste ()

Image Size and Quality | B Documentl El

Discard editing data
Do not compress images in file 00

Set default target output to: | 220 ppi = |
Show document content

Show background colors and images in Print Layout view
Show text wrapped within the document window




Paragraph Formatting From the Home Tab

- Bullets and A
numbered lists
. EEvéEv*ni——_ijFEF 4l oq
- ) +=f % A

y Alignment Paj IF'\_lne spacing, Shading, & Borders |

For additional paragraph formatting options, click the
Paragraph Dialog Box icon.
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- for a word or phrase in your document.
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\A window on the left appears called
Navigation where you enter the word or

phrase in the “Search Document” field &
your results display in the lower section.




Replace is used to replace a word or phrase with another:

Home Insert Page

A
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] Calibri (Body) ~ 11

Paste B 7 U ~abe X
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Clipboard

Enter the word or
phrase you want
replaced in the
‘Find what”

Enter the word or

phrase replaci

ing
your term in tr}?/
“Replace with” box You can replace al occure\nm‘s of the

word or phrase by clicking the Replace All
button or replace the word or phrase one at
a time by clicking the Replace button.
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This tab is used to review your document, including proofing the
document, adding comments, tracking changes, and comparing
a document against a previous version.



Proofing

The proofing group assists with proofing your document after it is finished.

Wi/ zsl “”

Home Insert Page Layout Reference
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Insert Tab
Used to insert various types of objects
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Computer

A computer is an electronic device, operating under the control of instructions stored
in its own memory that can accept data (input), process the data according to specified
rules, produce information (output), and store the information for future use'.

Functionalities of a computer?

Any digital computer carries out five functions in gross terms:

] Takes data as input.

] Stores the data/instructions in its memory and use them when required.
] Processes the data and converts it into useful information.

] Generates the output

] Controls all the above four steps.

Processing

T12:
Computer Components

Any kind of computers consists of HARDWARE AND SOFTWARE.

Data

Information

Hardware:

Computer hardware is the collection of physical elements that constitutes a computer
system. Computer hardware refers to the physical parts or components of a computer
such as the monitor, mouse, keyboard, computer data storage, hard drive disk (HDD),
system unit (graphic cards, sound cards, memory, motherboard and chips), etc. all of
which are physical objects that can be touched.?

" Vermaat, Misty E. Microsoft Office 2013 Introductory. Cengage Learning, p.IT3. 2014
2 http://www.tutorialspoint.com/computer_fundamentals/computer_quick_guide.htm
3 http://en.wikipedia.org/wiki/Computer_hardware



1) Monitor 3) System unit 5) Speaker 7)) Keyboard

2) Modem 4

Input Devices

Input device is any peripheral (piece of computer hardware equipment to provide data
and control signals to an information processing system such as a computer or other
information appliance.

Input device Translate data from form that humans understand to one that the computer
can work with. Most common are keyboard and mouse

Examples of Manual Input Devices

Mouse 6) Printer

Keyboard

Numeric Keypad

23
7

Pointing Device

Remote Control

Joystick Touch Screen Scanner Graphics Tablet
Microphone ACh A s Light Pens
-
— @

1

Example of Input Devices:-

'
e

1. Keyboard 2. Mouse (pointing device) 3. Microphone
4. Touch screen 5. Scanner 6. Webcam

7. Touchpads 8. MIDI keyboard 9.

10.Graphics Tablets 11.Cameras 12.Pen Input
13.Video Capture Hardware 14.Microphone 15.Trackballs
16.Barcode reader 17.Digital camera 18.Joystick
19.Gamepad 20.Electronic Whiteboard 21.

Note: The most common use keyboard is the QWERTY keyboard. Generally standard Keyboard
has 104 keys.




Central Processing Unit (CPU)

A CPU is brain of a computer. It is responsible for all functions and processes.
Regarding computing power, the CPU is the most important element of a computer
system.

The CPU is comprised of three main parts :

* Arithmetic Logic Unit (ALU): Executes all arithmetic and logical operations.
Arithmetic calculations like as addition, subtraction, multiplication and division.
Logical operation like compare numbers, letters, or special characters

* Control Unit (CU): controls and co-ordinates computer components.

1. Read the code for the next instruction to be executed.

2. Increment the program counter so it points to the next instruction.

3. Read whatever data the instruction requires from cells in memory.

4. Provide the necessary data to an ALU or register.

5. If the instruction requires an ALU or specialized hardware to complete, instruct
the hardware to perform the requested operation.

* Registers :Stores the data that is to be executed next, "very fast storage area".

Primary Memory:-

1. RAM: Random Access Memory (RAM) is a memory scheme within the computer
system responsible for storing data on a temporary basis, so that it can be promptly
accessed by the processor as and when needed. It is volatile in nature, which means
that data will be erased once supply to the storage device is turned off. RAM stores
data randomly and the processor accesses these data randomly from the RAM
storage. RAM is considered "random access" because you can access any memory
cell directly if you know the row and column that intersect at that cell.

2. ROM (Read Only Memory): ROM is a permanent form of storage. ROM stays
active regardless of whether power supply to it is turned on or off. ROM devices
do not allow data stored on them to be modified.

Secondary Memory:-
Stores data and programs permanently :its retained after the power is turned off

1. Hard drive (HD): A hard disk is part of a unit, often called a "disk drive," "hard drive," or "hard
disk drive,” that store and provides relatively quick access to large amounts of data on an
electromagnetically charged surface or set of surfaces.

2. Optical Disk: an optical disc drive (ODD) is a disk drive that uses laser light as part of the process
of reading or writing data to or from optical discs. Some drives can only read from discs, but recent
drives are commonly both readers and recorders, also called burners or writers. Compact discs,
DVDs, and Blu-ray discs are common types of optical media which can be read and recorded by
such drives. Optical drive is the generic name; drives are usually described as "CD" "DVD", or
"Bluray", followed by "drive", "writer", etc. There are three main types of optical media: CD,
DVD, and Blu-ray disc. CDs can store up to 700 megabytes (MB) of data and DVDs can store up
to 8.4 GB of data. Blu-ray discs, which are the newest type of optical media, can store up to 50
GB of data. This storage capacity is a clear advantage over the floppy disk storage media (a
magnetic media), which only has a capacity of 1.44 MB.

3



3. Flash Disk

A storage module made of flash memory chips. A Flash disks have no mechanical platters or access
arms, but the term "disk" is used because the data are accessed as if they were on a hard drive. The
disk storage structure is emulated.

Comparison between Main memory (RAM) and Secondary Memory (Hard disk)

RAM Hard Disk (Hard Drive)
Memory Storage
Smaller amount Much larger amount
(typically 500 MB-6 GB) (typically 80GB to 1000 GB)
Temporary storage of files and programs Permanent storage of files and programs

A little like your real desktop - has only your
current work on it (which could be ruined by a
spill of Coke or coffee!)

Like a file cabinet - has long-term storage of
work (it's sate from spills!)

Contents remain when you turn otf the power
Contents disappear when you turn off power to to the computer (they don't

the computer and when the computer crashes disappear unless you purposely delete them),
and when the computer crashes
Consists of hard disks (platters)

Consists of chips (microprocessors)

When you want to use a program. a temporary Holds the original copy of the program
copy 1s put into RAM and that's the copy you use permanently

Output devices

An output device is any piece of computer hardware equipment used to communicate
the results of data processing carried out by an information processing system (such
as a computer) which converts the electronically generated information into human-
readable form.

Examples of Output Devices

CRT Monitor TFT Monitor Laser Printer Inkjet Printer

Speakers

Multimedia Projectors

Example on Output Devices:

1. Monitor 2. LCD Projection Panels

3. Printers (all types) 4. Computer Output Microfilm (COM)
5. Plotters 6. Speaker(s)

7. Projector

Note Basic types of monitors are a.Cathode Ray Tube (CRT). B. Liquid Crystal Displays (LCD).
c.light-emitting diode (LED).
Printer types: 1-Laser Printer. 2-Ink Jet Printer. 3-Dot Matrix Printer



Software

Software is a generic term for organized collections of computer data and instructions,
often broken into two major categories: system software that provides the basic non-
task-specific functions of the computer, and application software which is used by
users to accomplish specific tasks.

Software Types

A. System software is responsible for controlling, integrating, and managing the

individual hardware components of a computer system so that other software and
the users of the system see it as a functional unit without having to be concerned
with the low-level details such as transferring data from memory to disk, or
rendering text onto a display. Generally, system software consists of an operating
system and some fundamental utilities such as disk formatters, file managers,
display managers, text editors, user authentication (login) and management tools,
and networking and device control software.

B. Application software is used to accomplish specific tasks other than just running

the computer system. Application software may consist of a single program, such
as an image viewer; a small collection of programs (often called a software
package) that work closely together to accomplish a task, such as a spreadsheet or
text processing system; a larger collection (often called a software suite) of related
but independent programs and packages that have a common user interface or
shared data format, such as Microsoft Office, which consists of closely integrated
word processor, spreadsheet, database, etc.; or a software system, such as a
database management system, which is a collection of fundamental programs that
may provide some service to a variety of other independent applications.

Comparison Application Software and System Software

System Software Application Software

Computer software, or just software is a
general term primarily used for digitally stored | Application software, also known as an

data such as computer programs and other | application or an "app", is computer software
kinds of information read and written by | designed to help the user to perform specific
computers. App comes under computer | tasks.

software though it has a wide scope now.

Example: . . 1) Opera (Web Browser)

;) M'CrOSOﬁ Windows 2) Microsoft Word (Word Processing)

) Linux .

3) Unix 3) Microsoft Excel (Spreadsheet software)

4) Mac OSX 4) MySQL (Database Software)

5) DOS 5) Microsoft PowerPoint (Presentation Software)

6) Adobe Photoshop (Graphics Software)

Interaction: Users always interact with application software

Generally, users do not interact with system

software as it works in the background. while doing different activities.

Dependency: System software can run independently of the | Application software cannot run without the

application software. presence of the system software.




Unit of Measurements

Storage measurements: The basic unit used in computer data storage is called a bit
(binary digit). Computers use these little bits, which are composed of ones
and zeros, to do things and talk to other computers. All your files, for
instance, are kept in the computer as binary files and translated into words
and pictures by the software (which is also ones and zeros). This two
number system, is called a “binary number system” since it has only two
numbers in it. The decimal number system in contrast has ten unique digits,
zero through nine.

Computer Storage units

Bit BIT Oorl
Kilobyte KB 1024 bytes
Megabyte MB 1024 kilobytes
Gigabyte GB 1024 megabytes
Terabyte TB 1024 gigabytes

Size example

* 1 bit - answer to an yes/no question

* 1 byte - a number from 0 to 255.

* 90 bytes: enough to store a typical line of text from a book.

4 KB: about one page of text.

120 KB: the text of a typical pocket book.

* 3 MB - a three minute song (128k bitrate)

* 650-900 MB - an CD-ROM

* 1 GB -114 minutes of uncompressed CD-quality audio at 1.4 Mbit/s

» 8-16 GB - size of a normal flash drive

Speed measurement: The speed of Central Processing Unit (CPU) is measured by
Hertz (Hz), Which represent a CPU cycle. The speed of CPU is known as Computer
Speed.

CPU SPEED MEASURES
1 hertz or Hz 1 cycle per second
1 MHz 1 million cycles per second or 1000 Hz
1 GHz 1 billion cycles per second or 1000 MHz




Computers classification™”

Computers can be generally classified by size and power as follows, though there is
Considerable overlap:

* Personal computer: A small, single-user computer based on a microprocessor. In
addition to the microprocessor, a personal computer has a keyboard for entering
data, a monitor for displaying information, and a storage device for saving data.

» workstation : A powerful, single-user computer. A workstation is like a personal
computer, but it has a more powerful microprocessor and a higher-quality
monitor.

» minicomputer : A multi-user computer capable of supporting from 10 to hundreds of
users simultaneously.

» mainframe : A powerful multi-user computer capable of supporting many hundreds
or thousands of users simultaneously.

* supercomputer : An extremely fast computer that can perform hundreds of millions
of instructions per second.

Laptop and Smartphone Computers

LAPTORP: A laptop is a battery or AC-powered personal computer that can be easily
carried and used in a variety of locations. Many laptops are designed to
have all of the functionality of a desktop computer, whichmeans they can
generally run the same software and open the same types of files. However,
some laptops, such as netbooks, sacrifice some functionality in order to be
even more portable.

Netbook: A netbook is a type of laptop that is designed to be even more portable.
Netbooks are often cheaper than laptops or desktops. They are generally less
powerful than other types of computers, but they provide enough power for
email and internet access, which is where the name "netbook™ comes from.

Mobile Device: A mobile device is basically any handheld computer. It is designed to
be extremely portable, often fitting in the palm of your hand or in your pocket.
Some mobile devices are more powerful, and they allow you to do many of

***http://www.acobas.net/teaching/survival/handouts/pcwebopedia.pdf



the same things you can do with a desktop or laptop computer. These include
tablet computers, e-readers, and smartphones.

Tablet Computers: Like laptops, tablet computers are designed to be portable.
However, they provide a very different computing experience. The most
obvious difference is that tablet computers don't have keyboards or touchpads.
Instead, the entire screen is touch-sensitive, allowing you to type on a virtual
keyboard and use your finger as a mouse pointer. Tablet computers are mostly
designed for consuming media, and they are optimized for tasks like web
browsing, watching videos, reading e-books, and playing games. For many
people, a "regular” computer like a desktop or laptop is still needed in order
to use some programs. However, the convenience of a tablet computer means
that it may be ideal as a second computer.

Smartphones: A smartphone is a powerful mobile phone that is designed to run a
variety of applications in addition to phone service. They are basically small
tablet computers, and they can be used for web browsing, watching videos,
reading e-books, playing games and more.

Data, Information and Knowledge

Data: Facts and figures which relay something specific, but which are not organized
in any way and which provide no further information regarding patterns, context, etc.
So data means "unstructured facts and figures that have the least impact on the typical
manager."

Information: For data to become information, it must be contextualized, categorized,
calculated and condensed. Information thus paints a bigger picture; it is data with
relevance and purpose. It may convey a trend in the environment, or perhaps indicate
a pattern of sales for a given period of time. Essentially information is found "in
answers to questions that begin with such words as who, what, where, when, and how
many".

Knowledge: Knowledge is closely linked to doing and implies know-how and
understanding. The knowledge possessed by each individual is a product of his
experience, and encompasses the norms by which he evaluates new inputs from his
surroundings.



The content of the human mind can be classified into four categories:

1. Data: symbols

2. Information: data that are processed to be useful; provides answers to "who", "what",
"where", and "when" questions

3. Knowledge: application of data and information; answers "how" questions
4. Wisdom: evaluated understanding.

We need to understand that processing data produced Information and process
Information produces Knowledge and so on

Characteristics of Computer

Speed, accuracy, diligence, storage capability and versatility are some of the key
characteristics of a computer. A brief overview of these characteristics are

* Speed: The computer can process data very fast, at the rate of millions of instructions
per second. Some calculations that would have taken hours and days to
complete otherwise, can be completed in a few seconds using the computer.
For example, calculation and generation of salary slips of thousands of
employees of an organization, weather forecasting that requires analysis of a
large amount of data related to temperature, pressure and humidity of various
places, etc.

 Accuracy: Computer provides a high degree of accuracy. For example, the computer
can accurately give the result of division of any two numbers up to 10 decimal
places.

» Diligence: When used for a longer period of time, the computer does not get tired or
fatigued. It can perform long and complex calculations with the same speed and
accuracy from the start till the end.

» Storage Capability: Large volumes of data and information can be stored in the
computer and also retrieved whenever required. A limited amount of data can
be stored, temporarily, in the primary memory. Secondary storage devices like
floppy disk and compact disk can store a large amount of data permanently.

* Versatility: Computer is versatile in nature. It can perform different types of tasks
with the same ease. At one moment you can use the computer to prepare a letter
document and in the next moment you may play music or print a document.
Computers have several limitations too. Computer can only perform tasks that
it has been programmed to do.



Computer cannot do any work without instructions from the user. It executes
instructions as specified by the user and does not take its own decisions.

Computer Viruses®

Viruses: A virus is a small piece of software that piggybacks on real programs. For
example, a virus might attach itself to a program such as a spreadsheet program.
Each time the spreadsheet program runs, the virus runs, too, and it has the
chance to reproduce (by attaching to other programs) or wreak havoc.

*E-mail viruses: An e-mail virus travels as an attachment to e-mail messages, and
usually replicates itself by automatically mailing itself to dozens of people
in the victim's e-mail address book. Some e-mail viruses don't even require
a double-click -- they launch when you view the infected message in the
preview pane of your e-mail software [source: Johnson].

*Trojan horses: A Trojan horse is simply a computer program. The program claims to
do one thing (it may claim to be a game) but instead does damage when you
run it (it may erase your hard disk). Trojan horses have no way to replicate
automatically.

*Worms: A worm is a small piece of software that uses computer networks and security
holes to replicate itself. A copy of the worm scans the network for another
machine that has a specific security hole. It copies itself to the new machine
using the security hole, and then starts replicating from there, as well.

What are some tips to avoid viruses and lessen their impactt”

« Install anti-virus software from a reputable vendor. Update it and use it
regularly.

« Inaddition to scanning for viruses on a regular basis, install an "on access"
scanner (included in most anti-virus software packages) and configure it to start
each time you start up your computer. This will protect your system by
checking for viruses each time you run an executable file.

« Use avirus scan before you open any new programs or files that may contain
executable code. This includes packaged software that you buy from the store
as well as any program you might download from the Internet.

« If you are a member of an online community or chat room, be very careful
about accepting files or clicking links that you find or that people send you
within the community.

« Make sure you back up your data (documents, bookmark files, important email
messages, etc.) on disc so that in the event of a virus infection, you do not lose
valuable work.

“http://computer.howstuffworks.com/virus.htm
“http://www.us-cert.gov/publications/virus-basics
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