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Preface 
Although it may seem that everyone else can use a computer and 

enjoys keeping up with the latest developments, you are cer- 

tainly not alone if you are new to computers or have some 

anxiety about information technology. 

Sometimes it’s the jargon that can put you off, or instructions 

that are too complicated. Authors of computer manuals may not 

have actually worked with new computer users and so don’t 

know that it’s often the little things that spoil the whole learning 

experience. This book aims to demystify computers and show 

you how you can gain the basic skills needed to have confidence 

and use your computer in exciting and fun ways. 

You may have just bought a machine, or need to learn how to 

use one for work. Perhaps your children are bringing home IT 

projects and would like your help, or you may want to spend 

some time e-mailing friends and family abroad or shopping on 

the Internet for the bargains that are increasingly advertised. 

Whatever your motivation, this book will explain what comput- 

ers are all about and explore the most common applications. 

With its help, you should be able to produce word-processed 

documents, prepare illustrated slides to aid your talks or lec- 

tures, store and search for information systematically, and 

handle numbers and charts. 

It will also show you ways to access and search for information 

on the Internet and send and receive e-mails. 

Once you have learned the basics, you can turn to other books 

in the Made Simple series to discover the full power of the 

applications you have been using. 

The examples in this book: they are taken from a computer 

running Windows XP and Microsoft Office XP, as these are 

now widely in use. 
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Hardware 
Although this book won’t concentrate much on technical as- 

pects, it helps to know a little about your machine so that you 

can look after it properly and understand terms mentioned later. 

The parts of the computer that you can touch and move around 

are referred to as hardware. The components of most impor- 

tance are shown in the following diagram: 

Screen 

3/2" floppy 

disk drive 
Power button 

Main unit 

Extra hardware items, peripherals, can be added. They include: 

Printers — either black and white or colour 

Scanners — to allow you to use ready-printed images or written 

material in your work 

Digital cameras — for transferring your own photos into the 

machine | 

Other items such as speakers, microphones, DVD players and 

CD-RW drives for saving documents or music onto 

optical disks. 

Main components 

Q) Screen also known as 

the monitor or VDU. 

Main unit housing 

processors, memory 

(RAM) and the hard 

disk (normally the C: 

drive). It has a Power 

On button, and a Reset 

button for re-starting 

without turning off the 

power. 

3 2" floppy disk drive 

(normally the A: drive) 

— the slot for’a floppy 

disk on which you can 

save your work. 

CD-ROM drive (usually 

the D: drive) — the 

sliding drawer for a 

CD- ROM used to play 

music or games or 

install new programs. 

Mouse — controls a 

pointer on screen that 

is used to give instruc- 

tions to the computer. 

Keyboard — for entering 

text and numbers and 

an alternative way to 

give instructions. 



At 
Take note el 

Ea 
Any work you want to keep 

is saved as a ff/e, and 

| some applications have 

their own names for files 

e.g. workbooks (Excel) or 

documents (Word). 

Icon on toolbar button 

Open menu 

File Edit 

D w& 

Insert Forrnat He 

fy Toobar |p 
/ w Format Bar & 

Options... 
USHMAN Thin in 

Menu ttem 

Software 
The programs that give your computer hardware its instructions 

and which control everything you see on screen are known 

collectively as software. 

Systems software 

Starting up when you switch on, checking connections and 

controlling peripherals such as printers, setting the screen 

dimensions and colours and allowing you to save or access your 

work are all activities controlled by systems software. The 

programs are normally stored on the hard disk inside the main 

unit. 

Applications software 

This is software installed on your computer for a particular 

purpose and is independent of the operating system. Familiar 

applications include Paint, Word and Internet Explorer. 

Applications are commonly installed from a CD-ROM inserted 

in the D: drive and are then stored on your hard disk. However, 

the files you create using an application such as Paint or Word 

can be stored either on the hard disk or on a floppy or optical 

disk inserted in the appropriate drive. 

Working with software 

In Windows, each application is run inside a window — an area 

of the screen that can be controlled independantly. You can 

have several application windows open at the same time and can 

arrange these in different ways on your screen. To give com- 

mands, instead of typing in some obscure programming code, 

you select from understandable menus or pictures of objects — 

icons — found inside the window or on buttons on the toolbars. 



Controlling the mouse 
For something to happen, you need to give the computer 

instructions. This can come through pressing keys on the 

keyboard, e.g. press [Enter] to move the text insertion point 

down a line or [Delete] to remove an item (see page 25). 

Some of the time you will use the mouse. Roll it gently around 

on its mat to move a pointer across the screen. When the pointer 

reaches the target — perhaps a menu option or an open window 

— you can either press a button (known as ‘clicking’) or hold 

down a button and ‘drag’ the item to a different position. (In this 

book, ‘click’ means press the left button; ‘right-click’ means 

press the right button.) 

The shape of the pointer changes depending on what action it 

will perform, and you must take care that it is the correct shape 

before you click or drag. It can be an arrow, hand, cross or 

vertical beam and the differences will be explained as you go 

through the book. : 

Browse 

garro  adwnwse € busy_rm q filitup 

i '@ sdamove = sdwwe i © coin @ahand | 

My Recent te 3dgnesw rt appstar2 i Rus counter % handapst’ 

Documents »s 3dgno 3g appstar3 + cross 2 handnest, 

i 8 3dgns iby appstart + cross_i y handno | 

°3 Sdgnwse 8 arrow i “fF cross_il 2 handns i 

3dowe ® arrow il “tb cross_im 8} handnwsi 

{ & 3dsmove arrow_im et + cross_| 2] handweait: 

i 3dsns > arrow_| oH + cross_m @a handwe 

yw 3dsnwse SS arrow_m tf + cross_r 2 harrow i 

a 3dwarro & busy_im + cross_rl “4 herass 

Ka 3dwmove P4busy I ~f cross_rm Mf help_i 

d 3dwnesw & busy_m x dinosau2 BT help _i 

»s 3dwno f & busy_r 29 dinosaur MP help_im | 

8 3dwns @ barber 4 busy_tl ‘@ drum WP help_| 

Desktop 

My Documents 

ee 
Boiage 

My Computer 

iy File name: 

My Network Files of type: / Cursors [ ‘ani, a 

Preview: 

Double-clicking takes practice. 

You can often avoid it by select- 

ing an item with a single click, 

then pressing [Enter]. 

Q 
® Q chs 

Basic steps [Fal 

1 Roll the mouse gently 

on tts mat. 

2 Guide the pointer until 

it rests over the target 

item on screen. 

3. Hold the mouse steady 

and click the lef button 

once, to select an 

object or choose an 

option. 

Or 

QO) Click the left button 

twice very fast to dou- 

ble-click and open a 

window, file or folder 

Q) Click the right mouse 

button to open a short 

menu of options 

Q) Hold down the left 

button as you drag the 

pointer to move items 

across the screen 



Basic steps 
Q; 

[al go 

(Y Shut Down 

Click the Start button 

YF in the bottom 

— 

left-hand corner of your 

screen and select Turn 

Off Computer. 

2 Atthe dialog box, select 

Turn Off. 

3 Your machine should 

turn off automatically. 

: 

re Take note ae 

A window that offers 

choices for you to select 

or type in, is known as a 
dialog box. 

Turning on and off 
Like any piece of equipment, a computer needs to be treated 

properly to offer the best service. That means that certain basic 

rules need to be followed. 

Starting 

If the computer is turned off, press the Power On switch. You 

will need to wait for the system to complete its startup routine. 

If the computer is shared with others, you may be asked to log 

in by entering a username and password before you can start 

work. 

A computer that is turned on may show nothing on screen when 

in power-saving mode, or moving images rather than the 

normal Desktop — the screen saver. To get back to the opening 

screen, press any key. 

Shutting down 

Never switch off the power in the middle of your computer 

session as you can leave the files in a mess and you'll have to 

wait next time you start while the computer tidies them up for 

you. Instead, follow the proper shutdown procedure. 

2 Select Turn Off 

Turn off computer 



Restarting 
Unfortunately, the computer can sometimes behave badly. It 

may ‘freeze’ so that nothing happens when you try to click the 

mouse or use the keyboard, or the picture may blur or strange 

windows may open when you haven’t done anything. 

In these circumstances, it is often best to start again. Without 

turning off the power completely, you can restart, or ‘reboot’, 

the machine and re-open Windows, or just close the particular 

application you have been using. 

zy Windows Task Manager 

‘Bile Options View Windows Shut Down Help 

leereneeg eronel 

= Paint Running 

| 
i 

| “Task Status 
; 

i 
I <> Made Simple XP Running 

7 

For details of the keyboard see page 25. 

Q 
. v 

Basic steps [Pal 

] 

Will try to find its startup 

If the computer is not 

responding, hold down 

the [Control] and [Alt] 

keys with one hand 

and press [Delete]. 

Click End Task in the 

Windows Task Man- 

ager dialog box to 

return to the Desktop. 

Reopen the application 

and you may recover 

your work. 

If you prefer, switch to 

another task, or start a 

new one. 

Take note Vel a 

If you start the ee with a 

disk in the A: drive the PC 

instructions there, and 

won't be able to. Remove 

the disk and press any key 

to start up again. 



Basic steps [al The Desktop 

] To select an icon, click The opening screen is referred to as the Desktop, as visible icons 

the left mouse button include common office items such as a wastepaper basket (the 
once when the arrow is Recycle Bin) and you can add others such as a document folder 

directly over it. (My Documents). 

2 To open into a window, | Desktop icons represent some of the applications, files and 

either double-click the folders within the computer. You can even create your own 

icon or select it and icons as shortcuts to applications or files you commonly use. 

press [Enter]. Programs, folders and files all open out as windows that allow 

3 To move an icon on the | you to view their contents and can be moved or resized. 

screen, select it, then 

hold down the left 

button with the pointer 

Along the bottom of the screen at all times is the Taskbar. This 

shows the Start button, needed to launch many of your applica- 

tions; information such as the time and date; certain shortcuts 

over the icon, and drag | and any open programs or files in the form of named buttons. 
it to a new position. 

“Highway Blues" 

ocument - WordPad 

File Edit View Insert Format Help 

Osa 62 a 

It was a lovely ol 

Desktop icon 

Taskbar buttons 
For Help, pressF1 



Working with windows 
To work with a window you need to recognise the basic parts: | Q 

Title Bar: this shows the title of the open file, folder or program 

1 Menu Bar: this is where you’ll find menus you can open by 

clicking the menu name 

g Toolbar: click the buttons for common actions 

Status Bar: this may show certain details, e.g. about the 

contents of the window. 

Scroll Bars: drag the slider or click the arrows to move the 

window contents horizontally or vertically. 

Control buttons: use them to close or resize the window 

Or 

3 
To close a window, click (4! Close. 

To resize the window, switch between the two interchanging 

buttons next to the Close button: [Ej Restore Down reduces the 

size so the Desktop is visible; and [aj {=} Maximize fills the screen 

completely. 

To reduce the window to a button on the Taskbar, out of the way 

but easily re-opened with one click; click (i) Minimize. 

& Document - WordPad 

lee Edit View Insert Format Help 
Title Bar 

Menu Bar 

Hinetable 

Toolbar 
) Week 1: 

| Monday - meeting 

Tuesday - conference in Birmingham 

Wednesday - visit branches in the South West 

Status Bar | Thursday - catching up in the office 

| _Friday - short hreak to Malaga 
Pe Help, press Fl 

Basic Basic steps Bal 
To change a window 

manually 

Click the Restore Down 

button. 

To resize, click and 

drag any edge or 

corner in or out when 

the mouse pointer 

moved gently over it 

changes to a 2-way 

arrow. 

To move a window, 

click in the Title Bar 

when the pointer shows 

a white arrow, hold 

down the mouse button 

and drag to a new 

position. 

Control Buttons 

Scroll Bar 



Basic steps Fal Customising the Desktop 

q Select Start > Control 

Panel. Click the Switch 

to Classic View link in 

the left panel. 

Activate the Display 

icon then click the 

Themes or Desktop tab 

to set the background. 

To change the screen 

saver, click the Screen 

Saver tab then click the 

arrow by the Screen 

Saver box to drop 

down a list of choices. 

Select a title to see a 

sample, and click 

Preview to run it. Move 

the mouse or press a 

key to exit. 

Set the Wait time to 

elapse before the 

screen saver comes on, 

or set options such as 

text or colours by click-: 

ing the Settings button. 

Click OK to save your 

settings and close the 

Properties dialog box. 

The Taskbar displaying the Start button is always visible as it 

is SO important when working with the computer. Clicking the 

Start button offers various choices — to launch an application, 

to find a file, to turn off your PC, to get help on Windows, to run 

a program e.g. from a CD-ROM, or to change basic settings. 

When you select Control Panel from the Start menu, one 

option is to customise the look of your Desktop. The Control 

Panel can be run in Classic or Category view. We will use 

Classic view as it gives easier access to the controls. You will 

see icons for various items such as Date/Time, Keyboard, 

Mouse, Regional Settings and Sounds. Double click or select 

and press [Enter] to open any item. A Properties dialog box will 

appear where you can alter the settings. 

Display allows you to change colours or show patterns or 

pictures that form the background to your Desktop, or choose 

from a range of moving images, screen savers, which run when 

you temporarily stop working. 

3 Click the Screen | 

Saver tab 
Display Properties 

[Themes | Desktop Scieen Saver7ppearance | Settings ___\\ 

4 Preview a 

: screen saver 

Screen saver : J 

| Settings Preview 

inutes [| On resume, password protect 

To adjust monitor power settings and save 
click Power. 

5 Set the Wait time | 



Opening an application ose sess [3] 
If you have the appropriate icon on the Desktop, double-click ] Click the Start button at 

to open the application. Otherwise, find it listed amongst the the bottom left of your 

programs on your computer. The programs that you have used screen. 

most recently will be listed on the initial Start menu display, but B, 
If the program is listed 

any program on your PC can be found in the All Programs menu 
in the initial display, 

system. Open each menu in turn and work through them until : 
click on it to start. 

you reach the application. A final click will launch the program. 
Click All Programs . 

A Slide across to the next 

Mia menu and select an 
4 slide to the next menu sell 

application e.g. 

2. Start a recently 

used application 

Joico Mg roaca | Microsoft Word, or an 
4 ee . . 

y ~ 1 © Logitech itouch | ® Hearts option e.g. Games to 
. | @ Microsoft Interactive il @ Internet Backgammon | open a further m enu. 

[w] WINWORD || ©) Microsoft Office Tools r / ©) Internet Checkers ; 
ym, : | bs 

= pS eet wore cg @& weer Hearts 5 Click on the name to 
rae NTI CD-Maker 2000 Plus >|) @ Internet'Reversi | : a 

|. ’ | | start an application. Patel | (9) Startup a £8 Internet Spydes ; 

' = Acer Aspire | wh Minesweeper 

. — : By Acrobat Reader 5,0 | QQ Pinball 
?  \Windows Media Play¢ F i 

— || © Internet Explorer || @ Solitaire 

Ny Defaults 
Dy Set Program Access ; Microsoft Excel | 504 

rk > Microsoft Outlook , 4 
e 

& Windows Movie Make Microsoft PowerPoint 

' Microsoft Word 
~ MSN Explorer - f 

5 Click the Pe cree 

ia Microsoft Works Task Launcher 

% MSN Explorer 

@ Outlook Express 

¢. Remote Assistance 

' & Windows Media Player 

Submenus tpentde via the Start button are 

displayed just by resting the mouse pointer over 

them. Hold the pointer steady or you may find 

you open the wrong menu. If this happens, 

simply move the pointer and try again. 

: (3 Click All Programs | 

(1 ‘Clicks Start) 

10 
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Taking care of your PC 

OQ) Avoid eating and 

drinking near the 

keyboard, as liquids 

and sticky crumbs will 

ruin tts efficiency. 

QO) Keep any cables or 

bags well out of the 

way, so there is no 

tripping up as you rush 

to the printer or to 

answer the telephone. 

OQ Shut down the machine 

correctly, rather than 

turning it on or off like 

a light switch. 

[f you still have trouble | 

| after taking sensible pre- | 
cautions, do see your 

| doctor or optician. 

/ Looking atter yourselt 
When working with computers, there are simple rules to follow 

that will minimise any risk to your health. 

Get comfortable 

Make sure your chair is at a comfortable height and supporting 

your back, and adjust the monitor so that your eyes are broadly 

level with the top of the screen. If you can, make use of 

document holders, footstools or wrist supports to aid your 

comfort. You may also want to ensure you have plenty of room 

to move your legs freely. 

Take breaks " 

Take frequent, short breaks to stop yourself sitting too long in 

one position. 

Watch your eyes 

Adjust the screen or window blinds to reduce glare, and stop 

working if you get a headache or fuzzy vision. 

Adjust equipment 

Try to keep a light touch on the mouse, position the keyboard 

so that it is comfortable to use and keep a good working space 

round you. Adjust screen settings using buttons on the monitor 

for maximum clarity and restful colour contrast. 

11 



Summary 
Q 

12 

Any parts you can see and touch are computer hard- 

ware whereas sets of instructions written as programs 

and stored on disks are called software. 

The opening screen is called the Desktop and it dis- 

plays small icons representing the programs and files 

in the computer. Each program runs in a window that 

can be re-sized and moved using buttons or the mouse 

pointer. 

You can customise your Desktop via the Control Panel, 

and find programs from the Start menu, opened by 

clicking the button at the bottom of your screen. 

You should always shut down the computer properly, 

rather than simply turning off the power. 

It is important to take sensible precautions when work- 

ing at the computer, to maintain your health and 

safety. 
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2 Getting organised 

Where's rate 14 

Viewing files 

Formatting a disk 



Where's that tile 
After working on a computer for even a short time, you could 

well have saved a number of pieces of work, known as files, on 

disk. Each time you want to find a particular file, you’ ll have to 

scroll through a growing list of names — a time-consuming and 

inefficient system. Instead, you can group your files into 

labelled folders, rather like drop files in a filing cabinet, so that 

all you need do is open the relevant folder and search through 

a limited number of files to find the one you want. 

You can either manage your files using the File and Folder 

Tasks or work directly with the folders in the Explorer Bar . 

Whichever system you use, you can create as many folders as 

you need and then move or copy files between them. 

The folders structure 

A disk is known as the root directory or folder and is represented 

by the disk drive letter. (C:) represents your hard disk and 3'2" 

floppy (A:) represents a floppy disk in drive A. 

Folders and subfolders form a hierarchy, or the branches of your 

directory/folder ‘tree’, so that a folders structure can look 

something like this: 

Committee 

meetings 

Football 

Other 4 Up a level 

meetings 

14 

me 
Take note ~ Vet 

You need to be able to tell 

the difference between 

icons for folders __) and 

files i). 
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| Open My Documents 

and click the Folders 

button to display the 

folder structure in the 

Explorer Bar. 

Select the disk or folder 

in which to create the 

new folder. 

Go to File > New, click 

Folder and wait a few 

seconds. 

When a new folder 

appears in the right 

pane, type a name into 

the box to replace the 

words New Folder, and 

press [Enter]. 

Made a mistake? Select 

the new folder and 

then rightclick to 

produce a short menu. 

Select Rename and edit 

or retype the name. 

Click to close 

fi 

Exploring folders 
In Explorer, you’ ll see a window with two panes — in the left the 

folders structure of your computer, and in the right the first level 

of contents of any selected folder. The Title Bar shows which 

| folder is open at any time and you can click the name ofa folder 

| in either pane to view its contents. 

| Ifitems have + next to their name in the left pane, it means they 

| contain folders. Click the + to expand the structure. Click the 

| symbol again (now —) to return to the root folder. 

| Creating a folder 

| Select the location in the left pane (you may need to click + to 

| reveal a particular folder) and then use the File menu options to 

| create your folder. 

( 1 Click Folders } 

e Apendas 

File Edit View Favorites Tools He 

@ Box - &9 fe) ~~ Search 

Folders 

fe Desktop 

| A. Enter a name for 

the new folder =) 

i BS 314 Floppy (a 

) ge Local Disk (C:) 

@ Audio CD (D:) oh he cl a mle 
Hg CD-RW Drive (Ei) Y ; 4 

me 2 Select the disk/folder 

to hold the new one y 

ite bz ontro) Pane 

Click to open 

15 



Filing 
Once you have created one or more folders, you can reorganise 

your files as long as they are closed —1.e. you are not working 

on them at the time. If you see a message saying a file can’t be 

moved, return to the application and close the file before 

continuing. 

Files are moved by dragging them from their original position 

to the new destination. You can also create a copy of a file ina 

different folder using this method. 

2 Select the file 

® Apendas 

File Edit Yiew Favorites Tools less 

<) Back + © % 
“ 

Folders ‘ x S| meen ch conference 

[B Desktop 7 2 eae a 7 x & Meetings May 

ig ge My Documents | 

& (3 Made Simple xP 
(3 My eBooks ; 

ie @ My Music = ; v 

G My Pictures 

ii My Videos 

ame icrk =) 

62 genda 
im a® My Compigter 

i 3% Fldppy (4:) 
Sg Local Digk (C:) 

if 29 Audio CLY(D:) 

# <a CD-RW DP yee) 

(4 Drop it onto the folder 

Take note 

9 
gy 

Basic steps [04 

1 Make sure that both the 

file and the destination 

folder are visible. 

NO Select the file. 

3 Right-click on the file 

and drag it to the 

destination folder. 

4 When the destination 

folder becomes high- 

lighted, let go the 

mouse button. 

5 Select Move Here to 

move the original file 

or Copy Here to place 

a copy in its new folder. 

It is easy to open a file from Explorer instead of ae it. Just 
| close the file and return to dels by clicking its Taskbar button. 

16 



Basic Basic steps sal Selecting several files at once 

QO Selecting a range of To move several files at the same time, you need to use a method 

files that allows you to highlight more than one at a time. 

A Click the first 

Cem 

1 Make sure your files 

are displayed as a list. 

You can do this by ® Agendas 
sele cting View iz List File Edit ‘View Favorites Tools Help 

Click the first file. 
Back | F gr” Searcl 

NO Folders da March onesie 

7 @ D ke a? re leetings June 

3 Hold down [Shiftland a “aca estings May 
< i « (4 Made Simple XP click the last file in the Myer 

range. e 
: yoy My Pictures ; 

: : PS my vid ; 
All files will now be 2 Ga wo {= a ee 

4 . & C2 Agendas j ; 

highlighted. a@ Era ( 5 Hold [Control] and 
Gf, 314 Floppy (a:¥ f 

OQ Selecting non-adjacent HB <& Local Disk (Ci : click the rest 
’ &# (2) Audio CD (7) vs 

files & 4 CD-RW Dfve (E)) 

oa [va ontroveane a 

i Click the first file. 

Hold down [Control] 

and click the other files shee whe 

individually. 

On 

6 Drag any file across to 

the left pane and they 

will all move together. 
[' ) \ 

| Take note Vel 

If you drag with the left button down, there is no menu when 

you drop the file. You will always move files within the same 

drive and copy files between different drives. If you aren't | 

careful, the file can disappear into the wrong folder and you'll 

need to find it and move it out again. 

7 



Folders on the Desktop 
It is sometimes simpler to organise folders and files using the 

File and Folder Tasks that are listed in the left-hand pane when 

My Computer first starts. 

fe wor: 1 Start My Computer 
File Edt View Favorites Tools Help and open a folder — 
@ wx x © & ps Search Folders [izzy 

3 Type a name 

Other Places 

| &) My Documents 

| (3 Shared Documents 

ig My Computer 

@q My Network Places 

G® Budgets 

Select the place where you want to copy ‘Meetings June’. 
Then click the Copy button, 

(3 Made Simple xP 

33 My eBooks 

@ My Music 
>) My Pictures 
a Videos 

& Agendas 

(6 Select the folder To view ary subfolders, click a plus sign above. 

18 

Basic Basic steps. 
[Rel 

O To create a folder 

] 

Ba 

Click Start then click My 

Documents and open 

the parent folder. 

Click Make a new 

folder from the File and 

Folder Tasks. 

A new folder will ap- 

pear. Type in its name 

and press [Enter]. 

To move or copy files 

If you need to go back 

up to a higher level 

folder click the Up 

button ;%. Select the 

file(s) to copy or move. 

Click Copy this file or 

Move this file from the 

File and Folder Tasks. 

Select the destination 

folder in the dialog box 

and click Copy or 

Move. 



Basic Basic steps 

L) To delete files 

1 Select the file or folder 

and press [Delete]. 

Or 

2 Select the file in the 

right pane and drag it 

across to the Recycle 

Bin folder. 

Or 

3 Right-click the file and 
select Delete from the 

menu of options. 

OQ) To backup files 

A Select the file(s). 

5 Right-click the file(s) 

point to Send To then 

select the backup disk. 

To delete a folder, first 

check that it doesn't con- 

tain any files or subfolders 

you wish to retain. If it 

does, move these out first 

and then press Delete. 

a Deleting files tiles 

:Files or folders that are no longer needed should be deleted to 

keep your disks tidy. Deleting is quick and easy, and if a file is 

deleted by mistake, it can be restored to its original location by 

opening the Recycle Bin, selecting the file and clicking Restore 

this item. 

Backing up work ~~ 

It’s important to keep copies of your work elsewhere, in case the 

original becomes corrupted. If you normally save files onto 

your hard disk, keep backup copies on floppies or writable CD. 

Either use the File and Folder Tasks option or right-click a file 

and select Send to, then click the relevant destination. With 

large files, first send them to a compressed folder, then copy that 

to your backup disk. 

Compress large files 
Open 

Print ' 

nt My 
Te G& riecozs | 
i ut (2 Desktop (creave shortcut) 

apy : | 2 Compressed (zipped) Folder 

fy Create Shortcut i a Mail Recipient 

| Delete i i¢ ie) My Documents 
; Rename i 
{ ennrinamneend eam. 32 Floppy (At) 

< 2, cD- RW Drive (Ey) | Properties 
SOROS ERGERORSON OS EIRENE 

Right-click, point to Send To 

then select the backup disk 

19 



Viewing Tiles 
When you open My Documents or any folder, you will see its 

contents displayed in the window. You can change the display 

by selecting different views. Thumbnails will show all your 

pictures, and Details will display the size, date and type of file 

that has been saved. You can sort your files by date, name, size 

or type to help you locate a file quickly. 

Double-clicking on an image file will take it into the picture 

viewer so that it can be edited or viewed more clearly. 

] Open the View menu 
"mean 

% Made Simple XP 

File Edit (a0 Favorites Tools Help 

| Toolbars 

| StatusBar 

Explorer Bar “ 

Filmstrip 

Thumbnails . 

Tiles P 

Icons Select c a view 
List 

Details pi24 ask pi25a favorite menu 

arvange icons by ( @ Name j 
=| Size 

Gans fesais,, 
Hate 

| Custogize This Folder... | ee 4 
Mak) offen jodifie 

bl Go Y | Picture Taken On i 

Jaa 
piece, 

A Double-click to 

view a picture 

“Show i in Sys ' 

iv Auto Arrange | 

id ta Grid 

3 Arrange them 

into order? 
Pw Sunset - Windows Picture and Fax Viewer 

5 Use the viewer tools | 

OO Hey SHPnma xbuUe@ 
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Q 

1 

& O 

To display files 

Open the View menu, 

or drop down the list 

next to the View button. 

Select a display option. 

A black © will appear 

next to your selection. 

To re-order the files, 

select Arrange Icons by 

and click an option. 

To view pictures 

Double-click a thumb- 

nail picture to open it in 

the Viewer window. 

Amend the size, delete, 

print, edit or copy the 

image using the appro- 

priate toolbar buttons. 

In Details view you can 

arrange files in order of 

any of the columns. Click 

on the heading once to list 

them in ascending order, 

and again to list them in 

reverse order, 



Q% 
; oP 

Basic steps [pel 

1 Push the floppy disk 

into the A: drive until 

you hear a click. The 

release button will pop 

out. 

ws Open My Computer 

and select the 3 1/2 

Floppy (A:) icon then 

go to the File menu 

and select Format, or 

right-click on it and 

select Format. 

3 In the Format dialog 

box, leave the options 

at their defaults. 

A Click Quick Format if 

you only want to to 

remove files from an 

old (formatted) disk. 

5 Click Start and wait for 

the confirmation that 

formatting is complete. 

Click OK. 

6 Click Close to close the 

dialog box or repeat 

with a new disk. 

Formatting a disk 
Before you can save your work onto a floppy disk, it has to be 

formatted. This lays down the tracks and sectors for storing 

information correctly. Although you can buy floppy disks 

ready formatted, sometimes you may need to use an unformatted 

disk. You may also want to reformat a disk as a quick way to 

erase unwanted files. As formatting destroys any information 

previously stored, you only format a hard disk for special 

reasons — and only after backing up all your data. 

2 Select Format for the Floppy , 

Format 314 Floppy (A:) 

Capacity: 

/3.5", 1.44MB, 
ren 

atl 3. Use the default 

2 settings 

4 Quick Format? 

rar 

Allocation unit size 

Default allocation size 

5 Click Start ye 
4 6 Click Close } 
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Summary 
Q) 

22 

Unless you organise your files when working on the 

computer, you will find it very hard to keep track of 

everything you produce. 

Folders allow you to group similar files together so they 

can be easily located. You can create folders using the 

File and Folder Tasks or with Folders displayed in the 

Explorer Bar. 

Files can be dragged into folders or placed there using 

the File and Folder Task options. You can select 

groups of files to move at the same time. 

Take care when deleting folders as they may contain 

files you want to keep. 

It’s a good idea to make a backup copy of your work 

so that losing the original won't be a disaster. 

Before you can use a floppy disk, it must be formatted. 

There's more on organising 

your files, and lots more on 

other aspects of Windows in 

Windows XP Made Simple by 
P.K.MeBride. 
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Opening Word 
When you launch Word, the first document (the name given to 

any file produced in Word) always opens directly on screen. It 

has ‘Document I’ as a temporary title until you save and name 

it with a more memorable name. 

to File > New and select Blank Document in the Task P Page. 

You can open new documents one on top of the other. The 

names of all open documents other than the top one will appear 

as buttons on the Taskbar and you can click any button to switch 

to that document. It will then become the active window. 

Click to open menu Control buttons 

White space left for Bile: 

page margins Task Pane 

‘ 

z¥ Yocument1 - Microso.t Word 

- ‘File “Edit View Insert Format 

beWwWea &ay 

Tools Table Window Help 

osm @ 100% + |” TimesNewRoman + 

“4}) © & New Document v 

Additional Formulae 

(> More documents... 

New 

fe) Blank Web Page 

&4] Blank E-mail Message 

i] Choose document... 

Newfromtemplate = 

| General Templates... 

ih 3 Templates on my Web Sites, , 

* 

@ 

¥ p4 add Network Place., 

Sec 1 At 2.5¢m it 

Cursor — the position 
Status bar shows information 

for text ent Or Tex! entry about the document 

24 

| Openadocument 

New from existing document 

@| Templates on MicroSoFt,com 

Basic Basic steps [Rel 

1 Ifthe Word icon [re] is 

on your Desktop, 

double-click it or select 

it and press [Enter]. 

Or 

2 Click Start, point to All 

Programs and then 

click Microsoft Word. 

3 Toclosea document, 

click the Close button 

or select File > Close. 

A To close Word, click the 

Close button still visible, 

or select File > Exit. 

Click for more buttons 

ry ‘Blank Dacument 

( ; t 

Take note Vet 

Only items used often are 

displayed when you open a 

menu. To see all items, 

click the down arrows at 

the end of the list. 



Basic steps [al Enter ing Text 

| Press a key to enter a When a new Word document opens on screen, you’ll see a 
letter, digit or lower flashing vertical bar — the cursor — positioned at the top left- 
symbol, e.g. / or =. hand corner. This is where any characters you type will appear. 

2 Hold down [Shift] to 

enter capital letters or 

symbols at the top of JV y 
the keys, e.g. + or @ Tip Aer 

3 Press [Caps Lock] to Only press [Enter] to start a new paragraph. Other- 
enter a line of text in 

_ wise, allow the ‘word wrap’ facility to move text onto 

a new line when the right margin is reached. 
capitals. 

4 Erase text errors to the 

left of the cursor with , 

[Backspace], and to the Function keys 

right with [Delete]. 

5 Press [Tab] to move the 

cursor across the page 

Insert Home Page Up 

Escape 

in jumps of 1.27cm 

Tub aeeueeneueene 4) (oo 
i _O joann 

Caps Lock ~~ /| eel Te ee ISIC IO 
Shift 

Alt Space bar Shift Enter 

Control Arrow/cursor keys 
Control 

Take note 
ip t 

Take note Vel 

The apostrophe ‘is a lower | 
symbol under @, 

; In this book, menu choices are shown 

| in bold and keys in [square brackets]. 

25 



Moving the CUrSOr Paragraph changes 

Once you have entered some text, you may need to move to | () If the cursor is at the 

different parts of the document to make changes or add new start of a line, pressing 

words. [Backspace] will join 

Using the keyboard it Re nes emis? 

@ [Enter] will move the cursor onto the line below, creating | G |f the cursor is at the 

a new blank line. end of a line, [Delete] 

® The [arrow keys] will move it in any direction except will join this sentence to 

below the last line of typing. the following line of 

: : text. 
® [Home] takes it to the start of the line. 

OQ Tak t t lit 
® [End] takes it to the end of the line. ake care not To spill 

words when you press 
e Hold [Control] as you press [Home] or [End] to go to the [Enter] as everything 

start or end of all text that has been typed. following the cursor will 

e [Page Up] or [Page Down] will move through large move onto the next 

blocks of text in long documents. You can also click the line. 

vertical or horizontal scroll bar arrows in the appropriate 

direction. 

Using the mouse 

When the pointer shows a vertical J, position and click to place 

the cursor on the screen. Ifit is not in exactly the right place, use 

the arrow keys to move it across one character at a time. 

Click here to start new paragraph 

One sentence is short. [TWo sentences can be longer. 

[New paragraphs are hard to crelate and easy to 

4 split up by mistake. 

ue Click here to split the word 
Click here to join sentence to line above R 
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Basic steps 

—s 

Undo 

To undo the last action 

taken, select Edit > 

Undo or click the Undo 

toolbar button 

before clicking another 

button or pressing any 

key. 

For mistakes made 

further back, you can 

step through the 

changes you made or 

select past actions from 

the drop-down list 

produced by clicking 

the arrow next to the 

Undo button. 

Select Edit > Redo or 

the Redo button « if 

you go too far. 

Q 
Z| 

pa Troubleshooting 
Everyone presses the wrong key at some time, or makes another 

mistake that could involve a great deal of re-typing, and so 

Word gives you useful shortcuts to put things right. 

Correcting common mistakes 

Task Pane 

This is displayed when you open Word and offers a range of 

shortcuts for opening and starting documents. It is also used 

for some other operations, such as inserting clip art. Close 

| the pane via the View menu or its own Close button. 

Undo toolbar button allows you to go back one or more 

steps and is particularly useful if you delete or move text 

by mistake. 

[Insert] key will return to inserting text between letters if 

you changed to Overtype mode by accident and find text 

being replaced. 

Close button will return to your work if you opened a new 

document or dialog box by mistake. This often happens 

when holding [Control] rather than [Shift] as you type a 

capital letter (e.g. [Control] + [N] opens a new document, 

and [Control] +[ P] opens the Print dialog box). 

View > Toolbars or Ruler allows you to locate missing 

screen items. If a new toolbar appears as a box on screen, 

click in the blue title bar and drag it up just above the ruler 

or just below the bottom of your document. When you see 

it start to lengthen in shape, let go and it will spring into 

place. 
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Spelling and Grammar 
You may notice that some words you enter become underlined 

inred or green. Red means Word doesn’t have it in its dictionary 

— often, but not always, because it is misspelt — and green means 

that it appears to break the conventional rules of grammar. 

To check a single word, right-click to drop down a short menu. 

For selected text or the entire document, click the Spelling and 

Grammar toolbar button ¥ . This will pick up the first under- 

lined word(s) and you can select an alternative, ignore all 

suggestions or manually alter the words concerned. 

] Right-click on the word 

3 to ppportect 
| protect _ + Alternative spellings — 

| protract - click one to accept 
| Ignore All 

| addto ote Remove the error message 
j 

AutoCorrect » 
eRe word to the dictionary 

| dd to the list of errors to 
| 

be corrected automatically 

Language 

[english (U.K,) 7] 

Options... 

Dictionary language: : 

28 

rt Ignore All | 

¥ Add to Dictionary | 

Change An 

: Change All | 

white 
ea AutoCorrect . 

Cancel 

1 

Q 
: 0 “y 

Basic steps [pal 

Right-click on the red or 

green wavy underlined 

word. 

To check the whole 

document, click % to 

open the Spelling and 

Grammar dialog box. 

Select an alternative in 

the Suggestions pane 

or edit the mistake. 

Click Change so that 

your document will 

reflect the changes. 

New words will appear 

until the checks are 

complete. Either ignore 

or alter/replace each 

one in turn. 

To leave the checking 

box at any time, click 

Cancel. 

A Click Change 

6 Click Cancel 

to quit 
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] Type a question or 

keywords that describe 

what you want to know 

into the box under the 

control buttons and 

press [Enter]. 

Or 

2. Select Help > Microsoft 

Word Help, or click the 

toolbar button @ or 

Press [F1] to open the 

main Help window. 

You can then select one 

of three tabs: Contents, 

Answer Wizard or 

Index. 

3 Select Help > Show 

Office Assistant to get 

the helper. You can 

type questions or , 

accept Help on § 

activities such 

as writing letters. 

Click the Options 

button to change the 

appearance or remove 

the Assistant altogether. 

Getting Help 
If you have problems, or want to learn something new, Word 

has a range of help functions available on-line. You can view 

demonstrations, have your questions answered, display defini- 

tions, get step-by-step guidance, trouble-shoot or simply read 

about most aspects of the application. 

] Type a question 

Change page 
margins 

Change the cell 
margins in a table 

About page margins 

Troubleshoot 
margins and page 
orientation 

‘w See more... 

2 Open the Help window 

| ‘vy Show All a 

Move around in a 
document 

| Stil through a document 

} » Scrothrough a document 

Contents — select a topic 

to display in detail 

Lontent¥) Answer Wizard 

| [SW voootwornte 
19) Microsoft Wore Help Center 

Do any of the Following: 

> Scroll thr&yoh two parts of a 
gneously by splitting 

2 
document si 

14.7 the window 
Document Fundamentals 

{() Viewing and Navigating Documents 
72) About ways tofview a Word document 

(3) Select a docurgent view 

dove sound ih a document 

View two parts of a document simultaneour 

2} Zoom in on at out of a document 

Show or hide formatting marks 
Show or hide white space in print layout vie 

Change the default unit of measure 

12] Troubleshoot document views and screen 

& @ Document Map 
# @ Outline View 

ss: 

: Creating a Docurgent Quickly Using Wizards 

| Go to a specific location 

| » Goto a specific page, table, or 
| other iter 

| Browse te the next or previous 
1) page, table, or other item of the 
7 same type 

1D Return to a previous editing 
1 Jocation 

% Find text 

| Navigate by using the 
| Document Map or a table of 

rontontc 
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Answer Wizard — type in questions, click Search 

and select related topics that you can then display 

how do youthange margins 

Select topic to display: 

Position headers and fgoters 
Change page margins 
Change the cell margins in a table 
About page margins 
iTraubleshoot margins and page arientation 
iChange a border 
Troubleshoot templates and letters 
Change the position of bext in a table 
(Flip an object : 
‘Troubleshoot graphics 
Vary alignment within a single line of text 
About ways to view a Word document 
Crop 4 picture 

Position graphics and text 
Troubleshoot headers and footers 
Align text left or right Me 

Index — enter keywords and 

click Search or choose from 

the list to display topics 

containing those words 

y Show All 

Change page margins 

1 

2 

On the File menu, click Page 
Setup, and then click the 
Margins tab, 

Under Margins, select the 
options you want, 

Note To change the default 
margins, click Default atter you 
select new margin settings. The new 
default settings are saved in the 
template on which the document is 
based, Each new document based 
on that template automatically uses 
the new margin settings. 

You can also do one of the following: 

» Set mirror margins for Facing 
pages 

® Set gutter margins for bound 
documents 

Note To change the margins for 
part of a document, select the text, 
and then set the margins you want, 
In the Apply to box, click Selected 
text, Microsoft Word automatically 
inserts section breaks before and 
after the text with the new marain 

Be | Microxoft Word Help 

Oa = & 
Contents) AnswerWizard Index | 

1, Type keywords 
jinn sanaebansinhd Hrentenerstine 

abbreviation 
abstract 

3, Choose a topic (129 found) 

A Also on the Help menu 

is k2 What's This? 

Click on this then click 

a part of the window to 

reveal a definition. 

On some dialog boxes 

there is a [J question 

mark next to the Close 

button that works in the 

same way as What's 

This? 

Select Help > Office on 

the Web to connect to 

the Internet and access 

extra Help and guid- 

ance. 

Show All 

Select text and graphics 

Wen -} You can select text and graphics by 
using the mouse or the keyboard, 
including items that aren't next to 
each ather, For example, you can 
select 4 paragraph on page one and 
a sentence on page three, 

Microsoft Word provides additional 
methods for selecting items in a 
table, drawing objects, or text in 
outline views. 

Select items that aren't next 
to each other 

1. Select the first item you want, Tip 
nhc! 

[Select recipients to include in a mail merge aon such as a table cell o 
Set options for converting documents a i paragraph, 
hange page margins (2, Hold down CTRL, 
ele tiple Fil | | f yo U for g et what a too | ha r Ths ap bo text boxes 5 Select any additional items you 

wart, 

Note You can only select multiple 
objects of the same type, such as 
two or more text selections or two or 
more Floating graphics, that aren't 

|| next to each ather, we 

Change a picture on a button 
Selen all text with the same formatting 
Reorgenize a document by using outline view 
Select text and araphics 
Keyboard shortcuts 
‘Troubleshoot recording and running macros Me) 

sb etediiicis 

button does, rest the mouse on 

it and a ‘Tooltip’ will appear. 
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Basic steps al Select NQ text 

Using the mouse Each document has pre-determined settings that are known as 

the default, and these include style and size of characters, line 

spacing, margins and the alignment of entries on the page. 
UY Select one word by 

double-clicking it. 

To alter the look of your text, either change these settings before 

typing, or type the text in the normal way and then go back and 

make changes to particular sections using the various format- 

O To select a block of any ting tools available. 
size, click at the begin- 

ning of text, hold down 

the button and drag the 

cursor across to the 

Q) Triple-click to select a 

whole paragraph. 

To restrict the changes to certain words or paragraphs, you must 

select (highlight) them so that the text appears white on a black 

background. Any new instructions you give the computer 

concerning changes to characters or paragraphs will now only 
end. 

affect the selected text. 

QO) Select a line by movin 
4 : 2 There are many different ways to select entries, using either the 

the mouse pointer in 
, fe mouse or the keyboard. 

the left margin until it 

shows a right-facing 

arrow. Click, or click 
Click here to select the whole line 

and drag up or down Selected text 

to select several lines at 

the same time. 
38 Document! - Microsoft Word Be x| 

File Edit lew Insert Format Tools Table Window Help defect and repair +X 

Ch ce 14 421% £2 Bor @& 100% - >» ed >> Times New Roman + S o 

Nous i Cr as 6 Mes PC 

Milt was a lovely day but I decided to stay at home and finish the book. It was due b 

the library on Saturday and I couldn't afford the fine. Suddenly, I noticed 
Select the complete & 

document by pressing 

[Control] + [A] or go 

to Edit > Select All. 
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1 Click at the start 

ia§ Dociiment1 - Microsoft Word 

dit View Insert Format Tools Table Window Help 

a i = & & “> vy 100% (2) 

Pitot heviagene A eye Se hep pez ee ge ke ge ho eee 

> 
Aa »” Times New Roman|, + 

c_} 

This is a large section of text that you may want to select, e 

Ba 
z 

re) 
the circumstances, you need to use the scroll bars and keybo 

}=a/e)= «| { >| 

Page 1 Sec 1/2 &t 23.9cm Ln 45 Col 1 REC TRK E 

3 Hold [Shift] and click at the end 

If the black highlight extends too far when selecting 

text with the mouse, keep the button depressed as you 

slide the mouse slowly back up the line of text. 
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( 2 > Scroll down 

3 

To select a large block 

Click at the start of the 

entry to place the 

cursor in position. 

Scroll down to the end 

of the block. 

Hold [Shift] and click 

the button again. 

Using the keyboard 

4 

g 

Move the cursor to the 

start of text. 

Hold down [Shif]. 

Press the arrow keys in 

the desired direction. 

If you press a key when 

text is selected, it is de- 

leted or replaced with the 

newly typed character. If 

this happens, click Undo. 

To take off the highlight 

but not delete the entry: 

click on screen once with 

the mouse. 



| Basic steps [al Formatting Text 

OQ) Click the toolbar but- Formatting means changing the look of your text. There are 

tons to apply bold, various toolbar shortcuts for applying different formats to 

italic or underline. characters. Sometimes they can be clicked on and off (e.g. Bold 

Cl iciniahediertonbivics or /talic) or one format must replace another e.g. font (character 

and size, click the down . 
arrow by the boxes to Either set the formatting to apply to the text you are about to 

display a menu from type, or select existing text and then apply the formatting. 

design) type or size. 

which to choose. Styles and Formatting 

Q) Click the arrow next to Task Pane 

the Font Colour toolbar 7 

button A - to choose a 

Size Italic 

Style Font 

colour other than 

black. 
‘ Arial Black 

Arial Narrow 

| iy Mac kaddler FIC 

ip Book Antiqua 

ky Bookman Old Style 
hp Bradley Hand (TC 

QO) Styles combine pre-set 

font and paragraph 

settings. A range of im  £ 

styles is available from | Clear Formatting 
i en | SCrmemucveal Hi Century Gothic 

the drop-down Style list | Heading1 1 ® Comic Sans MS 
: fee eee | ‘i COPPERPLATE GOTHIC Bc | 

or in the Styles and Heading2 1 % COPPERPLATE GOTHIC LI - 
| Formatting Task Pane. [Heading 3 se: 

The menus show how the text will 

‘[omecmeeunecnrmatent eae eee eS 
[Moe | look if the style/font is applied 

Tip 

To copy the formatting that you have applied to some text, use 

the Format Painter <* button. Select an example of the 

formatted text, then click <. The pointer will now show a 

paintbrush. Drag this across text to apply the same formatting. | 
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The Font dialog box 

To make detailed changes to the look of your text, you need to 

go to the Format > Font dialog box. 

2. Set the font, style and size 

Font 

Font | Character Spagifig | Text Effects | 

Eont: Font style; Size: 

Vivaldi Bold Italic 20 

Tunga a 16 ae ee 
Vivaldi : = j 

Webdings and Be | 
Wingdings x be. 24 al 

nderline style: Underline color; 

vi] Automatic 

Font color; 

S28 OO Shadow 
3 Pick from the 

P Small caps 

f 

| 
: 

2 ee Ottine all caps drop-down lists 
| <2 wo ee Emboss I Hidden 
i a ‘BuSeue Engrave 

More Colors... : V 

— cwunaanr 7st OMiry 200 4 Tick checkboxes? 

This font style is imitated for display, The Jiosest matching style will be printed, 

Default... OK Cancel | 

Preview your choices 5 Click OK 

6 Set as the default 

8) 
; Oy 

Basic steps [S04 

1 Select the text then use 

Format > Font to open 

the dialog box. 

2 Select any font type, 

style or size and pre- 

view the effects in the 

Preview pane. 

3 Use drop-down menus 

to apply special under- 

lining or text colours. 

A Click in the checkboxes 

to apply special effects 

such as shadows or 

outlines. 

5 When you have made 

your choices, click OK. 

6 if you would like all 

your future documents 

to have these formats 

pre-set, click Default... 

and then click Yes. 

If you type capitals by mistake, select the text and hold down 

[Shift] as you press [F3]. You will be offered a repeat of lower 
case, Sentence Case or UPPER CASE as you press. Other- 

| wise, select the text and then go to Format > Change Case. 
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QO) Setting alignment 

1 Click the appropriate 

alignment toolbar 

button. 

LOx 

2 Use the keyboard 

shortcuts: 

[Control] + [L] Left 

[Control] + [E] Centre 

contre + [R] Right 

[Control] + [J] Justify 

, In computing, ‘paragraph’ means any text typed between two 

[Enter]s on the keyboard. If you want to format a single 

paragraph, you select it by just clicking somewhere inside. If 

you want to apply a new format to more than one paragraph, 

select the relevant block of text with the mouse or keyboard 

before formatting. 

There are toolbar or keyboard shortcuts for changing text 

alignment, line spacing or indentation, but you can also make 

these choices via the Format menu. 

Alignment 

One of the most common changes you are likely to make is to 

the position of text on the page. There are four alignment toolbar 

buttons: 
Centre 

Left “Ss \ 

© = Left aligned to line text on the left margin 

@ Centre aligned to position text around a central point 

@ Right aligned to line text up on the right margin 

@ Justify will ‘stretch’ text across the page and so neaten 

the right-hand edge. Sometimes too many spaces are 

inserted, but it can give text a more professional look. 
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Line spacing 

Normally, new lines of text appear one below another with little 

white space between them. This is single line spacing and 1s the 

default setting. 

If you want more space on your page, you can change to 1.5 or 

double spacing, or select a specific spacing measurement. 

2. Set the Line Spacing 

Indenting paragraphs 

You may want a paragraph to be set some way in from the left 

or right margins, e.g. so that it stands out or as a way to present 

quotations in a document. 

This paragraph is not indented and so lines up with both the left 
and right margins in the normal way. 

This paragraph is indented by 0.5" (1.27cms) from the left 
but not from the right, so that the application of word wrap 
always leaves a space on the left. 

This paragraph is indented 
by 1.18" (3 cm) from both 
the left and right margins. 
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QO) Line spacing 

1 Hold down [Control] as 

you press [1] for single, 

[2] for double or [5] for 

1.5 spaced lines. 

Or 

2° Click the arrow next to 

the line spacing button 

and select an option. 

OY Indentation 

3 To move a paragraph 

in from the left margin 

by 0.5”, click the In- 

crease Indent toolbar 

button 2 . 

A Reduce the indent by 

clicking the Decrease 

Indent button =, 

showing the arrow 

pointing in the opposite 

direction. 



| a 

Basic steps pal 

1 Select Format > Para- 

graph and click the 

Indents and spacing 

tab. 

2 To change left or right 

~ paragraph indents, 

select the box and alter 

the measurement by 

clicking the up/down 

arrows or typing in an 

exact figure. 

3° Click the drop-down 

arrows to see the Line 

spacing options and 

_ select a standard spac- 

ing or choose Exactly, 

At Least or Multiple and 

enter the number in the 

At: box. 

A Preview the changes 

you make and then 

click OK. 

The Paragraph dialog box 

If you want to set your indents or line spacing more exactly, you 

can do it from the Paragraph dialog box. 

1 Goto Paragraph > 

Indents and Spacing You can set the 

alignment here 

Paragraph (?| x 

Indénts and Spacing | Line and Page Breaté 

Alignment; Left 7 Outline level; Body tex 

2. Set the indent 

: amount 
Left: Ocm : Special: By! . 

Right: [o.9 cm “24 [{none) ~ { a 

Before: Opt = At: 

After: fo pt - =] i 7 | = i 

i Dork add apace bekwean pay ay ol e # NE 

Bieta a eee tee ee 

3 Set the Line spacing 

Tabs... ] = Cancel | 

Use the Preview as a guide | A ann OK | 

Tip 

The arrows in measurement boxes move n 

10ths, but you must click in the box and alter numbers 

manually to change measurements by 100ths. 
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Saving work 
After all the hard work of creating a document, you’!! want to 

save it. There are three questions you need to ask: 

@ Where do you want to save the file? On the hard disk, or 

perhaps onto a floppy disk or CD that you can take with 

you to work. 

@ What do you want to call it? When you want your work 

later — to edit it or print a copy — finding Technical CV 

is going to be far easier than finding Document 26. 

@ Do you want more than one copy? If you need different 

versions of a CV, for example, you could edit the original 

and save both Technical CV and Management CV files. 

Save in: ic 
te Desktop 

i “) My Computer 
(2) Jacqueline's Documents 

‘23 Shared Documents 
44, 3% Floppy (4:) 
a Local Disk (C:}) 

os DVD Drive (D:) 

History 

| 422, FTP Locations 

23) Add/Modify FTP Locations 

{ 
{ 

i ee File name: Trepprt t 2003 
_ My Network 
i Places Save as type: Mord Document Cancel | 

: 3° Edit or replace 

the name 

Basic Basic steps al 
1 Click the Save button 

or select File > Save 

or Save As to open the 

Save As dialog box. 

Select the target folder 

from the Save in drop- 

down list. 

Word names files by 

entering their first line 

of text into the File 

Name box. Edit or 

replace this name as 

appropriate. 

Click the Sails button. 

To keep your original 

unaltered but create a 

second copy, use File > 

Save As to open the 

Save As box and 

change the location 

and/or rename the file 

before clicking Save. 

Once you have named a file, save it regu/arly by clicking the 
Save button, so that you do not lose later work if the PC 
crashes. This will resave the file with the same name. 
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Basic Basic steps a Opening previously saved files 

] Sure the Open button The main reason for saving files is so that you can open them 

_or select File > again later — perhaps to make changes or to print a copy. 

ou If your work has been saved properly, all you need do is open 

2. Inthe Open dialog the Open dialog box and scroll through your files until you find 

box, make sure the the one you are looking for. Select it and click Open and it will 

correct folder or drive appear on screen as the active window. 

shows in the Look in 

slot — if necessary, look 2. Select the Look in folder 
in different folders by 

clicking the Up One Level button or opening | at 

a folder visible in the fo 

main window. 
History 

3° Scroll through your files | 

and select the SARA ha) | hy Doce Go up a level 

want to open. 

A Click the Open button | Delton 

~) #~f @ X& ©) EB - Took 

3° Select the file 

or press [Enter]. | Be press [Enter] | Ga | 
| Favorites 

etieoes GO _ My Network 
Places Files of type: eC a Cancel | 

When transferring files to a different computer, you may find 

"you cannot open your documents because the machine is running 

an earlier version of Microsoft Word. To cope with this, save 

your work in a different format by selecting file type, e.g. Word 

* 6.0 or Rich Text Format, from the Save As type box. 

A Click Open 
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Pri ni Preview Basic steps Iss 

When typing and editing, it is hard to get a feel for the look of | |] Click the Print Preview 

the finished piece of work. Check your work before printing as button icy or select it 

this is the only way to discover that everything is squashed in from the File menu. 

one corner, or one word has just gone over onto a second page! ? aes hagaitieation 

To preview work, view the document in Print Preview. Zoom by altering the percent- 

in on details, correct basic spacing errors and then print directly age in the Zoom box. 

from here or close and return to the Normal view. cS a viogdpoct nl eepel 

To carry out document editing, click the Magnifier button to setting and 100% zoom 

turn off Zoom mode. A cursor will appear on screen and you can by clicking on the page 

now alter spacing or delete text in the normal way. when the pointer shows 

a magnifying glass. 
2 Set the Zoom level gnifying g 

Turn zoom A Click the Multiple Pages 

A Set the page display off to edit button and select the 

‘all Document2 Dievies ) - Miciore’ Word (asl ed 

Shrink to fit number of pages to see 

by clicking and drag- 

ging the pointer across 

the squares. 

5 To see the next or 

previous pages, press 

the Page Up or Page 
6 Click Close 8 14106 28 Down keys. 

mem 6 Click Close to return to 

Normal view. 

Page 1 sec 1 1f2 At 25cm Lni Col 8 REO): TRE 

Shrink To Fit can.pull back text that has gone 
over the page. This will reduce the font size but 
only works for a small amount of extra text. 
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Basic Steps [Pel 

] For one copy of your 

document, click the 

Print button &. 

To alter default settings, 

select File > Page Set 

up to change paper 

size or orientation. 

Select File > Print to 

open the Print dialog 

box. 

Select the printer in the 

Name slot. 

Enter the number of 

copies, and either click 

Current page or type 

the page numbers in 

the Print range area to 

specify which pages are 

printed. 

Click OK. 

Print long documents on both 

sides of the paper by select- 
| <ang Print: Even pages, then 

| replacing the paper and 

“printing Odd pages. 9 Specify th ii pages and copies 

Printing 
You can prepare the page for printing via Page Setup. The 

default prints documents on upright A4 (Portrait) and you need 

to select Landscape Orientation if you want the longer edges top 

and bottom. You can also select different sized paper on which 

to print. 

Margins | Paper 

Top: = Bottom: |2.5¢cm <2 

Left; fs. 17 cm = Right: fs. 17 cm “24 

To change the size, 

go to the Paper tab 
Gutter; fo Ocm i Gutter position: = ~/ 

i [es and 2 Sage the orientation 
Portrait Landscape 

Multiple pages: [Ivormal ia 

Apply to: 

[Whole document x) 

A Select the printer 

Print Default. 

BEN ecle eee ce 

| Name: tae oe BJ-10ex Properties | i 

| Status: Printing: 1 documents waiting Find Printer... | 

Sor ecpatae if | Type: Canon Bubble-Jet BJ-10ex 

| Where: LPT1: 

i Comment: 

j 

Print to File 
T Manual duplex 

i Collate 

ei Copies son 
Page range~ 

eh aoe 

& all | Number of copies: 

€ Current page 

t Pages: | 

Enter page numbers and/or page ranges i | 
_ separated by commas. For example, 1, 13, nope : i 

: fi page ~/ i 

| Scale to paper size: [Io Scaling y| 

Cancel | 

6 Click OK | 
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200m 
Print what; {Document 

| Pages per sheet: 

-_Qntions... | 



Summary 
| 
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When entering long sentences, you can leave word 

wrap to move text onto the next line whenever the right 

margin is reached. To start new lines or paragraphs, 

however, you must press [Enter]. 

Correcting spelling and grammar is made easy as 

Word puts red or green wavy lines under words that 

need checking. 

If you make a mistake, the Undo button can put things 

right by stepping back one action at a time. 

Help is available in a number of places, particularly 

from the Help menu and through the Office Assistant. 

If you first select entries with the mouse or keyboard, 

you can make changes to the appearance of the text 

or to line spacing, text alignment and paragraph 

indentation using the toolbar shortcuts or Format 

menu options. 

Saving work is straightforward if you are clear where 

you want to save it, and what name it should have. 

It is a good idea to update your work regularly by 

clicking the Save toolbar button. 

Before printing, check your document in Print Preview 

so that you can make final adjustments to spacing and 

page layout. 
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4 Extra Word features 

Pictures 

Drawings 

Borders and shading 

Margins 

Moving and copying text 

Find or replace text 

Starting a new page 

Page numbers 

Symbols and dates 

Inserting objects 

Headers and footers 

Creating lists 

Tables 



Pictures 

A quick way to improve the look of your work, or clarify a point, ] 

is to add a relevant picture. Although you can use an application 

such as Paint to create your own pictures, or download wonder- 

ful images from the World Wide Web, for most of us its easiest 

to select from the supplied clip art. 

A shortcut to the Clip Art Task Pane is located on the Drawing 2 

toolbar, but you can also reach it via the Insert menu. 

Once you have inserted your picture, you can change its size and 

position and even alter specific details such as colour and 

orientation using the drawing tools. 

© © Insert Clipart 

Search text: 
i 

cats 

Search } 
Other Search Options 

mates st 

Search in: 

Selected collections iw 

Office Collections 

+ Academic 

OO Agriculture 

Animals 

iO Astrology 

(C) AutoShapes 

OO Backgrounds 

Take note el 
Many clips will only be 

available from the Office 

CD-ROM. 
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a 
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Basic steps 9%) | 

Click where you want 

the picture to go then 

click the Insert Clip Art 

button (@ or use Insert 

> Picture > Clip Art. 

In the Insert Clip Art 

Task Pane, type your 

keywords in the Search 

text box. 

3° Narrow the search by 

selecting the collections 

from the Search in box. 

Click Search. 

On Click a picture or its 

arrow, or right-click, 

then select Insert to add 

it to your document. 

Insert 

@ © Insert Clip Art v 

Results: 

a 
5 Right-click and 

select Insert 

* Copy to Collection... 

Copy 

Delete From Clip Organizer’ 

Open Clip In... 

Tools on the Web... 

Br... 

Edit Keywords... ; 

Find Similar Style pra Clips 

Preview/Properties 
EM SEEM I eH a cpa 
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Basic steps [Pol 

Resizing a picture 

Click to select it. 

Move the pointer over 

a sizing handle where it 

will show a 2-way 

arrow and drag the 

border in or out. 

Go to Draw > Text 

Wrapping to set how 

text fits around the 

picture. Select an op- 

tion such as Tight. 

Select a Draw > Rotate 

option. The handles 

will be replaced by 

white circles and a 

green circle will appear 

at the top. 

To move the picture on 

the page, drag it when 

the pointer becomes a 

4-way arrow «}. 

To rotate the picture, 

drag on the green 

circle. The cursor will 

be a circular arrow. 

The picture will rotate 

around its centre. 

Making changes 

,A selected picture shows a black border and small boxes — 

sizing handles — and in this state can be resized. It can also be 

deleted by pressing the [Delete] key, or realigned using the 

alignment toolbar buttons. 

A picture can be treated like a drawing object. To position it on 

the page more exactly, use the tools on the Drawing toolbar. 

1 Click on the picture 

2 Drag the handle 

te ee te Dotted line shows new 

size after dragging 

6 Drag the green 

handle to rotate wor 

45 



Editing a picture 

To make more detailed changes to your picture, right-click to 

open the editing menu. You will now be able to add a border or 

caption, change the brightness or colour and generally custom- 

ise the picture in a range of different ways. 

Show Picture Toolbar 

Borders and Shaditg 

Caption... 

' Dy Format Picture... 

@ Hyperlink, .. 
sepercermunnmannanraate st 

5. show the Fre toolbar) Show the Picture toolbar 

Click up or down to change’ Text Wrap — controls the way 

Contrast or Brightness text wraps round the picture 

Format 

wv) Sutormatic 
i 

Grayscale 
{ 

} 
| 

| Black & White | 
| Washout 

Image Control — produce a 

black and white or greyscale 

picture or display it as a 

‘watermark’ (pale image) in 

the background 

46 

Reset Picture — click if 

you don’t like the 

changes you have made 

Click Crop and drag a 

sizing handle inwards to 

remove an unwanted area 

Q 
e Y¢ 

Basic steps [sa 

1 

2 

Right-click the picture to 

open the short menu. 

Select Borders and 

Shading to place a 

border round the 

picture, or Caption to 

add a title. 

Edit Picture will place 

the picture in a frame — 

the Drawing Canvas. If 

it is a drawn clip art 

picture you can add, 

remove, move, resize 

or recolour individual 

parts within the frame. 

Select Format Picture to 

make precise changes 

to measurements or 

add a background 

colour. 

Select Show Picture 

Toolbar for a further 

range of shortcuts. 



| 8 Basic steps [Pel 

] Open the Drawing 

toolbar from the View 

> Toolbars menu or 

click on the Drawing 

button @. 

2 Select a free line, 

rectangle, oval or other 

AutoShape from the 

toolbar then move the 

pointer on the screen. It 

will show a cross. 

3° Click and drag the 

cross across the page 

to create the shape. 

A Double-click the mouse 

to stop drawing curves 

or free shapes. 

Grouping wees Group 

The Drawing Canvas normally appears 

automatically. If you do not want this, 

go to Tools > Options and deselect 

the option on the General tab. 

Drawings 
When you want to add arrows, squares or freestyle drawings of 

your own, you can use the range of drawing tools available 

within Word. 

Once you have drawn a basic shape, you can fill it with colour, 

rotate or flip it or select several shapes and group them into one. 

Apart from the more commonly used lines, arrows and geomet- 

ric shapes, you can add Callouts as ‘speech bubbles’, or WordArt 

text in bendy shapes. You can also box text and make it stand 

out with colours, shadows or 3-D effects. 

AutoShapes Drawing Toolbar 
pee a ee ee 

XX tres 7 ClipArt 
Ba Connectors » 

i 
iG Basic Shapes > LL 
i 

. 

j F. Le. ee 
2 Block Arrows es ey ee a Fill Color 

| toa 

So Flowchart an 8 @ Line Color 

Sn 
ey Callout nes | Callouts | ea i 

ee poo 
Draw > [3 [Autoshapes|\ | CLO i} di er S=oO@. 

Text box 
Drawing shapes 

Box styles 

Line and arrow styles 

sangre terateasmactnsinnnr stripers nsrnimtieentis “ 

rea ere 
Bis Grid... 

Send to Back 

Nudge 
i 

i Align or Distribute 
} 

Rotate or Flip, 

a Text Wrapping 

ea mee - 
CL aad i 

. Reorder objects 
Change AutoShape > 

Set AutoShape Defaults 

‘Draw + [TS “Autoshapes + ste ~~ OO 4 2 2 

ie 

i 
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Basic steps [04 

Using some of the Drawing tools Q Editing a shape 

1 Click to show the white 

Simple drawing sizing handles. 

2 Drag any sizing handle 

with the 2-way arrow to 

increase or decrease 

the size of the shape. 

On a callout, you can 

drag a yellow triangle 

appearing at its tip to 

Rasbariralett change its position on 

SS oe the marked object. 

+ 3 When the mouse 
Rotated Autoshape pointer shows a 4-way 

arrow, click on the 

drawn object to drag it 

around the screen. 

4 Change the line style or 

fill colour using the 
Fill Effects — texture Fill Effects — patterns 

toolbar options. 

5 To rotate a shape, click 

on it then drag the 

green circle to turn it 

around its centre. 

Tip 

To box text, either draw a Text Box first, entering text where 

the cursor is flashing, or draw a rectangle round entries. You 

may need to select Draw > Order > Send Behind Text, or use 

Fill > No Fill, to reveal the text underneath. 
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Basic Basic steps. 

Select the text and go 

to Format > Borders 

and Shading... 

On the Borders tab, 

select the type of bor- 

der, the line thickness 

(width) and style, and 

check that these are 

applied to the correct 

section. 

To remove the border 

select None as the 

Setting. 

On the Shading tab 

you can add coloured 

or patterned back- 

grounds to the box. 

Select Page Border to 

edge the page with 

lines or pictures. 

Click OK to return to 

your document. 

al Borders and shading 
You can create attractive boxes of text by bordering and shading 

parts of a document, and you can also border a whole page. The 

options are in the Format > Borders and Shading dialog box. 

When text borders appear, they often apply to the entire 

paragraph. Select the text and then click|Apply to Textlif you 

want the border to fit just the text entry. 

A Seta page border? 

3 Apply shading? 

Borders | Page Border | Shading 

Setting: Style: Preview 

: “ Click on diagram below or use 
buttons to apply borders 

Borders and Shad ng 

None 

Color: L 

Automatic ¥, | 

| Byidth: 

34 pt 

Custom 

Pee sates 
© pwientabnta) 5 Click OK 
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Ma rgins Basic steps Rel 

Every new document has a left, right, top and bottom margin | Q Using the Ruler 

where text is not normally typed. The default settings are: 1 Savery 

Top and Bottom 1" (2.54 cm) Layout to show the 

Left and Right 1.5" (3.17 cm) margins clearly. 

2 Move the mouse 

pointer between the 

white and grey areas 

on the ruler until it 

For some documents, these white spaces may be too wide or too 

narrow and you will want to change them. You can either 

change the measurements exactly, or do it roughly by eye using 

the Ruler. 
changes to a two-way 

2. Point between the 

white and grey areas 
arrow. 

3° Click and hold the 
button and a dotted 

Insert Format Tools Table line will appear down 

TH PU SAY BAS o-u- 4 the page. 
~1¢ » [B]z u Biz 4 

Pe COG WLIO GRAMS Baas Meee a He « 

wi Document - Aicrosoft Word 

Window Help 

Drag the line in the 

appropriate direction to 

increase or decrease 

the margin. 

Scanners and Cameras 

Digital Cameras: how they work 

. , 
Resolutidg — measured in millions of pixels ("c =\F 
more you hae, the better the image quality. Tr © 
print large-sized pictures. Best quality — 2 or 3 r Take note 
pictures, more thign 4 — too expensive cameras. a a 
Look for true resol@ion, not output or other type 
gaps" (using interpohation or sits to add smc F Measurements are normally shown 
rather than true extra Gg Llp MAG = ae RC Pa Ut See TT ST) ha: 

in centimetres. To change the units, 

select Tools > Options, click the 

General tab and change the setting 
in the Measurement units box. 

4 Drag the line 
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Basic steps 

In the File > Page Set 

up dialog box, click the 

Margins tab. 

For any margin, move 

the measurement up or 

down in 10ths by 

clicking the arrow. 

Type in new measure- 

ments — you do not 

need to add the units. 

Set the Apply to option 

— the whole document, 

the section or from the 

current point forward. 

If you want to use the 

new measurements 

regularly, click Default 

to set them for all new 

documents. 

Preview the changes 

before clicking OK. 

va 

; To alter margins exactly, click the Margin tab in the File > Page 

Set up dialog box and then change the measurements showing 

in the relevant boxes. Unlike paragraph formatting, you don’t 

need to select any part of the document first unless you want the 

margin change restricted. 

1 Go to the Margins tab 

2 Adjust the value 

Page Setup 

3 Type the values argins | Paper i. Layout | 

Margins riscssabisvinaremirciicvsivonvet tien ae 

Top: 2.54 cm = Bottom: {2.54 

Left; [3.81 cm cI Right; |3.174m —S4 

Gutter: fo cm 24 Gutter position: {ert 7] 

a 

ib 

E 

Orr leeriteetcai ye rrr j 

A Linen 
Pages Speeensevenevadndristess pcbtincinanitsonscecbtans non snstseiacnoresiteass retires ionrwettmommtatsirnssbnjaunttieniisclseniaonsst 

Multiple pages: EF Aormes a 

ree A Apply to what? 

Apply to: 

Whole document 

‘whole docurnent 
This point forward 

Default... eee Cancel | 

5 Set as default? 6 Preview and click OK 
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Moving and copying text Basic steps ba 

It often happens that words, paragraphs or other items such as 

pictures need to be moved or copied to a different part of the 

document. To save retyping, you can use two different tech- 

niques commonly known as drag and drop and cut and paste. 

Drag and drop 

Dragging selected text with the mouse is best for moving single 

words or paragraphs short distances on the visible part of the 

screen. After dragging, text may take on the alignment of the 

closest entries, but this can be sorted out quite easily. 

1 Select the text 

Memory — most have removable memory cards which can store between 10 

— 20 shots each, and you are sure to need to buy an extra one as those 

supplied are usually small. There are different formats e.g. Compact Flash, 
Memory Sticks, Smart Media, XD cards etc. You need at least a 64Mb card 
which would cost around £40. 

Flsh — for better pictures, look for a camera with mounting for an extra flash 
gu 

3 Drag across 

the screen 

1 Select the text. 

2 Move the pointer over 

the block until it shows 

a white arrow. Hold 

down the button. A 

small box will appear 

at the end of the arrow. 

Drag the arrow to the 

new position for the 

text. A vertical dotted 

line will move with it. 

Release the mouse 

button and the text will 

drop into place. 

To copy, but not move, 

the text, hold down 

[Control] as you drag. 

A cross will appear 

below the box. 

Memory — most have removable memory cards which can store between 10 
— 20 shots each, and you are sure to need to buy an extra one as those 

supplied are usually small. There are different formats e.g. Compact Flash, 
Memory Sticks, Smart Media, XD cards etc. You need at least a 64Mb card 
which would cost around £40. 

4 Drop into place ) 
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Basic steps [pal Cut and Paste 

1 Select the text. + To move larger blocks of text over longer distances, perhaps 

DWWeeraieelbar auton across pages or to another document or application altogether, 

6hteclect thevEdinaient it is best to use Cut/Copy and Paste. 

or right-click on the text | To leave the original in place, a copy of the selected text is 

and pick from the short _| placed ina temporary part of the computer’s memory known as 

menu: Cut % to move, | the Clipboard. To move text, you must cut it out of the 

Copy 83) for a copy. document before placing it in the Clipboard. When ready, text 

2” Blabdniheaaw posi- from the Clipboard is pasted into its new position. 

tion for the text. By default, formatting is copied along with the text. You can 

4 Clie Paste Mor Select control this with the options on the button which appears after 

in pasting. 

2 Cut (or Copy) it 

Edit — Paste. 

5 Click an option on the 

Paste button. 4 Paste it in 

Monday Monday 

Tuesday Tuesday 
Wednesday Wednesday 

or Keep Source Formatting 
| 
f 

atch Destination Formatting =| 
i 

Things can go wrong, so if working with painstakingly 

constructed text or images, copy rather than cut before 

pasting. This way, the original cannot be lost in transit. 

53 



The Clipboard in Word 

Earlier versions of Word only allowed one item at a time to be 

held in the Clipboard, but now it can store up to 24 different 

entries at once. This means that you can transfer a number of 

entries across pages, documents or even applications. 

54 

> 40f24-Clipboard = ¥_ ) Empty the Clipboard 

‘Gepaste all GE Clear all 
Click an item to paste: 

ia) 

| es 
i) digital zoo G 

} 

cal 3% or 4% optical zoom 

Paste all items at once 

A Click to paste an item 

9 
Oy 

Basic steps Bea 

1 

yi 

Cut or copy items as 

normal. 

If you want to paste the 

last item cut or copied, 

then Paste as normal. 

If you have cut or 

copied more than one 

item, the Clipboard 

should open in the 

Task Pane automati- 

cally. If it does not, 

show it by selecting Edit 

> Office Clipboard. 

Each item will be listed. 

Click an item or select 

Paste to insert it at the 

current place in your 

document. 

To empty the Clipboard 

click Clear All. 

To paste all the items at 

once click Paste All. 



Basic steps 

a | 

On 

7 
ge 

Select Edit > Replace. 

To replace text 

Enter the original text in 

the Find What box 

exactly as it appears in 

the document. 

Enter the new text in the 

Replace With box. 

Click Find Next. The 

first matching text will 

be highlighted in your 

document. 

Click Replace, or Find 

Next to skip to the next 

match. 

To find text 

Select Edit > Find or 

click g4 and complete 

the boxes as above. 

Click Find Next to 

locate the first matching 

entry. 

Only click Replace All if you are confident it 

will be straightforward. Otherwise, you might | 

replace parts of words you wanted to retain. 

Refine search criteria 

Find or replace text 
A useful shortcut offered by Word when working with longer 

documents is to find and replace text or punctuation automati- 

cally, or go directly to a particular page. You could, for 

example, use an abbreviation throughout a document and 

replace all such entries with the full text that only needs to be 

typed once, or find a reference to a particular word without 

searching every page. 

2 Enter the text to find 

Go to a page 

| 4 Click Find se 

—s 7 
University of the Third Age 

Less = & 

Search Options <= 

Search: a 

Tt Match case 

Tf Find whole words only 

1 Use wildcards 

T™ Sounds like (Enalish) 

1 Find all word forms costa 

Find and Replac» 

Find Replace 

Find what: U3A 

Replace with: 

Replace Cancel | Replace All fees | Find Next | Next 

5 Replace the text? 

Format * Special * 

Find non-text entries 

Find particular fonts 

or other features 
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Starting a new page 
As you type a long document, a new page starts automatically 

when you reach the bottom of the screen. However, the page 

breaks may change later as you add or delete text or images. 

If you always want an entry to start on a new page, perhaps a 

fresh chapter or the first piece of text following a title page, you 

need to produce a ‘hard break’ in your document. This will then 

be retained whatever happens to the rest of your work. 

To see the break, click ¢ the Show/Hide button that reveals all 

keyboard strokes and you will see it represented as follows: 

Page Numbers... 

Date and Time... 

Symbol... 

© Column break 

( Text wrapping break 

i Picture 

@ Hyperlink...  Ctrl+K 
NA ¥ 

ff 
j 
5 
H Section break types 

© Next page 

< Continuous 

( Even page 

f Odd page 

56 

You can sometimes create unwanted page breaks by accident, which will 
spread your document over several blank pages. To delete these, move 
to the end page and click the Show/Hide button. Now delete all the 

| Enter symbols 4] until you find yourself back on the last page of text. 

Q 
Oy 

Basic steps [sa 

1 Click the cursor in the 

position for the break. 

2 Use the keyboard 

shortcut: [Control] plus 

[Enter]. 

Or 

3 Open the Insert menu 

and select Break... 

A Check the Page break 

option is selected. 

5 Click OK. 

6 To delete the break, 

click on the dotted line 

and press [Delete]. 



Basic steps 

K WO 

You can choose to omit numbers 

on the first page of a document 

Select Insert — Page 

Numbers to open the 

dialog box. 

Choose where the 

numbers should go. 

Click Format... 

If required, change the 

style (e.g. i, ii, iii, etc.) 

or start numbering 

other than from page 1 

and click OK. 

Check the preview and 

click OK. 

Take note 

Page numbers are not visible in Normal view. 

Select View > Print Layout or preview your 

document by going to File > Print Preview 

to check that they are in the correct place. 

Si 

Gel £0 

Page numbers 
, Rather than number each page manually, which would mean 

amending numbers as you add extra pages of typing, Word will 

insert page numbers into the top or bottom margin and update 

them automatically. 

You can include page numbers within a header or footer (see 

page 61) or insert them from the Insert menu. 

] Open the Page 

Numbers dialog box {2 Where do you want | 

the numbers? 

’ Position: Preview 

Bottorn of page (Footer) x 

| Alignment: ; 

[Right +/ 

~ Show number on first page 

_Saneel | 

SechecoKes 

Page Number F 

3 Click Format... } 

Number format; 

P Include chapter number ~ 

Hes, A-1, I-A 

Page numbering Leta reese Leimert erste Rinbrmrran 

z : 

Kel | 

( A Set the style and start | 
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sym bols and dates Basic steps [Rol 

To enter a character not available on the keyboard, you can | () Inserting symbols 

select a symbol from the range available in the Symbol box. 

You can also save time entering the date by selecting it from the 
el Click in position for the 

symbol in your docu- 

| ment, and then go to 

2 Selecta font ) Insert > Symbol. 
ene en cee creacancensncenramientaat (~ Goce Re 

to view the sets. 

Insert menu. 

Symbols Special Characters 

Eont: | Wingdings 2 

Ce) Select a symbol, click 

Insert then click Close. 

eieteietlel PU stefs rae : sodel lh ee: 
|v [ba] M1] ba [2a] @|@|S 
Recently used symbols: 

€|£[¥/el@/™ +] # 
Wingdings 2: 38 

Select Insert > Date 

and Time. 

Select your preferred 

format and click OK. 

On On &O If you will be delaying 

printing but want the 

current date in your 
If you have used a document, select Up- 
symbol recently, it 

will be listed here 

date automatically. 

7 Click OK. 

5 Pick a format 

° 

: 

- : 

f 
2 to. ao. = i Soko B 7 HOLS S&S 

6 Update? 

Click the Default button when you have chosen ~T Click OK ) 
your preferred style of date or time. It will then 

be selected whenever you open the dialog box. 
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Basic steps [Pol 

UL) Previously saved object 

—l Select Insert — Object 

and click the Create 

from File tab. 

2 In the dialog box, type 

in the file name, or 

click Browse to locate 

the file — the name will 

be inserted into the File 

name box. 

3 If you click Link to file, 

changes made to the 

original will be reflected 

in the Word document. 

A Select Display as icon if 

you want to save space. 

5 Click OK to import the 

file into your document. 

6 Double-click the object 

to go to the original 

application for editing. 

QO) Handwriting 

N If handwriting recogni- 

tion is installed, you 

can write with the 

mouse to insert text. 

Inserting objects 
, You can use any of the applications on your computer to create 

objects such as charts, ‘post-it’ notes or pictures within your 

document, or locate and import one that was previously created 

elsewhere. You can even use your mouse to add text directly. 

When you double-click the imported object, you can use the 

toolbars and menu options available in the original application 

to make any changes. 

You can also choose to insert just an icon representing the 

object, which you must then double-click to view. 

1 Go to the Create from File tab 

2 Type or browse for | 

Object . the file name 

File name; 

ak ok Browse. 5 | 

y linktofile 

fe |” Display as icon 

Result 
. Inserts the contents of the file x fo your ; iy tie, 

I document so that you can eg#t it later usiy A : : ) 
application which created Me source file, D isplay as icon? ) 

LO sipsssieiiyl fe DAADA AD MALIA NDE 

3 Click Link to file to ) Sore oan Il 

keep updated _ we) ( 5 Click OK 

) writing Pad 

v4 Write Anywhere ee 

TH pawnaeed | 
fe On-Screen Standard Keyboard 

ler) On-Screen Symbol Keyboard 

_( 7 Write words directly ) 
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A Create the object 

when you 

double-click the 

picture, the note on 

the right will pop-up! 

Microsoft Note-It ye _ 2 x| 

Choose a picture: Type your note here: 

moot B B ‘ad | Cancel 

In Microsoft Word, ee Help | 

Awould you like big or small text? —— 

© Big Small 
Type your caption here: 

To create a Post-It note, choose a picture, 

then type a caption and the note 

Organization Chart 

Used to shaw hierarchical relationships 

coe _| 
7 Choose a chart type 
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Basic steps [al 

Q) New object 

1 Select Insert > Object 

and click the Create 

New tab. 

NO Scroll down until you 

find a suitable object. 

Select it and click OK. 

& Use the toolbars and 

menus that appear to 

create the object. 

5 Click outside the object 

or click OK to return to 

your Word document. 

On Double-click the object 

for editing. 

N For diagrams, click the 

Insert Diagram button 

*¢ on the Drawing 

toolbar, then select a 

diagram style at the 

Gallery. 
: 



gasic eps. fn) Headers and footers 
] Select View > Headers jit you want the same text at the top or bottom of every page, e.g. 

and Footers . a company logo or the title of your report, you can insert entries 

in the margins as headers or footers. This way, they don’t affect 

the layout of your work and you can even have different entries 

on the front or alternate pages. 

2 Fora header, enter 

your text in the box, 

formatting it as normal. 
Press [Tab] to move When you are creating headers or footers, the text of your 

across the box to centre | document is shown in grey. Switch between views by double- 

or right-align an entry. clicking the text in the header box or in your main document. 

3 Use the toolbar to 

insert page numbers, 
( 2 Enter text into the header box 

dates or times. 

A To set different headers 

within a document, go to 
Header _ jouer __§-- ~~ - ~~ - ee - -  -  a = = — igg = - = = 5 

Page Set up > Layout. 

5 To go to the footer box, 

click the Switch Be- 

tween Header and | 

Footer button. Page numbers ¢ 

6 Close the toolbar and Number of pages 

check in Print Layout Page number format 

view (where header text 

Insert AutoText * 
UBUD Drona EL NEO 

Page Setup (Fen) 
~ 5. Switch to Footer ) 

Date Time 

is shown in grey). 

7 To delete headers or 

footers, double-click 

the entry or select View 

> Headers and Footers 

and switch to the rel- 

evant box. Ensure text Is 

fully selected before 

| pa 

Take note Kel : 

| Page numbers, dates or times inserted from the Header 

and Footer toolbar are updated automatically. pressing [Delete]. 
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Creating lists 
Whenever you have a list of entries that need to be numbered, 

you can either set numbering before you type, or add the 

numbers later. In the same way, you can emphasise points with 

bullets. Once numbers or bullets have been set, they are added 

automatically when you press [Enter] and start a new line. 

3 > Click to turn off again 

AGENDAY 

62 

Click to show or hide 

’ the paragraph, tab 

and other layout marks 
1 +Plan Summer Fair] 

e— Organise stalls] 

e+ Book: band] 
e— Publicise events 4] 
e> |nvite-farno 

2 Announce the: 

us-local resident to: open the- Fair] 
winner-of the: raffle] 

3.+Arrange outing to: Bournemouth] 
4 >Find-homes for: 

Ask locals for-helpe 
Advertise in-the library] 

S.-Sort out who-will make-cakesf] 

2 Press [Enter] at 

the end of the line | 

visitors: staying-in-the-villagee 

Hold [Shif] for an 

unnumbered line 

1 Click Bullets or Numbers 

Take note 

Basic Basic steps [pel 

1 

If you click the Show/Hide button 
the symbol at the end of the line looks different. 

Click the = Bullets or 

= Numbers toolbar 

button. A number or 

bullet will appear at the 

beginning of the line. 

After your first item, 

press [Enter] to start the 

next line with a bullet or 

number. 

Complete your list, 

press [Enter] and turn 

off the toolbar button. 

To create a line in the 

middle of the list with- 

out numbers or bullets, 

hold [Shift] as you press 

[Enter] or select it later 

and turn off the button. 

To add or amend 

bullets or numbers afer 

completing a list, select 

all the entries and click 

the toolbar button. 

ek, ne 
you will see 



1 

KW 

On 

- 

Basic steps [ol 

To change number or 

bullet attributes, open 

the Format > Bullets 

and Numbering dialog 

box. 

Select the appropriate 

tab. 

Click on a style. 

If you break off a list, 

e.g. to insert a draw- 

ing, select the Restart or 

Continue option if 

necessary. 

Click OK. 

Customising 

To customise styles, or 

alter the spacing be- 

tween numbers or 

bullets and list items, 

click Customize... 

Define the style and 

click OK. 

Formatting bullets and numbers 

; The toolbar buttons are easy to use, but go to the Format — 

Bullets and Numbering menu to amend styles or spacing. 

= 2 Open the tab 
ae) 

|e 

es eae 

k Customize... 

a Open the Bullets and 

Numbering dialog box 

Bullets and Numbering 

Bulleted Numbered” | Outline Numbered | List Styles | 

(6 Clic 
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Tables 
To create neat columns of text or numbers in your work, you can 

insert a table and enter your data into the boxes — cells — that 

appear. Each cell is independent and so entries can be aligned 

or formatted differently within each one. 

1 Click the Table tool 

Watel 

A Marcus'Sedgwick#|Teenage-fictions | 
Quick,: Nakegerehier Michael-Rosen= 
heres 

Wycliffe and the Bedfese | W.J.Burleys 

4 Tab between cells 
Drag on a border to 

alter the table size 

Take note 

Basic Basic steps. Fel 

1 Position the cursor then 

click the Table tool. 

Z Drag the mouse across 

the required number of 

cells and, when you let 

go a table will appear. 

Or 

3 Select Table > Insert 

Table, enter the 

number of rows and 

columns in the dialog 

box and click OK. 

A Use [Tab] or the mouse 

to move between cells 

for text entry. 

5 Press [Enter] to create a 

new line within the cell, 

or let word wrap fill the 

cell with a long entry. 

6 To move the table, click 

and drag the small 

selection box. 

Selecting cells and pressing [Delete] 

will only remove cell entries and will 
NOT remove entire columns or rows. 
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Basic steps 

Q) Inserting and deleting 

1 Click in the last cell and 
press [Tab] to add a 

new row. 

Or 

2. Select any cell and add 

a column or row by 

going to Table > Insert 

and choosing a Row or 

Column option. 

3. To delete a column or 

row, select it then use 

Table > Delete and 

click a delete option. 

Q) Enhancing 

A Format selected cells or 

the table via the Bor- 

ders and Shading 

dialog box (page 49). 

5 To remove borders, set 

Settings to None. 

Or 

6 For colours or shading 

use the borders and 

backgrounds options 

on the Tables and 

Borders toolbar. 

8) 
Sy 
[a4 Amending columns and rows 

0 NEL NTR STE LINN LTS AON TDD DLE OH AEN 

, You will probably find that you need to change the width or 
height of your table to accommodate entries, and add or delete 
extra rows or columns once you start entering your data. 

foreeresrention 

oe ee 2. Insert a column or row 
| 9 Draw Table : : 

ieee 1D te. | 
Delete » i Columns tthe Left | 

iS Select mY eh Columns to the Right | 
he i i 

‘ lok R ues sbove i 
F | | 

Ss Salt Cells, /4E Rows Below | 

ae | 
. 

| apie T Table 

pial Table Aukebornat.. 

AutoFit 

Convert | 
2 Sort... 

| Use AutoFit to distribute 

rows or columns evenly Formula... 

a Hide Gridlines | 
i - 

| 
| Table Properties... 

Open the Properties box to fix 

row or column sizes accurately 

Improving the appearance of a table 

Cell borders can be removed before printing to leave simple 

columns, or retained and emphasised to print data out as a grid. 

6 Use the toolbar 

Border colour 

Shading colour 

Draw a table manually 

Line style 

Select borders 
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Mail Merge Basic Basic steps Rol 

It is always pleasanter to receive a personalised letter or | Q Create Main Document 

invitation than one addressed to ‘Dear Sir/Madam’. In order to ] Wherevenyou arash 

Word, select Tools > 

Letters and Mailings > 

Mail Merge Wizard. 

save time when sending out such documents, you can build up 

a database of details for everyone on your mailing list and add 

the appropriate information to each letter automatically. 

fe il There are two files that need to be created for a mail merge y) In Step 1 select Letters 

@ = The letter, invitation, demand, etc. that forms the Main for everything apart 

Document; ~ from e-mails, labels 

@ Names, addresses and other details that form the Data and envelopes. Click 

Source. Next. 

By following the steps set out in the Mail Merge Task Pane, you 3 At Step 2, select a new 

can create and edit your files in the correct order. or existing document. 
Click Next. . 

1] Use Tools > Letters and Mailings 

> Wail merge Wizard... 

The next job is to create 

the mailing list. 

Language 

Word Count... 

faa j : 
*» Mail Merge vx 

ae oe 
"Mail Merge Wizard... 

Select document type _ 
Tools on the ie, ys | Show Mail Merge Toolbar | Wiudinee of Batorg es aace 

‘22 AutoCorrect Options... fe) Envelopes and Labels., working on? 

Customize... Letter Wizard... ©) Letters 

Options... an REE SE Se ee Ee E-mail messages 
i - “_) Envelopes 
\nnmanntrateateatinnnnctctrmiirnretiatratimaranrarrannearaira mnie oe lishale 

_’ Directory 

Letters _ 4 Select Letters. 
Send letters to a group UF Seep 
You can personalize the letter that 
each person receives, . 

' Click Next to continue, 

(Steplof6 
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Basic steps [al 

1 To create a mailing list, 

click Type a new list 

and then click Create. 

pi Complete the details 

for the first person on 

your list and then click 

New Entry. 

3 Nf you want to change 

the fields, click Custom- 

ize... 

A Select any unwanted 

field and click Delete, 

or add new ones. 

5 Click OK to return to 

the New Address List 

dialog box. 

6 Move between your 

records by clicking 

Previous or Next. 

7 When all names have 

been added, click 

Close and save the 

Data Source file. 

8 You will be offered the 

.. chance to sort or filter 

# your list, or you can 

add or amend names 

by clicking Edit recipient 

: list in the Task Pane. 

Creating the mailing list 

, You will now be offered a standard list of categories (or fields) 

for your mailing list e.g. first name, surname, town, etc. After 

amending the field names, use the Address List box to enter 

details of everyone on your mailing list. 

2 Enter the details 
New Address List 

Enter Address information ~ 

i Title {Mr Sh 

First Name jJohn 

Last Name {Smith 

Company Name 

Address Line 1 

3° Click Customize 
. H 

i 

. 

. . . Address Line 2 

City 

soe =f 
New Entry ae Delete Entry vit Find Entry .. ae Filter and Sort.. el Customize. . 7 

View Entries ~ “ 

| View Entry Number First es Preyjous je Next Last edu 

Total entries in list 9 

6 Move between records 

Customize Address List 

7 Click Close 

| Field Names 

Title 
First Name 

Last Name 
Company Name 
Address Line 1 
Address Line 2 

Move Up 

=| 5 Move Down 

5 Click OK 

E-mail Address 

— 
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Merging documents 

When you have entered all the records into your database, 

you'll return to your Main Document where a new toolbar 

appears — the Mail Merge toolbar. 

Now you can start completing your Main Document. Don’t 

type everyone’s details, but insert the relevant field name 

instead. This appears between <<chevrons>> against a shaded 

background and, when you print your letters, the correct details 

from each record will be drawn from the database. 

The View Merged Data button lets you check what these 

finished letters will look like with the data inserted into the 

fields. 

When your document is complete, preview and then close the 

main document and linked data source separately, print the 

merged letters, or save them in a separate merged file for 

printing another day. 
v 

BS) FP) EL insert WordFied 2 [E 

(© Database Fields 

Ee Insert Merge Field 

1 Select a field 

and click Insert 

E-mail Address 

po | 
Cancel | Match Fields... | 

Aanaainnisnnlansacsacibisiegiiania 
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Create a document as 

normal but instead of 

typing the name or 

other details, e.g. after 

Dear, insert a field 

name from the Insert 

Merge Field box. 

Continue typing and 

inserting field names 

until your document is 

complete. 

Click the View Merged 

Data button to see the 

first record’or return to 

the Main Document. 

Click the Next Record 

button to see the next. 

Click Merge to New 

Document to save the 

merged documents in a 

separate file. 

Click Merge to Printer 

to print the documents. 

Save and close the 

Main Document and 

the Data Source file. 



Fomor Maat 

3° Click View Merged Data 5 Merge to new document? 

ber FL Os 5! 
roe Ce) Sh 2] 

Prize Evening Merge to printer? 

Sy] Greeting line 
+ . 

“« Electronic pe 

N 

Z 
IN Postal bar cc 

= More items.. 

H 
When you have finis 

< 
your letter, click Nex 
can preview and per 
recipient's letter, = Dear : 

A View Next Record 

Prize Evening 

We are delighted to let you know that you have come 
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Summary 
Your own drawings, or pictures from the Gallery, can 

be inserted into documents and then moved, re-sized 

or otherwise altered using the editing and formatting 

tools. 

Another way to enhance text is to add a border or 

shade the background. 

Margins can be altered by eye or by an exact figure 

entered in the margin measurement boxes. 

When you want to copy or re-position any entries, you 

can drag them to new places or copy them over and 

over again using the Paste option. 

If you need a special symbol, or a chart or drawing 

produced elsewhere, you can add or link it to your 

document. 

You can also add page numbers and dates that will 

update automatically over time, and include the same 

entries on every page by creating headers or footers. 

Lists can be numbered or enhanced with bullets, and 

the style and spacing can be customised to your liking. 

You can insert tables to present information in a grid 

format. 

To save time sending the same letter to a number of 

people, you can type it once and then personalise it by 

merging it with data held in a separately created : 

database. 

If you want to really get to 

know Word, try Word Made 

Simple by Keith Brindley. 
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9 Spreadsheets 

The right address 

Creating a spreadsheet 

Useful formulae 

Formatting text 

Copying formulae 

Adjusting the grid 

Borders and shading 

Headers and footers 

Creating a database 

Printing 

Creating charts 



The right address Moving around 

Spreadsheets allow you to present numerical data and perform | To go to a cell, use any 

calculations. They can be particularly useful at home if you of these methods: 

want to keep an eye on your finances, work out quantities for 
Click into the cell 

DIY or cooking, keep scores in games or compare prices. 
Press [Tab] to move a 

When you open Microsoft Excel from the icon [3¢} or the Start eclomin® the right 

> All Programs menu, the first sheet of your workbook opens 

directly on screen. You can make entries on any sheet by Hold [Shift] as you 

clicking the sheet tab at the bottom of the screen, and all sheets press [Tab] to move to 

will be saved automatically when you save the file. the left 

Each sheet looks like squared paper and each square is known Press [Enter] to move 

as a cell. At the head of each column of cells is a letter, and there down the column 

is a number at the start of each row. So that you can refer to a Press an arrow key to 

particular cell on the sheet, each cell is known by its column and move in that direction 

row e.g. A2 or B3. This is the cell address. 

EA Microsoft Excel - Book’ Formula bar 

3 File Edit Yiew “Insert Format Tools Data Window Help 

: Column headings 
Row headings | © New Workbook 

Open a workbook 

GG Workbooks... 

fp New 2. ss 

(7) Blank Workbook 

_ New from existing workbook 
i) Choose workbook, 

| New from template 

Task Pane 

i] General Templates... 

GB) Templates on my Web Sites. ,. 

o ] Templates on Microsoft.com 
The current 

(active) cell ae az 
[44 > bt \ Sheet { Sheet2 £5] 4 |. 

Scroll bars 

\ 

: : a 

Take note : [i i 
=a 

Excel files are called workbooks and can hold 

any number of worksheets. Once data is entered 
on a sheet, it is referred to as a spreadsheet. 

Click arrows or tabs to 

move to other sheets 
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Q) Selecting cells 

— Click or move to any 

cell. It will show a 
) File Edt viey 
- Help 
2 yop fan 
ig 7 rial 

darker border and is 

known as the active 2S =—- = ~ 

cell. (Al is automati- 

cally selected at first.) 

2 To select more than 

one cell at a time, 

move the pointer over 

the first cell in the 

range. It will show a 

fat white cross ra tee “W\ Sheet1 (Gh 
Ready Sum=1394 

3° Click and drag the | @ BiU ==? 

cross down the col- 

umn or along the row. 

Adjacent cells will now 

all be selected. 

A After making changes 

to the selected cells, /’ 

click anywhere on the OA Me Ae | MST EE : 

sheet to remove the ~ 5 Hold [Control] while you select ) Mile 

highlight. 

5 To select non-adjacent 

rows or columns, 

select the first block of 

cells, then hold down 

[Control] as you select 

further blocks. 

( : t 

Take note el 
Ea 

When selecting cells, the first cell 

remains white but is still selected 

along with the others in the range. 
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Creating a spreadsheet 
As you type, entries will appear in both the active cell and in the 

Formula bar. To amend an entry, you have three choices: double 

click the cell; select it and press [F2] to place the cursor inside; 

or click on the entry in the Formula bar. Then delete or insert 

entries as you would when word-processing. 

So that the spreadsheet is easy to understand, you can widen 

columns, re-format headings and border or shade particular 

sections. You can then print the results as a spreadsheet or use 

the data to create a chart. 

Address of active cell Formula bar showing formula 

fe =C4/B47100 na 
B c 

Prices Cat Foo 
‘Size of can (grns) Cost percan Cost per 100 gms. 

AOD £0.55: £0.14, 
1600 _ F156 
700; uy es 
408 £0.43 
150 £0.25. 

Spreadsheet Active cell showing answer 

Chart 

Cost of catfood per 100 gms 

Morsels 

Bette rme at 

Tibbles 

Tomcat 

Kitty 

£0.06 . £0.10 

price 

£0.15 
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Basic steps [Ral 

1 Open Excel and move 

to the first cell for data 

entry. 

Enter text, symbols or 

numbers into the active 

cell. 

Move down columns or 

across rows to enter 

data in different cells. 

Amend cell entries if 

you make a mistake or 

want to reformat entries 

— full details on the 

following pages. 

Save the workbook by 

clicking the Save button 

and entering its name 

and location in the 

Save As dialog box. 



| 8) . Oy 
Basic steps [Sal Calculations 
OS ee My 

1 Click in the cell where [+ The joy of Excel is that it will perform calculations for you—but 
you want the answer to | you do have to give it the right instructions. To add the numbers 
appear. in column A and put a total in A4, you need to write the correct 

? Type the formula formula. This can use the actual numbers, or the cell addresses. 

starting with ‘=’ and @ For any formula you first enter = to tell Excel to perform 

using operators, cell a calculation. 

addresses and values. @ You could now enter the numbers and operators 

3 Press [Enter] or click the e.g. =15+144+18 

Yon the Formula bar. @ Useaddresses, rather than numbers, so that if you alter the 

A Ghecanaionnever cell contents later, the total is updated automatically 

is as expected. e.g. =Al+A2+A3 

This is because the instruction is ‘add the contents Al, A2 

and A3’. If the contents change, the total will change. 
5 It it looks incorrect, 

check your formula in 

the Formula bar and 

correct as necessary. 

| Data Window Help 

De =~ HG) 

Ad ad 

Instead of fyping a cell 
“@] File Edit view Insert 

- Data Window Help 

Og@a =- ma 
AA fe = 

ea Ty a 

address, you can click on 

it and its address will be 

entered into your formula. 

m\Sheet1/Shel«| {| >] 

Arithmetic operators 

+ add - subtract 

* multiply /divide 

% percentage “ to the power of A Check the answer 

15 



Usetul formulae 
For simple calculations, you can use actual figures or cell 

addresses and simply enter the correct data and operators before 

pressing [Enter] 

= A15/7.5 

When a large number of cells are involved, it can be tedious to 

enter all the details into a formula. Instead, you can make use of 

one of the automatic functions available in Excel that offer pre- 

defined formulae structured to perform calculations. 

Of the many available functions, you are most likely to use 

SUM to total the contents of a range of cells, and AVERAGE 

to calculate averages. There is a shortcut to the Sum function — 

the AutoSum. Other commonly-used functions can be selected 

from the drop-down list on the AutoSum button. For the full 

range of functions, open the Insert Function dialog box by 

clicking the %& button on the Formula Bar. 

44> bt \Sheet1 (Sheet2 Al«) | 
Sum=280 eae 

| 3 Select the 

range of cells 
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O 

1 

Or 

On 

To use a function 

Type the = sign then 

the name of the func- 

tion (upper or lower 

case) and an opening 

bracket e.g. =SUM( 

Enter the cell range by 

typing the first cell, then 

a colon and then the 

last cell e.g. B2:B6 

Click the first cell and 

drag down to the last to 

enter the range into the 

formula. 

Press [Enter] — there is 

no need to enter the 

closing bracket first. 

AutoSum 

Select the range of cells. 

Click the AutoSum 

button = -. 

The total will appear in 

the next available cell 



Basic Basic steps. feel Form att NQ Text 

1 Select the cell(s) you »Once you have entered text into a cell, you can make various 

want to change. changes to its appearance. Here are some examples: 

Right aligned text 

DIFFERENT FONT TYPE 

Different font size 

Formatting toolbar 

2° Click the appropriate 

toolbar shortcut or go 

to Format > Cells. 

3 Select the Font tab to 

change the text style, 

type or size. 

A Preview the changes 

and then click OK. 

Merge and Center Cells 

Font Size Alignment 

Take note le | B ck 7 
aa of payee oe 

| Ifyou find you can't click | Format dialog box, Font tab 
ona menu option, it could Click to change orientation or alignment 
mean your cursor is still 

in the cell. Click or tab 

away and then select the 

| cell again. You should now | 

he able to carry out your 

formatting. 

ee 

“fp Arial Narrow 
9p Blackadder ITC 

} Underline: Color: nS 

[None 7/ | Automatic 7) Normal font 

/ Effects vetinarian naires ; 

if sae Sen ipa 

| 7 Superserint ie AaBbCcYyZz 
{~ Subscript 

| Thisis a TrueType font, The same font will be used on both your printer 
and your screen, 

Mia t ALDARA PLDI IDL IIR PAI SLpSaUaSLoPAB 

coee_| . (Galas cond bistenipsncadlpatal 
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Improving headings Basic Basic steps ERl 

You can improve the appearance of header text in two different | (1 Centre a heading 

ways. Centre a heading with the Merge cells facility, or keep | ] Type the heading text in 

columns narrow by ‘wrapping’ the heading text. the first cell, e.g. AT. 

2. Select the range of cells ] Type the heading 3° Click Merge and Center 
across the width of your 

E9 Microsoft Excel - Book3 fo Ex data, e.g. Al -E] : 

3° Click the Merge and 

Center toolbar button. 

-10 + BsU 

Fe Petty Cash 

Using wrap text 
___ Months: Stationery Drinks” 
January £2.00 

£3.50 
: £12.00 

O 

4 Type the heading. 

© Select Format > Cells 

and click the Align- 

ment tab. 

6 Select Wrap text and 

click OK. 
Format Cells A Enter the 

heading 
Number — Alignment Font | Border | Patterns | Protection | 

Text SIGE NE tetris OPEL me | 

Horizontal: 7 | necessary, increase 

the row height to ac- General 

Vertical: 3 : . =] | & 

== ik commodate the text. 

Text control 

E3 Microsoft Excel - Book3 

‘By File Edit View Insert Format Tools Data Window Help 

: -& x 

D>» > arial ,1 » BU B2=& p-” 

T- Merge cells 

matianery Drinks | 
£2.00 £5.00 £24.00. 
£3.50 £475 = £14.00 

£12.00 £4.50 You can Merge Cells from here 

Merged and centred 

Wrapped text 
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Basic Basic steps pal Numbers 

1 Select the cell(s) to be * You can change what you see on screen without changing the 

formatted. underlying value of any numeric entry made into a cell by 

9D Niglaleane appropriate formatting the numbers. 

toolbar button. The default setting is General so that the cell will display the 

Or exact entry. Alternative ways to show the same number, e.g. 

OG Wee rommarsceleand | 7° include: 

go to the Number tab. 8 Number with no decimals, i.e. Integer 

A saleaihe Cafegory: ver Number with one decimal place 

£7.66 Currency with two decimal places 
and amend the Deci- 
mal places or Symbol if 7.66% Percentage with two decimal places 

relevant. : 
2 Click a toolbar button Percentage 

5 Check the sample to can cron \ Comma 

make sure formatting is Currency \ 
correct and click OK. “ws et 588 

0 +,0 

OQ) To retain numbers 
3 Go to the More“. 

starting with 0, e.g. Number tab heahane braCdecde ...fewer decimal places 

Text or type an apostro- 

phe before the number 

eight 0207.7. 

Number | alignment | Font | Border | Patterns i Protection | 
Category: Sample TAA SALT Hen 2PM ies Mr 

ot . £34.00 

Decimal places: [2 = 

Symbol: 

Negative numbers: 

£1,234,10 
£1,234,10 -£1,234, 

-£1,234,10 = 

are used for general monetary values. Use Accounting 
+cimal points in a column, A Select a Category and 

adjust the settings 

(5) Click OK 

If you find ‘$' inserted in- 

stead of ‘£', go to Format > 

Style > Modify and select 

the UK symbol from the list. 

19 



Copying formulae 
Many spreadsheets need you to repeat the same calculation 

across a number of columns or rows, e.g. totals for monthly 

expenditure, average rainfall over years, final exam results for 

30 different children, etc. 

Excel takes out the tedium by allowing you to copy formulae to 

other cells accurately. It uses relative cell references, i.e. the 

relative positions of the cells. 

In the example below, the instruction in B8 can be translated as 

‘sum the contents of the four cells above the active cell’ which 

results in the addition of the contents of B4, B5, B6 and B7. If 

this instruction is then copied to C8, it will result in the addition 

of the contents of C4, C5, C6 and C7. 

1. Enter the formula 

v 

Ba ¥ f& =SUM(B4:B7) 

AS eee Ue 
| 1_ SALES NGURES | 
24 
at “Departmen Jan Feb Mar Apr 
4 Books 256 345 667 123 
| 5 Videos : 5) Be 34 27 28 
cise _ Newspapers 108 Soi ee 145 132 
7 ‘Magazines : 45 47 || es 

"6 [TOTAL 
oi 

2. Point to the lower 

right corner 
3° Drag across the cells 
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O 

] 

Z 

Using the mouse 

Enter the formula or 

data into the first cell. 

Move the pointer over 

the black box in the 

bottom, right-hand 

corner of the cell (the 

fill handle) until it 

changes to a black 

cross. 

Click and drag the 

cross in the direction 

for copying. Dotted 

lines will appear round 

the cells. 

Let go and the totals or 

repeated entries will 

appear. Amend the 

formatting if necessary. 

For copied formulae, 

click one new total to 

check that the formula 

refers to the appropri- 

ate column or row. 



Basic steps 

——_ 

Using the menu 

Enter the first formula 

or other data and then 

select this cell and all 

the cells in the range to 

take the copied entry. 

Go to Edit > Fill and 

select the direction for 

copying, or Series to 

copy different types of 

entry in specific steps. 

For Series, specify the 

Type, Step and Stop 

values as appropriate. 

You can also move or 

copy entries using Cut/ 

Copy and Paste, just as 

you do in word- 

processing, or you can 

drag selected entries to 

a new position when 

the mouse pointer 

shows an arrow. Hold 

down [Control] to copy 

rather than move the 

contents as you drag. 

Q 
eS 
[al Fill Series 

‘In most cases, copying text or numbers will fill all the selected 

cells with the same entry. However, if you enter a date e.g. 

January or Monday, copying will continue the date series 

automatically. 

If you want to copy numbers by incremental steps, either enter 

two consecutive numbers and select both cells before copying 

from the second with the pointer, or use the Edit > Fill > Series 

option. 

Undo Clear = Ctrl+2 

, 
i 
| “y 

2% cut Ctrl+x 
4 
/B3 Copy Ctrl+C 

& Office Clipboard... 

Paste Ctrley 

| 
/ j 
i 
H { 

Paste Special 
ae : ce (ae 2 eee 

| i Dowh Ctr+D 

| Clear > TEX Right chreR | 
i Delete... i Up : 

'@h Eind... ctri4F | Left i 
| : f 

i | Series... F [ 

j ¥ i F L 
an sik si Justify i ; Types i Date unit 

= SE ee! | Rows |< Linear 11 t Day 

» @ Columns © Growth is E oe aes , 

P Trend © Butoeil 

Step value: Stop value: | 

A quick way to copy data to a different cell is to type 

= and then the cell address of the original entry. 

Press [Enter] and a copy will appear. It will change 

if the original cell's contents are changed. 
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Absolute cell references 

Where you don’t want the contents of a particular cell in a 

formula to change during copying, e.g. if it contains a set 

percentage, unit of measurement or exchange rate etc., you have 

to ‘fix’ its position. In Excel, you do this by marking it with $ 

signs. You can then copy formulae to reflect changing rows or 

columns and the address of the cell you have marked remains 

Absolute. 

] Type the formula 

er Total 3 Items Cost (£) Nu Discount Final price 

A Fish £5.00. 3 £15.00 F265) we joel 

5 ‘Dog _ £15, O00. i £15.00 22.63) eaele og 

Cat _ £10.50 2; £21.00 £3.68] SEAS | 

6, 534.50 £6.04 £28.46 

2 Type the $ signs 

or press [F4] 

| Take note 

| Take care to put $ signs in front of both 

_ letter and number of the cell address of 

| the column or row will not be fixed. 
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1 Enter the formula in the 

first cell as normal. 

2 Add $ signs automati- 

cally to the cell you 

wish to set as absolute 

by clicking between its 

address letter and 

number in the formula 

bar and pressing [F4]. 

Or 

3 Type the $ signs in 

front of the letter and 

number of the cell you 

wish to fix as you enter 

-its address into your 

formula. 

A Press [Enter] to accept 

the formula and then 

copy down or across in 

the usual way. 



Q) 
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Take note 

: Q 
ye 

Basic steps [pal 

Inserting columns or 

rows 

Click the column 

header to the right of 

the position for a new 

column. The complete 

column will be selected. 

Select Insert > Column 

and a new column will 

slide into place. 

Select more than one 

column to insert that 

number of new ones. 

For a new row, select 

as many rows as you 

want to insert, be/ow 

the new row position. 

Deleting columns and 

rows 

Select the column/row. 

Open the Edit menu 

and select Delete. 

ra 
a | 

[f you select only one cell, youcan | 

choose to shift cells or delete the 

entire column or row. 

Adjusting the grid 
,[f you want to insert new columns or rows into a spreadsheet, 

the letter or number headings are adjusted automatically and the 

new columns or rows appear to ‘slide’ into place. This adjust- 

ment also occurs if you delete columns or rows. 

B] Eile Edit View Insert Format Too 

oseeasay se | 1 Select the column 

header(s 

Old column B becomes column C 

New column B slides into place 

Three rows inserted using 

the Insert > Rows command 

Ed Microsoft Excel - Booka 

ey File Edit View  Inserl 

D kor z-[B 

| A Select the row 

: (s) header 

| When deleting, don't just select cells and 

| press [Delete]. If you do, only the cell 

| contents will disappear and the column or row 

| headings will not be adjusted automatically. 
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i 4 ae Column and row sizes Basic steps [04 

Quite often you will find that the standard width of columns or 1 To widen a column, 

height of rows is not right for displaying your data. It is very move the pointer be- 

easy to change the measurements — either by dragging with the tween its header and 

mouse or using the menus. the one to its right. 

2. When it shows a 2-way 

arrow, click and drag 

the edge of the box to 
hes SRY the right. If it is too 

; wh; 11,86 (88 pixels) ‘ 

LAL 8 wide, drag to the left. 
{ ah 
2 

| 2. Drag to resize ) 

iA Select Format > 

Column or Row 

1 Point between 

the headers 
Tad EM few Insert  Forrr 

3° For rows, drag the 

lower edge of the row- 

header up or down 

with the 2-way arrow. 

Or 

4 Select the column or 

pees ee es abs = row, and use Format > ES cells Lig Sy Al Zl | po BEA AL ll | Bow s Column/Row to open 
d, . ye Cea ETE ee ae 

ee 3 wan.. E the dialog box. 
| Sheet Hs > utoFit Selection i 

fee Soro, peer tide I 5 Enter an exact measure 
Conditional Formatting... Unhide f . r : ——————— into the Width/Height 

box. 

Or 

6 Select AutoFit so the 

column /row fits the 

widest/highest entry. 

Or : 

7 Select Standard Width 

to return to the default 

measurement. 

If you see ### appear, it means the column is not 
wide enough to display the full entry. Just widen 

| the column and the symbols will disappear. 
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1 Select the cells to be 

formatted. 

2 Click the Border drop- 

down arrow and select 

an option to add boxes 

or single edge borders. 

3 Go to Format > Cells 

> Border to choose 

new line styles and 

colours, and apply 

them to one or more 

borders. 

A Select a background 

colour from the Fill 

Colour palette on the 

toolbar, or a pattern 

from the Format > 

Cells > Patterns menu. 

If you see a line in one cell 

that you cannot remove, it 

may be a border added by 

mistake. Just select the 

cell and click the Border 

option showing no lines. 

Borders and shading 
, You can add borders or shading to individual cells, or apply 

these to all the data on a spreadsheet. Excel has a range of styles 

ready to select or customize via the Format > AutoFormat 

menu. You can also use the Borders and Fill Colour toolbar 

shortcuts or select a wider range of options from the Format > 

Cells > Border or Patterns menu tabs. 

No borders 

3 Open the Format Cells Border 

dialog box to define the border 

Line style 

(BIR 

Border | Patterns | Protecti | 

Remove border (#ianietn 

Number I Alignment i Font 

Aine 

Style: 

Partial borders eed LA ee 
prem tera arengr ers 7 oa ie 

ts Text Text 

el Nis a i 
. cemet AL Automatic | 

‘oo 
aeeeneee 
| agesen 
ertt Ti 
. eae = Fg os i =| 

i ieee oo ped 
Se Oeeeee 

Zie At 
The selected border style can be applied by clickig’ 
diagram or the buttons above. 

Preview effect 

Add line colour 
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Applying an AutoFormat 

It may be easier to apply aready-made design to your spreadsheet 

that includes borders, shading and font styles. There is a range 

of styles available in Excel and you can even customise the 

designs by limiting which formats to apply. 

] Open the AutoFormat 

dialog box 

{2 Select a format , 

AutoFormat 

; Jan feb Mar Total 
| {East joann daeeter Seen 
| West BySst ae eee 
| | South 8 if 3 24 BY rere timtntrrmecertimcrtecrar | pmamaionantinnrodantamuaainainimnmunnientionm | 

ot MB ot 

Formats to apply Wotasoosae canteee SroWi CaP a demi ne/sd Wbderit Phadnis ps opines Hetande peesteemction 

_ 1 Number V Font 

iV Patterns 

i dlignment 

1 \width/{Height 

3 Clear check boxes to restrict 

the format application 
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Basic steps [Pal 

1 Select the spreadsheet 

cells and go to Format 

> AutoFormat. 

2. Scroll down the exam- 

ples until you find one 

you want to apply. 

3° Click to clear any boxes 

in the Format to apply 

section to prevent that 

option being applied. 

Click OK. 

oa Back in your spread- 

sheet, use the Format 

menu to amend col- 

ours or fonts. 
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ye 

Basic steps [ak 

] Select View > Header/ 

Footer. 

2 Select a Footer from the 

drop-down list. 

Or 

3 eGlick:<Custom Footer... 

A Click in the left, centre 

or right section to 

position the footer then 

enter text, or insert the 

date or page number. 

5 To format text, select it 

and click the Font tool. 

6 Click OK to return to 

the Page Setup to close 

or preview the footer or 

to create a header in 

the same way. 

Footer showing on page 

ra ecre Sibel 
ED ade 218. 
£3,450 Ei. 

Budget 2003 

Headers and footers 
jlo add the date, your name or page numbers to your printouts, 

you can insert headers and footers. These are available from the 

View menu or the File > Page Set up dialog box and you can 

enter text directly, or insert options using the toolbar buttons. 

J; GotoView= Header/Footer 
Page Setup 

Page | Margins Header/Foote Sheet | 

Print... | 

Header: {3° Click Custom Footer... 
(none) 

Custom Header... a Custom Footer... | . 

Footer: 

(none) Ly, 

Page 1 
Page 1 of ? 
Sheet1 
Confidential, 13/05/2003, Page 1 
Book3 

S 

To format text; select the tevk, then choose the Font button. 

To insert a page number, datetime, file path, filename, or tab name: position the 

insertion point in the edit box, then choose the appropriate button, Cancel | 

To insert picture: press the Inset Picture button, To format your picture, place the 

cursor in the edit box and press the Format Picture button, 

Al @ 8] Ble} slal5) aly 
Right section: r section: Left section: 

& [Pagel] &[Date] 

25 «£37 280 
35 8=6£32 ASI 
60 £3349 

4 Type text or click 

a toolbar button 
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Creating a database 
Databases are collections of items such as books, names and 

addresses, evening classes or houses for sale that are organised 

in a systematic way and can be sorted or searched. Unlike 

Microsoft Access, Excel is not a relational database application 

and doesn’t have many of the complex facilities offered by 

purpose-built database software. However, it can be perfectly 

adequate for creating simple databases for everyday use. 

In a database, each row containing data relating to one item in 

your collection is known as a record, and the columns under 

which data is stored are known as fields. The first row headings 

are the field names. 

Sort records 

The contents of cells in a column can be re-ordered very easily 

by selecting the column and clicking one of the AZ toolbar 

buttons. 

Bt Bt 

Ascending — from a to z or Descending — from z to a or 
lowest to highest number highest to lowest number 

With columns containing a mixture of words and numbers, 

numbers are sorted first, and you need to take care that no spaces 

have been left in front of any entry as this affects the order of 

sort. 

Although records in a database can be entered in any order on 

the spreadsheet, you may want to sort them so that they are listed 

in order of one field such as price, item or number in stock. If 

you select the complete range of cells and click an A—Z toolbar 

button, the sort will be based on the data in the first field on the 

left. If this is not the appropriate field, or you want different 

levels of sort, you need to use the Data > Sort menu. 

88 

If you want to create more 

sophisticated databases 

you need to use Microsoft 

Access. To find out more 

about this, read Access 

Made Simple by Moira 

Stephens. 

Never select a single col- 

umn in a database to sort 

or you will split up data 

relating to individual 

records and make nonsense 

of the information. 



Basic steps 
Q 7 

[al or 
(o] 

O) Sorting a database 

] 

Or 

To sort on the first 

column, select the 

range of cells and click 

a Sort button. 

2 Tosorton any other 

column, or to combine 

up to three levels of 

sort, select the cells and 

then go to Data > Sort. 

Select the first column 

on which to base the 

sort from the list in the 

Sort by box, e.g. Price, 

in ascending order. 

If necessary, add one 

or two further levels of 

sort, e.g. first by Price, 

then by /em and then 

by Colour. 

If you selected field 

headings, click the 

Header row option 

under My list has, to 

remove the field names 

from the sort. 

Click OK. 

( 2 Select the range } 

5 Header row present? 

1 Select and click a Sort button 

i] Eile Edit View # Insert Format \Tools Data Window Help 

=f * 

Dee Gk & -- = (BU) itn /43) @) » — MS Sans Serif 

A2 i, fe \tem 

Cc 
CLOTHING 

ia 

3} Select the column 

and direction 

( Descending 

Ascending 

© Descending 

=] & Ascending 
¢ Descending 

My HSE Pacyis eesncerce eer DERN ae 

& Header row { No header row 

Cancel 

6 Click OK 
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Finding records 

If you use the Form function, you can display one record at a 

time and find individual records matching particular criteria. 

Entries can be matched exactly, or you can customise the search 

by using expressions in any field such as >20 (Price more than 

£20), Y* (tem beginning with Y), Black OR Grey (in either of 

these two colours) etc. 

Item: 
Colour: lee: Ww 

Price (£): Ca Delete 

Size; iia Reskure 

Fabric; icotten 
; Find Prev | 

Find Next ; 

3 Enter values or 

expressions 

| Criteria 

Tien: 1g 2Y 

Price (£); |<18 Clear 

size: / Restore 

Fabric: | 

Find Prey 

Find Next 
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A Click ihe Find buttons 

Q 
. Ry | 

Basic steps [ss 

Y Using a form to find 

records 

1 Select all the cells in the 

database. 

2 Go to Data > Form 

and click the Criteria 

button. 

3 In any of the empty 

field boxes, enter exact 

words or numbers, or 

your own expression, to 

find records matching 

the entry. 

A Click Find Previous or 

Find Next to work 

through the database 

locating matching 

records one at a time. 

For each record dis- 

played, you will see 

which numbered 

record has been found. 



Q 
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Basi Sng | Sic steps g x 

Select the cells and go 

to Data > Filter > 

AutoFilter. 

Each field name cell 

now has an arrow that 

you can click to drop 

down a list of all the 

entries in that field. 

For any field, select the 

match from the list or 

click Custom ... 

In the Custom dialog 

box, select a logical 

operator, e.g. /s greater 

than, begins with, etc. 

then enter your own 

data or select from the 

drop-down list in the 

right-hand pane. 

Click OK and you will 

see a subset of the 

records in the database 

meeting this criterion. 

Repeat with different 

criteria until you see just 

those records meeting 

all your criteria. 

To return to the full 

database, select Data 

> Filter > Show All. 

Filtering records 

+To display several records e.g. wool items under £15, or any 

blue shirts size 16, you can carry out a search using the 

AutoFilter command. 

When filtering, the subset of records that is displayed can be 

printed or copied to a new location, or you can remove the filter 

and show all the records again. 

3 

A Select an operator 

and set the value 
Custom AutoFilter 

Show rows where: 

is greater than 

equals 
does not equal 
is greater thar 
is greater than or equal to 

lis less than 
is less than or equal ta 

UWibegins with 
does not begin with 
ends with 
does not end with 

5 Click OK 
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Pri nti NQ Basic Basic steps fel 

You can print spreadsheets with or without their gridlines, | ] Check Print Preview, 

change to landscape orientation if some columns go over the and if relevant go to 

page, or make sure you only print on one page by selecting Fit Page Break Preview to 

to 1 page to reduce the font size. All these options are available alter the position for a 

from the File > Page Set up > Page or Sheet menu. page break. 

2 Change orientation or 

make other changes 

ee aa ao 

Page | Margins pe Header/Footer es Sheet 
cronies pret. _| using the File > Page 

© Portrait TN © Landscape Print Preview | Set up options. 
SEN ts LES oe SoS gta | 

3 For one copy of the © adjustto; {100 ~*%% normal size 

@ Eit to: i page(s) Yyide by fi “4 tall data on the current 

sheet, click the Print 

toolbar button. 
Paper size: Letter of 

Print quality; 360 dpi 

First page number: fauto 4 Goto File > Print to 
change to another 

printer, print several 

copies or print se- 

lected sheets. 
2 Set the orientation 

and other options 

Print area: St) Print... | 

‘ Print Preview: | 

Options... at 

PFE EINES rte tient 

When printing, you will print 

all rows and columns in which *™ Row and column headings 

Comments: |(none) y 

Cell errors as: {displayed 7] 

& Down, then over 

© Over, then down 

data has been entered. If you 

only want to print a small part 

of the spreadsheet, select the 

cells and then click Se/ection 

in the Print What box. 
_Sancel 
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Basic steps 
Q 

v or | 

Sal 
[7 

1 Select the data and its 

headings for the chart. 

2 Click the Chart Wizard 

toolbar button a. 

5 Step 1: Select a chart 

type and preview its 

appearance before 

clicking Next. 

4 Step 2: Select the data 

series — depending on 

whether you want row 

or column headings to 

form the X-axis labels, 

and if necessary, 

amend the Data range. 

Chart Wizard - Step 2 of 4 - Chart Source Data 

Data Range | Series | 

Datarange: |SoPeeiitatii 

Series in: & Rows 

# Columns 

Se eS oe : 

Creating charts 
, Lo display numerical information graphically, you can create a 

chart with the help of Excel’s Chart Wizard. Choose from 2-D 

or 3-D column, bar, line, pie or less well-known chart types. 

You can add your own titles and either place the chart on its own 

sheet or ‘float’ it over your spreadsheet data. 

The Chart Wizard makes columns or rows of values into 

separate data series that are named in the legend. 

{ 2. Start the Wizard | 
HS &m& o- = 

fi MONTH 

Chart Wizard - Step 1 of 4 - Chart Type 

Standard Types | Custom Types j 

Chart type: pee 
| 250 

/ 200 

150 

Clustered Column, Compares values across 
categories. 

Cancel | Bs 

3 Picka type and click Next 

Click to return to the sheet 

to select a new cell range vents 
8 case 

4 4 Check the Series and 

Data range settings 
obopabiabaer radi 
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5 Step 3: Add titles and 

make changes to the 

legend (key), axes or 

other aspects by click- 

5 Work through the options 

edénd | DataLabels | Data Table 

ing the relevant tabs. 

6 Step 4: Place the chart 

on a separate sheet or 

accept the default to 

keep it with the original 

data. 

Monthly Sales 

Value (¥} axis: | & 

[sales Figu 3 
j Ga 

Second category (4) axis: 

Legend 

6 Decide where the 

chart should go 

Chart Wizard - Step 4 of 4 - -hart Location 

eg sheet: [chart 

Ri Csoectn A ~ | 

Cancel < Back | ext > 

se 
Take note Vel 

The X-axis in a column chart is the 

horizontal axis, and the Y-axis is the 

vertical axis. 

You can create a chart instantly by 

selecting the data and pressing (F11). 
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Amending and printing charts 
| Q 

& Basic steps al 

1 Use the Chart toolbar 

options, e.g. to delete 

the legend, change 

chart type or angle 

selected text. 

To open the Format 

dialog box and amend 

colours, fonts, number 

styles, alignment, etc. 

of an element, right- 

click on it and select 

Format from the short 

menu; or use the Chart 

toolbar to select the 

element then click the 

Format button. 

Right-click the data or 

chart area to add trend 

lines or amend the 

source data. 

Select the chart to print 

it alone. 

De-select to print it 

together with the 

spreadsheet data. 

+ The chart appears ‘selected’ i.e. showing black squares (sizing 

handles) on the borders, and in this state it can be re-sized, 

moved or deleted in the same way as drawings or pictures. You 

can also format a selected chart using menu options or the chart 

toolbar — if this does not appear automatically, open it from the 

View > Toolbars menu. Clicking outside the chart de-selects it, 

and clicking inside will select it again. 

Show/hide legend 

Add table of data 

Alter data series 

Change chart type 

Open Format dialog box 

Select element Angle text 

Monthly Sales 

Months 2 Right-click and | 

select Format 

| You often need to increase the size of the 

| chart to see all the axes labels clearly. 
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Summary 
Spreadsheets are made up of hundreds of cells ar- 

ranged in columns and rows. Cell addresses combine 

column heading letters and row heading numbers. 

You can use Excel to perform calculations, and the 

resultant data can be displayed in grids or used to 

create charts. 

Formulae always start with the equals sign and must 

be entered using correct operators. If they include cell 

addresses, rather than raw data, amending the data in 

the cell will result in an automatic update of your 

results. 

Text or numbers can be formatted to improve the 

appearance of the spreadsheet, and columns and 

rows can be inserted or deleted if you need to change 

your display. You can also add borders or shading or 

apply one of the design templates available. 

To save time, formulae can be copied across columns 

or rows as they make use of relative cell referencing. 

However, you need to make cell addresses absolute 

where these must remain constant. 

Spreadsheets can be printed with or without gridlines, 

small enough to fit one page and alone or with an 

accompanying chart. 

Charts are easy to produce using a Wizard. You just 

follow the steps and then format them in your pre- 

ferred style. 

If you want to explore 

deeper into Excel, read 

Excel Made Simple by 

Stephen Morris. 
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PowerPoint presentations 

Building up your slides 

Different views 

Adding text 

WordArt 

Charts and other objects 

Slide design 

Slide Master 



PowerPoint presentations tsi sips fa 
Everyone feels more comfortable giving talks when supported 1) Click the PowerPoint 

by good quality audiovisual aids. Using a presentation package icon or select the 

such as Microsoft PowerPoint allows you to produce beauti- application from the All 

fully illustrated slides for printing on acetate sheets or running Programs menu. 

on the computer. They can include animation or sound effects ime nan eo Bande 

start work on the blank 
When you start PowerPoint, you will see a blank slide in the slide. 

main pane of the Normal View, and will have two other areas o- 

available in which to work: the Outline tab where you can 

and can be supported by various handouts and notes. 

3° Start a new presenta- 
concentrate on typing your text, or the area below your slide ; 

typing y x tion from a template or 
where you can add some speaker’s notes. 

a wizard. 

oe Task Pane — close it to 
2 Click Info a pane J Work on all aspects of a slide ; 

give more working space 

Biikicrosoht PowerPoint [Presentation] . | a ial 
By File Edit View Insert Format To¥js SlideShow Window Help Type a question Tor hetr 

Dseles 6ay ~ M$ORSe ams - B, 
» Arial +4 + 5 BT rE Aw f= ak 

/ outline. 

+ xX 

v 

“ % New Presentation 

1 Openapresentation —_ 
my Favorite music 

how to draw 

Get that job! 

working in hospitals 

{@ More presentations... 

Add text only : Click to add title From Design Template 

a’ See a Bee eS he ek te om Bie Re By From AutoContent Wizard 

Clickto add subtitle = 
2] Choose presentall 

Newfromtemplate Qo 

: Fireworks, pot 

here [| General Templates... 

‘@] Templates on my Web tes... 

€) Templates on Microsoft, dom 

Normal view 

selected ,; ‘Click to add notes 

utaShapesy “\ “a [|] CD Al 2 [Bi a. = 

3) Start a new 

presentation 

Slide 1 of 1 Default Design English (U.5.) 
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Basic steps 
Q 
Q° 

or 
Oo 

1 To apply an alternative 

layout, go to Format > 

Slide Layout. Different 

examples of slide 

layouts will appear in 

the Task Pane. 

2. Scroll down until you 

find a style you prefer. 

3° Double-click or select 

the Apply option. 

4 Toadd anew slide, 

select the Insert option. 

; 3 Change the current slide 

You can add objects to any slide, so don't 

feel you have to pick one in advance with a 

placeholder for charts or pictures. 

Creating a presentation 

, Although you are offered a Title Slide when you open the 

program, there are a wide range of layouts available. Apart 

from the Blank layout, they offer different arrangements of 

‘placeholders’ (specific areas already in place for adding charts, 

pictures or columns of text) to facilitate the design of your slide. 

Select an alternative or start with the slide that first appears. 

| Display Slide Layout 

in the Task Pane 

Microsoft PowerPoint - [Presentation2] 

()] Elle Edit view Insert Format Tools Slide, Show Winfow Help 

» Arial + 18 A fet Design “]New Slide * 

Sara 

Apply slide layo 

Apply to Selected Slides 

pecs ; Reapply Layout 

Insert New Slide 
Pre romcomuemuemerty win eryowenentnitnaunnirsen: 

2 Scroll down to 

view the layouts 
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Building up your slides 
Once your first slide is in place, you can add others at any time. 

As you build up your slides, you will need to go between them 

and possibly change their order. You will also want to view 

them in different ways, to see how the whole presentation is 

looking. 

filed 
Slide Show Window Help x 

u i A = oesin ” 
| @ *» Slide Layout vx 

Apply slide layout: 

©) Microsoft PowerPoint - [Presentation2] 

B] File Edit View Insert Format Tog 

Cie loon 1B ack conte at 

(Click to add notes 

; 

(ee «| 4 
> Draw > [ts] AutoShapesy “\ “a [_] CO Al at ‘ei 

Slide 3 of 3 Default Design Engligh (U.5.) Ga 

New slide appears here | 
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1 Click New Slide 
2° Click and press [Enter] 

Q 
ig v oy 

Basic steps [pat 

O) To add anew slide 

1 Click the New Slide 

toolbar button ‘3, or 

select this option from 

the Insert menu. 

Or 

2 On the Outline or 

Slides tab, click next 

to a slide and press 

[Enter]. 

3 Select a layout and 

apply it to your slide. 

A Continue adding slides 

until you have the 

correct number for your 

presentation. 

Salo go between your 

slides, click the naviga- 

tion arrows to the right 

of the slide. 

3° Click to apply a layout 

5 Click the arrows to change slides 



Basic steps 

QO) To change views 

] 

NO 

Click one of the toolbar 

View buttons or select 

from the View menu. 

Select a slide. 

In Normal view, drag 

the boundaries to 

change the size of the 

panes. 

If you are watching a 

Slide Show, run 

through the presenta- 

tion by pressing [Page 

Up] or [Page Down] or 

clicking the mouse. Exit 

by pressing [Esc]. 

Text content shown 

on the Outline tab 

1 

Q 
a 

gor Different views 
There are three View toolbar buttons: 

In Normal view, all three panes are visible on screen 

together. The Outline tab where you work on text alter- 

nates with the Slides tab showing thumbnails of your 

slides. 

os} Use Slide sorter view to see the complete presentation on 

screen as thumbnails. 

|= Use Slide show view to step through the presentation to 

see how it would look when run on a computer. 

Select View > Notes Page to type in speaker’s notes below a 

thumbnail of any slide, or View > Master to add text or objects 

that will appear on all your slides, notes or handouts. 

2 Select a slide 

I Microsoft Powe, Point - [Using PowerPoint] 

What is PowerPoint? 

« 4 presentation package that you can use to make 
slides 

= You can run the presentation on a computer, or 

print it on OHP acetate or paper 

® Add colours, sounds and animations to liven up 
your talks 

» Also useful for posters, cards etc, 

3 Adding Text to Blank Spaces aaa 

Adding Isxt Blank Apscos 

se a Placeholder 

ormatting Text 

E ae Ameen a 
AutosShapes> \ ‘ L] © : 

Slide 3 of 9 

3 Drag to change the | 

size of the panes 

Blank Presentation 
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ey File Edit View Insert Format Tools SlideShow Window Help 

D@G@i@Qay Bev o- Pals» -@ 7? B? 

emcees 

6 

Slide Sorter Blank Presentation 

Slide Sorter view 

|B Design 

MCLE 
SQ 

SOAS 
SQV 

gy Z 
a Z 6 WEEE EEE 

- Draw [13] Autoshapes « Sk HOB ¢d <2 Bl Ed @-w-A- 

Notes 4 of 9 Blank Presentation English (U,S.) 
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Moving or re-ordering slides 

is easy in Slide Sorter view. 

Just click the slide you wish 

to move and drag it to its new 

position, which will be marked 
by a dotted vertical line. 

Notes view 

Type notes here and print 

out slide and notes together 
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Basic steps [ol 

1 Click in the placeholder 

and enter text as usual. 

Press [Enter] to add a 

new line within the 

same box. 

2. For blank slides or 

areas, click the Text Box 

button on the Drawing 

toolbar and then click 

in place on the slide. 

3 Start typing in the box — 

it will expand to provide 

room for the text. 

Text written on the slide is 

copied automatically into 

the Outline pane 

Adding text 
You have two options with text: using placeholders and click- 

ing directly in the boxes provided, or adding a text box to any 

part of the slide. 

To change the default formatting, select the text and then use the 

Format menu options or toolbar buttons just as you would in 

word processing. 

There are some extra options that can be particularly useful: 

Background colour 

Shadow | Switch text order 

er 5 0 wae 
Promote/demote Paragraph spacing 

level of heading 

Increase/decrease font size 

Title not yet entered 

i) Microsoft PowerPoint - [Presentation2] 

= 30% +? drial ‘GA Design ? 

Click to add title 
¢ Book early 

¢ Check passports up- 
date 

« Sort out vaccination: 

¢ Learn the language 

* Book early 

» Check passports up-to-date 

= Sort out vaccinations 

» Learn the language 

os 1 Click and type 
as normal 

2 Add a text box 
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Altering text boxes 

Text boxes used in PowerPoint do not usually have borders 

showing when you have completed text entry. If these appear 

and aren’t wanted, remove them by selecting the box border, 

click the Line Color button and select No Line. 

Otherwise, enhance the slide by choosing from a wide range of 

colours, widths and style of line to surround your text. You can 

also change the size of the text box and move it to different parts 

of the slide by clicking to show the sizing handles and dragging 

with a 2-way arrow (to re-size) or 4-way arrow (to move). 

! EE ; 

i) 
| Automatic 

More Line Colors... i 

Fill effects — colours, | Batterned Lines. 

textures and patterns fa Set 

Line Color — includes No Line — Line width 

Sheets 

" Book early 

— Check passports b 

— Sort out vaccina 

» Learn the language 

Sizing handle 

Text can get lost on 

a fussy background! 
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Line style 

Basic Basic steps [Rel 

1 To select a text box, 

click on the text to pick 

up an invisible box, 

then click on one of the 

box edges. 

A selected text box has 

a thick, textured edge 

with sizing handles 

around it. 

Use the Drawing 

toolbar options to 

change its lines and 

backgrounds (fill). 

.and after 



: Basic steps Sal Wo rdArt 

] Click the Word Art Although you can change font types, styles, colours and sizes in 

button 41 on the Draw- | normal text boxes, you can have more fun with words if you 

ing toolbar. create them in Word Art. 

Select a style from the These words can be shaped, stretched, shaded and blocked and 

WordArt Gallery. given unusual colour effects. They are very useful for pasting 

Click OK. 
across your slide at angles, or for special-effect titles. 

In the editing box, type : 2. Select a WordArt style ) 

in your text. WordArt Gallery 

Select a orci style: 
(1 GiG Bs Select the font and size, 

and set bold or italic if 

wanted. 

6 Click OK. 
es 

= =" WordArt 

Morac ordart dA World |trdas bonarilfifl | 3 
COMM... 

Clip art images can be 

inserted, just as in 

Word (see page 44). 
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9 
9° 

92) 
Oo 

The WordArt appears on the slide cont... 

Q) The text will appear on 
I] Microsoft PowerPoirt - [Presentation3] 

Edit Yiew Insel Format Tools SlideShow Window Help your slide with the 

ES oo ~ MI 44 28% colour and shape you 

originally selected, 

together with the 

WordAnt toolbar. Click 

and drag on the text to 

move it into position. 

| TOAVAVGS 7 Make changes to 

OE a Sepp orientation, spacing 

between letters, shad- 

Click to addnotes a a ing, colour or align- 

oon [Rl] Avetress \ SOOM AGM o-Z-A-=e? ment, change the 
Slide 1 of 1 Default Design English (U.5.) wm. shape of the words or 

P return to the gallery to 
yA Adjust the appearance find an alternative. 

Gallery Shape Align 8 Click outside the text to 

accept it, or select the 

text to re-open the 

WordArnt toolbar. 

Spacing between 

letters 

Format Letter height Vertical text 

Use the yellow diamond 
shaped handle to adjust the 

curvature, depth or other key 

feature of the WordArt. 

8 Click outside 

to accept it 
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Basic steps [sal Charts and other objects 

] Double-click the Chart PowerPoint has access to a range of applications that can add 

placeholder or click the | visual effects to your slides. Some of these are available directly 

toolbar button. from placeholders or from the Insert menu, for others you need 

to Insert > Object and scroll through the applications listed. 
2 Select Organization 

Chart from the Dia- Organization Charts 
gram Gallery. 

Rieke 2 This application allows you to present hierarchical information 
3. Click into a box to enter 

your own text. Use the 

normal formatting tools 

such as family trees or company management structures. You 

design the chart using the Organization Chart toolbar. 

to change its appear- © Microsoft PowerPoint - [Presentation3] : 

ance. | File Edit Yiew Insert Format = one Show valan Help 

ME o- MT “a Be 28% 

4 To remove an un- Sis 65 £ meen 

1 Start from a placeholder wanted box, select it 

and press [Delete]. pa or the toolbar button 

5 Return to your slide by 

clicking outside the gua 
chart area Double click to add diagram or organization 

Click to add notes — 

“Draw [5] autoshapes> \ « LIOR 4 Bil &®-v-A-=Q 

Slide 2 of 2 Default Design English (U.S.) Ga 

re a. Willi alg MOG ERS SN 
= 

SS 

y Z Z 
Z 
Z %Z 
g % 
Z A 

nance | 
SSS NN 
Head of Fi 

SSoscccsss 

ESSAY 2 Select Organization Chart | CLL LEE, ths Pe eee on Pat faxt | 
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Customising an Organization Chart 

You can insert extra boxes to build up your hierarchy by adding 

new members e.g. assistants or subordinates. You will also find 

a gallery of styles to let you apply different colours and borders 

to your chart to enhance its appearance. 

2. Click Insert Shape 
5 Open the Style Gallery 

} 

Select the 

relationship 

Lae . 
Lnsdddddsdaisnaiitiititittdd, E=, Assistant 

SSS 

SAV 
SV yy - 

| Head of Finance 

Ss Vs V7 
SVVAaqw wv° wou woo 8 SS WAidddldddtdddditsddiddddidndiidddiidddiddididsisdiidiitiiiilia 

1 Select the box 

WILLIE dg A We 

The Style Gallery 

offers a range of 

alternative designs 

Square Shadows 
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To add a new box 

Click the box where 

you want to add a new 

member. 

On the toolbar, click 

Insert Shape. 

Find the appropriate 

relationship and select 

it, A new box will 

appear on your chart. 

Formatting 

Right-click and select 

Format> Organisation 

Chart to add back- 

ground colours or 

borders. 

Open the Style Gallery 

to apply a new style. 

Apply Cancel | 
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Basic steps [el 

Double-click a place- 

holder showing a chart, 

click the toolbar button 

or select Insert > Chart 

to take you to the chart 

application. 

Click on the datasheet 

to enter your own text 

and numbers, and 

delete unwanted cells. 

To change the chart 

type, select from Chart 

— Chart Type and 

preview the effect of the 

change before clicking 

OK. 

To insert or to format 

the fonts, alignment, 

legend (key), colours of 

lines etc., right-click on 

the relevant data, axis 

or title and select from 

the shortcut menu. 

To return to your slide, 

click once outside the 

chart. To return for 

amendments, double- 

click the chart itself. 

Numerical charts 

To display numerical data visually, you can use one of the 

charting applications available from PowerPoint, e.g. Microsoft 

Graph. Replace the sample data and edit or format the chart to 

insert it into your presentation. 

3 Change the type 
2 Click into the sheet to 

edit the data 

) Microsoft Powe) °oint - [Presentation2] 

Gl] file Edit view 

2?” drial i 

Insert Format Tools Data | Chart 3 Window Help 

SNAAANAAAAAAANAAAA ANTES 

EA AAA AAA . 

4 Right-click for the | 

menu to format 
5 Click outside to return 

to the slide 

If you prefer Excel, you can create your chart 

in this application by selecting it from the 

Insert > Object menu or copy a chart 

across from Excel using Copy and Paste. 
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Slide design Basic steps [sa 

Rather than have a white background for your slides, you can | Q) Applying a Design 

add colours, patterns and special features or use one of the Template 

design templates available. You can also decide whether to 1 

have a different design for each slide, or standardise your 

presentation and give every slide the same ‘look’. 

Select any slide and 

then go to Format > 

Slide Design . 

1 Go to Slide Design 2. Preview the designs in 
Microsoft PowerPoint - [Using Powervoint] @@lielicd the Task Pane. 

‘] File Edit View Insert Format Tools Slide Show Windy 

HSA’ {28@R »-@0 
> Grial 16 Sec ee oS 

3 Select one and click 

an Apply option. 
€ } Slide Design 

Design Templates 

eat Color Schemes cd 

| Animation Schemes 

Apply a design template: 

What is PowerPoint? 

®A presentation package that you 
can use to make slides 

# You can runthe presentation on 
@ computer, or print it on OHP 
acetate or paper 

w Add colours, sounds and = 
_ animations to liven up your talk 

«Also useful for posters, cards 
» ete. 

Apply to Selected Slides 

Show nian Previews 

AutoShapess “\ “a [_] CO Pi 4S : (Bi Gal a 

Slide 2 of 9 Proposal 

3 Select an Apply option 
Gl] File Edit View Insert Format Tools Slide Show Window Help 

» Be we G f=) Notes... _ (9 Transition Boeson “SJNew Slide, 
q paras Bowe rbotet tee ene SpNEE 

| © Apierenintcn package hat you 
can ee Io inate. bes 
You Can tun be prezenigion on 
A coenpuer, piinition uP 

2 aceloke Of payee 
7 Aid Cobcans 20K Oret 

anlmatore fo been up your leks 
9 AO MRO TE Be pag ieee, conde 

ek, 

The title slide has one design; 

a second design has been ; Pounatting, Te xt 

applied to all the rest 

Slide Sorter 1_Proposal 
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Background 

Open the Format menu 

and select Background. 

Select a colour or click 

More Colors... for a 

wider choice. 

Click Fill Effects... to 

use textures, gradients, 

patterns or pictures. 

Colour Schemes 

Select Color Schemes 

in the Slide Design Task 

Pane and apply one to 

all or selected slides. 

To change elements, 

click Edit and clear the 

check boxes. 

i) Microsoft PowerPoint - [Using PowerPoint] 

Gl] Fle Edt View Insert Format Tools Slide Show Window Help 

Oe RS o- MO *4 w om fd ssa 7M 428% 42@ 
"Arial ~~ iB 20 So 

Customising slide designs 

you can add coloured or textured backgrounds or apply a 

complete colour scheme that combines text, background and 

fill colours as a united theme. 

Background 

Gradient | Texture Pattern | Picture | 

Pattern: 

Select a pattern 

La Aa LOR ta Ahoy 

@ & Slide Design vx 

©} Design Templates 

feet Color Schemes 
(Ey Animation Scheme 

Apply a color scheme: 

A Select and apply 

a colour scheme 

ge Previews 
entail 
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The Slide Master controls the basic features of your slides such ] Go to View > Master > 

as the text formatting or background. It also contains placeholders Slide Master. 

for titles and main text, dates, footers and slide numbers This 2 

means that, if you want to change bullet styles or include a logo 

or the date on every slide, you don’t need to amend each slide 

in turn. Make the changes to the master slide and your whole 3 

presentation will be updated automatically. 

Select and format the 

title or lower levels of 

text in the normal way. 

Click on the text and 

select Format > Bullets 

and Numbering to 

C7 = Clase tie Maser View) 2 Select and format change bullet styles for 
7 Close the Master View the presentation. 

Microsoft PowerPvint - [Presentation2] elcd 4 To add dates or slide 

Gl] File Ext View IMgert Format Tools SlideShow Wjhdow Help 

Dee GRY LER ©-o FM *4 HH 46% By GE) feted 
& | ls 2 we = use the marked areas. 

numbers to all slides, 

5 Click View > Header 

and Footer and com- 

plete the boxes. 

(LICK 10 CDiT Title Area for AutoLayout 
gilli iddiiidddiidiiiiididiiididiidjjgisiidiiiiiidiiiiddiiiiiiidiliiiiiiié: Udi ag 

Click to edit Master text styles Z 
Z 

— Second level Z 
. Z 6 + Third level Z To place an object on 

— Fourth level Z : 3 3 
» Fifth level Z all slides, insert it on 

the Slide Master. 

7 Click Close Master 

View to return to the 

slide, or click the Nor- 

mal view button. 

A Add the date? 

cy Ce ee sede dedad 

A 
Z Z % 
% Object Srea for AutoLayouts : p 

(iy openness, if (OME SUEY TULLOOREOUER 

soon Date Are “Footer Area: Number Area! 

fBjes =} 

6 Add an image 

to all slides? 
5 Adda footer? 
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1 Save presentations in 

the normal way by 

completing the Save As 

dialog box with the 

name of the file and 

location. 

2 Goto File > Page 

Setup to select the 

orientation and size. 

3 Select File > Print for 

any printing options 

other than one copy of 

all the slides. 

A Choose whether to 

print slides, handouts, 

notes or an outline. 

5 Select the arrangement 

of images on your 

handouts. 

If printing for overhead 

projectors, make sure the 

acetate sheets are suit- 

able for your printer. 

4 Choose what to print } 

Saving and printing 
,Once you have done any work on a presentation, you need to 

save it. You should save regularly so that you maintain an 

updated version of the presentation. 

A single presentation file contains all the slides, outlines, notes 

etc. that you have prepared, and you save it in exactly the same 

way as you save Word documents. 

Printing is different as you can choose what you print, and you 

will need to set the appropriate orientation and size from the 

Page eee gialoe | box. 

Page Setup 

onentton = ee 

rc Slides re a et nee te) ae 

© Portrait 

@ Landscape 

Slides sized For: 

[35mm Slides | 

44 Paper (210x297 mm) 
(150) Paper (250%353 mm) 

) 1B (150) Paper 

2 Set the size and 

orientation 

g Hf Printer ten dewsntvnssesteterniterepiesnsrclitnstrisseeintsvette 

i Name: a Bubble- Jet BI i a _— Properties | 

Status: Idle aereane 
. Type: Canon Bubble-Jet BJ-10ex ‘ped Pir { | 

| Where: — LPTL: i 
Comments z eet g ae i 

c Print range ~ i yee ean Copies ~ j 

al f Currentslide © Selectier Number of — | 

© Slides: | 2 ae 

| Enter slide numbers and/or slide ranges. For example, 
PAlae-t2 
| ns cole 

Print whee eninate = 

[Handouts | Slides per page: a = ll 

Wandouts | Order: Horizontal Vertical ee 

Notes Pages Siete re eee acre ela meror gg 

Outline View 7” Scale to fit paper a S o 2 ) 
1 pene ads 3 Handout layout j 
P™ Include comment pages eens 

Preview Cancel e 
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Summary 
With PowerPoint you can produce slides and support- 

ing material to enhance your presentations. 

You can run a slide show on the computer or print 

onto overhead projector transparencies or paper. 

New slides can be selected from a range of layouts, 

but you can change these as you work and start with a 

blank slide if you prefer. 

Change the view to see the outline text, notes pages, 

full slides or all the slides as thumbnails, or to view the 

slide show. 

Placeholders make it easy to add text, charts or pic- 

tures to your slides. Objects can be added to any slide 

and moved or re-sized if necessary. 

Organization charts and other diagrams can easily be 

created using the Diagram Gallery. 

As well as the usual text formatting tools, there are 

extra facilities to enable you to add special effects, and 

WordArt is a different type of text you can include. 

To give your presentation a uniform look, apply one 

design to all the slides and use the Master slide to 

include the same text or image on every slide. 

When printing, you can produce slides, notes, hand- 

outs or just the text outline of your presentation. 

If you want to get more out 

of PowerPoint, read 

PowerPoint Made Simple 

by Moira Stephens, and 

for a fuller introduction 

to the Office suite, try 

Oftice XP Made Simple by 

P.K.McBride. 
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Getting connected 
If your computer has a modem — a piece of hardware that 

enables you to connect to the Internet via a normal telephone 

line — you will be able to find information and communicate via 

the international network of computers known as the Internet. 

The World Wide Web 

Often referred to as the Web, this is the name given to the linked 

multimedia documents that have been loaded onto the Internet 

and that offer anything from film clips, medical articles, stock 

market information and weather reports to goods and services 

you can buy without leaving your own home. 

Connecting 

To connect to the Internet and search the Web, you need an 

Internet Access or Service Provider (ISP) and the software to 

view Web pages, known as a browser. Today, some ISPs charge 

a monthly fee that includes a set number of free hours online, 

but the majority offer a free connection and you pay for all the 

phone calls. You should find ISP CD-ROMs in shops or 

magazines. Follow the instructions on the CD-ROM and you 

will install all the software you need, including one of the two 

well-known browsers — Netscape or Internet Explorer. 

1 Double-click the browser 

icon to connect 

Bn AS 
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Basic Basic steps pal 
1 Double-click the ISP or 

browser icon on your 

Desktop or click your 

connection icon and 

then click Dial. 

You may see a Web 

page from your ISP. 

A small computer icon 

will be seen flashing on 

the Taskbar to show 

you are connected to 

the Internet. 

Where access to the In- 

ternet is free, watch the 

clock when seeking tech- 

nical support by telephone, 

as you can be charged over 

50p per minute. 



Basic Basic steps Ral 

1 To finish working on the 

Internet altogether, 

close the browser win- 

dow to open the Dis- 

connect dialog box and 

click Disconnect Now. 

2 To keep the present 

page on screen but go 

‘offline’, double-click 

the computer icon on 

the Taskbar and click 

the Disconnect button. 

Message box when you double-click 

Saving money 

As you are likely to pay for every minute you are linked to the 

Internet, you should work offline as much as possible to keep 

costs down. If you have accessed a long document you want to 

read at your leisure, or when you have finished working on the 

Internet, disconnect to close the telephone connection. You can 

always reconnect again if you want to access a new site or send 

or receive messages. 

Message you may get when 

you close the Browser window 

Auto Disconnect 

ag » Do you want to close the connection to 
Sy Cymru247? 

[_] Don't use Auto Disconnect 

Stay Connected 4 Disconnect Now | 

1. Click Disconnect Now 

the computer icon or open Dial up 

2 Click Disconnect 

& Cymru24/ Status 

(General |D 

Connection 

i Status: Connected 

Duration: 00:00:36 

Speed: 42.6 Kbps 

Activity 

Received 

20,180 

Compression: 0% | 0% 

Bytes: 

Errors: 

(Broperies | 
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Web pages 
Both browsers have similar menus and toolbar buttons, and 

these will be visible all the time. In the main window you will 

see the opening Web page known as the ‘home page’. Each 

service provider has its own home page appearing by default, 

and you will return to this page whenever you click the Home 

toolbar button. 

Stop downloading 

Forward to page you Reload page 

came back from Go to your 

Go to previous Home page 

page 4 BBC - BBCi Learning - Hom: page - Mirrosoft Internet Explorer 

‘ Favorites & Media 

Web page 

address 

Q 
gy | 

f AG 20 

Basic steps By ), | 

QO) To show button labels 

] Open the View menu, 

point to Toolbars and 

select Customize... 

2. Inthe Text options box 

select Show text labels. 

Shortcuts to favourite sites 

Sites you have visited 

Close browser 

Print page 

arning/adults! 

no 
Take note Vel 

Web pages are written in HTML 

(Hyperfext Markup Language) 

and are known as html files. 
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If you find a page you want to start all your online sessions 

from, use Tools > Internet Options and on the General 
tab click Use Current Page in the Home Page area. 

@ Internet 



Using hyperlinks 

As you move the mouse pointer over a Web page, it will keep 

changing from the normal arrow to a hand ally, Whenever this 

happens, it means the text or image on which it is resting is a 

hyperlink. It can be ‘clicked’ and will then link to another page 

on the Web. Hyperlink text is often blue and underlined, and 

button takes you to the changes colour after clicking. 
page you always open when 

a 
Take note Vel 

The Home Page toolbar 

If a hyperlink takes you to a page of no interest, return to the 

you connect to the Inter- original page by clicking the Back toolbar button. Change your 

net. On a Web page, mind and want to go to that page after all — click the Forward 

clicking a Home hyperlink | | toolbar button to make the link again. 
will normally take you to 

the main index or opening 

page for that site. 

“Tate | Home - Microsoft Internet boplarer 

: i, =o online with Tate 
Click here. A shop Online Prints, bo ition catalogues, 

designer gi nore 

...fo open this page 

By Tate | Shop Online - Microsoft internet Explore. i Tate Modern 
: j Modern A rhator new gallery of madern and 

Bile Edit View Favorites Tools Help j contemporary ait : 

Explore Tate Modern provides users with 

an inferactive floorpian of the permanent 

display galleries at Tate Modem. 

Upon entering the site visitors discover that 

the homepage echoes th ast space oF 

he 

Books the Gite 

St ives Print Series 

Tate St ves editions prints te accormpany its exhibition programme and editions are sold 

throughout the year. When you purchase a print frorn the St ves Series, more than 70% af 

the incorne is invested in the Tate Stives education pragrarnme. The St Ives Print Series 

has enabled a more frequent and ambitious prograrnme of exhibitions. The following 

editions are still available: 
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Addresses and URLs 
The address of any Web page is known as its Uniform Resource 

Basic Basic steps Rel 

] Type the URL into the 

Locator (URL). Each URL has several sections and the punc- 

tuation between these MUST be entered accurately, although 

text can be either upper or lower case. For example, the BBC 

Home Page can be reached by entering 

http://www.bbc.co.uk 

http:// is short for hypertext transfer protocol, and means the 

file is a hypertext document (Web page). You may see 

other codes on the Web, e.g. ftp:// for file transfer 

protocol, that indicates a site from which files can be 

downloaded. 

www. denotes the World Wide Web 

bbc is the company name 

co.uk shows the type of organisation, i.e. a company in the UK. 

The company name and type of organisation elements together 

form the domain name. 

Guess the address 

URLS are standardised and you are given certain information 

by the extension. Common extensions include: 

.com US and international companies 

ac.uk UK academic institutions 

edu American universities and colleges 

gov.uk governmental sites in the UK 

org.uk — organizations such as charities, in the UK. 

This system means that you can sometimes guess the address 

for an organization if you know its name, location and the type 

of business. 
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Address box and press 

[Enter]. 

Check that the browser 

logo is revolving to 

show the connection is 

being made. 

If it seems to be taking 

too long for the page 

to download, click the 

Stop button and try 

again later. 

You don’t usually need to 
type http:// — 

with www. 

just start 



‘asc eps fn) The best ways to search 
1 Connect to the URL for A major role for the Web is to provide information. As you can’t 

t 
the directory, e.g. know the exact location of every Web page holding relevant 

www.excite.co.uk information, you will need the help of a directory or search 

y) Charrsseeet engine at some stage. Many organisations offer both types of 

search on the same site, and popular URLs include 
category heading. 

ie www.altavista.com, www.ukdirectory.co.uk, www.google.com, 

3 Aslists appear, scroll www.yahoo.co.uk, www.excite.co.uk and www.hotbot.com. 
down and click on the 

most appropriate Directories 

heading. 
Directories work like a book contents page or library classifi- 

cation system. The companies examine and classify Web pages 

under various headings and subheadings. You just need to click 

on a category and work down through the lists that keep 

appearing until you reach actual Web sites to browse through. 
Take note ra 

aa 
Although thousands of 

| sites may be listed, they 
are often arranged alpha- 

betically 10 - 15 per page, 

and so it is easy to reach 

the appropriate listings. 

Often you have the chance to enter a specific word or phrase to 

carry out a search within a particular sub-category. 

Preerermermenmemnmmmmml 4 Search for keywords? 
File Edit View Favorites Tools Help oh 

Ose. th o arch 

DREAMING ‘OFA NEW CONSERVATORY? 

< 3 iO i [color your Excite Xi MI MMM MM Choose a sin Select. sw CHS 
Enter the URL ] § topay on excite 

| * Personalize your Excite! ‘surfing heroes — = ) Free on 
| | Excite Search fant 

; Madonna> wd . ‘un! 

SearclY Web | Image | Video | MP3 | News 

} p Ss p i Pe a 

} hotos, mp3, videos © Worldwide © uk only © Ireland only 
) Try your luck! 
| Games: incredibly addictive DIRECTORY 

B® iRAveL g Business Shopping Computers 
i Investing, Classifieds, Gifts, Internet, 
| Hotels, Last Minute, Great Employment ... Auctions .. Hardware, 

| Offers! Software ... 

Special Hotel Games People 
i @ se Packages VideoGames, Singles, Women, 

Gambling ... Chat. 

Ere ree ancry —_ 

heading 
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@ Excite UK - Directory - Sports - Microsoft internet Explorer 

File Edit View Favorites Jools Help 

Be ED  [s) 1 D Pave Yeravetes Qrete 
fi 1 http. //www,excite.co.uk/directory/Sports Ade 

‘r24 SASS Be 

Directory > Sports 

JONATHAN EDWARDS 

ff Aimanacs@ as) & Libraries@ (fa) of 

Fe] Business@ Medicine@ 
(C918 B174) (ine B65) 

fa) Chats and Forums Ts News and Media 
(€342 8133) 

fe) Officiating 

ac Chal On, 

fais G19) 

fe College and 
i niversity (C344 sae) (Ca11 B21) 

fe) Directories G3} Organizations 

(ia37 B62) (C382 BSS} 

(2 Disabled 
{€320 8193) 

People (cus 

& Excite U'. - Directory - Surfers - Microsoft internet Explorer 

File Ed# ‘Yiew Favorites Tools Help 

15 sites Surfers 

1. “Snake” Gabrieison’s Surfing 

Surfing information for everyone from surf researchers, historians, 
and coaches to beginning surfers 

bitty: f finelasay blacken magic: tevens / wanes / tenge’ @& Preview 

each ayne 

Includes diary, profile, and stories. 

Internet Access bite: //unew worideurfers com /express {profiles layne /orefile b 

© preview 

Favourites 3. Beason, Nan 

Includes general information about the travels, competitions, 
a £ aT ks aitate a= AIST RSA RD= EES 
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- you are visiting on site. 

4A any stage, enter 

keywords if a box is 

provided to make a 

search of this sub- 

category. A ‘keyword’ 

is any word or a phrase 

that describes what you 

are searching for. 

5 When you reach the list 

of Web sites, page 

through. 

6 Click any of interest, 

and use the Back 

button to return to the 

results list. 

eh 

Take note Vet 

Related Web pages trans- 

ferred together onto the 

Internet form a Web site. 

The main address followed 

by/and then more informa- 

tion shows the exact page 



=O . Sy 
Basic steps Pal Search engines 

Connect to the URL. Search engines build up huge databases of Web pages and you 
2 hice ina Bieenith, ek instruct them to carry out searches by matching keywords you 

type into a special box — the query box. 

— 

and enter your key- 

words and symbols The result is often vast lists of pages, but these start with the 
carefully. most relevant and each ‘hit’ will show the first line of contents 

‘ByGhcitheiSeorth italien and when the page was last updated, to help you decide whether 

(this may be labelled to download and examine it in more detail. 

Go, Seek or Search), or 

2. Enter the keywords | 

3 Click Search 
we) ee 

a 

press [Enter]. 

A Work down through the 

list of Web sites pro- 

vided and, after visiting 
Favorites Tools any, return to the list 

using the Back button. 
ing+beaches®ie=UTF-8&0e=UTF-8&h p 

Language Toolsf¥ Search Tips a 

Google Search 

will Search: @ the web © pages from the UK 

Web lrnages i Groups | Directory) News | 

earched the web for surting beaches Results 1- 10 of about 249,000. Search took 0.27 seconds. 

Tip: In most browsers you can just hit the return key instead of clickiag on the search button. 

ed Search Preferences 

Sports > Water Sports > Surfing > Regional > Europe Categories: 
! Sports > Water Sports >... > Surf Reports > Oceania > Australia 

| Puntarenas.com - Surfing Beaches in Province of 
; Puntarenas, Costa... ee cha oe 
| ... Surfing Beaches Central Pacific Coast, Boca Barranca. A Surtakcats ceuade mask Gale 
| river mouth by taxt Mog. AN UK & freland. 
| with a very long I@t, located 100 km from San José and easily ... www. t$GoingOff. com 
| wer, puntarenasgcompuntarenas/surfing. html - 11k - Cached - Interest: sysomnes 

| Similar pages 

4 Sponsared Links 

Internet 

Number of pages found Read the Help screens at 

the sites for advice about 

using key words with any 

particular search engine. 

A Work through the results 
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Rules when searching: 

@ Type a phrase between quotation marks so that words are 

not searched independently, e.g. “Christmas Island” to 

avoid Christmas-based sites. 

@ Use logical operators or + or - signs so that a search will Avoid capital letters un- 

find sites that: less looking for proper 

Must contain all words joined by AND e.g. gardens AND names. You can use either 

Hampshire case, but text in capitals 

Can contain either word linked by OR ey only be matched ex- 
actly. Spelling is also 

important as the search is 

for matching words. 

Will be excluded if any words follow AND NOT 

Must contain words prefixed by + 

Must not contain words prefixed by - 

At some sites you can 

type in naturally worded 

questions — these are not 

generally the best way to 

get an exact match! 

2 

@ Internet “ee 
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o | Basic steps [ol 

QO) Adding Favorites 

1) When you want to store 

the address of a Web 

page, click Favorites. 

2° Click Add... to open 

the Add Favorite dialog 

box. 

3 Accept or amend the 

name so that you will 

recognise it when 

searching for it in 

future. (Automatic 

entries are often much 

too long or meaning- 

less). 

A Click on a folder for 

your page in the Create 

In area, or create and 

name a new folder to 

hold it. 

5 Click OK. 

OQ) To go to a favourite 

page, open the 

Favorites menu, open 

the folder and click on 

the page name. 

Favourite pages 
After some time online, you may come across a Web page that 

you know you will want to revisit. Rather than write down the 

exact URL on apiece of paper, you can save it into the browser’s 

special filing system. This is known as Favorites in Internet 

Explorer and Bookmarks in Netscape. 

Next time you want to access the page, open the Favorites 

menu, click the name and you will be taken directly to the page 

you ‘bookmarked’. 

1 Click Favorites 

2 Click Add... 
s 
Bios - mien mien caplorer 

Bait View Favorites Tools Help 

Go - teks 
sehsitaialua 

a MSN.carn 

FA Basie station Guide 

a Spring Shaw 

& Paxupan Sow 

a Latest Mews 

3 Edit the name 
The North of England Horticultwral 
organising horticultural shows in He 

Tyo shows are now held each year 
Showground in Harrogate, (see loc 
enjoy the purpose-built event faciliag 
ae eh me erm See Bib Sent AP 

5 Click OK | 
Create in << 

New Folder... 

Name: | 

Create in: (2 

A Select or create 

the folder 
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Organizing Favorites 

To organize favourites, if they have been stored haphazardly, 

you can either use the folders provided (which may already 

contain links included by your ISP), or create your own. 

3° Click Organize... 

Z Drag or use the 

Favorites x 

Eft 

menu options 

Delete 

Rename 

_ Properties 

4 Open the folder 

Pz) 
ere eS cone 

@) North of England u 

g Royal Jersey Agricultural ... i 

F4 The Roval Horticultural 5... 

élinks | 
#2) MSN.com : 

@ Ratio Station Guid 5 Select a link 

a Oieanize Favorites 

To create a new folder, click on the Create 
Folder button. To rename or delete an 
item, select the item and click Rename or 
Delete. 

| Gesterode )(J Berane] 
7 pacts] 
ae : 

7 Delete or rename? | ~ 

= -- 8 Click Close 
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QO) Organizing Favorites 

1 Click the Favorites 

toolbar button. 

Basic Basic steps 

2 Drag the favorite to 

another folder or right- 

click and select an 

option from the menu. 

Click Organize... 

WO Scroll down to find the 

folder in which one was 

stored. 

Select a favorite link. 

Or On To move it to a different 

folder, click Move to 

Folder and select the 

new destination folder 

in the window. 

7 Choose other options if 

you want to delete or 

rename the page or 

create a new folder. 

8 Click Close. 

To add the current page to your Favorites 

hold [Control] and press (D). 



Sainsburys — having heavy 

shopping delivered can be a 

luxury worth far more than 

the £5 delivery charge. Go to 

www.sainsburys.co.uk and 

register your details, then 

browse the aisles, adding 

items to your trolley. When 

ready, place your order, 

select the delivery slot and 

wait for the doorbell. 

Going shopping 
What do you want to buy today? A book, theatre tickets, 

holidays or a house? You can buy almost anything on the 

Internet nowadays, and it can be safe and much less tiring than 

walking round a real shopping centre. 

As with any purchase, you must take certain precautions: 

@ Check the company exists — is there an address and phone 

number to contact them if you have a problem? 

Find out what they charge for delivery. 

Phone up the company when paying, if you don’t trust the 

security system for taking credit card details on-line. 

@ Make sure goods bought from overseas will work in the 

UK, e.g. are the videos the right type for your machine? 

Research shows that people are often happiest dealing with 

companies with a high street presence or experience in the 

distribution of goods, but if you want to take the risk you could 

get a real bargain with a small, unknown organisation. 

“& Sainsbury's - making life taste better - Microsoft internet Explorer 

Tools Help 

<) Back ~ © ix] i 2 -) yo: Search sr Favorites @ media & 62. a 

C)e\®) 
ae 

File Edit Yiew Favorites 

Links 
¥ Address 4) http://waw.sainsburys.couk} 

Sainsburys 
making ite taste better ge shopping inspiration nectar 

[please choose 

WIN K-MEN on | Sainsbury’sto You [eat firme geil ' 
‘ H Sainsburys DVD or video | 

saingbury’s i With Sainsbury's Sainghury's you itahnen Yon 

entertain Vow ends 13 May 

recipe search Gainshury's 
Bank 
You could save 

, over £100 with cv” 
home insurance 

| easy inspiration 
‘from around , 2 
the world 

Sainsbury's Bank 

Calais store 

Ds foods of the Pine Pe 
| hel htchas LS re 

@ Internet 



Printing Web pages Basic Basic steps Rel 

If you find a Web page you want to print, you can treat it ina l I print one copy of the 

similar fashion to a Word document. However, the length of a complete Web page, 

Web ‘page’ does not correspond to that of a word processed click the Print toolbar 

document, and may extend over several printed pages. button. 

Many Web pages are divided into sections — frames — that | 2 To print a frame, click it 

comprise separate pages displayed in a special way. You need first. 

to take care when printing these to make sure you end up with 3 To sine tametcoai nesiea 

the ae akon you via to File > Print 

& Print 
A For one frame, click 

Options and choose to 

print Only the selected 

frame. | Add Printer Canon 
i Bubble-.., Hey 

I Say gin a = 5 To print only.the fi rst 

| Status: Read Print to file | Pref i : Sh astern oe | section of a long Web 
: Find Printer... 2 Comment: : page, set the pri nt 

Page Range range to Pages from 
Number of copies: rf se s 

Seat ell 

OWCEGE 
i 

Hrereetnpvneiimuersenssontsinetnrae mae neticenecrecets Murer trtereterteteteten:tatrariertantilerntnmertntentnaahselnpagntcnantatraetcptenct eee et tsemaemenaronnm setae easnstausirsijseh 

5 Set the print range 

4 Only print the frame? 

[ General} Options | 
Print frames 

{[] Print all linked documents [_] Print table of links 
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— 

&O 

Saving images You save a Web page just like other documents. It will be saved 

as an html file and will open in the browser window. Images on 

Web pages may need to be saved separately as they are files in 

their own right. 

Right-click the image 

and select the Save 

Picture As... option. : . 

] Right-click and select 

Save Picture As... 
Leave the default file 

type, jog or gif, or save 

itas a bitmap (/6mp). 

E-mail Picture... 

Print Picture... 

Go to My Pictures 

Set as Background 

Give it a name you will 

remember and click 

Save. ical aed chav A Select Set as Background 

Desktop copy » 

Select Set As Back- et 
Add to Favorites... ; 

| AUDA DUES SHUI 

picture as your Desktop 

background — it will be 
Save Picture 

2% My Pictures 

centred, ti led or oe ample Pictures 
a 

MyRecent | | 
Documents i i 

= i 

stretched depending on 

your display settings. 

Return to normal via 

the Start > Control 

Panel > Display > 3 
Desktop menu. 7 

My Network File name: 
Places 

Save as type: )IPEG {*.ipa) a 

IPEG ipa) 

CSS A Ge 

2 Change the type? 

story_main 

E-mail 

Any picture can be 

used as background 
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Downloading files 

New versions of software, games or special Internet tools found 

on the Web can all be transferred and saved onto your computer 

by a process known as downloading. It can take a long time to 

complete the transfer, so you are best downloading at cheap rate 

times. Programs are often free, or trial versions which you pay 

for if you keep them permanently. 

Follow downloading guidelines and stay connected to the 

Internet during transfer. At the end, you may need to restart your 

computer before you can use the new programs. You can 

usually choose a particular folder into which the files will be 

downloaded, and whether to place an icon on your Desktop 

offering a shortcut to the program. 

1 Goto the site 

Saving: 

biaSiukx.exe from www, canon-europa.corn 

Estimated time left 14 min 50 sec (580 KB of 2.31 MB copied) 

Download to: C:\Program Files\Canon\b1a5tukx,exe 

Transfer rate: 2,42 KB/Sec 

["] Close this dialog box when download completes 

4 Watch and wait 
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Basic Basic steps Ba 

1 Go to the site where the 

file is located, e.g. 

www.canon- 

europa.com 

2 Click the hyperlink to 

start the download — it 

may just say Click here. 

3 Accept the suggested 

location, or choose a 

folder in which to store 

your program. 

Aa dialog box may be 

displayed showing the 

status of the transfer. 

ei 
Take note Yel 

Commonly downloaded files 

include updated drives for 

printers and scanners, image 

editors e.g. Paintshop Pro, 

Web page authoring programs 

e.g. FrontPage Express and 

software that allows you to 

transfer your own pages onto 

the Web e.g. CuteFP. 



There are no full, reliable 

e-mail directories, but you 
’ can use Internet ‘people 

searches or online direc- 

tories to try to find an 

individual or business ad- 

dress. 

What is e-mail? 
E-mail is short for electronic mail and is a cheap and quick 

method for sending messages to other computer users via the 

Internet. Large documents or pictures can be sent in the form of 

attachments to your messages, and all you pay is a local phone 

charge. 

Advantages over the post (‘snail mail’) or telephone: 

@ Messages sent to other countries arrive within minutes. 

@ No need to be at home — messages wait in a distant 

mailbox until you download them onto your computer. 

@ You’ll never need to buy stamps or go to the postbox. 

E-mail addresses 

You will need an e-mail address of your own, assigned when 

you register with an e-mail service, and the address of the 

person receiving your message. An e-mail address is made up 

of the following parts: 

User name — this is chosen by you and is usually a nickname or 

combination of initials and surname, e.g. z.nobody 

Mail server — the computer where your messages are held, e.g. 

virgin.net 

These two parts are separated by @ so that the full address looks 

like this: z.nobody@virgin.net 

\ 

Ea 

You have to be 100% accurate when typing an e-mail 

address or your messages will be returned unsent. 

Take note 
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Outlook Exo ress Basic steps [sa 

The examples in this book relate to Microsoft Outlook Express 1 Double-click the icon 

version 6, but most e-mail systems work in a similar way. When for your e-mail appli- 

you open the software the main choices are: cation to open the 

@ Opening an Inbox and viewing new messages; main window. This 
has toolbar options, 

@. Replying to someone, or forwarding incoming mes- fips and short cuts. 

2 Click the Inbox folder 

fo view your mes- 

Maintaining lists of addresses in your Address Book; sages. (New users 

sages to someone else; 

Composing new messages to send; 

Creating folders in which to store messages; normally find a wel- 
come message from 

Attaching a file to a message; their access provider.) 

Deleting unwanted messages. 3 Select a’ message to 

] Open the e-mail application see its contents in the 

lower preview pane. 

A To alter the size of a 

pane, drag its border 

when the pointer is a View Tools Message Help 

. PY «ws S&S x 
Reply Reply All Forward Print Delete 

two-way arrow. 
"Create Mil 

5 To alter the layout, use 

View > Layout... and Folders: ee Ge From Subject Receive 

Ss Outlook E¥press: | SYlaterlife.com Laterlife Today Ne... 10/02/2C i ns select the elements to 
= @D Local Folders Online Editor The Latest NewsF,,, 30/04/2¢ 

Ga Inbbx Pea |toyougsainsbu,., ‘Your c.ter confirn... D1f/o5/2d include. 
Ba) Outbox (1) {Microsoft Outlo.,, Welcome to Geklp... 22/12/20 

2) Sent Items 

_ @ Deleted Items 

».Bh Drafts (1) 

From: toyou@sainsburys.co,uk To: sherman@yai 

Subject: Your: order confirmation 

1 4 Drag the borders 

to adjust the sizes 
4 message(s), 0 ea cna pea 

132 



Basic steps 

& © 

Click the Create Mail 

button or use Message 

> New Message. 

Insert the recipient(s) 

addresses and the 

Subject. 

Write your message. 

Apply formatting and 

spell check it by clicking 

the Spelling button. 

For an urgent message, 

select Priority > High. 

This will attach an 

exclamation mark to it. 

Click Send to send it 

straight away, or select 

File > Send Later to 

retain it in the Outbox. 

Take care when entering 

the Subject. Well-worded, 

it can ensure that your 

message stands out from 

many others that may be 

received and will be read 

rather than ignored. 

Q 

el ne 

6 Click Send }' 

Sending messages 

To send a message, open a composing window and enter: 

@ = The e-mail address of the recipient in the To box; 

The addresses of anyone receiving a copy in the Cc. box; 

The address of anyone who will receive a copy of the 

message unknown to other recipients — a blind copy — in 

the Bcc. box. (To use this box in Outlook Express you 

need to open it by selecting View > All Headers.) 

@ = The subject of the message in the Subject box; 

The message itself, in the lower message box. 

Either send your message straight away or keep it to send later 

when you go online. 

In Outlook Express, messages are stored in the Outbox and, 

after sending, are listed in the Sent box. 

2 Insert the relevant | 

information 

gmat Tools Message Help 

a9 e 7 8 
Check Spelling - Attach > Send 

Tay 

(eer 

lf you arefree on Saturday, 25th, why not join Ug | 

( A Format and spell check 

3 Write the message — 
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Receiving messages 

When you open Outlook Express, download new messages into 

your Inbox by clicking the Send/Receive and then the Connect 

buttons. Once messages appear, go offline to read and reply to 

them at your leisure. 

For each message, you see exactly who sent it and when, and 

can print a hard copy if you want one. Each selected message 

opens in the preview pane, but double-click to open it fully. 

& & 8@ &@ X 
Reply Reply All Forward Print Delete _ Previous 

v) 
Next 

§ From: laterlife.com 

Date: = 

To: 

Subject: —Latgtlife Today Newsletter - Febraary Edition 

g you what to look out f% at laterlife.com. 

Details of sender Print a hard copy 
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Basic steps [ol 

Click the Send/Receive 

button to connect to 

your mail server and 

download any new 

messages waiting for 

you. 

The number of mes- 

sages will be displayed 

in brackets next to the 

Inbox. 

If the Inbox is not your 

default opening screen, 

click this choice in the 

Folders pane to open it 

and view the messages. 

Select a message to 

read in preview or 

open fully. 

After reading the mes- 

sage, use Next or 

Previous buttons to 

read other messages. 

Close its window with 

the Close button. 



a Basic steps [4 Replying 

1 Select the incoming To reply to the author of a message, using the Reply function 
message and click the will automatically enter their address and give you the chance 
Reply button @v.A to retain some or all the original message in your own reply. 

composing window will | Forward a message to a third person by clicking the Forward 
open showing the To: 

box completed and the 

Subject: box starting 

Re: followed by the 

original subject. 

button 4@ and complete the message box as normal. The 

Subject box will include the original subject prefixed by Fw: 

but you will need to enter the new e-mail address yourself. 

4 Complete and send 

®: Re: Laterlife Today Newsletter - February Fin... |, 

> File Edit M#View Insert Format en Help ap 

E 4 ‘4 aoe é » 

‘a’ x © OY @ 
y Jido Check 

To: and Subject 

A completed for you 
2 Partially or fully delete 

the original message, 

or leave as a reminder. 

3° Click in the space at the 

top of the message box 

and type in your reply. 

(Eh To: laterlife-feedback-19@lb. bcepfal.com 

(Eg Ce: i i 

Subject: jRe: Laterlife Today Newsletter - February Edition 

4 Ay 

| Inoticed in this month's newsletter that you didn't mention 

Gladys King's new boeken retirement. 

| Can you add the details next time? \ 3 Type your reply 

Many thanks | 

4 Complete and send 

exactly as you would 

any original message. 

| ----- Original Message ----- 

From: “laterlife.com! 

2. Edit the original 

message 

CesAeneeeee seater term Nereis nO PTSCOEST AE HEAR NN IMP RTTACO NTEOOH OR RMN AOS 

If you are one of a number of people sent a message and want 

everyone on the mailing list to receive a copy of your reply, click 

the Reply A// button rather than the Rep/y button. The e-mail 

addresses of the whole group will be included in the 7o- box. 

135 



Attaching fi les Basic steps [eel 

Although you can use basic formatting tools, you can’t send | Q Attaching a file 

beautifully word-processed e-mail messages, or insert pictures. CR RE RHE Bion 

Instead, you should attach these as files created and saved 

elsewhere. They will remain in their original state and will be fo or select Insert > 

opened by your message recipient into an application. File Attachment. 

2 In the Insert Attachment 1 Click Attach 
dialog box, browse CE eae # Meetings in May 

: Gile Edit View Insert Format Tools Message Help 

roy vi pa 16%, y 

3. Send it Copy Pasts Undo Check = Speling Attach Priority 

To: [henry.box@newstationery.co.uk 

ee [ ; 

Subject: Meetings in May i. 

Attach: 

through your folders 
» 

¥ and select the file you 

want to send. 

3° Click the Attach button. 

The filename will be 

shown in a new Attach I mo 
box. 

| Henry 
5 Select and 

4 Repeat the process to 
press [Delete] 

| Here is the list of meetings coming up in May. He 
¥ : 

attach several files to a 

single message. 

5 To delete an attach- 

ment, select it and 

press [Delete]. 

A Meetings June 

You can attach files from within a program 

or on the Desktop. Right-click or go to File 

> Send To > Mail Recipient. Select the 

Compress option first to zip large files. 

File name: 
‘ a ‘ J 

} Cancel Files of type: if 
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\ Sy Basic steps [el 

1 Look for the paperclip 

icon next to a message 

that shows there is an 

attachment. 

2. Select the message. 

Either 

3° Click the paperclip in 

the top right-hand 

corner of the preview 

pane, then click on the 

filename. 

Or 

A Double-click the 

filename showing in the 

Attach box after open- 

ing the message fully. 

5 Click Save Attachments 

to save it elsewhere. 

Take note 

Opening attachments 

Messages with attachments display a paperclip icon. Open the 

attached file to view it, or save it if you want to transfer it to a 

different machine or keep it with related files. 

ie | 2. Select the message 

1 Look for a paperclip | | 

: File Edif\& View Tools Message Help 

S & 8 
Reply Reply All Forward 

, 

; Create Mail Delete 

PONG OUS Sa. aiun rie |) From: info@gosure.com T... 
Be Outlook Express || Subject: Travel Insurance... 

=) -&B Local Folders P\info@gosure. ci = 

if) Ba Inbox QAOniine Editor 
“8 Outbox A\toyou@sainsbu,, (=) GOSure Policy épp.txt (51.7 KB) 

~Q Deleted Items | ee a ee 
& Drafts (1) 1. accessing http: 

| 2. faxing Claims Infern 
: | 3. writing to 

| |; Claims Ynteghatic 
re | «279 High Birdet, 

5 Click Save Attachments : til 

3 Click the paperclip, 

then the filename 

PY laterlife, gi 

ave Attachments... 

i 
i 

espns se hme ettesuenectenemineoie 
SS 

To insert text or images into the body of a 

message, use the options on the Insert menu. 

Don't open attachments from 

unknown sources as this is 

how viruses can be passed on. 
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The Address Book Basic Basic steps Fel 

It would be quite annoying if you had to enter the same details ] In the Outlook Express 

every time you sent a message, and so you are saved the trouble window, click the Ad- 

by being able to build up an Address Book of e-mail addresses. dresses button or select 

You can also organise group mailing lists so that entering the Tools > Address Book. 

group name inserts all the separate addresses at once. 9. Gee a at 

] Open the Address Book New Contact. 

3 Complete the name 

and e-mail details and 

click Add. The address 

will appear in the main 
New cae 

New Folder... : 

window. 

Accept or amend the 

name to be displayed. 

Click other tabs to store 

more information. 

Click OK. 

“¢| Nickname: i 

E-Mail Adgresses: 

UO Oo On _~ To group several ad- 

dresses under a single 

heading, select New > 
3 Give the name and 

e-mail address 
New Group. 

im 4 Edith display name 
Cancel 

| 6 Click OK 

You can add the address of anyone who sends you 

a message, by right-clicking their name and 

selecting Add To Address Book from the menu. 
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Basic Steps [a4 Using the Address Book 

1 Click Ato: Or pace: | Once you have built up a list of e-mail addresses in your 
to open the Address Address Book, you can enter these automatically into your new 

Book. messages. 

2 Selecta person or 

group name in the left 

pane. 

3 Click the To:,.Ccs.or 

Bcc: buttons to enter Pace BS 

the address into the 

appropriate message 

box. 

A Click OK and you will 

return to your message. 

2 Select the name 

3° Click LOwsec: Or BCE: 

Eas) Select Recipients 

Message recipients; 

E-Mailé | Z2)Henty Box 

henry. be 

f_stone ‘Margaret Stone 

Margaret Stone 

5 To delete an address, 

open the Address Book, 

select the name and 

click Delete. 

6 To edit an address, 

select it and click the 

Properties button. 

Delete Find People Pri 
ype name or select from list; 
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Organising messages basic sess. fs al 
All new messages appear in your Inbox, but you should use | |] 

existing folders or create new ones to store your messages 

systematically. Just as with file management, referring to a 

particular message is then much easier as you only need to look 

in a suitably named folder. 

LY ] Right-click on a folder 
Rack Mie she An ee aa 
ee] Outlook Express er a 

© © Local Folders 

=) Inbox 

non F&F WN 

al = 

Bou open 
i Find... 

—— — 2 Select New Folder... 

Rename... 

Delete 

byahy Dre 

} . 

Properties 

Create Folder 

Folder name: 

‘Transport « 

Select the folder in which to create the 
83 ot arene eels geek 

. S @ Local Folders 

a Inbox 

i 
@ Outbox 

2 Sent Items 

(@ Deleted Items 
BM Drafts 

(184 Outlook Express 
Se ®& Local Folders 

ie] ‘tm Inbox 

Sy 
{Ef Transport 

GS Outbox 

{2 Sent Items 

(@ Deleted Items 

<8) Drafts 
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A Click OK 

Right-click on the folder 

in which you want your 

new one to be created. 

Select New Folder... 

Enter the name for your 

new folder in the box. 

Select the parent folder 

in the list and click OK. 

Click the + next to a 

folder name to see its 

new subfolder. 

5 Open the folder to 

see the new one 



Basic steps 
Q 
SA 

gr 

1 Select the message. 

Fither 

2 Open the Edit menu or 

right-click and select 

Move to or Copy to 

Folder. 

3 Select the destination 

folder, or create a new 

one first, and click OK. 

Or 

4 Display both the mes- 

sage and destination 

folder on the screen. 

1s) Drag the message 

across to the destina- 

tion folder. (Hold down 

[Control] to copy but 

not move the original.) 

6 When the folder be- 

comes highlighted, let 

go of the mouse. 

If you delete a message by 

mistake, open the De/eted items 

folder and drag the message 

out into another folder. 

Moving messages 

Once you have created folders in which to store your messages, 

you can file the messages you want to keep. You can also delete 

any you know you won’t need by selecting them and clicking 

the Delete button. 

i fat Outlook Express EsMicrr soft Oukdeg 
(= © Local Folders Open 

| a Coleg es ae 
= © Hospital Reply to Sender 

i Transport Reply to all 

Forward 

| Forward As Attachment 

Mark as Unread 

| _ Move to Polder... 

Copy to Folder... 

Delete 

Add Sender to Address Book 

<. Yb hee | Properties 

2 Use Copy or Move to Folder 

3° Select the folder 

and click OK 

Move 

Move the item[s] to the selected folder: 

Mal Outlook Exptess | 

| =-@3 Local Folders | 
Ee New Folder 

Transport 

@ Outbox 

(2 Sent Items 

Deleted Items 

<& Drafts 
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Summary 
The Internet links computers around the world. Register 

with an ISP to access it via a modem and the telephone 

system, and view it through a browser. 

Web pages are written in a special code that allows 

you to click on text or images — a hyperlink — and link 

up with other pages. The address of any page is 

known as its URL. 

Searching the Web is aided by using directories or 

search engines. These allow you to search for key- 

words or to work through sites that have been grouped 

together under common headings. 

Whenever you find a page you will want to revisit, you 

can bookmark it by adding its URL to a list of links to 

favourite Web addresses. 

Shopping on the Internet, is becoming as normal as 

mail order, and as long as you take sensible precau- 

tions, should be simple, safe and may save money. 

You can print and save pages and images from the 

Web, and you can download programs onto your PC. 

Once you have registered with an ISP, you can send 

e-mails around the world for the cost of a local phone 

call. 

Documents and images can be sent by e-mail as 

attached files. 

People’s e-mail addresses can be saved into an Ad- 

dress Book and added to your messages automati- 

cally, and you can organise messages in folders just as 

you organise your own files. 
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If you want to know more 

about the Internet, read 

The Internet Made Simple 

by P.K. McBride. 
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Basic Soyroeiiome) ik 
Quickly learn what’s essential and how to make the computer work for you. 

easy.to follow 
jargon free 
practical 
task based 
easy steps 

Thousands of people have already discovered that the MADE SIMPLE series gives them what they 
want fast! Many delighted readers have written, telephoned and e-mailed us about the MADE 
SIMPLE Series of computer books. Comments have included: 

‘I haven’t found any other books worth recommending until these.’ ¥ 

Clear, accurate, well presented, jargon free, well targeted.’ Z 

‘Easy to follow to perform a task.’ 2 

. ‘Illustrations are excellent.’ 

‘Ideal for the first time user.’ 

ea ‘Clear, concise and well laid out.’ 
MADE SIMPLE : 

15, @1@) <u) 
An imprint of Elsevier 9"780750"661379 
www.madesimple.co.uk 

ISBN 0-7506-6137-2 


