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2004 0'Leary Series Computer Concepts Titles
From McGraw-Hill Technology Education

Computing Essentials 2005 (Intwoductory and Completg) is written
by the well-known, best-selling author team of Tim and Linda O'Leary.
Computing Essentials 2005 encowrages active learning with its exer
clees, (llustrations, inclusion of screen shots and numbered how 1o
steps. When this text is bundled with software application lab manu-
als, students are given a complete represemation of the fundamental
issues surrounding the personal computing environment, Demonstration
videos 1o accompany the Making IT Work For You features (which
cover topics such as creating personal ‘websites and downloading
music from the Imernet), ameavailable on the web and on CD-ROM.
Supplements include the fellowing:
» Instructor’s Resource Kit (Instructors Manual, Test Bank, and
PosverPoint Presentalion ),
s Compaiting Essentials Student CR-ROM, coniining animalions,
weh links, and in-drplh coverage ol select topics,
® SimNet Concepts, a complete computer-based leaiming and
ASsEsSment progran.
New videos from Tech TV make the O'Leary package more complete
and relevant than ever before. The Online Leaming Conter website
contains additional learning material, web links, demonstration
videns, and exércises 1o contribute to the suceess of your students,

New for. 2004 - Computing Today, also written by the hest-selling
author team of Tim and Linda O'Leary, is the newest addition to the
(¥ Leary Serics. 1t is a [J:rwi:ﬂul, intezrated learning tool that gives stu-
dents a comprehensive introduction to the exciting world of
Information Technology with expanded coverage and new [eatures,
such as Careers in I'T, which profiles some of the fast-growing careers
in Information Technology. Another feature unigue to Computing
Today is Using IT al BVD-Direct - A Case Study, in which studemis fol-
low Alice; a recent t‘u“i‘gt il aduate hired as a marketing analyst, as
she navigates her way through various real-world scenarios.
Demonstration videos 1o accompany the Making I'T Work For You [ea-
tures (covering topics such as creating personal websites and down-
loading music from the Internet) are available on the web and on CD-
ROM. Supplements include the following:
s Instructors Resource Kit (Instructor’s Manual, Test Bank, and
PowerPoint Presentation),
* Compuling Today Student CD-ROM, containing animations, weh
links, and in-depth coverage of select 1opics,
o SimNet Concepts, s complete computer-based leaming and
ARSESSMENT Program,
New videos from Tech TV illustrate new, cutting edge topics in the
computing world. The Online Learning Center contains additional
material, web links, demonsiration videos, and exercises to contribute
to the success of vour students.
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% Technology
Education
McGraw-Hill Technology Education

At MeGraw-Hill Technology Education, we publish instructional materials for the technology education
market—in particular, for computer instruction in post secondary education that ranges from introduc-
tory cowrses in traditional fourvenr universities to continuing education and proprictary schools
MeGraw-Hill Technol

sturdy _'__'iliLlL'N tesling materials, and technol wv-hased training and assessment tools.

gy Education presents a broad range of innovative products—iexts, lab manuals

We realize that technology has created and will continue (o create new mediums for prolessors and stus
dents: to use in managng resources and communicating information 1o one another, MeGraw-Hill
Fechnology Education provides the most flexible and complete weaching and learning tools available and
olters solutions 1o the changing necds of the dassroom, McGrow-Hill Technology Education is dedi.
cated 1o providing the toals lor today’s instructors and students, which will enable them 1o successiully
navigate the world of Tnformation Technology.

& MeGraw-Hill'Oshorne—This division of The McGraw-Hill Companies is known for its best-selling
Internet titles, Harley Hahn's borerer & Welr Yellow P

vex and the fMmiemer Complete Reference. Fo

miore information, visit Osborne @& www.oshorpe.com

o Digital Solutiens—Whether vou want 1o teach a class online or just post your "bricks-n-monar” class
svllabus, MeGraw-Hill Technology Education is committed o publishing digital solutions, Taking
vour course online doesn’t have (o be a solitary adventure, nor does it have to be a difficult one. We
offer several solutions that will allow vou to enjoy all the benefits of having vour course material an-
line

e Packaging Options—For more information about our discount options, contact vour MoGraw Hill
Sales representative at 1-800-338-3987 o visit our website al www.mhhe.comiit.

MeGraw-Hill Technology Educarion is dedicared 1o providing
the tools for todav's instructors and studens
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Specialist

Approved Coursewans

What does this logo mean?

It means this courseware has been approved by the Microsoft™ Office Specialist Program to
be among the finest available for leaming Microsoft Office Word 2003, Microsoft Office Excel
2003, Microsoft Office Access 2003, and Microsoft Office PowerPoint 2003. It also means that
upan completion of this courseware, you may be prepared to take an exam for Microsoft
Office Specialist qualification.

What is a Microsoft Otfice Specialist?

A Microsolt Office Specialist is an individual who has passed exams for certilving his or her
skills in one or more of the Microsoft Office desktop applications such as Microsoft Word,
Microsoft Excel, Microsoft PowerPoint, Microsoft Outlook,. Microsoft Access, or Microsoft
Project. The Microsoft Office Specialist Program tyvpically offers certification exams at the
"Specialist” and "l:..\p'.-['r" skill levels. ™ The Microsolt Olfice Hrn'(i;ih'-q Program is the only
program in the world u.pp!'.nu.l by Microsolt for Lesting pluric.'iuuu_\. in Microsalt Dffice desk-
top applications and Microselt Project. This testing program can be a valuable asset in any
iuh search or career advancement.

More Information:
To learn more aboul becoming a Microsodt Office Specialist, visit wawmicrosolt.com/alficespecialist

To learn about other Microsoft Office Specialist approved courseware from MeGraw-Hill Technology

Education, visit hitpsfwwwmhhe comvcatalogs iowin/ivn

slindex.mbim]

The: availability of Microsoft Cfice Specialist cenifiction exams varies by application, application version and
languape: Visit wovw.microsofllcomdoficesp wlis Four exmm mwvailabiliey

Microsofr, the Microsal Ofhce Logo, PowerPoint, and Outlonk are trademarks or registered irademarks of
Microsoft Comporation in the United States andior other countries, and the Microsol Office Specialist Lo ks wsexd
under license rom the owner
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Who benefits from Microsoft Office
Specialist certification?

Employvers

Microsoft Otfice Specialist certification helps satisfy employers’ needs for qualitative assess-
ments ol L‘]]'I]Jlu\cl_':f skills. Training, L'U'll|]]l_‘(_l with Microsoft Office Sl'll_‘l_'i;lli.\l certification,
fers organizations of every sive the ability to enhance productivity and efficiency by enabling
their 1_-mpl| wees 1o unlock many advanced and laborsas ing features in Microsoft Office :1p|;1-||—
cations. Microsoft Ofice Specialist certification can ultimately improve the bottom line.

Employees

Microsolt Oflice Specialist centification demonstrates emplovees’ productivity and competence
in Microsolt Office applications, the most popular business applications in the world. Achieving
Microsoft Office Specialist certilication verifies that employvees have the confidence and ability
tir Lse Microsoflt Office applications in meeting and exceeding their work challenges.

Instructors

Microsaft Office Specialist centification validates instructors’ knowledge and skill in using
Microsoft Office applications. It serves as a valuable credential, demonstrating their potential
tor teach students these essential applications, The Microsolt Office Specialist Authorized
Instructor program is also available 10 those who wish 10 further demonstrate their instruc-
tional capabilities.

Students

Microsoft Office Specialist centification distinguishes students from their peers. It demon-
strates their efliciency in completing assignments and projects, leaving more time for other
studies, Improved confidence toward meeting new challenges and ohstacles is vet another
henefit, Achieving Microsoft Office Specialist certification gives st udents the marketable
skills necessary to set them apart in the competitive job marke

Tir leaen more about becoming a Microsoll Office Specialist, visit sysomicresolleomiolficespecialist

o purchase a Microsolt Office Specialist cenilication exam, visit www Deskiopl.com

Microsoft and the Microsoft Difice Specialist Logo are either registered trademarks or trademarks of Microsoft
Corparation in the United States andlor other countrics
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Introduction to Microsaft Office 2003

Overview of Microsoft Office Excel 2003 EXOLL
Lab 1 Creating and Editing a Worksheet EX1.1
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Working Together 1: Linking, Embedding, and E-Mailing ~ Bxw11.1 |
Lab 4: Using Solver, Creating Templates, and Evaluating
Scenarios EX4.1
Lab 5: Using Data Tables, Creating Macros, and Designing
Onscreen Forms EX5.1
Lab 6: Creating Lists and Web Pages EXb, |
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Command Summary I EXCS: 1
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Clndex == EXL
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| Intruduetion 1o Microsolt Office
2001

What Is Microsoft Office System 20037
Office Ward 2003
Office Excel 2003
Office Access 2003
Office PowerPaint 2003
Office Outlook 2003
Commaon Office 2003 Features
Starting an Office 2003 Application
Using Menus
Using Shartcut Menus
Using Shortcut Keys
Using Toolbars
Displaying Toolbars on Separate Rows
Using Task Panes
Using Office Help
Using the Help Table of Contents
Exiting an Office 2003 Application
Lab Review
Koy Torms

Command ':—u.-l'r!rna'r,I
Lab Exercises

Step-by-Step

On Your Own

Overview of Microsoft Office
Excel 2003

What Is an Electronic Spreadsheet?
Excel 2003 Features

Case Study for Office Excel 2003 Labs
Before You Bagin

Microsoft Office Language Bar
Instructional Conventions
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1.2
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.11
L1
Lz
LIS
(8
L7
L7
LM
L
1.25
124
L&r
L&
.27
L
L8
IL.a8

EXO.1

EXO
EXD.2
EXQ.2
EXD.3
EXQ5
EXD5

Detailed Contents

11 il Creating and Editing a Worksheet

Objectives
Case Study
Introducing Office Excel 2003
Starting Office Excel 2003
Exploring the Excel Window
Exploring the Workbook Window
Moving Around the Workshest
Creating New Worksheets
Developing a Warkshest
Entering and Editing Data
Entering Taxt
Clearing an Entry
Editing an Entry
Using AutoCorrect
Entering Numbears
Changing Column Widths
Dragging the Column Boundary
Using AutoFin

EX1.1
Ex12
Ex1.4
EX15
EX15
EX1.5
EX17
Ex1 g
Ex113
EX1.13
EX1.14
EX1.15
EX1.16
EXL17
EX1.20
EX1.23
EX1.24
Ex1.24
EX1.25

Saving. Closing. and Opening Workbooks £x1 25

Saving a Mew Workbook
Closing a Workbook
Opening an Existing Workbook
Using Language Tools
Checking Spaling
Using the Thesaurus
Duplicating Cell Contents
Using Copy and Paste
Salecting a Range
Using the Fil Handle
Inserting Copled Colls
Moving Entries
Working with Formulas
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EX1.32
EX1.35
EX1.28
Ex1.38
EX1.80
EX1.43
Ex1.44
Ex1.45
EX1.47




Entering Formulas
Copying Formulas
Entering Functions
Using Painting to Enter a Formula
Recalculating the Worksheet
Inserting Rows
Formatting the Worksheet
Changing Cell Alignment
Indenting Entries
Centering Across a Selection
Changing Fonts and Fant Sizes
Applying Character Effects
Using Undo
Using Foermat Painter
Formatting Numbers
Adding Color
Entering the Date
Previewing and Printing a Worksheet
Previewing the Worksheet
Printing the Worksheet
Exiting Office Excel 2003
Concept Summary
Lab Review
Key Terms
Microsoft Office Specialist Skills
Command Summary
Lab Exercises
Serean |dentification
Matching
True/False
Fill-Iny
Multiple Choice
Step-by-Step
On Your Chwn

Charting Worksheet Data

LS

EX1.47
EX1.48
EX1.50
EX153
EX1.556
EX1.57
EX158
EX1.58
EX1.61
EX1.62
EX1.43
EX1.66
EX1.67
EX1.47
EX1.68
EX1.72
EX1.73
EX1.74
EX1.74
EX1.78
EX1.77
EX1.78
EX1.80
EX1.80
EX1.81
EX1.81
EX1.84
EX1.84
EX1.85
EX1.85
EX1.88
EX1.85
EX1.88
EX1.93

EX2.1

Objectives

Case Study

Concept Preview

Improving the Appearance of
the Werkshaet

Using Styles

Working with Graphics
Inserting a Graphic
Sizing Graphics

EX2.1
EX2.2
EXZ.A

EX2.4
EX25
EX2.7
EXZT
EX2.12

Working with Charts
Creating a Single Data Serjes Chart
Selecting the Data to Chart
Using the Chart Wizard
Maving and Sizing a Chart
Changing the Chart Location
Creating a Multiple Data Series Chart
Changing the Chart Type
Adding Chart Titles
Maving the Legend
Formatting Chart Elements
Changing Title Orientation
Changing Worksheet Data
Adding Data Labels
Creating and Fermatting a Pie Chart
Selecting the Pie Chart Data
Formatting the Pie Chart
Exploding and Rotating the Pie
Applying Patterns and Calor
Setting File Properties
Decumenting a Warkbook

Preparing the Waorksheet and
Charts for Printing

Praviewing the Entire Workbook
Sizing the Worksheet to Fit the Page
Aligning a Sheat on a Page

Adding Predefined Headers and Footers

Concept Summary
Lab Review
Key Terms
Microsoft Cfice Specialist Skills
Command Summary
Lab Exercises
Matching
True/Falze
Fill-ln
Multiple Choice
Step-by-Step
On Your Chwn

EX213
EX2.15
EX2.16
EX2.17
Ex222
EX224
EX224
Ex2.27
EX2.33
EX2.34
EXZ234
EX237
EX238
EX2.3%
EX2 4
EXZ241
EX243
EX2 44
EX2.46
EXZ 4%
EX24%

EX2.50
EX2.51
EXZ252
EX2.53
EX254
EX2.58
EX2 40
EX2.60
EX2.40
EX241
Ex262
EX2.42
EX2.62
EXZ.63
EX2.43
EX245
EXZT1

L

EI Managing and Analyzing a Workbook x3.1

Objectives

Case Study

Concept Praview

Correcting Worksheet Errors
Using the Formula Error Checker

EX3.1
EX3.2
EX3.4
EX3.5
Ex36
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Managing Large Worksheets
Zooming the Worksheet
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Splitting Windows
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Customizing Print Settings
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Introduction to Microsoft

Office 2003

Objectives

After completing the Introduction 1o Microsolt Office 2003, you should be able to:

Describe Office System 2003.
(2]

Describe the Office 2003 applications.
Start an Office 2003 application.
Recognize the basic application window features.

Use menus, shortcut menus, and shortcut keys.

(6]

Use toolbars and task panes.

7]

Use Difice Help.

0

Exit an Dffice 2003 application.

11
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1.2

» What Is Microsoft Office System 2003?

Microsoft Office System 2003 is a comprehensive, integrated system of
Prog@rams, servers and services L|L'.5|l__'=|'lt'd Lo solve a wide array of business
necds, Although the programs can be used individually, they are designed
to work together seamlessly making it easy to connect people and
organizations to information, business processes and each other. The
applications include tools used o create, discuss, communicate, and
manage projects. Il you share a lot of documents with other people, these
features facilitate access 16 common documents. This version has
expanded and refined the communication and collaboration features and
integration with the World Wide Weh. In addition, several new interface
features are designed 1o make it easier to perform tasks and help users
take advantage of all the features in the applications

The Microsoft Office Svstem 2003 is packaged in dilferent
combinations of components., The major components and a brief
da.-.u.'ripl 07 Are proy ided in the following 1able

Component Description

Microsoft Office 2003
Office Weord 2003 Word Pracessor
Office Excel 2003 Spreadsheet
Office Access 2003 Database manager

Office PowerPoint 2003 Presertation graphics

Office Outlock 2003 Desktop information manager
Office FromPage 2003 Web site creation and managemant
Office InfoPath 2003 Creates XML forms and documents
Office OneMote 2003 Note-taking
Office Publisher 2003 Desktop publishing
Office Visio 2003 Drawing and diagramming

Office SharePaint Portal Server v2.0 and Services

The fve components of Microsobt Office 2003-—Word, Excel, Access
PowerPaint, and Outlook—are the applications vou will learn about in
this series of labs, '|l|'u'.'\ are dl"i('r'ihl.‘ﬁl in more detail in Ihl.‘ ll'l“l]'\li]]!_‘
seciions. :

Office Word 2003

Oltice Word 2003 is a word processing software application whose
purpose is 1o help you create texi-based documents. Word processors are
one of the most flexible and widely used application software programs. A
wiord PIOCESSOr Can b wised Lo 1||._|r]||,]|.:|.j[|_' text data 1w P wuce a letter. a
report, & memo, an e-mail message; or any other type of correspondence.

Intreduction to Microsaft Ofice 2003

[ www mhhe com/oleary ]
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Pwo documents vou will produce in the first two Word labs, a letter and
flyer, are shown here,

A letter containing a tabbed
table, indonted paragraphs,
and text enhancemaents in
quickly created using basic
March 2. 20 Ward features,

0% e Announcing

New Adventure Travel Tours

*  Professinnal tour nanager and
& Al wesrmavadations el mealy
o AR epirance ey sEiian, |

Fresentalsan 4

and b L
The hotels sre kosted in dount Los Angeles, 1o Sant 1, and ot the arport

Call 1800 00 o presentation locstions, & full calor brochure. snd

itinerury iforisation, ooss, and Trip daces.

A flyer incorporating many
visual enhancements such as
colored text, varied text styles,
and graphic slements is both
weye-catching and informative. .

What |s Microsoft Office System 20037 1.3
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1.4

Introduction to Microsoft Office 2003 [

The beauty of a word processor is that vou can make changes or
corrections as vou are typing, Want to change a report from single spacing
to  double spacing? Alter the widith of the mnrgins? Delete some
paragraphs and add others from vet another document? A word processor
allows you to do all these things with ease.

Word 2003 includes many group collaboration features to help
streamline  how documents are developed and changed by group
members. You can also ¢reate and send e-mail messages directly from
within Word using all its featres to create and edit the message. In
addition, vou can send an entire document as vour e-mail message,
allowing the recipient to edit the document directly without having 1o
open or save an attachment.

Word 2003 is closely integrated with the World Wide Web, detecting
when you type a Web address and automatically converting it to a
hyperlink. You can also create vour own hyperdinks to locations within
documents, or to other documents, including those at external locations
such as a Web site or file server. Tts many Web-editing features, including
a Web Page Wizard that guides vou step by step, help vou quickly create a
Web page.

Office Excel 2003

Office Excel 2003 is an electronic worksheet that is used o organize,
manipulate, and graph numeric data. Once used almost exclusively by
accountants, worksheets are now widely used by nearly every profession.
Marketing professionals record and evaluate sales trends, Teachers record
grades and calculate final grades. Personal trainers record the progress of
their clients.

Excel includes many features that not only help yvou create a well-
designed worksheet, but one that produces accurate results. Formatting
features include visual enhancements such as varied text styles, colors,
and graphics. Other [eatures help you enter complex formulas and
identify and correct formula errars. You can also produce a visual display
of daia in the form of graphs or charts. As the values in the worksheet
change, charts referencing those values automatically adjust to reflect the
changes.

Excel also includes many advanced features and tools that help vou
perform what-if analysis and create different scenarios. And like all Office
2003 applications, it is easy to incorporate data created in one application
into another. Two worksheets vou will produce in Labs 2 and 3 of Excel
are shown on the next page.

warw.mhhe. com/cleary ]
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A workshest showing the
guarterty sales forecast con-
taining a graphic, text en-
hancements, and a chart of
the data is quickly created
using basic Excel features,

- > S—

n Intermet Cafe
iammal Forecamt

A large workshest ncorporat-
ing more complex formalas,
wvisual enhancements such as
colored text, vaned text styles,
and graphic elements it both
informative and attractive.

What bs Microsoft Office System 20032 LS
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Changes you make in work-
shest data while performing
what-if analysis are automati
cally reflected in charts that
reference that data.

Waorksheet data and charts
can be copied and linked to
other Office documents such
a5 a Word documant.

‘Introduction to Micrasoft Office 2003

You will sée how easy it is 10 analyre data and make projections using
what-if analysis and what<il graphing in Lab 3 and to incorporate Excel
a Word document as shown in the following lgures,
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Office Access 2003

Office Access 2003 is a relational database management application that is
used 10 create and analyee a database, A database is o collection of related
it Inoa relational database, the most widdy used database structure,
data bs orpanized in linked (ables. Tables consist of columns {called Helds)
and rows (called vecondsi, The tables are relaied or linked 1o one another
by a common field, Relational databases allow vou 1o create smaller and
mone manageable darabase tables, since vou can combine and exiact dita
between tahles.

The program provides tools to enter, edit, and retrieve data From the
database as well as to analyze the database and produce reports of the
output. One of the main advantapes of a computerized database is the
ability foquickly add, delete, and locate specific records. Records can also
be easily rearmanged o serted according o different fields of data,
resulling in multiple table arrangements that provide more meaningful
information for different purposes. Creation of forms makes it easier 1o
enter and edit data as well, In the Access labs vou willl create and organize

the database wable shawn below.

A relational database can be
croated and modified easily
using basic Access features.

Aeedal  Cam Mavager
Ry Wl ats Wiateghe

Rakiikwr Massce

B R 75 T C L
rr L.

Organizing records into
sorted order in a database
makes the information more
meaningful and sasier to use.

Forms make antering and
editing data easy

[ s
e [ 1] N O D

; W;hal Is Microsoft 6\‘“:9 Systern 20037 L7
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Anather feature is the abilitv to analyze the data in a table and perform
calculations on different fields of data. Additionally, vou can ask questions
or query the table to find only certain records that meet specific
conditions to be used in the analysis. Information that was once costly
and time-consuming to get is now quickly and readily available. This
Information can then be quickly printed out in the form of reports ranging
from simple listings 1o complex, professional-looking reports in different
Tavour stvles, or with titles, headings, subtotals, o totals.

A database can be queried
to locate and display only
specified information.
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Office PowerPoint 2003

Olhce PowerPoint 20403

the next pag

A presentation condists of a
saries of pages or “cli
presanting the information
you want to convey in an
arganized and attra
ruEmEr

meny || [T 1 ) ‘

L

e noa L [ ' o ¥

Brpots Buinans IR

HEIpS4vé An Animal

When running an onscreen
presentation, each slide of
the presentation is displayed
full-screen on your computer
manitor or projected onto a
SCradn

‘What b Microsoft Office
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Office Outiook 2003

Office Outlook 2003 is a personal information manager (FIM) program
that fs designed 1o ger vou organived and keep vou organized. PIMs, also
known as deskiop managers, are designed 1o maximize your personal
productivity by making it elfficient and easy 10 perform evervday tasks

such as scheduling meetings, recording contact  information, and
communicating with others, 1o name a lew. Outlock 2003 includes an
integrated c-mail program, o calendar, and contact and task management
leatures.

The opening Outiook window
provides quick access to all the
tools to keep you erganized,
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'I'h-DM_lnul: calendar and o S i
scheduling component not
only allow you to create an
appointment, but will remibnd
you of appointments by play-
ing a sound or displaying a - £ |
message.
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Additional Infarmation

Plaase read the Bafore You
Bengin and Instructional
Comenticns sections In the
Overview ta OHice Excel |
2003 [EXO.3) betore starting
this section,

It iz assumed that you are
already familiar with basic
‘Windows operating syetem
features. To review these
features, refer to your
Windows text or if available,
| the ' Leary Serias
Introduction te Windows
teat

€@ - cicx to
display the Start
menu.

# Select All Programs,

Having Trouble?

| W you are using Windows
| 2002 o aorlier, salect

Programs.

» Salect
[@ e o
® Choose

[=
OR
0-' Double-click the | =

shortcut on the |~
deskiop.

e—o i necessary, click m

Maximize in the title
bar to maximize the
window.

| Your window may appear with
obve green or silver colars,

depending upan tha Windows |
setlings on your computer.
1

Votar SO Shoukd be
sirmilar o Figure 1

Common Office 2003 Features

Now that you know a little about cach of the applications in Micresoft
Offtce 2003, we will take a look at some of the features that are common
tw all Office 2003 applications, This is o hands-on section that will
imtrodluce you o the feamires and allow vou to et a feel for how Office
2003 works. Although Word 2003 will be used 1o demonstmie how the
teatures work, only common features will be addressed. These features
melude using menus, Office Help, sk panes, toolbars, and starting and
exiting an application. The leares that are specific o each application
will be imtroduced individually in each application text.

Starting an Office 2003 Application

Phere are several ways 10 starl an Office 2003 application, The two most
commen methods are by using the Start meny or by clicking o deskiop
shorteut for the program if i is available. 17 vou use the Start menu, the
steps will vy slighily depending on the verdon of Windows vou are

LS.
Resiore
(e

' Sunced toooar | | Formting rosker | £ BficeOrine
i " Lt PR O Cloca
| ' e st ] WDV
Ilﬂmpﬁl‘lﬂr 4 :ﬁ}':'.‘..?"""' T bk
e

anjilawe ¥ i
T By o o 4
Figure 1
: Status bar
Common Office 2003 Features L1
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Application windows can be

sized, moved, and atherwise
likee any ather

windows on the desktop.

Use Tools/Options and select
Startup tosk pane to display
the Geiting Started task
pana when starting the
application.

The Word program is started and displaved in a window on the deskiop.
The left end of the application window title bar displays the file name
follewed by the program name, Microsoft Office Word 2003, The right end
of the title bar displays the ! Minimize, Restore Down, and Close
buttons. They perform the same functions and operate in the same way as
all Windows versions.,

The menu bar below the title bar displavs the application’s program
menu. The right end displays the document window’s B Close Window
buttan. &s vou use the Office applications, you will <ee that the menu bar
contains many of the same menus, such as File, Edit, and Help. You will
alse see several menus that are specific to each application,

The twolbars locared below the menu bar contain buttons that are
moiise shortcuts for many of the menu items. Commonly, the Office
applications will display two toolbars when the application is first opened;
Standard and Formatting. They may appear together on one row (as in
Figure 1), or on separate rows.

The larpe center area of the program window is the document
window where open application files are displaved. Currently, there is a
blank Word document open. In Word, the mouse pointer appears as I
when positioned in the document window and as a b when it can be used
10 select ftems. The task pane is displayved on the right side of the
document window, Task panes provide guick access 1o [eatures as vou are
using the application. As vou perdorm certain actions, different task panes
automatically open. In this case, since vou just started an application, the
Gerting Started task pane 15 automatically displaved, providing different
ways to create a new document OT Open an existing document.

The status bar ot the bottom of the window displavs location
information and the status of diflerent settings as they are used. Différent
information is displayee in the status har for dilferent applications.

On the right and bouom of the documemt window, are vertical and
horfzonial scroll bars. A seroll bar is used with a mouse 10 bring
additional lines of information into view in a window, The vertical scroll
har is used to move up or down, and the horizontal scroll bar moves side
1o side in the window,

As you can sec, many of the features 1n the Word window are the same
as in other Windows applications. The common user interface makes
learning and using new applications much casier

Using Menus
A menu is one of many methods vou can use to accomplish a task in a
Lo Took/Custornizel program When u|wl1w_i. @ menu 1ii~|nlul:m a list _ul comminds, When an
Options and check or clear Office program menu s first opened, it may display a short version of
the “Abways show full commands. The short menu is a personalized version of the menu that
& e
::‘:‘;’gumm"“og;m“ displays basic and frequently used commands and hides those used less
often. An expanded version will display amomatically after the menu is
open for a few seconds,
L12 Introduction to Micresoft Office 2003 1
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o Click File to open the

Onee one menu is expanded,
athers axpand autormatically
unti you choose a command
or perform anather action,

Additional Information

File menu,

# Point to each menu in
| the menu bar to see
the full menu for each,

# Point to the View / L= of e
M. [Ewpanded T LR
l b ieehicabes & dhalog e wil
¥our scvenv should be i e =
shmiar i Figure 2 %
&
oo B ks

Additional Information

I you da ot want to wait fos

| the expanded manu 1o

appear, you can click [1] at
the bottem of the menu of
doubde-chick the menu name

to display the full manu
immediataly
L

itional Informaltion

I underlined command

latters are not displayed, this
i& not active on your

Sysiem.

T ——

_rl—_nw--w
'li

e B 8, Trems Vv By 4 5 iz L
E - __‘r Letter con be typed — " LRECHE L |
-—_

10 choese coemmand

[T [T F“:muo"“

| Inchcates. 2 submen
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T-ug-gl- i:l-rm-'-d men | B P

tpup
‘\-‘\-‘\H« Covrenaad i nest suaiabls

Eopmm “Frwn s fan e 1w

e callianls
Bpen

Figure 2

Many commands have images next ti them o vou can quickly associate
the command with the image. The same image appears on the wolbar
button for that leature. Menus may include the lollowing features (not all
menus inchade all Features):

Feature Meaning

Elfipsis (...} Inelicates & dislog box will be displayed.

EI Inclicates a submenu will be displayed

Dimmed Indicates the command is not available for se-
lection until certain other conditions are met.

Shortout keay A key or key combination that can be used to
exacute a command without using the menu,

Checkmark Indicates a toggle type of command. Selecting

it turna the feature on or off. A checkmark indi-
cates the feature is on

Underlined letter Indicates the letter you can type to choose the

command.

On the View menu, two options, Task Pane and Ruler, are checked,
indicating these features are on, The Task Pane option also displays the
shortcut kev combination, [Cil] + [F1 ], after the option, This indicates the
command can be chosen by pressing the kevs instead of using the menu,
The Footnotes option s dimmed because it is not currently available, The
Toolbars option will display a submenu when selected, and the Zoom
command a dialog box of additional options,

Comman Office 2003 Faatures L13
Excel 2003
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Once a menu is open, you can select a command from the menu by
pointing to it. A colored highlight bar, called the selection cursor,

appears over the selected command.

[ Standard toolbar | | Toolbar csmanu | | Formarting ool |

eammtnmrm-s

command to select it
and display the
submenu.
Wouir screm shoud be
similar fo Figure 3
1 s st foder
]
e
Lmon
otz
w ufllsoe i "
B e B my il | iy (1 | |
Figure 3
Currently there are three selected (checked) Toolbar options: Standard,
Formatting, and although not technically a toolbar, the Task Pane. If other
toelbars are selected in vour menu, this is because once a toolbar has been
turned on, it remains on until tmed off,

To choose a commmand, vou click on it, When the command is chosen,
the associaled action is perormed. You will close the task pane and any
ather open toolbars and display the Drawing toolbag

[AL) Introduction to Microsoft Office 2003
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€ * cick on Task Pane to
turn oft this feature.

Open the View menu
again, select Toolbars,
and il it is not already
selected, click on the

Drawing toolbar option /
to turn it on. .

(Pt

Il necessary, choose
View/Toalbars again
and deselect any other
toolbar options (there
should be 3 selected
Toolbar oplions).

Your screen shoukd be T RN = = 1] R N
simiar fo Fgure 4 :

[frr—r——
Saplayed

Additional Information

The task pane is closed and the Drawing weolbar is displaved above the

H you hawve a microphona and ; rcall e : i : -

hava sitaled nd tranad the. | Slatus bar, Any other toolbars that were open which vou deselected are

Speech Recognition Faature, | closed.

you can spésk the command

sequences tocpen menus | UUsing Shortcut Menus

and choosa commands, For

example; ta open 4 toolbar, Another way 1o access mepn oplions is o use the shorteut menu. The

?FE::::dm View shortcut menu is opened by right-clicking on an item on the screen. This
meny displavs only those options associated with the item. For example,
rizht-clicking on any toolbar will display the twoelbar menu options anly,

M Yo will use this method o hide the Drawing toolbar again

U:.ing woice commands,

saying “Right click” will open

the sharteut mana for the

selected em. |

Comman Office 2003 Features L15

0028



04 Point o the Drawing
toolbar and right-click,

¥ur screen shapld be
Sl i Figure 5

The Custormize aption can be
used 1o change features of
toolbars and menus,

Exced 2003

s &

I Shartcut monu displays
Tonlhar subimany optioe

~— S E— ubrey

i

-me oy

wads o

Figure 5

The shortcut menu displays only the Toolbar submenu options on the
View menu. Using a shortcut menu saves time over selecting the main
menu command SOULICTICC.

9—! Choose Drawing to
turmn off this feature.
P -3 [ i L] e RN -
¥our creen shoud be i
Simiar 1o Figere 6 4
-
wwffz o0 ¥ i
(£ . g1 L. el col D 141
Evawing tootar ciozad | Figure &
Tl Drawing toolhar is no ||ri1'l|;r_'|'-|]i_l.,|:ui'.nf|_‘\d_
L16 Introduction to Micrasoht Office 2003 ( v e comareary )
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Using Shortcut Keys

A third way o perform a command is 1o use the sharicin kev or ke
combination assockated with o particular command. 15 vou will recall, the
shorteut ke pssociated with the View/ Task Pane command is IE ¥ EI.
T use the key combination, vou hold down the lirst key while pressing the
second.

Function keys are located

aoove the numaric keys on ’
¥ e P —
the w | ::'pt?lr: ﬁmm ™ o o
ol i nioisle il i et
Your scregn should be bty e
similar fo Figore 7 %
ETELE

Epiiin T iy Wb i

.
i
i

.“- fitional Informatien :F‘ ‘::: e TR TR Rk 8 !

| Using the Speach

| Recognition featura, you can Figure 7

| also use voice shortouts for

| many commands. For

| examplz, to show the tak The task pane is displayed sgain, Using shorteur kevs is the guickest way

| pana, you would say “show

| task pane.” Many volce

| commands alsa hove several combination i order to use 1L
words you can say

[ i =
| to inftiate the command, Tou
| could alse say “task pana” or | Using Toolbars

“view task pane.* | Imitially, Word displayvs two toolbars, Standard and Formatting, below the
- meni bar (see Figure 31, The Standard toolbar contains buttens tha are
wsed 1o complete the most frequently vsed menu commands, The
Formatting toolbar contains buntons that are used 1o change the
appearance or format of the document. There are many [eatures that can
be used 1o make working with toolbars easier.

ta perform many actions; however, you need 1o remember the kev

Displaying Toolbars on Separate Rows

The default wolbar amangement is o display both woolbars on one row:
Becouse there is not enough space o display all the buttons on both
toalbars on @ single row, many buttons are hidden. The Toothar Options

button located an the end of 3 toeolbar displays a drop-down button list
ol those buttons that are not displived. Toolbars initially display the basic
buttons, Like menus, they are personalized automatically, displaving
those buttons vou use requently and hiding others, When vou use a

Comman Office 2LI|;'I'3 Features L7
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5.
Tad 9
AO0F=E81
o - i T
IE===

=T REY-
Shove Bubbans o T fiows

fdd or Remoyve Buttors =

@ Choose Show Buttons
on Two Rows.

Anather Method

You can slso use
Tocls/Customize Qptions, o
chaase ;unanﬂ:au‘ﬂp‘linns
from the toolbar shorteut
troenu and salect “Show
Standard and Formatting
toolbars on two rows. ™

¥our seren shoud be
S fo Figure 8

| The Add or Remowe Buttons.

| option allows you ta
custamize existing teolbars
by selecting those buttons
you want 1o display and by
creating your own
customized toolbars

L18

hutton from this list, it then is moved to the toolbar, and a bution that has
fot been used recently is moved to the Toolbar Options list. Ti also
comtains an option to display the toolbars on separate rows. You will vse
ihis option to guickly see all the wolbar buttons.

sufswa

Fap i dm i in

Taalbar apticn
bufton

o T e e lped
s
= B by A

P

Sogiile

.. Eogpvpls; Freacmes fum bl |

T pd

Figure 8

Thie two toolbars now sccupy separate rows, providing enough space for

all the buttons 1o be displaved. Now using

| Toolbar Options is no longer

necessary, and when selected only disployvs the options to return the
toolbas display to one row and the Add or Remove Buttons option,

When a toolbar is open, it may appear docked or (oating. A docked
toolbar is Fxed 1o an edge of the window and displavs a vertical bar E
called the move handle, on the lelt edge of the toolbar, Drageing this bar
up or down allows vou to move the waelbar 1T multiple 1oolhars share the
same rom; dragging the bar lell or vight adjusis the size of the oolbr 10
docked, a toolbar can occupy a row by itsell, or several can be on a row
together, A floating toolbar appears in a separate window and can be

miwed anywhere on the desktop.

Introduction to Microsoft Office 2003

C

www . mhhe.com/aleary

0031




ea

| .Mldhnh |

Point to the move

.Ilﬂ"'lllll-l-hhll—it

handle of the Standard R —— -
tooibar and, wher s -_L:”‘ L RN |--;u=u‘v.1]
mouse polnter appears _
e R
document window, : EWEF LA
¥our spresn shouid be l
Simiar 1 Figurs 9 | s
]
Eomple ot e e dw
Open
2
AT
wafi|s @ W /
Fage 1 T i i L8 am i ol i rghat- 1

Teatbars dacted
and displayed on
ba nows sgain |

¢ Drag the title bar of
the floating toolbar
(the mouse pointer

Figure 9

The Standard (oolbar &5 now a floating toolbar and can be moved 1o any
location m the window by dragging the tlitle bar. 1F vou move a foating
toolbar 1o the edge of the window, @t will anach 1o tha location and
become a docked toollaar A Neating toalbar can also be sized by dragging
the edge of the toolbar,

appears as *7*) to
move the toolbar to
the row below the

Formatting foolbar.

b Move the Formatting
toolbar below the
Standard toolbar.

Rlign both toolbars
with the left edge of
the window by
dragaing the move
handle harizontally.

Youur screen shoukl fe
simdar o Figure 10

et L TR

* mlasbak dddk e
[y -

3
- -ﬂ 8§ * i
W | T | 1] N Wy ol Erageh (U §
Figure 10
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o-. Point to any button on
the Standard toolbar,

¥our screen should be
simular fo Figure 11

© -+ ciick =] microson

The two toolbars again occupy two rows. To quickly identify the toolbar
buttons, vou can display the button name by pointing to the button.

T

i

h — e & Dot o PhasdT
[r

= e the e v b
o

s daprmpaly. et fm et
o T

ekt

| Exgmpie: Teor mere e ane cogy” I

ER !

wafre s

B | ] ifs L 3s il i Pt [ 1

Figure 11

A SereenTip containing the button name appears next w the mouse
pointer. Clicking on a button will perform the associated action. You will
use the [#] Help button 1o access Microsoft Word Help,

| Accwsses Word Help | [I:ll:ktiﬂohlng

apen task pane

Dffice Word Help.
You can alse choose Help/
Microzeft Office Word Help, oo
of press [F1_| 1o access Help. Analstorce O
- Smaechirie
|
T screen should be s dbcita
similar fo Figure 12 _ o
Word Halp task pana  |— 1 Bffce Oriine
. ;-Il.w-\d-_ amaln b e
il A
Bty
{15
E |
LR ERE ¥ 1
Figure 12 |est = I Wr il & g 0.8
I . : .
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The Getting Started task pane is replaced by the Micrsolt Word Help 1ask
pane. The name of the task pane appears in the task pane title bar

Using Task Panes
Additional Information Task panes appem avitomatically when certain features are used. They can
You can drag the pane also be opened manually from the task pane menu. Clicking the task pane
d'_""'d“ line to adjust the title bar displays a di op-down menu of other task panes vou can select. In
width of the pane. When ekl i e | il i ; i et
thore s rermit Sy ord there are different task panes. You will redisplay the Geiting
the pane than can be Started task pane, Then vou will quickly return to the previously displaved
displayed, E==S1 and task pane using the B Back wolbar button in the tisk pane.
1 appearto
scroll the infarmation inta e e
view. Drisplays Neat tash | Disglays Getting

_pnl-iltlfnnuu-d | Started task pane |

B Do mwminl  Micrmill Dl War

@ click on the task pane

it bar.

#® Choose Getting

Started.

A her Method
Youl can also click the u »
Home button to quickly i
display the Getting Started .
task pane. snfirwg ¥

E | e 1 T | 1 - | cal Ribeh 14

o ciick [EH Back. “Scanlls task pane ]/ Figure 13

Your screan should be
simitar to Fgure 13

Fhe Help task pane is displaved again, Likewise, clicking the “ Forward
Buattam will display the sk pane thar was viewed before using [ Back.

Using Office Help

There are several ways you can get help. One method s to conduct &
search of the available help information by entering a sentence or
guiestion vou want help an in the Search text bax of the Help ask pane.

Although you can also simply T e B ;
| enter a word of phrase in the Matice the insertion point is positioned in the Search text box. This

Search box, the bast results | indicates it is ready for vou 1o tvpe an entry. You will use this method to

occur when you type a learn abow getting Help while vou work.
complete sentence or : ) ' '

| question,

Common Office 2003 Features L1
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Type How do | get b
help? in the Search e A S e L e e

box.

It the insertion point is not

displayed in the Search box,
simply click in the box to
activate it
l click [&) start
Searching. S T
Your screen showld be |M o i s i
gimiar fo Figure 14 2
8 e et
a1 : --:"-.' = e
" i ot et 0
LR & L3
P - h A Wi ol [t 121
Figure 14
nal Information
connertedie e et If you are connected to the Internet, the Microsoft Office Online Web site

is searched and the resulis are displaved in the Search Resulis task pane,
If you are not connected, the offline help information that is provided with
the application and stored on your computer is searched. Generally the
search results are similar, but fewer in number,

The Search Results pane displays a list of located results. The resulis
are shown in order of relevance, with the most likely matches at the top of
the list, Each result is a hyperlink or connection to the information
T located on the Online site or in Help on vour computer. Clicking the
| located and where they were hyperlink accesses and displays the infwmation associated with the

found is displayed at the top | hyperlink.
,““h* Fwtss You want to read the information in the topic “About getting help

the Online Content settings

must be selected. Click

Online Content Settings in

the Help task pane and select |
|

In addition to being ‘

all the optiens te tum an
these features.

Additional Information

while vou work.”

122 Intreduction to Micresoft Office 2003 ( \
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e - From the Search
Results list click the
“About getting help
while you work ™
hyperlink.

When you point Lo the

hyperlink, it appears

| underiinad and the mousa
pointer appears as {".

Yowr screen shouvid be
similar fo Figure 15

 Holp infarmation is diplayed |
i a saparate wirdow ]

-
getling neip while you werk
g ris G
:I ol P 0 s e e ke
E [T LRI |
4 s R
|
Inchcates information —- L M |
on topic | not dis- " e
oy " " n el v e g

i o2 ar

srmed p
e

B
LR T
: Wrimall SATea s
T ] [l =y
| = o = | @ ceinge
safflroe S
o I | o il gl Erghet il §

Figure 15

The information on the selected topic is displaved in a separate Help
window. The Help window an vour sereen will probably be a different size
and mrangement than in Figure 15, Depending on the size of vour Help
need o scroll the window to see all the Help
information provided. As vou are reading the help topic, vou will see many
subtopics preceded with [2]l. This indicates the information in the
subtopic is not displaved. Clicking on the subtopic heading displays the
information about the topic,

window, vou may

1.23
Excel 2003
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e—olrmesmmme

N Dt 1 i vl | 0w YWt 2R3

scroll bar to scroll the Bo b g e fgme s
Help window to see .
the information on this ;
topic. About getting halp whits you wo
 pons vt iy et v v, e T 0 ot b e e i
® Scroll back up to the S o # ot i i B
1o of the window,
..hr.-u-rl:n.r'-ll

T inacen

& s s s by sl i L Tl ool
T
Burke driomes o pran’ apester i i Fri?

e e g

| Clicking the scroll arraws

slq:mlh li_‘latexliﬂ I.‘r'-ewmdm | e e P 1om i CHen Bt
line by line, and dragging the T e i
scroll bar up or down moves ks el e poles ot gt
to & genearal location within ot sl o o o e el o
| the window area. | i ok i ek 0 g 4
| 4 N
: o ¥ e e
Glckthe Type (e PrTir. | e
question for help box" S b e e e e | fimr Lot JORRR
subtopic. pioccbania Y | N | | —"
saflzua ¥
mhm‘Tﬂ. k'- St | 1 A nl <ol E.ﬂ.l_'
<Program name> Help Figure 16
task pane” sublopic.
Read the information
on both subtopics.
¥ screan stowkd be
similar to Fgure 16
The [5] preceding the subtopic has changed 1o El indicating the subtopic
conienl is d'iﬁpi;l_\'ﬁl. The selected ﬁuhlnpics provide information about
aceessing Help using the "Type a question for help”™ box and the Help task
pane. Notice the blue words “task pane” within the subtopic content, This
indicates that clicking on the text will display a definition of the term, You
can continue to click on the subtopic headings to display the information
about each topic individually, or vou can click Show All 1o display all the
available topic information,
124 Introduction ta Microsoft Office 2003 ( %
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Click “task pane” to
see the definition,

® Click Show All al the
top of the Help
window.

Scroll the window to
see the Microsoft
Office Online sublopic.

Read the information
on this subtopic.

¥our screen showid be
similay fo Figure 17

» Click m Close in the
Help window title bar
to close the Help
window.

click [0 Back in the
task pane.

Click Table of Contents
(below the Search
box).

¥y screen showid be
simiiar 10 Figwve 18

Figure 18

All infarmation |
| o Help topx
| i dieplaped

[ l‘-lvﬂﬂll:lu lppﬂ-P_
" grean tent

R |

asfHee
el L Ll

T e vy s i (g

et i

AR —

W e s sk
RS

The information under all the subtopics is lully displaved, including

delinitions,

Using the Help Table of Contents

Another source of il.l.'ip is 1o use the |||:|-|'_: table of coments Using this
method allows vou 1o browse the Help iopics o locate topics of interest to

Vi,

Haelp Talka of |

Contents

'—-b-

[ Clesed chapter @
B onihrl o

Figure 17

Tl of Contenn’
Sy e
e ot e

A et e L e

tr:u.u.,:aa-m.
= et i
A vy e e s Bt

R R
b i ing v e tmman
e

.
.
.
wafflsu e W _'_--.‘ o |
Vgt | B (1)} Lo in il i [
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e. Click “Startup and
Settings™ o open this
chapter.

Click “Getting Help."

Click “About getting
help while you work.”

ional Information

Pointing to an item in the
Table of Coantents that is not
entirely visible in the pane
displays a SeraenTip of the-
wntire topic heading.

Towr screen showld be

simifar fo Figure 19

The entire Word Help Table of Contents is displayed in the Help task pane.
Clicking on an item preceded with a [#] Closed Book icon opens a chapter,
which expands to display additional chapters or topics. The @ Open
Book icon identifies those chapters that are open. Clicking on an item
preceded with [@ displays the specific Help information.

T s v b sl kg i, i L 88 D
[ S
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o e
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Ticm b v . s

¥ B e g A Wk L
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s i St Aeniy
T o et Tm a3
gt e ceewyns of
RS 3 o 00
e 1y
Mo S s Wk [indan

Lajmrry mna sy fis
b o g'mﬂ'\.l_n
o g el
= Vb B e
W Vs sl g i Rl > R R
el ] - o | Wremeaws Gy W
= ol wa ¥ 3 :
[ Y WMy WE oal Bt &
Figure 1%

The Help window opens again and displavs the information on the
selected topic. To close a chapter, click the icon

Exiting an Office 2003 Application

Now you are ready to close the Help window and exit the Word program.
The Exit command on the File menu can be used o guit most Windows
programs. Alternatively, vou can click the ﬂ Close button in the program
window title bar,

Click Close in the Help window title bar to close the Help window,

tlick %] Close in the Task pane title bar to close the task pane.

You could also use [Cr | + [F1 |
1o close a task pane.

l Click &3 Close in the Word window title bar to exit Word.

.26
Excel 2003

Introduction to Microsoft Office 2003 (

The program window is closed and the deskiop is visible again.
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Creating and

Editing a Worksheet

Objectives

After complaling this lab, you will know how to:

0

Enter, edit, and clear cell entries.

e

Adjust column widths.

[ 3]

Save, close, and open workbooks.

L4

Spell-check a worksheet.

5]

Use the thesaurus.

0

Copy and move cell entries.

[ 7]

Specify ranges.

0

Enter formulas and functions.

0

Insert rows.

(10

Change cell alignment.

@

Format cells.

@

Enter and format a date.

(13]

Preview and print a worksheet.

EX1.1
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Case Study

Downtown Internet Café

You are excited about your new position as manager
and financial planner for a local coffeehouse. Evan,
the owner, has hired you as part of a larger effort 1o
increase business at the former Downtown Café.
Evan began this effort by completely renovating his
coffeehouse, installing Internet hookups and outlets
for laptops, and chang-
ing its mame to the
Downtown Internet
Café. You and Evan ex
pect to increase sales
by attracting Internet-
savwy cafe-goers, who,
you hope, will use the
Downtown Internet
Café as a place to maet,
study, or just relax

Evan wants to create
a forecast estimating
sales and expenses for
the first quarter. As part
of a good business

EX1.2

plan, you and Evan need a realistic set of financial
estimates and goals.

In this lab, you will help with the first quarter fore-
cast by using Microsoft Office Excel 2003, a spread-
sheet application that can store, manipulate, and
display numeric data. You will learn to enter num-

= bers, perform calcu-
lations, copy data,
and label rows and
columns as you cre-
ate the basic struc-
ture of a worksheet
for the Downtown
Internet Cafe. You
will then learn how
to enhance the
worksheet using for-
matting features
and by adding color

as shown here

0041




pewntown interniet Lok

numeric styles quickly
improve the appearance
of the worksheet.

¢ Forecast A
nest n‘&fu £ 1
S : i\ u v
’ 3 \ \ |
i i : 1 ol |
Tl il b ikl el o
: ]
Eagemm ; : : i
| ' N : i '
¥ '
| - i - L.
- [ T
O :n - -:.-- : e —— , - j S ._..'.,,._......-nr % " ] L o —
S W i S— alonde o B9 ' —
i al i B S
-WJsR
i
|
|
4 e -
5] T Eavermen by .
Izl Firsd @ aii lai
~n ural
TR s [ aar I 0
Enter labels, numbers, e L LR 1 B
and formulas to create i
the basic structure of a ! T 1]
worksheet. 1 T T T T e
: il o wil
e EEEE T i
Ll o ¥ = =
Gt W Gl
Warst Gsantes Fog sad
s - T 1] e ™
i " ! i
Basic formatting, such as e ! b )
alignment, indents, and — i -

Adding color text and background fill further
enhances the appearance of the worksheet.

EX1.3
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i

AN 5 ™
ncept Preview

The following concepts will be introduced in this lak: -

Text and Numeric Entries The information or data you enter in a cell can be text, numbers,
or formulas.

typing and, based on these assumptions, automatically corrects the entry.

Spelling Checker The spelling checker locates misspelled words, duplicate words, and

AutoCorrect The AutoCorrect feature makes some basic assumptions about the text you are

Column Width The size or width of a column controls the amount of information that can be
displayed in a cell.

capitalization irreqularities in the active worksheet and proposes the correct spelling.

Thesaurus The thesaurus is a reference tool that provides synonyms, antonyms, and related
words fora selected word or phrase,

Copy and Move The contents of worksheet cells can be duplicated (copied) or moved to other
locations in the worksheet or between worksheets, saving you time by not having to retype the

same information.

Range A selection consisting of two or mare cells on a worksheet is a range.

Formula A formula is an equation that performs a calculation on data contained in a i
worksheet, '

Relative Reference A relative reference is a cell or range reference in a formula whose location |
is interpreted in relation to the position of the cell that contains the farmula.

Function A function is a prewritten formula that performs certain types of calculations

automatically.

Recalculation When a number in a referenced cell in a formula changes, Excel automatically
recalculates all formulas that are dependent upon the changed value.

EX1.4

Alignment Alignment settings allow you to change the horizontal and vertical placement and
the orientation of an entry in a cell.

Fonts A font, also commonly referred to asa typeface, is a set of characters with a specific
design.

MNumber Formats Number formalts affect the appearance of numbers onscreen and when
printed.

Lab 1: Creating and Editing a Workshest [ = o I ]
W m e, comialeary
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Introducing Office Excel 2003

As part ol the renoviition of the Downtown Internet Calé, new computers
and the most curvent versions of soltware programs were installed,
including the latest version of the Microsolt Office Svstem suite of
applications, Office 2003, You are very excited to see how this new and
powerful application can help vou create prolessional budgets and
financial forecasts,

Starting Office Excel 2003

L
You will use the spreadsheet application Excel 2003 included in the
Microsolt Oifice System 2003 suite to create the lirst quarter forecast for
the cale.
[ Serdard woaibor | [e'a; Farmals burton. | [ Formatting tootbar |

Farmula bar

o # Starl Otfice
Excel 2003.

# If necessary, maximize
the Excel application
window.

Information

See "Common Office 2003
| Foatures” page 1.11 for

information on how to start

the application and for a

discussion of features
comman ta all Office 2003
applid;a‘ljnns.

Your screan should be
similar fo Figure 1.7
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18
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Because Excel remembers
settings that were on when
the program was last closed,
your screen might look
slightly different.

Figure 1.1

Afrer a lew moments, the Excel application window is displayed.

Exploring the Excel Window

The Excel window title bar displays the program name followed by Bookl,
the name of the open file. The menu bar below the title bar displavs the
Excel program menu, I consists of nine menus that provide access to the
commands and features vou will use o create and maodify a worksheet.
The woolbars, nnnl'l.'l“_\-' located below the menu bar, contain buttons
that are mouse shoricuis for many of the menu items, The Standard
toolbar contains buttons that are used 10 complete the most freguently
used menu commands. The Formatting toolbar contains buttons that are

Starting Office Excel 2003 EX1.5

0044



Having Trouble

If necessary, use
Yiew/Toolbars and select or
deselect the appropriate
toolbar to display or hide it.

Additional Information

If you have a microphone and
have installed and trained the
Speach Recognition feature,
you can speak the command
spquenies 1a opan manus
and choose commands, For
example, to selact a toclbar,
you would say "View
Toolbars.™

i the Standard and
Farmatting toclbars are on a
single row, use Tools/
Customiz ions Show
Standard and Formatting
toolbars on two rows.

Having Trouble?
1 your task
displayed,
Pana,

@ is not
View Task

i

Move the mouse
painter into the center
of the workbook
window to see it

appear as ¢p.

Move the mouse
pointer to the menu
bar to see it appear as

"

Your screen showld be
sirmiar fo Figure 1.2

| Workbook windaw _r"

used to change the appearance or formal of the document. Excel includes
21 different toolbars. Many of the twolbars appear automatically as you
use different features, Your screen may display other toolbars if they were
on when the program was last exited.

Below the toolbars is the formula bar. The Fformula bar displays
entries as they are made and edited in the workbook window. The Name
box, located at the lefit end of the formula bar, provides information aboui
the selected item. The Edit Formula button is used to create or edit a
tormula

The task pane is displaved on the right side of the window. There are
12 different task panes that display depending on the task being
performed. Because wou just siarted Excel, the Getting Started task pane
is automatically displayed, providing different ways to create a new
workbook or open an existing workbook.

The large area to the left of the task pane is the workbook window. A
workbook is an Excel file that stores the information vou enter using the
program in worksheets. You will learn about the different parts of the
workbook windew and worksheets shortly

The mouse pointer can appear as many different shapes. The mouse
pointer changes shape depending upon the task vou are performing or
where the pointer is located on the window. Most commonly it appears as
a I? or {:' When it appears as i {.'.‘3 it is used to move Lo dilferent locations
in the workbook window and when it appears as a ks, i1 is used 10 select
items.

n

1 Bffce Orine

= Coremt i M S
brn
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EX1.6
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[. Status bar daplays
cusremi mode

Lab 1: Creating and Editing a Workshest

L

b et et eets J
B il

P

Figure 1.2

The starus bar at the bottom of the Excel window displays information
about various Excel settings. The left side of the status bar displays the

www.mhhe.com/oleary
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carrent mode or state of operation of the program, in this case, Ready,
When Ready is displaved, vou can move around the workbook, enter data,
use the function keys, or choose a command. As vou use the program, the
status bar displays the current mode. The modes will be discussed as they
appear throughout the labs. Il vour status bar displays NUM, this is a
kevboard indicator that tells you the NumLock kev is on. When on, using
the numeric kevpad enters numbers. When off, it moves the cell selector,
Pressing (Num Leck] on your keyboard toggles between these settings,

Exploring the Workbook Window

The workbook window displayvs a new blank workbook file containing
three blank sheets. A sheet is used 1o display differemt (vpes of
information, such as financial data or chans. Whenever vou open a new
wiorkbook, it displavs o worksheet. A worksheet, also commonly referred
1o as o spreadsheet, is o rectangular grid of rows and columns used w
enter data, 1o is always part of a workbook and is the primary tvpe of sheet
vou will use in Excel. The worksheet is much larger than the part yvou are
viewing in the window. The worksheet actually extends 256 columns to the
right and 65,536 rows down.

Workbook file
L !
= 2
1
————————uY
——————— %
K L M. N O F ]
Y =
% T

TR LA R Ty

P

W
N
)

Starting Office Excel 2003 EX1.7
Excel 2003
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Another Method

You can also press [T +

Down| to move to the
next sheet and (Cxl] + (Page Up)
to move to the pravious
shaet.

EX1.8

Vour scragn should be
simiar fo Figure 1.3

The row numbers along the lelt side and the colomn letters across the
top of the workbook window identify each worksheet row and column.
The intersection ol a row and column creates a cell. Notice the heavy
border, called the eell selector, surrounding the cell located at the
intersection of column A and row 1. The cell selector identifies the active
cell, which is the cell vour next entry or pmcedure affects. Additionally,
the Name box in the formula bar displayvs the cell reference, consisting of
the column letter and row number of the active cell. The refevence of the
active cell is Al

Each sheet in a workbook is named. Initiallv, the sheets are named
Sheetl, Sheet2, and so on, displaved on sheet tabs at the botiom of the
workbook window. The name of the active sheet, which is the sheet vou
can work in, appears bold. The currently displaved worksheer in the
workbook window, Sheetl, is the active sheet.

CFgna b pee e e
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Activa shest 1 drvads e srignnt.

| : e

? Figure 1.3
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Lab 1: Creating and Editing a Warkshest

An identical blank worksheet is displaved in the window. The Sheet2 tab
letters ure bold, the background is highlighied, and it appears in front of
the other sheet tabs 1o show it is the active sheet,

The sheet tab area also contains tab scroll buttons, which are used 1o
seroll tabs right or lefi when there are more worksheet tabs than can be
seen. You will learn about these features throughout the labs.

[ www mhhe,com/alsary I
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9_ Click the Sheet1 tab to ;-...:--l--u-_—;.u 007 . Mky I'::?-"E_
make it the active J—*"'""'"MI;-I---:-*-D sk
| - 1 1 3 ¥
sheet again. e AET I NN N T |
. el
EH &5 A e, _lu._] Fre T 1] & AL AF A5 =
® Click (% Closeinthe |
task pane title bar to 4
close the task pane.
Another Method —
The Wiew/Task Pane
command can alse be used u
to hide the task pane. 5
Your screen should be =
Simiar fo Figere 1.4 2
: Active Sheat
: =,
a
De net be concerned if your e .
workbook window dhﬁlm & @ b SRt [ esry f Gemrd f b k|
mara or fewer column letters S -
and row nigmbers than shown "
here. This is a function of Figure 1.4
your computer monitor
FRGng. With the task prane closed, the workbook window 1s now the full width of

the ill'lI.'IIiL".Ili.tJJ:I window space, .'||]uuin:__e much more of the worksheet to be
displaved.

Moving Around the Worksheet

The mouse, kevboard or voice commands can be used to move the cell
Line ey cartintle selector from one cell 1o another in the worksheet. To move using a
| requires that the Speech mouse, simply point to the cell yvou want to move 1o and click the mouse

Recognition feature be button. Depending upon what you are doing, using the mouse (o
installed and the use of a

microphone. Voice command 2 : j
equivalents will be identified directional kevs can be used. You will use the mouse, then the kevboard to

| in tables and marginal notes move the cell selector,

Additional Information

e

may nol be as convenient as using the kevboard, in which case the

Additional Information

| ¥ou can use the directional
kays in the numeric keypad
[with NumLeock off) or, if you
kave an extended keyboard,

| you can use tha mpnrata

| directional keypad area.

Starting OHfice Excel 2003 EX1.9
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@ = lickcenl B3,

@ Press | (3 times). e

--IJII;-I#:I\-HJ!!

‘__-&-A-

@ Press| <] (4 times).

Another Method i

| The voice commands are
"Down,” "Right," “Up." or
Left®

]
i

|.r.
n [ Highiighted: row sumisee
Your screen shoukd be T | and cabamn lerter identify
similar to Figure 1.5 i — | e e
15
it
E-_ﬂ_,_,-x,_\_h A - i - P S e ___l____,-—-\_h___l_\_
Figure 1.5

The cell selector is now in cell E7, making this cell the active ¢éll. The
Name box displavs the cell reference. In addition, the row number and
column letter are gold to further identify the location of the active cell.

As vou have learned, the worksheet is much larger than the part vou
are viewing in the window. To see an area of the worksheet that is not
currently in view, you need to scroll the window, Either the kevboard or

If your row number and

column letter are highlighted,
this is a function of your the mouse can be used to quickly scroll o worksheet. Again, both methods
Windaws settings. are uselul depending upon what you are doing, The kevboard, voice, and

mouse procedures shown in the tables that follow can be used to move
around the worksheet

Keyboard Voice Action
(Pape Down| Page down Maves cell selector down one full
Keys joined with a + indicate window
g‘ztﬁ‘:";“ et t'PI h:::;;‘;" (Page Up) Page up Moves cell selector up one full
the secon window
(AL + Maoves cell selector right one full
window
(&) + [Fage Up) Moves cell selectar left one full
window
(Tl | + (Home] Home Moves cell selector to upperleft cor-
ner cell of worksheet
[€id] + [End] Moves cell selector to last used cell of
worksheet
Maves cell selector to beginning of
row
[End][+] End Moves cell selector to last-used
cell in row
(Edl[3) Moves cell selector to last-used cell in
column
EX1.10 Lab 1: Craating and Editing a Worksheet
( www.mhhe.com/olaary )
Excel 2003
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Click scroll arrow Scrolls worksheet one row/column in direc-
tion of arrow

Click above/below scroll box  Scrolls worksheet one full windew up/down
Click right/left of scroll box Serolls worksheet one full window right/left
Drag scroll box Serolls worksheet multiple windows up/down

or right/left

through the worksheet, When yvou vse the scroll bar, however, the cell
selector does not move until VoL click on a cell that is visible in the

winchow:
You will scroll the worksheet to see the rows below row 25 and the
columns to the right of column L,

e Press [Page Down| (3
times). T T Y =
(R R N - T L B or oAbl
el T T TN T e
® Press (Alt | + (Page Down| |~ a2 =0 8 db * |
(3 times). T 1 Al | a1 e BEERE W | AN 1 A0 EF A = A5 1;.
¥our scraen should be & [ Columes AH through A5
simiiar fo Figure 1.6 e
’ | = .
i)
= =S
| | sty Rowes T4 through 100 | Divag verticsl scroll box |
f- e i to maove ep and down
W
'] e s PERE
5 | Drag horizearal soroll box
= | e meva dlde 1o side
= |
il el
o 1 0 3 Sheet) [ Eheetd £ Sheetd Ie Bl |
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Figure 1.6

The worksheet scrolled downward and left three full windows, and the
Wy s Eraam Wi sipiay winclow di\!‘ll-‘l"r‘h rows 7h t1m_1l.|g|1 100 and columns AH through AS of the
mane.of fewear rows and worksheet, The cell selector is in cell ALS2. As vou scroll the worksheot
calumns and the cell salector using the kevboard, the cell selecior also moves.

m: ::‘nfu:;:ﬂ“:ﬁ:i!'l It is even more efficient to use the scroll bar 1o move lm!g distances.
screen and system settings.
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e # Slowly drag the
vertical scroll box up
the scroll bar until row
1 is displayed.

@ Slowly drag the
horizontal scroll box
left along the scroll
bar until column A is

displayed.

Additional Information

| Tha position of the seroll box

| indicates the relative location

| of the area you are viewing
within the worksheet, and

| the size of the scroll box

| indicates the proportional

| amount of the usad area.

e e
Four screen should be
sivmitar fo Figure 1.7

o ® Practice moving the
| cell selector around
the worksheet using
each of the keys
presented in the table
on page EX1.10.

® Press(Cul| + [Home| to
move o cell A1.

Another Method

| You can also type a cell -
| address inthe Name box to
| move to that location.

Your screen shoud be
simifar fo Figuee 1.8

EX1.12 Lab 1: Creating and Editing a Worksheer (
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Figure 1.7

Notice that the Name box displays the cell selector location as ALS2.
When vou use the scroll bar to seroll the worksheet, the cell selector does

not move,
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Figure 1.8

You can wse the mouse or the kevboard with most of the exercises in these
labs. As vou use both the mouse and the kevboard, vou will find that it is
more efficient to use one or the other in specific situations.
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o Creating New Worksheets

Now that you are familiar with the pans of the workbook and with
moving around the worksheet, vou are ready 1o create a worksheet
showing the lorecast for the Frst three months of operation for the
Downtown Intemet Cafe. As you create a new worksheet, the development
progresses through several stages

Developing a Worksheet

Worksheei llL"H'Ill["I'I'h.'I'II consists of four steps; planning, entering and
editing, testing, and formatting. The objective is 1o create well-designed
worksheets that produce accurate resulis and are clearly understood,
adaptable, and efficiem

Step Description

1. Plan Specify the purpose of the worksheet and how it
should be organized. This means clearly identifying
the data that will be input, the calculations that are
naeded to achieve the results, and the output that is
desired. As part of the planning step, it is helpful to
sketch out a design of the woarksheet to arganize the
worksheet's structure. The design should include the
worksheet title and row and column headings that
identify the input and output. Additionally, sample
data can be used to help determine the formulas
needed to produce the output,

2. Enter and edit Create the structure of the worksheet using Excel by
entering the worksheet labels, data, and formulas. As
you enter information, you are likely 1o make errars
that need to be corrected or edited, or you will need
to revise the content of what you have entered to
clarify it or to add or delete information.

3. Test Test the worksheet for errors. Use several sets of real
or sample data as the input, and verify the resulting
output. The input data should include a full range of
‘possible values for each data item to ensure the work-
shaet can function successfully under all possible
conditions.

4. Format Enhance the appearance of the workshest to make
it more readable or attractive. This step is usually per-
formed when the worksheet is near completion. It
includes many features such as boldface text, italic,
and color.

As the complexity of the worksheet increases, the importance of following
the design process increases. Even for simple worksheets like the one vou
will create in this lab, the desipn process is important. You will find tha
vou will generally follow these steps in the order l