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Instruction Sheet Learning Guide 38: Use appropriate word-processing software

This learning guide is developed to provide you the necessary information regarding the

following content coverage and topics —

e Selecting appropriate word-processing software

e Open word-processing application, create document and add data

e |dentifying document purpose and requirement

e |dentifying organisational requirements for text-based business document.

e Designing document structure and layout

This guide will also assist you to attain the learning outcome stated in the cover page.

Specifically, upon completion of this Learning Guide, you will be able to —

e Select appropriate word-processing software

e Open word-processing application, create document and add data

e |dentify document purpose and requirement

e Identify organisational requirements for text-based business document.

e Design document structure and layout

Learning Instructions:

1.
2.
3.

Read the specific objectives of this Learning Guide.

Follow the instructions described below

Read the information written in the “Information Sheets 1- 6”. Try to understand what are
being discussed.

Accomplish the “Self-checksl, 2, 3, 4, 5 and 6” in each information sheets on pages 4,
11,14,19,23 and 26.

Ask from your teacher the key to correction (key answers) or you can request your
teacher to correct your work. (You are to get the key answer only after you finished
answering the Self-checks).

If you earned a satisfactory evaluation proceed to “Operation sheets 1, 2 and 3 on pages
28,29 and 30.and do the LAP Test on page 31”. However, if your rating is unsatisfactory,
see your teacher for further instructions or go back to Learning Activity.

After you accomplish Operation sheets and LAP Tests, ensure you have a formative

assessment and get a satisfactory result; then proceed to the next LG.
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Information Sheet-1 Selecting appropriate word-processing software

1.1. Word Processing software

Word processing software is used to manipulate a text document, such as a resume or a
report. You typically enter text by typing, and the software provides tools for copying, deleting
and various types of formatting. Some of the functions of word processing software include:

« Creating, editing, saving and printing documents.

« Copying, pasting, moving and deleting text within a document.

o Formatting text, such as font type, bolding, underlining or italicizing.

« Creating and editing tables.

« Inserting elements from other software, such as illustrations or photographs.

o Correcting spelling and grammar.

Word processing includes a number of tools to format your pages. For example, you can
organize your text into columns, add page numbers, insert illustrations, etc. However, word
processing does not give you complete control over the look and feel of your document. When
design becomes important, you may need to use desktop publishing software to give you more
control over the layout of your pages. Word processing software typically also contains features
tomake it easier for you to perform repetitive tasks.

1.2. Types of word-processing software

There are a number of different word processing applications. One of the most widely used
ones is Word, which is part of Microsoft Office. Another widely used one is WordPerfect by the
Corel Corporation.

e Apple iWork is an applications created by Apple Inc. for its mac OS and iOS operating
systems, and also available cross-platform through the | Cloud websites a collection of
bundled productivity software (a software suite) intended to be used by knowledge
workers. The components are generally distributed together, have a consistent user
interface and usually can interact with each other, sometimes in ways that the operating
system would not normally allow.

e Microsoft Word One of the most well-known and widely used word processing
applications on the market is Microsoft Word. Word can be purchased as part of the
Microsoft Office suite of programs, which include Excel, PowerPoint, Outlook and
Publisher. Word can be used to format text and build layout documents.

e OpenOffice is open source and can be downloaded and used free of charge which is
part of OpenOffice by Apache.
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1.3. Computer software
As you know, the hardware devices need user instructions to function. A set of instructions
that achieve a single outcome are called program or procedure. Many programs functioning
together to does a task make software.For example, a word-processing software enables the
user to create, edit and save documents. A web browser enables the user to view and share
web pages and multimedia files. There are two categories of software -

e System Software

o Application Software

o Utility Software

Hardware Utilties
CPU, disks, mouse,
D rinter, etc.

Figure-1: System software

Application software: -software that performs a single task and nothing else is
called application software. Application software are very specialized in their function and
approach to solving a problem. So spreadsheet software can only do operations with numbers
and nothing else. Hospital management software will manage hospital activities and nothing
else. Here are some commonly used application software

« Word processing

e Spreadsheet

« Presentation

« Database management

e Multimedia tools
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Figure-2: Application system software

System software: - which is software for managing computer hardware behavior, as to provide
basic functionalities that are required by users, or for other software to run properly, if at all.
System software is also designed for providing a platform for running application software.
1.4.0Operating systems

which are essential collections of software that manage resources and provides common
services for other software that runs "on top" of them. Supervisory programs, boot
loaders, shells and window systems are core parts of operating systems. In practice, an
operating system comes bundled with additional software (including application software) so

that a user can potentially do some work with a computer that only has one operating system.

Figure-3: operating system

1.4.2.Device drivers

which operate or control a particular type of device that is attached to a computer. Each device
needs at least one corresponding device driver; because a computer typically has at minimum
at least one input device and at least one output device, a computer typically needs more than

one device driver.
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1.4.3.Printer
A printer is a device which is used for printing documents. Some print in black and white,

others color.

Figure-4: Printer

1.4.4. Scanner

A scanner is a device that lets you take a copy of a document or image.

Figure-5:.scanner

1.5.Utilities software:

Application software that assist system software in doing their work is called utility software.
Utility programs perform maintenance tasks on the computer system. This includes file
management programs, uninstall programs, disk scanners and defragmenters, backup utilities,
antivirus etc. These can be included in the OS or purchased separately Thus utility software is
actually a cross between system software and application software. Examples of utility software
include -

e Antivirus software

¢ Disk management tools
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¢ File management tools
e Compression tools

e Backup tools

Secure your Computer
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Figure-6:.Utility software
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Self-Check 1 Written Test

Direction I: Multiple choice items
Instruction: Choose the best answer for the following questions and write the letter of your
answer on the answer sheet provided in the next page. Use bold letter. (2 points each)
1. One of the following is system software?
A. Operating SystemC. Water Cad
B. Language ProcessorD. Auto Cad
2. Which of the following is word processing software?
A. Apple iWorkC. Open Office
B. Microsoft WordD. All of the above
3. Which of the following is utility software?

A. Antivirus software C. Compression tools
B. Disk management tools D. All of the above
Note: Satisfactory rating — 3 and above points Unsatisfactory - below 3 points

Answer Sheet Score =

Rating:

Name: Date:

Choose
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Information Sheet-2 | Opening word process application& information requirement

2.1. Introduction to opening word-processing application

Once you've created some Word documents, this method is fastest of all, since you don’t have

to start Word as a separate step. Just open an existing Word document, and Word starts itself.

Creating, Opening, and Saving Documents

It shows you all the different ways to create a new Word document like starting from an
existing document or adding text to a predesigned template and how to choose the best
one for your particular project.

You'll also learn how to work faster and smarter by changing your view of your
document. If you want, you can use Word’s Outline view when you're brainstorming, and
then switch to print view when you’re ready for hard copy.

Beginning Word

The first time you launch Word after installation, the program asks you to confirm your
name and initials. Word uses this information to identify documents that you create and
modify.

Start menu. The Start button in the lower-left corner of your screen gives you access to
all programs on your PC Word included:-

Quick Launch toolbar. Is at the bottom of your screen (just to the right of the Start
menu) is a great place to start programs you use frequently.

Creating a New Document

When you start Word without opening an existing document, the program gives you an empty

one to work in. If you’re eager to put words to page, then type away. Sooner or later, though,

you’ll want to start another new document. Word gives you three ways to do so:

2.2. Creating a document from an existing document

To start your document in any of the above ways, click the Windows logo in the upper-left

corner of the screen. That's Office 2007’s new Office button. Click it, and a drop-down menu

opens, revealing commands for creating, opening, and saving documents. Next to these

commands, you see a list of your Word documents. This list includes documents that are open,

as well as those that you’ve recently opened.

Say you want a new blank document, just like the one Word shows you when you start the

program. No problem here are the steps:
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Installed Templates
Microsoft Office Online
Agendas

Award certificates
Brochures

Business cards
Calendars
Contracts
Envelopes

Faxes

Flyers

Forms

Gift certificates
Greeting cards
Invitations

Invoices

Labels

MNew blog entry Blank template My templates...

New from
existing...

.

[ Microsoft Office Onlinel

Figure-7:.0pen the New Document box
Name and save your document shortly after you first create it. You'll see the followingto do so
later in this section At the bottom of the Save As dialog box, type a hame in the File name box.
Click Save.
Word does the rest. All you need to do is remember where you saved your work.
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Figure-8: The Save As dialog box

2.3. Types of information requirement
Some of the major components of a business information requirement can be Agendas, letters,
memos, minutes
2.3.1. Notice of a Meeting
When a meeting is to be convened, a notice is required to be sent to all who are to attend it.
It should satisfy these conditions:
a) It should be under proper authority
b) should state the name of the organization
c) It should state the day, date, time, and place. Also, sometimes, how to reach the place.
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d) It should be well in advance. Some require seven days’ notice, some 48 hours’
e) It should state the purpose and, if possible, the agenda
f) It should carry the date of circulation and convener’s/secretary’s signature

g) It should go to all persons required at the meet

2.3.2. Agenda
It is the list of items to be considered at a meeting. It is also called business or order of
business. It comes from the Latin word agendum (singular) which means ‘a thing to be done.’lt
is the route map of the meeting. The specimen notices above already contain a hint of how it is
written. The agenda may be a part of the notice or may be attached as an annexure. The
convener/secretary prepares it in consultation with the chairperson and gets his approval.The
items of agenda should cover all that is necessary to be considered at that time. Meetings take
time and effort to arrange; hence the agenda has to be well thought out.
The items may be devised from:

e Previous minutes

e Suggestions received

e Actions and events since last meeting

e Correspondence of the organization.
Here are some guidelines for listing the items:

e Apologies from absent members (need not be written previously)

e Condolences if any (may or may not be written previously)

e Reading and approval of minutes of the last meet

e Matters arising out of previous meet’s minutes (this need not always be mentioned)

e Urgent and uncontroversial items

e Matters requiring closer discussion and debates

e Any new, on-the-spot items with the approval of the chairman

e Date of the next meet.

e The last item in a meeting is a vote of thanks to the chairman but this need to be

mentioned.

2.4. Minutes of the Meeting
The minutes of a meeting are the record of the discussions/decisions therein. They have an
official status; they are useful in law, and in some cases required by law to be written. Minutes
are final when they are approved by the members of the group to which they relate, generally in

the next meeting, and signed by the chairperson. Even if there are emotional moments in a
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meet, the minutes are written in an unemotional manner, are cool, factual, impersonal, and
impartial.
2.5. Requirements

e The motions and amendments

e The proposer and seconded of motions

e The details of voting, if any

e Recommendations

e Decisions/ resolutions

e Tasks assigned to individuals
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Self-Check -2 Written Test

Direction I: Multiple choice item
Instruction: Choose the best answer for the following questions and write the letter of your
answer on the answer sheet provided in the next page. Use bold letter. (2points
each).
1. Whichis trueabout precondition for notice?
A. It should be under proper authority C.Should state the name of the
organization
B. It should state the day, date, time, and place. D.ALL
2. is a consumable commodity used by human beings to support specific actions
and/or decisions of the business.
A. wisdom C. Information

B. Data D. knowledge
3.The major components of a business information requirement can be

A. agendaC. memos
B. LettersD. All

Note: Satisfactory rating — 3 and above points Unsatisfactory - below 3 points

Answer Sheet Score =

Rating:

Name: Date:
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Information Sheet-3 Identifying document purpose and requirement

3.1. Identification of Purposes of documents
Documents should be created for purposes or goals that both the writer and the reader would
readily agree on. Although there are many explicit purposes for creating a scientific or technical
document, there are four general categories: to provide information, to give instructions, to
persuade the reader, and to enact (or prohibit) something.
3.2. Examples of Explicit Document Purposes
e To provide information this document will discuss the genetic basis of muscular
differentiation of the Mediterranean fruit fly.
e To give Iinstructions this document outlines a procedure for isolating the
mechanisms of muscular differentiation in the Mediterranean fruit fly.
e To persuade the reader this document proposes a study of the mechanisms for
blocking muscular differentiation in the Mediterranean fruit fly.

3.3.Identification of document includes:-
e Captions
e Different odd and even page
e Hyperlinks
e Document protection
e Linked and embedded objects
¢ Mail-merge data document
e MS Word Art

3.3.1.Captions
The “Caption” options in Microsoft Word allow you to label images, diagrams, charts,
illustrations and figures so your reader can quickly identify what they mean, as well as enabling

use of the “dynamic” list functions offered by Microsoft Word.

3.3.2. Different odd and even pages
When adding the headers and footers in a Word document, they are the same on each page by
default. If you are working on a regular report, you may not need to create different headers

and footers on different pages.
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3.3.3. Document protection
This wiki how teaches you how to lock a Microsoft word document with a password. You can do
this on both windows and mac versions of Microsoft word, though you cannot password-protect

a document from within one drive.

3.3.4. Hyperlinks

There are times when content in a document will require an external source to buttress a point
or provide further information. This often comes in form of link to a web page. Therefore if you
want to know what is hyper linking MS word, look no further than those links embedded in a

text in a word document.

3.3.5. Linked and embedded objects
Is inserting another object to word document such as adobe acrobats document, bitmap image
or excel chart. Object Linking & Embedding (OLE) is a proprietary technology developed

by Microsoft that allows embedding and linking to documents and other objects.

3.3.6. MS WordArt

Is adding same artistic flair to your document using the ward art Word Art is a text modifying
feature. In Microsoft applications, including Excel, PowerPoint, and Word, users can
add WordArt to their spreadsheet, slide, or document. WordArt is a more stylish type of text,
allowing users to make the text more noticeable and more flashy.

There are multiple varieties of text styles with WordArt, including embossed text, bordered text,
and shadowed text. Users can add WordArt that uses two different colors, one color being the
text border and the other color being the fill color of the text. After adding WordArt to a
document, it can be moved to almost anywhere, and the size of the WordArt text can be

adjusted as well.
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Self-Check -3 Written Test

Direction I: Multiple choice item

Instruction: Choose the best answer for the following questions and write the letter of your
answer on the answer sheet provided in the next page. Use bold letter.(2 points
each)

1. What is the function of explicitly document?

A. To provide information C. To persuade the reader

B. gives instructionsD. To enact (or prohibit) something

2. is a proprietary technology developed by Microsoft that allows embedding

and linking to documents and other objects.

A. Object Linking & Embedding  C. Hyperlink

B. word art D. caption

3. What is the basic function of caption?

A. Position the cursor where you want the list to appear.

B. Go to the “References” tab and select “Insert Table of Figures”.

C. Choose the caption label type (e.g., Figure, Table, Nonelf you’'re using more than one
caption style, you can even create separate lists for different label types.

D. all are correct answers

Note: Satisfactory rating — 3 and above points Unsatisfactory - below 3 points

Answer Sheet Score =

Rating:

Name: Date:
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Information Sheet-4 Identifying organisational requirements

4.1. Introduction to organisational requirements

The type and number of documents produced will depend on the nature of your organisation’s
business. Documents produced could include: spreadsheets and databases a range of
business letters and forms email, memos and faxes web pages flyers, brochures, newsletters
and business cards reports tenders booklets , certificates or awards. Know current and future

requirements.

To establish future needs, your first reference should be the organisational business plan. By
referring to the business plan, you can identify whether there will be new business areas
emerging. Secondly, consult with senior and other departmental managers to determine if the
organisation is capable of producing such documents and whether it would be financially viable

or cheaper to outsource this role.

4.2. Types of Organisational requirements
4.2.1. Company colour scheme

e Warm colors. Red, yellow and orange evoke a warm feeling because they remind us of
things like the sun or fire.

e Cool colures. Blue, green and purple evoke cool feelings because they remind us of
cool things like water or grass. Now that we’ve gotten these terms out of the way, we
can take a look at the emotional impact of color:

e Red: One of the primary colures, red is typically associated with strong or passionate
emotions like love, confidence, excitement and passion and has been known to make
people hungry. On the flip side, it's also associated with anger and danger.

e Yellow: A cheerful and warm color, yellow is the most eye-catching of colures and is
associated with optimism, self-esteem, extraversion, and friendliness. Yellow can
conversely induce feelings of frustration and anger.

4.2.2.Company logo

Choosing the right logo colors can highlight your business’ strengths and help you attract the
right customers. And, as you might guess, the wrong combination can have the reverse
effect.Everyone has heard of color psychology, which tells us that colors impact our
emotions and behaviors. Yellow is cheerful (because the sun is bright and yellow!) and green is
calming (like laying in the grass and looking up at a bunch of leaves is peaceful).
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4.2.3. Consistent corporate image

Corporate visual identity helps establish and maintain a company's corporate image, of which
the color and design of a company's logo is central. This study examines the triadic relationship
between color, design and the evoked meanings of logos to understand how these contribute
to building a consistent corporate image.

4.2.4. House styles

Corporate house style is an essential component of branding a company in the minds of
potential customers. Key elements of house style are colour, font and typography, logo and
tone of language. Different colours have unique psychological effects on people. For example,
orange is energetic and attention-grabbing, while blue evokes trust and stability. A corporation
must pay considerable attention to the colours it uses in its internal and external
communications. The logo is another key element of a firm's house style.

4.2.5. Observing copyright legislation

Copyright protection rules are fairly similar worldwide, due to several international copyright
treaties, the most important of which is the Berne Convention. Under this treaty, all member
countries and there are more than 100, including virtually all industrialized nations must afford
copyright protection to authors who are nationals of any member country. This protection must
last for at least the life of the author plus 50 years and must be automatic without the need for

the author to take any legal steps to preserve the copyright
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Self-Check -4 Written Test

Direction I: Multiple choice item

Instruction: Choose the best answer for the following questions and write the letter of your
answer on the answer sheet provided in the next page. Use bold letter.(2 points
each)

1. What is organizational color?

A.red C. warm color

B. yellow D.All
2. Which of the following is requirement in organization?

A. company logo C. house style

B. corporate image D. All
Note: Satisfactory rating — 2 and above points Unsatisfactory - below 2 points
Answer Sheet Score =

Rating:

Name: Date:
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Information Sheet-5 Design document structure and layout

5.1.Introduction to document structure and layout

A document image is composed of a variety of physical entities or regions such as text blocks,
lines, words, figures, tables, and background. We could also assign functional or logical labels
such as sentences, titles, captions, author names, and addresses to some of these regions.
The process of document structure and layout analysis tries to decompose a given document
Image into its component regions and understand their functional roles and relationships. The
processing is carried out in multiple steps, such as pre- processing, page decomposition,
structure understanding, etc. We will look into each of these steps in detail in the following

sections.

Document images are often generated from physical documents by digitization us- ing
scanners or digital cameras. Many documents, such as newspapers, magazines and
brochures, contain very complex layout due to the placement of figures, titles, and cap-tions,
complex backgrounds, artistic text formatting, etc. A human reader uses a variety of additional
cues such as context, conventions and information about language/script, along with a complex
reasoning process to decipher the contents of a document. Automatic analysis of an arbitrary
document with complex layout is an extremely difficult task and is beyond the capabilities of the
state-of-the-art document structure and layout analysis systems. This is interesting since
documents are designed to be effective and clear to human interpretation unlike natural image

A document image is composed of a variety of physical entities or regions such as text blocks,
lines, words, figures, tables, and background. We could also assign functional or logical labels

such as sentences, titles, captions, author names, and addresses to some of these regions.

The process of document structure and layout analysis tries to decompose a given document
image into its component regions and understand their functional roles and relationships. The
processing is carried out in multiple steps, such as pre- processing, page decomposition,
structure understanding, etc. We will look into each of these steps in detail in the following

sections.

Document images are often generated from physical documents by digitization us- ing
scanners or digital cameras. Many documents, such as newspapers, magazines and
brochures, contain very complex layout due to the placement of figures, titles, and cap- tions,

complex backgrounds, artistic text formatting, etc. .A human reader uses a variety of additional
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cues such as context, conventions and information about language/script, along with a complex
reasoning process to decipher the contents of a document. Automatic analysis of an arbitrary
document with complex layout is an extremely difficult task and is beyond the capabilities of the

state-of-the-art document structure and layout analysis systems.

This is interesting since documents are designed to be effective and clear to human
interpretation unlike natural image .A document image is composed of a variety of physical
entities or regions such as text blocks, lines, words, figures, tables, and background. We could
also assign functional or logical labels such as sentences, titles, captions, author names, and
addresses to some of these regions. The process of document structure and layout analysis
tries to decompose a given document image into its component regions and understand their
functional roles and relationships. The processing is carried out in multiple steps, such as pre-
processing, page decomposition, structure understanding, etc. We will look into each of these

steps in detail in the following sections.

5.2. Types of document structure and layout

e Page border:-Microsoft Word gives you hundreds of page border options that
allows you to surround a page with a clean or fancy border.

e Boxes: - This opens a dropdown menu with a selection of predefined text box
styles. There are a variety of styles and formatting to choose from, including text
boxes with borders, shading, font colours and other attributes. Click one to insert
it into your document.

e Bullet or number lists:-This page should answer any of the questions you may
have about creating different bulleted and numbered lists in Microsoft Word
including any advanced lists.

e Color:-This won’t save custom colors. | believe to do that you must create your
own color theme and save that as a default template for use every time.

e Cropping:-Every image editing software has a crop tool that allows you to trim or
eliminate the edges of an image. Cropping tools in Word allow you to hide
portions of pictures that you do not want to be displayed in the final result.

e Footnotes and cross-references:-Automates the numbering and placement of
footnotes and enables you to easily cross-reference other sections of the
document.

e Endnotes:-An endnote is source citation that refers the readers to a specific
place at the end of the paper where they can find out the source of the
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information or words quoted or mentioned in the paper. When using endnotes,
your quoted or paraphrased sentence.

e Graphics:- Graphic design is also applied to layout and formatting of educational
material to make the information more accessible and more readily
understandable. Graphic design is applied in the entertainment industry in
decoration, scenery, and visual story telling.

e Headings:-it is process which incorporates the extruding and upsetting processes
Headline, text at the top of a newspaper.

e Layout: Allows you to specify different margins within a single document and to
specify various methods for indenting paragraphs.

e Headers, footers, and page numbering:-Allows you to specify customized
headers and footers that the word processor will put at the top and bottom of
every page.

e Font size, style, and type: - This style decision must be applied consistently
throughout the text. The font size of tables and figures can be smaller than the
standard text if in accordance with the student’'s style guide and advisory
committee. All document text with the exception of items embedded in figures
must be black. Font size should be 11 or 12 point.Font size and font type must be
consistent throughout the text.

e Spacing: The document must be double spaced.Spacing around titles, headings,
and subheadings should be consistent and match the student’s chosen style
guide. The only exceptions are: captions; foot-notes; long quotations;
bibliographic references; table titles and descriptions; figure titles and
descriptions; inserted materials such as tables, images, diagrams, graphs, etc.;
and the author’s curriculum vitae.

e Extended direct quotations must be handled according to the rules of your chosen
style guide and the direction of your advisory committee. Paragraphs should be
indented the same number of spaces throughout the document, and spacing

between paragraphs should be consistent.
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Self-Check -5 Written Test

Direction I: Multiple choice item

Instruction: Choose the best answer for the following questions and write the letter of your
answer on the answer sheet provided in the next page. Use bold letter.(2 points
each)

1. is also applied to layout and formatting of educational material to make the

information more accessible and more readily understandable

A. Graphic design C. Page layout
B. Heeding D. Foot note
2. Every image editing software has a crop tool that allows you to trim or eliminate the edges of
an image.
A. Cropping C. layout
B. Cross- reference D. indentation

3. Corporate visual identity helps establish and maintain a company's corporate image, of
which the color and design of a company's logo is central.
A.logo C. Corporate name

B. consistent corporate image D.ALL

Note: Satisfactory rating — 3 and above points Unsatisfactory - below 3 points

Answer Sheet Score =

Rating:

Name: Date:

Choose
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Operation sheet-1 Open Microsoft office word new document

OPERATIONTITLE: Open Microsoft office word new document
PURPOSE: To open and create a document
EQUIPMENT TOOLS AND MATERIALS:-Glove, desktop computer, mouse, monitor,
keyboard.
Step1l: To start Word, choose Start — All Programs — Microsoft Office — Microsoft Office
Word.

Step 2: Open Microsoft office word existing document
Choose Office button — Open (Alt+F, O). In the Open window navigate to the folder and file
you want to open.
Step 3: Crate data

Start —all program —Microsoft office —Microsoft word —wright the document with keyboard.
Step 4: Save data

Start —all program —Microsoft office —Microsoft word —wright the document with keyboard
— File — save as — file location to save — desktop/document and save — click —ok
Step 5:Open existing document

Choose Office button — New (Alt+F, N) to open the New Document window. Then click “New
from existing...” (It sits directly below the “Blank document” button).
Precaution: use computer safety accessories

Quality criteria: Open and create document properly
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Operation sheet 2 | Create Header and footer

OPERATIONTITLE: Create Header and footer

PURPOSE: To create Header and footer

EQUIPMENT TOOLS AND MATERIALS:-Glove, desktop computer, mouse, monitor,
keyboard.

PROCEDURES:-

Stepl.Double-click the header or footer

Step 2.Select Different Odd & Even Pages.

Developer Help Header & Footer

[] Different First Page = Header from
Different Odd & Even Pages 5 Footer from B

= Document Text =1 Insert Alignm
Options P

Step 3.0n one of the odd pages, select the header or footer area you want to change.

Step4.Type the document title, and then press Tab twice.

Step 5.Select Page Number > Current Position and choose a style.
Step 6.Select an even page.

Step 7.Select Page Number > Current Position and choose a style.
Step 8.Press Tab twice and type the document title.

Step 9.Select Close Header and Footer or press Esc to exit.

S (oS
Close Header
and Footer

s o se t
Precaution: use computer safety accessories.

T b

Quality criteria: create header and footer properly

Page 26 of 226 ‘ Federal TVET Agency ‘ Irrigation and drainage construction ‘ Version -2 ‘
’ Author/Copyright ’ Level -lI ‘ September 2019 ’




E ——— e %
B A

Operation sheet 3 | Arranging document style

OPERATIONTITLE: Arranging document style

PURPOSE: To Arranging document style

EQUIPMENT TOOLS AND MATERIALS:-Glove, desktop computer, mouse, monitor,
keyboard.

PROCEDURES:-

Step 1. Modifying the Normal Style: Located at the lower, right-hand corner of the Style section
(in the Home’s tab) is a little diagonal arrow. To display the Styles menu, you must click on this

arrow. You can also hit Alt+Ctrl+Shift+S.

o rina <
AaBbccDe | AaBbcebe AaBbC AaBbccl AAD assbccr acsbecoe aaBbecD — wC0 AmBbeed g oL

fl Mormal | Mo Spac.. Heading1 Heading 2 Title Subtitle  Subtle Em.. Emphasis |- o

The Styles menu should look
similar to this image.

Step 2. In the Styles box, find Normal. Click the arrow (paragraph scroll) located to the right of

the word (Do not click the word ‘Normal’).

cccccc

Step 3. This will bring up a drop down menu. Select Modify. This will bring up menu called
Modify Style.
Precaution: use computer safety accessories

Quality criteria: arrange document style properly
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Operation sheet 4 | Insert a border

OPERATIONTITLE: Insert border

PURPOSE: To Insert border

EQUIPMENT TOOLS AND MATERIALS:-Glove, desktop computer, mouse, monitor,
keyboard.

PROCEDURES:-

Step 1.0pen Microsoft Word.

Step 2.Click on the Page Layout tab. In Word 2013 and 2016, click on the Design tab instead.
Step3.In the Page Background group, click the Page Borders option.

Step4.In the Borders and Shading window (shown below), click the Page Border tab.

Step 5.Select Box if you want a square border around your page.

Step 6.Select the Style of border you want on the page, which can be solid, dotted, or dashed.
Step 7.Select the Color and Width of the border. If you want to select artwork to use as the
border, click the down arrow for the Art drop-down list. In the example below, we're using the

hearts art as a border.

Chickc o diagram below o =
Button= to apply border=

|
==L == == " er—e— g =
[E1] sracew e - == 3 S |
== JEE== Bt e ' ’l ”””” L’“= =
Wit s 1 1
s R I U -
Ace: _— VWhole dociment —
. = = = = e
= - - - - —
ot " " N A~ = S
= A A A A A
= W W -

Step 8.0nce you've selected all the border options you want to use in your document,
click the OK button to apply the border.\
Precaution: use computer safety accessories.

Quality criteria: Insert border properly
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LAP-Test Practical Demonstration

Project Title: Using appropriate word-processing software

Name: Date:
Time started: Time finished:

Instructions: Perform the following task properly within 3 hour.
Task 1: Open Microsoft office word.
Task 2. Create Header and footer
Task 3. Arrange document style

Task 4. Insert border
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' Learning Guide 39: Customize basic settings and format
Instruction Sheet '
documents to meet page layout conventions.

This learning guide is developed to provide you the necessary information regarding the
following content coverage and topics —

e Adjusting page layout to meet information requirements

e Opening and viewing different toolbars

e Changing font format /font settings

e Changing alignment and line spacing, and modify margins of the document

e Aligning information in a selected cell

e Opening and switching between several word documents

e Using formatting features and styles to customize basic settings

e Formatting cell or documents, creating table and adding images

e Using technical functions, other data and formatting tools within the spreadsheet

e Highlight and copy text from different areas

e Inserting headers and footers

e Saving document in spreadsheet and close document and spreadsheet to a storage

device

This guide will also assist you to attain the learning outcome stated in the cover page.
Specifically, upon completion of this Learning Guide, you will be able to —

e Adjust page layout to meet information requirements

e Open and view different toolbars

e Change font format /font settings

e Change alignment and line spacing, and modify margins of the document

e Align information in a selected cell

e Open and switch between several word documents

e Use formatting features and styles to customize basic settings

e Format cell or documents, creating table and adding images

e Use technical functions, other data and formatting tools within the spreadsheet

¢ Highlight and copy text from different areas

e Insert headers and footers

e Save document in spreadsheet and close document and spreadsheet to a storage device
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Learning Instructions:
1. Read the specific objectives of this Learning Guide.
2. Follow the instructions described below
3. Read the information written in the “Information Sheets 1- 6”. Try to understand what are
being discussed.
4. Accomplish the “Self-checks 1,2,3,4, 5 and 6” in each information sheets on pages 4,
11,14,19,23 and 26.
5. Ask from your teacher the key to correction (key answers) or you can request your teacher
to correct your work. (You are to get the key answer only after you finished answering the
Self-checks).
6.If you earned a satisfactory evaluation proceed to “Operation sheets 1, 2 and 3 on pages
28,29 and 30.and do the LAP Test on page 31”. However, if your rating is unsatisfactory, see
your teacher for further instructions or go back to Learning Activity.
7. After you accomplish Operation sheets and LAP Tests, ensure you have a formative

assessment and get a satisfactory result; then proceed to the next LG.
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Information Sheet-1 Adjusting page layout to meet information requirements

2.1. Adjust page layout to meet information requirements

Allows you to specify different margins within a single document and to specify various
methods for indenting paragraphs. The act or an instance of laying out. An arrangement or
plan, especially the schematic arrangement of parts or areas: the layout of a factory; the layout
of a printed circuit, Printing, The art or process of arranging printed or graphic matter on a
page, The overall design of a page, spread, or book, including elements such as page and type
size, typeface, and the arrangement of titles and page numbers, A page or set of pages marked
to indicate this design, Sports The straight position.

2.1.1. Page Orientation

Page Layout and orientation of the page can be (Landscape or Portrait) is important to change
document orientation of the page layout and the reverse. The default page orientation for
Microsoft Word documents is portrait.

2.1.2. Changing Paper Size

The paper size in Microsoft Word documents can be set for the whole document and for

individual sections of documents.

2.1.3.Setting Paper Orientation
Most business documents, school papers, and letters use a portrait page orientation, meaning
the page is taller than it is wide. But sometimes you want a short, wide page landscape page

orientation to accommodate a table, chart, or photo, or just for artistic effect.

2.2. Layout for special needs
2.2.1. Customizing paper size and source
If you can’t find the paper size you need on the Size menu, then you need to customize Your

paper size, which you do in the Page Setup dialog box’s Paper tab.

2.2.2. Setting Document Margins

Page margins are more than just empty space. The right page margins make your document
more readable. Generous page margins make text look inviting and give reviewers room for
notes and comments. With narrower margins, you can squeeze more words on the page;

however, having too many words per line makes your document difficult to read.
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Self-Check -1 Written Test

Direction I: Multiple choice item
Instruction: Choose the best answer for the following questions and write the letter of your
answer on the answer sheet provided in the next page. Use bold letter. (2 points each)

1. Which one of the following is page layout?

A/ portrait and land scape C/ margin and view
B/ page and size D/ shape and margin
2. is a small fastener, now most commonly made of plastic, but also frequently

made of metal, wood or seashell, which joins two pieces of fabric together
A/Buttons C/ Buttons and Start menu
B/Start menu D/ALL
3. you use most often, programs that you want to display always when you start clicked, you

access all your programs and gives you links to some things that you use all the time, :

A. The start menu C.Power Button
B. Button D.Key bored
Note: Satisfactory rating — 3 and above points Unsatisfactory - below 3 points
Answer Sheet Score =
Rating:

Name: Date:

Choose
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Information Sheet-2 Opening and viewing different toolbars

2.1.0pening and viewing different toolbars

Next to the Start button Windows shows a range of buttons. These buttons access a range of
different programs. To load the program, you would click on the button. It is called the Quick
Launch toolbar. Below is a typical Quick Launch toolbar.

2.1.1. Types of Tool bars

Buttons is a small fastener, now most commonly made of plastic, but also frequently made Of
metal, wood or seashell, which joins two pieces of fabric together. In archaeology, a button
Can be a significant artefact. In the applied arts and in craft, a button can be an example
Of folk art, studio craft, or even a miniature work of art.

2.2.2. Customising the Start menu

The start menu shows the programs you use most often, programs that you want to display
always When the Start button is clicked, lets you access all your programs and gives you links
to some things that you use all the time, such as my computer and my documents.

A come Inse Customize Quick Access Toolbar

New

Open
Paste ’
v J Format Paint V| Save
Clipboard E-mail
Quick Print

Print Preview

v d9-0o &Y B

4 > =
/ Home insert Page Layout Customize Quick Access Toolbar

~

New

<

B Times New Roman 112 ~|| Open
P.\:.‘.r , B 7 U -~ abe %, X Aa- Save

r E-mail
7777 Quick Print
Print Preview

Spelling & Grammar

Undo

NISISHSISHS SIS

Redo

Draw Table

More Commands,

Show Eelow the Ribbon

The QUi' Minimize the Ribbon

Figure-18: i=.tool bars
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Self-Check -2 Written Test

Direction I: Multiple choice item
Instruction: Choose the best answer for the following questions and write the letter of your
answer on the answer sheet provided in the next page. Use bold letter. (2 points each)

1. Which one of the following is page layout?

A/ portrait and land scape C/ margin and view
B/ page and size D/ shape and margin
2. is a small fastener, now most commonly made of plastic, but also frequently

made of metal, wood or seashell, which joins two pieces of fabric together
A/Buttons C/ Buttons and Start menu
B/Start menu D/ALL
3. You use most often, programs that you want to display always when you start clicked, you access

all your programs and gives you links to some things that you use all the time, :

A. The start menu C. Power Button
B. Button D. Key bored
Note: Satisfactory rating — 3 and above points Unsatisfactory - below 3 points
Answer Sheet Score =
Rating:

Name: Date:
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Information Sheet-3

Changing font format /font settings

3.1.Introduction to font format

Format Requirements for Font Size, Style, and Type and Spacing

Combination of typeface and other attributes :( Pitch, Size and Spacing character symbol)the

font must be a standard style that is clear and readable. Script, cursive, and pictorial fonts are

prohibited.All document text with the exception of items embedded in figures must be black.

Font size should be 11 or 12 point.

Font format is formatting document and spread sheet with formatting tools such as:

Insert a shape. On the Format tab, in the Insert Shapes group, click a shape, and then
click somewhere in the document.

Change a shape. Click the shape you want to change. On the Format tab, in the Insert
Shapes group, click Edit Shape, point to Change Shape, and then choose a different
shape.

Add text to a shape. Click the shape you where you want text, and then type.

Group selected shapes. Select several shapes at a time by pressing CTRL on your
keyboard and clicking each shape you want to include in the group.

Adjust the size of the shapes. Select the shape or shapes you want to resize.

Apply a style to a shape. In the Shape Styles group, rest your pointer over a style to se
What your shape will look like when you apply that style.

Click the style to apply it. Or, click Shape Fill or Shape Outline and select the options

That you want.

\
I \

.| O ShapeFill~
Abc | +| L# Shape Outline -
— | (& Shape Effects
Shape Styles M
Figure -19: Font shape styles
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Add flow charts with connectors. Before you create a flow chart, add a drawing canvas
by clicking the Inserttab, clicking Shapesin the lllustrations group, and then

clicking New Drawing Canvas.

On the Format tab, in the Insert Shapes group, click a Flow chart shape. Under Lines,
choose a connector line such as the Curved Arrow Connector.

Align the objects on the canvas. To align the objects, press and hold CTRL while you
select the objects that you want to align. On the Format tab, in the Arrange group,

click Align to choose from an assortment of alignment commands.

Select Format

T_'. Docurment s - Micresoft Ward

Eﬂﬁlh]’.l: ok Tabk Window  Heh  AdobePDF  Acrobet Conents . T g
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Fom

Fopt | Ohiidlir Spacng | Tegl EMicls

-'h i i Formabting, ..
Ry Regeal Frmalting...  SUFL

[ sirkethenugh

[ o stribisetivasghs

H&umm

TufsTot
Select Font | |

- Ll ~3id
:
mamy ¥
Pags 1 Sl 1l LES bnl Cdl1i

| Adjust font, style, and size

Figure -20: Font size

3.2. Change the document theme or theme colour
If you used a color under theme Colors to apply shading in your document, you can change the
color of the shading and other colors in your document by applying a new theme or theme color

to the document.
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Self-Check -3 Written Test

Direction I: Multiple choice items
Instruction: Choose the best answer for the following questions and write the letter of your
answer on the answer sheet provided in the next page. Use bold letter. (2 points each)

1. Which is true about Font formatting?

A. Insert a shape C. Add text to a shape
B. Change a shape . D. Group selected shapes
2. is to apply shading in your document, you can change the color of the shading

and other colors in your document by applying a new theme or theme color to the

document.
A. Theme Colors .C. drawing
B. Painting D. Word art
3. To align the objects, press and hold CTRL while you select the objects that you want to align.
A. Drawing C. Painting
B. Align the objects on the canva D. Word art
Note: Satisfactory rating — 3 and above points Unsatisfactory - below 3 points
Answer Sheet Score =
Rating:

Name: Date:
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Information Sheet-4 Changing alignment and line spacing, and modify margins

4.1. Introduction to alignment and line spacing

Alignment:-To change the horizontal placement of text, in the Alignment box,
choose Left, Center, Right, justified, or Distributed. Justified spacing between words so that the
lines of text touch both the left and right margins, except for the last line of the paragraph,

which uses normal word spacing.

Distributed is similar to Justified, but even the last line touches both the left and right margins,
with space added between words and letters, as necessary.Line spacing (single-space, double-
space, and so on) and vertical alignment (top, bottom, or middle) are available from menu

buttons on the Home tab of the Ribbon, in the Paragraph group.

Spacing:-To change the spacing above or below a paragraph, type or click the arrows next
to before or after. This number can be any whole number or a decimal, such as 6.5.To change
the spacing above and within a paragraph, use the Line Spacing options: Single, 1.5 Lines,

or Double.

Note: If you keep adding lines until you run out of room in a placeholder, AutoFit adjusts line
spacing and font size to fit all list items in the placeholder. When this happens, the AutoFit
Options control appears. To turn off AutoFit, click AutoFit Options, and then click Stop Fitting
Text to This Placeholder.

4.2. Types Alignment

Centred is to centre your content on the page alignment gives documents a formal appearance
and is often used for cover pages, quotes, and something Justified distribute your text evenly
between the margins. Justified text gives your document clean, crisp edges so it looks more

polished. Left Align your content with the left margin. Right Align your content with the right margin.

4.3.Page Setup and Margin Formatting
The screenshot below displays the menu path to change the margins in a paper. According to

APA, all margins are set at 1 inch.
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Self-Check -4 Written Test

Direction I: Multiple choice items
Instruction: Choose the best answer for the following questions and write the letter of your

answer on the answer sheet provided in the next page. Use bold letter. (2 points each).

1. To add indentation or change the amount of indentation before text, select or type a

number in the before text box.

A. Indentation C. Spacing
B. Line spacing D. Alignment
2. is to centre your content on the page alignment gives documents a formal

appearance and is often used for cover pages, quotes, and something?

A. Centred C. Left
B. Justified D.Right.
Note: Satisfactory rating — 2 and above points Unsatisfactory - below 2
points
Answer Sheet Score =
Rating:

Name: Date:

Choose
1

2
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Information Sheet-5 Aligning information in a selected cell

5.1. Introduction to aligning information
Alignment: To change the horizontal placement of text, in the Alignment box,
choose Left, Center, Right, Justified, or Distributed. Justified add spacing between words so
that the lines of text touch both the left and right margins, except for the last line of the
paragraph, which uses normal word spacing. Distributed is similar to Justified, but even the
last line touches both the left and right margins, with space added between words and
letters, as necessary.
Horizontal Alignment — you can set horizontal alignment to Left, Centre, Right, etc.

o Left — Aligns the cell contents to the left side of the cell.

« Center — Centers the cell contents in the cell.

« Right — Aligns the cell contents to the right side of the cell.

« Fill - Repeats the contents of the cell until the cell’s width is filled.

« Justify — Justifies the text to the left and right of the cell. This option is applicable only

if the cell is formatted as wrapped text and uses more than one line.

Vertical Alignment — you can set Vertical alignment to top, Middle, bottom, etc.

« Top Aligns the cell contents to the top of the cell.

o Center Centers the cell contents vertically in the cell.

« Bottom Aligns the cell contents to the bottom of the cell.

« Justify Justifies the text vertically in the cell; this option is applicable only if the cell is

formatted as wrapped text and uses more than one line.
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Self-Check -5 Written Test

Direction I: Multiple choice items
Instruction: Choose the best answer for the following questions and write the letter of your
answer on the answer sheet provided in the next page. Use bold letter. (2 points each).
1. Which one of the following is important for Vertical Alignment?
A Top C. Bottom
B. RightD. Justify
2. isrepeats the contents of the cell until the cell’s width is filled
A. Left C. Right
B. Center D. Fill
3. A tool used to check the quality of constructed or installed works is:
A. Fill C. Center

B. Drawings D. Alignment Tab
Note: Satisfactory rating — 2 and above points Unsatisfactory - below 2
points
Answer Sheet Score =
Rating:

Name: Date:

Choose
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Information Sheet-6 Opening and switching between several word documents

6.1. Opening word document.
Creating and Opening Documents There are several ways to create new documents, open

existing documents, and save documents in Word:

Create a New Document

New Document button on the menu bar. Choose File New from the menu bar.

Press CTRL+N (depress the CTRL key while pressing "N") on the keyboard.

Open an Existing Document

Open File button on the menu bar. Choose File| Open from the menu bar. Press CTRL+O
on the keyboard. Each method will show the Open dialog box. Choose the file and click the
Open button.

Jopen R B3

| =% ™My Documents ] == & ¥ CL ER - Took -

[y Pictures
1y webs
[ Meve wWeb

File nane: I ;l Iﬁ ey -I

Files of tbype: [ word Documents (*.doc; *.dot; *_htm; *.html; *.url; * = Cancel _I

Figure -22:.0peneing document
Open Documents
To rename a Word document while using the program, select File/ Open and find the file you
want to rename. Right-click on the document name with the mouse and select Rename from

the shortcut menu. Type the new name for the file and press the ENTER key.
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Send To

Cut
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Create Shortcut
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Figure -23: Rename a file

Close a Document:-Close the current document by selecting File| Close or click the Close

icon if it's visible on the Standard Toolbar.
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Self-Check -6 True/False

Direction I: True/False

Instruction: Say True for correct statement and False for wrong statement. (2 points
each).

1. When you open a document you click on format.

2. To save a document you click on insert tool.

Note: Satisfactory rating — 2 and above points Unsatisfactory - below 2

points

Answer Sheet Score =

Rating:

Name: Date:

True/False
1

2

Page 46 of 226 ’ Federal TVET Agency ’ Irrigation and drainage construction ‘ Version -2 ‘
’ Author/Copyright ’ Level -l ‘ September 2019 |




) Using formatting features and styles to customize basic
Information Sheet-7 _
settings.

7.1. Introduction to formatting features
e Types of formatting features
v Bold is making your text bold

v' ltalics is italicize the text

v" Underline to underline the text

%&E A U 4d - & mal
—-'/ Home Insert Page Layout Fieferenc;j/'_
j " Times NewRoman v 14 v | A A'I|iﬂ;
==

Paste f B I U -ae x, X Aavnaﬁ?vﬁ*l

Cliphoard Font F

Figure -22:Formating Features

7.3. Format cell or documents, create table and add images

7.3.1.Formatting Tables

A table is a grid of cells arranged in rows and columns. Tables can be customized and are
useful for various tasks such as presenting text information and numerical data. In this
lesson, you will learn how to convert text to a table, apply table styles, format tables, and

create blank tables.
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Self-Check -7

Written Test

Direction I: Multiple choice items

Instruction: Choose the best answer for the following questions and write the letter of your

answer on the answer sheet provided in the next page. Use bold letter. (2 points each).

1. Which one of the following is formatting features?

A .bold

B. italic

A .graph

B. chart

Note: Satisfactory rating — 2 and above points

C. underline
D. ALL

is a grid of cells arranged in rows and columns.

Unsatisfactory - below 2

points
Answer Sheet >core =
Rating:

Name: Date:
Choose

1

2___
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Use technical functions, other data and formatting tools to

Information Sheet-8

complete document.

8.1. Formatting Tools

Toolbars Many toolbars displaying shortcut buttons are also available to make editing and
formatting quicker and easier. Select View Toolbars from the menu bar to select the toolbars.
The toolbars that are already displayed on the screen are checked. Add a toolbar simply by
clicking on the name.

The Formatting tab in the TXLF Editor includes formatting tools that can be used to edit the
target content format.

As with most Microsoft Word features, this command too factors special formatting needs
and can be used to replace a text with its format across a document. For instance, you can
use this feature to consistently replace the word ‘bold’ with ‘bold’ all through the document.
The formatting toolbar is the easiest way to change many attributes of text. If the toolbar as

shown below isn't displayed on the screen, select View Toolbars and choose

justify across page
font menu numberad and
bold, italics, underine bulleted lists outside border font color

[ —— - L |
[Momal » avisl w10 « | B 7 U |NE W M|[IZSRIEO-2-A-.

| | \ oestaer ¢ - |
left centar right increased  highlight color
style menu font size justification decrease
indant

Style Menu - Styles are explained in detail later in this tutorial. f Font Face - Click the
arrowhead to the right of the font name box to view the list of fonts available. Scroll down to
the font you want and select it by clicking on the name once with the mouse. A serif font (one
with "feet" circled in the illustration below) is recommended for paragraphs of text that will be
printed on paper as they are most readable.

- Click on the white part of the font size box to enter a value for the font size or click the
arrowhead to the right of the box to view a list of font sizes available. Select a size by clicking
on it once. A font size of 10 or 12 is best for paragraphs of text. f Font Style - Use these
buttons to bold, italicize, and underline text. f Alignment - Text can be aligned to the left,
center, or right side of the page or it can be justified across the page. f Numbered and
Bulleted Lists - Lists are explained in detail later in this tutorial. f Increase/Decrease Indent -

Change the indentation of a paragraph in relation to the side of the page. f Outside Border -
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Add a border around a text selection. f Highlight Color - Use this option to change the color
behind a text selection. The color shown on the button is the last color used. To select a
different color, click the arrowhead next to the image on the button. f Text Color - This option

changes the color of the text. The color shown on the button is the last color chosen. Click

the arrowhead next to the button image to select another color.

enll - Miciosoll Word

:|!|jaw Insert Format Tools Table Window Help

§ & niormal @, <t .-J,c.-|‘
Eﬁm SEEE S RE
|m F- Go m|Docl.ment:
T - :
v Ruler v Formatting
] Document Map AukoText
Clipboard
Header and Fooker Cortrol Tookbax
FOOr oS S
=2 LTI i |T Drawing
= Full Screen Farms
Zooim. .. Frames
Pickure
Reviewing
Tables and Borders
Yisual Basic
|T Web
Web Tools
‘WiordArk
POFMaker 4.0
Customize, ..

Figure -23: Tool bars

8.2. Formatting functions
If you haven’t guessed already, the most loved aspect of Word is the wide variety of
formatting features it provides. We've explored just a few. But to uncover all the gems

available, you need to become intimately familiar with the Home Tab View.

fNormal | TNoSpac.. Meadingl  Heading 2 nuangs Heading 4 ,Ollll.t & Seleat+

i Editin

The HOME Tab  Change Case
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Figure -24: Formatting tables

The Home tab contains 5 command groups for better formatting: Clipboard, Font, Paragraph,
Styles and Editing.
Clipboard: This contains the cut-copy-paste commands explained above.
Paragraph: This contains commands to control the alignment and spacing between
lines in a paragraph. Special commands include the Shading command (Alt + H) and
the Border command (Alt + B) that allow you to color text cells and border them (as if
they were in a table), respectively
Styles: This is explained in detail below.
Editing: This group captures the standard find-replace features explained above.
And this brings us to Word’s most popular command group: Font!
Font: This is the group you will use most to format your text.
The font menu is your one-stop point for exploring all available font-editing features in
Microsoft Word. You can invoke it by a right-click and choose the “Font...” option, or use the
keyboard shortcut (Control + D). And it looks like this:

8.3. Open type features

Use this to edit the ligature of your font. (This determines how characters look when
combined together.) For instance, here’s what happens to the numeric characters with
Georgia font, when you set the “number forms” feature to “lining”: they get neatly aligned.
8.4. Word styles

Word uses Styles to create a pre-defined “way” of (consistently) formatting font and
paragraphs, across a single Word document. Take a moment now to look at the Styles

command group on the Home Tab. It looks a bit like this:

AaBbCel| AaBbCad AQE 1. Aa AaBbC 4aaBbCel | %ﬁi

TMormal | TMo Spaci.. Heading1 Heading2 Heading3  Heading 4 :fsigrzlmge
g5 ™

Styles
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Figure -25: Formatting styles
8.5. Technical functions
e animations
e arranging slides
e charts
e customising masters
e illustrations
¢ linking content
e sharing
e SmartArt
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Self-Check -8 Written Test

Direction I: Multiple choice items
Instruction: Choose the best answer for the following questions and write the letter of your
answer on the answer sheet provided in the next page. Use bold letter. (2 points each).

1. Which one of the following is technical function?

A. animations C.charts
B.illustrations D. all
2. contains commands to control the alignment and spacing between lines.
A. paragraph C.charts
B.illustrations D. all
Note: Satisfactory rating — 2 and above points Unsatisfactory - below 2
points
Answer Sheet Score =
Rating:

Name: Date:

Choose
1

2

Page 53 of 226 ’ Federal TVET Agency ’ Irrigation and drainage construction ‘ Version -2 ‘
’ Author/Copyright ’ Level -l ‘ September 2019 |




P = g
& i

Information Sheet-9 Highlight and copy text from different areas

9.1. Highlight and copy text

Right-click the selected text and select Copy. Click Edit from the top File menu in the program

And then click Copy. Highlight the text and use the shortcut key Ctrl+C or Ctrl+Insert on

A PC or Cmd+C on an Apple Mac. You must highlight or select something before it can be copied.
Copying Text To copy text, choose Edit|Copy, click the Copy button on the standard toolbar, or press
CTRL+C to copy the text to the clipboard. Paste Text To paste cut or copied text, move the cursor

to the location you want to move the text to and select Edit|Paste from the menu bar, click the Paste
button on the standard toolbar, or press CTRL+V.

9.2. Highlighting

Under normal circumstances, screen readers do not convey any information about highlighting to blind
users. Here are a couple of ideas of ways to draw attention to text in Word for blind users: « Write the
word "important” (or similar): The most reliable way in Word to "highlight" text for blind users is to write
some text in the document that draws attention to the content. You could put the word "Important” (or
"Warning" or "Attention," etc.) before the important content, for example.

Good, Bad and Neutral
Normal Bad Good Neutral

Figure -26:.Highliting
9.3. Hidden text
If you don't want to add any visual words to the document, you could add some hidden text just for
screen reader users. In HTML, and there are multiple techniques (add the text via aria-label, hide the
text with the CSS clipping technique, hide the text off-screen, etc.). Though there are not as many

techniques in Word, it is possible to hide content.
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Self-Check -9 True/False

Direction I:True/False
Instruction:Say True for correct statement and False for wrong statement. (2 points
each). (2 points each).

1. Under normal circumstances, screen readers do not convey any information about

highlighting to blind users.
2. If you don't want to add any visual words to the document, you could add some

hidden text just for screen reader users.

Note: Satisfactory rating — 2 and above points Unsatisfactory - below 2
points
Answer Sheet Score =

Rating:

Name: Date:

True/False
1

2
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Information Sheet-10 Insert headers and footers

10.1 Insert header and footer

It can make your document look professional and polished by utilizing the header and footer
sections. The header is a section of the document that appears in the top margin, while
the footer is a section of the document that appears in the bottom margin. Headers and
footers generally contain information such as the page number, date, and document name.

In this lesson, you will learn how to insert and edit headers and footers.

Headers and footers can help keep longer documents organized and make them easier to
read. Text entered in the header or footer will appear oneach page of the
document.Headers are help you to repeat content at the top of every page. They are useful
for show casing information, like title, author, and page number.Footers are help you to

repeat content at the bottom of every page.

Header & Footer Tools

Q Tell me what you want to do

(] Different First Page .+ Header from Top: 1.25cm < E
Different Odd & Even Pages "'t Footer from Bottom: 1.25cm
Close Header
Show Document Text Insert Alignment Tab and Footer

Options Position Close

Figure -27: Header & Footer
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Self-Check -10 True/False

Direction I:True/False

Instruction: Say True for correct statement and False for wrong statement. (2 points
each). (2 points each).

1. The header is a section of the document that appears in the top margin

2.Headers and footers can help keep longer documents organized and make them easier to

read.
Note: Satisfactory rating — 2 and above points Unsatisfactory - below 2
points
Answer Sheet Score =
Rating:

Name: Date:

True/False
1

2

Page 57 of 226 ’ Federal TVET Agency ’ Irrigation and drainage construction ‘ Version -2 ‘
’ Author/Copyright ’ Level -l ‘ September 2019 |




Information Sheet-11 Save document in another file format

11.1. Introduction of Saving Document:

It is the Microsoft Way to give you multiple ways to save document /spared sheet. Whether

that's because the company’s programmers believe in giving you lots of choices, or because

they can’t make up their minds about the best way to do something is a question best left to

the philosophers. But the point is, you do have a choice. You don’t have to memorize every

keystroke, button, and command. Especially with saving, the important thing is to find a way

you like and stick with it, so file can be saved different file formats such as: CSV files, doc

files, HTML pages, PDF files, SXW (star office) files, RTF files, text files.

Name

Select Directory

Iders ~

STAM 102 Lecture -
STAM 102 Lecture
STAM 102 Lecture

STAM 102 Lecture
STAM 102 Lecture File Name
STAM 102 Lecture

VTC _UBUNTU ] o

(LTl T AMS 102 Lecture 7 _cSoc)
Save a3 fype:  Word Document (“.do<)

Save Button

S STANM 102 Lecture 7.doc 3I/17/72018 XN Microsoft Office ..

Figure -28:.Save document

11.2 Type of File format
e CSViles
e doc files

e HTML pages

e PDF files
o SXW (star office) files
e RTFfiles
e Textfiles.

Version -2 ‘
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Self-Check -11 True/False

Direction I:True/False
Instruction:Say True for correct statement and False for wrong statement. (2 points
each). (2 points each).

1. CSV files a type of file format

2. You don’t have to memorize every keystroke, button, and command

Note: Satisfactory rating — 2 and above points Unsatisfactory - below 2
points
Answer Sheet Score =

Rating:

Name: Date:

True/False
1

2
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_ close document and spreadsheet to a storage
Information Sheet-12 _
device

12.1. Close document

12.2. Types of storage device

DiskCompact Disk (CD), Digital Versatile Disk (DVD), and magnetic tape. Commonly used
secondary storage devices can be grouped as magnetic or optical. Magnetic devices use
magnetic technology to write and read data from the storage surface. This category includes
hard disk, floppy disk, and magnetic tape. On the other hand, optical storage devices use

laser technology. CD and DVD fall under this second category.

12.2.1.CD(Compact Disc)

CD-ROM, CD-R, and CD-RW: CD-ROM (Compact Disc — Read Only Memory): is a version
of the CD that allows the information to be stored so that the user can only read from the
disks. Once data is recorded on a CD-ROM, new data cannot be stored and the disc cannot
be erased. Although CD-ROMs look like music discs, they can only be used with a
computer equipped with a CD-ROM drive.

12.2.2.CD-R (Compact Disc

CD-R (Compact Disc - Recordable): refers to compact disks that can be recorded only
once, but read many times. If the recorded content is no longer wanted, additional material
can be recorded only on the remaining space on the disk. The disks themselves are

constructed differently from ordinary CDs.

CD-RW (Compact Disc - Rewritable): Is an extension of CD-R whereby you can rewrite data
or audio to the same CD many times? Not all CD drives can read CDRWS.
DVD)Digital Versatile Disc

DVD is an optical disc storage media that can be used for storing data, including movies
with high video and sound quality. DVDs resemble CD: their physical dimensions are the
same — 12 cm or the mini 8cm - but they are encoded in a different format. This enables
DVDs to store more data than that of CDs. A typical DVD can often hold more data than 6

CDs. DVDs can store an entire movies.
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11.4.Common Types of DVDs

DVD-ROM: These DVDs are read-only disks. They are accessed using a special DVD drive
attached to a personal computer. They are often used for movies (which are more
specifically referred to as DVD-Video) and computer games.

DVD-R: It offers a write-once, read-many time’s storage format similar to CDR, but can hold
more information than a CD-R.

11.4.1.DVD-RW: A recordable DVD format similar to CD-RW.

External hard drive, including universal serial bus (USB) flash drive:

A hard disk contains both the disk and the drive (the slot) that is used to read and write data
on the disk. A hard disk uses rigid turning disks to store data and programs. They have
read/write heads which can read data from the hard disk and write data to the hard disk.
Internal Hard Disk:A hard disk contains both the disk and the drive (the slot) that is used to
read and write data on the disk. A hard disk uses rigid turning disks to store data and
programs. They have read/write heads which can read data from the hard disk and write
data to the hard disk. The hard disk drive is sealed.

This protects the hard disk drive internals from dust, condensation, and other sources of
contamination. Hard disks can store much more data than floppy disks, and access and
transmit it faster. Currently an average hard disk can store 60 to 80 GB of data.

web storage

Can store much more data than other types of storage such as floppy disks, hard disk and
also safe for mechanical as well as vires attack of data and stored for long time example of

web storage is email, internet.
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Self-Check -12 Written Test

Direction I: Multiple choice items
Instruction: Choose the best answer for the following questions and write the letter of your

answer on the answer sheet provided in the next page. Use bold letter. (2 points each).

1. Which of the following is a type of storage devices?
A. DVD-RW C.DVD-ROM
B. DVD-RD.ALL

2. Digital Versatile Disk is
A.DVD-RW C.DVD-ROM
B.DVD-R D.ALL

Note: Satisfactory rating — 2 and above points Unsatisfactory - below 2
points
Answer Sheet Score =
Rating:

Name: Date:
Choose

1—

2
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Operation sheet 1

Page Layout

OPERATIONTITLE:Page layout
PURPOSE: To lay the page
EQUIPMENT TOOLS AND MATERIALS:-Glove, desktop computer, mouse, monitor,

keyboard.
PROCEDURES:-

Step 1.0n the Layout tab (PAGE LAYOUT in previous versions of Word),

group, click

File Home Insert Design

L
Orientation: @ r|£_h|

Margins Wrientatio

IE "# Breaks ~

. [ Line Numbers =
Size Columns
> > bt Hyphenation ~

¢ _Page Setup ) Fa

51O
Orientation Size Co

- -

L
[jj Portrait

Landscape

Click Landscape

Step2: select the paper size of your choice

in the Page Setup
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Operation sheet 2 | Change the paper size for document

OPERATIONTITLE:Change the paper size for document

PURPOSE: TO Change the paper size for document

EQUIPMENT TOOLS AND MATERIALS:-Glove, desktop computer, mouse, monitor,
keyboard.

PROCEDURES:-

Step 1.0n the Layout tab, in the Page Setup group, click Size

T Ve

PAargins Orientatic

21 Line Mumibers —

B2 Hyphenation —

Letter

Step 2.Select More Paper Sizes:

Step 3.In the Page Setup dialog box, choose a paper size and for Apply to, select Whole
document:

Step4 .Click OK.
Precaution: use computer safety accessories.

Quality criteria:change paper size accurately
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Operation sheet 3

Format Font Size

OPERATIONTITLE: Format font size
PURPOSE: TO format font size
EQUIPMENT TOOLS AND MATERIALS:-Glove, desktop computer, mouse, monitor,

keyboard.
PROCEDURES:

Step 1.Left-click the drop-down arrow next to the font size box on the Home tab.

The font size drop-down menu appears.

Step 2.Move your cursor over the various font sizes. A live preview of the font size

will appear in the document.

Step 3.Left-click the font size you wish to use. The font size will change in the

document.

=

— .
(= Tt =
astsa
- -
lip o ard L=

Horme

Precaution: use computer safety accessories.

Quality criteria: create font size accurately

- ®m == =
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I
1
15
2
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Operation sheet 4

Format Font Style

OPERATIONTITLE: Format font style
PURPOSE: TO format font style
EQUIPMENT TOOLS AND MATERIALS:-Glove, desktop computer, mouse, monitor,

keyboard.

PROCEDURES:

Step 1.Select the text you wish to modify.

Step 2.Left-click the drop-down arrow next to the font style box on the Home tab.

The font style drop-down menu appears.

Step 3.Move your cursor over the various font styles. A live preview of the font will

appear in the document.

':g;,\l = - ™~ A = Flyer
_‘5_’;" Home Insert Page Layout References Plailings
'._A-‘J ‘*’ Lucida Calligraphy = |28 - A AT =2 EE i =
Paste =& Theme Fonts — = =
. o Cambria {Headings) E|
Clipboard = |
Calibri (Body) I
Recently Used Fonts EEEEE—
T Arial
T Fracida Calligraphyg e
T L etoladon FH el AL e BCTAng
T Eras hMediurm ITC
T Saramond und
H Times New Roman
All Fonts
Hr Agency FB AT
& Albertus MT
Step4.Left-click the font style you wish to use.
Precaution: use computer safety accessories.
Quality criteria: create font style accurately
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Operation sheet 4 | Format Font colour

OPE
RATIONTITLE:Format font color
PURPOSE: TO format font color
EQUIPMENT TOOLS AND MATERIALS:-Glove, desktop computer, mouse, monitor,
keyboard.
PROCEDURES:
Step 1.Select the text you wish to modify.
Step 2.Left-click the drop-down arrow next to the font color box on the Home tab.
The font color menu appears.
Step3.Move your cursor over the various font colors. A live preview of the color will
appear in the document.
Step 4.Left-click the font color you wish to use.
Step 5.click OK.
Precaution: use computer safety accessories.

Quality criteria: create font color accurately
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LAP-Test Practical Demonstration

Project Title:Customize basic settings and format documents to meet page layout
conventions

Name: Date:

Timestarted: Timefinished:

Instructions: Perform the following task properly within 2 hour.
Task 1:Create Page layout
Task 2: Format font size
Task 3.Format font style

Task 4. Format font color
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_ Learning Guide 40: Create tables and add images to
Instruction sheet
word document

This learning guide is developed to provide you the necessary information regarding the
following content coverage and topics —

¢ Inserting standard table into document

e Changing cells (insert and delete columns and rows)

e Inserting appropriate images into document and customize

e Positioning and resizing images to meet document

e Naming and storing/ saving documents in appropriate directories or folders

e Printing documents
This guide will also assist you to attain the learning outcome stated in the cover page.
Specifically, upon completion of this Learning Guide, you will be able to —

e Insert standard table into document

e Chang cells (insert and delete columns and rows)

e Insert appropriate images into document

e Position and resize images to meet document

¢ Name and store/ savedocuments in appropriate directories or folders

e Print documents

Learning Instructions:

1. Read the specific objectives of this Learning Guide.

2. Follow the instructions described below

3. Read the information written in the “Information Sheets 1- 6”. Try to understand what
are being discussed.

4. Accomplish the “Self-checksl, 2, 3, 4, 5 and 6” in each information sheets on pages 4,
11,14,19,23 and 26.

5. Ask from your teacher the key to correction (key answers) or you can request your
teacher to correct your work. (You are to get the key answer only after you finished
answering the Self-checks).

6. 6.If you earned a satisfactory evaluation proceed to “Operation sheets 1, 2 and 3 on
pages 28,29 and 30.and do the LAP Test on page 31”. However, if your rating is

unsatisfactory, see your teacher for further instructions or go back to Learning Activity.
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7. After you accomplish Operation sheets and LAP Tests, ensure you have a formative

assessment and get a satisfactory result; then proceed to the next LG.
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InformationSheetl Insert standard table into document

1.1. Standard table

A table is an arrangement of information in rows and columns containing cells that make
comparing and contrasting information easier

A table is a grid of rows and columns that intersect to form cells. It's often easier to read or
present information in table format than in paragraph format. Using word's table feature, you
can create a table and insert text, pictures, or another table into the table's cells.

Microsoft Word tables are a versatile tool that can help you present information in an
organized way. Tables are easy to insert and modify. A couple of clicks enable you to create
a simple table.Use MS Word tables to place information into rows and columns.
Alternatively, you can use tables as a way to position images that would otherwise be hard
to place in the overall layout of a document.

Word tables are the perfect easy way to display complex visual information in a page easily.
You can also use tables in templates to simplify a complex layout. Table stylesin
Microsoft Word allow you to change the format of a table at any time and still maintain a
cohesive, professional-looking document. A table style provides a consistent look to borders,
shading, alignment, and fonts in tables.

The insert command is used for inserting one or more rows into a database table with

specified table column values.

1.2. How to Make a Table on Microsoft Word

Tables help you present information in a clear and organized way. There are three ways to
add tables to your documents in Microsoft Word, each taking only a few easy steps. These
instructions are based on Microsoft Word 2003, but the process is very similar in other

versions of Word.

Here's how to make a table from the tables and borders toolbar:

e Place the cursor where you want to place the table.
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Click the Insert Table icon on the Tables and Borders toolbar at the top of the window.

Drag the corner of the table until you have the desired number of columns and rows.

Click the mouse to insert the table.

1.2. Inserting standard tables

A good table in your document can help make your data stand out to your readers, and
adding a table in word is a snap. You have a variety of options for customizing your table’s
look at functionality, and you can even choose from existing templates to make inserting

tables completely painless.

- Microsoft Word
| Insert Format Tools | Table | Window Help

B8V 4 s » O 1. 100°

. Delete b | ¥
yview> v Recount 0

v Arial v 1

™

v

™71 T

w vSonr @B Fr 2 F

v |

.V.G...I......

Figure -29.Inserting a table.
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Self-Check -1 True/False

Direction I:True/False
Instruction: Say True for correct statement and False for wrong statement. (2 points
each). (2 points each).

1. Atable is an arrangement of information in rows and columns containing cells.

2. Word tables are the perfect easy way to display complex visual information in a page

easily.
Note: Satisfactory rating — 2 and above points Unsatisfactory - below 2
points
Answer Sheet Score =
Rating:

Name: Date:

True/False
1

2
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InformationSheet2

Change cells to meet information requirements

2.1. Cells

A table is made up of rows and columns. The intersection of a row and column is called a

cell. Tables are often used to organize and present information, but they have a variety of

other uses as well.

2.2. Insert and delete columns and rows

Columns and rows

A table is a structure of vertical columns and horizontal rows with a cell at every intersection.

A Word table can contain as many as 63 columns but the number of rows is unlimited.

On a display screen in character mode, a columnis a vertical line of characters

extending from the top to the bottom of the screen. The size of a text display is usually

measured in rows and columns.

In spreadsheets, a column is a vertical row of cells. Spreadsheet columns are usually

identified by letters.

A row is identified by the number that is on left side of the row, from where the row

originates.

Columns run vertically downward across the worksheet and ranges from A to XFD - 1 to

16384. A column is identified by a column header that is on the top of the column, from

where the column originates.

2.3.Add arow or column

In your table to add a row or column and then click the Layout tab (this is the tab next to the

Table Design tab on the ribbon).

References Mailings

Review

gt

View Help

Table Tools

| 2 =
Insert Insert Insert Insert Split Split Auto
Above Below Left Right Cells Table =
Delete Cells... s hMerge
Delete Columns : “ :
Delete Rows
Delete Table
Figure -30..Delete table
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Self-Check -2 True/False

Direction I: True/False
Instruction: Say True for correct statement and False for wrong statement. (2 points
each). (2 points each).
1. Atable is a structure of vertical columns and horizontal rows with a cell at every
intersection
2. Arow is identified by the number that is on left side of the row, from where the row
originates.

3. Tables are often used to organize and present information.

Note: Satisfactory rating — 3 and above points Unsatisfactory - below 3 points
Answer Sheet Score =
Rating:

Name: Date:

True/False
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Information Sheet 3 Insert and customize images into document

3.1. Clip art
Clip art refers to a graphic or a picture that you can insert in your document. It comes in

different formats and styles. It is used to enhance the appearance of a document.

Clip art refers to a graphic or a picture that you can insert in your document. It comes in

different formats and styles. It is used to enhance the appearance of a document.

T = = -~ 3 == - Flyer [Compatibility M
el
—-/J Home Insert Page Layowut References FAailings Rewiaww Wie
S || || Bl (B8 P = il || 2oo
_1 Blank Page i 4 Bookmark
— Table Picture Clip Shapes Smartart Chart
—, Page Break - [: ook - ") Cross-referance
Pages Tables Ilustrations Links
|Cli|::l At

Insert Clip Art into the document,
iNncluding dravwings, mowvies,_
sounds, or stock photography tao
illustrate a specific concept.

Figure -31.Clip Art
3.2. Graphics
The term also refers to the images themselves. For example, certain word processors
support graphics because they let you draw or import pictures.
A graphics monitoris adisplay monitorthat can display pictures. A graphics
board (or graphics card) is a printed circuit board that, when installed in a computer, permits

the computer to display pictures.

3.3. Pictures
Word allows you to insert picturesinto your document such as logos of
companies, photos and other pictures to give more interest or a more professional speed

(look) to your document.

i Sarkel oL

Froom File o .

Froaorm Soarnirie=r Oor i _Sarmies=sr S . - .
Fde=vsa O =Setirng

SaoaaboShhape=

ot =] e = o R

LAY

oarganmizakbkicoaorn Charke

L
I
[

‘
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Figure -32.Autoshape
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Insert Picture

Lok in: |i| i v @@ X i B3~ Tooks-
_ 2 excel-chart21 excelchark22 excel-chartzs Lol
My Recent
Documents
Deskkop
Q excel-chart24 excel-chart25 excel-chart2s
My Docurnents
Exports e el
g.j Furniture i =
e Carpets s |= (H
M umblte: Srall items 1 (T il
b = - = o - Tl 1
[ File name: | P | Insert v]
My Mebwork
Places Files of type: | all Pictures F: | Ingert |
all Files ~ Lirk ko File
Al Pickures ]
windows Enhanced Metafile =3 Insert and Link
Windows Metafile
JPEG File Interchange Format
Partable Metwark, Graphics
windows Bitmap
Graphics Interchange Format
Compressed Windows Enhanced Matafile
Campressed \Windaws Metafile
Compressed Macintosh PICT
Tag Image File Format
CorelDraw
Camputer Graphics Metafile
Encapsulated PostScripk
Macintosh PICT
wordPerfect Graphics ¥
Figure -32.Insert picture
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Self-Check -3 True/False

Direction I:True/False
Instruction: Say True for correct statement and False for wrong statement. (2 points
each). (2 points each).

1. Clip art refers to a graphic or a picture that you can insert in your document

2. A graphics monitor is a display monitor that can display pictures

Note: Satisfactory rating — 2 and above points Unsatisfactory - below 2
points
Answer Sheet Score =

Rating:

Name: Date:

True/False
1

2
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Information Sheet 4 Customizing images

4.1. Position and resize images to meet document formatting needs

Positioning a picture and other objects (Shape, SmartArt, Icons, 3D Models,
etc.) means placing them in the exact position in the document wherever you
want. Whether it is on the top left, top center, top right, middle left, middle
center, and middle right, bottom left, bottom center, or bottom right. When you
position an object, the text wraps around it. Follow the steps below on positioning
a Picture and other Objects in MS-Word.

4.1.1. Document formatting

How to Edit a Picture's Size in Word

Ideally, you should format your picture in a photo editing program, but you can
also use Microsoft Word to do some simple editing. To resize a photo in Word,
click it once and then drag a corner box in or out to make the picture smaller or
larger.

Word provides a variety of options for changing the layout of your pictures. For
example, you can have the text wrap around the photo or you can insert the

picture in line with the document text.

4.1.2. Positioning and resizing image

If you want to use Word to edit photos, or if you frequently include images in
your Word document, you should familiarize yourself with the compression
options. Compressing Word photos will help you Ilimit the file size of

documents that contain images.
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Self-Check -4 True/False

Direction I:True/False
Instruction: Say True for correct statement and False for wrong statement. (2 points
each). (2 points each).
1. Positioning a picture and other objects (Shape, Smart Art, Icons, 3D
Models, etc.) means placing them in the exact position.
2. ldeally, you should format your picture in a photo editing program, but you

can also use Microsoft Word to do some simple editing.

Note: Satisfactory rating — 2 and above points Unsatisfactory - below 2
points
Answer Sheet Score =

Rating:

Name: Date:

True/False
1

2
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Information Sheet 5 Naming and saving of documents in appropriate
directories or folders

5.1. Directories and folders
A directory is defined as an organizational unit, or container, used to organize folders and
files into a hierarchical structure. You can think of a directory as a file cabinet that
contains folders that contain files.
The main difference is that a folder is a logical concept that does not necessarily map to a
physical directory. A directoryis a file system object. Afolderis a GUI object. The
term directory refers to the way a structured list of document files and folders is stored on the
computer. A file is a collection of data that is stored on disk and that can be manipulated as a
single unit by its name. A directory is a file that acts as a folder for other files.
5.2. Naming files and folders
Naming conventions are rules which enable the titling of electronic and physical folders,
documents and records in a consistent and logical way. This ensures that the correct records
can be located, identified and retrieved from a filing system in a timely fashion, and that they
are stored in an appropriate secure location. Ideally, the best time to think how to name and
structure the documents and directories you create is at the start of a project.
The principles of naming conventions can equally be applied to electronic and physical
files/folders/material.
5.3. Benefits of naming conventions
Naming records consistently, logically and in a predictable way will distinguish similar
records from one another at a glance, and by doing so will facilitate the storage and retrieval
of data. Through consistency and the application of logical standards we benefit from secure
storage, and the ability to locate and access information.
Suggested file and folder naming conventions

. Keep file and folder names short, but meaningful.

. Avoid unnecessary repetition and redundant words in file names and file paths.

. Use capital letters to delimit words, not spaces.
When including a number in a file name always give it as a two-digit number rather than one,

i.e. 01,02 ... 99, unless it is a year or another number with more than two digits.

. When including a personal name in a file name give the family name first followed by

the initials.
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. Avoid using common words such as ‘draft’ or ‘letter’ at the start of file names, unless
doing so will make it easier to retrieve the record.

. Order the elements in a file name in the most appropriate way to retrieve the record.

5.4. Saving at different storage locations

If you frequently save your documents in a different place on your hard drive rather than the
My Documents folder, it can get tiresome navigating through the folders on your hard drive in
the Save dialog box. Fortunately, the default location where Word saves your files can be

easily changed.

5.5. Creating, Opening, and Saving Documents

It can start by creating a document, and you end by saving your work. Sounds simple, but to
manage your Word documents effectively, you need to know these basics and beyond. This
session shows you all the different ways to create a new Word document like starting from
an existing document or adding text to a predesigned template and how to choose the best

one for your particular project.

e Layout References raiings Review View Ada-ins

1 ] — ™~
| Documentl - Microsoft Word B

Information about Documentl

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

Protect document Mepeities =
Document -

New

Print Check for

Save & Send —

Help Versions
) There are no previous

i) Acaans - Bt versions of this file
-] Options Versions ~

E3 Bxn

Related People

Figure -33.saving a document
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Self-Check -5 True/False

Direction I:True/False
Instruction: Say True for correct statement and False for wrong statement. (2 points
each). (2 points each).
1. Adirectory is defined as an organizational unit, or container, used to
organize folders and files into a hierarchical structure.
2. The main difference is that a folder is a logical concept that does not necessarily map
to a physical directory.
3. Through consistency and the application of logical standards we benefit from secure

storage, and the ability to locate and access information.

Note: Satisfactory rating — 3 and above points Unsatisfactory - below 3 points

Answer Sheet Score =

Rating:

Name: Date:

True/False
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Information Sheet 6 Printing of document

6.1. Introduction to printing document

In a traditional sense, printing means producing your document on paper. The printing process
on the computer, however, is much more flexible than this. In Microsoft Word the printing
commands allow you to control how the document will be printed, where it will be printed and
what will be printed.

Printing, in its simplest form, means producing a paper copy of a document that you have
created on the computer. Early forms of printing required typesetting, printing presses and ink.
These days, printing only requires a printer that converts the electronic form of the document

into letters and other graphics on a page.

e e
D™ B : WA Partieg dacs - Meronsh Weed |
_ [rew— P Pags Lu Pefereres Muneg N eviem veon (%)
i o &
Prim -
WS a ‘_;I
L}
& O -
’ <
a3 < ~ - G
et Priter - - - poben & -
‘e Y
Heoe Q - - - -

e . (R ™ |

Figure -34: Printing document.

If you want to print more than one page but not the entire document, you can specify a range
of determine this by previewing the pages and checking the page numbers below the preview.
You then use a special format to specify individual pages or a series of consecutive pages
(range). pages. To do this, you need to know the page numbers of the pages you want to
print.
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Self-Check -6 True/False

Direction I: True/False
Instruction: Say True for correct statement and False for wrong statement. (2 points
each). (2 points each).

1. In atraditional sense, printing means producing your document on paper

2. Early forms of printing required typesetting, printing presses and ink.

Note: Satisfactory rating — 2 and above points Unsatisfactory - below 2
points
Answer Sheet Score =

Rating:

Name: Date:

True/False
1

2
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Operation sheet 1 | create a table

OPERATIONTITLE: creating a table
PURPOSE: To create a table

EQUIPMENT TOOLS AND MATERIALS:-Glove, desktop computer, mouse, monitor,

keyboard.
PROCEDURES:-

Step 1. Insert a table by using the Insert Table dialog box or the Insert Table button on the

Standard Toolbar.

- Microsoft Word
t Insert Format Tools —Tgble LV\_Iindow Help
H &SQV o » O3 1able... 100°
yview> ~ Recount _ Pelete X
v Arial v 1 2 E |
up v Show~ p Bp Up v Xpv [ J~ £ = :
IR TN Ve P WD —

Step 2. Draw a table by using the Tables and Borders Toolbar.

@ Document? - Microsoft Word

File Edit WView Insert Format Tools Table Window Help
NEHaS8 SR Y B <

<Click Recount to view> ~ Recount _

A4 Normal +~ TimesMewRoman - 12 - B F U

Columns, Rows and Cells in a Table

Column
Day Departlxe Time | Arrival Time Flight Number = Row
Man-Fr T am 020 am. FA4
aat 300 am, 10:05 a.m, olla
Man-Sun 925 a.m, 10:30 a.m, il
Mon-Sat 1050 am 156 am 368 Cell
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Precaution: use computer safety accessories.

Quality criteria: create a table properly
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Operation sheet 2 | Locate clip art

OPERATIONTITLE: Locating clip art

PURPOSE: To locate clip art

EQUIPMENT TOOLS AND MATERIALS:-Glove, desktop computer, mouse, monitor,
keyboard.

PROCEDURES:-

Step 1.Select the Insert tab.
Step 2.Click the Clip Art command in the Illustrations group.

Da) d9-08 A4 -+ Flyer [Compatibility N
—/l Home Insert Page Layout References Mailings Review Vie
=] Cover Page = || <= = jﬁ] l—r‘}"] Zﬁ nh 5__!_9 Hyperlink
_] Blank Page I—I s A Bookmark
=i Table Picture | Clip |S5hapes Smartart Chart
t—, Page Break - %j_‘.‘rt - '+ Cross-reference
Pages Tables Ilustrations Links
| Clip Art

Insert Clip Art into the document,
including drawings, movies,
sounds, or stock photography to
illustrate a specific concept.

Step 3.The clip art options appear in the task pane on the right.
Step 4.Enter keywords in the Search for: field that are related to the image you want to
insert.

Step 5.Click the drop-down arrow next to the Search

Precaution: use computer safety accessories.

Quality criteria: locate clip art properly
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Operation sheet 3 | Inserting and deleting columns and rows

OPERATIONTITLE: Inserting and deleting columns and rows

PURPOSE: To Insert and delete columns and rows

EQUIPMENT TOOLS AND MATERIALS:-Glove, desktop computer, mouse, monitor,
keyboard.

PROCEDURES:-

Step 1.Add a cell, row, or column

Step 2.Add a cell

Step 3.Click in a cell that is located just to the right of or above where you want to insert a
cell.

Step 4.Under Table Tools, on the Layouttab, click the Rows & Columns Dialog Box

Launcher.

Precaution: use computer safety accessories.

Quality criteria: Insert and delete columns and rows properly
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Operation sheet 4 | Creating a folder
OPERATIONTITLE: creating a folder
PURPOSE: To create a folder
EQUIPMENT TOOLS AND MATERIALS:-Glove, desktop computer, mouse, monitor,
keyboard.

PROCEDURES:-

Step 1.With your document open, click File > Save As.

Step 2.Under Save As, select where you want to create your new folder. You might need to
click Browse or Computer, and navigate to the location for your new folder.

Step 3.In the Save As dialog box that opens, click New Folder.

E:l Save As

A « Final Topics »

Organize « Mew folder

Step4.Type the name of your new folder, and press Enter.

@ Save As
= v A » ThisPC » Documents * MyDocumentsFolder
Organize « Mew folder

Mame

3 Cuick access

@ Microsoft Word

Note: You can’t use slashes, colons, semicolons, dashes, or periods in your folder name.

Step 5.Click Save. Your document is saved to the new folder.
Precaution: use computer safety accessories.

Quality criteria: Insert and delete columns and rows properly
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LAP-Test Practical Demonstration

Project Title: Create tables and add images to word document

Name: Date:

Time started: Time finished:

Instructions: Perform the following task properly within 2 hour.
Task 1: Create table
Task 2.Locate clip art
Task 3.Insert and delete column and row

Task 4.Create a folder
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_ Learning Guide 41: Use appropriate spreadsheet
Instruction sheet
software

This learning guide is developed to provide you the necessary information regarding the
following content coverage and topics —

e Selecting spreadsheet software

e |dentifying document purpose, audience and presentation requirements

e Opening the spreadsheet application, create spreadsheet files

e Entering simple formulas and functions

e Using a range of common tools in spreadsheet development

e Editing columns and rows within the spreadsheet

e Using the auto fill function to increment data

¢ Naming and storing documents in appropriate directories or folders

This guide will also assist you to attain the learning outcome stated in the cover page.
Specifically, upon completion of this Learning Guide, you will be able to —

e Select spreadsheet software

¢ Identify document purpose, audience and presentation requirements

e Open the spreadsheet application, create spreadsheet files

e Enter simple formulas and functions

e Use a range of common tools in spreadsheet development

e Edit columns and rows within the spreadsheet

e Use the auto fill function to increment data

¢ Name and store documents in appropriate directories or folders

Learning Instructions:

1. Read the specific objectives of this Learning Guide.
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2. Follow the instructions described below

3. Read the information written in the “Information Sheets 1- 6”. Try to understand what are
being discussed.

4. Accomplish the “Self-checks1, 2, 3, 4, 5 and 6” in each information sheets on pages 4,
11,14,19,23 and 26.

5. Ask from your teacher the key to correction (key answers) or you can request your
teacher to correct your work. (You are to get the key answer only after you finished
answering the Self-checks).

6.If you earned a satisfactory evaluation proceed to “Operation sheets 1, 2 and 3 on pages
28,29 and 30.and do the LAP Test on page 31”. However, if your rating is unsatisfactory,
see your teacher for further instructions or go back to Learning Activity.

7. After you accomplish Operation sheets and LAP Tests, ensure you have a formative

assessment and get a satisfactory result; then proceed to the next LG.
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Information Sheet 1 Selecting spreadsheet software

1.1. Spreadsheet software
Spreadsheet software is a software application capable of organizing, storing and analyzing
data in tabular form. The application can provide digital simulation of paper accounting
worksheets.  Spreadsheet softwareis also known as a spreadsheet program
or spreadsheet application. A spreadsheet or worksheet is a file made of rows and columns
that help sort data, arrange data easily, and calculate numerical data. What makes a spread
sheet software program  unique is its ability to calculate values using
mathematical formulas and the data in cells. A good example of how a spreadsheet may be
utilized is creating an overview of your bank's balance.
Spreadsheets were developed to store, analyses and manipulate data. They are now
commonly used for working with sets of data containing both text and numbers.

e Every spreadsheet consists of a large grid of cells to store data which can then be

manipulated using formula.
e Each cell has an address which consists of the column letter and row number
e Many spreadsheet documents contain several individual sheets that can reference
values in other sheets in the file

e Spreadsheets can also produce graphs and other data visualizations
1.2. Types of spread sheet software
1.2.1.Microsoft Excel
Most good spreadsheets have very similar capabilities, but the syntax of the commands
differs slightly. | will use the keyboard command and mouse syntax of Excel® by Microsoft
for this example. | am assuming you have a mouse. In what follows, what you enter on the
keyboard will be in bold. Special keys, like the key labelled “Enter” will be written as:
<Enter>, and menu options will be bold-italic. Let’'s suppose you have a number of data

points such as data on a series of cylinders.
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You want to perform some statistical analysis, perhaps to find the sum, mean and standard
deviation of the various data sets. The first step is to set up the organization of the rows

and/or columns.

# 4—| Formula bar |
L= E L L= H

* [

=1 1 )
- L— | Active cell

B

| Column letter |

F
*<— Row number |

F]
o

e

’ [ Worksheet tabs |

i- Zoom controls
+ i - 1 -
MNew
worksheet

Figure -33.microsoft excel work space
Gnumeric (Web, I0S, Android): Best spreadsheet software for collaboration. Google
Sheets gives Excel a run for its money in terms of name recognition. And all you need to use
it is a free Google account, which you already have if you use Gmail. It's tightly integrated
with all of the other Google apps you use including Google Analytics, Google Data Studio,
and Google Forms.
Open office:-Best spreadsheet software for a free, native solution. In practice, Libre Office
Calc feels like an old version of Excel. Libre Office is a completely free and open source
productivity suite, which began life as a fork of Open Office. The result is a basic
spreadsheet app that contains all the functionality you'd expect from a native modern
spreadsheet app on a budget.
Apple iWork’s:-is an applications created by Apple Inc. for its mac OS and iOS operating
systems, and also available cross-platform through the | Cloud websites a collection of
bundled productivity software (a software suite) intended to be used by knowledge workers.
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Self-Check -1 True/False

Direction I: True/False
Instruction: Say True for correct statement and False for wrong statement. (2 points
each). (2 points each).
1. Spreadsheet software is a software application capable of organizing, storing and
analysing data in tabular form.
2. Spreadsheets were developed to store, analyses and manipulate data
3. Open office best spreadsheet software for a free, native solution
Each cell has an address which consists of the column letter and row number

Note: Satisfactory rating — 4 and above points Unsatisfactory - below 4 points

Answer Sheet Score =

Rating:

Name: Date:

True/False
1

2
3.
4
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InformationSheet2 Identify document purpose, audience and presentation

requirements.

2.1. Identifying Purposes spread sheet

Spreadsheets can do practically anything. They can host your to-do list, help you reach your
goals, and lead you to make better decisions. There's almost nothing you can't track using
spreadsheet software.

Finance: Spreadsheets are ideal for financial data, such as your checking account
information, budgets, taxes, transactions, billing, invoices, receipts, forecasts, and any
payment system.

Forms: Form templates can be created to handle inventory, evaluations, performance
reviews, quizzes, time sheets, patient information, and surveys.

School and grades: Teachers can use spreadsheets to track students, calculate grades,
and identify relevant data, such as high and low scores, missing tests, and students who are
struggling.

Lists: Managing a list in a spreadsheet is a great example of data that does not contain
numbers, but still can be used in a spreadsheet. Great examples of spreadsheet lists include
telephone, to-do, and grocery lists.

Sports: Spreadsheets can keep track of your favorite player stats or stats on the whole
team. With the collected data, you can also find averages, high scores, and statistical data.

Spreadsheets can even be used to create tournament brackets
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Self-Check -2 True/False

Direction I:True/False
Instruction: Say True for correct statement and False for wrong statement. (2 points
each). (2 points each).
1. Spreadsheets can do practically anything.
2. Spreadsheets can keep track of your favourite player stats or stats on the whole team.
3. Managing a list in a spreadsheet is a great example of data that does not contain

numbers, but still can be used in a spreadsheet.

Note: Satisfactory rating — 3 and above points Unsatisfactory - below 3

points

Answer Sheet Score =

Rating:

Name: Date:

True/False
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Information Sheet 3 Open the spreadsheet application create spreadsheet files

3.1. Application of spread sheet
In spreadsheet software appeared on mainframe computers, spreadsheets have evolved
from simple tables and calculators to powerful tools for manipulating massive data sets.
The software has been chosen for displaying a sense of value, regardless of which price
point it targets. There is no expectation that free products will stand shoulder-to-shoulder
with pricey subscription models.
Finally, if you're going to be spending a lot of time in a spreadsheet, it's important that it's
easy to use and pleasant to look at. User interface design and overall user experience have
been taken into account while reviewing this software.

e Applications that track, analyze, and chart numeric information,

e Used for business, industry, education, and individuals to make financial decision

e Microsoft Excel is an electronic spreadsheet program

3.2. Create spread sheet files
To create a spreadsheet, you must either have a spreadsheet program installed on your
computer capable of creating a spreadsheet or use an online service capable of creating a
spreadsheet.

Ribbon

Quick Access Toolbar Formula Bar

L L= | - Bookl - Exce 7 : - O =
HORE TMSERT PAGE LAYOUT FORPALILAS DATE FEWTELA TEWN Office Tesher =
Calibri - - i G - fit fxmal Fomatting - = seat -
: Table e
t

o, W b 11 ~| == s |[cevwws ' F. F Trse > v
o . B w A 5 = [ T - -
-~ - A - _= = > = - = F st ~
1 = L4 ‘ )
: Sheetl +
Figure -35: create spread sheet
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Figure -36: Spread sheet format
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Self-Check -3 True/False

Direction I: True/False
Instruction: Say True for correct statement and False for wrong statement. (2 points

each). (2 points each).
1. In spreadsheet software appeared on mainframe computers, spreadsheets have
evolved from simple tables and calculators to powerful tools for manipulating massive

data sets.

2. User interface design and overall user experience have been taken into account while
reviewing this software.

3. The software has been chosen for displaying a sense of value, regardless of which

price point it targets.

Note: Satisfactory rating — 3 and above points Unsatisfactory - below 3

points

Answer Sheet Score =

Rating:

Name: Date:

True/False
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Information Sheet 4 Entering simple formulas and functions in spread sheet

4.1. Enter Simple Formula in spread sheet

Creating formulas

You can enter formulas in two ways, either directly into the cell itself, or at the input line.
Either way, you need to start a formula with one of the following symbols: =, + or -. Starting
with anything else causes the formula to be treated as if it were text.

Operators in formulas

Each cell on the worksheet can be used as a data holder or a place for data calculations.
Entering data is accomplished simply by typing in the cell and moving to the next cell or
pressing Enter. With formulas, the equals sign indicates that the cell will be used for a

calculation. A mathematical calculation like 15 + 46 can be accomplished as shown below.

Simple Calculation in 1 Cell Calculation by Reference

A I B [ c | D [« A I B l C I D [~

st o Jon | fed [ ro |
o fem | (e [ |-
-y
(s3]

15
46
b1

o [ on | o [ro |
e en [ e (o |-

15
46

(LRI L

=b3+b4

=]
Table 4.1 cell formula

While the calculation on the left was accomplished in only one cell, the real power is shown

on the right where the data is placed in cells and the calculation is performed using

references back to the cells. In this case, cells B3 and B4 were the data holders with B5 the

cell where the calculation was performed. Note that the formula was shown as =B3 + B4.

The plus sign
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Indicates that the contents of cells B3 and B4 are to be added together and then have the
result in the cell holding the formula.

Text operators

It is common for users to place text in spreadsheets. To provide for variability in what and
how this type of data is displayed, text can be joined together in pieces coming from different

places on the spreadsheet. Below is an example.

SUM K ® 7 [=B2&""&C2&", " &D2
A~ | B | ¢ | D | E F G |
1
2 June 23 2010 =B2&""&C2&","&D2
3
4
F2 _ﬁ:E=|=BZ&““&C2&",“&D2
A | B | € | D | E F G |
1
2 June 23 2010 Bune 23,2010 |
3
4

Table 4.2.text operators
Text Concatenation
In this example, specific pieces of the text were found in three different cells. To join these
segments together, the formula also adds required spaces and punctuation housed within
quotation marks resulting in a formula of =B6 & " " & C6 & ", " D6. The result is the

concatenation into a date formatted in a particular sequence.

File Edd it Tt = Imnsaert Formmait mMTool=s Dratas A"l T =T, g H el
E— Manual Break B - = = - &= =8 X
— Cell=_ —tril 4
[.g,,l | Arian =y Rowws = o LW} = = = = —
|.-ﬂn.1:E4 = = 51 Collrmms
| -~ Sheaet. . = [ |
Sheset Frorm Fileo
g Limk tex Exterraal Data- . o
-u = Special Character. _ . K 1
= Forrmattimaoao Mark -
S & Hwperlink
S Fuoumnmctiorm ... el -+ F 2
W e] Fumnctiom List
_»% rMarmes - = Derfimneae... CErl+F=
L= =) o P e e Imnsert. .
fg Pictw re e
[ e = i Labeaels. .
T | = Plowie amnd Sowuared
= | O bject -
i,E =I5 Charto .
‘:% | = Floatimoag Frarme
=

Table 4.3.text concatenation
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Self-Check -4 True/False

Direction I:True/False
Instruction:Say True for correct statement and False for wrong statement. (2 points
each). (2 points each).
1. You can enter formulas in two ways, either directly into the cell itself, or at the input
line.

2. Each cell on the worksheet can be used as a data holder or a place for data

calculations.
Note: Satisfactory rating — 2 and above points Unsatisfactory - below 2
points
Answer Sheet Score =
Rating:

Name: Date:

True/False
1

2

Page 105 of 226 ’ Federal TVET Agency ’ Irrigation and drainage construction ‘ Version -2 ‘
’ Author/Copyright ’ Level -l ‘ September 2019 |




Information Sheet 5 Using a range of common tools in spreadsheet

development

5.1. Tools in spread sheet development

Excel's Flash Fill feature makes it easy to fill data in an Excel worksheet based on adjacent
data patterns. Flash Fill looks at the surrounding data, and then it fills a range based on what
it finds. You might, for example, use Flash Fill to separate names (or to join them together)

when you have a column or columns of name data in the wrong format.

= © s - S =
HOME IMNSERT PAUGE LAasy O U FORMULAS DT A REWIEWW WIEWA C
Record Macro Properties
Use Relative References Wiewr Co-de
VWisual Macros Sl -Ins AP Insert Dresign Source
Te=r= 5. Macro Security Bcdd-Ins Mode Run DhNalog
Code LAdd-Ins Controls
S - H _ — f_r He=snaeth
A B
1 XYW Corporation.
2
3 Cormpany MNarnme Contact MNanme Comit
= Adwvways Open Quick Mart M elissa Aadams relissa Sales Repre
= Andre's Contimemntal Food MWMarket Heenaeth Ghandi Heemnaeth |Sale5 Repire
(&3 Anmthomy's Beer and Aale Mrlary Thronebermy Assistanmt Ss
i Around the Horm Thormas Hardwyw Sales Repre
= Babwu li's Exports G.K.Chattergese v mer
9 Bergstad's Scandinawian Grocermy Tammmy WWWomng Order Aadem
10 Blue Lake Deli & Grocery Hamna Moore Owwirmer
11 Rluirm's Soarad s Dat Darkac

PAarkoatimo |

Table 5.1.flash fill
e Filter and Calculate with Tables
When you're working with lists of data in Excel, the Format-as-Table option (in
the Styles area of the Home tab) does a lot more than simply format your data. When you

click in a list of data and apply a table format to the data using this tool, Excel also adds a
filter to each column.

B g 7 > = &=~ == [ EPr = salesresultsx
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW DEVELO
==y 36 Cue verdana - |12 -l A= =E3| - ==
e Em® Copy - = - .
=== OF Forrviat Painter s s o u - == - > ~ O = = = . =i ==
Clipboard = | Custom Clipboard Font = Atignment
E6 ~ S =SUBTOTAL(109,[Services])
A B L & D =
1k Hardware Bl Teleconulld Software E3
2 | J Buckley 35,000 40,000 23,000 9,500
3 | P Smith 45,000 42,000 12,000 8,900
4 | M Browning 23,000 32,000 22,000 10,500
S N Edge 33,000 35,000 15,600 19,500
& | Total 48,400 | -
= ol
8 Count
9 i:’un( Numbers
ax
10 AN
11 StdDev
12 Vvar )
13 More Functions...

Table 5.2 filter table
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Most formulae need to reference cells or ranges. An alternative to the usual reference style
(e.g. Al) is to assign nameswhich are used in place of the cell or range address.For
example, =A1*B1might become =Cost*Quantity.

They help reduce errors by: making spreadsheet formulae more meaningful avoiding the
need for ‘dollar’ referencesyou can name: a single cell, a whole columnor row, or a
rectangular rangeof cells.

5.2. Creating named ranges

The methods are different in Excel and Google Sheets, but you should always first select the
cell or range to be named. If you are working with listed values and the number of rows in
use may Using named ranges. The names may now be used anywhere in a formula or
function wherea cell reference or range would normally be used. Below is an example using
named columns and a named cell.Cell B1 is named ‘VATrate’, making this an implied
absolute reference (only one cell has that name). Columns B, C, D and E are named as

shown: change, select entire columns rather than just the rows currently in use.

Cell B1 is named
“VATRate’ 'Prile' ’Qualktity' 'Cist' ‘lteIVAT'

c D E B

Item Price Quantity Cost Item VAT Inc Cost

4 Boxes of A4 paper (5 reams) 2399 2 47 .98 g 60 £57 58

Pens (Box of 10) 556 =] 27.50 550 £33.00

6 Pencils (Box of 20) 3.9 10 39.00 7.80 £46 80

7 Business cards (1000) 225 p 45 00 900 £54 00

Board markers (pack of 38) 475 3 14 .25 285 £17.10
=Price * Quantity _T T

=Cost + ItemVAT

=Cost = VATrate

Table 5.3.creating ranges of cost
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Self-Check -5 True/False

Direction I:True/False
Instruction:Say True for correct statement and False for wrong statement. (2 points
each). (2 points each).
1. The methods are different in Excel and Google Sheets, but you should always first
select the cell or range to be named.

2. Flash Fill looks at the surrounding data, and then it fills a range based on what it finds.

Note: Satisfactory rating — 2 and above points Unsatisfactory - below 2
points
Answer Sheet Score =

Rating:

Name: Date:

True/False
1

2
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Information Sheet 6 Edit columns and rows within the spreadsheet

6.1 Adding columns and rows

When adding a new cell, you move (shift) the data around that cell down or to the right
depending on how you choose to shift the data. If there is data in adjacent cells that line up
with the selected cell, it will become unaligned. In some situations, it may be better to add a

new column or add a new row instead of a new cell.

6.2. Removing a Columns and rows

When removing a cell, you move (shift) the data around that cell up or to the left depending
on how you choose to shift the data. If there is data in adjacent cells that line up with the
selected cell, it will become unaligned.

A spreadsheet consists of cells arranged in rows and columns. Each cell can hold text, a
number, or a mathematical formula. A cell is referred to by column and row, e.g., the upper
left cell is cell A1. The cell right below that is A2, etc.

Entering data before carrying out most commands, you must first select the part of the
worksheet you want to work with. You may select a single cell or a range of cells, but a

formula will only be applied to one cell at a time. When you

= Microzoft Excel - Book 1 =] >
) Phhe Lodt e Loewt Pomaee Tood Coda Wrciow g Adcs POF - -

B e Bl E b 20 B - = AL A B.8S i

- e -
- -
o

bt it il
- -
,‘,

Table 6.1.adding no in column
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Self-Check -6 True/False

Direction I:True/False
Instruction:Say True for correct statement and False for wrong statement. (2 points
each). (2 points each).
1. When adding a new cell, you move (shift) the data around that cell down or to the right
depending on how you choose to shift the data.
2. When removing a cell, you move (shift) the data around that cell up or to the left

depending on how you choose to shift the data.

Note: Satisfactory rating — 2 and above points Unsatisfactory - below 2

points

Answer Sheet Score =

Rating:

Name: Date:

True/False
1

2
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Information sheet-7 | Use auto fill function to increment data

7.1. Autofill Using More Than One Starting Cell Value

If you want Excel to recognize a series that is not a simple increment by 1, this can be done
by typing the first two values of your series into the first and second cells of a range. Select
both of these cells and again, drag the fill handle across the range to be filled. Excel will
automatically recognize the pattern from the two initial cells and continue this across the
selected range.

Create a Linear Series with the Fill Handle

A B C
1 | 1]
2 Fill Handle
3

A B C
1 1
2 1
3 1
4 1 Auto Fill
5 1 Options
6 1 Box
7 1
8 =

Table 7.1.create linear series
7.2. Fill Handle Right-Click Menu
Enter the first number in the top cell. Hover until you see the Fill Handle and with the right

mouse button, drag the Fill Handle until you have selected the cells to auto fill.
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Table 7.2.fill handle menu
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Self-Check -7 True/False

Direction I:True/False
Instruction:Say True for correct statement and False for wrong statement. (2 points
each). (2 points each).
1. If you want Excel to recognize a series that is not a simple increment by 1, this can be
done by typing the first two values of your series into the first and second cells of a

range.
2. Excel will automatically recognize the pattern from the two initial cells and continue

this across the selected range.

Note: Satisfactory rating — 2 and above points Unsatisfactory - below 2

points

Answer Sheet Score =

Rating:

Name: Date:

True/False
1

2
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Information sheet-8 | Naming and storing documents in appropriate directories or

folders

8.1. Naming and storing documents

Choose this to store your spreadsheet somewhere on your computer’s hard drive. This is the
most common option. When you click Computer, Excel lists the folders where you recently
saved or opened files. To save a file to one of these locations, select the folder. Or, click the
big Browse button at the bottom to find a new location. Either way, Excel opens the familiar
Save As window, where you type in a name for your file.

g ™
a__'. Save Az é

VA, <« Excel 2013 » Samples » Chapterdl v | *y earch € p e

Organize v New folder = w 7]

Excel 2013 4 Name ) ste modified Type 3
Figures o ¢ .

BadColumns.xlsx 11/ 121 PM M ft ¢

Samples
Chapter01
Chapter02
Chapter(d
Chapter(5
Chapter06
Chapter07
Chapter03 - ’

BigCellValueadsx 11/ 121

GoodColumns dsx 1172 121 DM M ft §

o000

SimpleExpenses dax 11/29/2012 2:33 PM A ft §

File pame: SimpleExpensey =

Save as type: | Excel Workbook (* adsx)

J

. ’ A 1 ] v 4
Auth atthew MacDonald 3¢ Add s tag

~ Hide Folders Tools ~ Save ! Craﬁrrvrcdr

Table 8.1 naming a folder

Page 114 of 226 | Federal TVET Agency ‘ Irrigation and drainage construction ‘ Version -2 ‘
Author/Copyright ’ Level -l ‘ September 2019 |




8.2. Storing files

As everyone who’s been alive for at least three days knows, you should save your work early

and often. Excel is no exception.
To save a file for the first time, choose. Either way, you end up at the Save As page in

backstage view.

Simplefapensesalix - Excel

Save As
‘ Office Tester's SkyDrive ;] Computer
Current Folder
i Computer Chapter0l
g i {Ig"-'!-)::‘. Excel 2013 » Samples = Chaptesdl
+ Add a Place Recent Folders
ChapterOl
Degitop » Excel 2013 » Samples = Chapterl
Desctop
Miscellaneous
D « Matthew « Muacellanecus
My Documents
Becrane
Table 8.2.storing files
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Self-Check -8 True/False

Direction I:True/False
Instruction:Say True for correct statement and False for wrong statement. (2 points
each). (2 points each).

1. File is saved in view tool bar.

2. Saving a file is important to remember.

Note: Satisfactory rating — 2 and above points Unsatisfactory - below 2
points
Answer Sheet Score =

Rating:

Name: Date:

True/False
1

2
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Operation sheet 1 | Creating cell

OPERATIONTITLE:creating cell

PURPOSE: To create cell

EQUIPMENT TOOLS AND MATERIALS:-Glove, desktop computer, mouse, monitor,
keyboard.

PROCEDURES:-

Step 1.Click the cell in which you want to enter the formula.

Step 2.In the formula bar fe , type = (equal sign).

Step 3.Do one of the following, select the cell that contains the value you want or type its cell
reference

Step 4.When selecting a range of cells, you can drag the border of the cell selection to move

the selection, or drag the corner of the border to expand the selection.

A B C
1 =p3*cy |
: /IJ_.
: [ D] @]

Step 5.The first cell reference is B3, the color is blue, and the cell range has a blue border
with square corners.

Step 6.The second cell reference is C3, the color is green, and the cell range has a green
border with square corners.

Step 7.Press Enter

Precaution: use computer safety accessories.

Quality criteria: creating cell properly

Operation sheet 2 | Creating formula using cell references

OPERATIONTITLE:Creating formula using cell references
PURPOSE: To create formula using cell references
EQUIPMENT TOOLS AND MATERIALS:-Glove, desktop computer, mouse, monitor,

keyboard.
PROCEDURES:-
Step 1.Select the cell where the answer will appear (B3, for example).
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B3 - I

f. B C D
Budget for June S 400.00 |

1

2 Budget for July 5 300.00
3 |Total Budget lﬂ-l
a

Step2.Type the equals sign (=).

Step 3.Type the cell address that contains the first number in the equation

(B1, for example).

SUM - X v k| =Bl
fiy B C D
1 Budget forJune S 400.00
2 Budget for July 5 300.00
3 |Total Budget |=B1]
a4

Step 4.Type the operator you need for your formula. For example, type
the addition sign (+).
Step 5.Type the cell address that contains the second number in the equation

(B2, for example).

SUM - X v [ | =B1+B2
A B C D
1 Budget for June 5 400.00
2 |Budget for July 5 300.00
3 |Total Budget |=1+82 |
4

Step 6.Press Enter. The formula will be calculated, and the value will be

displayed in the cell.

B3 - S | =B1+B2
iy B C D
1 Budget for June 5 400.00
2 |Budget for July 5 300.00
3 |Total Budget % 700.00 I

iy

Step 7.If you change a value in either B1 or B2, the total will automatically recalculate.
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1%\‘
N\

S o
B3
A D E F G

L BudgetforJune Changed B2 value from

QN B Tk e Al $300.00 to $200.00

3 |Total Budget

a

5

6 . .

- Since B3 contains the formula

=B1+B2, the value in B3 is

£ automatically recalculated to

El equal $600.00

10

11
Step 8.enter
Precaution: use computer safety accessories.
Quality criteria: creating formula using cell references properly

LAP-Test Practical Demonstration
Project Title: Using appropriate spreadsheet software
Name: Date:
Timestarted: Timefinished:
Instructions: Perform the following task properly within 2 hour.
Task 1:Create cell
Task 2.Create formula using cell references
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Learning Guide 42: Incorporate object and chart in

Instruction sheet

spreadsheet

This learning guide is developed to provide you the necessary information regarding the
following content coverage and topics —

e Importing an object into an active spreadsheet

e Manipulating imported object by using formatting features

e Creating a chart using selected data in the spreadsheet

e Displaying selected data in a different chart

e Modifying chart using formatting features

This guide will also assist you to attain the learning outcome stated in the cover page.
Specifically, upon completion of this Learning Guide, you will be able to —

e Importan object into an active spreadsheet

¢ Manipulate imported object by using formatting features

e Create a chart using selected data in the spreadsheet

e Display selected data in a different chart

e Modify chart using formatting features

Learning Instructions:

1. Read the specific objectives of this Learning Guide.

2. Follow the instructions described below

3. Read the information written in the “Information Sheets 1- 6”. Try to understand what are
being discussed.

4. Accomplish the “Self-checks1, 2, 3, 4, 5 and 6” in each information sheets on pages 4,
11,14,19,23 and 26.

5. Ask from your teacher the key to correction (key answers) or you can request your
teacher to correct your work. (You are to get the key answer only after you finished
answering the Self-checks).

6.If you earned a satisfactory evaluation proceed to “Operation sheets 1, 2 and 3 on pages
28,29 and 30.and do the LAP Test on page 31”. However, if your rating is unsatisfactory,
see your teacher for further instructions or go back to Learning Activity.

7. After you accomplish Operation sheets and LAP Tests, ensure you have a formative

assessment and get a satisfactory result; then proceed to the next LG.
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Information sheet-1 | Importing an object into an active spreadsheet

If you don’t need to make a data visualization, you can also create a table in Excel using

preexisting data. There are two ways to format a data set as a table:

Manually: In this example, we manually added data and formatted as a table by including

column and row names (products and years).

Use Excel's Format as Table Preset: You can also input raw data (numbers without any

column and row names).

Insert Picture

“— R b <« Sumit » Pictures » Sawved Pictures ~ | T Search Saved Pictures

Crganize ~ Mew folder = -
s
%F Dropbox

amazon

Goaogle

Google.jpg

7@ OneDrive

o
£
T
3
o

Amazon.jpg
@ This PC

I Desktop

=

b

=

Documents

4 Downloads

Music

Pictures

m Videos

Sumit (C:)

>
y-)

™ @

=% MNetwork

'

File name: ["IBM.png" "Amazon.jpg" "Google.jpg”

All Pictures (".emf; ™ wmf ™. jpg;” ~

~|

Tools - Insert |v Cancel
Table 1.1.Import an object
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Self-Check -1 True/False

Direction I:True/False
Instruction:Say True for correct statement and False for wrong statement. (2 points
each). (2 points each).
1. If you don’t need to make a data visualization, you can also create a table in Excel
using pre-existing data.

2. You can also input raw data (numbers without any column and row names).

Note: Satisfactory rating — 2 and above points Unsatisfactory - below 2
points
Answer Sheet Score =

Rating:

Name: Date:

True/False
1

2
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Information sheet-2 | Manipulating imported object by using formatting features

2.1lmport a file by formatting features

You can get the best possible results for text in your PDF documents by choosing to import
the text as text or as curves. The following pointers will help you make the right choice:
When text is imported as text, the font and text are preserved, and the text is fully editable as
artistic or paragraph text. However, some effects and formatting may be lost. This option is
recommended if you have a PDF file that contains large blocks of text, such as a newsletter,
and you want to reformat the text or add text content.

When text is imported as curves, the appearance of the text, including all effects applied to it,
are preserved, and each letter is converted to a curve object. With this option, the text
formatting features can no longer be used to edit the text. If you have a PDF file that contains
a small amount of text that does not require editing, or if you do not have the fonts used in
the PDF file, you should import the text as curves.

Text: - lets you edit and reformat the text from the PDF file. If any of the fonts used in the
PDF file are missing, choose the settings you want in the Font substitution for missing fonts.

Curves - converts text to curves, letting you maintain the appearance of the original text
Import PDF X
Import text as
(® Text
(7) Curves
[¥| Import comments and place on a separate layer

[_] Convert reusable objects into symbols

[ 0K Cancel

Table2.1 Import dialog box

Self-Check -2 True/False

Direction I:True/False
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Instruction:Say True for correct statement and False for wrong statement. (2 points
each). (2 points each).
1. You can get the best possible results for text in your PDF documents by choosing to
import the text as text or as curves.
2. When text is imported as curves, the appearance of the text, including all effects

applied to it, are preserved, and each letter is converted to a curve object.

Note: Satisfactory rating — 2 and above points Unsatisfactory - below 2

points

Answer Sheet Score =

Rating:

Name: Date:

True/False
1

2
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Information sheet-3 | Creating a chart using selected data in the spreadsheet

3.1.Creating chart in spread sheet

In general, a chartis a graphical representation of data. Charts allow users to see what the
results of data to better understand and predict current and future data. The picture below
contains an example of a column chart displaying the number of unique visitors Computer
Hope has received between the years of 2000 and 2006. In this example, you'll notice a gentle
increase of users without reading any data.

Bar Chart Overview

- Chart title
Computer Hope Views «— !

Table 3.1.create chart

Types of charts: there are a wide variety of charts available to display data. The list below
contains those that are most popular and supported by many programs. Bar chart, Column
chart, Excel Sparkline, Flow chart, Gantt chart, Graph, Line chart, Pie chart Point chart,
Create chart or graph directly in Microsoft.

3.2. Formulate chart in spread sheet: -Chart data series names Excel also uses column or
row headings in the worksheet data for series names. Series names appear in the chart
legend. In the example above, the row headings Projected and Actual appear as series
names. You can change whether Excel uses column or row headings for series names or
create different names.

Line charts are usually set up to go across a period of time, think Time Line. For this chart
I've used the Switch Row Column tool so we can see the trend of the sales through the year.
In this case our first column titles appear in the legend, and the first row of titles appears in

our category axis.
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Pie charts are usually created to display the breakdown of the total values within the whole.
Pie charts can only be based on one set of data. When you try to create one with the above
dataset, you will only see the first value set appear within the chart. If you want to go to an

extreme and have all four quarters show, try using a Doughnut chart.

Ll e

| Recommended Charts igu Charts |

Clustered Column

Crart Tre
|| | || | || | Chart Title
700
LR IR

EranTine :
400
| r 300
I I I 200
= -
- - 100 I I
i E i 1
Parts Shaes Sacks

Blouses Hats

mlstOer m2nd Ot m3rd O mdth O

Crart Trie
A clustered column chart is used to compare values across a few categonies. Use it
] ] 1 ] when the order of categories is not important.

Table3.2.formulate chart

Self-Check -3 True/False

Direction I:True/False
Instruction:Say True for correct statement and False for wrong statement. (2 points

each). (2 points each).
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Chart is a graphical representation of data.

2. Series names appear in the chart legend.

3. Pie charts are usually created to display the breakdown of the total values within the
whole.

4. Line charts are usually set up to go across a period of time, think Time Line

Note: Satisfactory rating — 4 and above points Unsatisfactory - below 4

points

Answer Sheet Score =

Rating:

Name: Date:

True/False
1

2
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Information sheet-4 | Displaying selected data in a different chart

4.1. How to create a chart or graph in Excel or Sheets

Charts and graphs can help illustrate important information needing to be conveyed to other
people. Common examples of data displayed in a chart are sales information for a month or year
or showing trends in the stock market.

4.2. Create chart or graph in Microsoft Excel and copy to Microsoft Word

Microsoft Excel provides more functionality and data manipulation capabilities than Microsoft Word
provides when creating a chart or graph. If you need the increased capabilities of Excel to create a

chart or graph, and then put it in a Microsoft Word document, follow the steps below.

Column Chart

TTN-TTET T

TN TERT Y]

B0,008 868

TO.O0S B00

£ 0.008 800

50,008 800
CRCML LoD ]

30,008,800 —

20,008,800

XTI ETY -4|:|_
o —
L: = = §

* =

http s computerhope_com

Table4.1.column chart
4.3. Edit an existing chart
If a chart already exists in the document you are editing, you can change any of the chart's
properties by double-clicking on the portion of the chart you want to edit. For example,
double-clicking a chart allows you to customize the colors, lines, and background values of
the chart. Like in Microsoft Excel, Microsoft Word provides
4.4. Displaying data to a different Chart
As we have discussed above there are different types of chart we can display data as different
form. Once you input your data and select the cell range, you're ready to choose your chart
type to display your data. In this example, we’ll create a clustered column chart from the data
we used in the previous section.
4.5. Making in Graph in Excel/spreadsheet
Although graphs and charts are distinct, Excel groups all graphs under the charts categories
listed in the previous sections. To create a graph or another chart type, follow the steps
below and select the appropriate graph type.
4.6. Manipulating Chart
Once your data is highlighted in the Workbook, click the Insert tab on the top banner. About
halfway across the toolbar is a section with several chart options. Excel provides

Recommended Charts based on popularity, but you can click any of the dropdown menus to
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select a different template there are two tabs on the toolbar that you will use to make
adjustments to your chart: Excel automatically applies design, layout, and format presets to

charts and graphs, but you can add customization by exploring the tabs.

Clustered Column

Table 4.2 Chart

Self-Check -4 True/False

Direction I:True/False
Instruction:Say True for correct statement and False for wrong statement. (2 points

each). (2 points each).

1. Charts and graphs can help illustrate important information needing to be conveyed to
other people

2. Microsoft Excel provides more functionality and data manipulation capabilities than
Microsoft Word provides when creating a chart or graph.

3. Once you input your data and select the cell range, you're ready to choose your chart
type to display your data.

4. If a chart already exists in the document you are editing, you can change any of the
chart's properties by double-clicking on the portion of the chart you want to edit.

Note: Satisfactory rating — 4 and above points Unsatisfactory - below 4

points

Answer Sheet Score =

Rating:
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Name: Date:

True/False
1

2
3.
4

Information sheet-5 | Modifying chart using formatting features

5.1. Modifying chart

Modify chart helps you display your data into a graphical representation. There are many
types of charts, but in this class we'll focus on simple column, line, and pie charts. There are
examples of other charts near the end of this handouts. The first thing to know is the data
has to be organized so Excel can understand what you are trying to chart. Excel will chart
your data selection or your connected data range. As long as there are no blank columns

and no blank rows within your dataset, you can skip selecting the cells.

i

|
™
-

#— Preyview
[ i

o O fnwe dmas
Vliysiey  URAR NG I I I l I
o omance SALIW 511G | allid
P aRkR ST SIATO

b Tonghd SIS0 SOA

Recommended Chart

Table 5.1 Modify chart
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Excel provides you different types of charts that suit your purpose. Based on the type of
data, you can create a chart. You can also change the chart type later. Excel offers the
following major chart types-

Line charts can show continuous data over time on an evenly scaled Axis. Therefore, they
are ideal for showing trends in data at equal intervals, such as months, quarters or years. In
a Line chart- Category data is distributed evenly along the horizontal axis. [J Value data is

distributed evenly along the vertical axis.
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Self-Check -5 True/False

Direction I:True/False
Instruction:Say True for correct statement and False for wrong statement. (2 points
each). (2 points each).

1. Modify chart helps you display your data into a graphical representation.

2. Excel will chart your data selection or your connected data range.

3. As long as there are no blank columns and no blank rows within your dataset, you can

skip selecting the cells.

Note: Satisfactory rating — 2 and above points Unsatisfactory - below 2

points

Answer Sheet Score =

Rating:

Name: Date:

True/False
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Operation sheet 1 | setting document in spread sheet

OPERATIONTITLE:setting document in spread sheet
PURPOSE: To set document in spread sheet

EQUIPMENT TOOLS AND MATERIALS:-Glove, desktop computer, mouse, monitor,
keyboard.

PROCEDURES:-

Step 1.To format data as a table, click and drag your mouse across the cells with the

data range, click the Home tab, and click the Format as Table drop-down menu on the

i
Format
toolbar. as Table

Step 2.Click New Table Style... (You will also see an option to use PivotTables. This
feature is outside the scope of this how-to, but the concept is explained in the

following

section). o mmw s mm e

Step 3.A dialogue box opens and you can choose which aspects of the selected
range to include in your formatted table. Click the

- MNeww Table Styile

MName: | TEBISSEAET
Table elerment Prewiews

wWihole Table

First Column Stripe
Second Column Stripes | Tmomm oo o
First Row Stripe
Second Row Stripe [ORO oo
Last Colurmn

First Colurmn

Format

Set as default table style for this workbook

blue OK button. Sones e
Precaution: use computer safety accessories.

Quality criteria: setting document properly.
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Operation sheet 2 | Inserting a picture into cell

OPERATIONTITLE:Insert a picture into a cell

PURPOSE: To insert a picture into a cell

EQUIPMENT TOOLS AND MATERIALS:-Glove, desktop computer, mouse, monitor,
keyboard.

PROCEDURES:

Step 1.Go to the Insert tab.
Step 2.Click on the Pictures option (it’s in the illustrations

HOME IMSERT PAGE LAYOUT FORMULAS [

B T L—-‘_“J‘r o
E? O r{% % Ml Store

Fecommended Table | Pictures [Online 1 My Aoo:
[ ] H
PivotTables Rictures &+ ™ yoRR
Tables Ilustrations Apps
group). i
Step 3.In the ‘Insert Picture’ dialog box, locate the pictures that you want to insert into a cell
in cell.
Insert Picture pas
“— R < Sumit » Pictures > Sawved Pictures ~ | Search Saved Pictures e
Organize - Mew folder = - I 9

~
-
%7 Dropbox

amazon Go ogle| =

Amazon.jpg Google.jpg

@ Onelrive

[ This PC
B Desktop
@ Documents
* Downloads
J‘s Music
= | Pictures
m Videos I}

e UMt (1)

|j' Metwork o

File name: | "IBM.png" "Amazeon.jpg" "Googlejpg” V| All Pictures (".emf;™wmf; ™ jpg;® ~

Tools - Insert |v Cancel

Step 4.Click on the Insert

button.
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Insert Picture >
- - <« Sumit » Pictures » Sawed Pictures | O Search Sawved Pictures o
Organize - Mew folder = - (N | 0
¥ Dropbox -
. Onelrive a@;o"| Go gle|
E This PC Amaron.jpg Google.jpg
B Desktop
Documents
; Downloads
J‘s Pusic
=] Pictures
m Wideos [}.
e Sumit ()
i+ Network -
File name: |"IBM.png" "Armazon.jpg” "Googlejpg” V| All Pictures (".emf;~owmf ™ jpg;® ~
Tools - Insert Iv Cancel
Step 5. Re-size the picture/image so that it can fit perfectly to cell
I
PICTURE TOOLS ? H -
FORMAT Surnit Bar
E Picture Border - Bring Forward I Align = -I_:I EH Height: | 164 cm
= | & Picture Effects - Send Backward Group -C
— . rop | = widih: -
7| BL Picture Layout~  5f; Selection Pane k Rotate - - ¥ Width: |54Tem .
M Arrange Size Ma
Precaution: use computer safety accessories.
Quality criteria: Inserting a picture into cell properly.
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Operation sheet 3 | Create chart or graph in Microsoft excel.

OPERATIONTITLE:Creating chart or graph in Microsoft excel

PURPOSE: Tocreatechart or graph in Microsoft excel

EQUIPMENT TOOLS AND MATERIALS:-Glove, desktop computer, mouse, monitor,
keyboard.

PROCEDURES:

Stepl.Create the chart or graph in Microsoft Excel.

Step2.After the chart or graph is created and ready to be placed in the Word document, select the
entire chart in Excel.

Step3.Right-click on the chart or graph and select the Copy option. You can also press Ctrl+C on
your keyboard to copy the chart or graph.

Step 4.In the Word document, place your mouse cursor where you want to add the chart or graph.
Step5.Right-click and select the Paste option to place the chart or graph in the

document.

Step6.You can also press Ctrl+V on your keyboard to paste the chart or graph.

Precaution: use computer safety accessories.

Quality criteria:creating chart or graph in Microsoft excelproperly.
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Operation sheet 4 | Selecting range to create graph

PERATIONTITLE:Selecting range to create graph

PURPOSE: ToSelect range to create graph
EQUIPMENT TOOLS AND MATERIALS:-Glove, desktop computer, mouse, monitor,

keyboard.
PROCEDURES:

Step 1.Highlight the cells that contain the data you want to use in your graph by

clicking and dragging your mouse across the cells.

Step 2.Your cell range will now be highlighted in

Home Insert Page Layout
L]
- X, out Calibri (Body)
L Copy =
Paste . B I U -
%' Format =
G6 = fx

Formulas
r 12 As Ar
- Q‘ - A -
[ ]

Data Review View

8 (Product B 2013 BJ 2014 EJ201s BJz200s BEJ2017 B2
2 |Product A 518,580 549,225 516,326 510,017 526,134
3 |Product B §78,970  $82,262  S$48,640  $48,640 548,640
4 |Product € 524,236 5$131,330 579,022 571,009 581,474
5 |Product D $16,730 519,730  $12,109 511,355 517,686
gray. © [ProductE 435,358  $42,685 520,893  S16,065 521,388

Step3.0nce the text is highlighted you can select a graph (which Excel refers to as

chart). Click the Insert tab and click Recommended Charts on the toolbar. Then click

the type of graph you wish to

use.

Home RRGEEL

LA V4

PivotTable Recommended Table Pictures Shapes SmartArt Screenshot

PivotTables

Page Layout

Formulas

Data  Review

Precaution: use computer safety accessories.

i] Store

View

l-' L2
1/

.,Myﬁ.dd-ins* Bing People Recommended

Quality criteria:selecting range to create a graphproperly.

Maps Graph Charts
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LAP-Test Practical Demonstration

Project Title: Incorporate object and chart in spreadsheet
Name: Date:

Timestarted: Timefinished:

Instructions: Perform the following task properly within 2 hour.
Task 1: Set document in spread sheet

Task 2.Insert a picture into a cell

Task 3.Create chart or graph in Microsoft excel

Task 4. Select range to create graph
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Instruction sheet Learning Guide 43: Create database

This learning guide is developed to provide you the necessary information regarding the
following content coverage and topics —

e Opening a database application and design Principles

e Developing a table with fields and attributes

e Creating a primary key and establish an index for each table

e Modifying table layout and field attributes

e Creating a relationship between two tables

e Adding and modifying data in a table

e Adding and deleting records

e Saving and closing down database to storage area
This guide will also assist you to attain the learning outcome stated in the cover page.
Specifically, upon completion of this Learning Guide, you will be able to —

e Open a database application and design Principles

e Develop a table with fields and attributes

e Creating a primary key and establish an index for each table

e Modify table layout and field attributes

e Create a relationship between two tables

e Adding and modify data in a table

e Add and delete records

e Save and close down database to storage area
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Learning Instructions:

1. Read the specific objectives of this Learning Guide.

2. Follow the instructions described below

3. Read the information written in the “Information Sheets 1- 6”. Try to understand what are
being discussed.

4. Accomplish the “Self-checks1, 2, 3, 4, 5 and 6” in each information sheets on pages 4,
11,14,19,23 and 26.

5. Ask from your teacher the key to correction (key answers) or you can request your
teacher to correct your work. (You are to get the key answer only after you finished
answering the Self-checks).

6.If you earned a satisfactory evaluation proceed to “Operation sheets 1, 2 and 3 on pages
28,29 and 30.and do the LAP Test on page 31”. However, if your rating is unsatisfactory,
see your teacher for further instructions or go back to Learning Activity.

7. After you accomplish Operation sheets and LAP Tests, ensure you have a formative

assessment and get a satisfactory result; then proceed to the next LG.
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Information sheet-1 Opening a database application and design Principles

1.1. Database its Application

A database is a gathering of information, here called data, stored on a server. The data is
organized in a way it can easily be retrieved, managed and edited in significant ways by the
end-user. The data could be something very simple such as personal information about
clients or customers. It could also be inventory, sales, calls or anything anyone needs to

track.

A database is a collection of related data which represents some aspect of the real world. A
database system is designed to be built and populated with data for a certain task.
A database application is a computer program whose primary purpose is entering and
retrieving information from a computerized database.
Database applications allow users to gain access to the data they need. More importantly,
they filter out any unnecessary data, permitting users to only have access to the records that
they need.Database Management System (also known as DBMS) is a software for storing
and retrieving users' data by considering appropriate security measures.
1.2. Characteristics of Database Management System

e Provides security and removes redundancy

« Self-describing nature of a database system

e Insulation between programs and data abstraction

e Support of multiple views of the data

« Sharing of data and multiuser transaction processing

« DBMS allows entities and relations among them to form tables.
1.3. Database Design Principles
There are six main objectives which must be fulfilled effectively by a good database.

o Usability

« Extensibility

« Data Integrity

e Performance

e Availability

e Security
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Figure 1.1 Data base design principles
Usability:Following are few points to consider while going to start an architecture.
o Properly get details about requirements.
o See how information can be fit with requirement.
« Trace requirement matrix to capture mapping of information architecture and
requirements.
o Organize it simple.
e Decide upon format of data so that could be easily converted to meaningful
representation.
Extensibility: Following are few points to consider when thinking of extensibility.
o Normalization and correct handling of optional data.
o Generalization of entities when designing the schema.
Entity Integrity:Involves the structure (primary key and its attributes) of the entity. If the
primary key is unique and all attributes are scalar and fully dependent on the primary key,
then the integrity of the entity is good. In the physical schema, the table’s primary key
enforces entity integrity.
Referential Integrity: This defines if any entity is dependent on another one then parent
entity should be there in the system and should be uniquely identifiable. We can do this by

implementing foreign keys.

Transactional Integrity: This defines that transaction should have its ACID properties. Any

transaction should be atomic, consistent, durable and isolated.
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User defined integrity: There are few business rules which we cannot validate just by
primary keys, foreign keys etc. There has to be some mechanism so that we can validate
complex rules for integrity. We can implement these rules in following ways:

o Check Constraints

o Triggers & Stored Procedures
Performance: Following could be few strategies which we can implement when there is
need as data increases.

« A well-designed schema with normalization and generalization

o A sound indexing strategy, including careful selection of clustered and non-clustered

o Tight, fast transactions that reduce locking and blocking

« Partitioning, which is useful for advanced scalability

Security: For any organizational asset, the level of security must be secured depending on
its value and sensitivity. Sometime organizations has suffered a lot because of data leaks
which results in loss of faith and tends to business risk. So security is one of the most
important aspect of good database design.

Page 143 of 226 ’ Federal TVET Agency ’ Irrigation and drainage construction ‘ Version -2 ‘
’ Author/Copyright ’ Level -l ‘ September 2019 |




Self-Check -1 True/False

Direction I:True/False
Instruction:Say True for correct statement and False for wrong statement. (2 points
each). (2 points each).

1. A database is a gathering of information, here called data, stored on a server.

2. A database is a collection of related data which represents some aspect of the real

world.
3. Transactional Integrity defines that transaction should have its ACID properties.
4. Referential Integrity defines if any entity is dependent on another one then parent

entity should be there in the system and should be uniquely identifiable.

Note: Satisfactory rating — 4 and above points Unsatisfactory - below 4

points

Answer Sheet Score =

Rating:

Name: Date:

True/False
1

2
3.
4
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Information sheet-2 | Developing a table with fields and attributes

2.1. Fields

Fields are the components that provide structure for a table. In fact, you can't have a table
without fields. For instance, you can create an empty table that has fields defined but no
rows (records).In databases, fields are also used to maintain relationships between tables.
This is done by having matching fields in two or more tables. For example, if you stored a
table called toy store in a database and you also stored a staff table to track the employees
in each store, you would create a common field between the two tables that would be
populated with, for instance, a store ID.

EMPLOYEE_HAME HIRE _DATE TITLE STATUS | employee number | STORE_ID

(Gertruce Limpran 5221345 Manager acfive i it
Danga Ot 01111999 Clerk iacive 2 by
Frederico Zatn 12072003 Clerk active al 48

Table2.1.Employee table linked to store table with ID
2.1.1. Field names
Field names are the names you give to the columns in a table. The names should give an
indication of what data is contained in that particular column. For example, when you create
a new feature class in Arc Catalog, the table is already populated with an Object ID field and
a shape field. The Object ID field contains the unique ID number for each object in the
feature class.

FPrimary key
symbol

Row seslector

Table 2.2.create field names
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2.2.Attribute

A database consists of tables. Each table has columns and rows. Each row (called a tuple) is
a data set that applies to a single item. Each column (attribute) contains describing
characteristics of the rows. A database attribute is a column name and the content of the
fields under it in a table in a database.

If you sell products and enter them into a table with columns for Product Name, Price, and
Product ID, each of those headings is an attribute. In each field under those headings, you'll
enter the product names, prices, and product IDs, respectively. Each one of the field entries
is also an attribute. An attribute is a single piece of data in the tuple to which it belongs. Each
tuple is a data set that applies to one item. This makes sense when you think of it, given that
the nontechnical definition of an attribute is that it defines a characteristic or quality of
something.

2.3. Table

Tables are very useful tools in creating and formatting documents. For example, with a table
you can: Align Text, Numbers, and Graphics: Tables make it easy to align text, numbers,
and graphics in columns and rows. Many users prefer using tables to align text instead of tab
stops, because text can wrap to multiple lines in a table. Create a Form: You can use tables
to store lists of telephone numbers, clients, and employee rosters. Share Information: You

can use tables to share information between programs.
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Self-Check -2 True/False

Direction I:True/False
Instruction:Say True for correct statement and False for wrong statement. (2 points
each). (2 points each).
1. Fields are the components that provide structure for a table
2. A database attribute is a column name and the content of the fields under it in a table
in a database.

3. Field names are the names you give to the columns in a table.

Note: Satisfactory rating — 3 and above points Unsatisfactory - below 3
points
Answer Sheet Score =

Rating:

Name: Date:

True/False
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Information sheet-3 Creating a primary key and establish an index for each
table

3.1. The primary key

Aprimarykeyisasinglefield or combination of fieldsin atablethat uniquelyidentifieseach
record in that table. No two records can havethe same valuein theprimary keyfield
orcombination of fields. It isadvisableto create theprimary keybefore entering data in
atablebecauseAccesswill prevent duplicate values beingcreated in the designatedfield.

It isparticularly important to set aprimary key whencreatingrelationships
betweentablesasAccessuses it to linktablestogether.

3.2. Indexes of a table

Indexing afield speeds updata accesswhen runningqueries, sorting, and grouping. Ifyou
regularly sort orsearch on certainfields it isagood ideato create anindexforthis field.
However,indexes can slowdown some processing activities such asadding or
deletingrecordsasthelndexes formanyfields need to beupdatedwhileperforming these
operations. Forthis reason,indexing should belimited to a fewimportant fields.

Indexing can also be used to prevent duplicateentries in afield.

£¥ Indexes: tbl_Employees 53
Index Mame Field Mame Sort Order —
Full_Mame Last_Mame Ascending =

First_Mame Ascending

Last_Mame Last_Mame Ascending

% |PrimaryKey Staff_ID Ascending

Index Properties

Primary Mo
Unique Mo The name for this index. Each index can use up
Ignore Mulls Mo to 10 fields.

Table 3.1.Multiple index
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Self-Check -3 True/False

Direction I:True/False
Instruction:Say True for correct statement and False for wrong statement. (2 points
each). (2 points each).
1. Aprimarykeyisasinglefield or combination of fieldsin atablethat uniquelyidentifieseach
record in that table.

2. Indexing afield speeds updata accesswhen runningqueries, sorting, and grouping.

Note: Satisfactory rating — 2 and above points Unsatisfactory - below 2
points
Answer Sheet Score =

Rating:

Name: Date:

True/False
1

2
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Information sheet-4 | Customizing images

4.1. Modifying table design

It ispossible to modify the design ofyourtable andfieldsat anytime bygoing todesignview
and making the required changes. However, any changes madeafter datahasbeen
addedto thetablemaycause lossofdata. Changestofieldnames,datatypesandproperties may

also impact onotherobjects which are linked to or based on thetable.

4.2.Addingandremovingfields
You can modify the structure of your tableby adding and removingfieldsin designview.

Note, however, that using thecut, paste ordelete functions will removethefield and any

datainthatfield.

4.3. Changing fieldsize
Ifyou convert a largefieldsize setting to asmaller one in afield that alreadycontainsdata,
you might lose data in thefield. Forexample,if youchange thefield size setting foratext
datatype field from 255 to 50, data beyondthe 50characterswill be discarded.Ifthe data in
anumber datatype field doesn't fit in anewfield size setting, fractional numbersmaybe

rounded or you might get anull value.
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Self-Check -4 True/False

Direction I:True/False
Instruction:Say True for correct statement and False for wrong statement. (2 points
each). (2 points each).
1. Itispossible to modify the design ofyourtable andfieldsat anytime bygoing
todesignview and making the required changes.

2. You can modify the structure of your tableby adding and removingfieldsin designview.

Note: Satisfactory rating — 2 and above points Unsatisfactory - below 2

points

Answer Sheet Score =

Rating:

Name: Date:

True/False
1

2
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Information sheet-5 | Create a relationship between two tables

5.1. Create, edit or delete a relationship
A relationship in Access helps you combine data from two different tables. Each relationship
consists of fields in two tables with corresponding data. For example, you might have a
ProductID field in a Products table and in an OrderDetails table. Each record in the
OrderDetails table has a ProductID that corresponds to a record in the Products table with
the same ProductlD.
When you use related tables in a query, the relationship lets Access determine which
records from each table to combine in the result set.
A relationship can also help prevent missing data, by keeping deleted data from getting out
of synch, and this is called referential integrity.
Before you work with relationships, make sure you understand the background concepts. For
more information, see Guide to table relationships and get started with table relationships.In
an Access database, you create a table relationship using one of the following methods:

¢ In the Relationships window, add the tables that you want to relate, and then drag the

field to relate them from one table to the other table.

e Drag a field on to a table datasheet from the Field List pane.
When you create a relationship between tables, the common fields are not required to have
the same names, although it is often the case that they do. The common fields must have
the same data type. If the primary key field is an AutoNumber field, however, the foreign key

field can also be a Number field if the Field Size property of both fields is the same.

Edit Relationships

Table /Query: Related Table /Query: I oK ]
Customers w* |Orders e
[ Cancel ]
1D Customer 1D L

[ Join Type.. ]

.................... - [Create Blew. . ]

[] cascade Update Related Fields
[] cascade Delete Related Records

Relationship Type: One-To-Many

Figure 5.1.Edit relationship
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Self-Check -5 True/False

Direction I:True/False
Instruction:Say True for correct statement and False for wrong statement. (2 points
each). (2 points each).
1. Arrelationship in Access helps you combine data from two different tables
2. When you create a relationship between tables, the common fields are not required to
have the same names, although it is often the case that they do.
3. A relationship can also help prevent missing data, by keeping deleted data from

getting out of synch, and this is called referential integrity.

Note: Satisfactory rating — 3 and above points Unsatisfactory - below 3 points

Answer Sheet Score =

Rating:

Name: Date:

True/False

Information sheet-6 | Adding and modify data in a table

6.1. Modifying the Data Design of a Table
To modify any changestothe design ofatable, youneed toopen therelevanttable and click on
the Designbutton. In Design view you can add new fields, change theproperties ofexisting

fieldsand delete fieldsthat are no longer required. Ifyou make changes to their
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propertiesoffileswhich alreadycontain data, up will to consider whether he existing

datameetsthesettings.

Accesswill display warning messagesto indicate that your data could be changed withthenew
properties.With changes to the fieldinformation, whither data types orproperties, ensurethat
you save your updates. Ifyou havemade changes to certain fields, forexample changing or
adding avalidation rule, you will seethe followingmessageswhen you havesaved your
changes.

Microsoft Office Access

T Data integrity rules have been changed; existing data may not be valid for the new rules.

This process may take a long time, Do you want the existing data to be tested with the new rules?

[ Yes l [ Mo ] [ Cancel ]

Ifyou clickyes, then Accesswill checkif any existing recordsdo not meet yourvalidation rule

criteria. It will not tell you whichones orhow many.

Microsoft Office Access fgl

Existing data violates the new setting for the "Validation Rule' property for field 'Quantity.’

"'_\ Do you want to keep testing with the new setting?
. *To keep the new setting and continue testing, dick Yes.
*To revert to the old setting and continue testing, dick Mo,
*To stop testing, dick Cancel.

[ Yes l [ Mo ] [ Cancel ]

You will see theabovemessageif anyofyour recordsdonot meet the criteriaspecified

in your validation rule.

1. Ifitis YesthenAccesswill keep your newsetting and continue testing
2. Ifitis Nothen the new setting will not be kept

3. if you ClickCancel, to keep thenew setting,but stop testing

Self-Check -6 True/False

Direction I:True/False
Instruction:Say True for correct statement and False for wrong statement. (2 points

each). (2 points each).
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1. To modify any changestothe design ofatable, youneed toopen therelevanttable and
click on the Designbutton.
2. Accesswill display warning messagesto indicate that your data could be changed

withthenew properties.

Note: Satisfactory rating — 2 and above points Unsatisfactory - below 2

points

Answer Sheet Score =

Rating:

Name: Date:

True/False
1

2
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Information Sheet 7 Add and delete records in a database

7.1. Adding and deleting records
Often, you’ll need to add information to the database by creating new records, or you may
need to change or delete an existing record.
7.2. Copying arecord
Often, the most efficient way to create a new database record is to copy an existing one and
modify it as necessary. There are two ways to do this: with the Copy Record command, or by
dragging and dropping an item from a data list.With either method, Manager copies the data
from the existing record to the new one; you can then edit fields as necessary and save.
Note that certain types of records cannot be deleted, for example:

o Customers with any associated transactions that resulted in sales

« Sales transactions that are closed

« Selections within sales transactions

e Inventory that is used in a package or a transaction

o Packages of type 'Empty' or 'Full' (requires Administrator privileges)
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Self-Check -7 True/False

Direction I:True/False
Instruction:Say True for correct statement and False for wrong statement. (2 points

each). (2 points each).

1. Often, the most efficient way to create a new database record is to copy an existing
one and modify it as necessary.

2. Often, you'll need to add information to the database by creating new records, or you
may need to change or delete an existing record.

Note: Satisfactory rating — 2 and above points Unsatisfactory - below 2
points
Answer Sheet Score =
Rating:

Name: Date:
True/False

1

2_____

Information Sheet 8 Save and close down database to storage area

8.1. Introduction
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In persistent databases, they're stored in carefully formatted Computer files in structures that
are installation-dependent. SQL databases usually use “row-structured” storage, meaning
each row in a table is stored in a contiguous block of memory.

8.2. Disks(CD and DVD)

CD: Compact disk is portable disk having data storage capacity between 650-700 MB. It can
hold large amount of information such as music, full-motion videos, and text etc. CDs can be
either read only or read write type.

Digital Video Disk (DVD): is similar to a CD but has larger storage capacity and enormous
clarity. Depending upon the disk type it can store several Gigabytes of data. DVDs are
primarily used to store music or movies and can be played back on your television or the
computer too. These are not rewritable.

Primary Storage: Also known as main memory. Main memory is directly or indirectly
connected to the central processing unit via a memory bus. The CPU continuously reads
instructions stored there and executes them as required. Example: RAM, ROM, and Cache
Secondary Storage: It is not directly accessible by the CPU. Computer usually uses its
input/output channels to access secondary storage and transfers the desired data using
intermediate area in primary storage. Example: Hard disk

Tertiary Storage: Typically it involves a robotic mechanism which will mount (insert) and
dismount removable mass storage media into a storage device. It is a comprehensive
computer storage system that is usually very slow, so it is usually used to archive data that is
not accessed frequently. This is primarily useful for extraordinarily large data stores,
accessed without human operators.

Examples: Magnetic Tape and Optical Disc

8.3. External hard drive and USB flash drive

A thumb drive, also called a USB drive or flash drive, is a small solid-state drive that
connects to a device through a USB port. Because USB technology has become such a
standard protocol, users can transfer files to and from most personal computers easily with

these small, portable drives.

The Zip drive is a removable floppy disk storage system that was introduced by lomega in
late 1994. Considered medium-to-high-capacity at the time of its release, Zip disks were
originally launched with capacities of 100 MB, then 250 MB, and then 750 MB.
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Figure 8.1.Exeternal hard disk

8.4. Portable Hard Disk
These are the same disks that are fixed in the computer, but these ones are the portable

model. The larger disks have their own power supply and they can be connected via the

USB and allow transfer speeds similar to those fixed in the computer

Figure 8.2.Portable hard disk
Memory Card:An electronic flash memory storage disk commonly used in consumer
electronic devices such as digital cameras, MP3 players, mobile phones, and other small

portable devices. Memory cards are usually read by connecting the device containing the

card to your computer, or by using a USB card reader.

° %

Secure Digital card (SD) MiniSD Compact Flash Memory Stick
MultiMedia card XD-Picture card

Memorv card reader

Figure 8.3.0ff-line Storage
Also known as disconnected storage. Is a computer data storage on a medium or a device
that is not under the control of a processing unit. It must be inserted or connected by a
human operator before a computer can access it again.
Examples: Floppy Disk, Zip diskette, USB Flash drive, Memory card
8.5. Internal hard drive
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Drive: On Windows computers, most of the files you work on are saved to the C: drive,
which is the default drive. If you want to save to another drive such as a flash drive, you
would need to know the drive letter and specify that drive letter when saving the file.

Desktop: On Windows computers, you can save files to your Desktop, which can give you
quick access to files you may frequently use. In fact desktop is a part of local hard drive of

the computer.

My Documents: On Windows computers, all document related files (e.g., word processor
spreadsheet files) default to save in the My Documents folder automatically. We recommend
keeping all documents in this folder to make it easier to backup all your important files. This

Is also a part of local hard drive of the computer.

8.6. Save on database

Network drives: These are storage drives that are connected to other computers in a
network. Users on the network can save their files onto the drive. This approach is often
used where alluserssave their files to a common location and this is backed up. It is much
simpler tocopy the files from one common place instead of copying the files from individual
computers.

8.7. Close on data base

The Music Dept. Inventory Database should be closed using the "Exit" button on the main
menu. The red "X" in the upper right corner has been disabled so that the database doesn't
close improperly. Please do not use the "File/Close Database" option as that will close the

database without allowing it to close the forms and tables correctly.

Central High School

Uniform Inventory Database

Uniforms Class
Students
Checkout to Students

"X" in the upper right
corner is Deactivated

Musical Instruments
Equipment / Props
Sheet Music Reports

Utilities

Help
Use this "Exit" to
close the database.

CECEE

Exit
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Figure 8.4.Close database

If you shut down the computer before the “Compact” is finished (and MS Access has
completely closed) or your workstation loses contact with the network you can corrupt the
database - which means that it might not open again the next time you try. Corrupted
databases can sometimes be repaired and the data rescued but not always. It is always a
good idea to frequently do a back-up of the database to the hard disk or an external drive to

be sure to have a recent copy.
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Self-Check -8 True/False

Direction I:True/False
Instruction:Say True for correct statement and False for wrong statement. (2 points
each). (2 points each).
1. Main memory is directly or indirectly connected to the central processing unit via a
memory bus.
2. Secondary Storageis not directly accessible by the CPU.
3. Compact disk is portable disk having data storage capacity between 650-700 MB.

Note: Satisfactory rating — 3 and above points Unsatisfactory - below 3

points

Answer Sheet Score =

Rating:

Name: Date:

True/False

Page 162 of 226 ’ Federal TVET Agency ’ Irrigation and drainage construction ‘ Version -2 ‘
’ Author/Copyright ’ Level -l ‘ September 2019 |




’ e e T
'@?‘rﬂ %

Operation sheet-1 Creating new fields

OPERATIONTITLE:Creating new fields
PURPOSE: to create new fields
EQUIPMENT TOOLS AND MATERIALS:-Desk top Computer, monitor, keyboard, mouse,
hard disk, printer, cable, HDMI cable, CPU...
PROCEDURE:
Step 1.In the firstrow oftheFieldName column, typethename of your firstfield, following
the naming conventionslisted above.
Step 2.Pressthe Tab key to take you to theDataType field.
Step 3.Click on thedrop-down arrow that appearsin the box to display alist of datatypes
(seebelow) and select the appropriateone.
Step 4.PressTab to take you to theDescriptionfield. Typein ashortmessagedescribing the
currentfield.
Step 5. Pressthe Tab key to take you to the next row and backto theFieldNamecolumn.

Step 6.Continue asaboveuntilyou have enteredall yourfieldsas shown below

Primary key
symbol

Row selector

PRECAUTION: use computer safety as required.
QUALITY CRITERIA:Creating new fields properly.
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Operation sheet-2 Creating new record

OPERATIONTITLE: Creating a new record

PURPOSE: to create a new record

EQUIPMENT TOOLS AND MATERIALS:-Desk top Computer, monitor, keyboard, mouse,
hard disk, printer, cable, HDMI cable, CPU...

PROCEDURES:-

Step 1. On the data access bar, click the icon for the table where you want to add the new
record. Manager opens a data list containing the results of the last search you made in this
table.

Step 2. On the data list windows tool bar, click the New Record icon (or choose Create
NewRecord from the Edit menu or the right-click menu; keyboard shortcut Ctrl-N).

Step 3. In the blank data dialog box, enter all available information for the new entry. Use the
Tab key to move from field to field..

Step 4. When finished, click Save, or the diskette icon on the data dialog’s tool bar.To save
the record and create another new one immediately, click Save and New Record (Ctrl-Enter).
Step 5. To close the dialog, click Close, or the Close button in the top right corner, or press
esc.If you click close without first clicking Save, Manager will not save the record and your

changes will be lost.

PRECAUTION: use computer safety as required.
QUALITY CRITERIA:Creating new record properly.
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Operation sheet-3 Database Design Process

OPERATIONTITLE:Database Design Process

PURPOSE: To DesignDatabase Process

EQUIPMENT TOOLS AND MATERIALS:-Desk top Computer, monitor, keyboard, mouse,
hard disk, printer, cable, HDMI cable, CPU...

PROCEDURES:-

Step 1: Define the Purpose of the Database

Step 2: Gather Data, Organize in tables and Specify the Primary Keys

Step 3: Create Relationships among Tables

Step 4: Refine & Normalize the Design.

PRECAUTION: use computer safety as required.
QUALITY CRITERIA:Design data base properly.
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LAP-Test Practical Demonstration

Project Title: Creating database

Name: Date:

Timestarted: Timefinished:

Instructions: Perform the following task in 2 hour recommended time.
Task 1: Create new fields
Task 2:Create a new record

Task 3.DesignDatabase Process
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Instruction sheet Learning guide 44:-Create reports and forms

Thislearningguideisdevelopedtoprovideyouthenecessaryinformationregardingthefollowing

contentcoverage andtopics—

Designing reports to present data in a logical sequence
Modifying reports to include or exclude additional requirements
Distributing reports to appropriate person in a suitable format
Using a wizard to create a simple form

Opening existing database and modify records

Re arranging objects within the form

Thisguidewillalsoassistyoutoattainthelearningoutcomestatedinthecoverpage.Specifically, upon

completion of thisLearningGuide, you will be able to

Design reports to present data in a logical sequence

Modify reports to include or exclude additional requirements
Distribute reports to appropriate person in a suitable format
Use a wizard to create a simple form

Open existing database and modify records

Rearrange objects within the form

Learning Instructions:

1. Read the specific objectives of this Learning Guide.

2. Follow the instructions described below

3. Read the information written in the “Information Sheets 1- 6”. Try to understand what are
being discussed.

4. Accomplish the “Self-checks1, 2, 3, 4, 5 and 6” in each information sheets on pages 4,
11,14,19,23 and 26.

5. Ask from your teacher the key to correction (key answers) or you can request your teacher
to correct your work. (You are to get the key answer only after you finished answering the
Self-checks).

6.If you earned a satisfactory evaluation proceed to “Operation sheets 1, 2 and 3 on pages
28,29 and 30.and do the LAP Test on page 31”. However, if your rating is unsatisfactory, see
your teacher for further instructions or go back to Learning Activity.

7. After you accomplish Operation sheets and LAP Tests, ensure you have a formative

assessment and get a satisfactory result; then proceed to the next LG.
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Information Sheet 1 Designing reports to present data in a logical sequence

1.1. Design reports to present data in a logical sequence

e Logical sequence
In more general terms, logical sequence refers to any order of events or things that makes
sense. For a very basic example, the logical sequence for getting dressed is to first put on the
underclothes, then pants, shirt, socks, and shoes. Access provides you with a number of tools
that help you to quickly build attractive, easy-to-read reports that present the data in a way that
best suits the needs of its users.
You can use the Report Wizard to create a more complicated report, or you can create a report
by adding all the data and formatting elements yourself. Whichever method that you choose,
you will probably make at least a few changes to the design of the report to make it display the
data the way that you want.

e Decide how to lay out your report
When you design a report, you must first consider how you want the data arranged on the page
and how the data is stored in the database. During the design process, you might even
discover that the arrangement of data in the tables will not allow you to create the report that
you want. This can be anindication that the tables are not normalized — this means that the
data is not stored in the most efficient manner.

e Decide which datato putin each report section
Each report has one or more report sections. The one section that is present in every report is
the Detail section. This section repeats once for each record in the table or query that the report
is based on. Other sections are optional and repeat less often and are usually used to display

information that is common to a group of records, a page of the report, or the entire report.
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Self-Check -1 True/False

Direction I:True/False
Instruction:Say True for correct statement and False for wrong statement. (2 points
each). (2 points each).
1. In more general terms, logical sequence refers to any order of events or things that
makes sense.
2. Each report has one or more report sections.
3. When you design a report, you must first consider how you want the data arranged on

the page and how the data is stored in the database.

Note: Satisfactory rating — 3 and above points Unsatisfactory - below 3 points
Answer Sheet Score =
Rating:
Name: Date:
True/False
1
2
Page 170 of 226 Federal TVET Agency Irrigation and drainage construction Version -2
Author/Copyright Level -l September 2019




& 2K

Information Sheet 2 Modifying reports to include or exclude additional

requirements

2.1.Customize and organize reports
Analyze data in Dynamics 365 Customer Engagement (on-premises) by using reports.

Dynamics 365 Customer Engagement (on-premises) includes default reports for many common

business needs. However, most organizations customize the default reports and add custom

reports for specific needs.

2.2. Report ownership

System reports are available to all users. Individuals who own reports can share them with

specific colleagues or teams, or can make the reports available to the organization, so that all
users can use them.

2.3. Report types

Dynamics 365 Customer Engagement (on-premises) supports two types of reports:

. SQL Server Reporting Services reports. These reports use SQL queries and filtered
views to retrieve report data. Filtered views restrict the data to what is available to the
security role of the person running the report. All the default reports included with
Dynamics 365 Customer Engagement (on-premises) are SQL-based reports.

You cannot access filtered views in Dynamics 365 for Customer Engagement apps

because access to the SQL database is not supported. If you have a Dynamics 365 for

Customer Engagement apps subscription, use Fetch-based reports for custom reporting.

e Fetch-based Reporting Services reports. These reports use FetchXML queries that
are proprietary to Dynamics 365 Customer Engagement (on-premises) instead of filtered
views to retrieve data for reports. Reports that you create by using the Report Wizard in

Dynamics 365 Customer Engagement (on-premises) are Fetch-based reports.

The other reports can be:
e Links to webpages
o Static files
« Dynamic Office Excel files that read data from the Dynamics 365 for Customer
Engagement database

For each report, you can edit the following properties:
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e File name or URL
e Display name
o Description
« Information about where the report displays in the user interface
Security of data in reports
All reports read Dynamics 365 Customer Engagement (on-premises) data from filtered views
That filter the data based on the user's security role. Reports only display data that the person
Running the report has permission to view.
Options for creating new reports
To create a new report, users with appropriate permissions can:
e Add afile or a link to a webpage as a report.
e Run the Report Wizard to create a new Reporting Services report. The Report Wizard can
Create table and chart reports, including drill-through reports and top N reports.

o Write a new Fetch-based Reporting Services report.

2.4. Options for modifying existing reports
For existing reports, users with appropriate permissions can:
« Organize reports into categories to control which views in the reports area display for each
report.
o Determine where a report is visible in the user interface, and edit other report properties.
o Edit a report created with the Report Wizard.
« Edit a default report. For example, if you customize Dynamics 365 Customer Engagement
(on-premises), you might need to modify labels or add or remove fields in default reports.
More information: Report writing environment using SQL Server Data Tools.
« Edit the default filter for a default report, a report created with the Report Wizard, or
Other Reporting Services reports.
« Create a one-time snapshot for a Reporting Services report or schedule a Reporting

Services report to run at set intervals. Note that the Report Scheduling feature is currently o

available with on-premises versions of Dynamics 365 Customer Engagement.
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« Share a personal report with other users, or make it available to everyone in your

Organization.

« Publish a report so that it is available for use with external applications, such as

SharePoint or custom programs.
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Self-Check -2 True/False

Direction I:True/False
Instruction:Say True for correct statement and False for wrong statement. (2 points
each). (2 points each).
1. Determine where a report is visible in the user interface, and edit other report properties.
2. Edit a report created with the Report Wizard.

Note: Satisfactory rating — 2 and above points Unsatisfactory - below 2 points
Answer Sheet Score =
Rating:

Name: Date:
True/False

1_

2—
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Information Sheet 3 Distributing reports to appropriate person in a suitable

format

3.1.0verview of Distributing Reports

Distributing reports automates the process of delivering updated content to report users. You
can distribute reports once or at recurring intervals, such as daily, multiple times daily, weekly,
or monthly.

If you have the Distribute Reports capability, then you can distribute reports using the designer.
Distributing reports automates the process of delivering updated content to report users. You
can distribute reports once or at recurring intervals, such as daily, multiple times daily, weekly,
or monthly. In addition, distributing reports gives you the ability to create a time event to

generate reports during non-peak hours.

New Report Job x
Mame: zl |
Properties | E-mail Options | Motifications

Reports: Product Line Report +

x

Recipients: -+

oK || cancel

Figure 3.1.Personal report
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Self-Check -3

True/False

Direction I:True/False

Instruction:Say True for correct statement and False for wrong statement. (2 points

each). (2 points each).

1. Distributing reports automates the process of delivering updated content to report users.

2. If you have the Distribute Reports capability, then you can distribute reports using the

designer.

Note: Satisfactory rating — 2 and above points

Answer Sheet

Name:

True/False
1

2

Unsatisfactory - below 2 points

Score =

Rating:

Date:
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Information Sheet 4

Using a wizard to create a simple form

4.1. Creating wizard

Access provides several quick-create form tools on the Create tab, each of which lets you

create a form with a single click. However, if you want to be more selective about what fields

appear on the form, you can use the Form Wizard instead. The wizard also lets you define how

the data is grouped and sorted, and you can use fields from more than one table or query

(provided that you specified the relationships between the tables and queries beforehand).

You can create new forms quickly with the Form Wizard. You can use a new form immediately

after creating it or choose to edit the form using the Form editor.

The Form Wizard has two screens. The Basic screen lets you create new forms with a few

simple operations. The Advanced screen lets you customize the form before you build it.

Creation of a New Form

Form Mame:
Form Type:
Template used:
Folder:

Table:

Available Fields:
all Tables

=] [albums]

|Z] [Departments]
=] [Employees]
|5 [Musicians]

Forml

Detail Form

Glass A
Top Lewvel

albums

Selected Fields:

[ Advanced.. ] |

Cancel ] I Edit ]

<

Table 4.1.creating new form
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Self-Check -4 True/False

Direction I:True/False
Instruction:Say True for correct statement and False for wrong statement. (2 points
each). (2 points each).
1. Access provides several quick-create form tools on the Create tab, each of which lets
you create a form with a single click.

2. You can create new forms quickly with the Form Wizard.

Note: Satisfactory rating — 2 and above points Unsatisfactory - below 2 points
Answer Sheet Score =
Rating:

Name: Date:
True/False

1_

2—
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Information Sheet 5 Opening existing database and modify records

5.1. Opening data base

An Access database consists of one or more tables that contain related information. Once
you've created such an empty database, you could work your way through all of the tables to fill
them with information.

However, this could become tedious and confusing. It's hard to follow relationships between
data in tables while you're trying to enter in data. Access input forms are a valuable tool for this.

You can design input forms so you can enter data in a logical format.

5.2.Modifyrecords

This lesson will address the benefits of using forms in a database. You will review examples
of different forms and form components. Finally, you will learn how to use forms to enter new
records and view and edit existing ones.

Forms are so popular because they're useful to the person asking for the information and to the
person providing it. They are a way of requiring information in a specific format, which means

the person filling out the form knows exactly which information to include and where to put it.

j Customers j Orders Table j Order ltems
ID * OrderlID -~ MenultemID - Quantity -

7 5 179 1
8 5 332
9 6 6 |
10 7 192

Table 5.1.Record of table
The you can't learn much just by glancing at these records because the ID numbers don't tell
you much about the data they relate to. Plus, because you have to look at two tables just to
view one order, you might have a difficult time even finding the right data. It's easy to see how

viewing or entering many records this way could become a difficult and tedious task.
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Customers Orders Table Order Items —=| Orders

= MNew Order

Customer Tappen = Order # | 64 Pickup Date | 6/22/16
Notes For a kindergarten party. VWrite, "Happy 6th Birthday, Matthew!" on Pre Order
the cake and draw a rabbit in icing next to the text
Paid
EHAdd ltem
Category ~ Product - | Quantity - "Unic” ~ Price ~T Subtotal -~
Cookies Butter Pecan 1 One Dozen % 14.00 % 14.00
Cookies Cratmeal Raisin 1 COne Dozen % 14.00 % 14.00
Cakes Cookies n' Cream 1 Single $£22.00 $22.00

Total $£50.00

Record: 4 4 |3 of 3 L I S lo Filte Search

Table 5.Different types of records

Modifying the record also would be easier because you wouldn't have to know any ID numbers
to enter new data. When you're using a form, you don't have to worry about entering data into
the right tables or in the right format—the form can handle these things itself. There's no need
to go back and forth between tables because forms bring all of the information you need
together in one place.

Not only do forms make the data entry process easier for the user, but they also keep the
database itself working smoothly. With forms, database designers can control exactly how
users are able to interact with the database. They can even set restrictions on individual form
components to ensure all of the needed data is entered and that it's all entered in a valid

format. This is useful because keeping data consistent and organized is essential for an

accurate and powerful database.

Version -2
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Self-Check -5 True/False

Direction I:True/False
Instruction:Say True for correct statement and False for wrong statement. (2 points
each). (2 points each).

1. An Access database consists of one or more tables that contain related information.

2. Modifying the record also would be easier because you wouldn't have to know any ID

numbers to enter new data.

Note: Satisfactory rating — 2 and above points Unsatisfactory - below 2 points
Answer Sheet Score =
Rating:

Name: Date:
True/False

1_

2—

Page 181 of 226 Federal TVET Agency Irrigation and drainage construction Version -2

Author/Copyright Level -l September 2019



https://www.lifewire.com/build-access-database-in-office-365-1019885

g

"

Information Sheet 6 Rearrange objects within the form

6.1. Align or arrange objects

In Microsoft Office programs, you can quickly align objects (such as pictures, shapes, text
boxes, SmartArt graphics, and WordArt.

6.2. Aligning objects

When you move objects in PowerPoint, alignment guides and spacing guides will appear
around the objects to help you align them. However, if you have many different objects on a
slide, it may be difficult and time consuming to get them perfectly aligned. Luckily, PowerPoint
provides you with several alignment commands that allow you to easily arrange and position
objects.

6.3. Grouping objects

You may want to group multiple objects into one object so they will stay together if they are
moved or resized. This is often easier than selecting all of the objects each time you want to
move them.Pictures, shapes, clip art, and text boxes can all be grouped together;
however, placeholders cannot be grouped. If you will be grouping pictures, use one of the
commands in the Images group on the Insert tab to insert pictures instead of the picture icon

inside the placeholder.

VIEW FORMAT
—— r_’ Picture Border ~ .1 Bring Forward ~ 5 Algn ~ %1/ n.5a"
ﬁ ~ | ¥ Picture Effects ~ O Send Backward ~ Ifr:_: Align Left
x E‘?: Picture Layout ~ E,[,g Selection Pane = Align Center
i Arrange | S| Align Right
gt Align Top
o} Align Middle

=
=]
=

Align Bottom

Distribute Horizontally

=

Distribute Vertically

yunts : ‘
Align to Slide
- Align Selected Objects
Table 6.1.Align object
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Self-Check -6 True/False

Direction I:True/False
Instruction:Say True for correct statement and False for wrong statement. (2 points
each). (2 points each).
1. When you move objects in PowerPoint, alignment guides and spacing guides will appear
around the objects to help you align them.
2. You may want to group multiple objects into one object so they will stay together if they

are moved or resized.

Note: Satisfactory rating — 2 and above points Unsatisfactory - below 2 points
Answer Sheet Score =
Rating:

Name: Date:
True/False

1—

2—
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Operation sheet-1 Create a Report Distribution

OPERATIONTITLE:Creating a Report Distribution

PURPOSE: To Create a Report Distribution

EQUIPMENT TOOLS AND MATERIALS:-Desk top Computer, monitor, keyboard, mouse,
hard disk, printer, cable, HDMI cable, CPU...

PROCEDURES:-

Step 1: Select Distributions in the left pane of the Distribute Reports window.

Step 2.Select a report job, and click Schedule. The Schedule window is displayed.

Step3.Click New to create a time event. The Specify Schedule Details window is displayed.
Step 4.Specify whether the distribution should happen one time only or More than once.

Step 5.1f you select one time only, then select an Hour and a Minute for the distribution.

Step 6.1f you select More than once, then specify the details about when the distribution should
occur.

PRECAUTION: use computer safety as required.

QUALITY CRITERIA:Create report distributionproperly.
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Operation sheet-2 Creating form wizard

OPERATIONTITLE:Creating form wizard

PURPOSE:to Create form wizard

EQUIPMENT TOOLS AND MATERIALS:-Desk top Computer, monitor, keyboard, mouse,
hard disk, printer, cable, HDMI cable, CPU...

PROCEDURES:-

Step 1.0n the Create tab in the Forms group, click Form Wizard. The wizard starts.

Step 2.From the Tables/Queries drop-down list, select the table (or query) to base the form on.
The fields for the selected table load in the Available Fields list box.

Step 3.Move the fields to include on the form from the Available Fields list box to the Selected
Fields list box. To do so, double-click a field name to move it or highlight the field name and
click >. To move all fields at once, click >>.

Form Wizard
Which fields do yvou want on your form?

You can choose from more than one table or query.

Tables fQueries

Table: Contacts o

Available Fields: Selected Fields:

ContactID o~
LastMame

Firstflame

MI

Address

City

= State

Zip L

Step 4.Click Next >.

Form Wizard

wWhat layout would you like for your form?

() Tabular
C:,Qaiﬁsheet

() Justified
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Step 5.Select the layout for the form. Your options are "Columnar”, "Tabular", "Datasheet", and
"Justified".
Step 6.Click Next >.

Formm Wizard

wrhat tde do wou want for your form?

Contacts

That's all the informaton the wizard needs o caoeate vour
Form.

Do you want o open the form or modify the form's design?

s Open the form to wiew or en ter imformaton.
) Modify the form's design.

Corem <o

Step 7.Enter a title for the form.

Step 8.Select an option for the view you want to open the form in. Your options are:
Step 9.0pen the form to view or enter information (opens in Form view).

Step 10.Modify the form's design (opens in Design view).

Step 11.Click Finish.

PRECAUTION: use computer safety as required.

QUALITY CRITERIA:Create form wizard properly.
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Operation sheet-3 Opening existing form

OPERATIONTITLE:Opening existing form

PURPOSE:To openexisting form

EQUIPMENT TOOLS AND MATERIALS:-Desk top Computer, monitor, keyboard, mouse,
hard disk, printer, cable, HDMI cable, CPU...

PROCEDURES:-

Step 1.0pen your database, and locate the Navigation pane.

Step 2.In the Navigation pane, locate the form you want to open.

Step 3.Double-click the desired form.

e e
o ke
E= Copaw

Facste Filter
Foorrmmeat Pairmter

fi

T e = Clip i oarad

AU Access Obhjec... &=

= =t o gt o T

T aklae=<
(i TPt = ]

AN

Ferrre=s

—= Cuastoarrmers

Caastormeaers Forrm

Emplowye=sese [ratabas= Nawigatiom
PFel=rmwr IE=rms

rrder Iterms

1 o ]

rrader IEerrms swubEfForm

Craders

b

—= Froduwuckts
Reprarit= ==

Step 4.1t will open and appear as a tab in the Document Tabs bar.
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External Data Database Tools 2 Tell me what you want to do...

Y E.L Ascending T Selection r =1 Mlew ETotals

- Exy Copy . E.L Descending '@Mvanced' QSM gSp-elling
View Paste . Filter Refresh
- = * Format Painter Z.# Remowve Sort Y Toggle Filter All - 2< Delete ~ D More
Views Clipboard ] Sort B Filter Records
H ==| Cust
All Access Objec...® « —
Search. Fe
Tables >
Queries ¥
Forms - Search |
Customers
Customers Form First Mame |Tr‘a=:e)-r | Last MNam
Employee Database Mavigation
- : SEPESt 15 Fase Walker Dr
Menu ltems -.| \.\ Address -
Order ltems ‘ '||
- Ci Raleigh State
Order ltems subform r [ | | Ity | 12 |
COrders ‘ ) .
- | Emiail |beck@emall.com |
Products
Reports >
Phone Number [919-555-2314 |

PRECAUTION: use computer safety as required.
QUALITY CRITERIA:Open form properly.
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Operation sheet-4 Aligning two or more objects

OPERATIONTITLE:Aligning two or more objects

PURPOSE:To Aligntwo or more objects

EQUIPMENT TOOLS AND MATERIALS:-Desk top Computer, monitor, keyboard, mouse,
hard disk, printer, cable, HDMI cable, CPU...

PROCEDURES:-

Step 1.Click and drag your mouse to form a selection box around the objects you

want to align. The Format tab will appear.

e® & 58 de

Step 2.From the Format tab, click the Align command, then select Align Selected
Objects.

VIEW FORMAT
p— Picture Border ~ .1 Bring Forward ~ |: Align ~ =1/ n.5a"
= 17| &# Picture Effects ~ O Send Backward ~ | |& Align Left 3
|~ | BL Picture Layout~ [} Selection Pane & Align Center
P Arrange ‘-?’I Align Right

a0t Align Top

o} Align Middle

oly  Align Bottom

O}c Distribute Horizontally
yunts & Distribute Vertically

Align to Slide
Align Selected Objects

Step 3.Click the Align command again, then select one of the six alignment options.
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VIEW FORMAT
— I E_Z Picture Border ~ .1 Bring Forward ~ = Align > aal 1 ceniaccas
=4 | ~ | && Picture Effects ~ O Send Backward [ = Align Left 3
I~ E—,]:, Picture Layout ~ E,[,;; Selection Pane &,  Align Center L
= Arrangeg §’! Align Right ‘
o0t Align Top
o} Align Middle
¢  Align Bottom %
O0{Jc Distribute Horizontally
I nts = Distribute Vertically
Align to Slide
‘ v Align Selected Objects
Step 4.The objects will align based on the option you selected.
PRECAUTION: use computer safety as required.
QUALITY CRITERIA:Aligning two or more objects properly.
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LAP-Test Practical Demonstration
Project Title: Creating reports and forms
Name: Date:
Timestarted: Timefinished:
Instructions: Perform the following task in 2 hour recommended time.
Task 1: Create a Report Distribution
Task 2:Create form wizard
Task 3.0pen existing form
Task 4.Align two or more objects
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Instruction Sheet Learning Guide 45: Retrieve information

This learning guide is developed to provide you the necessary information regarding the

following content coverage and topics —

e Accessing existing database and locate required records
e Creating simple query and retrieve required information
e Developing query with multiple criteria and retrieve required information

e Selecting data and display appropriately

This guide will also assist you to attain the learning outcome stated in the cover page.

Specifically, upon completion of this Learning Guide, you will be able to —

e Access existing database and locate required records
e Create simple query and retrieve required information
e Develop query with multiple criteria and retrieve required information

e Select data and display appropriately

Learning Instructions:

8. Read the specific objectives of this Learning Guide.

9. Follow the instructions described below

10.Read the information written in the “Information Sheets 1- 6”. Try to understand what are
being discussed.

11.Accomplish the “Self-checks1, 2, 3, 4, 5 and 6” in each information sheets on pages 4,
11,14,19,23 and 26.

12.Ask from your teacher the key to correction (key answers) or you can request your
teacher to correct your work. (You are to get the key answer only after you finished
answering the Self-checks).

13.If you earned a satisfactory evaluation proceed to “Operation sheets 1, 2 and 3 on pages
28,29 and 30.and do the LAP Test on page 31”. However, if your rating is unsatisfactory,
see your teacher for further instructions or go back to Learning Activity.

14. After you accomplish Operation sheets and LAP Tests, ensure you have a formative

assessment and get a satisfactory result; then proceed to the next LG.
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Information Sheet 1 Accessing existing database and locate required records

1.1. What is a database?

Simply put a database is a structured body of related information. The software used to
manage and manipulate that structured information is called a DBMS (Database Management
System). A database is one component of a DBMS. You can think of a database simply as a
list of information. A fine example is the white pages of the phone book. The each listing in the
white pages contains several items of information — name, address and phone number — about
each phone subscriber in a particular region (information).

All subscriber information shares the saEntities and Relationships The very basics of what we
are trying to model are entities and relationships. Entities are the things in the real world that
we will store information about in the database. For example, we might choose to store
information about employees and the departments they work for. In this case, an employee
would be one entity and a department would be another.

The works-for relationship is usually a many-to-one relationship in this example. That is, many
employees work for a single department, but each employee works for only one department.
1.2. Relationship of data base

Relationships are the links between these entities. For example, an employee works for a
department. Relationships come in different degrees. They can be one-to-one, one-to-many (or
many-to-one depending on the direction you are looking at it from), or many-to-many. A one-to-
one relationship connects exactly two entities. If employees in this organization had a cubicle
each, this would be a one-to-one relationship.

= L

%
—

Sty
is-Socotec s

Figure 1.1.Relationship of data base

1.3Locate and record of column database
Database tables, each column or attribute describes some piece of data that each record in

the table has. The terms column and attribute are used fairly interchangeably, but a column is
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really part of a table, whereas an attribute relates to the real-world entity that the table is
modeling. In Figure 2 you can see that each employee has an employee, a name, a job, and a
departmental. These are the columns of the employee table, sometimes also called the
attributes of the employee table.

Each row in the table represents a single employee record. You may hear these called rows,
records, or tuples. Each row in the table consists of a value for each column in the table.

This employee table stores employee IDs, names, jobs, and the department each employee
works for.

1.4. Locate specific records in a database

As your database grows, locating specific records will involve more than a quick glance at a
datasheet. In this article, learn five ways to locate specific records based on your needs.
Browse through all records you can browse through records by using the TAB key when you
want to move through one record at a time, in order, to locate a specific record. You can also
browse through records in a table in Datasheet view using the record navigation buttons. The
record navigation buttons are available at the bottom of the table or form.

The techniques that you can use to search and filter records are very useful for finding specific
records for the case at hand. However, you might want to perform the same search or filter
operation regularly. Instead of reproducing a set of search and filter steps every time, you can
create a query.A query is a powerful and flexible way to locate specific records because it lets
you perform customized searches, apply customized filters, and sort records. You can build
your own queries to help you focus on specific records and to answer specific questions. Once

created, a query can be saved and reused, and can also be used in building forms and reports.

i i |
Kok | Search

1 3)4) (6)f 8
1
3

Record: M 4 20 of 29
1

|
~ !—]

Fa

Figure 1.2.locate and record data base
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Self-Check -1 Written test

Direction I: Multiple choice items
Instruction: Choose the best answer for the following questions and write the letter of your

answer on the answer sheet provided in the next page. Use bold letter. (2 points each).

1. You can browse through records by using key.
A. TAB C. Delete
B. ALT D. None

2. The ---- buttons are available at the bottom of the table or form.
A. Record navigation C. A&B

B. Save button D. All
Note: Satisfactory rating — 2 and above points Unsatisfactory - below 2 points
Answer Sheet Score =
Rating:

Name: Date:
Choose

1

2____
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Information Sheet 2 Creating simple query and retrieve required information

A query is a request for data results, for action on data, or for both. You can use a query to
answer a simple question, to perform calculations, to combine data from different tables, or
even to add, change, or delete table data .A query is a derived item in the database meant to
answer specific questions that relate to the information in the database. It is the means to
r2.1Types of Queries
A.Select Query
e The select query is the simplest type of query and because of that, it is also the most
commonly used one in Microsoft Access databases.
e A select query is the most common type of query.
e |t retrieves data from one or more tables and displays the results in a datasheet where
you can update the records (with some restrictions).
e You can also use a select query to group records and calculate sums, counts, averages,
and other types of totals.
e |t can be used to select and display data from either one table or a series of them
depending on what is needed.
e Inthe end, it is the user-determined criteria that tell the database what the selection is to
be based on.
e After the select query is called, it creates a "virtual" table where the data can be
changed, but at no more than one record at a time.
B.Action Query
Action queries are very popular in data management because they allow for many records to
be changed at one time instead of only single records like in a select query.
¢ When the action query is called, the database undergoes a specific action depending on
what was specified in the query itself.
e This can include such things as creating new tables, deleting rows from existing ones
and updating records or creating entirely new ones.
Four kinds of action queries are:
C.Append Query
e An append query adds a group of records from one or more tables to the end of one or
more tables. For example, suppose that you acquire some new customers and a

database containing a table of information on those customers.
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e To avoid typing all this information into your own database, you'd like to append it to

your Customers table.

D.Delete Query

A delete query deletes a group of records from one or more tables. For example, you
could use a delete query to remove products that are discontinued or for which there are
no orders. With delete queries, you always delete entire records, not just selected fields

within records

E.Make Table Query

As the name suggests, it creates a table based on the set results of a query. A make-
table query creates a new table from all or part of the data in one or more tables. Make-
table queries are helpful for creating a table to export to other Microsoft Access

databases or a history table that contains old records.

F.Update Query

Allows for one or more field in your table to be updated. @ An update query makes
global changes to a group of records in one or more tables. @ For example, you can
raise prices by 10 percent for all dairy products, or you can raise salaries by 5 percent
for the people within a certain job category. With an update query, you can change data

in existing tables.

Parameter Query

In Microsoft Access, a parameter query works with other types of queries to get
whatever results you are after.

This is because, when using this type of query, you are able to pass a parameter to a
different query, such as an action or a select query.

It can either be a value or a condition and will essentially tell the other query specifically
what you want it to do.

It is often chosen because it allows for a dialog box where the end user can enter
whatever parameter value they wish each time the query is run. The parameter query is
just a modified select query.

A parameter query is a query that when run displays its own dialog box prompting you
for information, such as criteria for retrieving records or a value you want to insert in a
field.

You can design the query to prompt you for more than one piece of information; for
example, you can design it to prompt you for two dates.

Access can then retrieve all records that fall between those two dates.
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e Parameter queries are also handy when used as the basis for forms, reports, and data

access pages.

Self-Check 2 Multiple choices

Direction I: Multiple choice items
Instruction: Choose the best answer for the following questions and write the letter of your

answer on the answer sheet provided in the next page. Use bold letter. (2 points each).

1. Is a request for data results, for action on data, or for both
A. A query C. Form
B. Table D. None

2. deletes a group of records from one or more tables

A. A delete query C. Parameter query
B. Append Query D.ALL
3. Allows for one or more field in your table to be updated.

A. Update Query C. Select query

B. Parameter query D.ALL
Note: Satisfactory rating — 3 and above points Unsatisfactory - below 3 points
Answer Sheet Score =
Rating:
Name: Date:
Choose
1
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Information Sheet 3 Develop query with multiple criteria and retrieve

3.1. Introduction to query criteria

A criterion is similar to a formula — it is a string that may consist of field references, operators,
and constants. Query criteria are also referred to as expressions in Access. The following
tables show some sample criteria and explains how they work.

Criteria Description >25 and <50 this criterion applies to a Number field, such as Price or
UnitsinStock. It includes only those records where the Price or UnitsinStock field contains a
value greater than 25 and less than 50. DateDiff ("yyyy", [BirthDate], Date ()) > 30 this criterion
applies to a Date/Time field, such as BirthDate. Only records where the number of years
between a person's birthdate and today's date is greater than 30 are included in the query
result. Is Null this criterion can be applied to any type of field to show records where the field
value is null.

As you can see, criteria can look very different from each other, depending on the data type of
the field to which they apply and your specific requirements. Some criteria are simple, and use
basic operators and constants. Others are complex, and use functions, special operators, and
include field references.

This topic lists several commonly used criteria by data type. If the examples given in this topic
do not address your specific needs, you might need to write your own criteria. To do that, you
must first familiarize yourself with the full list of functions, operators, special characters, and the
syntax for expressions referring to fields and literals.

Here, you will see where and how you add the criteria. To add criteria to a query, you must
open the query in Design view. You then identify the fields for which you want to specify
criteria. If the field is not already in the design grid, you add it by either dragging it from the
query design window to the field grid, or by double-clicking the field (Double-clicking the field
automatically adds it to the next empty column in the field grid.). Finally, you type the criteria in
the Criteria row.

Criteria that you specify for different fields in the Criteria row are combined by using the AND
operator. In other words, the criteria specified in the City and BirthDate fields are interpreted
like this:
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vV ID
LastName
FirstName
BirthDate
City

Field: | Mame: [FirstName] & °| City BirthDate
Table: Contacts Contacts
Sort:
Show:
Criteria: 2 H="cnicago’ ([ 3 |{<Dateaddryyyy",40,Datep) :
ar: — I A '
4

The City and Birth Date fields include criteria.

i

e Only records where the value of the City field is Chicago will satisfy this criterion.

e Only records of those who are at least 40 years old will satisfy this criterion.

e Only records that meet both criteria will be included in the result.

What if you want only one of these conditions to be met? In other words, if you have alternate

criteria, how do you enter them? If you have alternate criteria, or two sets of independent

criteria where it is sufficient to satisfy one set, you use both the Criteria and the or rows in the

design grid.
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Self-Check 3 Multiple choices

Direction I: Multiple choice items
Instruction: Choose the best answer for the following questions and write the letter of your
answer on the answer sheet provided in the next page. Use bold letter. (2 points each

1 - A criterion is similar to

A. formula C. A&B
B. String D .ALL
2. is a string that may consist of field references, operators, and constants
A. Criterion B. Value
Note: Satisfactory rating — 2 and above points Unsatisfactory - below 2 points
Answer Sheet Score =
Rating:
Name: Date:
Choose
1
2____
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Information Sheet 4 Select data and display appropriately

1.1. Selection of data

Data files such as word documents can be kept on a computer for future uses such as editing
and printing. To find documents you will need to store them in an organised fashion—in the
same way you might file documents like lesson notes, bills, and letters and bank statements at
home.

Just as you might use folders to organise your personal or business documents, you also store
your computer documents in folders. A folder is only a device for grouping files in the same
location, not a data file.

Folders and files can be stored on a computer’s desktop or on a storage device which will be
able to store hundreds or thousands of documents. Folders can be created or moved so that

they sit within another folder, and so on.

1.2. Data selection

It is defined as the process of determining the appropriate data type and source, as well as
suitable instruments to collect data. The primary objective of data selection is the determination
of appropriate data type, source, and instrument(s) that allow investigators to adequately
answer research questions.

a. The function of displaying data

Displaying data in research is the last step of the research process. It is important to display
data accurately because it helps in presenting the findings of the research effectively to the

reader. To make the findings more visible and make comparisons easy.

Page 203 of 226 Federal TVET Agency Irrigation and drainage construction Version -2
Author/Copyright Level -l September 2019




'ﬁ&v‘r‘rl

Self-Check 4 Multiple choices

Direction I: Multiple choice items
Instruction: Choose the best answer for the following questions and write the letter of your

answer on the answer sheet provided in the next page. Use bold letter. (2 points each

1 is defined as the process of determining the appropriate data type and Source
A. Data selection C. A&B
B. Data processes D.ALL
2. in research is the last step of the research process.
A. Data selection C. Displaying data
B. Data processes D.ALL
Note: Satisfactory rating — 2 and above points Unsatisfactory - below 2 points
Answer Sheet Score =
Rating:

Name: Date:
Choose

1

2
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Operation sheet-1

Accessing &Locating Records

OPERATIONTITLE:Accessing &Locating Records

PURPOSE: To Access &Locate Records

EQUIPMENT TOOLS AND MATERIALS:-Desk top Computer, monitor, keyboard, mouse,
hard disk, printer, cable, HDMI cable, CPU...

PROCEDURES:-

You can browse through records by using the TAB key when you want to move through one

record at a time, in order, to locate a specific record. You can also browse through records in a

table in Datasheet view using the record navigation buttons. The record navigation buttons are

available at the bottom of the table or form.

1 3
| |
Record: M 4 20 of 29
1
2

Fa

Kok { Search

Step 1.Go to the first record

Step 2. Go to the previous record

Step 3. Current Record box

Step 4. Go to the next record

Step 5. Go to the last record

Step 6. Open a new (blank) record

Step 7. Filter indicator

Step 8. Search box

PRECAUTION: use computer safety as required.
QUALITY CRITERIA:Accessing &Locating Recordsproperly.

Page 205 of 226

Federal TVET Agency
Author/Copyright

Irrigation and drainage construction
Level -11

Version -2

September 2019




" e
& %

i S—

Operation sheet-2 Creating Simple Query to Retrieve Information

OPERATIONTITLE:Creating Simple Query to Retrieve Information

PURPOSE:To Create Simple Query & Retrieve Information

EQUIPMENT TOOLS AND MATERIALS:-Desk top Computer, monitor, keyboard, mouse,
hard disk, printer, cable, HDMI cable, CPU...

PROCEDURES:-

Stepl1.0n the Ribbon, you can click the Create tab and, in the Other section, click Query
Wizard. This would display the New Query dialog box:

Step 2.0n the New Query dialog box, you can click Simple Query Wizard and click OK. The
first page of the Simple Query Wizard expects you to choose the origin of the query as a table
or an already created query. After selecting the table or query, the second page of the wizard
would present the fields of that list and you can select those you want:

The next page of the wizard allows you to specify the name of the query:

r . |
Aizard

What tile do you want for your query?

|AssetsInventrory

That's all the information the wizard needs to create your
query,

Do you want to open the query or modify the query's design?

& open the query to view information.
" Modify the query design.

Cancel I < Back 2 Einish

PRECAUTION: use computer safety as required.
QUALITY CRITERIA:Creating Simple Query to Retrieve Information properly.
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Operation sheet-3

Creating Query in Design view

OPERATIONTITLE:Creating Query in Design view
PURPOSE:To Create Query in Design view

EQUIPMENT TOOLS AND MATERIALS:-Desk top Computer, monitor, keyboard, mouse,
hard disk, printer, cable, HDMI cable, CPU...

PROCEDURES:-

Step 1.To display a query in Design View, from the Navigation Pane, you can right-click a

query and click Design View

Step 2.To start designing a new query, in the other section of the Create tab of the Ribbon,

click Query Design This would display the Show Table dialog box that allows you to specify the

table or query that holds the fields you want to use in the intended query.

-

Field:
Table:
Sort:
Showr:
Criteria:
or:

A

Step 3.If the Show Tables dialog box is closed or for any reason you want to display it: [J In the

Query Setup section of the Design tab of the Ribbon, you can click the Show Table.

=
Show

button | Table

Step 4.You can right-click anywhere on the query window and click Show Table...
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Select | Make Append Update Crosstab Delete
Table

a7, Data Definition
Query Type

Step 5.When a query is displaying in Design View, the Design tab of the Ribbon displays the

buttons used for a query:

i
uj @ Insert Rows | Insert
=~ Delete Rows W Delete Colu

Show

Table o= Builder -*-_3,-11 Return: All v
Query Setup
Z _’j‘ Property Sheet
I" Table Names
Totals

p| Parameters
Show/Hide

Step 6.The Query window allows you to design and manage various aspects of a query. You

can right-click the title bar of the Query window to access a menu:

Q 1 - b X
3 Queny [M Save
-
=2 | Close =
L Close Al
M Design View
BQL | 501 View -
) >
Field: | =
Table: =
Sort:
Showe: | ]
Criteria:
or -
A [ulil b

Step 7.0ne of the operations you can perform on the Query window consists of resizing its top

and bottom sections by dragging the splitter bar up or down:
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Field: R ;
Table: =l
Sort:
Show: O O
Criteria:
ar < R
PRECAUTION: use computer safety as required.
QUALITY CRITERIA:Creating Query in Design view properly.
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LAP-Test Practical Demonstration
Project Title: Retrieving information
Name: Date:
Timestarted: Timefinished:
Instructions: Perform the following task in 2 hour recommended time.
Task 1: Access &LocateRecords
Task 2: Create Simple Query & Retrieve Information
Task 3.Create Query in Design view
Version -2
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Instruction sheet Learning guide 46:Printing documents

This learning guide is developed to provide you the necessary information regarding the following

content coverage and topics —

Previewing document/ spreadsheet in print preview
Selecting basic print settings/ options
Printing word and spreadsheet documents

Submitting the spreadsheet to appropriate person

This guide will also assist you to attain the learning outcome stated in the cover page. Specifically,

upon completion of this Learning Guide, you will be able to —

Preview document/ spreadsheet in print preview mode
Select basic print settings/ options
Print word and spreadsheet documents

Submit the spreadsheet to appropriate person for approval or feedback

Learning Instructions:

1. Read the specific objectives of this Learning Guide.

2. Follow the instructions described below

3. Read the information written in the “Information Sheets 1- 6”. Try to understand what are
being discussed.

4. Accomplish the “Self-checks1, 2, 3, 4, 5 and 6” in each information sheets on pages 4,
11,14,19,23 and 26.

5. Ask from your teacher the key to correction (key answers) or you can request your teacher
to correct your work. (You are to get the key answer only after you finished answering the
Self-checks).

6.1f you earned a satisfactory evaluation proceed to “Operation sheets 1, 2 and 3 on pages
28,29 and 30.and do the LAP Test on page 31”. However, if your rating is unsatisfactory, see
your teacher for further instructions or go back to Learning Activity.

7. After you accomplish Operation sheets and LAP Tests, ensure you have a formative

assessment and get a satisfactory result; then proceed to the next LG.
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Information Sheet 1

Previewing document/ spreadsheet in print preview

1.1. Print a document or file

The quickest way to print a document or file is to print using Windows. You don't have to open

any programs or change any settings. Right-click the file you want to print, and then click Print.

Windows will launch the program that created the file and send it to your default printer.

Once your document or photo has started to print, you can pause or cancel it via the print

queue.The print queue shows you what's printing or waiting to print. It also displays handy

information such as job status, who's printing what, and how many unprinted pages remain.

) Print
ﬁ Copies: 1 =
P'rint
Printer

} HP Color Laserlet CPA005 PCLE
ﬁ R chy
Pririter Propertie
Settings

A4 Prnt &l Pages
Print the entire docurment

Page::

= ] Prink One Sided
Oinby print on one side of the page

=i, Callsted
= P

Postrait Origntation -
J Ak
2lemix 28.T cm

Hormal Margins

) Left: 254 e Right 2.54cm

1 Page Per Sheet -

Print

‘g Copies: 1 -

Print

Printer
,~j HP Color Laserdet CP&005 PCLG
Ready
Printer Propertics
Settings

4 Print &1l Pages
Print the entire document

D Lamme ik

s Print AN Pages
j PFrint the entire document

Print Seleckion

T Frint Cument Page
1 Cinky prink the current page

Print Custom Range

D nt Propeaties
Dacument Proqeilies
Table of properties and values
Liist of haiop
List of markup onk
Hyles
Lizt of shyles used in document
AutoText Entries
List of AutoTedt avallakble

Eey Assignments
Lizt of customized shortoul keys

o | Prnt Maskup
Oy Prink Oddd Pages

Crnily Print Even Fages

—

Table 9.1.print file

_"|-|'ﬂ Erter specific pages or sections to print
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Self-Check -1 True/False

Direction I:True/False
Instruction:Say True for correct statement and False for wrong statement. (2 points
each). (2 points each).

1. The quickest way to print a document or file is to print using Windows.

2. The print queue shows you what's printing or waiting to print.

Note: Satisfactory rating — 2 and above points Unsatisfactory - below 2 points
Answer Sheet Score =
Rating:

Name: Date:
True/False

1

2__
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Information Sheet 2

Selecting basic print settings/ options

2.1. Change your default printer

If you regularly use multiple printers, you can pick one as your default printer. Windows and

other programs then automatically use that device whenever you print.

A default printer doesn't have to be an actual physical device. Depending on your computer,

you might have the option to send documents as faxes, or to save them as PDF or XPS files

when you print. You can change your default printer setting at any time.

It is likely that there are several printers that you have access to, especially in a work

environment. You may want to select a printer other than the default printer because it provides

different functionality —.g. borderless, color laser, because it has different stock loaded (paper,

envelopes, labels), or simply because your default printer is currently out of action.

Print Print

g- Copigs: |1 = H Copies: 1 -
Print Print
Printer ! Printer

HP Color Laserlet CR4DUS PCLG |

-

J HP Color Laserlet CP4D05 PCLG

Aeady - Readhy
Printer Properties ] Adobe POF
_ﬁ. Feady
Settings
3 Fax
o "
& Pririt Al Pages - {iﬁ( Ready
| Prantthe ertire document
. HP Color Lazerlet CPA00S PCLE
Pages f ﬁ Ready
| Print One Sided Microsofl XPS Docwment Wriler
-
Y Oy print on one side of the page ﬁ Ready
|J-,J Callated - ] Send To Cosehole 2000
121 121 127 g FReady
Partrat Onentation - Add Prinker...
Frint to File
= L
— Ilemx 20T em 2lemx 0.1 em
Mormal Margina - Marmal Margin: -
Left: 2,54 om  Right 154 cm — Left: 2,54 cm Right: 2.54 om
1 Page Per Sheet - | 1 Page Per Shest -
]

Figure 2.1.printer options
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Self-Check -2 True/False

Direction I:True/False
Instruction:Say True for correct statement and False for wrong statement. (2 points
each). (2 points each).

1. If you regularly use multiple printers, you can pick one as your default printer.

2. A default printer doesn't have to be an actual physical device.

Note: Satisfactory rating — 2 and above points Unsatisfactory - below 2 points
Answer Sheet Score =
Rating:

Name: Date:
True/False

1_

2—
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Information Sheet 3 Printing word and spreadsheet documents

3.1. Printing from Word

There is a preview of the current page shown on the right. The ‘copies' box allows you to

specify the number of copies. The printer allows you to change the printer as a business may

have different printers for different situations.

n o me Irsern Page Layout Peferences a2 dlln ge Revie
»

Print

Copies: 1

2 lowve
- Printer
HP Lasetlet B150 Senes PCL E
Recemt -5
New
Settings

Portrait Orientation

Normal Margan

Table 3.1.printing from a word.

Settings allow you to print all pages, the current page as shown on the right, or a custom range

of pages, or the document properties. By clicking on the arrows on the lower right side the

current page can be changed for the “Print current page” option. If the selected printer has the

capabilities, there will be an option to allow double-sided or duplex printing.

‘Collated’ applies when there is more than one copy to print and the copy has more than one

page. Assume that four copies of a document that has 3 pages and double-sided printing has

been selected, which means there will be two pieces of paper with printing on three sides.
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Collated will print the entire document four times. Uncollected will print four copies of the first
page and second page on one piece of paper and then four copies of the last page.
‘Orientation’ (Portrait or Landscape) determines how the page will be laid out.

Portrait has the long edge on the vertical, much like a portrait painting, or this page on the
computer screen. Landscape will have the short edge on the vertical and the long edge across,
much like a landscape painting. Margins provide the opportunity to set the beginning and
ending position of text on the page from the edge of the paper.

3.2. Printing excel

Excel does not paginate a document as Word does until printing. It is therefore important to
check the page breaks before sending a document to the printer. To determine the page breaks
simply open the print options and then click 'Home' and Excel will show where the page breaks
will occur. The print preview in the Print Options will allow you to check that the page breaks
are appropriate.

3.3. Printing from Access

Printing from Access has many of the same approaches as the other two Microsoft Products.
Open the Customer's database.

'‘Margins' will allow you to set the page margins. 'Size' will allow you to pick different size paper,
and this will change the amount of data that can be printed on the page. Page Setup will allow
you to select the printer and the margins. The print button will send the document to the
currently selected printer. This will export the table into an Excel format file that can be read
and edited within Excel.
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Self-Check -3 True/False

Direction I:True/False
Instruction:Say True for correct statement and False for wrong statement. (2 points
each). (2 points each).

1. There is a preview of the current page shown on the right.

2. Printing from Access has many of the same approaches as the other two Microsoft

Products.
Note: Satisfactory rating — 2 and above points Unsatisfactory - below 2 points
Answer Sheet Score =

Rating:

Name: Date:
True/False

1_

2—
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Information Sheet 4

Submit the spreadsheet to appropriate person

4.1. Introduction to spread sheet

This is the ability to use a software application designed to record data in rows and columns,

perform calculations with numerical data and present information using charts and graphs.

This unit is about the skills and knowledge required by an IT user to select and use a wide

range of advanced spreadsheet software tools and techniques to produce, present and check

complex and non-routine spreadsheets. Spreadsheet software tools and techniques will be

described as advanced because:

* The range of data entry, manipulation and outputting techniques will be complex and non-

routine

* The tools, formulas and functions needed to analyses and interpret the required information

require complex and non-routine knowledge and understanding (for example, data restrictions,

data validation using formula, pivot tables, data maps); and

» The user will take full responsibility for setting up and developing the functionality of the

spreadsheet.

4.2.Appropriate person participated in submission

e Authorized business representative

e client

e Supervisor.
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Self-Check -4

True/False

Direction I:True/False

Instruction:Say True for correct statement and False for wrong statement. (2 points

each). (2 points each).

1. The range of data entry, manipulation and outputting techniques will be complex and non-

routine.

2. The user will take full responsibility for setting up and developing the functionality of the

spreadsheet.

3.The ability to use a software application designed to record data in rows and columns.

Note: Satisfactory rating — 2 and above points

Answer Sheet

Name:

True/False

Unsatisfactory - below 2 points

Score =

Rating:

Date:
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Operation sheet-1 Printing document

OPERATIONTITLE:Printing document

PURPOSE: To Print document

EQUIPMENT TOOLS AND MATERIALS:-Desk top Computer, monitor, keyboard, mouse,
hard disk, printer, cable, HDMI cable, CPU...

PROCEDURES:-

Step 1.Click file

Step 2.Click to open Devices and Printers.

Step 3.Select your printer's icon and then click see what's printing on the command bar.

T~ | — —— A -
W - WET Parsing docs = Meroash Ward e
- Hore roert Page Lot Peferarce: Mud=g! Revew View e
i s
A Print -
u Tev A 3
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& Oen
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| = R
o Chae |
| w0 Printer :
| |
i
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Aecent q;-m, =
Nw
Settings
b_ Priet All Pages
- -
.] Priet the artaes dacarmem " . -
Syer & Send
Page:
e 3 Prast Ore Sced
-
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Bbl’ bt B2 BB & L) B Y i A A S S ——

e e o ey ¢ S——— P e o4
e — e . P b by B e e o v ——

] Pomawt OWentatsne - T YT

a4 . e i ot it o2 el

e - STSSSITSITIIIIEEIRS

Lot 258 om  Maght: 2.54 N |

J 1Page Per Shent v
DOLEBR o (T lefd » s = > |
PRECAUTION: use computer safety as required.
QUALITY CRITERIA:Print a document properly.
Version -2
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Operation sheet-2 Cancelling print document

OPERATIONTITLE:Cancelling print document

PURPOSE: To Cancel print document

EQUIPMENT TOOLS AND MATERIALS:-Desk top Computer, monitor, keyboard, mouse, hard

disk, printer, cable, HDMI cable, CPU...

PROCEDURES:-

To cancel all print jobs for a printer, you must have permission to manage documents on the

printer.

Step 1.Click to open Devices and Printers.

Step 2.0pen the print queue by selecting your printer's icon and then clicking See what's
printing on the command bar.

Step3.Click the Printer menu, click Cancel All Documents, and then click yes to confirm.

PRECAUTION: use computer safety as required.
QUALITY CRITERIA:Cancel print document properly.
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LAP-Test Practical Demonstration

Project Title: Printing documents
Name: Date:
Time started: Time finished:
Instructions: Perform the following task in 2 hour recommended time.

Task 1: Print a document

Task 2:Cancel print document

Version -2
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Name =ducational HEVE Region College Email Fhone
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Bahirdar Muhabie2004

Muhabe polytechnic @ 09180830

Gest Water engineering A Amhara | college gmail.com 87
Water resource& Woliso Mesayh20@

irrigation polytechnic gmail. 09119233

MesayAKklilu | Engineering B Oromia | college com 94
Water resource& Woliso Getachewleq
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construction polytechnic dinkuwater@ | 09171149
Dinku Baca | technology B Oromia | college gmail.com 53

Page 225 of 226

Federal TVET Agency
Author/Copyright

Irrigation and drainage construction
Level -11

Version -2

September 2019




TTLM technical quality evaluation and editing and finalizing has done by FTA experts

No | Name Level | Region | College Email Mobile
1 | Mesay Aklilu B Oromia | Woliso PTC Mesayh20@gmail.com | 0911923394
2 Kefalew Desalw | B Amhar | BehirDar PTC
3 | Merawi Tekle
4 | Muluken Melse

FTA

August 8 2020

Page 226 of 226 Federal TVET Agency Irrigation and drainage construction Version -2
Author/Copyright Level -lI September 2019




