icrosoft Office
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Introducing Office

= An office suite is:

An interconnected bundle of programs that share resources with each
other

Designed to help workers accomplish tasks they perform in an office

= Three versions of Microsoft Office:
Standard
Includes Word, Excel, PowerPoint, and Outlook
Professional
Includes Standard version, Access, and FrontPage
Developer
Includes Professional version and Visual Basic
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The Shared Office Interface and
Tool

» Userinterface —The method W|t'IS1 which users interact with
the computer system

= Office suites share a common user interface
Elements of the user interface:
Title bar
Menu bar
Toolbars
Status bar
Task pane
Other shared resources:
Office Clipboard
Clip Organizer
Smart tags
Templates
Wizards
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Title Bar

e
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Status Bar

To display this task pane again, click
Office Clipboard on the Edit menu or
press Ctrl+C twice,

Options ¥

Page 1 Sec 1
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Menu Bar

i@ Office Clipboard...
[ Paste Chrl+Yy

Paste Special...

Clear

Select all Chrl+A
Find... Ctrl+F
Replace... Ctrl+H
Go To... Ctrl+G
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Menu Bar

= Standard Menu Names:
File
Edit
View

Format
Tools
Help
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| Toolbars

. @l Document1 - Microsoft Word

File Edit View Insert Format Tools Table Window Help

Standard toolbar Formatting toolbar

Drawing

Draw~ [}

AutoShapes »
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Clip Organizer

4 9 Insert Clip Art
Results:

<

Modify
See also
| Clip Organizer...

Clips Online

[Z) Tips for Finding Clips
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Office Clipboard

100% - [2)

=/ -

D'd"‘&‘

-

@ 2 of 24 - Clipboard
@Paste all F}? Clear all

Click an item to paste:

@7 shared Office Tools

To display this task pane again, click
Office Clipboard on the Edit menu or
press Ctrl+C twice.

Options ¥
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&l Documentl - Microsoft Word

File

Task Pane

Edit View Insert Format Tools Table Window Help

ﬁfv" [E <t

- 12 BII_I =
=

The task pane contains

options for opening
creating, and
formatting documents
as well as other tasks

Basic Search
Search for:
Search text:
wedding

|__?J Search Tips...
Other Search Options:
Search in:
Everywhere
Results should be:
Selected file types -

Fast searching is currently disabled
Search options...

See also
Bj Advanced Search
@& Find in this document...
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Word 2007

Home Page Layout References Mailings Review View

Cambria (Heading) ~ 16 Z A=k = ’}l (|9 |

B 7 U ~abe x, x* ffa~|3 ~

Font Paragraph

Slid

12




What's on the Ribbon

1- Tabs.
2-Groups

P =
' Home Insert Page Layout References Mailings
3-Commands = —
Calibri (Body) g 5 E IR I R LN (N = Sor||EE =2 ] T

B 7 U ~abe x, X* lfa~|® - A ~ 13=-|| &y ~|[ 5 ~

Font P Paragraph

P

2,
p
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Dilog box launchers in groups

-

Home Insert Page Layout References Mailings

& Calibri (Body) 111 A AT (4

Paste 7 B 7 U ~abe x, x* fpa~|3¥ - A ~

Clipboard

Font Character Spacing

[~
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Smart Tags

.
&l Document? - Microsoft Word

File Edit VYiew Insert Format Tools Table ‘Window Help
DEEHaSE SRY 2R ©- =ijem
Times Mew Roman ~ 12 « I U

L 1!5 TS SRR RCRCRE SRR B

i

Conputers Are Your Fulure
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Templates

ey g - o

Templates @

Publications | Reports | Web Pages
General ] Legal Pleadings Letters & Faxes | Mail Merge | Memos |  Other Documents |

@ % u 9

Preview
W= el e® Contemporary  Elegant Fax  Elegant Letter
Fax Letter

Envelope
Wizard

document frameworks o
B that are created once
and used many times
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Wizards

rLetter Wizard - Step 1 of 4 @

Letter Format ‘ Recipient Info | Other Elements ‘ Sender Info |

July 2, 2003 |

WI Za rd S p rovi d Choose a gage design: Choose a letter style
step by step 4 ey ] Fabox =]

process for solving
problems

[ Pre-printed letterhead
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Microsoft Word

= Features include:
"I Word processing with the power of desktop publishing

"I The ability to embed charts, graphics, tables, pictures,
and other objects

| Paragraph and text formatting
"I The potential to use and create custom templates

1 The means to link and embed documents with other
Office programs

"I The capability to save files as documents, plain text,
templates, or Web pages



Microsoft Word Features

&l Document4 - Microsoft Word

Click to
view
Word
features

0~ o)M= W=

i « » ni\Sheet1 /

Insert Excel
Spreadsheets




Microsoft Excel

Excel is the most popular spreadsheet program

Spreadsheets are designed to store and
manipulate numbers

Each Excel file is called a workbook

The user interface is similar to that of Microsoft
Word
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The Excel Worksheet Components

= The worksheet is composed of columns and
rows

» The intersection of a row and column is called a
cell

= Two or more cells selected at the same time is
called a range of cells

= Text, numbers, formulas, and functions can be
entered into cells

= Charts can also be created in a worksheet
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Excel Worksheet

E3 Microsoft Excel - Book1
@;] File Edit Yiew Insert Format ools Yalidation... Data window Help

Arial

Worksheet tabs

£ Sh

A
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Columns

E_Microsoft Excel - Book1
@;1 File Edit Yiew Insert Format Tools Yalidation... Data window
Arial B =

2
3
4
5
=]
7
=]
9
10
11
12
13
14
15
16
17
18
19
20
21
22
23
24
25
26
27

» » ]\ Sheetl { Sheet2 f Sheet3 /
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E3 Microsoft Excel - Book1 E]

@_1 File Edit View Insert Format Tools Validation... Data Window Help

=2 i Al 3 ®-< @ = -2l % kP A= Prompt _
B I U BH $ % ,

¢ 1 of 24 - Clipboard ¥ X

@F‘aste all & Clear all

Click an item to paste:

Ch10to
the final folder.

32

3 = [

4 « » w)\Sheetl { Sheet2 { Sheet3 / [ ik

Yistat € B G L N (z{};'u,'%ﬁ 9:30 PM Slid
©
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E3 Microsoft Excel - Book1 E]

@_1 File Edit View Insert Format Tools Validation... Data Window Help

=2 i Al 3 ®-< @ = -2l %l il 00% A= Prompt _
B I U BH $ % ,

¢ 1 of 24 - Clipboard ¥ X

@F‘aste all & Clear all

Click an item to paste:

d
Ch10to
the final folder.

32

3 = [

4 « » w)\Sheetl { Sheet2 { Sheet3 / [ ik

Yistat € B G L N (z{};'u,'%ﬁ 9:30 PM Slid
©
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Range of Cells

E3 Microsoft Excel - Book1 E]

@_1 File Edit View Insert Format Tools Validation... Data Window Help

=2 i Al 3 ®-< @ = -2l % kP A= Prompt _
B I U BH $ % ,

¢ 1 of 24 - Clipboard ¥ X
@F‘aste all & Clear all

Click an item to paste:

d
Ch10to
the final folder.

29

JL

3 = [

4 « » w)\Sheetl { Sheet2 { Sheet3 / [ ik

Yistat € B G L N (z{};'u,'%ﬁ 9:30 PM Slid
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Charts

E3 Microsoft Excel - Book1 B
Format Tools  Validation... Data Window Help
YaPE:T - @ =8 B - e prompt
B s %,

¢ 1 of 24 - Clipboard ¥ X

@F‘aste all & Clear all
Click an item to paste:
SALES JAN-MAY 1999-2001 - a1
SALES JAN-MAY 1999-2001 chioto

$25,000.00
$20,000.00
$15,000.00
$10,000.00
$5,000.00
$0.00

@ January
@ February
O March
aApri

B May

. Chart Area
January  February  March April

Options v

33 e
W 4 » v\ Sheetl /Sheet2 / Sheet3 / i
Ready

G, M 9:s0pm Slid
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Text and Numbers

E3 Microsoft Excel - APRIL WEEKLY 2002.xls

Insert Format Tools  Validation... Data ‘Window Help

SRY s 2R @ = -4z e -0,

» Prompt _
i =

+10 v B I

4« » m[\ WEEKLY SALES CHART % APRIL WEEKLY /
Draw~ [y Autoshapes~ . w [ O 4 <

Ready
Mistan €@

wosoftE... “2):* L2:51PM Sl |d
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&

Insert Format Tools Data Window Help
&b
AVERAGE

=AVERAGE(B5:ES)

VWEEK 1

Weekly Sales Report
WEEK 2

WEEK 4
1383.19

Function Arguments

AVERAGE

a:

Number1 |33
Number2 %

Sk = {2259.59,2640.5,13
=] =

= 1897.82

Returns the average {arithmetic mean) of its arguments, which can be numbers or names,
arrays, or references that contain numbers.

Number1: numberl,number2, ... are 1 to 30 numeric arguments For which you want

the average.
Formula result =
27
28

M 4>

41,898

Draw ~

» [\ WEEKLY SALES CHART } APRIL WEEKLY /
AutoShapes ~
=

Formulas and Functions

SEIES

-7 X
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Microsoft Access

= Access is a database management system
(DBMS)

= Databases manage data by enabling the user to
organize the data in a way that it becomes
useful and meaningful

= Two types of databases exist:
Flat file database
Relational database

= The user interface is similar to that of Word and
Excel
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Access Components

Objects — Used to manage and present data
Table — Stores data

Form — Collects data

Query — Questions of the database

Report — Presents data

Data Access Page — Post data to the Web
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Access Interface

Microsoft Access - [Mailing List] Click t o
File Edit View Insert Format Records Tools ‘Window Help Vi ew
MS Sans Serif 8 _ o 0 bj ect
¥ I s | S HEC o (2] r
e ~ ®H &RV 7 v U Table
14
Mailing List 1D F orm ,
First Name Q ue ry
14
Last Name an d
Address
Report

City

State
Postal Code
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Microsoft PowerPoint

= PowerPoint is used to create and deliver
presentations

= Text and graphics are entered onto a slide

= Slide shows can be viewed using a monitor or
video projector
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PowerPoint Interface

[€] Microsoft PowerPoint - [Microsoft Office.ppt]
File Edit Yew Insert Format Tools Slide Show Window Help
DEEHRE SRY B o
QT

5 S v
. X

Yerdana +32 + B I U

L |?e|1

lide Layo
Apply slide layout:

Text Layouts

icrosoft PowerPoint

and

Content Layouts

Outline
Thumbnail
view

Y |Click to add notes [V show when inserting new slides
kRN

Draw ¥ Autoshapes > . N [ O 4|

Slide 24 of 25
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Microsoft Outlook

= Outlook is an e-mail and organizational
communications tool that can be used to:
Send and receive e-mail
Maintain a calendar
Schedule meetings
Store contact information
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Microsoft Outlook Components

& Calendar - Microsoft Outlook @-@

Edit

File View Favorites Tools Actions Help -

Tolnew ~ & % Today Wor;kWeek [7]week [31]Month .f;?-ichedules... =oFind % A - @,
<7 Back T C I iC k to
Qutlook Shortcuts Thursday, February 27 A4 February 2003 March 2003 » -
SMTWTFS SM TW TF 5 view
ey 1 1
@ am 23 4 56 7 8 23 456 7 8 I d
Outlook Today 2 910 11 12 13 14 15 910 11 12 13 14 15 Ca en arl
16 17 18 19 20 21 22 16 17 15 19 20 21 22 k
00
9 23 24 25 ZGDZS 23 24 25 26 27 28 29 Tas S’
30 31 E -
00 - I
Calendar 10 0 TaskPad _I mal ’

B 1 L] - IELL
There are no items to show in this view.
120m Contacts

@ 0o
> = Calendar
Q 2

Notes 3 a0

4 uln]
Deleted Items 5 o0
6 oo
7 0o
8 00
9 0o

Other Shortcuts | 4 ) 00 v _|

Contacts

My Shortcuts

o T m



