AS P D
REVIS™™ -

AND
DIVERSIFIED
SYLLABUS

(MS Word + Excel)

3 /
Er. V. K. JAIN

B.E., M.TECH, FIE, FIETE

BPB PUBLICATIONS ' CHARTERED ENGINEER

Scanned by TapScanner



i MSWORD:BASICS

w y J - 2
Sew - i e h R
= By o ) Il |' | s
. r ¥ /1 i - (e
s L T o e = i oy a , e, g . i Lid
5 e, . oy =
. P — - - . -
" - = — — e = =
] ik 5 : ) & .
& w N
=
i A . - i
: ]

- "'_I

:
; = Ty, &

”‘l'l ~Introduction to Word Prcicfés'g'ihg; - oy < OF T i, SRR
12  PurposesofWordProcessing . & _— ———————
1.3 The Most Famous Word-processor : Microsoft Word (MS WORD)
1.4 Window Based Word-processors . respiy el LS INSIISES -
1.5  Features of Word-Processing el s oelbelag | RS :
1.5.1  The Basic Functions of Word Processing System i =
1.6 Advantage of Word Processing. R T AUn. deoilik
1.7 File and Document ied ol S
1.8 Starting MS WORD 2000 and Creating Documents
1.9 Working on a Documents r nd] tnsarny -
1.9.1  Types of Word documents
1.10 Document S

1.10.1 Create a new blank document
1.10.2 Entering Text
1.10.2 Correcting Text
1.11  Saving a Document
1.11.1 Save a new, Unnamed Document
1.11.2 Saving Your Docurent :Options
1.11.3 Save a File Using a New Name ‘
1.11.4 Save a File for Use with another word processing program
1.12  Working with Document Windows '
1.12.1 Closing the Document
1.12.2 Quitting Word
1.13 How to Use the Help Command
1.14 Searching the Help Topics

OPENING DOUCUMENTS AND MOVING AROUND
2.1 What's on the Word 2000 Screen?
2.2 Open an Existing Document and moving arou nc!
2.3 Import a File Created by Another Word Processing Program
2.4 Insert an Existing File into the body of the current document

2.5 Moving Around

MANIPULATING WINDOWS
3.1 Anatomy of a Window
3.2 The WINDOWS Environment
3.3 Manipulating windows in Windows

3.4 Closing a Program Window
3.5 Closing Window with the Control Menu

1

Scanned by TapScanner



oving a Window . :
g? lhlﬂsing ?he Control Menu’s Move Option
38 SizingaWindow "
39 Sizing a Window lpcrerqenta y
3.10  Working with Multiple qudows
311 Determining the Act:;ve'\f\ggiow
' Active Win

. gj’:.’e.?mgstel::cﬁng the Active Window with Your Keyboard
3.13 Sizing and Moving Windows
3.14  Splitting a Window
PRINTING DOCUMENT
4.1  Printing Documents
4.2  Setting Up for Printing

4.2.1 Selecting a Printer .
43  Ways to Print a Document to Fit on Different Paper Sizes
44  When you would want to create a printer file. __

44.1 Fonts in Printed Documents

4.4.2 Using a printer file to print a document at a higher resolution
45  Preview a document before printing
46 Inserting Page Breaks : Manual and Automatic Page Breaks
4.7  Previewing a Document

4.7.1  Previewing a Document

4.7.2  Printing a Document
SELECTING TEXT
5.1  Selecting Text
5.2  Selecting some text with the keyboard:

9.2.1  Turning on Extend-Selection mode
9.3  Select text and graphics by using the mouse

USINGTHE INTERFACE

Word's Interface
8.1.1  Layout Views
812 Whatare Menus and Toolbars?

6.1

6.2
6.3
6.4

6.5

Understanding Toolbars
The Standard Toolbar
The Formatting Toolbar

OtherToolbars

6.5.1
6.5.2
6.5.3

6.5.4
6.5.5
6.5.6
6.5.7
6.5.8
6.5.9

-—-—'—'—__—__—_

AutoText Toolbar

Clipboard Toolbar

Control Toolbox

Database Toolbar

Drawing Toolbar

Forms Toolbar

Frames Toolbar

e

Picture Toolbar

e —
¥ R

Reviewing Toolbar

6.5.10 Tables and Borders Toolbar \
I \

Scanned by TapScanner




6.6
6.7

6.8

6.9

6.10

6.11

6.12

6.5.11 Visual Basic Toolbar 54
6.5.12 Web Toolbar 54
6.5.13 Web Tool Toolbar 54
6.5.14 Word Art Toolbar 54
Formatting 54
Character Formatting 55
6.7.1  Type Face (Fonts) 55
6.7.2  Change the Font of Text or Numbers 95
6.7.3  Point Size 55
6.7.4  Change the Size of Text or Numbers 56
6.7.5  Add a Basic Underline o
6.7.6 Add a Decorative Underline 97
6.7.7  Apply Bold Formatting to Text or Numbers 57
6.7.8  Apply italic Formatting to Text or Numbers 58
6.7.9  Apply embossed, engraved, outlined, or shadow formatting 58
6.7.10 Apply strikethrough formatting to text or numbers 58
6.7.11 Change the color of text and numbers 58
6.7.12 Vary the case of text o8
Paragraph Formatting 58
6.8.1 Paragraph Mark 59
6.8.2  Positioning Paragraphs on the Page 59
6.8.3 Tabs 60
6.8.4 Special Formatting (Hanging & First Line) 61
6.8.5 Creating Sections 61
6.8.6  Formatting Sections 61
6.8.7 What are Page Margins?

6.8.8 Ways to set Page Margins

6.8.9 Change the Page Margins

6.8.10 Rulers : Horizontal Ruler

6.8.11 Vertical Ruler

6.8.12 Section Break

6.8.13 Mirror Margins

6.8.14 Gutter Margin

6.8.15 Justily

Positioning Text within a Paragraph
Create a First-line Indent

6.9.1
6.9.2
6.9.3

6.10.1

6.11.1

6.2
6.12.2
6.12.3
6.12.4

Tab Stop

Vertical Alignment
Change the vertical alignment of text

6.10.2 Changing the Vertical Space between Lines or Paragraphs
Line Spacing
About Line Spacing
Controlling Paragraph Breaks
Keep Lines Together
Keep Paragraphs Together
Widow and Orphan
Control Widow and Orphan Lines

Examples of Paragraph Indentation

|

2222223299233 RRR23B2BR

[

Scanned by TapScanner




[ l'i1“1r| I‘F,FIK:I
. 1Oy { 'E']FE];”-:}IA\}@
- :!',.;:_-’i:.j'_'l_:f e ;Hlﬁﬂ i‘ﬁ'-’

ommands f_:mu yjlllpses

nd paragraphs

- L""' n
L f"'

| = r‘ II:."J_}. _II'::' ) _.r.'_

Pt - —
-
I-El -cl-'l- W
” e
1

,LL'!-hI. |
=1 1
e -

f }r" Zu

e

-

— =

M|
s - -

i

0D

-
Y
s
i

Scanned by TapScanner



8
o

10.

11.

=

'.. {"t _Ee..-'* |

84  The Edit > Replace Menu
8.5  Find specific formatting o1
8.6  Replace specific formatting =S
8.7  Find and remove text or character formatting -
8.8 Find and replace paragraph marks, page breaks, and other items 92" g
PROOFING DOCUMENT WITH SPELL CHECK AND GRAMMARCHECK __ 94
9.1 Working with Tools s : e e Y
9.2 Spell Check 94
9.2.1  Checking Single Words and Parts of Document __ 474
9.3 Using Grammar Check - 97
9.4 Thesaurus 99
9.41  Usingthe Thesaurus L
9.5  Display readability statistics s
9.6  Countwords and lines in a document 100
AUTOMATIC FEATURES INWORD 2000 TEXT EDITING 102
10.1  Automatic Features in WORD 2000 for Text Editing\ 102
10.2  AutoCorrect : Automatically Correct Text _ 102
10.3  Create an AutoCorrect entry to store and automatically insert text and
graphics 103
10.4 Change the contents of an AutoCorrect entry 104
10.5 About AutoComplete changes Word makes 104
10.6  AutoText ’ 105
10.6.1 Create an AutoText Entry to Store and Reuse Text and Graphics ____ 105
10.6.2 Insert an AutoText entry 105
10.7 Symbols and Speacial Characters 106
10.7.1 Insert a symbol 106
10.7.2 Insert a special character 107
DOCUMENT ENHANCEMENT 110
11.1  Page Borders 110
11.2  Text Borders and Shading 111
11.3 Table Borders and Shading 113
11.4  Graphics Borders and Fills 113
11.5 Bordering Only Part of a Paragraph 114
11.6  Shading a Paragraph 114
11.7 Headers and Footers 115
11.7.1 Why use Headers and Footers? s
11.7.2 - Can | create headers and footers for my Web pages? G Iy [
11.8 Create a header or footer
11.9 Delete a Header or Footer
11.10 Controlling Types of Header and Footers
11.11 Footnote and Endnote "
11.12 Working with Columns -
11.13 Headers and Footers in multi-section documents.
11.14 Headers and Footers in multi-section documents
11.15 Horizontal Ruler
11.16 Create Columns _ »

Scanned by TapSc

Py
[
] 8
i i

anner



ent
11.17 Ways to lay out textin a newsletter-style docum

11.18 Change the Page Margins _

11.19 Overview of Hyphenation _

11.19.1 Whyuse Hyphenation? 3

11.19.2 Hyphenating Text

11.19.3 Hyphenate Text Automatically

ly _ i
11.19.4 Hyphenate text mante ¥ fter you Finish Editing

11.19.5 Postponing Hyphenation until a
ELOPS

12. MAIL MERGE DOCUMENTS, LABELS AND ENV

12.1  What is Mail Merge?

12.4.1 Mail Merge Documents

122  Main/Master Document

12.3 Creating a Data Source

12.3.1 Organizing an Existing Data Source

12.3.2 Deciding when to use a Separate Header Source

12.3.3 Rules for Using a Header Source

124 Create Form Letters

125 Create mailing labels by merging an address list

126 Create envelopes by merging an address ligt
197  Use a Microsoft Access Database as a Mail-merge Data Source

12.8 Changing the characteristics of a label

12.9 Format Merged Data

12.10 Test Printing the Labels

12.11 OtherTypes of Labels

12.12 Printing Envelopes

12.12.1 Creating an Envelopes
12.12.2 Selecting Envelope

13. USING WIZARDS AND TEMPLATES

13.1  Using Word’s Wizards

13.2 Create a Letter |
13.3 Modify an Existing Letter by Using the Letter Wizard

13.4 Wizard Basics '

13.5 Ways of Opening a document
13.5.1 Open a Document on your Hard disk or a Network

13.5.2 Open a Document as a Copy

13.5.3 Open an earlier version of a document
13.5.4 Open a Document as Read-only

13.5.5 Open adocument created in another program

13.5.6 Types of Word Documents

13.6  Overview of Templates

13.7  Working with Global Templates

13.8 What is a Style?

13.9 Whatare paragraph and character styles?

13.10 Standard Styles

13.11 Style Creations Shortcut

1312 Modify a Style

13.13 Applying Styles

147
147
148
149
149
149
150
151
151
1562
153
154
154
155
157
157
158
158
159

Scanned by TapScanner




13.14 Creating a Template
13.15 Create a Document Template
13.16 Create a memo

14. HANDLING GRAPHICS
141 Getting Started

14.1.1  AutoShape

14.1.2 Word Art Drawings

14.1.3 Lines and Line based Shapes
14.1.4 Text Boxes
14.1.5 Clip Art Gallery and Imported Pictures
14.2 Steps to insert a Frame around a graphic -
14.3 Insert clip art or a picture from the Clip Gallery
14.3.1 Picture 167
14.3.2 Insert a picture ' 168
14.3.3 Add or edit a special text effect 168
14.3.4 Edit a Picture | 168
14.3.5 Move and Position Graphics 168
14.4 Arrange Text and Graphics on a Page 170
14.5 Graphics file types Word can use 171
14.6 The Drawing Toolbar 171
14.6.1 Autoshapes - 172
14.6.2 Line 174
14.6.3 Rectangle 174
14.6.4 Ellipse 174
14.6.5 Text Box 175
14.6.6 Callout | _176
14.6.7 Fill Color 176
14.6.8 Line Color 176
14.6.9 Font colour dialog Box 176
14.6.10 Line Style 176
14.6.11 Dash style 176
14.6.12 Arrow style 177
14.7 Position the Graphics on a page 177
14.7.1 Grouping and ungrouping graphics 177
14.7.2 Stacking graphics | 177
14.7.3 Aligning and distributing graphics 177
14.7.4 Rotating and flipping graphics 178
14.7.5 Moving graphics 178
14.7.6 Wrapping text around graphics 178
14.7.7 Positioning graphics next to text 179
15. CREATINGTABLES AND CHARTS 180
15.1  Overview of Tables 180
15.1.1 Parts of a Table 180
181

156.2 Creating Tables
15.2.1 Creating New Tables 181
156.2.2 Creating tables inside other tables b

15.2.3 Creating tables from existing information
Vil

Scanned by TapScanner



——

153 Formatting Tablels W
153.1 Select tems | e —
154 Using Autoformat 10 Automatically format & table _

‘ | it tin
155 Changing the Position of TeX _
456 Add Shadingtoa Table, a Parag‘raph, ot:l SZ i
457 Changingthe Alignment of Text in a Tablé ¢

158 Working with Long Tables _

150 Using Tables as Spreadsheets 3

15.9.1 Sort Lists or Tables _ S
15.9.2 Sorta Single Columnin a
1593 The Rules for Sort Order that Word Uses

1504 Totalthe numbers in a row or column
15.9.5 Field codes:= (Formula) iie_ld
15.10 Functions used by the = (Formula) field
15.11 Adddatatoa chart

datasheet in Microsoft Graph

ataona
121 1 j’? ET;Z[[: 2 new embedded Microsoft Excel worksheet of chart 191
1511.3 Embedded Object 191
15.11.4 Addacharttoa Word document 191
1512 Using tables to create page layouts _ 192
16. CREATING AWEB PAGE 193
16.1 WebPage 193
16.2 Aboutcreatinga Web page 193
16.3 CreateaWebpage ‘ 194
16.4 Create aWeb page or frames page with the Web Page Wizard 194
16.5 Create a\Web page based on a template 195
, 16.6 Save a Word document as a Web page or a frames page 195
16.7 Converting a Word document as a Web page ora frames page 195
1. WORKSHEET BASICS 196
i Microsoft Excel 2000 196
12  Manual Spreadsheet and Electronic Worksheet 197
13  Spreadsheet Usage 198
14  The Excel's Environment 200
141 Excel Application-Window Elements 200
142 The Document Window 201
1 1.43 The Excel Worksheet 202
| 15 Basics of a Spreadsheet 202
154 Whatisa COLUMN? 203
‘ 152 Whatisa ROW? 203
153 Whatisa CELL? 203
| 16  Typesof Data 205
17  Labels in Excel “ 205
+ 1.8  Constants in Excel 206
= 19  Formulas in Excel | 206
Vil

Scanned by TapScanner



""""

I B
= B

' ﬂﬂ
b mw Entaﬁngm {Labels) |
ey '1.10.3  Entering Numbers (Values)
R el 1.10.4 Saving Your Work
“L - 1.10.5 Saving for the First Time
‘_'T 1.10.6 Saving Subsequent Times

1.11  Exploring the Excel 2000 window
1.12 Enter data in worksheet cells : Advanced consideration

1.13 EnteringText ____ s " . i s Z
1.14  Entering Numbers ___ - _ ! k 21 4'
1.14.1 Number Format __ _ _214
1.14.2 The General number Format 214
1.14.3 15-digit Limit 214 p
1.14.4 Entering numbers as text 215 gt
1.14.5 Regional Settings 215 |
1.15 Entering Dates and Times 216
1.15.1 Control Panel 216
1.15.2 Calculating with Dates and TII‘I’IES 216
1.15.3 The 1904 Date System 216
1.15.4 How Microsoft Excel stores dates and times 217
1.16  Undo Mistakes 218
1.17  Using Office Assistant 218
1.17.1  Working with Office Assistant Options 218
1.17.2 Working with Office Assistant Questions _ 219
1.17.3 Asking a Specific Question 219
1.17.4 Selecting a Different Image 219
1.18 Various Versions of Excel . 220
1.19 Some Famous Spreadsheet Program 220
1.20 What is New in Excel 2000 221

2 OPENING WORKSHEET AND MOVING AROUND __
2.1 Opening a Worksheet

2.2 Selecting a Cell
221 Moving around in the Excel 2000 Worksheet

2.3 Moving Around in the Excel 2000 Workbook
2.4 Entering and Formatting Titles

2.5 Entering Data
2.6 Basic Worksheet Features

2.7 Selecting a Range of Cells
2.8 Saving Exiting Excel & Quitting

2.9 Saving a Workbook
210 Grouping Worksheets for Fast Data Entry, Editing and Formatting

211 Going to a Specific Place on a Worksheet

3. TOOLBARS AND BUTTONS
3.1 Toolbars and Menus

Scanned by TapScanner



B

3.1.1 Button;l A —
. oolbars Availablé ———
& ;.2.1 To displaylhide a toolbar: — :::: 228
33  Standard Toolbat: a7 R gg
' bars=— :

P gc:TamnSrLO:ual Options i &tandard and Formatting Toolbar : 23

35 Menus _— 231
354 UsingMenus and Toolbars _— = 3h
352 Showall Commands ona Menu _ — 23
353 Positioning Toolbars inthe same Row — 23

354 Seeing Al Toolbar Buttons _ —— 23D
36  Customizing Menus and Toolbars — —— 232

37  SaveaToolbar Configuration — —— 232

36  Formatting Fonts — 232

96.1 Formatting Fonts: Toolbar Option — 234

36.2 Using Formatting toolbar buttons — 234

363 Dispayingcurrent Format — 234

36.4 Formatting Numbers in CELLS — 234

365 Rotating Text — 236

a7  Customizing the Formatting toolbar — 236

38  Using Shortcut (Personalised) Menus — 237

381 Switching between personalized (short) menus and full menus B gg;

3.9 Finding Keyboard Shortcuts —

310 Using the Go To Command 238

3.10.1 Using the GoTo Name Box _ -239

3.11 Splitting the Screen _ 239

3.11.1 Splitting the Screen: Menu Option — 240

3.11.2 Splitting the Screen: Mouse Option - 240

3.11.3 Unsplitting the Screen 240

311.4 Freezingthe Panes 321

. 4. EDITING DATAIN A CELL :
| 41  Copying Datain Cell 242
| 41.1 Move or Copy Cell Data “ie
(| 412 Move or copy characters within a cell 242
41.3 Move orcopy whole cells 242

\ i ‘Lil;:g thy;“% C;I;:;zi gart of a cell's contents into another cell 3:;23
43 Copy Data withina Row or Column 244

4.4  Copy formats from One Cell or Range to Another 243

45  Importing Custom Fills 2

46 Creating Custom Fills 245

47 Using the Paste Special Feature 246

48 Inserting and Deleting Rows and Columns =

481 Inserting and Adding Columns 24

482 Inserting or Adding Rows 247

| 483 Deleting Columns 247
te 484 Deleting Rows gi;

Scanned by TapScanner



4.9 Formatting Text ____ - J i ¥
4.10  Formatting Numbers " -
411 Changing Alignment: Formatting Rows and Columns
4.11.1 Centering Rows
4.11.2 Changing Column Alignment
4.12 Enbhancing Your Spreadsheets
413 Changing Column Width
4.13.1 Adjusting Column Width
4.14  Adjusting Row Height
4.15  Adjusting Column Widths and Row Heights: AutoFit
4.16  Adjusting Row Height With AutoFit
4.17 Editing a Cell
4.18 Clearing a Cell
WORKINGWITHWORK BOOKS 261
5.4 Creating an Excel 2000 workbook 261
.2 Creating a new workbook 261
Tl Open a workbook on your hard disk 261
5.3.1 Creating a New Worksheet 261
5.3.2 Openthe worbook. 262
5.3.3  Saving the New worksheet 264
5.4 Opening a workbook from inside Excel 2000 264
5.5 Guidelines for Naming Workbooks 264
5.6 Saving Your Work 264
5.6.1  Saving for the First Time 265
5.6.2 Saving an Existing Workbook 265
5.6.3 Saving to a different location and changing the file name 266
5.6.4  Saving your workbook as another file type 266
<R Quitting Excel 2000 267
5.7.1  Quitting Excel 2000 using the Exit command 267
5.7.2 Quitting Excel 2000 with Keystrokes 268
5.8 Password Protecting the Workbook 268
5.9 Switch to Another sheet in a Workbook 268
5.9.1 Creating a Workbook for Attendance and Grades 268
5.10 Renaming a Worksheet 270
5.11  Adding Worksheets 270
5.12 Rearranging Worksheets 271
5.12.1 To move a worksheet within the same workbook: 271
5.12.2 To Move a Worksheet to Another Workbook: 271
5.12.3 Drag & Drop Option 272
5.13 Copying Worksheets 272
5.13.1 To Copy a Worksheet to Another Workbook 272
5.14 Deleting Worksheets 272
5.15  Moving between Open Workbooks 273
5.16  Saving Workbooks The File, Save As Command 273
2.17  Closing a Workbook 275
5.18 Moving Around in a Workbook 275
5.19  Create a formula to Calculate Data on Another Worksheet or Workbook 276

Xl

Scanned by TapScanner




¥

500 Create a Name that refers to cells IN A o478
WORKING WITH FORMULAS 282
6.1 Ln:rc;duch;:etdo ;Og:t‘:zﬁg‘ Formulaina Worksheet : ggg
tering a Formula _ * e
82 aeic Components and Properties of Formu{as - — 28
6.4  Editing Formulas ——— 283
65  FormulaOperators _ —<83
651 Arithmetic Operators — 283
652 Comparison Operators — 283
653 Text Concatenation Operator _ - o
654 Reference Operators S
6.6  Orderof Calculation — 184
6.7  Changing the Evaluation Order 285
6.8 Joining Text: Concatanation — 285
6.9 Entering Formulas 285
6.9.1 Creatinga Formula of Constants __oge
6.9.2 CreatingaFormula with Cell References _ 288
6.9.3 Creating Formulas 288
6.10 Automatic Recalculation __ 288
6.11 Doing simple calculations 292
6.12 Using Autosum _ 295
6.13 Parts of a Function 295
6.14 Entering formulas through Function pallette 297
WORKING WITH RANGE NAMES 299
i The Range 299
7.2  Working with Ranges _ 299
7.3  Selecting a Range 300
7.4  Naming a a Cell or Range. 300
7.4.1  Naming Ranges: Tips 300
75 Creating a Range Name 301
7.6 Using the Name Box 301
7.7  Editing : Changing and Deleting Range Names 302
7.7.1  Deleting Range Names 302
7.8 Going to a Range 303
7.9  Using Range Names in Functions 303
7.10 Using the Range Name Listing 304
7.10.1 Adding Range Names to Formulas/Functions: Typing Option 305
7.10.2 Using Range Names: Additional Options 305
CELL REFERENCING 307
8.1 Cell References 307
8.1.1 A1and R1C1 Reference Styles 307
8.2  Copying Formulas 308
83  FillaFormulain Cell Range 308
84  Three Ways to Reference 308
309

8.4.1 The Difference between Relative and Absolute References

Xl

Scanned by TapScanner




10.

9.3.1  Formatting Numbers: Toolbar Option

9.3.3 Euro Currency Symbol

9.3.5 Aligning Text & Numbers

9.3.8 Wrapping Textin a Cell

9.3.9  Unwrapping Text:

9.4 Change ColumnWidth__

9.5 “Select All" Button

9.6 Copy a Width
9.7 Change Row Height —~ =

9.8 Apply Borders to Cells

9.8.1 More Border Settings

9.8.2 Borders and Rotated Text

9.8.3 Border Styles

9.9 Shade Cells with Solid Colors

9.10 Hide Cell Gridlines

PRINTING WORKSHEETS

10.1  Print Preview

10.1.1 Setting a Default Printer

10.2 Page Setup Dialog Box
10.3 Printing a Range

10.3.4 Turning Gridlines On/Off

10.4  Printing Column and Row Headings

932 Formatting Numbers: Menu Option 22 _
323
934 Four-DigitYears ___ 324
324
9.36 Merging & Centering Text Across Columns: Menu Option 325
8.3.7 Unmerging Text: Menu Option 325
325
326
9.3.10 Formatting with the Painter 326
9.3.11 Clearing All Formatting from a Cell 327
.-
327
s ph 328
328
by - 328
328
328
__ 328
_329
e
ad & 00 11 330
330
g & 330
10.1.2 Printing the Current Worksheet 331
10.1.3 Printing the Entire Workbook RO <
10.1.4 Using the Page Setup Dialog Box 0 _ U
332
W o 337
10.3.1 Default Selection Ranges ___ 338
10.3.2 Selecting a Print Range Manually 338
10.3.3 Selecting Multiple Ranges 338
338
339
10.4.1 Repeating Items on Each Page g 339
10.4.2 Changing the Print Quality __ 340
340

10.5 Header and Footer Information _
10.5.1 Setting the First Page Number

XIIL.

Scanned by TapScanner

-1‘.1




3 1. .--_-1"":r';"'_:~'}": o -
D = :1__‘ ﬂ =18 I R i e - . . - i ]
f'ﬁ-‘]if‘i.‘"_."-fr'i“: }’”"Jh f .Jk:m'!'*i';--f;*.?r; ars ana ro D ———————

L .. I":..-.; : I"E'-J:'pl: -I‘I:.g.':'. J :J,.'r S ey
rgins WIth 27 it the Page
Al A S g‘lﬁl qins WItP t A Mt - St W
n6.1 Adjusting M 5 - and Footer ButtonSiect o« o

. 2 A ‘_-.-'r'.T'_- S B E -

: 10 ."I %

w
—
.
-
-

Adjusting = it

]
|

’,_li-_ .'I

ey

B e AT gt clath appearsin a CHaN ———————

115 Che ";"'sfhéét_sm/’_ —
‘r s h , ‘ata I_S P 2 and mr o ~— A
B 11.6.1 - Category
B {116.2 Data Series Order ———
117 InstantCharts with the Chart Wrz:a1 ‘\
118 Picking the Right Chart Type (Step )
et 11.8.1 AreaCharts = 5
A 11.8.2 BarCharts
e 1183 ColumnChart _____
11.8.4 Line Charts
11.8.5 Pie Charts_ — 7
- 11.8.6 Doughnut Charts =l
pa 11.8.7 RadarCharts_ o 1 — 3%
. 11.8.8 Surface Charts : e
11.89 Bubble Charts ___ | 358
11.8.10 Miscellaneous Charts ~ - 359
11.9  Formatting Options (Step 2 of Chart Wizard) | ~ 30
11.10 Chart Options (Step 3 of Chart Wizard)
11.10.1 Titles B
11.10.2 Gridlines - 362 |
11.10.3 Legend X -2
11.10.4 Data Labels _ I
11.105 Clict Data _ ~ 3633
11.11 Orienting the Chart ______
11.12 Resizing and Moving Charts
11.13 Preparing to print Microsoft Excel
11.14  Printing an Embedded Charts

11.14.1 Preparing a Chart Sheet for Printing
11.14.2 Sending Your Chart to the Printer

11.14.3 Printing a Single Co
11.15 Graphics - ; R e

11.16  Graphic Objects on Wor-ks-h;:-ets and Charts

~ DATABASE MANAGEMENT
- 121 Database -

122 Database Management Systor
R | nt Systems
e _12.3 Internal and External Data{)ases Sy

"
" i
i

|
]

Llzl

|
\

XV

Scanned ‘b)‘/ TapScanner



13.

12.4
12.5
12.6
12.7

12.8
12.9

12.10
12.11

12.12
12.13
12.14

12.15

12.16

1 A 17

12.18

12.19

12.20

13.1
13.2

Limitations of Spreadsheet Databases

374

When to have Database in Excel 375
The Data Menu 375
Setting up a Database 377
12.7.1 Tips for Setting Up a Database 377
Using Database Forms 378
Finding a Record 381
12.9.1 Using the Sort Command 381
Filters: Finding Records by Using Criteria 382
Editing a Record 383
12.11.1 Preventing Fields from Being Edited: 383
Deleting a Record 384
Extracting Information 384
Sorting Functions of Excel 2000 386
12.14.1 Alphabetizing Names 387
Establishing Criteria 388
12.15.1 Alphabetic Criteria 388
12.15.2 Numeric Criteria 388
12.15.3 Date Criteria 388
12.15.4 Defining a Single Criterion 389
12.15.5 Defining Multiple Criteria 389
Guidelines for Creating a List (Database) on a Worksheet 389
12.16.1 List (Database) Size and Location 390
12.16.2 Column Lables 390
12.16.3 Row and Column Contents 390
12.16.4 Naming the List 390
12.16.5 Capitalization 390
12.16.6 Formulas 390
Find data in a list 391
12.17.1 Display a subset of rows in a list by using filters 391
12.17.2 Display a subset of rows by comparing values with custom AutoFilter 391
Types of Comparison Criteria 391
12.18.1 A Series of Characters 391
12.18.2 Wildcard Characters 392
12.18.3 Values within specified limits 392
Filter a list by using advanced criteria 395
12.19.1 Examples of advanced Filter Criteria 396
The Pivot Table 399
12.20.1 Pivot Table Report 399
12.20.2 Create a PivotTable Report 401
12.20.3 Source Data for a PivotTable Report 403
USING FUNCTIONS 409
Worksheet Functions 409
About Using Functions to Calculate Values 409
13.2.1 Arguments 409
13.2.2 Structure of a Function jlg

13.3

Guidelines for Using Functions

Scanned by TapScanner




16.

143 RecordaMacro ________  ————
144 Entering a meaningful Macro Name.

' unningaMacro_________—————
4= :14.5.1 Run a Macro from a Keyboard Shortcut 4l
1452 Assigning a Macro to a Button o
14.5.3 Assigning a Macro to a Tool 437
14.6 Possible Mistakes in Creating Macros _ _4ag
15. CREATING AND USING MULTIPLE WORKSHEETS AND LINK.ING WORK BOOKS _a4
15.1  Grouping sheets To enter Common data : Select sheets in a workbook 441
152 About Summarizing Values in your Worksheet e
15.2.1 Quick Calculations on a Worksheet | 444
15.3 Insert Subtotals into a List ) 44
15.3.1 Overview of Subtotals in Lists 443

15.4  Writing Formulas for Your Spreadsheet 444
15.4.1 Writing Formulas for Multiple Layers 444

15.4.2 Creating a Link to Another Worksheet 444

15.5 Creating Hyperlinks 445
445

449

15.5.1 Create a Hyperlink to an existing file

INTEGRATING EXCEL WITHWORD AND INTERNET
16.1  Integrating Worksheet Data and charts with Word

—

162 About Inserting a Microsoft Excel. Worksheet or Chart Into a Word Document_ 450
450
452

16.3 Create a Linked Object From an Existing Microsoft Excel Worksheet Chart s
16.4  Create a Hyperlink to an Existing File in Word

16.5 You can put graphics, PivotTable reports, text, and other items
on a Web page

Scanned by TapScanner




