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I ntroduction

The aim and objective of Computers inSociety asa courseis computer
literacy. Information Technolay is the frontier heroof the new centuy,
driven by ambition andfull of courageyeplicatingitself like a virus and
sweepingall beforeit. Soin ordernot to be marginalized one neals to
getinvolvedas IrformationTechndogy influencesvirtually al the areas
of humanendeavou.

What You will Learn in this Course

This course will give you in brief what you needto know in Computer
Scienceand Technobgy. At the endof the courseyou will be an expert
of same sort in Computer Scienceand Teciology.

W orking through this Course

Each module, eachunit, in the couse contains notesas well as set
exercisesThe setexercisesare listed in form of a table. The tade has
two volumes. Thelast coumn containsthe headingii w hyau d o while
the right column is headedfi aomment&/pro mp t Be left coumn
contains thesteps that you must follow. The right column saves as
additionalinformation.

Computerswill be provided at study centresandwill be equipped with
the required programs. If you have the means, buy your PC and the
stipulatedsdtware.

Eachunit contains a Tutor-Marked Assigiment, which must be done as
stipulatedand hardedto thetutor on schedule.

Asssanent

The final gradein the coursewill have two componerts; contnuous
assesment and final examination. Bascaly, the tutor-marked
assighment will form the cortinuous assesmentswhile NOUN will
informyou aboutthefinal examination.

How to Get Most from this Course

In distance learning, the study units replace the University lecturer.This
Is one of the great advantagesof distance learning,you can read and
work throughspecally designedstudy materals at your own pace,and
at a time and placethat suitsyou best.Think of it asreading thdecture
insteadof listening to a lecturer.Justasa lecturer might give you an in-
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class exerci®, your study units provide exercisesfor you to do at
appropriatgoints.

Working throughthe assigimerts andexerciseswill help you to achieve
the objectivesof the unit and prepareyou for the final examination. If
you run into trouble, arrange tomeet your training tutor. Note the
following:

1. Readthis courseguide thoroughy

2. Organisea study schedule. Whaever method you chooseto use,
you should decideon it andwrite in your own datesfor working
oneach.

3. Onceyou have creaed your own study schedule,do evaything

you canto stick to it. The magor reasonthat studentsfail is that
they getbehind with their coursework.

4. For eachunit, readtheintroduction andthe objectives.

5. Readthrough the mateials. Work throughthe unit.

6 At the endof the unit, review the objectiveand seehow many of

them you haveacheved.
7. Do thetutor-marked assignmentand submit as required.
8. Proceedunit by unit throughoutthe course.
Summary

Computersin Sciety intendto make you computer literate. At the end
of the course you will achieve the obective if you follow the
instructilnsanddo whatyou areexpectedo do.

We wish you a huge success.
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INTRO DUCTION

Computer educationis the disemination of computer knowledge into
the learnes. Compueer has influenced virtually all areas of human
endeavourEducaton is beingrevolutionizedby computers.

Advantage®f compuer educatiorincludethe following:

It enhancesiseof visualisationtools

It enhancesiseof simulationtools

It enhancentroducion of distributedmulti-mediaenviranment.

It enhancesideoconferencingutorials.

It assiststhe implementation of resoures sharingin electronic
media of library hading andteachesinstruction.

Do Po o o Do

The aim of the courseis to teachyou the fundamentds of Conputer
Scienceand its appications.You will be takerthroughdifferentareasof
thecomputerandwill beableto see how all the comporentsfit togeher:

We will look at hardware, sétware including operatng systems and
programs. This course habeendividedinto 6 Modules,which aremade
up asfollows.

In module 1, you will be introduced tothe Principles of Computer
Hardware andSdtware. In addition to this, you will learn the
fundamentds of howa computerworks.

In module 2,you will be taughtthe basicsof whatis meant by the term
A Op e r @ystemin Hn overview of Windows 98 is presentedin this
module. Module 3 introducesyou to what the functions areof a word
processingprogram. You will apply the theory that you learn through
usingMicrosdt Word 2000.

Module 4 introducesyou to the bascs of spreadsheeting. Therogam
thatyouwill be using to gainthis knowledgeis Microsadt Excel2000.

Module 5is dewted to the subpct of charing andpresentatons. Here
you will useMicrosdt Excel200as thesimple progam for chartingand
Microsd't PowerPoint2000for presentabns.

Finaly in module6, you will have an opportunity to learn more about
Networking, the Intemetandusing Electronic mail (E-mail).



CIT101 COMPUTERSIN SOCIETY

MODULE 1

Unit 1 Whatis Computer?

Unit 2 Elementof aComputer: Hardware

Unit 3 Elementsof a Computer: Sdfitware

Unit4 How to Work with a Computer:Switching On and Off the
PC

Unit 5 UsingaMouse

UNIT 1 WHAT ISCOMPUTER?
CONTENTS

1.0 Introducton
2.0 Objectives
3.0 Main Content
3.1 TheComputerSystem
3.1.1 Whatis aComputer?
3.1.2 TheDigital Computer
3.1.3 History of theDigital Computer
3.1.4 DifferentTypesof Computers
4.0 Concluson
5.0 Summary
6.0 Tutor-Marked Assgnment
7.0 Réerences/Furthdreading

1.0 INTRODUCTION

No previous computer experience is required to complete this
introductay cour<.

2.0 OBJECTIVES
At theendof thisunit, you shoud be ableto:

A define whatis meant by theterm fiComput e r 0
A recordbrief histay of thecompute.

3.0 MAINCONTENT

3.1 The Computer System

We will begin this courseby taking a closer look at what makesup a
ComputerSystem.
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3.1.1 What isa Computer?

Whatis aComputer?Throughouthistory there havdoeenmany forms of
computersusedby man. However, the moden computer is bascally an
electronicdevice which canrespndto commands.

A modern computer is designedto receiveeither a set of instructions
from the operator ora program, and thencary out the required taks by
pefforming calculatons on numerical data or by compiling and
correlatingotherforms of information.

Without the develgment of the computer, our modern world of high
technolagy would not have develgped. Computersaffect us all and are
usedin many of todayGs industries, some of whichare:

Bankingtransactons(Autobanls)
Householdaccours (Budgets)
Automatedmanuactuing (Producinga modern car)
Communicationy Telephonesystems)

Shopping Buying overtheInternet)

o o Do Po P

In the moderncomputer world, therearetwo main typesof compugrsin
use,namely aralog and digital. This courseconcentratesn the digital
computer, which bastally sdves problems by peforming sums and by
dealingwith eachnumberdigit by digit.

3.1.2 The Digital Computer

A digital computerbasesits whole operaton on the ability to detemine
if a switch (sometimes calleda gate),is either openor closed.As this
type of computer can only recognizd two states,its microcircuits are
eitheron or off, while in the caseof lettersand numbersonly O 6 &d
1 6 are used (e.g. the letter i a would be represented tdhe PC as
somethingsimilar to i00110101).

It would appearfrom the abovethat the digital computer peforms a
relativdy smple task, So what makesit so special?Thereare 2 things
that makes acomputerspecial thefirst is the speedat which a computer
performs thissimple task andthe secondis the amount (volume) of data
the computer handks at any onetime.

A comput ed daltediscp es p ke ésdreasred in millions of
cycles per second (megahertz orMHZ), which meansthat a computer
with a clock speed of 66 MHz, for example an 80486DX 66MHz, is
capableof executings6 million operatians each second.



CIT101 COMPUTERSIN SOCIETY

As mentioned abovethe amount of datacomputer hardles during each
cycle also makes it special. A computer peforms checkson groyps of
switches,increasing he numberof operatims it can recognizein each
cycle, which means a computer checkingtwo switches at one time, can
executeoneof fourinstructionsateachcycles.

3.1.3 History of the Digital Computer

1946 saw the devebpment of the first generatpurpose aklelectronic
computer called ENIAC (Electionic Numerical Integrtors and
Computer).ENIC cortainedin excesf 18,000vacwm tubesandhad a
speedf severahundred multiplicationsper minute.

Thefirst commercidly available ele¢ronic computer was céled
UNIVAC 1. This computer markedthe begnning of thecomputerera,

By 1960transistorshad replacedvacuum tubesas logicalcomporents of
a computer. This change meantthat computer comporents usedless
power and had amuch longer lfe span. Computers w@ing this
technolay werereferredto assecondgereration computers.

Late in the 1960sthe integratedcircuit was developedwhich allowed
many trarsistors to be fabricaed on one circuit boad with inter-
connecting wiresplated in place.

The micropracessorbecamea reality in the mid-1970swith introduction
of the large scale integrated circuit, which acoommodated may
thousand®f intercomectediransstorsetchedinto a single circuit board.

Computers degloped in the 1970swere alde check eight switches at
evay cycle. Sincethen the develgment of processorshat can handle

16, 32 and 64 bits of data at a time had increagd the speed of
computers.

3.1.4 Different Typesof Computers

In the digital compuer world there are currenty different types of
categorieswhich arebasedon price andperformance.Two of theseare:

PersonalComputer (P C6 s )

A PC is a relative low-cost machine usualy of deskbp size (laptops,
notebooksandpamtops are mushsmaller).
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Main Frames

A mainframe is a large expensiveelectronicmachine with the capabilty
of serving the needs of major business enterprses, gwemment
depatments and scienfic researchesgblishments (the largest and
fastestof theseare calledsupecomputers).

SELF ASSESSMENT EXERCISE
AnswerTrue or Fdse

1. Digital Computerusesonly 0 andl.
2. Computer developed in the 7 O dwere able to check eight
switchesat evey cycle.

4.0 CONCLUSION

A computeris an eleabnic devicethatis desgnedto receiveeithera set
of instructionsfrom the operatoror a program, and then caryout the
required tasks by peforming calculations on numerical data or by
compiling and correlating other forms of information which normally
results to information.

5.0 SUMMARY

You have leant the term i Gmp u t and adbrief histay of the
computer

ANSWER TO SELF ASSESSMENT EXERCISE

1. True
2. True

6.0 TUTOR-MARKED ASIGNMENT

1. Whatis a Computer?
2. Give a brief histay of computers.

7.0 REFERENCESFURTHER READING

Ayo, C. K. (1998). ComputerLiteracy Operations and Apprecidion.
(2" ed.). Mckay Corsdt.

Milan, Milenkovic Operating Sysems, Conceps and Design.
(2" ed.). TataMcGrawHill.
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UNIT 2 ELEMENTS OF A COMPUTER: HARDWARE
CONTENTS

1.0 Introducton
2.0 Objectives
3.0 MainConent
3.1 Elementsof ComputeHardware
3.1.1 CentralProcessindJnit (CPU)of Microprocessor
3.1.2 InputDevices
3.1.3 OutputDevices
3.1.4 StorageDevices
4.0 Concluson
5.0 Summary
6.0 Tutor-MarkedAssgnment
7.0 Réerences/FurthdReading

1.0 INTRODUCTION

A digital computer is a system which comprises of several elements
some of which are listed in this unit. The system may be divided
into two main categories,namely, Hardware and Sditware. It is not

within the scopef this courseto engagen a detaikd explanation ofthe
technical detailsof acomputer and sothis sectionis ssmply anoverview.

2.0 OBJECTIVES
At theendof thisunit, you shoud be ableto:

A identify the main hardwareelemerts of acomputer
A identify somecomputr peripheras.

3.0 MAIN CONTENT

3.1 Elementsof a Computer: Hardware

A typical computer system includes the following hardvare
componens:

3.1.1 Central Processing Unit (CPU) of Microprocessor

The CPU is located on your comput e rmairs circuit board usually
referred to agMotherboard)which is basicaly the brainof your PC.The
CPUmay eitherconsst of asingle chipof seriesof chips that peiform
two main functions. The first of these functions is to perform
arithmetic and logical calculation, while
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the secondfunctionis to time and contol the operationsof the other
elementsof your computer.

3.1.2 Input Devices

Computer operators communicaes with the co mp u tGPU Iy usng
variousinput devicesto enterdata, run progams,or give commards to
the CPU.Thesedevicesincludethe following:

Keyboards

The keyboad usesa key arrangment smilar to that of an ordinary
typewriter, wth the addition of some special function keys and a
numeric keypad.

Mouse

When usinga mouse, oneis ableto movethe cursoraround thesaeen
with speedand simplicity. Most havetwo buttons,which will execute
commandsaccordngto anapplicat i ocan@osinstructons.

Scanners

A scannerreads information from paper,and trangers this as text or
graphicsonto a PC whereit is stared and can be edited for subsequent
use.

Modems

Modems are expanson cardsor externalunits, which sendinformation
from one PC to another via the telephonecables. A modem is necesay
if youwish to haveaacessto thelnternet.

Light Pens

A light pentranders graphicsinformation from electronicpadsinto the
computer.

Voice

Voice recaynition software transhktes the spoken word into digital
signalswhich the computerundestands.

Joystick

Similar to a mouse, the joystick also trandates fysical motion into
motion on a computervideodisgday screen.
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3.1.3 Output Devices

We havebriefly looked at how we transferinformation in the computer
with the use of various input devices.Now let Ol@ok at how the
computer mmmunicateswith us.

Monitor s

The most common output device usedwith a desktopcomputer is the
monitor, which is used to disday charaters and graphics on a saeen
similar to that of an ordinary televison set. Smaller portablecompuers,
suchasnatebooksandlaptops,use liquid crystal display (LCD) screens.

Modem

A modem links two or more computersby translatingdigital signalsinto
analogsignalssothatdatacanbe transmitted via teleplonelines.

Printers

Another standardoutput deviceis the printer. Printersprovide us with a
papercopy of the P C Gesult. Various types of printersare available in
the marketplace.Some of therearelistedbelow.

Dot-matrix Printers

Dot-matrix printers have a set of pins, which impact upon the ribbon
againstthe paper,producing \arying qualities of printout Modern dot-
matrix printers are capable of fairly high quality printout at high speed
and are used for the end product in a wide range of commercial
environments.

Ink -jet and Bubble-jet Printers

Theseprintersare a succes$ul compromise betweendot-matrix andthe

much higher laser printer quality. It may be as small as andnot much

more expensivethan the dotmatrix printe. The quality is muchhigher

andasanamostsilent printer, it hasgained enormouspopularity among
uses.

Laser Printer

Offering very high resolutions, lasemprinters suit a wide range of
businessand mediaorientedapplications. They areexpensve, but often
more ecoromical when speed,durability and professionalprint quality
are consdered. Laser printers produce extremely highresolution
graphicsColour optionsareavailable, but at ahigh cost.
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3.1.4 Storage Devices

Computerscan storedataeitherinterndly (in memory) or extenaly (on
storagedevices)

Internal Storage

There are two areas in a PC where instructions anddata can be
temporary stored called memory. The first type of memory is known
either as RAM (Rardom AccessMemory) or as DRAM (Dynamic
Randm AccessMemory) while the semnd type is known as ROM
(ReadOnly Memory).

RAM

RAM comes in the form of silicon memory chips calledSI M M éviich
are mounteddirectly on the comp u t enmi®ce#cuit boardor in chips
mounted on peripheral cards that plug into ¢ 0 mp u manr circuit
boards.RAM chips consistsof switches thatre sersitive to changes in
electriccurrent. RAM chipshold their storedinformation of dataaslong
asthe circuitsreceivea constantcurrentflow. The datais lostif the PC
is switchedoff.

RAM chips areupgradeable thatis, canadd more.
ROM

ROM chips are also made of silicon. However, all of the switches on
these chips are already set. The paterns on the ROM chips form
commands, dad, or progams that the computer needsto function
correcty.

External Storage

External storage devices, such as a had disk, can physically reside
within thecomp u t @asing.Elowever,the drivesremainexternalto the
main circuit board.Some of theexternaldevicesarelistedbelow.

Hard Disk

The most common exernal storgge deviceusedin a PC is the hard or
fifixed adisk. Hard disks are usualy fixed in their disk drive cabinets,
which contain the electronics neeed to read and write data onto the
d i srkagnéticsurfacesHarddisks camot be emoved.
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RemovableDisks

As the hard disk is usualy a pemanentfixture insidethe P C &asing,
removabledisks were originaly usedto make a copy of information
(backup) or tranger information from one unit to another.The most
commonremovabledisk at presents known as a Stiffy Disk.

CD-ROM

Datamay be storedon a CD-ROM. The same technadogy is used asthe
lasertechniqueshat are usedto createaudio compact disk. In order to
store ona CD-ROM you require apecial agvicesknown asa CD-ROM
writer.

Magnetic Tapes

High-speedtape drives are used to copy dataandinformaton from the
hard disk onto removable tapes.The processof copying datafrom one
type of storagedeviceto anotheris knownasii b a ¢ k i Thhg staageo .

capaciy of a magnetictapefar outweighsthat ofa stiffy disk and is thus
popularwhenbacking up harddisks.

40 CONCLUSION
A typical computer system consists of five functional units:Input,

Output, Control, Arithmetic/Logic Unit (Central Processg Units) and
the Main Memory Units.

50 SUMMARY

All other components of the computer system besde the CPU are
collectivdy calledperipheraldeviaes or smply peripherés.

SELF ASSESSMENT EXERCISE

1. A mouseis anexample of
(a)Outputdevice (b) Storageadevice (c) Inputdevice
(d) Switchingdevces

2. Trueorfalsei High speedtapedevicesareusedto copy data.

6.0 TUTOR-MARKED ASSGNMENT

1. Discusghe functionsof the centralprocessgunit
2. Write ashat noteon two input devices.
3. Write a shat noteon two outputdevices.

10
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7.0 REFERENCESFURTHER READING

Ayo, C. K. (1998). ComputerLiteracy: Operationsand Apprecation.
(2" ed.), Mckay Corsdit.

11
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UNIT 3 ELEMENT OF A COMPUTER: SOFTWARE
CONTENTS

1.0 Introducton
2.0 Objective
3.0 MainConent
3.1 Satware
3.1.1 OperatingSystems
3.1.2 Languages
3.1.3 Languagélranslatos
3.1.4 SdtwareGeneratios
3.1.5 Application Sditware
4.0 Concluson
5.0 Summary
6.0 Tutor-MarkedAssgnment
7.0 Réerences/FurthdReading

1.0 INTRODUCTION

In unit 2, we discovered the component of a computer called the
hardware Software meanscomputer progamsthatrun on a computer.

20 OBJECTIVE

At theendof thisunit, you shoud be ableto:

A explainthesubject sdiiwared.
3.0 MAIN CONTENT
3.1 Software

So far we havelooked at the major hardwarecomponents ofa modern
PC. Nextwe will turn our attention tothe sdtware elenents of a
computer. The sdtware of a computer refers to the computer
programs that are usean a compute. Whatis a program?

A program is a set of instructionsthat instructsthe computerwhat to
do. Progams may be divided into two broad caegories, amely:
Opeating Systems and Application Progams.

3.1.1 Operating Systems

An operding system, which is sometimesreferredto asthe OS for
short is the sdtware responble for controlling the allocation and
usage of hardwareesoures. For example,theallocation of memory,
controlling thecentral processingnit time allowedpertask,controlling
the amount ofdisk spaceusedand finally, how the peripheral devices,
sueh as printerspperde. The operatingystem is the basion which all

12
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computerapplicaton programs, such asword-procesgng and
spreadshegirogramsare produced.

Therearemany diff erent operatingsystems available inthe modan PC world. The
system that you are most likely to encoungr is one of the versionsof the
Windows operating system. For this reason,on this courseyou be ntroduced to
the operating system Windows 98. Although a more recentversionof Windows,
that is Windows Millennum Edition, or as it is often referredto Windows ME,

which is alscavailable.

Theoperatng systtmshavethefollowing feaures:

They are suppkdby the manéacturerof the hardware or
purchaseas utility from a saftwarecompany.

They assistin running otherprograms.

They serve as intermediaries between the hardware and
applicationprograms.

They simplify the useof the saftware.

They contmol the operaionsof the hardwae.

S5 ST S S

The operatingsystems asdefined hereinclude Languagdrangatorsand utilitiesor
serviceprograms.

The operatingsystem is often calledthe resourcananageror supervsor andhe
reourcesto bemanagednclude:

A Theprocesor

A Theinput/outputdevices

A Theprimary memory

A Thesecondry storagedevices

Apart fromWindows citedabove, eamples of operatingystems includeMS-
DOS, PC-DOS, UNIX, XENIX, NT, WINDOWS 95, 98,2000

3.1.2 Languages
Thehierarchesof computedanguagesareasfollows:

1. MachineLanguage
2. Low-levelLanguage
3. High-level Languaye

The machine languaye consistsof seriesof binary numbers(digit consisting
of zero(0) one (1)) which is the languaes thecomputer undestards. A low-

level languaye is a machineorierted larguage consistingf symbolic codes
in which instructions corrgond or reemble machne languages andt

dependson the machinee.g. Asembly Languae.

A high level language is a problem-oriented langage which is a restricted

form of the naturallangua@gs. Suchlanguagesnclude BASIC (Beginnersll

Pupose Symbolic Instruction Code), FORRAN (Formula Trarslator).
13
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COBOL (Common Business Oriented Language), ALGOL (Algorithmic
Language), PL/1 (Programming Language 1), RPG (Report Program
Generator)PASCAL, C etc.

3.1.3 Language Trandators

A languagetranslator translateshigh-level languages tathe language of the
computer. A languagetranslatorcould be any of thefollowing:

(1) Interpreter

An interpreteris a program which transldesthe sourceprogram into machine
languagestaement by statement. It translatesa staementand executebefore
taking onthe nextstatment.

(i)  Compiler

This is a program that translatesthe saurce pogram into machine codeor
langua@. It acceptsthe saurce program as input and produceshe object
program which is the translatedverson of the sourcegrogram as ouput
beforeexecutinghe program.

Sourcecodes

A\ 4

Compiler |——»| Objectcodes

(i) Assembler

Thisis aprogram thattranslateprogramswrittenin asembly languages into
machinecode.

Low-levelcodes Assembly —| Objectcodes

A\ 4

(iv) Emulators

Emulators arespecal programs that permits the object program generatedn
onecomputerto be exeated on anentirely different @mputer.

3.1.4 Software Generations

Sditwaregenerationsefer to the devdopmentalstages of the progamming
languages. They areasfollows:

(a) First Generation: This is the forerunnerof all progranming languwages
congsting of binary digits (0,1). This is the machine languageThe
genedtionisinthelate4 0 6 s .

(b) SecondGeneration: This is the asembly languagglow-level language)
consising of abbreviatedword (pneumonics). The generations eaty
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(c) Third Geneaation: This consistsof the high level languages where
progamming isdonein languages.The generatiorisin the late6 0 0 s .

(d) Fourth Generation: This is an applicaion generatiorthat aubmatesthe
routinesinvolvedin programming aml its features include:

(1) Settingup dataenty screens
(i)  Creatingfiles

(i)  Queyingdata

(iv)  Reportgereration.

Examples of fourth generationsditware are the data base packags (D
base) spreadsheetnd graphicgpackages.

(e) Fifth  Geneation. They are declaative languages where
progammers statethe problem and the languagessort out the solution.
Suchsystems arecalledexpert systems.

Examples are Turbo PROLOG (Progamming in Logic) and LISP (List
Processig).

3.1.5 Application Software

4.0

As you learnedealier, computersdtware containsinstructionsthat are
processedind execued by a PC. Application sditwareis the softwarethat
actualy addressesi s e spéciic needs.In the busiressworld of today, you
will find four major applicationcategories.Theseare:

A Word-proaessing
A Spreadshds

A Presentatins

A Databases

Usersdtwareis alsoincludedin the apgication sdtware.A usersdtwareis a
program develogd by the userpersondly or by commissiored agents. Such

programs ae directedtowards sdving the usels specfic. The scopeof such
progamsvariesfrom oneuserto theother.

SELF ASSESSMENT EXERCISE

AnswerTrue or Fdse

1. Storagds aterm commonly appliedto storagedevices.
2. A computeris a program.
CONCLUSION

Otherresourcesof a computerthatarenot hardwareareoftenreferredto
asthesdtware.
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SUMMARY

Thesdtwareand hadwarecomponetts of a computercomplementeach
other.

TUTOR-MAR KED ASIGNMENT

1. Whatis thefunction of aprogam?
2. Whatis thefunction of theoperatng system?

REFERENCES/FURTHER READING

Ayo, C. K. (1998). ComputerLiteracy: Operations and Applicaion.
(2" ed.). Mckay Corsdut.
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UNIT 4 HOW TO WORK WITH A COMPUTER: SWITCHING
ON AND OFF THE PC

CONTENTS

1.0 Introducton
2.0 Objectives
3.0 MainCortent
3.1 SwitchingOnYour PC
3.2 TurningOff Your PC
4.0 Concluson
5.0 Summary
6.0 Tutor-MarkedAssgnment
7.0 Réerences/FurthdReading

1.0 INTRODUCTION

In this unit youwill learn howto switchon and turn off your PC.

20 OBJECTIVES

At theendof thisunit, you shoud be ableto:

A switchonyour PC
A turnoff your PC.

3.0 MAIN CONTENT
3.1 Switchingon Your PC

In orderthat you may usea PC, the first task you must pefform is to
switch on (or boot) the PC. To switch the PC on first ensurethat the
power cable, which is suppled with your PC, is connected tothe
electricalmainssuypply to your computer.

The OWOff power switchesfitted to modern deskbp and mini tower
computers,aregererally of thetoggleswitchtype andarelocated on the
front of the computer casing.A small LCD is situatedadja@nt to the
power swittr. Whenthe power switchhasbeen turned onthe LCD will
light up and a cooling fan, locatedin the PSU will start,indicating that
thecomputeris recavingelectricty from the mainssupply.

—

Oon/Ooff

. e o

Figure 1.1: Front viewof compueér casing
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Monitors, geneally receive power direcly from the computer,with a
power cable conneting the PSU to the back of the Monitor. The
monitor toggle power switch will be foundeither on the front or on the
side of the monitor. Once you have turned on the computer, if the
monitor is already switchedon, a small indicator light nearthe monitor
on/df switchwill become illuminated. If the light remains off, pushthe
monitor power switchto turnit on.

Indicator light
(G e ——— On/Off

Function adjustrirent button

18
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Figure 1.2 Monitor Power Switch

Start up sequeance

When turning on your PC, the following sequencef eventswill take
place.

=

The PC will perform some standad systems checks covering
areasud as:

Motherboad
Processor
Memory and
Disk Drives

N T Io I o

The mesage i Srting Windows 6 9 @i be displayed on your
monitor, followedby the Windows 6 9l&o.

3. Afterafew secondsthe Windows98 desktop will bedisplayed.

One of the first checks the system will perform is to checkthe
available basenemory your system has at its disposal. Youwill
seea messge similar to the following appear on screenwhilst
thischeckisin progress.

007936 KB OK

WAIT é..

Figure 1.3 MemoryCheck

The removable disk indicator light will briefly glow asthe disk drives
arecheckedbeforethe harddiskis checled. Thenthe screenwill display
system information in accordanceavith the components ad settingthat
the system haslocatedduringits tests.The screenwill appearsimilar to
theshownbelow.

Main Processor : 80486DX2 Base Memory Size : 640 KB
Numeric Processor : Present Ext. Memory Size © 7296KB
Floppy Drive A : 1.2 MB, 5 %0 Hard Disk C: Type : 47
Floppy Drive B : 1.44 MB, 3%20 Hard Disk D: Type : None

Display Type : VGA/IPGA/EGA Serial Port(s) . 3F8, 2F8
AMIBIOS Date : 04/04/93 Parallel Port(s) : 378

128 KB CACHE MEMORY
50MHZ DX2 CPU

Figure 1.4: Systeninformation
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It is at this paint that the computer has completed the majority of its
hardwarechecks.If thereare any errors found during these checks the
system will indicatethe fault eitheron screenor with a seies of beeps.
Now the computeris ready to load an operating system. Window 98 is
loadedautomatically. When complete,the Windows 98 desktopwill be
displayed.

20
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R [ BDAY S BRO T 1M
Figure 1.5: TheWindow 98 deskop

Although the most current verson of the Window @erating systems is
WindowsMillennium, the majority of copies of Windows currenty in use,
thatis at thetime of goingto print, is Windows 98 For this reason will look
atthe WINDOWS  GoPe@atingsystem on this course.You will learnabout
Windowsin moredetaillater.

SELF ASSESSMENT EXERCISE1
Switching on and L oading Windows 98

Beforeyou begin:Ensurethatyour PCis currenty switchedoff

Whatyoudo Comments/Pompts

1. Switchon your After a few momaet, the system
conputer system will performthe standard system check

Nextyouwill s e e : i Windaw98eion g

The screen will temporarily go black before
disgaying theWwindows®8 deskop

Z » L B

NevoSurwrg)
= —
recitortscor)
— o
mnm\ & P
k ;

g . \g g
e

Sl E

E_ETI R i) RN BROCTLE. B
2. Observe the Locatethefollowing elements:
Wind o ws . . o R
Desktop A MYompuae r 0 RcycleBi no . rfo&amas
thef &rt Buttano .
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3.2 Turningoff Your PC

Before you turn off your computer, it is importantthat you shut down Windows
98 correctly. One of the methads of shutting down Windows 6 9 &
acomplished by holding down the <Alt> key and pressingthe <F4> function
key atthesametime.

A i S hhownWindows 0 dié badwidl @gppeamwhich containa list of choices
relevantto closingWindows. Thestandarddefault dialogue boxlists the following
choices:

Shut Down Windows X |
YWhat do you want the computer to do’?

™ Festart
™ Restart in M5-005 mode

k. Cancel Help

Figure 1.6: The Shut DownWindowsdialog box

Theoptionslistedin Hgurel.6albove arein theformof i r a dhuttangwhich
meansonly one option canbe selectedat a time. Once you haveselectedhe
required option by usingthe UP < - > arrowor the DOWN < > arrowon your
keyboard,you will press(ENTER) key, which will activatethe sele¢cedcommand
button. Windo w s will h@&v perform therelevantroutine.

Shut Down

This shutsdown windows anddisplays the mes s a g a@ssnowrisdfetto turn
off your computero .  Whissmessge appearon the screenyou cansdely
switch off your computer.

Restartthe Computer

This option reboots(restarts)your computer and loads Windows @®8. This
option is used when system settings have been changd. In order for
Windowsto recognize the newsettings, Windowsmustreboot.

Restartthe Computer in MS-DOS mode

Shouldyou wish torun your PC in MS-DOS mode this otion is used to
restartyour computerin DOSmode.

SELF ASSESSMENT EXERCISE?2

Shutting Down Windows and your PC
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What you do Comments/Prompts
1. Press and hold dan the<Alt>| The following Shut Down
key Windows dialog boxs displayed
Pressandreleasethe<F4>
fu mtion Shut Down Windows

@ what do wou want the computer ta do?
" Stand by
& ERUE dowrE

" Bestart
 Restart in MS-D0S mode

Ok I Cancel I Help I

The Shu down option is pre-selected

2. Press<Enter> After a few maments a message appears
on your monitor, informingyou thatis s&fe
to turn off your company

3. Either pressthereset button | You have just performed a softboot.
on thefront of your PC, or press | After a few monents, the Windows
<CTRL> + desktop isdisplayed.

<ALT> + <DEL> keys

4.0 CONCLUSION

In this unit, you learn how to switch off your PC and how to turn onyour PC.
SELF ASSESSMENT EXERCISE1

Bootis anotherterm for switchon. AnswerY esor No.

50 SUMMARY

Hereyou are introdiced to the rudimentsof stating and closinga computer.
6.0 TUTOR-MARKED ASSGNMENT

What happas to datacurrenty heldin RAM whenthe PCis switched off?

7.0 REFERENCESFURTHER READING

Ayo, C. K. (1998). ComputerLiteracy: Operations and Applicaion.
(2nded.).Mckay Consult.
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UNIT 5 USING A MOUSE
CONTENTS

1.0 Introducton

2.0 Objectives

3.0 MainConent

3.1 using the mase

3.1.1 BasicTechiquesin the use of mouse
3.1.2 Usingthe Mouseto Draw a Picture

4.0 Concluson

5.0 Summary

6.0 Tutor-MarkedAssgnment

7.0 Réferences/Furthdreading

1.0 INTRODUCTION

A mouse is anotherinput device which you will use to give your
computerinstructons. Inthis unit we will look at how a mouseworks
andthenwe will look at the basictechniques of how to usea mouse.

20 OBJECTIVES

At theendof thisunit, you shoud be ableto:

A usethe mouse to give your computerinstructions
A usethemouse to draw apicture.

3.0 MAIN CONTENT
3.1 Using a Mouse

The mouse became popular by its incluson as standad equipment with
the eaty Apple Madntosh computer system With the increased
popularty of GUI 6 s (IGAR AJBER INTERFACE), the use of
the mousehas grown throughouthe persoral computerand workstation
worlds.

The basicfeaturesof a mouse area casing,which hasa flat bottomand
Is grippedby onehand. With one or more buttons onthe top, the mouse
has a multidirectional detectiondevice, which is usualy a ball on the
bottom, and cableconnectingthe mouseto the computer.
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Figure 1.7 Typicaltwo buttonmouse

By moving the mouseon a flat sufface (suchas a deskor mousepad),
the ball turnsinsidethe mouse,moving two sets of rollersthat control an
Or-Screercursor.

A mouse is classfied as a relaive pointing device becaise there are
no ddinedlimitsto themo u s mobesnent and becauséts placementon
a suface does not map direcly to a specfic screenlocaton. To
select items or choosecommands on the screen, the user pressesone
of themou s duditsns,which producesafimousecli ¢ k 0

N

Figure 1.8: Mouseball androllers

3.1.1 Basic Mouse Techiques

To usea mouseis relatively easy, but like mostthings,i pacticemakes pde ct 0 .
Thefollowing listdetailsthe basicmouse andcursor movements:

MouseMovanent Cursor Movement

Push the mouse away from you Thecursor will moveto the top of the
(from the front to the back of the deg)| screen

Pull the mouwse toward you (fromthe | Thecursor will moveto the bottomof the

backto thefront of thede) screen

Slidethemouseto theright The cursor will move to the right of the
screen

Slidethemouseto theleft The cursor will moveto the left of the
screen
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SELF ASSESSMENT EXERCISE1

Usingthe Mouseto Launcha Program

Whatyou do

Comments/Pompts

1. Startyour computerand wat until
WINDOWS loads and the desktojs

displayed.

2. Locatethe mousepainter on the
screenjt is asmadl white arrow

N

3. Slide the mause away from the
front of the sk bward the back of
thedesk. Asyoudo this watchthe
pointer onthe screen.

The mouwse pointer will
move
towardsthetop of thescreen

4. Slidethe mousein any direction of
your dhoice (rememberto keep iton a
flat surface). Asyou dothis watchthe
pointer on thescreen.

The mouse paoter will move in

accordancewith your instructians.

5. Nextwe will practice sinde
clicking. Movethe pointer untl it is
posiionedon the Program Icon titled
A Myomputen. Click theleft
mouse button once.

T he @Gowhgue ricon will
becomeselected (Theiconand
title will becomehighlighted).

FEAEEES

by Computer

6. RepeatheaboveprocessSelecting
anyanotherProgram icon of your
choice (rememberto clickonce).

Theprogramiconyouselected
will becomehighlighted.
Nextyou will usethe Start
button onopenthe Paintgame.

7. Positioned in the ktom left hand
corner of the desktopis theStart
button. Click once on this button.

4 Stalt”J

Thestart menuis displayed,
which

Shouldlooksimilar to the
followingexample:
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Programs L4
k| Favorites 3
ﬁ Documents L4
% Settings L4
@ Eind L4
& Hep

%g Bun...

| -E & Log Off REMI...

8. Positionyour mousepointer on
The menuitemsnamedPrograrrs.

A submenuis displayed, similar to
thefollowing diagram:

Accessories

Adabe

@ Audiograbber

[ CoelDR&W &

[ CorelDRew 10

@ Interniet Explorer

@ Microsoft Dffice Smal Business Tools
@ Microsoft Dffice Tools
@ Horton Anthines
Orling Services

@ QuickTime for windows

@ Startlp

- v w v v w w w w v w -

9. Positionyour mousepointer on
the MenuitemnamedAccessories

A further submenuis displayed,
similar to thefollowingdiagram:

|@ Cormmunications — »
@ Entertainment — ®
@ Intemnet Tool:  #
@ System Tools L
Address Book
Calculator
Imaging

@ Maotepad

'ﬁ’ Pairt

@ Synchronize

% wordPad

10. Select and cliclon the menu
itemnamedPaint.

The Paint program is displayed,
similar to Figure1.9
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4 untitled - Paint

Fil= Edt “iew Image Colors Help

| ¥

N
S

—‘OD/?%\
O|&E|~]e|e=| 0
IlI*_ I

1]

llllllllllllll
et (R [

|FDI Help, click Help Topics on the Help Menu|351 JBE | A

Figure 1.9: ThePaint Window

3.1.2 Using the Mouseto Draw a Picture

The next exerdése will afford you the opportunity to usethe mouse to
draw the pictureill ustratedbelow.

Figure1.10
SELF ASSESSMENT EXERCISE?2
Using the Mouseto Draw a Picture

Objective: To drawthe pictureillustratedn Figurel. 10 above

What you do Comments/Prompts

1. Positionthe mouse printer on | The mousepointer changesto the
the centre of your screen shapeof apencil.
Observe the shape of the
mousepainter.

2. Locate the rectangletool on | Thescreentip readsh ectamgl e 0
the drawing toolbox on the
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left sideof thescreen.

[]

3. Positionthe mouse pointer onthe
rectangletool. Click the Iét mouse
button onthe Rectangléool. Paosition the
mousepointer inthe centreof thescreen.

The mouse paiter has changed
shapeto a crosscommunity referred
toasfi c r-lisrss 0

4. Look at thebottom of thewindow on
the statusbar. You will notice two
numbers separatethy a comma.

The first number indicates the
horizontal posion of the mouse
pointer on the screen, while the
secondnumber indicates the verticg
positon of the mousepointer on the
screen.

5. Move the mousepointeraroundon the
screenand noticenow the numberschange
accadingy.

The screen idividedinto Invisible
dotscdledfi pi x e | snomberd |
refer to the pixel number that the
mouse pointeris positionedon.

6. Pleasgostion the mousepointerso
thatthe pixel numbersareapproximatdy
50,100

7. Pressandhold down theleft mouse
button. You will notice thatanoher setof
numbershaveappered to theright of the
pixel indicators.

Thesenumbersrepresent the size of
therectangle.

8. While pressingdown the mouse
button move the mouse down antb the
right until the sizeindicatas are
approxmately 450x 175 Releasehe
mousebutton.

It doesnot matterif the numbersvary
slightly. UseFigure 1.10aboveasa
reference.

9. Select theline tools on thadrawing
toolbox s by positioning the mouse pointet
overthetool andclicking the lét mouse
buttononce.

10. Positionthe mouseon the topline of
the rectanglethat you

E.

The objectiveof this dep is to
positionthe mouse pointer
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have drawn so that the pixel
indicatorreads 200,100

approxmately onethird alongthe
top line of therectangle. If necessga
adjust the position of your mouse
pointer accordingy.

11.
on the keyboard.While holding down
this key, pressand had down the left
mousebutton ad drawtheline from the
top of therectangle tadhe botom of the
rectangle.

Pressandhold down the <Shift> key

If you hold down the <Shift> key
while drawing a line, it will be
straight.

12.

Positionthe mouseon the top
line of therectangle thayou havedrawn
sothatthe pixel indicatorreads 350,100

The objective of this stepis to
position  the mouse  pointer
approxmately two thirds alone
the topline of the rectande. If
necessyy adjust the position of
your mouse pointer aaccordingy.

13.

Pressandhold down the <Shift>

key on the keyboad. While holding
down this key, press andhad down
the left mouse button rd draw the line
from the top of the rect@angle to the
bottom of therectangle.

The original reciangle has been
dividedinto threeequal boxes.

14. Locate the rounded rectangle The screentip reads i r o u n (
tool on the drawing toolboxonthe |[r ect angl eo.
left sideof thescreen.
-
15. Positionthe mouse pointer on The screentip reads Air o un (

the rounded rectargle tool. Clickthe
left mouse button on the roundec
rectande tool.

rectangl eo.

16.

Position the mouse pointer in
the first of the three boxes of the
rectangle, thatis, theleft mostbox.

17. Positionthe mouse so that the
pixel Indicator reads60,110

18.

While pressing down the
mouse button move the mouse dowi
andto the right until the sizeindicatas
are approdmately 130 x 155. Releas
the mousebuton.

The roundedrectangle appearsn
thefirst box.
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19.

Locatethe ellipsestool on the
drawing toolbox on the left
sideof thescreen.

-

Thescreertipreadsiell i ps e

20.

Position the mouse pointer on

the ellipsestool. Click the left
mouse button on the ellipse
tool.

21.

Position the mouse pointer in

thelast of the three boxes of
therectangle that is, the
rightmostbox.

22.

Positionthe mouse so that the
pixel indicator reads370,130

23.

Hold down the <Shift> key.
While  holding down the
<Shift> key, press down
the mousebuttonand move
the mouse down and to
theright until the size indicaors
are approximately 111 x111.
Releaseéhe mousebutton.

The circle appeas in the third
box. The <Shift> key ensures that
apefrfectcircleis drawn.

24.

Locate the Line tools on the
drawingtoolbox on the left
sideof thescreen

e ]

~

—l

ThescreertipreadsiLi n e o0 .

25.

Positionthe mouse pointer on
the Linetool. Click the ldt
mouse button on the Line
tool

26.

Positionthe mouse pointer On
the middle box of the three
boxesof therectangle

27.

Positionthe mouse so that the
pixel indicator reads200,100

28.

Pressand hold down the left
mouse button. Drag the
mouse downtothe opposite
lower right corner  of
the centrebox.

Releasdéhe mousebutton.

The size indicabr should read
approxmately 150x 175

29.

Locate the Fill with Colour
toolson the drawing toolbox

ontheleft side of thescreen

This tool enales you to fill a
drawn object with the colour of
your choice
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(e

30. Positionthe mouse pointer on
the Fill with Colour tools!
Click  the left mouse button
on thetool.

Next you will sdectthe colour of
your choice.

31. Positionthe mouse pointer on
the colour of your choice or
the colour palktte at the
bottom of the screen.

llllllllllllll
et [l (IR [

32. Click the left mouse button on
thecolourof your choice

Not blackor white please!.

33. Position the mouse pointer
inside the rounded rectangle
that you drew in the first of the
threeboxes.

Notice thatthe mousepointerhas
changedshapeto that of a bucket
of paint.

34. Click the left mouse button

Once

The object is filled with the
colour of your choice. Next, you
will fill the two triangles tha
appeain thecentrebox.

35. Positionthe mouse pointer on
the colour of your choice on
the colour paletteat the bottom

of thescreen

36. Click the left mouse button on

thecolourof yourchoice.

Not blackor white please!

37. Position the mouse pointer
inside the lower triangle that
you createdn the cente box of

therectangé.

Noticethatthe mousepointerstill
has the shape of a buckler of
paint.

38. Click the left mouse button
once. Next you will fill the

remainingtriangle.

The object is filled with the
colourof your choice.

39. Positionthe mouse pointer on
the colour of your choice or
the colour at the bottom of the

screen.

40. Click the left mouse button on

the colourof your choice

Not black or white please!

41. Position the mouse pointer
inside the upper triangle that

you createdn thecente box of

therectangé.

Noticethatthe mousepointerstill
hasthe shape of abudket of paint.
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42.

Click the left mouse button
once

The object is filled with the
colour of your choice. The last
objectto befilled is thecircle.

43.

Position the mouse pointer on
the colour of your choice or
the colour palette athe bottom
of thescreen.

44.

Click the left mouse button on
the colourof your choice

Not blackor white please!

45.

Position the mouse pointer
inside the circle that you
createdin the right box of the
rectangle.

Noticethatthe mousepointerstill
hasthe shape of abudket of paint.

46.

Click the left mouse button
once.

The object is filled with the
colourof your choice.

47.

Compareyour picture toFigure
1.10onpage 18

If theylooks similar 7 well done
You have leamed to use the
mouse.
Next you will
program.

exit the Pant

48.

Click onFile onthe menubar

TheFile menuis displayed

49.

Click on Exit

You will be asked whetheryou
wishto save changsto untitled?

50.

Click onthe No button

The Pant program is closedand
you are retunedto the Windows
desktop.

4.0 CONCLUSION

A mouseis usedto give instructionsto a computer.

5.0 SUMMARY

Hereyou learnedthe useof a mouseand the basictecmiquesof how to
useamouse.

6.0 TUTOR-MARKED ASSGNMENT

Explainhow youwill usea mouseto drawthefollowing picture:
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7.0 REFERENCESFURTHER READING

Gottfried, B. S. (1994).Programmng with Pascal( S ¢ h $exes) (Qnded.).
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UNIT 1 OPERATING SYSTEM

CONTENTS

1.0 Introducton
2.0 Objectives
3.0 MainCortent

4.0
5.0
6.0
7.0

1.0

3.1  Whatis an Operatig System?

3.1.1 BasicWindowsFuncions
3.2 Loadingthe Operaing System Window 98
3.3  Windows98

3.3.1 Elementsof the Desktop

3.3.2 WindowsTerminology
Concluson
Summary
Tutor-Marked Assgnment
References/FurthdReading

INTRODUCTION

The Operaing System providesfacilities that enableother progams to
usethehamwarein a safe andcontrolledway.

2.0

OBJECTIVES

At theendof thisunit, you shoud be ableto:

A
A
A
A

learnwhatis meantby operatng system
loadthe operatingsystemwindows
beintroduced to Windows 98

explorethe generakharacteristicof awindow.
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3.0 MAIN CONTENT

3.1 What is An Operating System?

An operding system is the sdtware responsible for controling the
allocation &ad usageof hardwareand softwargesources.The operating
system is the basionwhich all computerapplication programsrun.

3.1.1 Basic Windows Functions

The windows operating system enabeés usersto perform the following
functions:

Runprograms

Run multiple programs simultaneoudy
ControlPrinters

FormatDisks

Copy of Movefiles

Organisdhe storageareaon the computer
Shareinformationacrossa netwak

Bo Bo Do Do Do Po P

3.2 Loadingthe Operating System Window 98

In Module 1 you leamed that to load Windows 98, you ssmply turn on
your Personal computer (PCand the operding system will load
automaticaly. To recap,the startupeguenceof eventsis asfollows:

The PC will perform some stardard system checkscowering areassuch

)
L4

Motherboad

Processor

Memory and

Disk Drives

Nextthe messge i @rting Windows9 8 é will be displayed on
your monitor, followedby the Windows®8 logo.

After afew seconds,ite Windows6 9dgsktop will be displayed.
The desktops the main working areawhereyou will perform the
majority of functionswhenusingWindows ®8.

Do Do o o Do P
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SELF ASSESSMENT EXERCISE1
Switching on and L oading Windows 98

Beforeyou begin:Ensurethatyour PCis curenty switchedoff

What you do Comments/Prompts

1. Switch on your | Afterafewsecondsthesystem will perform
computersystem | thestandard system checksNext you will

see:fStartingWindows9 8 0

The screenwill temporarily go black before

displaying the Windows 6 9deskop.

3.3 Windows 98

When starting Windows 6 9 y®u are presated with the Windows 6 9 8
desktop. The desktopis the key to all actions performed within
Windowso 9 W/hen usingWindowso & you will seethateveay action
performedin the operaing system normally beginsat the desktq.

My Compute—»-2_ 3 7 p M
;“f g c . I:.(.
o c=xne el Lo 0
Program icon™=¥ frrerl &= s B
;i:‘; L2 —‘-; i = ‘\:u,'-i’i SN
E N e @
B Al 1
“—‘C rrl
Recycle Birm=1_ prery o™
Photcehs F( r
Windows Expl orer#% (r
ool
Start DUt O g g s ssezwons 4= Clock
Taskbar

Figure. 2.1 TheWindows6 9C&esktop

3.3.1 Elementsof the Desktop

The deskbp is fully cusbmizable; howewer the basic deskbp layout
containghefollowing standarcelements:

Taskbar The Taskbaprovidesquick accesgo informationand

to applicatonswhich are active (opened). The default
location for the Takbar is at the bottom of the
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desktop.The Takbaralsocontans a clock, which is
displayedin theright handcorner.

Start button/menu The Start button is locatedat the far-left corner of

Desktop

Program Icon

Shortcut

My Computer

RegycleBin

Inbox

the taskoar (when the tasklar is in the default
location). The Start button opensa menu, referredto
as the Start menu. This menu enalbes usersto open
doauments, lanch programs, and perform other
common tasks.

The Desktop is the main areaof the saeenwherethe
Progam Iconsand Shortcutsaredisplayed.

Progam Icons are used by the operatorto launch
or (run) the relevaat program. Progam ioons
and shortcutsan be placedanywhereon the desktop:

A Shortait givesthe operatorquick andeasy accesgo
frequenty used programs or information. The
Shortcutsare placedon the deskop.

This utility provides quick and eassy access to
information rdatedto your computer, such asdrives,
filesandfolders.

All files deletedfrom your PC are stored in the
Recycle Bin. This enablesfiles to be easiy undeleted it
also axists the user to keep track of deleted item or files

If you areusingelectronic mail (e-mail) theinbox will
be displayed. All incoming messgesarestaedin the
Inbox.

3.3.2 Windows Ter minology

When working with Windows, certain terms and terminologiesare used
to describeproceses and conceps. Talbe 1 below describessome of

theseterms.

Ter minology Description

Application This refersto eithera Windows or MS-DOS
program

Folder Thisis thenewnamefor adirectay

Icon A small picture that representseither a
programme or a shortcut

Mouse This is the pointing device which you will use

constanity whilst pefforming taskan windows
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6098

Shortcut An iconsplaced onthe desktopwhich enabés
guickandeasy access to programs anddat.

Shortcutmenu Thesemerus list variousapplicale shortuts.

Shutdown Procesd$ollowedwhenclosingwindows

Startbutton The Startbutton opens a menu, referredto as
the Startmenu.

Startmenu This menu erables users to opendocuments,
launchprograms, and perform other common
tasls.

Taskbar The Taskbar provides quick aaess to
information and to applicatims which are
active(opered).

Window A rectargular box that containsicons or daa
(information).

4.0 CONCLUSION

Operating systems assist in running other progams. They sewve as
intermediaiesbetweenthe hardwae andthe userprograms.

5.0 SUMMARY
Operatingsystems cortrol the opewtionsof the hardware.
6.0 TUTOR-MARKED ASIGNMENT

Give a brief explanationof the functionsassociatedvith the windows
operatingsystem.

7.0 REFERENCESFURTHER READING

Ayo, S. K. (1998). Compuer Literacy: Operatng Systems and
Applications.(2™ ed). McKay Consult.
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UNIT 2 WINDOWS 98

CONTENTS

1.0 Introducton
2.0 Objective
3.0 MainCortent
3.1 Examiningthe Stat Menu
3.2  WindowsElemerts
3.3 Moving and Sizing a Window
4.0 Concluson
5.0 Summary
6.0 Tutor-MarkedAssgnment
7.0 Réerences/Furthdreading

1.0 INTRODUCTION

Windowsconsst of sds of standardperatons which canbe usedby the
higherlevel sdftwareto interactwith grgphical userinterface(GUI).

2.0 OBJECTIVE
At theendof thisunit, you shoud be ableto:

A explorefurtherthe characteristicoof Windowso 9 8 .
3.0 MAIN CONTENT

3.1 Examiningthe Sart Menu

As discussed eadr, the Startbuttonis locaied on the taskbarandwhen
you click on it the Start menuis dispayed. This is Windows9 8 @nain
menu. The standardptionsareshown bdow:

@ Mew Office Dacument
% Open Office Document it

1% ‘windows Update
WinZip
Frogiams

Figure2.2 TheSart Menu
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Programs

Favourites

Documents

Settings

Find
Help

Run

Log Off

Shut Down

COMPUTERSIN SOCIETY

The Progams option provides quick acaess to the
various applicatims that are installed on your
computer

This option allows you to quickly open a favouritefile,
folderor website.

The Documents option lists the last 15 opened
doauments.Documentscanbereopenedrom thelist by

simply clicking on therelevantfilename.

The Setthgs option allows you to charge various
system andWindows settings.

It also allows you to set up new printers or view
information aboutthe documentsg) beingprinted.

The Find option allows you to searchthrough your
systemfora particularfile.

The help option provides access to the Window 98
onlineHelp system.

The Run opton alows you to run a particular
application suchas asetupprogram, fromthe command
line.

This option is usedto log off your computer so that
another individual using Window 98 with different
settingscanlog on.

The Shut Down option is usedto either shut down or
restartthe computer.

SELF ASSESSMENT EXERCISE1

Exploring the Start Menu

Beforeyou begin:Ensurethatthe Windows 98 deskt is displayed

What you do

Comments/Prompts

1. Click the Start button on the | The Standad menuis dispbyed.

Taskbar
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2. Using your mouse, point to the
Programsoptiononthe menu.

The following Progams submenu
is displayed.

Aocessores

Adobe

Audingrabber
CorelDRAW 8
CorelDRAW 10

Intemet Explorer
Microzoft Office Small Buzsiness Tools
Microzoft Office Tools
Narton Antivins

Orline Services
QuickTime for windowes
StartlJp

NOTE: The suomenus on your
screemmay differ slightly.

* ¥ ¥ ¥ ¥ F¥F F¥F ¥F ¥Y ¥ ¥ ¥

C7 (07 (07 LU (17 (7 B B0 Y 1Y Y

3. Pointto Accesories (found on
the Progeamssubmeru)

The Acces®ries submenu is
displayed.

Cornrnunications  #
E ntertainrnent »
Internet Tools »
System T ools r
El  Address Book

g Calculator
Irmaginig

M otepad

Pairt
Synchranize

wWiordPad

4. Point to the System Tools
option (on the Accessories
stbmenu).

The System Tods submenu is
Displayed

Comprezsion Agent

Dizk Cleanup

Dzl Defragmenter
Crrive Corveerter [FAT 32)
CiriveSpace

M aintenance Wizard
Scanlizk.

Scheduled Tazks
System |nformation

wWwelcome Towindows

FELLLHDHEY b

5. Now poaint to the Documents
option(onthe Stat menu).

The most recenly
doawment names are
(maximum 15).

opened
listed
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6. Pointto the Settings option (on | The Setthgssuomenuis displayed.
to (Startmenu).

7. To turn off any menu simply | All menus are closedand you are
point to any blank area of the returned to the Window &8
desktop and click the primary| desktop.
mousebuton.

3.2 Windows Elements

Whenworking in Windows98, you will work in rectargular areasof all
differentshapesand szes.Theseareasare cdled windows. Eventhough
the windows on your computer will vary in appearanceyou will find
that virtually all of the windows corsist of similar elements.Figure 2.3
belowrepresentsatypical window.

Minimize Maximize

Title bar —» B Document - WordPad Close
Menu bar—> File Edit Wiew Insert Format Help
Tod bar—p Dl2(El S| 5 slslel | 2  Border
deat bar—HTlmesNewHDman j ITU j Bl/l u |&@_;J| E El%l g|

RN RN RS SRR KRR EERNERRE KRR NS ERRR Y
Document —p
Window

For Help, press F1 | INOM 4

Figure 2.3 SampléVNindow

Title bar The title bar displays the title of the relevant
application. If you maximise a doament in an
application wndow, the name of the doauments will
alsoappear rext to the name of the application title in
the title bar. You canalso usethe title barto move a
window.

Closebutton The closebuttonis used to closethe window and exit
fromtheapplication.

Maximize button This button is usedo display a full-screenview of the
window.
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Restorebutton The restorebuton is only availableif a window has
been maximized andis usedto restorethe window
backto its originalsize.

Min imize button This button is usedto minimize the window, reducing
it to a button on the Taskbar(the application remains
runningin thebadkground).

Menu bar The menu bar displays the primary commards of the
relevantapplication. Selectingone of thesecommands
displays ameru of commandoptions from which you
canmakeadditional sdections.

Toolbar This bar displays shortcut button for performing
common operatons, such assaving afile and copying
data.

For mat bar This bar also displays shortat buttons as well as

various boxes for performing formatting operations,
such as text alignment, changingthe font and font
size.

Documentwindow The doaument window is the rectangulararea,
which occupes majority of the screen.This is the
areain which youwork whilstin an application area.

Statusbar This bar disgays messagesand other information as
you usethe applicdion.

SELF ASSESSMENT EXERCISE?2
Exploring a Window
Before you begin: Ensure that the Windows 98 deskbp is displayed

Objective: To laurch an applicaton caled WordPadand expeiment
with some of its window elements.

What you do Comments/Prompts

1. Click the Start button on the | The standard Start menu is
Taskbar.
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2. Using your mouse, point to the
Programs optiononthe menu.

NOTE: The submenus on your
screermay differ slightly.

Thefollowing Progiams submenus
is displayed.

@ Set Program Access and Defaults

|

W windows Catalog
& windows Update

I Accessories

I CorelDRAaw Graphics Suite 12
I Games

I mMcafee

I Microsoft Cffice

I Startup

1 Acrobat.com

B8 Adobe Reader 9

* r v v w ¥

& Internet Explarer

w? msh

k‘ﬁj Cutlook Express

1.; Remote Assistance

&) windows Media Playsr
E windows Messenger
W windows Movie Maker
I Boomerang Software
I Caere Applications
I Corel Print Office 2000
I eFax Messenger Plus
I Emotion 30 Web Edition 1.5
I HP Scandet Utilities
I 1R.L5. Applications
I Mozilla Firefosx

E HP Precisionscan Pro
I HP LaserJet 5200

I Adobe

I Adobe Acrobat

IR QuickTime For Windows

* *r ¥ ¥ wv v v v

Ir = = -

3. Point to Accesories (found on
the Progams/sibmeru).

The Accessries submenu is
displayed

@ Commurications
E ntertainment k
[nternet Taools k

Syztem Toolz r

Addressz Book

g Calculator

Irmaging
Maotepad
Pairt

Synchronize
WiordPad

4. Click ontheWordPadicon.

E;

The WordPadapgdication will be
launchedand a window similar to
the one below will appear onyour
screen.
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Document - WordPad

File Edit “iew Inzet Fomat Help

EEEREEEEEE

ITimesNewHuman jm B|s|U|@ E% §|E|
SRR KRN ERR SRR RS KRN RRAE EERNERR) ERRNRRRY

For Help, press F1 [ NOM

5. ldentify the windows elements| Use Figure 2.3 on page 35 if
thatwe havejustdisaussed. necessy

3.3 Moving and Sizing a Window

A window may not always appearin the most suitable loation on the
screenlt may aso not be the correctshape and/or size. It is possibe to
move andbr resizeawindow.

SELF ASSESSMENT EXERCISE3

Move and Sizea Window

Beforeyou beginensure thatWordPadis still openonthe desk.
Objective: To move and changehesizeof the currentwindow.

What you do Comments/Prompts

1. Click on the title bar of the | The windowwill be displayedin the
window and use the drag & | newlocation.
drop method to move the
window to another position
on thedesktq.

Document - WordPad

2. Position your mouse| You will notice that your cursor
pointerontheborder, which | shape will change to a double
Is locatedaroundthe edge | heacd arrow when the cursor is
of thewindow. placedovertheborder.
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Eile Edit Miew Inseit Fomat Help
~Po|==l SR @] 2
Times New Foman

3. Click and drag the border of | Thewindow sizehas beenchanged.
the window untl you have
resizedthe window to any size
you like, then releae your
mousebuton.

4. Firstwe aregoingto minimize | The WordPad window will bemme
the WordPadwindow. To do | minimizedand appeain theform of
this we simply click on the | abuttononthe Taskbar.

minimize button of =l the iﬂStﬂrt”“Ducument—Wurd___
activewindow.

5. Now we will redore the| The WordPadwindow is restoredo
WordPad window. Click on| its originalsize.
the WordPad butbn which is
foundonthe Taskar.

6. Now letss maximize the| The WordPad window has now
WordPadwindow. To do this| beenmaximizedand fills the screen.
click on the maximize buttor] You will notice that the desktop is
B of theactivewindow. not visible and that the maximize

button has been repaced by the

restorebutton. £l

7. To restorethe window to its | The WordPad window is now
original size, click on the | retumedto itsoriginalsize.
Restorebutton £

8. Click ontheclosebutton *I TheWordPadwindow is closed.

4.0 CONCLUSION

Working on Windows 98 involves working in rectangularareas at
differentshapesndsizeswhich arecalledwindows.

5.0 SUMMARY

You now know how to explorethe start menu of Window 98 and you
canexploretheentirewindow.

6.0 TUTOR-MARKED ASSGNMENT

Discussmaincharateristicsof Windows98.
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7.0 REFERENCESFURTHER READING

C. S. French (2000). Computer Science. (5" ed.) Ashford Colour
PressGosport, Hants.
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UNIT 3 FILES
CONTENTS

1.0 Introducton
2.0 Objective
3.0 MainCortent
3.1 FileHanding
3.2 CreatingaNew Fader
3.3 ShuttingDown Window ®8
4.0 Concluson
5.0 Summary
6.0 Tutor-Marked Assgnment
7.0 Réerences/FurthdReading

1.0 INTRODUCTION

Eachdoaument is staredin a computerindividualy by namein what is
calledafile.

20 OBJECTIVE

At theendof thisunit, you shoud be ableto:
A handleafile.

3.0 MAIN CONTENT

3.1 FileHandling

All informationfoundin a computer thatis both dataand programs, are
storedin files. Foldersare usedto hold related files, as well as other
relatedfolders.

In many ways, Window 98 folder can be comparedto a paperfolderin
thatbothareusedto storeandorganiseinformation in onelocation.

Figure 3.1 A Folder Icon
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3.2 Creating a New Folder
Beforewe canusea folderwe must first creatat.

To createanew folder:

Doubleclick onthe My Computer icon onthe desktop

In theMy Computer window, opentherelevantdrive icon.

In the drive window, select (from the menu) the Eile, New
command,followed by Eolder.

Do Do e D

A Type anewname for thefolderandpress<ENTER>.
SELF ASSESSMENT EXERCISE1
Creating a New Folder

Before you begn: Ensure that you have no open windows on your
desktop.

Whatyou do Comments/Piompts

1. LocateMy Computer onyour
computer
andopenit by double-clicking

2. LocateandDouble-click onthe | The Drive A: window will be

Drive A: icon. displayed.

3. Usingthe menu, click on Eile, In the i DveliA : window a
New command and choosel New Folder icon will be
Eolder. displayed.

4. Type in the folder name (we | Thenewfolderhasa name.
will call this one ATe
F ol d andpoessEnter>.

3.3 Shutting Down Window &8

In Module 1 you learned the importance of shutthg down Windows
correcty. If necessey pleaserefer to Module 1. The methodthat you
learnedin Module 1 was to use the key combinaton of <Alt> plus
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<F4>. You will endthislessonby shutttingdown Windows98 using an
alternativemethod.

SELF ASSESSMENT EXERCISE?2

Shutting Down Windows and your PC

What you do Comments/Prompts

1. Click the Start  buton | Thestandad Startmenu is displayed.
onthe Taskbar

iﬂﬁtart”_

2. SelectShut Down The Shut Down Windowsdialog box is
fromthestart menu displayed.

3. EnsurghatShut After a few moments, a messge
Down is selectecand | appear®n your monitor, informing you
press<Enter> thatis sde to turn off your

4.0 CONCLUSION

Many document files take the form of a formatted sequenceof
characters.

5.0 SUMMARY

Document files that take form of formatted sequenceof charaters are
called text files becaise they consist of printable charaters organised
into linesof text.

6.0 TUTOR-MARKED ASIGNMENT

Explainhow to create a newfolder.
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7.0 REFERENCESFURTHER READING

French, C. S. (2000). Conputer Science (5" ed.) Gogort, Hants:
Ashford ColourPress.
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UNIT 4 WORD PROCES3NG

CONTENTS

1.0 Introducton
2.0 Objectives
3.0 MainCortent
3.1 Introductonto Word Processing
3.1.1 StartingWord
3.1.2 Exitingfrom Word
3.2 Creating a New Blank Document and the Basics of
EnteringText
3.2.1 A NewBlank Document
3.2.2 TheTextArea
3.2.3 Usingthe<Enter>Key
3.3.4 Nonprinting Chacters
4.0 Concluson
5.0 Summary
6.0 Tutor-MarkedAssgnment
7.0 Réerences/FurthdReading

1.0 INTRODUCTION

A word procesig program allowsthe user to create edit, format, store
andprint text doauments.

2.0 OBJECTIVES
At theendof thisunit, you shoud be ableto:

useMicrosoft Word 2000
exitthe Word 2000program
createa new blankdocument
entertext

iIdentify nonprinting characters.

o o o Do o

3.0 MAIN CONTENT

3.1 Introduction to Word Processing

Word procestng is the use of computers tocreate,revise, and save
doaumentsfor printing and future retrievd. You enter information into
the computer by using a keyboard. As you type, your words are
displayed on a monitor, or screen,and are storedin computer memory
ratherthanon paper.
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Becausetyping information is a separatetask from printing it, word
processorsendle you to changeinformation eady without retyping
entiredoauments. For example, you can change margins, addanddelete
text, move paragephs, and correct speling errors. All revisions are
made within the computer andarethensavedon a disk and printed.

3.1.1 StartingWord

To useWord, you must load the program from the hard disk into the
comp u t emeniry. You can store your data files (doauments) ina
folder on the hard drive, or on a floppy disk. In orderto useWord, you
needto install Microsdt Windows 95, 98, Millennum Edition or NT
4.0 on your computer.

To startWord using the Startmenu:

1. Turnonyour computer

2. In the Takbar,click on Start

3. Chooséhe Programs menu choice.

4 Click ontheMicr osoft Word menu choiceto starithe program.

If you have a shortcut setup for Word, you can start Word from the
shortcutby doubk-clicking onthe Word shortcuticon.

SELF ASSESSMENT EXERCISE1
Starting Word

Before you begin: Ensure that your computer is on andthat Word 2000
hasbeencorrecty installed.

What you do Comments/Prompts

1. Click onthe Start buttononthe | The Start menuis digplayed.
displayed.

2. Click on Programs on the|The Programs sub-menu is
Start Menu displayed.

3. In the submenu click on| MicrosdtWordis launched.
Microsoft Word.

4. Observethe on-screen Office | The Office Assistant is an
Assistant. To show the Office| anmated online Help system that
Assistant if it is currently| providesHelp topics and tips while
hiddenchoose:Help, Show the| you work.

Office Asgstant

5. Click on the A P a@lei (@r«
any alternate d&fice assistan
symbol that has been set) to
closethetext.
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6. If necessy, in the Office 2000| To registerat a latertime.
Registraton Wizard dialog box
click on Register Later and

Exit.

7. ToclosetheOffice Assistant | To closethe Office Assistant.You
Choose: can also hide the Office Assisaint
Help, Hide the QOffice |by right clicking on it and
Assistant choosinghe Hide command.

3.1.2 Exiting from Word
To exitthe Word 2000 program,

1. ClickonEile
2. Click onExit

SELF ASSESSMENT EXERCISE?2

Exiting from Word

What you do Comments/Prompts
1. Click onEile TheFile drop-down menuappears.
2. Click on Exit Microsat Excelis closed.

Further PracticeExer cise

1. StartWord2000again.
Hint: If you needhelp, referto Exerciser.

3.2 Creating a New Blank Document and the Basics of
Entering Text

Word is a WYSIWYG (whatyou-seeis-what-you-get)word procesor.
Dependingon which view Word is in, the screendisplay will showyou
how thetext will lookwhenyou print the document.

3.2.1 A New Blank Document

At startup,Word providesyou with a new unnamed doaument.Y ou can
begintyping in that document, openan existing documert, or create a
newone.To createa new doaument, click onthe New Blank Document

Dl buttonon the Standad toolbaror press<Ctrl> + N To createa new
doaumentby using the menu, chaoseEile, New andclick on OK.

55



CIT101 COMPUTERSIN SOCIETY

3.2.2 The Text Area

Evey doaumenthasa text area.As you type, charactersare insertedin
the text areaat the insertion pant. To placethe insertion pant, position
the mouse pointer (whenever itappearsas an I-bean) and click the
mouse button. Alternativdy, you may make use of keyboard
combinationsto movethe cursorto thecorrect position.

3.2.3 Using the <Enter> Key

In word processing, you must not pressthe <Enter> key to eachline of
text. When text does not fit on a line, it automaticaly flows to the
beginningof thenextline. Thisis calledwordwrap.

However,you do usethe<Enter> key to:

A enda shortline (one that doesnot extendto the right margin);
A endaparagaph;or
A createablankline.

3.2.4 Nonprinting Characters

Word can display a number of specal symbols on the screenthat
indicate each time you have pressed<Enter>, <Spacebar, and
<Tab>, among others. These nonprinting charactersare espeially
usdul when you are editing doauments. To display these special
symbols,click on the Show/Hide buttononthe Standardoolba.

1 « showHidebutton

SELF ASSESSMENT EXERCISE4

Creating a New Documents, Entering Text, and ldentifying
Nonprinting Characters

What you do Comments/Prompts
1. Movethe mousepointer == NE
overthefirst button onthe “New Blank Document
Standardoolbar. (The Standard dolbar is the leftmost

toolbar orthe top bar if the Standar
and Formatting toolbars are

displayedseparatéy)
_ i Ne wBlank Docume nt s 0O
Observehe Screerilip. displayed.

2. Click on the New Blank | To createa new doaument.
Document button.

56



CIT101

COMPUTERSIN SOCIETY

3. Observeheinserton point

This is the blinking vertical bar that
always appees on thefirst line in the
upperleft cornerof a new doaument.
Its location detemines wheretext or
other items will be entered intothe
doaument.

4. Observethe mousepointer

The mouse pointer is usualy an I-
beam when it is in the text area.
When moved outside the text area,
the mousepointerbemmes an arrow.

5. Type:Interoffice Memo

To enter the chaacters at the
insertionpoint.

6. Press<Enter> To endtheline.

7. Press<Enter> again To createa blankline.

8. Type:To:

9. Observahescreen Eachtime you presed Enter, Word

placeda paragraphmark (ﬂ_) in the
doaument. Eachtime you presd the
Spacebar, Worglaced a spacemark
() in the docment. Thesg
nonprintng charactersappear only
on the screen, noton the printed
doaument. If theseare not currenty
visible, then they havebeenhidden.

10.0n the Standard toolbar,
click onthe ShowHide button

11 (This button might bedisplayed
on the standard docked toolbar.
Depending onyour monitor size and
settings, the placement of buttons
will vary. If you camat find a button
on the toolbar, itwill be the dockeg
toolbar.) To hide the nonprining
characters.

11.0Observahescreen

The nonprintng chaacters do not
appeaiwonthe screen.

12.Display the nonpinting
chaacters.

(Click onthe Show/Hidebutton).

4.0 CONCLUSION

A word procesing program provides facilities to edit doauments and
define theirlayoutand enablethem to be printed.
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5.0 SUMMARY

Word proaessingis the use of computes to create,revise and save
doaumentsfor printing andfutureretrieval.

6.0 TUTOR-MARKED ASIGNMENT

Give examplesof at leastthreetasksin which you would makeuseof a
word progssingprogram.

7.0 REFERENCESFURTHER READING

French, C. S. (2000). Conputer Science (5" ed.) Gospot, Hants:
Ashford ColourPress.
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UNIT 5 FURTHER WORD PROCESSNG PROGRAM
FACILITIES

CONTENTS

1.0 Introducton
2.0 Objectives
3.0 Main Corntent
3.1 UsingtheTabKey
3.2 UsingtheBackspae Key
3.3  Autocomplete
3.4 SavingaFile
34.1 TheSaveas ®mmand
3.4.2 Naming a Document
3.4.3 TheSaveas DialogBox
3.4.4 Closinga Document
4.0 Concluson
5.0 Summary
6.0 Tutor-MarkedAssgnment
7.0 References/FurthdReading

1.0 INTRODUCTION
Theadvanagesof word processig includethe ahlity to:

Storetypeddocumentsin the computer

View thedocumenton screerbeforeprinting
Correctmistakes

Insertor ddetewords

Move sectonsof textto anotherpart of thedocuments
Incorporateothertext withouthaving to retype it
Storedoaumentson backing storefor laterrecall
Changdayout of thedocument

Printthe documentmany times.

Bo Do Do To Do Po Do Do Do

2.0 OBJECTIVES
At theendof thisunit, you shoud be ableto:

A usetabkey
A usesome otherfacilities of Microsdt Word 2000.
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3.0 MAIN CONTENT
3.1 Usingthe Tab Key

Tabsmakeit easierto aligntext precisy. Pressinghe Tab key inserts a
tab charactrs, movingtheinsetion point to the nexttab stop. Tab stops
arepresetat 1.2 tmincrements.

3.2 Using the Backspace Key

By pressng the Backspacekey, you can delete the chaacteror space
immediatéy to theleft of theinsertionpoint.

3.3 Autocomplete

As you type cerigin common words, dates,or names, Word will suggest
the complete wordor phraseafter you type the first few letters. This
featureis called AutoComplete. Whenthe suggestionappears,you can
press<Enter> or <F3> to acceptthe suggeton, or just keeptyping to
reject. For instance,whenyou are typing a letter and you do not know
exacty who will be readingit, you would normally type i T Whom it
May Conceno Using AutoComplete, you can just type i T &6 and
press<F3>. Word will aubmaticaly finish the typing for you with type
A T \Whom it May Conc e r You aanalsoadd your own AutoComplete
ertriesanddeletethem asneeded.

SELF ASSESSMENT EXERCISE1

Using Tab, Autocomplete, Backspace,and the Word-wrap Fedaure
while Entering Text

Beforeyou begin: Theinsertionpoint shouldbe atthe end of thefiTo : 0
line.

What you do Comments/Prompts

1. Press<Tab> To inserta tab charater, moving the
insertionpoint to the first default tab
stop, 1.27cm from the left margin.
Defaulttabstopsare set atevay

2. Observahenonpinting | Eachtime you press<Tab>,an arrow
mark for <Tab> Is placedin thedocument.

3. Type: Johanna Burger | To endtheline andmove theinserton
Press<Enter> pointto the nextline.

4. Type:From:
Press<Tab>
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5. Type: Kathleen de
Winter. Press:<Enter>
6. Type: Subj The first four letters of the word
ASubject: o
Observehetext ubject
Subj1
Justabovethe text you typed isa box
with the word ASubject :imit. This
ScreenTipis dispayed becausethere
is an AutoComplete enty for the
wordfi Sbpect . O
7. Press<Enter> ThewordfASu b j & cotngleted
8. Press<Tab> Becausegheword i 8b j e extendé
Observehetabstop beyond the 1.27cm mark, presing
<Tab> moves the insertion point to
thenextdefaulttabstop at2.54cm
9. Press: <Backspace> | To remove the tab characterand the
ninetimes. texti S wedtj : 0.
10. Type:Re:
11. Press<Tab> To move the insetion point to the
firstdefaulttabstopat 1.2¢€m
12. Type:Client Referral
13. Press<Enter> twice

14. Type: | have a client
referral for you. The
gentleman is looking for a
house in your territory.
Pleasesee me urgerntly for
more details.

Observahetext

The words auomatically flow to the
nextline.

3.4 Saving aFile

Before you save a document, it exids only in computer memory, a
temporay storagearea. For pemanentstaage, a document must be

savedo somelocdion, suchasaharddrive or afloppy disk.

To save adocument,you useeitherthe File, SaveAsé or theFile, Save

command.
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3.4.1 The Save as Command
TheEFEile, Save As¢ commandenablesyou to:

A savea doaumentfor the first time;

A savea doaumentwith a newfilename;and

A savea doaumentin a differentlocation (on anotherdisk or in a
differentfolder).

To usethe Eile, Save As¢ command choase Eile, SaveAsé to display
the Save As dialog ox. In the Saveln list box, selectthe appropriate
location (disk, drive, or folder). in the File Name text box, type the
name of thefile. Click on Save

When you save a file, Word adds the filename extension. DOC to
identify the file asa documentfile. You should avoid adding filename
extensiongoursef.

3.4.2 Naming a Document

When you savea file for the first time, Word aubmatcally assigns a
filename by usingthe first wordsof your document. You canacceptthis
default name or nameit something diff erent.

A filename should be descriptiveso that you can remember thefi | e 6 s
contents A filename in Word can containup to 255 chamcters, paces,

and other purctuation. A file camot contain any of the following
charactersi]:*?0 <|. For example, a file cannotbe A: Drive. (These
constraintaredeteminedby the Windows operatingsystem.)

3.4.3 The Save as Dialog Box

The Save As dialog box displays five folderson the left side of the
dialog box: History, My Documents, Desktop, Favoites, and Web
Folders.These folders make accessig prevous doauments andsaving
new doauments easierby enabling you to click on and open a folder
direcly. To openoneof thesefolders,click onthefolder.

3.4.4 Closing a Document
When you havefinished with a doaument, chooseFile, Close to close

the doaument window or douwble-click on the windowd €ontrol-menu
icon.
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SELF ASSESSMENT EXERCISE?2

Savinga Document for the First Time and Closinga Document

What you do Comments/Prompts
i fsavers ——————————____________ HEK|
1' ChOOSEE”e, SaveAS | Saveim: | ) ARTISTWORLD =l e ‘ & % O E - Tods -
== File name: j B save I
S samasppe IWord Document j Cancel I

To display the Save As dialogbox.

2. The Save [n list box | If it is notsetto Drive A:, pleasecall your
shouldbe setto drive | trainingadviserto assst you.
A.

3. If necessyy, selectthe
textin theFile name | Thetextinterdfice Memo is highlighted.
textbox. To dothis,
click anddragthe
mouseoverthetext
Interoffice Memo.

4. Type:My Memo To name thedoaumentMy Memo.

5. Click on Save To savethefile.

6. Observehetitle bar It has changedto display the doaumen t
name, My Memo.

7.ChoosetEile, Close To closethe doaument and remove it from
memaory.

40 CONCLUSION

Word proaessinghas many advanagesoverusing atypewriter.

5.0 SUMMARY

Here you learred how to usesome of the facilities of Microsat Word
2000.theknowledgeyou have gained hewll be usdul in the next units.

63



CIT101 COMPUTERSIN SOCIETY

6.0 TUTOR-MARKED ASSIGNMENT

Pleasecreate a new doaument in Microsoft Word 2000. Type the
following text taking care of use capital letters as well as bold, italics
andunderlneformats asfoundin theexample.

fWord Processingis the use of computers to create,revise and save
doaumentsfor printing and future retrievd. You enter information into
the computerby usinga keyboard.As you type, the wordsare displayed
on a monitor, or scre@, andarestoredin computer memory ratherthan
on paper.Therdore,a Word Processgng programcanbe usedon a daily
basisby schoolteachasto simplify tedioustas k s . 0

Savethefile asTypingl. Closethefile.
7.0 REFERENCESFURTHER READING

French, C. S. (2000). Conputer Science (5" ed.) Gospot, Hants:
Ashford ColourPress.
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MODULE 3
Unit 1 Word ProessingConinued
Unit 2 Copying a Text, Saving Changesto a Document and
Formatting
Unit 3 Paragrap Formatting: The Speling Checker and
Introducton to Printing of a Document
Unit 4 Spreadsheet
Unit 5 Enteringand Correcting Data

UNIT1 WORD PROCESING CONTINUED

CONTENTS

1.0 Introducton
2.0 Objectives
3.0 Main Content
3.1 Openingand Editinga Document
3.1.1 TheFile, OpenCommand
3.1.2 Editinga Document
3.2 UsingOvertypeMode
3.3 Selectinglext
3.4 DeletingText
3.5 Replacinglext
3.6 Moving and Copying Text
3.6.1 TheClipboard
3.6.2 Cuttingand Pastng Text
4.0 Concluson
5.0 Summary
6.0 Tutor-Marked Assgnment
7.0 Réerences/FurthdReading

1.0 INTRODUCTION

Text files can be createdand modified with the aid of a speqal
program cdled an editor. Many doauments not requiring anything but a
very basicpagelayout arepreparedhis way.
2.0 OBJECTIVES
At theendof thisunit, you shoud be ableto:

A usefile andopendocuments
A editatextadoaument
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A selectatext
A deleteatext
A replaceatext
A moveatext
A copy atext.

3.0 MAIN CONTENT
3.1 Openngand Editing a Document

3.1.1 The File,OpenCommand

TheEile, OQpencommandplacesa copy of afile ondiskinto an acive
doaument window. The Opendialog box lists all of the document files
onthecurrent disk, in thecurrentfolder.

To opena listedfile, either click on the filename in the File pame list
box on Open, or double-click on the filename. A copy of the file is
placedin an activedocumentwindow.

To makerecenty used doauments more accessible,Word also tracks
doaument that have beenopenedand placestheir names as choices at
the bottom of theEile menu.

To openoneof theselistedfiles, chooseEile andclick on the doaument
name.

3.1.2 Editing a Document

By default, Word s in insertmode; asyou type, text to theright of the
insertion pant is pudhed to the right. To insert text, placethe insetion
pointwhereyou want to addtextand begn typing.

To place the inserton point, position the I-beam at the desred
locationand click the mousebutton.

3.2 Using Overtype Mode

Word gives you the option of turning off insert mode andturning on
overtype mode.Insteadof pushingtext to the right asyou type, overtype
modereplaes exisingtextonechaacteratatime.

You can turn on overtype mode by double-clicking on OVR on the
statusbar or by presing the <Insert> key on the keyboad. If you
accidentdly turn on the overtype mode, you candoule-click on OVR
or presshe<insert> key to turnit off.
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3.3 Sdeding Text

Beforeyou candelete,move, copy, or format text, you must selectit.
Table 1 below details varioustedniquesfor selectingext.

Table 1

Selectionmethod

Technique

Drag

Point at one end of the text to be selected.
Pressand hold the mouse buion. Move the
mouseto the other end of the text; this creaes a
highlight (selecton) betweenthetwo ends.Then
releaséhe mousebutton.

Selectaword

Point anywhere inside the word and double
click the mouse butbn. The trailing spaceis
aubmaticaly seleced alongwith theword.

Selecta sertence

Point anywhere inside the sentence. While
pressing <Ct#, click the mouse button. End
punctuaton andtrailing spacesare automatically
selectedalong with the sentence

To deletethe characer immediaely to the right of the insertion

To deletethe characer or spaceimmediatdy to the left of the

pressthe <Backspace>key.

To deleteselectedtext, selectthetext andpress <Delete>.

3.4 Deleting Text
A
point, pressthe<Delete>key.
A
insertionpoint,
A
A

To delete an extra line (parageph mark), you can place the

insertion point at the beginning ofthe line below the blank line
andpresshe<Backspace>key.

3.5 Replacing Text

Theremay be times you want to replaceexisting textwith new text,
whenit is justmoreefficient or retypetextthan it isto editit. To do this,
selectthetext you wantto replaceand begintypingthe new text.

SELF ASSESSMENT EXERCISE1

Openinga Document and Inserting Text

What you do

Comments/Prompts

1. ChooseEile, Opené To display Opendialog box.

2. The Look in: Ilist box| If it is not, plesse ask your

shouldbe setto A:

trainingadviserfor assstance.
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3. From the list of filenames,
selectMy Memo

4. Click onOpen

To openthedoaument

5. Pointto the left of theh in
house located in the second
sentencef thebody paragraph

The gentlemanis looking for ahousein

6. Click themousebutton

To place the inserton point
bforeAihouse. 0O

This is wherethe new text will
beinserted.

7. Type:large Existing text is pushed to the
right of thenewtext.
8. Press:<Spacebar> To insert a spacebeween the
words i Irgaeabdithou s e 0
9. Hold down the <Ctrl> key | To movethe cursor tothe endof
and presshe< End>Key. thedoaument.

10. Press<Enter> twice

To end the paragrph and to
insert a blank line before typing
thenextparagraph.

11. Type: JoanBrown informs
me that you have numeroug

properties available in your

regionat the moment

12. Press<Enter>

SELF ASSESSMENT EXERCISE?2

Deleting SelectedText

What you do

Comments/Prompts

1.
urgent locatedin thelast
sentencef thefirst paragraph

2. Pressandholdthe mouse
button.

3. Drag over the world urgent
and
thenreleaseghe mousebutton.

To selectthe text.

4,

To deletethe selectedext.

SELF ASSESSMENT EXERCISES3

ReplacingSeleced Text
What you do Comments/Prompts
1. Thenameis selected
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click

2. Type:Joe A J oreplecesfi J mtma 0O

3. SelecthewordHouse.

4. Type:property To replace A huee 0 with
Apr oyp er

3.6Moving and Copying Text

After you haveeditedtext, you might wantto move or copy that text
to anothermpart of thedocument. The Clipboard enables/ou to do that.

3.6.1 The Clipboard

The Windows environment providesa temporary storaje areacaled
the Clipboard for those times when you move or copy text. When you
cut or copy selectedtext, it is placedon the Clipboard.Pasting inserts a
copy of the Clipboard contentsat the insertion point. Entries remain on
the Clipboarduntil you cut or copy anotherenty to it or until you exit
Windows. Ifyou haveplacedtext or graghics on the Clipboard andyou
exit Windows, the Clipboardconent is erased.

3.6.2 Cutting and Pasting Text
To movetext within a doaument,thefollowing processpplies:

Selectthetext to be noved.

Click on Cut button (or chocse Edit, Cut or use<Ctrl + X)
Placetheinsertionpoint whereyou wantthe text to be placed.
Click on Pastebutton (or chcoseEdit, Paste or use<Ctrl + V)

ronNPE

SELF ASESSMENT EXERCISE4

Moving SelectedText

What you do Comment/Prompts

1. Selectthe entire paragraphthat
begins Joan Brown informs
me andthe blankline following
it.

2. On the standard docked| [iys
2 To remove the seleded tex|

toolbar, Click on the Cut button : _
Hint: (if you cannd see this| from thedoament ad placeit on

button, clck on more button{ the Clipboard.
button and select it fromthe
listo f Aot ton o)

3. Placethe inserion paint at the
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beginningof the paragraptihat
begns with | have a client
referral

4. Click on Pastebution i) T t f th
O paste a copy O €

Clipboard contentsat the insertion
point.

5. Savethefile

4.0 CONCLUSION

An editor is a program used to createtext files or make changeso
existingfiles.

5.0 SUMMARY

Basicaly you learnedhow to openandedt a doaument.Y ou arenow
alsoin a positionto sdect,deleteor replaceext.

6.0 TUTOR-MARKED ASIGNMENT

1. In this exercse, you will openthe letter that was addressed to
Mr. andMrs. Van Tonder. Asimilar letter needsto be addressed
to Mr. and Mrs. PadgetBrown ooncerning their son Charles.
Ratherthan retype the entire letter, smply make the necesay
changes.

Open the doament Typing 2. Change the relevant addressand
greetingsas necessyg. Printandthensavethe doaumentas Typing 3.

2. Pleaseset at exam paper using Microsoft Word. The subject
matter of the exam may be any of your choice. However, it is
necessly to comply with thefollowing specfications:

A The name of the schoolshouldappearin capital lettersin font
TimesNew Roman, size 14, centeed atthetop of thepage.

A The subject,gradeor form, total marks aswell asthe duraton of

the exam should appear just below the headng atthe top of the

page.

A minimum of tenquestionsmustappeain the exam pgper.

Thevalueof eachquestion mustbeindicated.

Pleaseinclude at least two multiple choice and twoffill i n 0

guestions.

o B Do
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3. Pleaseaype the following doaument exacly as it appearsbelow.
Thenumberin brackets showsthefontsizeof thetext.

Jss 3ClassList (14)

Name (14) Surname House
Peter(12) Appleby Red
Robbert Archer Blue
Simon Bester Blue
Arnie Cook Green
Jason De Winter Blue
Scott Heard Red
Anash Naidoo Red
David Munroe Green
Lucas Marosho Red

7.0 REFERENCESFURTHER READING

French,C.S. (2000). ComputerScience(5™ ed.) Gosport Hants:
Ashford ColourPress.
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UNIT 2 COPYING A TEXT, SAVING CHANGES TO A
DOCUMENT AND FORMATTING

CONTENTS

1.0 Introducton
2.0 Objectives
3.0 Main Cortent
3.1 Copying Text
3.2 SavingChangego a Document
3.3 Formatting Text
3.3.1 CharactefFormatting
4.0 Concluson
5.0 Summary
6.0 Tutor-Marked Assgnment
7.0 References/FurthdReading

1.0 INTRODUCTION

Herewe will consder more aspecbf word processing.
20 OBJECTIVES

At theendof thisunit, you shoud be ableto:

A copyatext

A savechangsto adocument

A formatatext.

3.0 MAINCONTENT

3.1 Copying Text

To copy text within adocument,thefollowing processhould be followed

=

Selectthetext to be @pied.

2. Click on the Copy button (or chooseEdit, Copy or use<Ctrl> +
C).

Placetheinsertionpoint whereyou wantthe text to be placed.
Click on the Pastebutton (or chooseEdit, Paste or use<Ctrl> +
V).

> w
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SELF ASSESSMENT EXERCISE1

Copying SelectedTlext

What you do Comment/Prompts

1. Select the text Kathleen de

winter Kathleen de Winter

2. From the Standard toolbar,
click onthe Copy buton To place a copy of the
selected texbnthe Clipboard.

3. Pressand hdd down <Ctrl> | The insertion point will move to

andpress<End> theendof thedoaument
4. Press<Enter> threetimes
5. Click onthePastebutton To pastea copy of the Clipboard

contentsat theinsetion point.

3.2 Saving Changesto a Document

To savea document with its current name, usethe Eile, Save command.
You can accessthis commandby clicking on the Save button on the
Standardtoolbar, or by choosng Eile, Save. This commanddoes not
enableyou to rename the document or change its location. The Eile,
Save command uplates the file on disk, replacingthe original file with
thedoaumentin the adive window.

Some geneal rulesfor savinga documenare:
A Saveat leastonceevery 15 minutes.

A Savebeforeprinting

A Savebeforespellcheding.

SELF ASSESSMENT EXERCISE?2

SavingChangesto a Document

What you do Comment/Prompts
1. Observethe title bar at the top | The doaument has arealy been
of thewindow namedMy Memo.

2. Click onthe Savebutton

To save the doaument with the
same name in the same location.
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(Clicking on the save buttonis the
same aschoosingFile, Save.)

3.3 Formatting Text

It is possibleto changethe appearance angosition of text by applying
variousformatting options.On this courseyou will be introducedbriefly
to two kindsof formatting namely, character andparagraph.

3.3.1 Character Formatting

Characteformats i such asbold, italics, underlining, font faceandfont
sized canbeusedio emphasizeatext in adocument.

The Formatting toolbar, shownin Figure 1 below, has beendesgned
specfically for formatting. The more commanly used formatshave been
assignedools on this toolbar. If anoption thatyou wishto setwerenot
availablefrom the todbar, you would haveto make useof the Format,
Eonté dialog box.

Font Bold Underine

} Vo

Timecs Sow Romar = 1S -|]] FA 1 ] IE

1

Font 9ze Italics

nky
I
11
i

[1]]
1l
B

Figure 1. TheFormating Toolbar

You canusebuttonson the Formatting todlbar to changethe appeaance
of all or partof adoaument quickly.

Formatting may be ajplied to:

1. Existingtext
or
2. May be sekctedbefore enteringtext.

If you wish to apdy formatting to a text that has alrealy been
typed, selecthe text the appearance ofvhich you would like to change,
and thenclick on the button of your choice. For example, to apply
boldface toexistingtext, sdectthetextandthenclick on the Bold button.
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If you wish to apdy formatting before typing, simply sdect the
formatting optonsthat you wish to apdy and thentype the text. When
you no longer wish the format to apgdy, turn the formatting option off,
or changat to analternative,whicheveris gplicable.

Some Formatting butons aretoggles,that is, the same button is used to
turn a formattingfeatue i andffio Examples of toggle buttons are
bold, italic and undetine. To removethe formatting after it has been
applied, select the text, the formatting of which you would like to
remove, and click on the correspondig button on the Formating
toolbar.

Some Formatting featuressuch as the Font and Font size optiors, are
not toggling buttons. Thesefeaturesrequire that some selecton alvays
be made.In otherwords, you cannotturn the Fontoption fioff0 you can
only changst to adifferentFont.

To apdy formatting on a single word, place the insertionpoint in the
word andapply theformats.

Table 2 below includesamong others list of shortcutkeys that may be
usedfor characteformatting. Only the most frequently used formatting
options havebeenassgned shortcut keys. They are worth learning, as
typing speedis not compromisedwhen applying formatting using this
method.

Table 2

Shortcut key combination For matting result
<Ctrl>+B Bold

<Ctrl>+1 Italic

<CtrI>+ U Underline

SELF ASSESSMENT EXERCISES3

Using the Formatting Toolbar to apply and remove Character
For mats

Before you begn: The doaument My Memo shouldstill be open on
your screen.

What you do Comment/Prompts

1. Selectthe word numerous in
thefirst paragraplof text.

2. Using the Formatting toolbar, I

click on Italic button. If it is not

currently visible, look on

To apgdy the italic format to the
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theformatiingdodkedtoolbar.

wordiumer ous 0.

3. Selectthetext Client Referral
abovethefirst paragaph

4. Usingthe For matting toolbar,
click onthe Underinebutton.
Observehetext

U

To apdy underline format to a
selectedext.

5. Selecthename Kathleende
Winter atthebottom of the
doaument

6. Click ontheBold button

B

To apdy the bold format to the
selectedext

7. Selectthe name Joe Burger Thetextis highlighted

8. OntheFormatting toolbar, Tp Times New Fioman v
Observehe Fontdrop-down
list The font A Tmes New Roma n ié

selected

9. From Fontdrop-down list,
selectArial (Remember, to
openor il xp a ntidedox, you
must click onthedown arrow).

To format the sekcted text with
theArial font

10.Usingthe Formétting toolbar,

Thefontsizeis setto 12.

display the Font size

drop- downlist and

observethe currentfont

11.Select:14 E -

5 =
g =
10—
11
12

Thefontsizeis resetto 14.

40 CONCLUSION

Copying texts, and saving changesto a documentand formatting are

importantin word processing.
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5.0 SUMMARY

Copying a text required four processed-ereyou alsolearnedtwo kinds
of formatting: charater andparageph.

6.0 TUTOR-MARKED ASIGNMENT

Openthe file Typing 1. Insertthe text fiaround the wo r |irdtbe last
sentence yst after the word fite a ¢ h dnsertdhe words i a nod
r e pet iforetvedast wobdef the paragraph. Theevisedsenence
shouldreadasfollows: (change$ave beenunderlined).

A T hfere,aWord Processingprogram canbe usedon a daiy bass by
schoolteaches around the world to simplify tedous andbr repettive
taskso

Saveandclosethefile.

7.0 REFERENCESFURTHER READING

French, C.S. (2000). Computer Sciexce (5" ed.). Gosport Hants:
Ashford ColourPress.
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UNIT 3 PARAGRAPH FORMATTING: THE SPELL ING
CHECKER AND INTRODUCTION TO
PRINTING A DOCUMENT

CONTENTS

1.0 Introducton
2.0 Objectives
3.0 MainCortent
3.1 Paragraplirormating
3.2 TheSpelingChecker
3.3 Introductpbnto Printinga Document
4.0 Concluson
5.0 Summary
6.0 Tutor-MarkedAssgnment
7.0 Réerences/FurthdReading

1.0 INTRODUCTION

You need to pay muchattenton to paragaphformattingandprinting of
doauments.

2.0 OBJECTIVES
At theendof thisunit, you shoud be ableto:

A selecttheparagraph
A apgy theformat

A checkseleced text
A printadoaument.

3.0 MAIN CONTENT

3.1 Paragraph Formatting

Paragraph formatting, suchas alignment, indents,andtabs canbe used
to dfectthe appearace of your dowment.To apdy a parageph format,
you sdectthe paragrgph andapgy the format. However,you cansdect
the paragraplby just placing the insertionpoint in the paragraph, oby
selectingany amount of text in the paragragph. The formats you apply
will aff ecttheentireparagraph.

Paragaph algnment may be appliedbefore typing a parageph or after
the parayraphhasbeentyped. Paragraphalignment determineshow text
Is positonedbetweerthe left andright indens. Therearefour alignment
options.
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1. Left Alignment

Align Left:

Linesof text are aligned alongthe left indent. The text along the right
side of the paragrph appearsragged. Left aligned is the default
paragrapkalignmentsetting.

2. Center Alignment
Center:
Linesof textarealigned betweertheindents. Both theleft andright
sidesof theparagrph appearagged.

3. Right Alignment

Align Right
Linesof textarealigned alongtherightindert. Theleft andright indents
are even with the left margins by default. If you apply paragaph
alignment to a seleced paragraphthe text will appearto align (left,
center,right andjustified) with the margins. The text alongthe left side
of theparagraplappeasragged.

4. Justified

Justify:

Lines of text are aligned along both the left and right inderts. Word
adjuststhe spacing betweenwords so thatthey stretchfrom left indent to
right indent. When the last line of a justified paragraph is short,
howeverjt will not be stretcheaut.

Various methods are available by which you can apply paragaph
alignment. in this courseyou will be introduced toone of the most
common methodsusedin apdying alignment, ramely, selecting one of
the aligyment buttons on the Formating toolbar. Table 3.1 on page21
illustratesthesebuttons.

Table 3.1

Alig nment Button

Justfy

Right

Left

Center
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SELF ASSESSMENT EXERCISE3
Using Par agraph Alignments

Before you begn: The doaument My Memo shouldstill be open on
your screen.

What you do Comment/Prompts

1. Placetheinsetion point in the | i haveaclientreferralforyo u € ¢
lastparagrgh of the document

2. On the Formatting toolbar,
observehe Alig nmentbuttons

3. Click on the Center alignment
Button

To center eachine of the selecteq
paragraph between the left and
rightindents.

4. Click on the Right alignment
Button

" Toright aligntheparagraph

5. Click on the Left alignment
button

—
>

eparagrph is left aligned.

6. Click on the Justify alignment
button

Theparagrh is justified.

7. Sdectthefirst parayraphof text | The paragraph is once again
centered

8. Click on the Justify alignment
button

Theparagrphis justified

9. SelectEile, Save

10.Selecikile, Close

3.2 The Spdling Chedker

No matter how cardully you type or proofread a document, errors
inevitaldy creep into doauments.Word 2000 hasprovided certain prod
reachingtoolsto help eliminatesuchaserrars from your final document.
Oneof thesds the Spél Checker

Although a spelling checkeris not a substitute for prodreading,you

can usethis featureto help you create and edt your documents.

Word checkseachword in a doaument aganst its dictionaries, then
highli ghts thosewords that it does not reagnize. The spelling checker

alsochecks
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for suchcommontyping mistakesas repeatd wordssuch aq hettheo)
and, in conjuncton with the AutoCorrect featue, it checks for such
error asirregular capitalizabn( i ® h e

':‘f/';’ ~—— Spelling and Grammar button

To checkselectedext, makethe sele¢ion andclick on the Spelling and
Grammar button locaed on the Standard toolbar. To check an ertire
doaument, deseéct any selectedext, and place the insertion pait at the
top of the doaument béore clicking on the Spelling and Grammar
button.

Whenthe spelling chedker highlights a possible error, a list of suggeted
wordsmay appearin the Suggesonslist box, dependingon wheter the
dictionay contains a word thatis similady spelled or notThe first word
in the suggestionist is aubbmatically selected.If Wor d didionaries
do not recognize the highlighted word or if it has irregular
capitlization, thenyou canchoosefrom the following spelling options:

A Correct the spelling. If the correcton that you want is
highlighted in the Suggestiqs text box, click on Change. If the
correctionthat you want is in the Suggestions list box but not
highlighted, click on that word and click on Change. If the
correction hat you want is not suggestedtype the correcton in
the top text box andclick on Change. To automatcally charge
all occurrences othe word throughoutthe doament, click on
ChangeAll.

A Leave the word unchanged If you wantto leavethe word asit
is andcontinue thespell check,click on Ignore. To autamatically
ignoreall furtheroccurrencesf theword, click onlgnore All.

A Add the word to a dictionary. If you want to addthe word to a
cusbmdictionay, click on Add.

A Stop the spell-check procedure. If you want to cancelthe spelt
checkprocedureat any point, click on Cancd. All changesnade
up to that point will be preserved. Ifyou usedthe Change All or
Delete All options,some instances ofthosewords might not be
changedr deleted.

A Add the word to the AutoCorrect list. You can add a mis-
spelledword and its correctspdling to the AutoCorr ect list by
clicking onthe AutoCorrect button.

If the erroris that of repeatedvords, you can click on Deleteto delete
thesecondnstanceof theword.

81



CIT101 COMPUTERSIN SOCIETY

The Automatic Spell Check featureinforms you of spelling errorsas
you type. It can be enabledor disabledby choosingTods, Option s é
and selecting the Spelling & Grammar tab. Then, under Spelling,
selectCheck gpelling As You Type. Whenyou misspella word, it will
be undetinedin red. To correctthe spelling, right-click on the word to
display a shortut menu with alternatespeling suggesbns and select

the correcty spelledword.

SELF ASSESSMENT EXERCISE4

Checkingthe Spelling of an Entire Document

What you do Comments/Prompts

1. Open:Spdling The file Spdling appearson your
Hint: File, Open screen

2. SelectTools,Qptionsé onthe | To verify that certainoptionshave

menu bar at the top of the
screen

beendeseleted.

3. Pleaseensureghatthefollowing | For this paricular exercise we do
checkboxes have been| not want these featuresactivated
deselectedturnedoff) aubmaticaly.

Checkspeling asyou type
Checkgrammarasyou type
Checkgrammarwith spelling

4. ClickonOK

5. Make sure that the insertion
point is at the top of the
doaument

The Speling and Grammar dialog

6. boxis displayed.

Click on the Speling and
Grammar button

7. Observahedialogbox Thefirst unrecogrzedword in the

Docume n t f or righet xjs(
aubmaticaly highlighted.
NB: Always checkthat the correct
word has been selected in the
Suggesbnsbox beforeclicking on
Change.

8. Click on: Change The wrongly spis
changedo i r i grhet o .
next unrecogmzed word in the

9. Ensurethat A d ts Whas been| i d o uig chaogedto fi d o The

selectedn thelist of suggested
wordsthenclick on: Change

next unrecogimzed word in the
doaument i onfide nceo
highlighted.
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10.Ensure that ficonfi d e nhas

A c e n cise ochanged to

been selected in the list offichmlenceohe next
suggested wordshe click on:| unrecognied word in  the
Change doaument fi mninis h e d O
highlighted.

11.Ensure that A dminish e dhas| fi dninished 6 is changed to
been selected inthe list of| i dninished 0 . he T next
suggsted wads then click on:| unrecognied  word in  the
Change doaument A gycholo gi s tig

highlighted.

12.Ensurethatii gychologi s has
been selected inthe list of
suggested wals then click on:
Change

fi ychologi s t is ochanged to
fi pychologi s t s oOnext pdskilde
error in the docume nt fo ié
highlighted

13.0bservehedialogbox

Althoughiofdis not mis-spelled,t
hasbeentypedtwice. (repeated)

14.Click on Delete

To deletethe secondi  and to
have the Spelling and Grammar
checkcontinue.

15.Pleasecontinue with the spell
checkuntil all corredion have
beenmade.
Please not: The word
A Mi d poowi ebe shown as
unknown. It is in fact correct.
Pleaseselect | gnore when this
word appeasin thedialog box.

16.Click on OK

To close the message box that
reads, i T h gpelling check is
compl et e. O

3.3

I ntr oduction to Printing a Document

The final stepin the productionof a document is printing. Learning
aboutfiner print detals doesnot lie within the scopeof this courseand
will be dealt with on progam spedic course. We will therefore
concentraten thebasic principlesof printingonly.

To print the doacument in the abovewindow environmentthe following

process must be followed

1. ChoosekFile, Print (or press<Ctrl> + P). This display the Print
dialogbox seefigure 3 below.
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Print E
tinter
Mame: I @ HF Laserlet 2100 Series PCL & LI Properties |
Status: Idle
Type: HP LaserJet 2100 Series PCL &
Where: LPTL: I Print ta file
Cormment:
age range: Copie:
&l Murnber of copies: m
" Current page € Selection
" Pages: I Hq Hq ¥ collate
Enter page numbers andjar page ranges ' '
separated by commas. For example, 1,3,5-12
rZaom
Print yehat: IDocument j Pages per sheet: lm
Prink: IAII pages in range j Scale to paper size: INo Scaling 'l
Options. .. | OF I Cancel |

Figure 3: ThePrint dialog box

2. If you haveacassto more thanone printerfrom your computer,
selectthecorrectprinter in the printer Name box.

3. Selectwhat you wantto print in the Pagerange (By default, the
entiredocumentis printed,but you canchoosdo print thecumrent
page multiple pages, or selectedext.)

4. Selecthow many copies you wish to print.

5. Click on the Options buttonto locae addiional print setings if
required.

6. Click on OK to startthe printing process.
Or

Click on Cancel to close the dialog box and return to the document
without printing.

The Print button on the Standird dockedtoolbar sendgshe doaument

directy to the printer, bypasing the Print dialog box. Therdore, the
default settingswill be used.

&h ~— PrintButton

SELF ASSESSMENT EXERCISES

Printing the FinishedDocument

What you do Comments/Prompts
1. Open: My Memo
2. ChoosekFile,Print é To display the print dialog box

3. Examinethe print optionsin
thedialogbox

4. Click onCancel To cancelthe print commandand
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close the print dialog box. (Or
click on OK to print the doaument)

5. SelectFile, Exit to exit Word
2000

4.0 CONCLUSION

Word adjuststhe spacing betweenwords so that they stretchfrom left
indentto rightindent.

50 SUMMARY

Although a spelling checkeris no subsitute for prodreading,spdling
checkercoud be used to createandedit documents.

6.0 TUTOR-MARKED ASIGNMENT

Type aletterto the parentsof studerts of SluggerVan Tonder under the
following institutions:

Theletteris tobetyped in TimesRomanFont atafontsizeof 12,

The addessof Mr. and Mrs. Van Tonder aswell asthe curent
date,shoud bealignedto theright of thedoaument.

The greetng is to be followed by a sutableheadingwhich is to

be underlired andcenteredacrosghepage.

Thebody of theletter shouldassist a minimum of two paragaphs
of thetext. Thealignment of thistextshouldbe justified.

Your name at the conclusion of the letter should be typed in

capitalletters with bold anditalics applied.

SRS ST SU S

Spellchecktheletter, takingcareto correctall spellingerors.
If youhaveaccesdo aprinter,pleaseprint the completedietter.
SavethedocumentasTyping. Closethefile.

7.0 REFERENCESFURTHER READING

French,C.S. (2000. ComputerSdence(5" ed.). GosportHants:Ashford
ColourPress.
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UNIT 4 SPREADSHEET
CONTENTS

1.0 Introducton
2.0 Objectives
3.0 MainConent
3.1 Definition of a Spreagheet
3.2 ThePapeirSpreadkeet
3.3 TheExcelProgram
3.3.1 Starting(Launching) Excel
3.4 TheWorkbook Environment
3.4.1 TheExcelWorkbook Structure
4.0 Concluson
5.0 Summary
6.0 Tutor-MarkedAssgnment
7.0 Réerences/FurthdReading

1.0 INTRODUCTION

A spreadsheatomprisesa grid of numberedrows and letteredcolumn
intersectingn cells.A cell cancortain eithertext or numberedvalues.

2.0 OBJECTIVES
At theendof thisunit, you shoud be ableto:

A ddineaspreadsheet

A discover some of the featuresand limitations of a paper
spreadsheet

A startExcel

A identify thefeaturef aworkbook.

3.0 MAIN CONTENT

3.1 Definition of a Spreadsheet

Before we comparethe paperspreadheetwith the electronic
spreads$eet, itis important to clarify exactly whatis meant by the
spreadshet.

A spreasheetconsigs of information written in tabular form; a other
words, rows andor columns of figures and/or text. A seriesof data
depictedhorizontlly is called a i aw owhile a series of datadepicted
verticaly is cdled a ficolumn 0These datamay consistof text, fra w 0
numbers orof calculatedresults.The primay objectivefor exampleof a
spreadsheet t® keeparecordof numericalinformation.
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3.2 The Paper Spreadsheet

In order to appreciée the Excel sdtware program, it is helgful to
understandthe limitations of a A p a psgreadsheét By fipaper
S pr e a dwe meamatnon-electronic spradsheethat haseither been
handwritten or typed.

Working with a paper spreadheet can be complicated axd time
conaiming. Informaton that changesmust be eragd and rewitten,
causingcomputationsto be incorrectuntil they are redone.lf any raw
number changs, calculationsdepemnlent on that number have to be
re-calculated. Failte to do so will result in incorrect ansvers. This
causesa domino effed; in otherwords,if information & the top of the
spreadsheateeds to be recalculated, albulsequentcalculatonswhich
arerelatedto theinitial calculationwould need to berecatulated.

For example, an ncomrectenty in a cheaqiebook canthrow off a running
balance,when the error is found, a significant rumber of computaions
may needto beredoneto arriveat the correctcurrent balance.

Paperspreadheetshave limited functionalty becausehey are sfatic. In

other words their pracical applicaton is limited becauseof its
inflexibility. Soonyou will seethatfi e | e c $preasnhiecet sob d o
havethis limitation.

Figure4.1is an example of a paperstatanernt. In Exercisell, you will
examine the variouselements of thepaperspreadsheet.

PersonalBudgetfor the First Quarter
Monthly income (Net) ........... >
R 1.47500
Quarter
January February March Totals
Rent 600.00 600.00 600.00 R1.800.0(¢
Telephone 48.25 43.50 42.10 R 133.85
Utilities 67.27 75.92 62.89 R 206.08
ChargeCards 200.00 110.00 70.00 R 380.00
Heaing Ol 125.52 150.57 50.32 R 326.41
Auto Insuance 150.00 o) o) R 150.0d
CableTV 30.25 30.25 30.25 9075
Monthly Totals: R 1,22129 R 1.01024 R 855.56
Balance: R 253.71 R 464.76 R 619.44

Figure4.1: A sample of paperspread$eet.

87



CIT101 COMPUTERSIN SOCIETY

SELF ASSESSMENT EXERCISE1
Examine a Paper Spreadsheet

Objective: To discover some of the featuresand limitations of a paper
spreadsheet.

What you do Comments/Prompts
1. LookatFigure4.1 It illustrates a typical paper
spreadsheet
2. Observéhow theinformationis | It is laid out in cdumnsandrows.
Arranged
3. Look at the entries in the| The spreagheet contain text,
Spreadsheet straight or fiaw 0 numbers, and
numbers that are the result of
computatons.

4. Look atthe calcubtedvaluesin | If you changeany of the numbers
the Quarter Totds column ang that contibute to these calculatec
the Monthly Totals and Balance values, thetotals will have to be
rows at the bottom of the recalculated. This i®ne of the

spreadsheet. limitations  of using pape
Spreadsheet.
5. Notice the appeaarce of the| The computations in Quarter
Totals Totalsand Monthly Totalsinclude
randsignsto signify currency
6. Observehe columnwidths Some codumns are wider than
othersare.

Further PracticeExercise

1. In Figure4.1, crossout the currentamountfor the Januay telephone
bill andchangeit to 55.

2. Circlethenumberthat mustbe recalculatedbecauseof thischange.

3.3 The Excel Program

Excelis asdtwareapplicationthatprovidesan i e | anic Yoreadsee t
or worksheet envronment. Ec e | Wosksheet is an electonic
replaement for tradiional plaming tools: the pencil and ereser, the
a c c o u riedgerahtetandthe calculator.

An Excelfile, called workbook can contan workshets. Excel can be
used to managenumbers and calculatons. You may use Excel for
purposessuchasthe setting up of prafit andloss staemerts, cashflow
forecasts,sales repots, prodwct lists inventories, ludgeting, project
planningetc.
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Unlike the paperspreadsheet,you can set up an Excel workbook as a
responsiveand dynamic work environment; you can createformulas in
Excelthatwill getautomatically updatewhenyou changeyour daa.

3.3.1 Starting (Launching) Excel

To startExcel:

1. Turnonyour computer

2. Click ontheWindowsStart button to acessthe startmenu
3. ChoosePrograms, Microsdt Excel.

SELF ASSESSMENT EXERCISE?2

Starting Excel

Beforeyou begin: Emsurethat thecomputer hasbeen tunedon, andthat
the Windows deshkopis displayed.

Objective: To Stat Excelandto Exitfrom Excel

What you do Comments/Prompts

1. Click on the Start button on | TheStart menuis diglayed.
the Taskbar

2. Click on Programs on the| The Programs sub-menu is

Start menu. displayed.
3. In the submenu click on | Microsdt Excelis launched.Next
Microsoft Excel you will exit from Excel
4. ClickonEile TheFile drop-down menuappears.
5. Click onExit Microsat Excelis closed.

Further PracticeExercise

1. StartExcelagain.
Hint: If you neednhelp, referto Exercisel2.

2. ExitfromExcel.
Hint: If you needhelp, referto Exercisel?2.

3.4 The Workbook Environment

The Excelworkshest consistsof variouselements.In orderfor you tobe
ableto capgure and manipulatedata, it is necessay to be familiar with
certain eebmentsfound in the worksheet aswell as with some of the
terminology assocatedwith spreadsheets.
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3.4.1 The Excel Workbook Structure

The workbook window displays the workbook i an Excel file in which
you can work and store your data. A workbook is made up of
worksheets. Diferenttypesof sheés may appear in aworkbook.

The componentsof theworkbookwindow arethe workbook itself, saroll
bars,sheetabs,andstab crolling buttons.

A Workbook: The default Excel workbook contains 3 worksheet
names Sheetlsheet2Sheet3.The sheetnames appeaon tabsat
the bottom of the workbook. A new Excel workbook file can
containup to 255 separate workshed¢s. TheExcel worksheet is a
grid of 256 columnshby 65,536 rows. Columns are desigrated by
letter runningdown aaoss thetop of the worksheetandrows are
designatedby numbers running down the left border of the
worksheet. Calmn headings bem with letter fi A and cortinue
through the letter fiZ. OAfter the 26th column (Glumn Z),
headings bemme double letters, From AAAOto i | V Bow
headingseginwith numberl and continuethroughthe number
65536.

A Cells: the intersection of a column andarow. Cells aretypicaly

referred to by their column and row location. For instance,

column A, row 1 is cell AL. You enter daa (text or numbers)
direcly into any cdl that is active. A thick, dark border
distingushesthe active cell.

Formula bar: a bar located nearthe top of the window that

displaysthe congant valueor formulaused in theactivecell.

Scroll bars: to the right of and below the worksheetgrid. Use

thescroll barsto display diff erentareasof theactiveworksheet.

Sheettabs: atthe botom of the workbodk. You canclick on the

sheetabsto movefrom onesheeto andherin aworkbook.

Tab scrolling buttons: to the left of the sheettabs. You can

click on the tab scroling buttons to scroll the display of sheet

tabsoneat a time, or to display the first or last groupingof sheet
tabswithin aworkbodk.

SR SR S

The other parts that complete be full Excel screenare the stardard
elementsasseiatedwith a fiwind o wfar,example,a title bar, a menu
bar, a toolbar, etc. You havealready beenintroducedto theseelements
in Module 2 of this course. Detded explanations of theseelements may
befoundin Module 2.
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SELF ASSESSMENT EXERCISES3

Identifying the Featur esof a Workbo ok

What you do Comments/Prompts

1. StartExcel

2. Observethe workbook andits | It is like a stack of paper
tabbedworksheets spreadshdse. The tabs would
enable you to move from one
worksheet to anothehere are 3
sheetsin workbook, and you can
add more tohave as many as 255
sheetdn a singleworkbook.

3. Observethe top portion of the | At the very top of the window is
screen. the Excel title bar. Jug below itis
the menu bar followed by the two
toolbarsarrangedin a single row,
andthenformulabar.

4. Observahecolumnheadings |Located at the top of the
worksheet, olumn headings label
the columnswith thele t t e rt
Al VA.column exends dowt
throughall of therows.

5. Observaherow headings Located on the left side of the
worksheet, ow headngs number
the rows from 1 to 65536 and
extendthroughall of thecolumns

6. Examineacell A cell is the intersection of a
column andarow. Cels arenamed
by their column androw locations;
for exanple,Al, C12,or IV65536.

7. Lookfortheactivecell A bold bordersurrounds the active
cell. When a new worksheet is
createdtheactive cell is cell Al.

8. Notice the cell referencearea| On the far-left side of the formula
in (Hint. The formula bar is| bar, the referencearea identifies
located justabove the column thecurrentor activecell.
heading).

40 CONCLUSION
You have examined the various elements of the paper spreadsheet.

Moreover, you can start Excel and exit from Excel and identify the
featureof aworkbod.
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5.0 SUMMARY

Spreadshegiackagesprovidea wide rangeof facilitiesfor creatingand
manipulaingformulated tablesandchartsof values.

6.0 TUTOR-MARKED ASIGNMENT
Pleasecreatethe spreadsheebelow taking specialnoteof thefollowing:

A The labelin cell Al is setto font size 12. All remaining datais
setto 10

A Enaure that column A is wide enoughto accommodatéhe label
in cell A11 andthat column F is setto accommodate thdext in
cell F4.

A Thelabelsin therange B4: F4 areright aligned
A Ensurethatboldis appied wherenecessay
A | B | ¢ | D E F G
1 |Year Mark Subject English Year:2000
2 |Grade 7
3
4 |Sumame Term1  Term2  Term3 Total  Student Average
& |Appleby i) 74 74
B |Arch' R 5] 53 72
{ |Bester 5 71 74 7h
8 [Cock, A A B3 %
9 |De Winter, J 92 94 97
10
11 |Class Average
12

Savetheworkbookas $readshed. Close thefile.

7.0 REFERENCESFURTHER READING

Ayo, S.K. (1998).ComputerLiteracy Operating Systenand Appliation
(2" ed.). Mckay Corsdt.
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UNIT 5 ENTERING AND CORRECTING DATA
CONTENTS

1.0 Introducton
2.0 Objectives
3.0 MainConent
3.1 Enteringand Correcting Data
3.1.1 Suggestetepdor Creatinga Worksheet
3.1.2 EnteringData
3.2 ReplacingCell Conterts
3.3 Changingentriesas you Type
3.4  EnteringNumbers
3.5 SavingaFile
3.5.1 TheFile, SaveandtheFile, Saveas € Commands
4.0 Concluson
5.0 Summary
6.0 Tutor-MarkedAssgnment
7.0 Réerences/FurthdReading

1.0 INTRODUCTION

You will learn here how to enter data into Excel
worksheet.

2.0 OBJECTIVES
At theendof thisunit, you shoud be ableto:

A createyour own workbookin Excel
A replaceextinacell

A correctanenry beforeenteringt
A enternumbers.

3.0 MAIN CONTENT
3.1 Entering and Correcting Data
3.1.1 Suggested Stepsfor Creating aWorksheet

First, Review your objectivesfor creatinga worksheetand the type of
information you want to include. Get some ideaof how you want the
worksheetto like. For example, do you want the months to appear
acrossarow or down acolumn?
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You might find it helpful to sketcha draft of your objectiveson a piece
of paperto create thestructue before you begintyping data. When you
are enteing data inan Excel worksleet, the following order is being
suggested

Type thetext informationto createa structre.
Typethenumbers

Add theformulas,copying wherepossible
Add atitle to thetop of theworksheet
Formatthetext, numbers, andformulas.

abrwpnPE

3.1.2 Entering Data

To createyour own workbookin Excel, you will needto enterdata.To
enterdata:

1. Select, oractivate,the cell in which you wantto display the data;
usethe mouse pointerto point to a cell andthenclick to selectit
or usethe arrow movement keys on your keyboardto selecta
cell.

Typethedaa.

Enterthedata into the cell by using any of thesetechniques:

w N

presshe<Enter> key;

click on the <Enter> button in the formula bar (the boxed
ched&mark);

or pressany of the keyboard movement keys, suchas <Right
Arro w> or <Tab>.

Do Do P

Worksheet cellscan contain constat values (text or numbers) or
formulas. In a worksheet, textis usedto organize and identify the
numericalinformation. By default, textis left alignedin thecdl.

A | B | ¢ | b | E | F | 6 H ']'
1
2 [Months Sales Expenses  Profits |
3 |Jan 320 115 205
4 |Feh 195 100 a5
5 |Mar 230 125 105
B
7 |Totals 745 340 405
g
= -
[4[4[p [pil Sheet1 / Sheetz £ Sheets / 4] | HJJ
Ready [ ] v o e 7 |
s @AY S || BB EPGRE s

Figure5.1: Anexampe of textand numler enteredin a workshet
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SELF ASSESSMENT EXERCISE1

Entering Text

What you do

Comments/Prompts

1. Look atthe modeindicator

(Locatedin the left corner of the
statusbar). Themodeis Realy.

2. Placethe mouse paiter on Cell
A2.

op

The mouse pointer bemmes ¢
cross. Youclick on a cell to selec
it.

3. Type:Months
Do notpress<Enter>

The word appears both in the
formulabarand in the cell, butit is
notyetenteed

4. Note the Cancel, Enter, and
Edit For mula buttons

\\\\\\\\\\\\\\\\

.
NSRS
AR

Located inthe formula bar. They
are used for data ertry with the
mouse.

5. Press<Enter>

To enterthe text and move down
onecell. Cell A3is now theactive,
or selected cell. The mode
indicatorreturnsto Ready.

6. Selectcell B2

You caneither click on the cell or
usethe Right Arrow and Up Arrow
keys on your keyboard to select
cell B2.

7. Type: Sales
Press<Enter>

To enterthetextinto cell B2

Further PracticeExer cise

1. Enterthefollowing informationin cell li sted:

In cell C2, enterExpenses
In cell D2, enterTotals

F T 6 T H [ 15

A [ B [ ¢ T o [ E T
1
| 2 |Months  Sales Expenses Profits
| 3 |Jan
4 |Feb
| 5 |Mar
6| —
| 7 |Totals
||
9
0]
11
12
13
14
15
10
H |« [» [M]Sheet1 & Sheetz  Sheets /

Ready

. ﬂlﬂ
1 | o v ]

#Astat] | & 34 ¥ B || [EMicrosoft Excel - Book1

Bl ce
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3.2 Replacing Cell Contents

One method you can useto correctan item after it is enteredinto a cell
Is to retype the entry and press<Enter> agan. The new entry replaces
theold enty.

SELF ASSESSMENT EXERCISE?2

ReplacingText in a Cell

What you do Comments/Prompts

1. Selectcell D2

2. Type:Profits The new text is displayed in the formula
barandin thecell.

3. Pressx<Enter> The word fi Pfi @ r@placesthe word
i T o t aad thee acive cell moves to cell
D3.

3.3 Changing Entriesasyou Type

To changean enty beforeit is erteredinto acell:

A Press<Backspace>to deletendividual characters.

A Press<Esc> or click on the Carcel button (the X in the formula
bar)to cleartheentire enty.

SELF ASSESSMENT EXERCISES3

Correcting an Entry Before Entering it

What you do Comments/Prompts

1. Selectcell A4
Type: January
Do not press<Enter>

2. Press:<Esc> The text in the formula bar andin
cell A4 is erased.

3. Selectcell A3

4. Type: January
Do not press<Enter>

o

Press:<Backspace>4 times To erasdhelettersfiuary. 0

o

Press:<Enter> The text i J aisiemiered into cell
A3 andtheactivecdl is now A4.
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Further PracticeExercise
1. Enterthefollowinginformation
in thecellslisted:
In cell A4, enterFeb
In cell A5, enterM ar
In cell A7, enterT otals

Jan
Feb
Mar

EEEEE =

Totals

AlBTecloJe[FTe [H[I

Morths ~ Sales  Expenses Prafits

3.4 Entering Numbers

By default,numbers are displayedright aligned asyou type them.

SELF ASSESSMENT EXERCISE4

Entering Numbers

What you do Comments/Prompts

1. Selectcell B3

2. Type:120 The Sales, Expenses,and Prdits represent
Press:<Enter> thousandef dollars.

3. Observe the number | Numbersare right alignedin the cell.

in theworksheet

Further Practice Exercise

1. Enterthefollowing numbers
in thecellslisted:
Cell B4, enter195
Cell B5, enter230
Cell C3,enter115
Cell C4,enter100
Cell C5, enter125

A | B | ¢ | D |
1]
| 2 |Months Sales Expenses Profits
| 3 | Jan 320 115
| 4 |Feb 195 100
| 5 |Mar 230 125
| B |
7 | Totals 745 340

3.5 SavingaFile

3.5.1 The File,Save and the File, Saveas¢ Commands

Until it is saved, a workbook exists only in computermemory, which is
a temporay stolage place.For permaneant storage,a workbook must be
savedo adisk. Itis importantto saveyour work frequenity (every 10 to

15 minutes).
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Althoughit is not neaessay, if you select cdl Al before saving thefile,
the upperleft cornerof the activeworksheet willbe displayed whenthe
file is reopened. Thishelps you to orientae yourself when you are
working with alarge worksheet.

ChooseEile, Saveto savechangedo anexisting workbook.

ChooseFile, Save Asto savea file for the first time, or to savethe
changesdn a file with a differentname (other thanthe one specfied in
thetitle bar), in adifferentlocation, or in a differentformat.

Remember,asyou leanedin Module 2 Filenames cancontainup to 255
characters (lggers, numbers, and some symbols), including spaes. You
canmakethefilenamesasdescripive asyou like.

To choosethe correctfile location whenusingthe SaveAs dialog box,

expandhe Saveln list box andselectthe appropriatefolder.

SELF ASSESSMENT EXERCISES

Savingthe Wor kbook file

What you do

Comments/Prompts

1. Click on the Eile menu
command and obsrve the
available choices without
moving the mousepointer

Not all menu choicesaredisplayed
initially.

2. Leavethe mousepointeronthe | If you rest the mousepointer on
Eile commandin the menubar | the File commandand wait briefly
after opening themenu, additiona
menu choices ardisted. Note that
the Save Work- sp a c e &nd
Properties options have now
appeared.
3. From the File menu, choosel The SaveAs command is usedto
SaveAsé saveafile for thefirst time.
The Saveln dialog box should When first instaling Excel, the
be setto A: If it is not, pleasq default folder is My Documernts,
click on the down arrow of the| located on the hard drive.
Saveln box andsdectA: However, onyour computer the
default folder may been changedo
A:
4. Type: My Sales Report in the
File name box
5. Click onthe Savebuttonin the | Excel sawes a copy of the file in

lower cornerof thedialogbox.

thedefaultfolder. This enables/ou
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to continue working with same
file.
6. Observethetitle bar (at thetop | The fi | enéasname, My Sales
of thewindow) Report, is disphyed.

4.0 CONCLUSION

Worksheetells cancontainconsant values or formulas.

5.0 SUMMARY

Creatinga worksheeinvolvessteps.In factenteringdata,enteringtext,
replacingtext in acdl etc.alsoinvolve stepswhich you needto follow.

6.0 TUTOR-MARKED ASIGNMENT

Createthe spreadsheebelow taking specialnote of the following using
Microsdt Excel.

Openthefile Spreadsheetl

Createa formula in cell E5 to calcukbte the total marks obtained by
Appleby, P. (The correct answeris 225). Enter smilar formulas to
obtaintotasfor theremaining pupils.

If F5 enteraformulato calculatehe averagemark obtanedby Appleby,
P. (The correct ansver is 75). Enter similar formulas to obtain the
averagamark of eachof the remaining pupils.

Enterformulasin the rangeB11:F11to complete the setspreadskbet. If
you havea printer, pleaseprint the spreadhed. Saveandclosethefile.

7.0 REFERENCESFURTHER READING

Ayo, SK. (1998). Compiter Literacy, Operaing System and
Application (2" ed.).McKay Consult.
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MODULE 4
Unit 1 UsingFormulas
Unit 2 Spreadsheds: Numeric Formats
Unit 3 CreatingCharts
Unit4 Chartsfrom Non-adjacentData,EmbeddedChartsand
ChartLinks
Unit 5 ChartTypes
UNIT 1 USING FORMULAS
CONTENTS
1.0 Introducton
2.0 Objectives
3.0 Main Content
3.1 UsingFormulas
3.1.1 Mathematical Operdors
3.2 ClearingCell Cortents
3.3 UsingUndo
3.4 File Handing Tedhniques
3.4.1 ClosingFiles
3.4.2 Creatinga New Workbook
3.5 Formattinga Worksheet
3.5.1 Working with Ranges
3.5.2 UsingToolbar Buttonsto Formata Worksheet
3.5.3 AddingBorderandCdourto Cels
4.0 Concluson
5.0 Summary
6.0 Tutor-Marked Assgnment
7.0 Réerences/Furthdreading
1.0 INTRODUCTION

Hereyou will learnhow to enterformulas, clear contentsof a cell and

usethe UNDO button. You will be ableto changetextappearance.

20 OBJECTIVES

At theendof thisunit, you shoud be ableto:

To Do Do Do e

enter formulas

clearcontensin acdl
closeworkbooks

usebuttonto changetext appearance

addbordersandcolour.



CIT101 COMPUTERSIN SOCIETY

3.0 MAIN CONTENT

3.1 Using Formulas
Formulasare instructionsthatyou enterto paformcalcuktions.

You can createformulas by using numbers (for example, 350450);
however,it is preferable to constructformulas that refer to worksheet
cells. This way, the results of the formulas updateaubmaticaly when
you change numbersin your worksheet.In Excel, you create formulas
by precedng the expression wth an equalsign (=). For example, if you
wereto enterthe number 350in cell B1, the number 450in B2 and the
formula = B1 + B2 in cell, the value 800 would displayed in cell B3.
were you subsegenty to charge the value in cell B1 or B2, Excel
would recatulatethe valueof cell B3.

When enteing aformula, you cantype in cell referencesr click on the
desiredcells. Clicking on the cells may eliminate typing erras and
preventmistakesasyou deteminethe cell referenceby lookingat them.

3.1.1 Mathematical Operators

The mathematical opeatorsthat are usedin an electronc environment
differ slighty from those usedmanualy. Table 1 below compareshe
symbolsused.

FUNCTION MANUAL COMPUTER
Division + /
Multiplication X *
Addition + +
Subtraction | |

Tablel: Mathenatical Operatas

In the abovetabe the two shadedoperators areéhosethat require your
specialattertion. The symbol used to indicate exponentiéion (i.e to the
powerof) is thecaret(U) symbd.

MANUAL COMPUTER RESULT
107 102 100
10° 10"3 1000

Table2: Exponentation

In the nextexercise you will pradice enterng some formulas
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SELF ASSESSMENT EXERCISE1
Entering Formulas

Objective:To usecell referencingn formulas.

What you do Comments/Prompts

1. Selectscell B7

2. Type:=b3+b4+b5 To addthe numbers incdls B3, B4, and
Press:<Enter> B5 anddisplay the sum in the active cell

(B7)

3. Look atthe currentvalue | Thevalueis 545.
in cell B7

4. In cell B3, enter320 The result of the formula in cell B7
Press:<Enter> reflectsthis change

5. In cell D3, enter the| To calculate Januaryé s Prdits by
formula=b3-c3 subtracting
Press:<Enter> Expense¢C3)from Sales(B3).

Further PracticeExercise

1. Enterfollowingformulasin
Thecellslisted:
In cellD4, enter =b41 C4
In cell D5, enter=b471 C5
In cell C7,enter=c¢3 + c4+ ch5
In cellD7,enter=d3+ d4+ d5

honths Sales Expenses Profits
Jan 320 115 205
Feb 195 100 95
har 230 125 105

FEEEEE

Tatals 745 340 405

3.2 Clearing Cell Contents

To remove the conents of a single cell, selectthe cell and press
<Delete>.

3.3 Using Undo

To reverseyou lastacion in Excel, clickon the Undo button (orchoose
Edit, Undo). The speed key combination<Ctrl + Z will havethe sane
effect.

Note: Not all actonscan be undonein Excel. For example, you cannot
undoaFEile, Save
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