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Introduction

EDA 842 Application of Management Information Systeims
Education is a 700 level, second semester courssea fthree credit unit
course for all students offering M. Ed. Adminisioatand Planning. The
course is also suitable for anyone who wantddéarn about the
application and usage of Information Technologgvery day activities.

The course exposes you to an understanding of ifatmg concepts of
Management Information Systems and its applicaticdhe
administration of educational institutions. It Malso assist school
administrators to be able to apply these conceyiset tasks and roles
that they perform as school heads and chief exaxuin the education
sector.

The course consists of eighteen units in three hesdand a course
guide. The course takes you through the meanirgyvemw and basic
concepts of information systems in education as$ agethe meaning of
computer, classification of computers, compositda computer,
windows operating system, windows screen layougctenic word
processing using Microsoft excel, text formattimgl &diting tables in
word, formatting and editing of worksheet data, agement of
spreadsheet with the use of Microsoft excel, tleeaise-mail facilities
and how to disseminate information with the usantd#rnet services; the
usefulness of database to educational institugmashow to connect
computer systems to a network as well as the agipgic of all these to
educational institutions in the country.

This Course Guide tells you briefly what the coussall about, what
course materials you will be using and how you wdrk your way
through these materials. It suggests some gegeidtlines for the
amount of time you should spend on each unit of twurse for its
successful completion.

The Course Guide also gives you some guidance ontytor-marked
assignment which will be available at the end argwnit. There are
regular tutorial classes that are linked to thers@at designated centers
throughout the country. You are advised to attemakial sessions at
designated centre close to you.

What You Will Learn in this Course

The overall aim of EDA 842: Application of Manageménformation
Systems in  Education is to introduce basic corsceptnformation
Systems and acquaint you with some importantsskileded for the
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application of Information Technology to the dayetay activities in
educational organizations.

An understanding of the Application of Managemeafdrmation
Systems in Education is vital because it servesfemmework for the
application of Information Technology to admington and other
school activities. From time-to-time, Educationdianistrators need to
make decisions, which will interpret the policiesla programmes of
government of the country as they affect educatiorstitutions.
During this course, you will learn about InfornuatiSystems as a
concept and the roles expected of Educational Athtnators in

applying Information Systems to daily school a¢ies, such as school
records, students’ enrolment, t out ratio, income @xpenditure of the
school.

The course will expose you to an understandingaobus types of
management support systems available for educatioaaagers which
can assist in arriving at a decision without tinveastage. Specific
reference will be made to other uses of Informafieshnology.
Course Aims

The aim of the course can be summarized as follawsrovide students
with an understanding of the concepts which umeléne use of
information technologies for organizations; tol@eastudents to
evaluate the appropriate usage of informationhrietogies, to analyze
the influence of information technologies to ediasl organizations,
and to plan and manage the security of data ystdres. The course
also aims to explain:

I the meaning of Management Information System aistcba

concepts of Management Information Systems in Bouta

provide ways of reducing the complexity of informatsystems

in educational organisation to the barest minimum;

lii.  explain information technology (IT) in relat to education;

\2 describe in details the basic related IT t@alsh as computer,
networks and e-mails as they affect informatiorducational

management;

V. outline the methods of editing and formattmgrksheet data
using Microsoft excel;

Vi. explain the meaning and uses of Window OpegaBystem;

vii. highlight the features of Microsoft Excel &en layout;

viii. introduce students to how to use MicrosoficEl to draw charts
and graphs; and

IX. introduce students to how to use computentarnet purposes.

Vi
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Course Objectives

To achieve the aims set out, the course sets dwdjalktives. Each unit
also has specific objectives at the beginning eftthit; you should read
them carefully before you start working through tim. You may want

to refer to them during your study of the unit lkeeck on your progress.

You should also look at the unit objectives aftempleting a unit. In
doing so, you will be sure that you have followkd instructions in the
unit.

Below are the wider objectives of the course as/hole. By meeting
these objectives, you should have achieved the airtige course.

On successful completion of the course, you shbaldble to:

. define management, information and systems;

y list the various managerial levels and their fumusi

distinguish between data and information;

identify the characteristics of good information;

define management information systems;

mention the characteristics of management infolonadlystems;
highlight the objectives of management informasgstem;

list the factors to be considered when designiagagement

. information systems;
state the problems of management information systamd
. solutions to the identified problems;
. state the issues addressed by MIS;
° explain Technology for management reforms;

identify institutional goals of MIS;

define Information Technology;

explain application, of IT in Information Managentien
define a computer;

. classify computers based on type, size/capacity hature of
. location;

. mention the structure of a computer;

. explain the component and configuration of a comput

. lists the various parts of a computer;

y explain the meaning of a computer virus;

define computer hardware and software;

describe what is meant by Booting;

list the procedure of shutting down the computesiey;
define Window Operating system;

recognize the window environment;

identify a computer mouse;
vii
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identify the basic techniques on how to use thesapu
distinguish between menu and menu conventions;
explain the meaning of a shortcut and how to crelatetcut;
demonstrate how to open an icon and differentiate/éen
selecting and

choosing an icon;

define a dialog box;

define windows, label its different parts, and gt how to
minimize, restore, maximize, close and resize aloiv
explain how to use the scroll arrow and scroll box;
change the background or wallpaper and screen sheer
window;

set the date of a computer;

define Microsoft word and how to load it;

recognize the screen layout and the features;

identify toolbar and how to arrange them,;

differentiate between active and inactive commands;
explain how to set up a page before creating admumment;
creating a new document, save and open it;
demonstrate how to save and open a file in a rebledisks;
explain how to select text;

format text in terms of font, size, style, alignrien

spell check a document;

find and replace text and find synonyms of words;

show how to space lines of text ;

copy, cut and paste text;

explain how to redo and undo commands;

insert page number and create header and footer;
insert table and enter text into a table;

select table and other parts such as columns, aod<ells;
insert and delete columns and rows whenever tkanead,;
show how to direct text in table's cell verticadlygd alignment
cells entries;

adjust row height and column width to fit the text;

show how to sort table, data either in ascendidgmr
split/merge table’s cells to give more information;
explain how to apply boarders to a table;

apply colours shading to text in order to creagtimictive
emphasis;

apply page boarder to make the document look &iteac
create a file in word pad;

define a recycle bin;

rename and delete file or folder;



print a document;
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. define spread sheet management and give the dmfiimt
MS-Excel;

load Excel and recognize the Welcome Screen envieon and
features;

define columns, rows, workbook, worksheet cells entje of
. cells;

. enter worksheet data to create a document;
. explain how to edit the content of a cell;
. adjust columns' width and rows' height;
select various parts of a worksheet such as colurons, cells
* range;

demonstrate how to delete columns and rows;

insert rows and columns and worksheet;

explain the term e-mail;

mention the requirements for e-mail and e-maiksite
describe the procedure of how to open and acte-aail;

. explain how to sign-in, compose a message, repiyessage and
. sign out;

. list the benefit of e-mail;

. insert rows, columns into a worksheet;

. insert a new worksheet and rename worksheet;

* protect and delete a worksheet;

hide and unhide column and rows;

fill preset data;

align worksheet data;

change the orientation of text;

practicalize how to paste, copy or cut cells esfrie
sort data either in ascending or descending order;

. show how to assign number format;

. apply border to selected cells;

. use header and footer for more information;
. show how to insert charts;

. mention the different parts of a chart;

y select chart items;

format the different parts of a chart;

define database and DBMS;

identify parts of a database;

create a database and edit it;

define format and know types of formula in excel;
describe samples of excel formula;

use AutoSum to sum up;

define Network;

list the benefits of Network in Education;



give brief

history of internet;
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. define internet;

y highlight the types of internet connection;

explain the addressing system on the internet;

* distinguish between internet and World Wide Web (wWw
mention the importance of internet in MIS to ediaratand
list the various terms associated to www and irgern

Methodology of Studying this Course

Apart from Module 1 which is theoretical in natukdodule 2 & 3 are
more of practical. This makes MIS in educatiomeodifferent from
other education courses. Therefore, you are aduisbdve a personal
computer (PC) to enjoy the full benefits of tloaise. The practical
exercises are organized using a simple "DesktopvA@h may be
slightly different from other types of computergias laptop, palmtop,
etc. The obvious slight difference is on the uskeyfboard and mouse.
For example, using the laptop mouse to drag willogso easy for an
amateur. However, as the saying goes — "practicagkes perfect”.
However, you can fix external mouse like thathaf tlesktop to your
laptop if you are finding it extremely difficult tdick and drag with the
attached mouse.

Working through this Course

To complete this course, you are required to rdatie@study units in
the study material, read the set books and othé&grrabs provided by
the National Open University of Nigeria (NOUN). Yare also
expected to familiarize yourself with a computardratory for
necessary experience and skills needed for theseokach unit has self
assessment practice exercises, and at regulavatgen the course, you
are required to submit assignments/exercisessEgssment purposes.
At the end of the course, is a final examinatiolme Tourse should take
you about 17 weeks in total to complete. Below, walifind listed all
the components of the course, what you have toxddaw you should
allocate your time to each unit in order to complbie course
successfully on time.
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Units Titles of Work Number of
Weeks to
Crand
Module 1 -
Units 1 & 2 | Overview of Management Information 1
Systems in Education and Management
SYStEems 1
Unit 3 Information Technology and MIS in
Education 1

Unit4&5 IT and MIS in Education and Computér
Appreciation — Hardware and Softwar

D

Module 2 1
Unitt HandvS-inEducation=—Windows
Operating System L
Unit 2 Windows Operating System Continued 2
Unit 3 IT and MIS in Education: Computer

Electronic Word Processing using MS
Word — MS-Word Welcome Screen and 1
Features

Unit 4 Microsoft Word (MS-Word) — Text 2
Formatting Editing 1

Unit 5 Microsoft Word Continued — Tables |n
MS-Word

Unit 6 Microsoft Word — More Formatting, 2
Editing, and Printing

Module 3

Yt IT and MIS in Education: Computer T
Spreadsheet Management using MS-
EXCel, Excel Welcome Screen and 1
Features

Unit 2 MS-Excel Continued: Formatting and 1
Editing of Worksheet Data

Unit 3 MS-Excel Continued: More Formatting 1
and CAlitiana ~FA\AJ~vl ol St Data
ane-EditingoWerksheet—DBata 17

—Umits 4 & 5 MtS-ExcetContimued Databtaseand
Charts
Units 6 & 7 IT and MIS in Education (Networks)
and IT and MIS in Education (e-mail)
Total

Each study unit consists of one to two weeks warkl includes
introduction, objectives, reading materials, els&s, conclusion,
summary, tutor-marked assignments (TMAs) and mgrksheme,
references/further readings. In general, thegercese/practice
guestions, test you on the materials you havecgered and to
reinforce your understanding of the materials. Togewith the tutor-
marked assignments, these exercises will assisiryachieving the



stated learning objectives of the individual umitgl of the course.
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Assessment

There are three aspects to the assessment ofurgecthe first is the
self assessment/practice, the second is themddked assignments;
and the third is the end of the semester writteameration.

In tackling the assignments, you are advised tsifieere in attempting
the exercises/practices; you are expected to dapplinformation,
knowledge and techniques gathered during the cotlileeassignments
must be submitted to your tutor for formal asses#nm accordance
with the deadlines set by the authority of Natio@aken of Nigeria
(NOUN). The tutor-marked assignments you submytaior tutor will
count for 40% of your total course mark.

At the end of the course, you will need to sitddinal written
examination of three hours duration. This exanmomatvill also count
for 60% of your total course mark.

Tutor-Marked Assignment

There are eighteen (18) tutor-marked assignmerttgsrcourse. You
are advised to submit all the assignments in whade, the best four
will be counted for you. Each assignment counts 1@8@rds your total
course mark.

Assignment questions/Practice Exercises for thesumithis course will
be contained in thAssignment FileYou will be able to complete your
assignments from the information and materialdaiored in your
reading, references and study units. However,desrable in all degree
level education to demonstrate that you have reddesearched more
widely than the required minimum. Using other referes will give you
a broader viewpoint and may provide a deeper wtaeding of the
subject.

When you have completed each assignment, sengeitiier with the
TMA (Tutor-Marked Assignment) form, to your tutddake sure that
each assignment reaches your tutor on or befordghdline set by the
authority of National Open University Nigeria (N@QYwhich will be
made known to you through your study center. Ifdoy reason, you
cannot complete your work on time, contact youortisefore the
assignment is due for submission to discuss thsilpidity of an

extension. Extension will not be granted afterdbe date except in
exceptional circumstances.

Xii
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Final Examination and Grading

The final examination for EDA 842 will be of threeurs’ duration and
have a value of 60% of the total course grade.eXaenination will
consist of questions, which reflect the typesadf-testing, practice
exercises and tutor-marked assignments you prdyioastempted. All
areas of the course will be assessed.

Use the time between finishing the last unit anithsj for the
examination to revise the entire course. You wildlfit useful to review
your self-tests, tutor-marked assignments and¢dnements on them
before the examination. The final examination ceveformation from
all parts of the course.

How to Get the Most from this Course

In distance learning, the study units replace thiearsity lecturer. This
is one of the great advantages of distance leguwiviau can read and
work through specially designed study materialgoair own pace, and
at a time and place that suit you best. Think asiteading the lecture
instead of listening to a lecturer. In the same Wy a lecturer might
set you some reading to do, the study unit willyel when to read
other materials. Just as a lecturer might give ammin-class exercise, the
study units provide exercises for you to do at appate time.

Each of the units follows a common format. Thetfitsm is an
introduction to the subject matter of the unit dodv a particular unit is
integrated with the other units and the coursewabldae.

Next is a set of learning objectives. These obyestiet you know what
you should be able to do by the time you have cetaegdlthe unit. You
should use these objectives to guide your studyetlou have finished
the unit you must go back and check whether yme laghieved the
objectives. If you make a habit of doing this, yaill significantly
improve your chances of passing the course.

The main body of the unit guides you through tlguneed reading from
other sources. This will usually be either frolR@ading Section of
some other sources.

Self-help practices are interspersed throughouétiteof the units.

Working through these practices will help you thiage the objectives
of the unit and prepare you for the assignmentsexadhination. You
should do each self-test exercise as you comerdhe study unit.

Xiii
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There will also be numerous examples given in thdysunits, work
through these when you come to them too.

The following is a practical strategy for workingaough the course. If
you run into any trouble, telephone your tutormRenber that your
tutor’s job is to assist you when you need helprdfore do not hesitate
to call and ask your tutor to assist you.

. Read through this Course Guide thoroughly.

. Organise a study schedule. Refer to the Courseviavefor
more details. Note the time you are expected émdmn each
unit and how the assignments relate to the uimigortant
information e.g. details of your tutorials, and ttae of the first
day of the semester will be made available thrahghstudy
centre. You need to gather all these informatroarie place,
such as your diary or a wall calendar. Whatevethoweyou
choose to use, you should decide on and write um gavn dates
for working through each unit of the course.

Once you have created your own schedule, do evegyjlou can
to stick to it. The major reason that studentsifaihat they get
behind with their course work. If you get into dtfilties with
your schedule, please keep your tutor informedredfas too

late for help.

y Turn to Unit | and read the introduction and thgsotives for the
unit.

. Assemble the study materials. Information abouttwba need

for a unit is given in théOverview"at the beginning of each unit;
you will always need both the study unit you arekirtg on and
the one on your references, on your desk at the sane.

. Working through the unit. The content of the utself has been
arranged to provide a sequence for you to followyAu work
through the units, you will be instructed to ressdtions from
your other sources. Use the unit to guide youringad

. Well before the relevant due date, check your assent file and
make sure you attend to the next required assighrdeep in
mind that you will learn a lot by doing the assigmts carefully.
They have been designed to help you meet the olgeaif the
course and, therefore, will help you pass the eratiun. Submit
all assignment not later than the due date.

Xiv
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. Review the objectives for each study unit; confthat you have
achieved them. If you feel unsure about any ofdihjectives,
review the study material or consult your tutor.

. When you are confident that you have achieved gsuni
objectives, you can then start on the next umac®ed unit by
unit through the course and try to face your stsmlyhat you
keep yourself on schedule.

. When you have submitted an assignment to your fator
marking, do not wait for its return before startmgthe next unit.
Keep to your schedule. When the assignment isredi) pay
particular attention to your tutor's comments, bath the tutor-
marked assignment form and also on the commentewon the
assignment. Consult your tutor as soon as posipbel have
guestions or problems.

* After completing the last unit, review the coursel @repare
yourself for the final examination. Check that ywave achieved
the unit objectives (listed at the beginning offeanit) and the
course objectives (listed in the course guide).

Facilitators/Tutors and Tutorials

There are tutorial hours provided by the Nationpe® University of
Nigeria (NOUN) in support of this course. You vk notified of the
dates, time and location of these tutorials, togettith the names and
telephone number of your tutor, as soon as yoalsveated a tutorial
group.

Your tutor will mark and comment on your assignmseikeep a close
watch on your progress and on any difficulties yaght encounter and
provide assistance to you during the course. Yastrsubmit your
tutor-marked assignments to your tutor well betbeedue date. They
will be marked by your tutor and returned to yotsasen as possible. Do
not hesitate to contact your tutor by telephonenadl; or discussion
board if you need help. The following might be amtstances in which
you would find help necessary.

Contact your tutor if:

You do not understand any part of the study unithe assigned

readings.
You have difficulty with the self-test or exercise.

XV
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You have a question or problem with an assignmeuathave a question
with your tutor’'s comment on an assignment or ik grading of an
assignment.

You should try your best to attend the tutorialsisTis the only chance
to have face-to-face contact with your tutor andgk questions which

are answered instantly. You can se any problerawentered in the
course of your study. To gain the maximum bendfdm course
tutorials, prepare a question list before attendnam. You will learn a
lot from participating in discussion actively.

Summary

EDA 842 (Application of Management Information Systems in
Education) intends to introduce the concepts hadrtes of
Management Information Systems in Education to . y4aon
completion of this course, you will be equippedhwithe basic
knowledge of the important concepts of Manager&ontmation
Systems and the importance of Information Technotogeducational
administration.

You will be able to answer these kinds of questions

. What is Management Information Systems?
y What are the functions of information in an orgatien?
* What are the challenges of Management Informatigste®ns in
Education in Nigeria?
What is data transmission?
What is the difference between Half-Duplex and Bupinder
. data
. How can we categorize computer?
What are the similarities between computer virus ammal
. virus?
What is the name of part of the scroll bar you $thase if you
intend to scroll fast?
What is the name of the bar you will use to cardyadog box or

a window
. Which keys are peculiar to a computer keyboarddhanot in
. the manual typewriter keyboard

How can you save file in a new diskette?
. Mention three external hard disc you can use ak-bp for
. your files

How can you select a single word with the mouse?
What is the keyboard shortcut for double and sihigles

. spacing?
XVI p g
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. How can you insert 10 X 6 tables to reveal inforimatof
students in various subjects?
What is the distinguishing factor between a workband a
worksheet?
Which keyboard will you press if you want to see kst Row
. and
. Column?

Mention some e-mail sites that offer free e-maivges to
. individual?
What are the disadvantages of deleting a workshet a
workbook?
What are the limitations to be encountered whengugie sort
icon on the standard tools bar to sort a data base?
What are the functions of DBMS?
What is a web page and hyperlink?

Indeed, the list of questions that you can anssveot limited to the
above. To gainthe most from this course yowkhtyy to apply the
principles and concepts of Management InformaBgstems to the
practice of administration of educational instibus.
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1.0 INTRODUCTION

In the present day educational system, managemi@niiation system
cuts across all disciplines, from Accounting to Né&te, Pharmacy,
Engineering/Electrical/Electronics, Banking, Adnsimation, Education
etc. We must bear in mind that in the applicatibmanagement
information system in education, we are dealindilie concept of
management and technology, and how we can harmslyiase the duo
to achieve effective medium for analyzing educatlanformation.
Therefore, this aspect of the course serves asaantnle for you to
know the rudiments of the course.

2.0 OBJECTIVES

At the end of this unit, you should be able to:

. define management, information and systems

y list managerial levels and functions

distinguish between data and information

describe how data are processed to give information
identify the characteristics of good informatiorddanctions of
information.

3.0 MAIN CONTENT

3.1 Management

Like most terms in the Social Sciences, no debnithas been
universally accepted in relation to management. él@x, some
scholars and practising managers have all attentptecbvide
definitions based on their understanding of thevaifi;g situation.

Some define management as the force that runstarpgse and others
claim that management is the performance, conagiamnd achieving
desired result by means of group effort, consistihgtilizing human
talents, resources and skills. Others state thatgement is the
satisfaction of economic and social needs throughyztion as a result
of human efforts. Others summarise managemenasiplg and
implementation.

According to Leon Magison et al (1983), “Managemsmorking with
people to determine, interpret, and achieve orgéioisal objectives by
planning, organising, leading, controlling and ftaf.”
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It is important to know that Henry Fayol’s, defioit (Cole: 1986) is
closely related to the above definition. Fayol wasfirst to give
comprehensive and summarised definition of managerhie defined
Management as: “to forecast, plan, organize, congdmemordinate and
control”.

In Fayol's view, to forecast plan mean to examhnefuture and draw
up a plan of action. To organize means buildistyacture of both
material and human in an organisation. To commaedn® maintaining
activities among employees. To control, means sueneverything is
in conformity with the plan and standard.

Therefore, Management is the process of plannirggrozing, leading
and controlling the effort of organisational mensand using all other
resources to achieve stated organisational goals.

3.1.1 Process

A process is a systematic way of doing things, beme define
management as a process because all managerdesgaitheir
particular attitude or skill engage in certain tethactivities in order to
achieve their objectives.

In order to achieve the objectives of the orgaiosait is necessary to
bring together all available resources calletix Ms” of management
i.e. men, machine, material, methods, money an#ehafhese
resources are brought together and related in harmod honesty so
that the end result may be accomplished by alliwitfie determined
constraint of time, effort and cost.

3.2 Managerial Functions

The major functions of management include the Yoilhg:

3.2.1 Planning

Planning is the first of the five basic managefuaictions. It is argued to
be the most important function of a manager. Plagrtherefore, means
setting objectives and determining what should dreedo accomplish
them, i.e. today’s design for tomorrow’s actiorarting is an applied
problem solving and decision making efforts throwdghch managers
act to insure the future success of their orgaioisats well as
themselves. It could be considered as, decidirsggliance what to do,
how to do it, where to do it, who should do it, amgen to do it in order
to achieve effectiveness at every level of resjimlitgi
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As a foundation of management process, planningfiftes what should
be done and set the stage for further managef@t®ft organising,
leading and controlling. In other words, planniggdhe function that
answers four questions.

1. Where are we now? — This question is concerned agsiessing
the present situation and forecasting how the tstianay
change in the future.

2. Where do we want to be? — Answer to this questivalves
determining the desired objective in terms of thespnt and
future

3. What is the difference between where we are andeme want
to be?

4, How can we get there? — This question requiresudiine of

action and a careful analysis of future implicatadrpresent
decision.

3.2.2 Organising

Harold Koontz (1980) defined organising as that pamanagement
that involves establishing an intentional structoifreoles for people to
fill in an organisation. It is intentional in thersse of making sure that
all the tasks necessary to accomplish goals aignessand especially,
assigned to people who can do them best.

Organising can be viewed as the process of idemgifgnd grouping of
work to be performed, by defining and delegatirgpomsibility and
authority and establishing relationship for thegmse of enabling
people to work effectively together in order to@oplish the objective.

In a simpler way organising is the process of ayiragnpeople to work
with one another towards their common goal. It iegpfirst of all that
there is a collection of people combining theioegfto accomplish what
none could do alone. This is sometimes referrexstsynergy, i.e. the
concept that the whole organization as it worksriwaniously and
cooperatively is greater than some of its parts.

3.2.3 Coordinating

Coordinating is perhaps the closest word to aggm®nymy of
management. The challenge of coordinating is tat&lae on
individual difference while maintaining control.
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Coordinating is therefore the function of manageintleat involves

harmonizing and synchronizing all efforts of indivals and units to
achieve a common objective.

Coordinating can also be seen as the processagfrating the
objectives and activities of the separate unitpdédienents or functional
areas) of an organisation, in order to achieveotganisational goal
efficiently. Without coordination, individuals amttpartments would
lose sight of their role within the organisatiorel will begin to pursue
their own personal interest often at the expengheofarger
organizational goals.

3.2.4 Commanding

Another function of managementdgecting orleading. Commanding

is influencing people so that they will contribtieeorganisation and
group goals. A manager’s leading ability i.e. masregability to
motivate, influence and communicate with suboraingill determine
manager’s effectiveness. For managers to commdectigtly, three
basic elements have to be considered jointly: Lesiie,
Communication and Motivation.

1. Leadership: It means headship. People tend to follow those who
offer means of satisfying their needs, wishes agirds. On the
other hand, leadership is the relationship in wiioh person —
the leader, influences others to work togetheringly on related
tasks to attain that which the leader desires.

2. Communication: It deals with the acts of developing and

attaining understanding. It can be verbal and renpad.

Communication is a means to an end. It makes pesib

management process and serves as a lubricansfooath

operation. Effective communication enables man&gebtain

data for decision making.

Motivation: How can | get my members to care more about their

work? What kind of condition brings the best outl@#m? What

motivates employees to do their best and derivie slagisfaction
from the work? Questions such as these are foremaosbst
managers’ mind. In the opinion of many, the kepéoformance

IS motivation.

Motivation is the desire within an individual thettmulates him or her

to action. Motivation of people deals with the wayremoving
conditions, which make people dissatisfied withrtiaork. Each
employee has his own acceptance zone. Instrudadimgy within this
zone will be carried out to the best of his abilitliile those outside it
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will be trampled or even sabotaged. The rule ofivatibn is to enlarge
this zone.

3.2.5 Controlling

Management control is the process through whichagers are sure
that the actual activities conform to the plannetivdies. Controlling is
making sure that every thing happens accordinda. p

In the plan of an organisation’s activities, theadamental goals and the
objectives and the method of attaining them arabéished. The control

process measures progress towards these goalsallé® managers to
detect deviation from the plan in time and to te&eective action

before it is too late.

3.2.6 Staffing

At times some people will treat staffing separasdymanagerial
function while some will refer to it under coordiian.

However, staffing involves filling, and keeping thiéed position in the
organisation structure. This is done by identifywgrk-force
requirement, recruiting, selecting, planning, praémgetc, candidates
and current job holders to accomplish their tas&atively and
effectively.

SELF ASSESSMENT EXERCISE 1

Define the term Management and vividly explain filmections of
Management.

3.3 Levels of Management

There are three levels of management in all folwngdnisations and
there are clear differences in information requieats and decision
making at each level. The three levels of managéaren top or
strategic management, middle or tactical managemedtjunior or
operational management.

3.3.1 Top or Strategic Level of Management

This is the peak of the management levels. It st&1&if the corporate
officers that are elected by the board of directbréhe education
industry, they are the ministers/commissioners aped by the
President/Governor, Chief Executive Officers (CEChHairman, general
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manager and their deputies etc. for the ministpasastatals and
agencies.

It has to do with policy formulation or gatheringtd to meet up with
the prevailing situation in an organisation. In &li@ for instance,
policies on higher institutions, nomadic educatijommary and post
primary institutions are strategic policies. Alfmst UME Policy that
was introduced in 2006 is an example of strategicy.

In summary, the functions of strategic level mamageclude:

. Formulating broad policies.

y Working out long-range planning.

Determining organisation objectives and goals.
Appointing other top level officers.

Authorizing new facilities and launching researck a
development projects.

3.3.2 Middle or Tactical Level of Management

Middle level managers are in between the top an@tdevel managers.
Managers at this level spend most of their timdyaivag data, preparing
information for decisions and translating top leneglnagement overall
policies and strategy into operational policiesgadures and methods

of work. Vice Chancellors, Provosts, Rectors, Adstnators,
Principals, Proprietors/Proprietress etc of varisefsools are good
examples of tactical managers.

Tactical level management functions include:

. Assisting top level managers in executing theircfions.
y Transferring information and materials betweenedéht work
groups

Preparing plans and programs for various deparsnent
Management and control of activities of lower lengnager.

3.3.3 Lower or Operational Level of Management

Operational level is the supervisory level. Theesufsors do not
manage other managers but spend more of theintithesubordinates
and peers to oversee the activities of the frore #mployees and ensure
that they carry out their daily tasks as expeciés: heads of
departments (HOD) in schools are good examplesvedi level

managers in education.
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The operational level of management functions iieiu

. Directing all workers to accomplish their departnadigoals.

y Maintaining discipline and order.

Taking decisions to meet up with the challengdsisrdomain.
Executing the policies of top management level @asisrough
middle level of management.

3.4 System

A system is a collection of interrelated parts, athiorm a whole. A
system may be seen as a combination of interretdédents, or sub-
systems, organized in such a way that the effidiemttioning of the
system as a whole, is ensured, necessitating adeigiee of
coordination between the sub-system, each of wikidesigned to
achieve a specified purpose, Systems are ‘syngrgiSynergy is used
to describe the concept, which states that theafuarwhole is greater
than the sum of individual parts. For example,itbman body,
communication, information, hospital, accountirglway etc. A system
could be open or close.

3.4.1 Open Systems

Systems that receive inputs from the environmedtsometimes return
outputs to the environment are called open systAmsgstem is open if
it imports various items from its environment, certg them into goods,
services and waste materials and then exports ithienthe
environment.

Here, information is considered as an open syst&gause it interacts
with the environmental factors such as: socialdie;teconomic
situation, government influences, technology angsmal environment
(weather, location etc) which form the inputs teegoutput in form of
products, services, ideas etc to the environmeaihag

3.4.2 Close Systems

Systems that have sealed boundaries and neitreveaaput nor
produce output are close systems. They are indepéwd their
environment.

Close systems are required for stability and cosscy, whereas open

systems are required for uncertain conditions. €kystems are
designed for efficiency, open systems for survival.
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Model of an Open System

3.5 Data

Data are raw facts or information yet to be proedss. unprocessed
information.

Data meansaw facts in form of figures, specification, exam records,

admission list of students/workers, customer sayisgles figure etc.
(Singular-datum, plural-data).

It suffices to say that in order to harmonize la#l thanagerial functions,

which could be seen as sub-systems; data havepgmbessed to get the
needed information.

3.5.1 Data Processing

The entire process of information right from thpuhunit to the output
unit is referred to aBata Processing (DP)In other words DP is the
term given to the process of collecting all iterhgl@ta together to
produce meaningful information. Data could be psseel manually or
electronically. However, when it is done on compsité is known as
Electronic Data Processing (EDP)For many years now the methods
of DP have involved electronic means, principathe computer.
Subsequently, we shall concentrate on electrorie pla@cessing in view
of our course of study, because it relies uponrimédion technology
and through it, other functions within an organ@atcan be integrated.
However EDP must be seen as one of the importaasan

Information Technology (IT). It is the technology, which supports the
activities involving the creation, storage, mangtian, and
communication of information with their related mmedls, management
and application.

Data will pass through the same basic stages indire circle even
through electronic, conventional or both methods(e) used to process
the data.

Data processing stages can be summarised intoisvballed Data
Processing System as illustrated in the followiggre.
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PROCESSES

_ e
DATA INPUT (Including OUTPUT
Maintenance)

Data Processing System
3.6 Information

Information is the processed data i.e. data that ha@en converted into
more meaningful format through data processing.

SELF ASSESSMENT EXERCISE 2

1. Define the following terms — (i) Data (i) Informan
2. What is data processing?

3.6.1 Characteristics or Attributes of Good Information

Good information is that which is encoded by thedses and decoded by
the user the way and manner intended by the seRdemformation to
be good, the following characteristics must be gmées

Relevance:Information must be relevant to the problem ingjios. It
is a well known fact that reports, messages, taionia etc contain
irrelevant parts which most often prevent the wéehe information to
get the actual meaning of what the sender wants.

Accuracy: Although absolute accuracy of information canmet
achieved, information should be sufficiently ac¢erf@r management
reliance and for the purpose for which it is meant.

Completeness: For management to make good decisions, informatio
relating to that aspect should be complete. Howergractice, this is
not often obtainable. Therefore, what is expecsdtiat information is
complete in relation to the key elements of thébfmm. This suggests
that there should be interaction between infornmapicoviders and users
to ensure that the key factors are identified.

Confidence in the sourceThe use of information determines its value.
And manager use information when there is confidandhe source.
Confidence is built when there is:

a) Past reliance on the source; and
b) Existence of good communication between the infoiona
producer and the manager.

10
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Communication to the right person: It is often common for
information to be directed to the wrong level inaganisation. Since
each administrator at different levels needs inftram to perform his
duties and responsibilities, information supplignsuld ensure that
information goes straight to the right person aatta subordinates who
may at times hold on to it for others to see howanant he/she is in
the organisation.

Timing: For information to be good it has to be commumdait the
right time, hence it will end up in the dust bin.

Information should be provided based on the frequewhich is related
to the type of decision or activity involved. Thetdrvals of passing
information across may be longer at higher levetisategic and tactical)
than the lower level (operational). At the lowerdeinformation may be
made available regularly for example, on a V.D.¢tesn or on
electronic boards.

Detail: Information should contain everything considei@the useful
for effective decision making. This does not mdaat tisers of
information of whatever level must be overloadethwinnecessary
information, however information should be seleelyvas filtered,
summarized, edited and highlighted as approprisfgoasible.

Channel of Communication: Effective information is seen when the
sender gets the feedback as intended. And the mejerminants of
accuracy of the feedback are the appropriatenesisasinels of
communication involved. Therefore, adequate chammusit be
considered when disseminating information.

Understandability: It has been said under the definition of data abov
that what transforms data into information is ustkemdability. For
information to be good, it must be understood.

3.6.2 Forms of Information

There are various forms of information; some ohthere discussed
below:

Formatted Information : This kind of information includes
alphanumeric items that have been arranged in a pre-speddiedat
whereby the result of each item is defined in adeafor instance, a
table that contains a student’s records in forrNafe, Age, Class,
Assessment, Exam, Total, Average, etc.

Texts: information in form of text i.e. letters, numbensd symbol,
could be combined in such a manner that immedi&aning and

11
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interpretation could be derived to give informatidimnere is no
prespecified format here.

Images: Information that is generated through picturesibahapes,
photographs, and hand-drawn pictures. Example &tst designs and
drawings.

Audio: This is information in the form of sound. For mste, a doctor
might gather some information about an unconsgoaiient, just by
listening to the sound of the stethoscope.

Video: Video information combines the features of botlage and
audio information. That is information in form afund and graphics.

3.6.3 Functions of Information

Means of Communication:Managers at all levels act on information to

communicate with one another in order to know ahll@vielopments,
plans, forecasts, inherent changes etc, in thenwaon.

Aid to monitoring and control: An organisation acts on information to

know about performance and the extent of devidtom planned
objectives and appropriate control measuremeng implemented.

Reduction of uncertainty: The future of every organization is oblique.
Nobody knows what the future has to offer becadsome
environmental factors; however, information helpseduce such
uncertainties in the process of planning and dewcisiaking. For
instance, planning to have tuition-free post priynastitutions for the
next twenty years is uncertain, because of som@uobvactors such as
population, economy, but information about suchdecwill help to
reduce the uncertainties.

Aid to simplification: Because information helps to reduce uncertainty,
it then follows that problems and solutions arepdified and become
more manageable.

Memory Supplement: Information of past history helps to supplement
the actions of managers. For example in Nigeree &ducation, which
was a manifesto of the Action Group (AG) partyhe first republic,

was implemented and it withessed a huge succesthamtoducts were
good in terms of knowledge. In the same vein, WhReoples Party
(UPN) 1979 — 1984 implemented the same policy twas only partly
successful as their products were only averagerms of knowledge
compared with those of the Action Group.

12
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Between 1999 and 2003, some states where the édlitox Democracy
Party (AD) ruled tried to implement the same frdaaation policy, but
their products were not as good in comparison Witise from the
earlier periods.

Historical information such as the ones relatedvaboould help any
educational administrator in formulating policieslaaking decisions
on free education whenever he/she is called upon.

4.0 CONCLUSION

MIS exists in organisations in order to help theshiave their
objectives, to plan, control and coordinate the'lgis’ of management
and meet with the challenges of the ever-changmwgy@ment
characterized by GETS (Government, Economy, Tecdgyohnd

Society).

5.0 SUMMARY

Management Information System is looked at as waysocessing
data of an organisation into information, whiclhen used for accurate
decision making at strategic, tactical and openatitevels of
management.

6.0 TUTOR-MARKED ASSIGNMENT

1. For information to be good, it must possess soraeadteristics.
Discuss.

Name the levels of Management known to you ancevatiiort
notes on any two.

What are the functions of information in an orgatian?

2.

3.
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1.0 INTRODUCTION
This unit dwells on the details of what managemefiormation systems
in education encompass.
2.0 OBJECTIVES
After you have studied this unit, you should beesabt

. define management information systems (MIS)

y mention characteristics of MIS

* highlight objectives of MIS

list the factors to be considered when designing M
state the problems with MIS and solutions to thabfams
explain issues addressed by MIS in education
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. explain Technology for management reforms

y know institutional goals of MIS

* understand the role of MIS on the behaviour of atiooal
managers.

3.0 MAIN CONTENT

3.1 Management Information System

Harold et al (1980), defined management informasigstem as a formal
system to gather, integrate, compare, analyzedeperse information
(internal and external) to the enterprise in a lyneffective and

efficient manner.

MIS is the combination of human and computer-basedurces that
results in the collection, storage, retrieval, cammation and use of
data for the purpose of efficient management ofapes and for
business planning.

At the strategic level of management, the manageds information to
plan the overall objective of the organisation. ficat level managers
need information to ensure that the resourceseobtbanisation are
effectively and efficiently utilized to achieve th&ategic goals of the
organisation. The frontline managers use operdtiaf@@mation to
ensure that specific tasks are planned and capriguerly within - the
organisation.

3.2 Objectives of MIS

. Ensuring that all levels of management get the ssa0y
information to carry out their managerial functions
Improving the processes of decision making in tlgaoisation.
Exposing members of an organisation to informatemhnology
(IT) through the use of computers to acquire and dlissge
. information as quickly as possible.
Helping to establish accurate database at alldaveineet
specific needs of the organisation.

3.3 Need for Management Information Systems
Management requires information for the followimgsons:

. To establish, evaluate and adjust objective wheoessary
g To develop and plan standard

15
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. To measure actual performance so as to enable pacmon with
plans and standards; and
To provide a basis for informed communication.

3.4 Characteristics of MIS

. It is usually directed towards management of amuoiation, be
it formal or informal.

Data flow: MIS has common data flow

Data form sources of input while information serassoutput
MIS depends highly on database

MIS operates in areas of distributed data procgssin

It creates room for other subsystems to exist.

3.5 The Design of MIS

Many factors come to mind when designing MIS. Sainiese factors
include:

. Behavioral Factor: Consists of the norms, attitudes, motivations,
aspirations and capabilities of the people involFeat instance,
in Nigeria MIS on compulsory levy in primary institons might
be jeopardized in some parts of the country becailigeeir
. beliefs and attitudes.
Communication Channels: In order to make information
available where and when needed, seminars, megtetgsats
y etc have to be organized
Computer Facilities: Computer and other data transmission
should be made available to help in data processing
Internet Facilities: If possible, it is ideal to be on network so as
to have access to important information when désggyours.
Personnel: For effective data processing, competent perdonne
. with qualitative computer knowledge might be neettedelp in
data processing.
Database: Simple database might be maintained to help in
analyzing information.

SELF ASSESSMENT EXERCISE

Explain to a novice certain factors to be considaenedesigning MIS.
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3.6 Problems with MIS and Solutions to the Problms

Problems with MIS Kdions to Problems of MIS

Lack of Management Involvement: | Management should try to participaje
Most often the design of MIS is left jn  in the dgshg of MIS by giving the
the hands of information specialists| designereshf what the

who may not know enough about @rganisation agtunededs.
management. At times they do not
appreciate management’s true
information requirements and of

araanizatinnal nrahlgm
FgetatdoRa—poP+eH-

Lack of Top Management Support: | Top management may not want thejr
Top management sometimes does pdecisions to be challenged; thereby|
encourage MIS due to various reas@rglhering to the slogan “this is how We
often based on fear of the unknown| have been doing it". Top managemé¢nt
should realize that the organization’s
success is mostly determined by th¢
environmental factors; and it is

information that wil allow you to

TOPE ard Tartage the ever-cirargmg
environment.

Lack of Computer Knowledgdt is a
Presently, among the best means of

glaring fact that most administratorg processingatadacquiring angl
at all levels of management have litfle processinmformation is the

or no computer knowledge. computer. Since compsitire
Therefore, it is always difficult for major tool of information

them to assist MIS designers to| technology, al staff should try to

acquire and disseminate information.  have computewledge in order to
help in achieving the success of MI§.

JJ

Inappropriate Emphasis of Although, computers can assist in
Computer System: In some acquiring and disseminate
organisation too much emphasis is | informationwaskly as possible,

laid on the use of computer to the | there are still limitations. Computer

extent that other methods of cannot be employdaidav the
information acquisition and behavioral factors, ibatan be used
dissemination are relegated to the to analyzedbeltrin any form. In
background. Nigeria, for example, the attitude

toward Western education in both

MNottherrant-westerrpartseannot be
known by using the computer but the
information can be analyzed with the
computer.
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3.7 Issues Addressed by Management Information Sigsn in
Education

The aim and objectives of an educational instituand the number of

activities in each institution will determined ttygppe of management
information systems to be developed or adoptedhiairinstitution.
Within each functional area, the head requiresteong$low of
information in decision making and discharge tlaeities without any
delay. Management information system thereforessentially the most
crucial connecting link between the various manag@ndepartments,
functions or unit in any educational institution.

Efforts to develop a good Management Informatiost&wy for

educational institutions give education manageotgortunity to
assess the following set of crucial educationaktjae:

. What are the objectives of the educational systethe
institution and what are the various functions antivities
related to each of them?

What is the nature of the outcome or result exgefrtam the
activities? Is the educational institution workimga way to

. ensure good result?

. What is the plan for the short/long term? Is thenplsable?
Will the current plan meet the present / futurechekthe student

y and the society?

What are the facilities available for the executidrthe

programmes? Are these facilities adequate? and

Are the existing operational budgets at the diffietevel

sufficient to cover the organization functions aipiated?

3.8 Technology for Management Reform

With the introduction of Management Information &yss in Education
in the school curricular, the education manageve adopt Management
Information Technology in their day-to-day actiggi The technology
brings about reforms in the following areas of ititution.

3.8.1 Management of Institutions and Systems

The same technology used in computing and telecorwations
services that brings about business efficiencyt-efiectiveness can
also be applied to schools/school systems to enlablschool head to
streamline operations, monitor performance and avpon the
utilization of resources. Technology also promdlas of information
among schools, parents, communities’ central datisakers and
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business and fosters greater accountability andesdivity with the
market place.

At the school/institutional level, technologies aracial in such areas as
students’ admissions, students flow, personndf, dgavelopment and
facilities.

3.8.2 Management of Policy Making

The process of policy analysis and developmentisnaplex and
strategic one. It is by necessity, an intricata)-+imear process in which
a variety of people and institutions with differemtw are actively
involved in the process of analyzing, generatingplementing,
assessing, adjusting and re-designing policieshi&tpoint, information
can be valuable in storing and analyzing data arc&tbn indications,
students’ assessment, physical and human infrastaycost and
finance etc. Technology can assist in constructoenarios around
different intended policy options to determine reguonent and
consequences. Each scenario can then be analyztednsyically,
evaluated in terms of accessibility over a peribtime to have results.
Technology can facilitate tracer studies, traclaggtems as well and
summative as formative evaluation during policy liempentation.

3.8.3 Managing of Learning Activities

Technology is also a powerful instrument in drivengd managing new
modes of instruction, where distance is no batadearning, and more
students’ interactions, more connections amongetvschools, more
collaboration among learners, and more involveroéttorial
facilitators. These needs are more critical in-stlfly; distance
education and many platforms have been developetat such needs.
Technology should not be a solution looking foralgbem, it needs to
be preceded by needs assessment, market analyesisgie plan and
experimentation, and accompanied by training appatgpinvestment
and maintenance.

3.9 Institutional Goals of Management Information Systens
Management information system for an institutioowdt be designed to
achieve the following goals.

. Enhance communication among staff.

y Deliver complex materials throughout the institatio

* Provide objective system for recording and aggregat
information.

Reduce expenses related to labour-intensive matialties.
Support the organizations strategies goals andtdire
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Management information system in Education sup@ohscation
decision makers with facts, it supports and enhattoe overall decision
making process and also enhances job performanmegimout an
institution. At the management level, it providermation that helps
the board of management (i.e. the highest decisi@king body for the
institution), to make strategic decisions for thstitution.

Management information systems address the efteease of human
and computer resources available in an organizédi@chieve the
objective of the organization. The professionalthe filed of
management information systems are responsibléegieeloping various
information systems that provide accurate and gr@brmation to all
levels of decision-making in an organization.

3.10 The Role of Management Information System on the

Behaviour of Educational Managers

All over the world, it is an established fact tidfbrmation technology
has been influencing the behaviour of educatioralagers in their
daily discharge of their duties. But there is nett §n agreement about
the precise nature of the change especially inachr@l institution.
However, the application of management informatigstem has,
certainly reduced the tedium of administrative dieci-making matters
at both the lower and middle levels of managenlerdan educational
institution, where computer-based management irdtion system is
used, it was clear that the heads of departmentsijpals, chief
executives, registrar etc, have found decision ntakasier with
management information systems.

In Colleges of Education, Polytechnics and Universj the usual areas
of information difficulties are budgeting, studéntscords, staff
placements, audit and accounts, salaries, puranasith supply,
examination and results etc. But with managemduotnmation systems
in education, all these and other areas of diffjcate handled
effectively and efficiently.

There are two schools of thought according to NwankL985) in the
controversy over the role of management informasystem on
educational managers. One school holds that, th@fusomputers
would facilitate the jobs done at the clerical hi@ical and
administrative level. As a result of this, fewerddlle level and lower
level management and non-academic staff wouldeleeled. This
means that some of the staff in these categorikbeviendered
redundant.
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The other school of thought argues that since tapagement
frequently depend on middle and lower levels féoimation, the
behaviour of top managers will positively improvéhithe use of
management information systems towards greatenaffty and more
accurate decisions. For example, a research camely Hofer (1970)
showed that the development of management infoomatystem has
assisted top managers in industry and education to:

. Make some decisions at an earlier date

y Gain time in which to consider some decisions

Consider more through analysis of some situations

Review several courses of action of many problems

Obtain additional information from middle manageosicerning
problems, opportunities and promising alternative®re making
decisions.

3.11 Challenges of Management Information Systenis
Education

The technical element about MIS in education is howse

information. Making use of information is highlyespfic, often
personalized activity that affects work habits, kvstyle, and the flow of
work. Since the use of information is highly spiegitraining and re-
training, refreshing, workshops, seminars are reggsnstrument in
making MIS in education effective. Many obsoletdest of information
system have failed not because of being obsolatehdrause the
operations failed to change with them or refuse&ntain them. MIS in
education involves several critical steps to susedsch are listed
below:

I. Set standards for information: As a major requinetier MIS in
education, needed information must be generatduhedeand
described.

ii. Set Timing: Information generated at different tsaand location
will vary because of the time and location. Theifegobtained
for enrolment rate in September may be differeminfthe one
obtained in March because of the time lag. Likewike rate
obtained from the cities/urban centers may be wiffefrom the
one obtained from rural areas.

iii. Define the level of possible accuracy. Mogstems (statistics,
personnel, inventory, textbook, examination) exdeaince,
cannot report with more than 2-3% accuracy simglyaouse of
delays.
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\2 Reports should be the result of daily actestnot special purpose
efforts as much as possible. All reporting showddektracted
from daily operational activities. For example,alah enrolment
should be generated from school registers.

V. Define formats — This should be done at the eadgesof design
so that people can get used to it and know howedsegnt and
interpret information. For example if there is dhment data for
the nation, MIS in education must be ready to gigiditional
information at regional / zonal or state level atgb provide
additional information on which analysis could lzeséd.

Vi. Ensure prompt feedback — information providerst be given
results of their work as quickly as possible beeatlse
closer/quicker the processing of information ishte source, the
better the level of accuracy and reliability.

vii. Quantify the cost of producing information Most institutions,

ministries, parastatals produce information any iy in no
way measure the cost of the information in monetamns.

4.0 CONCLUSION

In general MIS may be seen as a data processibtgnsyshich provides
information to management for the purpose of cdimigpthe business
and as a basis for making decision.

The information generated and obtained by manageminmation
systems in education is not only geared towarddyming the annual
statistical yearbooks of the Ministry of Educationy allocating extra
work for the Planning, Research and Developmeritafrthe Ministry,

it is a potent instrument for effective capacitylthng and a bridge to
donor intervention and support in improving hovatthieve educational
objectives.

5.0 SUMMARY

In this unit, you have learnt about the inherebfrms with MIS and
the possible solutions to such problems as wahawsarious challenges
of MIS in education.

6.0 TUTOR-MARKED ASSIGNMENT

1. Define MIS and outline the objectives of MIS in edtion.
2. What are the main challenges to the success ofivVié8ucation
in Nigeria?
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UNIT 3 INFORMATION TECHNOLOGY (IT) AND MIS
IN EDUCATION

CONTENTS
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3.2.2 Distributed Data Processing or Transaction
Processing
3.2.3 End User Computing
4.0 Conclusion
5.0 Summary
6.0 Tutor-Marked Assignment
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1.0 INTRODUCTION
This unit will assist you in understanding the tielaships that exist
between Information Technology (IT) and Manageniefdrmation
Systems (MIS) in Education, particularly, in theas of application of
IT in information systems.

2.0 OBJECTIVES
By the end of this unit, you will be able to:

. define Information Technology (IT)
y explain application of IT in Information Management

3.0 MAIN CONTENT

3.1 Definition of Information Technology

As it has been defined earlier on in Module 1, Uniinformation
Technology is the technology, which supports theviies involving
the creation, storage, manipulation, and commuioicaif information
with their related methods, management and apmitait Cole (1956)
supplied a useful definition given by the Departtn&nlrade and
Industry in Britain as follows:
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The acquisition, processing, storage and disseromat vocal, pictorial

textual and numeric information by a micro-electcdrased
combination, of computing and telecommunications.

In short, IT is the medium by which informationpassed across to all
levels of management either internally or from ax&& sources. Some

of the IT facilities include computers of varioypés, scanners, printers,
servers, word processors, photocopiers etc and déwices for
information acquisition and dissemination such as
Teleconferencing/Videoconferencing, Networks, TetetFacsimile,
Internet, E-mail, and Voice Mail etc. As you maytioe, some of them
have been discussed under acquisition and disseamirad information

3.2 Application of IT in Information Systems

Even though it is difficult to demarcate IT from $/lit is possible to

outline three major areas of IT application in mf@tion system. The
three areas are:

. office support systems;
y data processing (or transaction processing); and
end user computing.

Office Support

System
’//‘ \\l IT and Information Systems
End User > Data or
System Transaction
Processing

As you can see from the figure above, the thre@naagas of IT
application in information systems are inter-ratate

Note that IT is discussed here in relation to ttegs of this course.

Other areas such as scientific use of IT, compitkrd design and
manufacture (CAD/CAM), robotics etc are out of se@b this course.

3.2.1 Office Support

The type of office supports used influences infdiaraavailable for
management. In modern offices, there are systeath#ip to facilitate
the acquisition and dissemination of informatiowvartous levels of
management. The office support systems we arerirgfeo here, are
microelectronics and telecommunication devices. &ofrthem are
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discussed below and others such as Networks, kttamd E-mail are
discussed separately in different units becausleenf importance to our
course of study.

Text Handling Facilities: Word Processors e.g. micro computers and
other text handling facilities such as photocopiprsiters,, scanners etc
are common features in modern offices, Word pramessables you to
typeset documents, edit and give them the necefsamats. The
documents can be stored in back-up storage meda tetrieved as at
when due or printed out as many times as possibbeigh the printer.
Photocopiers: A photocopier machine makes duplicates of inforamat
in form of texts, charts, auto shapes, picturesietieed, it has become
in-house miniature printing system for printing &8, memos, booklet
bulletins and other documents.

Desk-Top Publishing (DTP):Many softwares have been developed to
handle processing of words and graphics in addibahe capabilities

of importing/exporting from/to other applicationggrammes. Examples
of such applications are: Corel draw, Adobe pageaker etc. Also,
cameras and scanners can be used to send pictaresh@r graphics.
Hence professional quality reports, bulletins, menimoks and other
documentations can be produced within the office.

Data Storage, Retrieval and ReferencingOne of the major benefits of
IT in office support, is the possibility of storidgrge amounts of data
that could be accessed at any time with minimalreffiles are stored

in computer hard disc or in other auxiliary storagedium (Floppy

discs and compact discs), and can be accessedarsjrtgpe of

computer with a VDU. However, if there is need fepeated
referencing to information, in visual forr@omputer Output on
Microforms can be used. Microforms are photographically cedu
information on files.

Teletext/Viewdata: Teletext is a system for disseminating commercial
and other information through available televismatwork. It is also a
referencing facility. On the other hand, view dataimilar to Teletext
because it also provides electronic referencingaterials but it is
different in the sense that:

) It is available only to subscribers who pay sulption as
arranged e.g. DSTV.

i) It is interactive in nature since user can inteateghe data

supplied to the system and also supply answetsutdike
Teletext which is for reading only.
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A good example of viewdata is seen in a systemhithvinformation

provided by airlines can be accessed by traveltagercheck flight
times and availabilities and to book seats.

Telecommunicatiors Devices and Facilitiessome telecommunication
devices such as voice mail, facsimile, teleconferepand video
conferencing have been discussed exhaustively waudgrisition and
dissemination of information. Others such as Nekspinternet and e-
mail as said earlier on are discussed separat@thar units, because of
their importance in Management information systemiSducation.

Data transmission: is a situation whereby data and speech can be
transmitted over ordinary telegraph and telepharoeics. Transmission
of data is possible in three ways:

i) Simplex is a situation whereby transmission is posdiblene
direction only.

i) Half Duplex: is a situation whereby transmission is possible i

i) Duplex: Is a situation whereby transmission is possibleath
directions simultaneously.

Electronic Data Interchange (EDI): it is a form of electronic mail
because it allows computer interchange of datae skistem allows
computers of different organisations to communithaéseby replacing
traditional paper based communication through @&;denvoices etc.
Some of the specialized applications of EDI are:

i) Electronic Fund Transfer (EFT): Itinvolves using the
computer to send electronic data to a bank giviisgructions to
make payments or to transfer money between accdurgoften
employed to pay suppliers and worker’s salaries.

i) Society For Worldwide Interbank Financial
Telecommunication (SWIFT): It allows the use of security
codes for international trade operations involvioigeign
currencies worldwide, The Electronic fund transfgstem
between financial institutions in Nigeria is catlétigeria
Interbank Settlement System (NIBSS).

SELF ASSESSMENT EXERCISE 1

Define Data Transmission. Differentiate betweenf Baiplex and
Duplex under data transmission.
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3.2.2 Distributed Data Processing or Transaction ®cessing

After office support the next application areaDfi$ the aspect of
repetitive processing of daily transactions ofdhganisation. In truth,
some applications need to have data kept up toadlatee time. These
systems use direct access files in which any recandbe read or
written without having to read or write all the oeds before in the file.
Transaction processing systems were among thddipgiove the
importance of the computer and originally were dase centralized
mainframe computers to process large volume ofmmeybbs. However,
with the advent of micro computers (desk tops.ttggs palmtops and
note book) transaction processing has become sdgrofransaction
processing makes it possible for data handlingmodessing to be
carried out at or near the point of user rathen thaone centralized
location. Transaction processing is essential epkbe operations of the
organisation running smoothly and provides the lhasall other

internal information support.

Typically, transaction processing is seen in acdasder handling,
accounts receivables and payables, invoicing, toeditrol, stock
movements etc. More also, transaction processiuyid in library
loans system and students examination records.

3.2.3 End User Computing

Previously, it was believed that computer applarais meant for those
professionals such as programmers, system anatystvbo have

computer knowledge in related fields. However, wita evolution of
personal computers, database networks and othkcatmm programs,
this belief has been relegated to the backgroumzesnanagers can now
develop their own systems to solve a particulablemm and also to
support and aid their processes of control andsaeeimaking. Lucey
(1997), defined End User computing as:

The direct hands-on approach to computers by us@sindirect use
through systems professionals. Users include masag#ice staff,
sales people, production workers and others.

There are many applications to end user compubiagwe shall
concentrate on three that are related to our study.

Decision Support Systems (DSS):The essence of DSS is to support
managers in their daily activities, especially dem making. It is quite
similar to office support, but in DSS the managérs,, the user) use
variety of tools and procedures to develop thein eywstem to help
perform its functions more effective. It is thigige involvement and
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the focus on decision-making, which distinguish$S¥rom data
processing system. This will be seen clearly uigjgeadsheet
management (Excel) later. Some of the packagesgowemploy for
decision-making support are: Forecasting, Spreadshklodeling and
simulation, Non-linear programming, Expert systedm Elowever,
spreadsheet, using Ms-Excel is discussed in détaisdule 2 and 3
Expert System: It is a knowledge based system, which is a netwbrk
rules that represent the human expertise. It @apater system, which
encompasses some of the experience and specikfipadedge of an
expert. In other words, an expert system allowsraexpert to achieve
comparable performance as an expert in the paati¢ield. However,
the user does not surrender his judgment but hethsesystem to
enhance his judgment. Some of the fields that atreessed the use of
expert systems are: Medical diagnosis, personglenning, aircrew
scheduling, credit approval in banking, geologegblorations etc.
Executive Information System (EIS): This is another application tool
under end user computing. EIS is a form of dataenedl system that
provides selected and summarized information farosenanagement
members. It facilitates the provision of information critical areas of
the organisation activities drawn from both intéraad external
databases.

An EIS should exhibit the following characteristics

Easy to uselt must not be ambiguous. It must be simple astl fand

to guarantee the simplicity, the use of touch sgrpep-up menus,
mouse etc. are approved.

Access to datadata must be accessed without any hitch or himésan
thereby permitting vertical and horizontal explayatof data. This is
known as drilling down the data.

Quality presentation: The report must be presented in attractive and
understandable formats using graphics, chartsucaldiagrams etc. of
high quality.

SELF ASSESSMENT EXERCISE 2

What are the features of Executive Information &ys(EIS)?
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4.0 CONCLUSION

Office support systems cover different types okamtluding: word
processing, electronic mail, data transmissionkctronic data
transmission is supplementing traditionally basaehimunication.

5.0 SUMMARY

The main areas of IT application in MIS are: datacpssing, office
support systems and decision support systems.

6.0 TUTOR-MARKED ASSIGNMENT

Explain the following terms under Office Support:

a) Text handling facilities
b) Desk-top Publishing

7.0 REFERENCES/FURTHER READINGS

Lucey T. (1997)Management Information Syster8th Edition
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1.0 INTRODUCTION
Although it is quite obvious that the computer a& averything about
MIS, yet it is the basic tool we can easily empt@yvadays. And it is an
uphill task for someone to discuss other meanswbi#ds, Internet and
E-mail) of information technology (IT), or other@jzation
programmes, which are necessary for this courgbpwi creating basic
knowledge of computing.
Note that this aspect of the course is not to nyakea computer
scientist, rather, to create an understandingeb#sic elements which
make up the computer system, which is at the ldd&DP; and to know
how management can best use the computer andldtequipment to
provide better information.
In addition, knowledge about computer appreciatidhmake you to be
familiar with some common computer terms or langgatpat may
interest you during your studies.
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2.0 OBJECTIVES

At the end of this unit you should be able to:

. describe what a computer is
y classify computers based on type, size/capacity nature of
location

learn what the computer system is

understand the structure or layout of a computer

explain the components and configuration of a asepboth
Hardware and Software.

3.0 MAIN CONTENT
3.1 Whatis a Computer?

A computer is an electronic machine, which is cépab storing data,
performing computation on such data and retrievwiwigrmation at a
very high speed. The computations that can be pee include
addition, subtraction, multiplication, divisionceComputers can also
compare two or more values to check for such légedationship such
as greater than, less than etc.

In summary, a computer is an electronic machindeorce that accepts
data as input, processes the data, and gives efutl usformation as
output.(See Unit 1 for notes on Data and information.)

3.2 Classification of Computers

Computers are grouped into various classes depgwodithe character
they exhibit, the way they look or the way they la@ated.
Subsequently, one computer can be referred togasaldiomputer and
also mini computer.

3.2.1 Classification of Computers by Type

Under the classification of computer types, compuége classified into
three groups namely: analogue, digital and hybrid.

Analogue Computers This is a computer which does not compute

directly with discrete values (digits), rather ieasures quantity in
continuous flow e.g. temperature, current, voltage.

In other words, they are computers that work orspa} principles or
properties.
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Examples of such computers are diagnosis, thernesrisrometer,
anemometer, analog watch etc.

Digital Computers: Digital computer unlike analogue cannot measure
guantity in continuous flow. It measures discredies such as digits
(0-9), letter of the alphabet, A to Z and speckaracters such as $, #,
&. They are the computers that understand binaxr (D which can

also represent an open or closed circuit in itsted@ic circuits. They
work on discrete electrical state, suchOa¢ or Off and discrete signal.
Examples of such computers are: calculators, gacongputers,
desktops, laptops etc.

Hybrid Computers: This system has the features or capabilitiesef th

analogue and digital computers. It can measuretyam continuous
flow as well as those in discrete values. The sysised in the
electricity meter reading is hybrid. It converts tuantity of the flow of
current into digits, which can later be convertei imonetary values
such as naira or dollars.

SELF ASSESSMENT EXERCISE 1

Outline and explain the classification of computeygype.
3.2.2 Classification by Size/Capacity

In the classification of computer by size and c@gacomputers are
classified into various groups namely: mainfranmjni and
micro-computer.

Mainframe Computers: Mainframe computers are the largest forms of
computers. These are computers that are very launlyare usually
stored in control rooms with air-conditioning acaoodation. The CPU
of the mainframe computer is the only element thstinguishes it from
other forms of computers. The CPU is greater ia #han the others and
in fact more complex. It consists of many chips, processors
connected together on several boards.

It also has the capability of allowing other congrator terminals

located at remote sites to communicate with it.

Mainframe computers are used in research instithiere they supply

general purpose computing facilities and in commaéarganisation
like banks where large amount of transactions axdenExamples are:
IBM 370, ICI 900 etc
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Mini Computers: Mini computers are smaller in size when compared
with the mainframe. but can perform the same aeticrand logic
operational functions. Like mainframes, they also require
air-conditioning facilities

Mini computers are very suitable for processingdabat do not require
considerable access to large masses of storedEatmples are: Vax
series, PDP-8 etc.

Micro-Computers: The Micro-computer is the smallest form of
computers. This computer makes use of microprocessits central
processing unit (CPU). The Micro-computer is thsiest to use and
least expensive. Many individuals purchase miawoyouters for
personal use, either for their jobs or for othemppsges. Thus, micros are
also known as Personal Computers (PC). They asetbomputers that
are seen in almost every office today. Everythingud them, such as
heat produced, storage capacity, types of dataepsecl, connected
devices, processing rate, size, efficiency, powasamed etc. are
relatively moderate.

Micro computers by comparison with mainframe andirmomputers,
are altogether smaller and lighter, and do notirecany special
environment. Examples are: Desktop, Laptop, Notklzowl Palmtop of
various series.

3.2.3 Classification by Nature of Location

Computers are also classified by the way they@ratéd or where they

are located in other devices; and in this clasasmbedded
computers.

Embedded Computers:These are computers that are located within
other machines to make them act like computerSpgedometer.

3.3 Computer System

A simple computer system consists of the compisgetfiand other
hardware devices, which are attached to the compiMe usually call
these extra devices peripherals or supporting dsvithe figure (below)
shows a typical micro-computer system.
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Micro-Computer
System

o gl

3.4 Structure or Layout of a Computer System

Monitor or VDU
(Output Device)

T

Keyboard CPU |«———| Disk Drive
—> —>
(Input Device) (Computer) (Storage
Device)

The block diagram above shows the layout of a mimngputer system.
As depicted in the diagram, the CPU is attacheal W®U (screen) so
that output can be displayed. It is attached teydb&ard so the user can
type in instructions and data. It is also attadiwea disk drive, which is
used to store data and programs on magnetic disk.

Notice the direction of the arrows on the diagrdimese arrows show
the direction of data movement. Data move out efdbmputer to the
screen so we call the VDU (screen)artput device Data move from
the keyboard into the computer so we call the kayth@aninput device.
The disk drive in the diagram is connected by twows, one in each
direction. Data can move from the computer to tis& drive and also

from the disk drive to the computer. The disk E@age device.

3.5 Computer Component and Configuration

The computer consists of vital resources or compineavhich are very
essential for information processing. For convecgesake, the

component may be divided into two main categoresely,Hardware
andSoftware

C mputer

v '

Hardware Software
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4.0 CONCLUSION

The computer is a tool to many people in diffenays. Therefore, we
define the computer in such ways that can let wsvkeompletely what

it is. Also, computers are grouped into varioussés depending on the
character they exhibit, the way they look or whitwey are located.
Subsequently, one computer can be referred togisldtomputer and
also mini computer. Another can be called embeadatputer and at
the same time called special purpose computer.

5.0 SUMMARY

Within business organisations, many different types sizes of

computer systems are found. Usually, the apprapagstem is
determined by the range and volume of servicesimedjto conduct the
business. Big organisations rely on central mam&aomputers, with
mini computers and microcomputer servicing local ardividual needs.
Within medium sized organisations, a mini compigersually

sufficient to handle transaction processing. Wittnmall business
organization; one or more micro-computers usualfypert both
company work and individual processing needs.

6.0 TUTOR-MARKED ASSIGNMENT

1. What is a computer?
2. Classification of computers can be done based ®siite or
capacity of the computer. Discuss.

7.0 REFERENCES/FURTHER READINGS

Bidmos, F. (2004)Understanding Computer Applications and
Management Information Syster®anaf Press: Lagos, Nigeria.

Petroleum Training Institute (PTI) (199%ecture Manual on Computer
Appreciation Warri.

36



EDA 842 APPLICATION OF MANAGEMENT INFORMAION SYSTEM
(MIS) EDUCATION

UNIT 5 COMPUTER APPRECIATION CONTINUED:
HARDWARE AND SOFTWARE

CONTENTS

1.0 Introduction
2.0 Objectives
3.0 Main Content
3.1 Hardware
3.1.1 Input Units (Devices)
3.1.2 Central Processing Unit (CPU)
3.1.3 Output Unit
3.1.4 Storage Device (Unit)
3.1.5 System Unit
3.1.6 Parts of a Computer
3.2 Software
3.2.1 System Software
3.2.2 Application Software
3.3 Computer Virus
3.4 Booting
3.5 Shut Down/Turn Off Command
4.0 Conclusion
5.0 Summary
6.0 Tutor-Marked Assignment
7.0 References/Further Readings
1.0 INTRODUCTION
In this unit, you will learn the various parts timaake up a computer
system. You will also learn about the hardware,itiput unit, the
output unit, central processing unit and the stenagt of a computer
system as will as external devices used by a canpuch as diskettes,
compact disk, zip disk and flash drive.
2.0 OBJECTIVES
At the end of this unit, you should be able to:

. define computer hardware and software

. explain the various parts of the computer that mgkéne
hardware and software
understand the meaning of Computer Virus
understand what is meant by Booting
understand how to shut down the computer.
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3.0 MAIN CONTENT

3.1 Hardware

This includes all equipment or physical devicesluseprocessing data
and delivering information. Hardware encompassesyéing that is
tangible, be it mechanical or electrical in a cobtepult is any part of
computer system that can be seen, touched ané&xaimples are
keyboard, monitor or console, printer, scannertt@tofan processor,
power pack, speakers, card, mouse, UPS etc.

Hardware can belong to any unit such as the inpiit central
processing unit (CPU), output unit, storage uniaiy part such as the
main parts and peripheral parts of the computemeSof them are
explained below:

3.1.1 Input Units (Devices)

Input devices are used to put data into the computether words,

they are the units you can use to talk to the caerpiihe input devices
capture data and make then available for procesbkirgynopsis, the
input devices are devices meant for collecting dfata the outside for
the computer to process.

Input devices could be categorized into two — ojgeranput devices and
automated input devices.

Operated Input Devices:Allow data to be entered into the computer by

the use of hand. Examples of operated input dedpzskeyboard,
mouse, microphone, joy-stick, scanner, punchinghim&s touch screen,
sorter, collator, graphic tablet or digitiser, dédicamera, video digitiser
etc,

Automated Input Devices: Allow automatic data entry to take place.
Examples of automated input devices are: opticakmecognition
(OMR), optical character recognition (OCR), magnéatk character
recognition (MICR), sensors, smart cards, magrsttip codes etc.

Some of the input devices are explained below:

)] Mouse: The mouse is a pointing device that is moved atam
top of a mouse pad/mat or desk to move a markerdcatursor
around the screen. In other words, a mouse is @ held device
that controls the movement of a pointer on theestrgVith the
mouse, you can draw, move objects select commardiplay
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games. Some mouse have cable (cord) to connecttthtéra
CPU while some are cordless.

(_'/ Mouse

Mouse Bal
Housing
-“_"“——‘ * = Right Button
— : Left Button
Mouse Bal

See more notes on how to use the mouse in Module 2

i) Keyboard: The computer keyboard looks like a typewriter
keyboard. It is used to type in command, instrugtaata or
whatever we want to send into the computer. Heniseai
communication device between the user and the ctanpihe
keyboard is referred to as command line interface.This is
because it enables the user to give command tootim@uter
using its keys. Like mouse, some keyboards ardl&ss
(without cable) while some have cord (cable) tlatrects them

to the CPU.
}w%\ boards
be‘”# o g\y
ek

See more notes on how to use the Keyboard in M&ule

i) Scanner: The scanner is a machine that is used to colkget d
about the light reflected by areas on a pictureteansmit it to
the computer in order to reproduce or record phaiags and
other document into the computer. The scannerdesries of a
photocopying machine; therefore it can be use@pooduce
documents. Once you have scanned the picture yoadiathe
computer version, cut bits of it, or rescale asimegl. Scanners
can work in black, white, and grey or colour.
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Scanner can also be used to input pages of texteikr, optical
character reading software is needed to convergridyghics image of
the text into a text file, which can be edited gsenword-processor.

Iv)  Optical Mark Recognition (OMR): The OMR is a technique,
which involves the reading of documents, or forhet &re
shaded usually with HB pencils. An optical markaguaition
scanner such as the one above scans these docuanénts
information therein is read by a computer systemcivis
connected to the scanner. All the printing on tivenfis in very
pale ink calledade-out ink. This ink is not detected by the
reading machine, which detects only a shaded porfibe
machine transmits data about each space to theutermgnd the
software works out whether the answers are rightrong and
adds up the total mark.

The form will not go through the machine if it Haesen folded or

wrongly handled. Other forms cannot be read bectnesehave got

dirty or marks have been made in the wrong plabe.data from these
rejected forms have to be entered by hand.

OMR is used in the conduct of examinations.

A B[] |
1 |-A-|-B-[-C:[-D-[-E-|
.l]’c’.‘]’:ﬁl’l:g.’ |

1 !-A-_-B-!-C-‘-D-{-E-"
2 |-A+|-B-+C- ‘D |-E| 12 |-A
3 [‘A:[B-|C:|'D'|E"|

)'I'A-}.-B-[-C-I-D-i‘ﬁ'l 14 _—-LB-[-C]D[-E

Choices printed in_- 5 [ABclo[E] 15 [A]Beppehaned

pale ink. This can 6 [A:[B-[-C[-D-[E 16 [-A-[-B-[-¢/|-D-[E]
[*D-|

not be detected by
the scanner

7 [AB[C[ DB

8 [A:-B:[-C:[-D-[E:|

17 [-A-

Al D-[-E:}
18 [A[:B-[-C["D-[E|

9 [A:|-B-|-C:|-D-|-E:| 19 [A-[‘B[-CT-D-[E"]
10[-A-B-|-C:|'D-'E| 20 [A[B[CTITE]

A multiple choice card used in examinations

SELF ASSESSMENT EXERCISE 1

Write short notes on any two operated input devicesvn to you.
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3.1.2 Central Processing Unit (CPU)

The CPU also known as the processor or micro psocegas first
developed by Intel in 1974. The CPU is respondindandling all
instructions and calculations it receives from otherdware
components in the computer and software programsimg on the
computer.

The CPU is often referred to as the heart, braiifeowire of the
computer, where the actual arithmetic and logigedrations are carried
out. It contains the electronic circuitry that merhs the arithmetic and
logical operation required for data processing. TR&J is composed of
three functional parts, as shown in the chart below

CPU
ALU Memory Control Unit
) Memory: The computer memory is the storage place where the

computer keeps data and information that are twdr&ed on.
The memory is further divided into two differenytauts -RAM
andROM.

a) RAM (Random Access Memory): Itis a workplace of the
computer. In other words, it is a storage areahbbds programs
and data temporarily during processing. Programemestored in
the RAM until processing is completed. RAM is vadatvhich
means that it can only hold data and informatioemvthere is
power failure. The capacity of the computer's RABtarmines
the speed of the computer during processing of data

b) ROM (Read Only Memory): Unlike RAM, the ROM is non-
volatile, which implies that it is not affected bypy power failure
and it can hold information permanently.

Some of the functions of ROM include:

1. Rom is used to hold instructions which are needestdrt up the
computer.
2. It contains the system manufacturer’s information.
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3. It performs Power-on-Self-Test(POST) functions. This has to
do with self-test of the internal circuitry and ipéeral devices
attached to the computer.

4. It performs Basic-Input-Output system (BIOS) function. The

ROM contains some routines that stand as fluids\Bates
between the different peripheral devices that makée
computer to work as integrated unit (system).

Note: The major differences between ROM and RAM are:

1. RAM is volatile while ROM is non-volatile.
2. Information in ROM is permanent while thatroAM is
temporal.

SELF ASSESSMENT EXERCISE 2
What is the full meaning of RAM and ROM?

1)) Arithmetic and Logical Unit (ALU): Arithmetic unit performs
such processing operations, which involve additsuftraction,
multiplication division etc, while the logic uniepforms the
function of comparison between numbers and shifingalue
from one area to another. After the control ung kat up the
necessary path, data are brought from memory téltheand
placed in registers. Within these registers, artiecrand
comparison operations are performed.

i) Control Unit: This directs the operations of the computer by
interpreting programs instruction and activating tdircuitry to
carry out the instruction. When the user inputggpmomes, then
the control unit recalls programme instructions aha time as
needed, evaluates each instruction to determin¢ eg@ation is
required, and activate the electronic circuitry dath path
necessary to carry out the operation.

CenﬂProcessing

dJpits
&
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3.1.3 Output Unit

These devices are means of communicating the @eddask in the
computer to the user. In other words, they araltheces used to get
information out of the computer system in a fornhjah the user can
understand. During output the data is put intorstext so that it
becomes information. Examples are: visual display (vDU) or
monitor, printer, speaker, Graph plotter etc.

i) Monitor:  The monitor is also known as visual display unit
(VDU) or display screen. The monitor looks likeetevision. It
shows what the computer is doing or the work/ task the CPU
Is processing. The flat screen sharply reducesatdin from the
user’s environment and eliminates glare.

The monitor produces soft copy output becauseintangible; hence
you cannot hold it or wipe it off.

Monitors

SRR

P
-

i) Printer:  Printers are very important output devices thatermt
possible to print out (write out) work done on ttwenputer.

Most system requires printed output like payroli amnagement
information etc. According to the type of computeuse a large range
of printer and printing systems are available. pheter takes
information from the CPU in binary coded form treamverts it to the
form that is understandable to human before pgritem on paper in
form of hard copy.

43



EDA 842 APPLICATION OF MANAGEMENT INFORMATION SYSEM
(MIS) IN EDUCATION

Printers

SELF ASSESSMENT EXERCISE 3
Mention any two (2) output units and explain one
3.1.4 Storage Device (Unit)

Data fed into computer systems have to be traresfaa backing store
so that it will not be lost when the computer isteled off or develops

a fault. Backing store is the general name givetligks and tape used to
store data. It allows data to be saved on a seitaleldium so that it can

be reused. The medium is thisk or tape on which the data is stored.
The storage device is thedisk drive or tape drive which reads and
writes the data.

Drive: A drive is storage medium in the computer. Itny &tter from
A-Z or number from, 0-9 with a colon in front ofatg.A:, B:, T:, O:,

6:, 9:,etc.

However, conventionally the common drives are lathels follows:

Hard Disk > Cie.C:

Compact Disk (CDy > Driii.e.D:

Floppy Disk (Diskette) > DriveorB i.e.A: orB: as the
case may be if there are mastgr and slave andecsathe computer.

Zip Disk Drive E i.e. E:

Some of the storages devices are as follows:

1. Magnetic Disk (Hard Disk and Floppy Disk)

) Hard Disks: Are made of metal coated with a magnetisable
material. They can hold a large amount of datathey are
usually fixed inside the hard disk drive. The heatisch move
across the disk to read and write the data aremely close to
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the surface and a speck of dust can easily causagtg hence
the disk is sealed inside to keep it clean.

Hard disk capacities are measured in millions altidits of bytes of

storage. They are in sizes of 1.2 GB, 2 GB, 4 GBGS etc. Hard disk
drive is calleddrive C.

Hard Disks
(HDD)

i) Floppy Disks: These are thin, flexible and made of plastic abate
with a magnetisable material. They are sealedargootective
case which has openings to allow data to be wratahread.
They are also known as diskettes. Floppy diskssa@ndary
storage device, with a lesser capacity and it iaateble.

The floppy disk is labeled &@&rive A. However some computers have
two floppy disk drives — 3.5 (3%2) and 5.25 (5%) In that instance,
3.5 (3% ) that always come with the computer will Dave A while

the other will beDrive B. Drive A is themaster drive and Drive B is
theslavedrive. Presently, drive B is considered outdated bexaas/
model systems do not have provision for it.

Note when the diskettdlotchis closed (protected), it becomes readable
only, and you cannot copy on it; and while it i®opd, it becomes both
readable and writeable and that means you can copy.

Diskettes (3%

2. Compact Disks (CD-ROMs/CD-Rs/CD-RW)
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) Compact Disk: Computer compact disks look like the compact
disks used for music and they work in the same Whag. earliest
compact disks (CD) were read only, hence the nabvkROM
(Compact Disk Read Only Memory). However, recorddbbDs
known as CD-R (Compact Disk Recordable) and read\@Ds
known as CD-RW (Compact Disk Read/Write) are now
available. Therefore, with CD-R disk, you can pilank disk in
the CD-R drive and use it to save your own datarogrammes.
Also, it is possible to read from and write to gpkoptical disks
many times using CD-RW.

The capacity is larger than that of floppy diskd amaller than the Hard

disk. The capacity ranges from 250MB, 550MB 659Mi8l above. CD

drive is often referred to akive D.

Zip Disk: It is larger in capacity than floppy disk, butaiar than
compact disk. It is capable and generally big ehadogstore graphics,
transfer of files between work and home and sawirigternet
downloads.

Flash Drive: It is typically small, lightweight, removable and

rewritable. A flash drive consists of small print&ccuit board encased
in a robust plastic or metal casing, making theedsturdy enough to be
carried in a pocket, as a keyfob, or on a lanyéhey are more
compact, generally faster, hold more data, and¢@nsidered more
reliable (due to their lack of moving parts) théoppy disks. These
types of drives use the USB mass storage standppmbged by modern
operating system such as Linux, Mac OS and Windows.
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Memory capacity typically ranges from 128MB to 64GB

Flash
Disks

SELF ASSESSMENT EXERCISE 4

What are the labels conventionally attached tddhewing storage
media and with what alphabet?

i) Hard Disk i) Diskette i) Compact Disk
3.1.5 System Unit

The system unit is made up of all that make whatactually call a
computer, and the devices are as follow. HoweWwesd are addition to
what you have learnt already about CPU.

Motherboard: This is the underlining part of the computer desktops
CPU on which every other component of the system emitept the

power pack and disk drives are mounted. It is mgxef silicon board
just as those of the radio or television.

Power Park: This is a component of the computer that distabuhe
amount of current required by the different compus®f the computer
to such components.

Slots: These are the outstanding parts of the motherbd&ely are
rectangular in shape with grooves in the middielich cards are

slotted.

Cards: These are devices that make available the inteffacthe

connection of external devices to the computer Eptasof such cards
are the printer, TV-card audio or video, VGA modetn.

Ports: These are provision at the back of the cards anhwdil external
devices are connected; there are two main typpsrté parallel and
serial ports of which the parallel port transmigdadbit by bit out, one
bit in, in @ communication that is bi-directionahd the serial port
transmits data-eight bits at a time and simultaslou a bi-directional
communication.
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3.1.6 Parts of a Computer

The computer has different parts, but the mainreésdearts of the
computer are:

The Monitor (Visual Display Unit)
The central Processing Unit (CPU)
The Keyboard

The mouse

P wDN PR

3.1.7 Supporting (Peripheral) Devices

Other parts of the computer that are not membetiseofain part are
referred to as peripheral devices. It is possibleéd without them. They
perform input, output or storage function outsidé inder the control

of the computer. Examples: are Printer, Speakeani@er, Microphone,
UPS etc.

3.2 Software

Speaking in terms of computers, software is a Seistructions — the
computer programs that are used to command thewem@eople
develop softwares to describe their processingseethe computer,
the software in turn, operate the computer hardwaperform the task.
They are the invincible or intangible portions loé ttomputer that
instruct the computer hardware on how to carrytasiks. Computer
software can be divided into two broad categorieSystem and
Application.

| l
System _Ap.phgat.;gn_

3.2.1 System Software

The system software is also referred to as opegratstem (O.S.). The
computer as a complex machine has important saftébeat allows you
to communicate with it, i.e. the system softwaree Dperating system
provides the routines needed to allow applicatmitwsares to interact
with the hardware. In other words, they are progrémat interpret
user's programme commands that are contained ilicappn
programmes and activate the proper hardware ciacuitdevice to
perform the processing. In short, the O.S. is Eectbn of programme
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modules that act as interface between the compateware and the
user.

3.2.2 Application Software

These are programmes created to perform a sp&xske they provide
the user’s end desire. In other words, they argrarames created
specifically to meet the user’s needs. The onesldped by the
manufacturer are called Generalized Application Software while
those developed by the user are callddser Programor User-define
Software.

Application programs are categorized into differgrdups according to
their functions and purpose. Some of the Genehigaplications
Packages are as follows:

Word processing SoftwaresThese are software packages that are used
for typing and printing of all types of documeritfey allow entering of
text and quality typesetting. Examples of word pssing software are:
Microsoft word, Word perfect, Grammatik, Word Strsplay Writer

etc.

Spreadsheet Management Softwarefhese are softwares that are used
for calculation, and they can also be used to deesgraphics, word
processing and database management. They aramrofanatrix i.e.

rows and columns, which control the table of cdlisamples of
spreadsheet management softwares are Microsoft,Ebatas 1-2-3,
Super Calc, Quattro pro, Super Project, Math Cadcl® etc.

Graphics: These are software that are used for drawingaatyming
beautiful pictures, objects, Sketches etc for ns#gesktop publishing

and otherwise. Examples of such softwares are &meelGraphics,

ABC Flow Chart, More Font, PM Plus, Corel Draw etc.

3.3 Computer Virus

This is a programme that affects other programmeisa computer
without your awareness. In other words, the compuitas is a set of
coded instruction that comes into the computerufinca foreign disc or
network. The first thing it does is to attach itgelcritical files, then
replicate and spread through the whole system. Sormges normally
cause unusual screen display or behaviour.
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Types of Virus

Some of the notable viruses are: Black Friday, BM&zard, Acid
Virus, Yankee (OPEY A — New name), Stone (MARKER ANew
name), Amoeba (W Bleba.worm — New name), Aids, DenGhost,
Athens, Sadam, Striker, Red State, Blood e.t.c

Causes of Virus

I By allowing others to use diskettes of their ownyonr system

without scanning with any Anti-Virus.

Software piracy i.e. illegal duplication of softveamight transfer

a virus from one disk to another.

lii.  When a computer is connected to the netwirktands the
chance of contacting virus.

Preventive Measure against Virus: All viruses are destructive;
therefore, prevention is better than cure.

) Immunity of system against virus with Anti-Virusggramme is

) highly recommended

) Any borrowed diskette should always be scannedifas with
Anti-Virus programme before usage.

iii)  Dust should be avoided as much as possibteencomputer
room to avoid blocking of circuit in the system tuni

Anti-Virus: Anti- Virus is a software programme that is useddrrect

or remove the infection of virus on the computemm® of the anti-virus
programmes are: Ultra secure, PC Guard, Norton-Yintis, Virea, Dr
Solomon, Computer lock, Mcafee, Watchdog Turbo L.@eid PC
Assure etc.

3.4 Booting

Booting is a computer language, meaning - to swetchhe computer or
to start it. It is also called Bootstrap. When ywitch on your
computer, it will carry out diagnostic routine moking through its
memory (RAM) chips to make sure that they are altking properly.

In that process, the computer is booting.

Types of Booting:Booting can be done in two ways €old booting
andWarm booting.

Cold Booting: It is the starting of a computer by pressingpbever
(On/Off) button. You instruct somebody to “cold bdlee computer”
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and do not say: “put on the computer” or “power ¢benputer” or “start
the computer”

Warm Booting: It is the process of restarting your computehauit
putting it off, using the Reset button. Warm bogtean also be done by
pressing Ctrl + Alt + Del keys on the keyboard. Hoer, warm booting
must not be done when the computer is on (withqubalem); unless
the computer happens to hang during operation.

SELF ASSESSMENT EXERCISE 5
(Practice)
How to cold boot (start) the computer

Press the power (On/Off) button. If power is nottten, look for Zero
(O) and One (1) symbol such as thes@ r

3.5 Shut Down/Turn Off Command

Computer is not like other electronics e.g. TelewisRadio etc that you
can switch off directly whenever you are througlhwi. It has a
procedure of shutting down first before you préssgower button if the
system is not the automatic type.

SELF ASSESSMENT EXERCISE 6

(Practice)

How to shut down or turn off the computer

. Before you attempt to shut down ensure timprogramme is
currently running or minimized on thetask bar.

Activate thestart button.

Click the Shut Down command offurn Off depending on the
version of windows you are using. For instancesting down
dialog boxes of windows 2000 windows XP are dispthipelow:
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Down Windows X

End: jon and shuts down Windows so that

s your session
ol can safely burn off power.

. Select shut downoption. (Windows 2000) Click ohurn Off
(Windows XP).
Click OK or pressnter key (Windows 2000, 98 etc).

4.0 CONCLUSION

What makes up the computer system is the Hardwatsaftware.
Hardware are physical or tangible parts of the asepand the software
are the intangible parts or programmes that ard tesastruct the
hardware.

5.0 SUMMARY

The system software (operating System) servest@gane between the
application software that meets the user’s needstanhardware.
Example of an Operating System is windows and elawipapplication
software is Word Processing or Spreadsheet Manageme

6.0 TUTOR-MARKED ASSIGNMENT

1. Outline the procedure of how to shut down or tuffrtlee
computer.

Actually the computer virus is different from anivaus, but
they have certain similarities. Discuss.

Write short notes on the following computer terms:

2.

3.

I Peripheral Devices i. Ports iii.  Slots

7.0 REFERENCES/FURTHER READINGS
.google.comParts of a computer.

lan Ithurralde, Anne Ramkararhis is IT 2,Second Edition.
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MODULE 2
Unit 1 IT and MIS in Education: Windows Operating System
Unit 2 Windows Operating System Continued

Windows Screen Layout

unit 3 IT and MIS in Education Computer Electronic Word
Processing Using Ms-Word: Ms-Word Screen Layout and
Unit 4 Features
Microsoft Word (Ms-Word) Continued: Text Formatting
Unit 5 and Editing
Microsoft Word Continued: More Formatting, Editiagd
Printing
UNIT 1 IT AND MIS IN EDUCATION:
WINDOWS OPERATING SYSTEM
CONTENTS 7.0
References/Further
1.0 Introduction Readings

2.0 Objectives
3.0 Main Content
3.1 What is Windows Operating System (O.S)?

3.2
3.3
3.4

3.5
3.6

3.7

3.8
3.9

Loading Windows Operating System
Features and the Screen Environment
Basic Techniques on How to Use the Mouse

3.4.1 Clicking

3.4.2 Double Clicking

3.4.3 Dragging

3.4.4 Pointing/Locating
Start Button
Menu

3.6.1 Moving within Menu Items
Menu Conventions

3.7.1 Underline Character

3.7.2 Ellipsis (...)

3.7.3 Right-Facing Triangle )
Shortcut
Opening of Icons

3.10 Selecting (Highlighting) and Choosing Icons
3.11 Dialog Box

3.11.1 Moving Dialog Box
3.11.2 Closing a Dialog Box

4.0 Conclusion
5.0 Summary
6.0 Tutor-Marked Assignment
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1.0 INTRODUCTION

Already, part of Windows Operating System had begyained in the
last Unit of Module 1, i.e. how to boot the compaad turn it off. In

this unit, you will know what is meant by Windowsdawhat you can
do with them. Therefore from now on, try to be oy system for the
practical demonstrations and exercises.

2.0 OBJECTIVES
At the end of this unit, you should be able to:

. define Windows Operating System

. recognize windows environment and its features

¢ understand the basic techniques on how to use tlisen
distinguish between menu and menu conventions
explain what is shortcut and how to create it
understand how to open an icon and differentiatedsen
selecting and choosing an icon

identify a dialog box.

3.0 MAIN CONTENT

3.1 What is Windows Operating System (O.S.)?

Windows is one of the operating systems that makesof Graphical
User Interface (GUI) under the environment of WI#indows, Icons,
Menus and Pointers) as shown below:

EEX
Type a question for help 2
o 2@ Reed
Page humbers. . =
s =D A
Date and Time. ..

Symbal. .

Bicture

S Hyperlink...  Ctri+e M enu

9

Pointer
—
Draw = s | Adroshapes~ N W 1O A <l £ (8] 1 | S -
Ln 1 ol 29
pecress [ Rocydepin ] e———— - : :
B o ___——— = Windows
,/] 4B KB

A graphical interface
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As an Operating System, it serves as intermedietwden the hardware
and the user’s application software. With WindowS Qit is possible to
switch between programmes without closing down ame: open the
next. Many windows can be opened at one time, athanly one can
be active at any given time.

We have different versions of Windows OS such as3, 98, Me,
2000, XP etc. However, apart from the earliestivass(3.1 and 95),
others have slight differences; therefore once aioged with one e.g.
98 others will not create fear or threat.

It is easy to learn Applications associated withdaws because of its
consistency of graphical interface from one appilicato another. Once
you are familiar with one application likdS-Word, you have already
learnt the essentials for using any other appbaoati

With Windows OS, you can execute the same commgnibing
several methods, but here we shall be practisittyane or two
methods even though the particular command has matlyods of
carrying it out. Therefore, you are free to useeotinethods known to
you in such situations.

3.2 Loading Windows Operating System

In the last unit of Module 1, we practised how taristhe computer. In
another way, it is the same language when youhsay:to load

Windows OS. However, in order to refresh our memusy shall still
practice it

Practice 1
How to start Windows

. To start windows OS;old bootthe computer by depressing the
power button. Then wait until when the pointer is single likesthi It
indicates tr% it has finished booting.

3.3 Features and the Screen Environment

After the computer has finished booting succesgfutllill stop at the
environment calleddesktop. Depending on how your computer is set
up, varioudtems (icons)will appear on your desktop. A bar called the
taskbar will appear at any edge of the four edges ofstireen,
normally at the bottom; andpinter as shown below:
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Pointer

Taskbar

Icons

Desktop environment

Desktop: is the environment where you can start anythingwant to
do after the computer has finished booting. Thest¢hat you see
scattered on the left side of your desktop areddttons.

Icons: An Iconis a command in picture form. Each iconrespnts an
object such as a folder or an application progples of some

icons you can see at the desktop are: My Compé&®r My Documents

, Internet Explorere , Recycle Bin@ etc. These calfd be
created on the taskbar as shortcuts too.

Icons are merelghortcuts to Application Programmes or Files that you
have created using any applicati®ee notes on shortcuts in page 52).

Pointer: Is used in conjunction with an input device sasha mouse, to
point to various parts of the display.

Taskbar: The taskbar is normally found at the bottom afityscreen
when you start windows for the first time. By ddfait is always visible
when running windows Applications. At anytime ydarsa programme
or open a window, a button representing that progvawindow will

appear on the taskbar and when you close the winitutton will
disappear from the task bar.
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start| | | an BB 621 Pu
I |
A4
Start Button Quick Launch Notification
Toolbar Area
Taskbar

Note: It is possible to put toolbars as many as you veemthe taskbar,
but it is not ideal because it may make the buttdrsome active
windows to hide.

3.4 Basic Techniques on How to Use the Mouse

The motive of bringing this topic here is to elimia the difficulties you
might face with the language associated with thesadhat your
instructor will be using during the practical exses in the course.

3.4.1 Clicking

This is pressing and releasing of a mouse buttihrereleft or right
button. Whenever your instructor asks you to ctiek mouse, what he
expects you to use to click is the left mouse uttWwhen there is need
for you to use the right button he will say right click . Therefore
wherever you see click or click on anything, yoa expected to use the
left button. There is nothing likeft click in computer parlance.

3.4.2 Double Clicking

Is a way of pressing and releasing the mouse bptioincularly the left
mouse button twice in rapid succession (very fast).

3.4.3 Dragging

Is a way of pressing a mouse button and holdidgwn while moving
(dragging) the object to where you want it.

3.4.4 Pointing/Locating

This entails moving the pointer until its tip rests a specific object you

want to use before you click or double click. Exdspof good and bad
pointing are shown below:

e g g
. Bad . Bad . Good
Fecycle Ei Recycle EY% Frecycle Bi
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(_);] Help and Suppork t_);] Help and Suppork (_);] Help and Suppor:

’_) Search R Bad l_) Search R Bad ’_) Search R Good

=] Run... =] Run... =] Run...

Note: In situations where the mouse pointer will chafigen thespear

headshapeto other shapes, it will change by itself whegats to that
particular position or spot.

3.5 Start Button

The start button on the task bar, is used to atprogram, open
documents, change system settings, get help iteangaen you
activate the start button, anenu called thé&Start Menu that contains
everything you need to begin with windows will coo# as shown
below:

@'5 Internet ) My Documents @J Setup MSH Intemet Access
Inkermet Explorer -
| A
|| <) My Recent Documents # 2
2 L:} [@ Brograms ¥
_—J My Pictures -
= 5 wl F ite ¥
@ Micrasaft Cffice Ward 2003 j My Music @ Favorites '
:;g My Computer £ bbcumeris 3
'!’ SN ﬁ =
# Conttol Panel @ & et . b
@ Wwindows Media Player B) ol S '
@, Sel Program Access and ’ :
) . = Diefaults @ Find 4
‘3 Windows Messenger :‘:ﬁ Printers and Faxes g
G . @ Help
@‘i’ 3 Tour Windows 5P @ Help and Support '
2 - o = Bun
Q System Information f') Search .- T
=) Run... : .
All Programs § & Log EIff zer..
E@ éhgi Do,
23 stant I A
Start Menu of Windows XP Start Menu of Windows 98

3.6 Menu

Menus offer the user a choice of functions assediatith an application
or operating system. Therefore the start menu feweast of the
possible commands you can use to start working witticlows.
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Practice 2
How to bring out the Start Menu
. Click on theStart Button itself

PressEscape keyr click outsidethe menu since you will not proceed
further.

Optional Method

. PressCtrl (Control) + Esc (Escape)keys on the keyboard

Hint: Use one finger to hold Ctrl key down and use arrdihger of the
same hand or the other hand to tap Esc Key.

3.6.1 Moving Within Menu Items

Movement within the start menu and other menusrecither by
using the mouse pointer Egr by pressing the navigator keys

on the keyboard. Movement with the mouse is dotregiertically or
horizontally and nodiagonally.

Practice 3

How to move within Menu Using the Mouse

. Activate theStart Button with themouse

* Move the mouse pointerup and down, left and right to select
anycommand

For example,

. Move the Pointer to Programmes (All Programmes in
Windows XP)

Again move thePointer toAccessoriesand then click outside
the menus to remove them.

Optional Method — Using the Keyboard

. Activate the Start Button with the keyboard, then use the
navigator Keysto move up / down or left / right as the case may
be.
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For example, press the up arrow key to locate Programs (All
Programs in Windows XP), press thight arrow key to bring out the
second menu, then press tige or down arrow key to locate
Accessoriesand press thaght arrow key to bring out the third menu.
Press Esc key until all the menus are removed.

3.7 Menu Conventions

Menu conventions are common rules associated wattusin
Windows and other windows application programs thake a user to
have easy short cut to certain commands.

3.7.1 Underline Character

The underlined character under a menu command goues$ast access
to a command using the keyboard.

Practice 4
How to use the Underline Character

. Activate the start Button with the keyboard by gregCtrl +

Esc Keys

PressR key on the keyboard since it is the underline charante
Run to activate the Run command

Press£sc keyto remove the Run dialog box

Note that the underline characters in some other meraes] to be
activated by pressing the underline character \ihid Alt key.

3.7.2 Ellipsis (...)
An ellipsis command leads to a diagonal box. Whergou see a

command with three (3) dots (...) in front of it, @xp a dialog box. For
example the Run command in the start menu.

3.7.3 Right-Facing Triangle ( )

Commands with this symbol: in front of them leads to second menu
and secondary menu can lead to another as thenzgsbe.

60



EDA 842 APPLICATION OF MANAGEMENT INFORMAION SYSTEM
(MIS) EDUCATION

Practice 5
How to use the Right-Facing Triangle

. Activate theStart Button with any method

g LocatePrograms (All Programs in windows XP)
LocateAccessories

LocateSystem Tools

You will notice four (4) cascading menus on thesor
PressEscape keyor click outside the menus since you will not
proceed further.

3.8 Shortcut

Icons that you see at the desktop and the taskbahartcuts to
Application Programmes or other Folders. Therefshertcuts are icons
created for easy access to a file or folder thatyse frequently. A
shortcut does not change the location of a files #imply a pointer that
allows you open the file quickly. If you delete thigortcut, the original
file still remains intact.

Practice 6

How to create Shortcut on the Desktop

We shall practise with Microsoft Word (MS-Word) Icon. Check

whether if it is already on the desktop. If thes@ne or two already,
yours will now be number 2 or 3 as the case may be

. Activate theStart Button with any method of your choice

y Locate Programs (For Windows XP 2003 Version, after you
have locatedPrograms, locateMicrosoft Office)
Right click on the application program i.e. Ms-Word in this

. case

. LocateSend To E
Click onDesktop (create shortcut)

Microsoft Word shortcut (Icon) withig W logo will appear on the
desktop

Practice 7

How to create Shortcut on the Taskbar

You will still practise with the Microsoft Word (M8Vord) Icon you
have created on the Desktop.
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. Right click on thdcon (MS-Word) at theDesktop

y Then hold and drag it to the area of Quick Launch on the
Taskbar and release your hand from the mouse. Aend t
following menu will pop up.
[FEERRESSEEEE- Click on Create ShortcutHere option

:' Copy Here
£ Move
| Create Shartcuts Here

| | If you use the left mouse to drag, you will not
Cancel
! see this menu but the shortcut will be created

Notethat the shortcut will not stay if ti@uick Launchis not on the
Taskbar. TheQuick Launch part of the Taskbar is the section where
your shortcut can stay.

Practice 8
How to check whether the Quick Launchis on the Taskbar

> Right click on anyempty space of theTaskbar to give you a
menu such as the one below:

e Toolbars, and subsequently move to  Quick

| Show the Deskkop

.
| Task Manager

| v Lock the Taskbar

_ Properties
i P

available).

3.9 Opening of Icons

There are many ways of opening icons on the deskigphere is only
one way to open an icon on the taskbar and otlrer ba

Practice 9

How to open an Icon on the Desktop

We shall use th#1S-Word icon we have just created to practise

how to open an icon on the Desktop. Although weyatdo practice
how to close windows, you can use the close buitons) at the top
extreme right corner to close the windows
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. Double click on thécon E and not on the name of the Icon

underneath.
Optional Method

Right click on thdcon, and then clickOpen command from the pop-up
menu.

Practice 10

How to open an Icon on the Taskbar

If an Icon is on th@askbar or any other baglick on it 'IE oncein
order to open it. For example click on the MS-Word Icon you have
created on the Taskbar.

3.10 Selecting (Highlighting) and Choosing Icons

In windows, the terms Select and Choose have different meanings.
Selecting an item usually means marking it withgbkection cursor,
which can appear as a highlight, a dotted rectangle Radio Button or
both. Selection alone does not start an action. dfmose an item to
carry out an action.

Practice 11

. Click onMy Document Icon ﬁ to select it.

You will notice that it now has a different colaurhighlight depending
on how your computer is set up.

. PressEnter key to open (choose)

Note: This is another way of opening an Icon

3.11 Dialog Box

A dialog box is a small window where you will bejtered to give
further details on how your command is to be exatu¥Vindows O.S.
displays a dialog box when it needs additionalnmfation to complete a
task. Most dialog boxes contain options you caacidtom. After you
specify option, you can choose a command butt@arxy it out.

Some dialog boxes may display information, warnjmgsmessage
indicating why a requested task cannot be accohmgalis
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For instance, when you click on tRein andShut Down or Turn off
computer commands in the Start menu, the dialog boxes belitivibe
seen.

Titli Bar Closg Button

- Twpe the name of a program, folder, document, or
- Internet resource, and WWindows will open it for you,

Ok ][ Cancel ][ Browse. ..

¢
Cancel

Run Dialog Turn off computer Dialog box
box

3.11.1 Moving Dialog Box

If a dialog box has a title bar, you can move tiaod) box to another

location on your desktop. For instance the Rurodidlox above has a
Title bar, but the Turn off computer has none. Nhgva dialog is just
like moving window.

Practice 12
How to move a Dialog Box

. Activate theStart Button and click onrRun Command
Run digg Jsio) will come up

= Twpe the name™of a program, folder, documents
Internet resource, and \Windows will open it For wou,

Qjck on thetitle bar, thenhold
the Imouse button down and
o ][ cnel || eewsedrig it to the center of the

screen.

3.11.2 Closing a Dialog Box

When you choose a command button, the dialog bmsesland the
command is carried out. You also use the clos@buttancel and Esc
key to close the dialog box.

Closing the dialog box to complete the command
. Select theoption and clickOK or Yesbutton

Closing dialog box without completing the command
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. Choose theancel button,or presESC.

4.0 CONCLUSION

Under line character in a command pave way to a&ahiao the
command; ellipsis command makes you to realizedlthlog box will
come out whenever the command is activated. Anchvite mouse
pointer points to a right-facing triangle commaitdhrings out a second
menu which can also lead to third menu as the weasebe.

5.0 SUMMARY

Selecting and choosing a command in computer hidfezeht
meanings. Selecting a command means to mark diffatent from
other commands without carrying out the action.t@nother hand,
choosing means to carry out the action after select

6.0 TUTOR-MARKED ASSIGNMENT

1. Explain the following terms associated with the s&u
I Double Clicking ii. Dragging iii. PointiyiLocating
2. State any two methods of how to open an icon ordés&top.

7.0 REFERENCES/FURTHER READINGS
lan Ithurralde, Anne Ramkararhhis is IT 2 Second Edition.

French, C.S (2000 omputer Sciengésfifor Colour Press: Gosport
Hants, 5th Edition.
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UNIT 2 WINDOWS OPERATING SYSTEM
CONTINUED WINDOWS SCREEN LAYOUT

CONTENTS

1.0 Introduction
2.0 Objectives
3.0 Main Content
3.1 What is a Window?
3.2 Parts of a Window
3.3 Resizing Windows
3.4 Moving Windows
3.5 Scrolling
3.6 What You Can Do With Windows
3.6.1 Changing the Appearance of Windows
3.6.2 Screen Saver
3.6.3 Computer Time/Date
4.0 Conclusion
5.0 Summary
6.0 Tutor-Marked Assignment
7.0 References/Further Readings
1.0 INTRODUCTION
In this unit you will learn what a window is, thanous parts of a
window and what you can do with window.
2.0 OBJECTIVES

After completing this unit, you should be able to:

. define windows, label its different parts, and picchow to
minimize, restore, maximize, close and resize aloiw
learn how to use the scroll arrow and scroll boxdmll both
horizontal and vertical scrollbars of a window
know how to change the background or wallpapersmneen
. saver of a window

set the date and time of the computer.
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3.0 MAIN CONTENT

3.1 Whatis a Window?

A window is a box or flame on the screen. For examibe flame below
is My Documents’ Window. It contains more commatigm the Dialog
box and it is also bigger in size.

When you work with applications, you often haveuaiber of windows

opened. Therefore, we shall use this part of wirglas/a preamble to
explaining some of the common features of winddvesyever some
have been dealt with already under dialog box.
Minimize
Titl Mg Button Maximize

Bar nu Bar

Close

= My Documents

File Edit View Favorites Tocls  Help Button
i.\_y.'i Back J :ﬁ /:‘._} Search _ Folders v
Address | () My D le i B M Be
S > 8= 4 up scroll
i ke OB 55 COMTENT "‘ﬁ
File and Folder Tasks ' Microsaft Word Document ArrOW
i = | 29 KB
179 Make & niew Folder —5
@ Publish this Falder to 7] DATA PROCESSING
the Yeh = | Microsoft SWord Docurment
= ) = | 57 kB
iad Shiare this Folder L P _-Scroll Box
B pav 1
i - _' Miuroioft Word Document N >Scr0| Bar
Other Places | = | 138KB
(@} Deskiop } DAY 2
= | Microsaft SWord Document
[ Shared Docurerits = | "5
g My Computer ]
!3 Py Bletwork Places = @ } :Flucati?;ﬂw 4D .
= | Microsoft Syord Documen
|=|saxs Down Scrol
v [
Arrow

Window Border

My Documents’ Window showing Parts of a Window

3.2 Parts of a Window

Most windows have certain elements in common sgdiitla bar and a
menu bar. However, not all windows have every featilihe following
are some of the common features.

Title Bar: Shows the name of the application or documemhdife than

one window is opened, the title bar for #etive window (the one in
which you are working) is usually colour or intdgghan other title
bars.
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Menu Bar: Lists the available menus from which you can oo

commands.

Scroll Bars: Enable you to move through document or a list wihen
entire document or list does not fit in the windomthe allocated space.

Maximize Button ( ): Clicking this button with the mouse enlarges
the active window so that it fills the entire degktThe button will be
visible if the window is not yet in its fullest &z

Restored Button ( ): Replaces the maximize button after you enlarged
a window to its fullest size.

Minimize Button (): Reduces the window to an icon at the taskbar.

You will notice that the window will disappear frotime screen, but it is
not closed. You can still open it from the taskbwrclicking on the
Icon.

Windows Boarders: Are the four outside edges of a window. You can
change the window size by lengthening or shortethegooarder on
each side of the window.

Practice 1

How to minimize a Window

. OpenMy Documentsicon D on the Desktop to bring oy
Documentswindow such as the one below:

% My Documents

File Edit ‘iew Favorites Tools  Help

L Click on the

Other Places

@ Deskbop

I3 Shared Documerits
o My Computer
% My Nebwork Places

Bl — @ 4 ACCOUNTING PACKAGE 1
= | Microsoft Word Document

|==2 365
@ = ACCOUNTING PACKAGE 2
= | Micrasoft Word Document

=il 23KB

= /J Br Joseph
i

|

g Back &) -QE (™) search - — Folders | [132]+ .. .

W LN e s = =) — Minimize Button

dldbess | My Documents B v| Ed e

i‘l File and Fold;sksﬁ-ﬁ = -’\(*jb/ My Music 3 YOLI Wl " nOtICG that
L‘j Make & new-folder ) -
42 Pl this Folder to R the window has

the Web 'J My Pickures .

& here this folder -. disappeared from

the screen and now
an lcon or Button
on the Taskbar as
shown below:

My Documents’ Window minimized as
an Icon on the taskbar
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The minimized button might be in short form such asMy Doc... or
only thelcon

. Click on theMinimized Icon on the taskbar to make it reappear.
Practice 2
How to maximize and restore a Window

Try to identify Maximize and Restore buttons inDdcuments’
Window above.

. Click on theMaximize Button Ha)r Restore Button [@)f My
Documents’ Window above depending on how your wimdoat
present.

You will notice that the Maximize Button enlarges the window to
occupy the whole desktop whitestore Buttorreturns the window to
its previous size. Also, Maximize button replacest®e Button after
clicking on Restore Button and vice-versa.

Practice 3
How to close a Window
. Click on theClose Buttono close the window

3.3 Resizing Windows

In addition to Maximize and Restore buttons whicli gan use to resize
window to take different sizesjindow border could also be used to
resize windows to your taste.

Practice 4
How to use the Window Border to resize a Window

OpenMy Documents Iconon the Desktop to bring out a window such
as the one below:

. Click onRestore Buttonif the window is maximized.
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Diagonal Resize 1:
Point to any of the four
angles (corners)of
3=kl window, and when
);6 r mouse pointer

Dk - @ - (B P sewen [ s |(H- chgnges tohis shape
Address QMy Documents ) _v“‘ @e‘lc and hold to drag
= - L
b File and Folder Tasks: ()l j T inward or outward
2 Make a new Focer [F diagonally to resize
!{’ fﬁ?l&l;‘tjhls R ‘ '3 My Pictures
[ad Share this Folder

thejwindow
Hofizontal Resize:

= ACCOUNTING PACKAGE 1 .

] ek e et Pojnt to theright or left
= | 36 KB

boj{der of the window,

@ Daskbop i L@ = ACCOUNTING PACKAGE 2
(=) Shared Documerts = ;“;c:(résuft Word Document. ang When yOUr mouse
@ M Computer = pointer changes tthis
\._g [y Metwork Flaces =11 1 a1l H

! /] Br Jaseph shape click and hold to

didginward or

outward horizontally
to resize the window
Diagonal Resize 2

Vertical Resize:Point to thetop or bottom border of the window, and

when your mouse pointer changeshis shape click and hold to drag
inward or outward vertically to resize the window

Hint: if you want to make the window smaller by dragginward,
either vertically, horizontally or diagonally, draas if you are going to
meet the opposite side. And note that it is ordydiagonal resize that

will not change the aspect ratio of the window.

3.4 Moving Windows

Moving a window to a different place on the screan make it easier to
see more than one window at a time or see somethégindow is

covering up.

Practice 5
How to move Windows

. OpenMy Documentslicon on the Desktop
. Click onRestore Buttonif the window is maximized

¢ Click on the Title bar of the window then hold and drag to a

new location, just the same way you move a dialmg b

3.5 Scrolling

Some windows and dialog boxes have scroll barscgouuse to view

information that does not fit inside the windowdaglog box. In

situations where you can view all the contents wiradow or dialog
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box without scrolling, scroll bars may be absendionmed to indicate
that they cannot be used. However, if a windowoislarge enough to
display all the information, a scroll bar appedrtha right-hand side
and/or bottom of the window. That is vertical andhorizontal scroll
bars.
Please see My Documents window under parts of wisddoove to
identify scroll bar and its parts. Note that itaaly the vertical scroll
bar that is present here. Is there horizontal scbalr in your window?
You can also use it to practise too, if yEise scroll bar(s) may be
absent if your computer is new or there are no nidesy in my
document folder.
Practice 6

How to scroll either Horizontal or Vertical Scrollbars

. OpenMy Documentsicon at the Desktop
. Click onRestore Buttonif the window is maximized.

Using the scroll box:

. Click on theScroll box, hold and drag through all the
information in a list or document. This is the &sdtway of
scrolling.

Using the scroll arrows:

To Scroll Do this
One Line up or down Click theup or down scroll arrow
Continuously Point to one of thecroll arrows, click

and hold down the mouse button until
the information comes into view.

3.6 What You Can Do With Windows

You can use windows to perform different tasks. 8amthe tasks you
can use windows to do are as follow:

3.6.1 Changing the Appearance of Windows

You can personalize windows with patterns, pictianed colours by
using control panel. You can display pictures dtgras as well as
wallpaper for windows or use your own scanned pasu
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Practice 7
How to change the Background or Wallpaper of the Canputer

. Right click on the empty space of the desktopo bring out a
Menu like the one below:
—— Click properties option to bring

Arrange Icons By by

Refresh out theDisplay Properties
/. |dialog box such as the one
H e » |below

Click on Desktop tabor

= : _ background tab
| Themes | Desktop Creen Saver | Appearance | Settings | . .
! —_— 7 7 depending on the window

version you are using.

Display Properties

Select thébackground type of your
d choice. In this casézul is the
selected option.

You can also make changes on the
Position of the background if you

Background:

i'_'_é:'frd'onej' ] do not like the default type. In this
1B 1. sceit [ case the position is oBtretch

| [ sutumn | f'osmon. .

Iy | Sech Y| _ Click on the down facing arrow to
| iss . .

=1 Blue Lace 15 5| Fobr change it tdTile or Center and see
Secono the preview

Click Apply andOK to effect your
changes

[ u]:8 H Cancel ]

T

3.6.2 Screen Saver

Screen savers are the different animations oralsphat occupy the

screen while the computer is idle after the stifpdaime set. Screen
savers can save wear and tear on your screen atgtipyour work
when you are away. In your computer there are s¢wéthem that
come with windows.

Practice 8
How to change the Screen Saver

. Right click on theempty space of the desktopo bring out the
Menu such as the one under Background or Wallpaper above
Click properties option to bring out the Display Properties
dialog box such as the one below:
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Display Properties

...... A = 1 Click on the Screen
‘ Saver tab

Click on thedown facing
arrow to select Screen

/
- . Saver of your choice. In
SorEar s : this caseStarfield is
Suai ] [ Settings ] [ Preview ] selected.
gt _ﬂ:l minutes [] On resurie, password protect
= Click on theup/down
onitor power

To adjust monitor power settings and save energy, faci ng arrow to
click Power.

increase or decrease
Power...
| time the computer will
ok [ cancel [ eeey | be idle before displaying

the Screen Saver

. Click Apply thenOK to effect your changes
Allow the computer to be idle for the time youtsedee the display

. Pressany keyon the keyboard preferably, teapace baror shake
themouseto stop the Screen Saver display.

3.6.3 Computer Time/Date

The time of the computer is located at the righiteare of the Taskbar
as shown below. Any file you create is maintaineth whe current
settings. Therefore, the first thing you do aftes tomputer has finished
booting is to point to the clock to know whethee tturrent date and
time arg _correct . —

Sec 1 15/18 AL 15" Ln 4 Cal 1 REC | EXT | IOVH,
Ir———

Tuesday, Jan 0z, 2007

Mouse Pointer
pointing to Clock to
bring out further
information.

. Double click theclock on thetaskbar to bring outDate and
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Time Properties dialog box as shown below:

Date and Time Properties

Click on thedown facing

s r _ = _ arrow to select month.

i i .flr a .

Click on theup/down

] ' ] facing arrow to increase
708 9 10 11 12 13
14 15 16 17 18 19 20 : %) or decrease year
21 zah23 24 25 26 27 u . . . .
S U v R Click on the item i.eHour,

[t3ti03am | Minutes, Secondsor AM first
before you click on the

Current kime zone: W, Cenkral Africa Standard Tim Up/dOWn facing arrow tO
" increase or decrease any item.
For example, click on 11 to
place the cursor before
clicking the up/down facing

arrow.

OF ] [ Cancel

Click ondate to select any date.
For instance first Tuesday is the
selected date here.

Practice 9

Make your changes as instructed below:

Year 1993
Month September
Date Last Friday
Hour 5
Minutes 42

Seconds Omit or set at 01
AM/PM If yours is on AM, change it to PM and vigersa

. Click Apply, and therOK to effect your changes

* Point your mouse pointer to tidock on the Taskbar and see
what it is now.
Double click on th&€lock again and set everything that you have
changed to the current settings.

4.0 CONCLUSION

A window could be resized by using the Restoreraadimize buttons
and any border of the window.

5.0 SUMMARY

The background and screen saver of the computéd beuchanged
through the Display Properties dialog box.
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6.0 TUTOR-MARKED ASSIGNMENT

1.

2.

Mention the name of the bar you can use to cadialag box or
a window

What is the name of the bar a minimized window stagn it
disappeared from the screen? What do you do g line
minimized window back to the screen?

What is the name of part of the scroll bar you sthase if you
intend to scroll fast?

Give the names of the following buttons in a window

i) 1)) i) iv)

Giveﬁhe names of the following mouse properties:
L o

i) 1)) i)

7.0 REFERENCES/FURTHER READINGS

lan Ithurralde, Anne Ramkararmhis is IT 2,Second Edition.

French, C.S. (2000Computer Sciengesfifor Colour Press: Gosport

Hants: 5th Edition.
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UNIT 3 IT AND MIS IN EDUCATION

COMPUTER ELECTRONIC WORD
PROCESSING USING MS-WORD:
MS-WORD SCREEN LAYOUT AND FEATURES

CONTENTS

1.0 Introduction
2.0 Objectives
3.0 Main Content

3.1 What is Word Processing?

3.2 What is Microsoft Word (MS-Word)?

3.3 Word Screen Layout

3.4 Hidden Toolbars

3.5 Arrangement of Toolbars

3.6 Active and Inactive Commands

3.7 Page Setup

3.8 Keyboard Keys

3.9 Creation of a New Document

3.10 Saving Documents (Files)

3.11 Closing/Quitting Documents (Files)

3.12 Opening of Files Saved in the Hard Disk

3.13 Saving File/Folders in Other Storage Mediengs

Diskette, Zip Disk and Flash Disk

4.0 Conclusion
5.0 Summary
6.0 Tutor-Marked Assignment
7.0 References/Further Readings
1.0 INTRODUCTION
Applications (MS-word and MS-Excel) treated in thaurse did not
cover the applications in computer wise, as yould/enpect. The
topics selected are those that are considered o lbenefit to the
actualization of the success of MIS in educatiqreeglly in areas of
acquiring, processing and dissemination of inforamain education.
Note that the knowledge of MS-Word here has covénatiof Word
Pad which is normally used for web pages and e-medlsages.
However, explanation on how to load and use it laglldone briefly at
the end of the module.
In this unit you will learn how to create documersigve them in the
hard disk or other removable disks, and open théenever the need
arises.
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2.0 OBJECTIVES

After you have studied this unit, you would be aiole

. explain what Microsoft word is and how to load it

y recognize the screen layout and the features
identify toolbar and how to arrange them
differentiate between active and inactive commands
set up a page before creating a new document
identify keyboard keys and use them

create a new document, save and open it

save and open file in Removable disks.

3.0 MAIN CONTENT
3.1 What is Word Processing?

Word processing is an act of preparing, organiangd production of
document through the use of machine. Some of thkcagions for
processing include: word perfect, word star, Mukil advantage II,
Display write, Textor, WinWord, Shakespeare eta. & course MS-
Word is used.

3.2 What is Microsoft Word (MS-Word)?

Microsoft word (MS-Word) for window is a word pressing
application programme used by modern secretariasagers and
corporate bodies to produce letter, chart graplmesmnos, tables and
borders etc.

Practice 1
How to load Ms —-Word

You must start window before you load word sincechis window
based application programme. There are several tedgsd word.

. Click on theStart button

y Locate Program (All Programs in Windows XP) and click on
MS-Word

Optional Method

]

. Open the MS- Word Shortcut Icon  on thedesktop or on the
Taskbar if it is created
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After loading, two window will be displayed — tde&rosoft Word
NWINDOW and A DOCUMENT WINDOW.

3.3 Word Screen Layout

The document window that you will work with willgplay the
following bars, icons, button on the screen.

Restore Close

TitII Bar Button

2l Document?2 - Microsoft Word

Flle Edit Wiew Insert Formab Tools Table Window Help
De@af Sy i B -

i Normal > TmesMewRoman - 12 - B F U
L o ».:;.}g ------- T GTE LT DOWREY (0 G ind R
- T le B
roois oaf
Horizontal Ruler
Vertical <+

l€— Scroll Bar B

- I
. Cursor
T <l ool r'H
: bl TITCUUT
: Office Assistance
> Vertical Rulgr
= BE.E—-JJ =
Dram~ Ly Autoshapes~ ™ w [ O[] Al 2 31 [ @“.—_;'A"E@ =4 & T

Page 1 Sec i 11 a1 tni colt EfY R English (U3

Drawing Tools Bar ~ StatusBar Horizontal
Scroll Bar

Task Bar

MS-Word Screen Layout

The different parts of the MS-Word welcome screenexplained
below:

@l Document2 - Microsoft Word E]E|g|

Title Bar: Displays the name of the active document. It ésdbloured
horizontal bar displayed at the top of the scré®most computers, it|is
blue in colour.

File Edit View Insert Format Tools Table ‘Window Help Tvpe : an far he =l

Menu __Bar:This is the horizontal bar below the Title bar. M&rd
menu is made up of series of commands that allamgavork when
they are activated. They are: File, Edit, ViewdrisFormat etc.

NEESESRAY tBRY o o [QBOB=@R T 0w -0,
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Standard Toolbar: Is the third horizontal bar at the top of the scre

This bar consists of pictures (icons), which arerfuts, to certain
commands. In windows XP, from the first Icon, tmepresent: New,
Open, Save, E-mail, Search, Print, Print PreviewRoint to all the
icons in to know their names

4 o - TimestewRonen + 12 - B 1 U [E|E = = Izv_éz = =R Bl A
Formatting or Ribbon Bar: Helps you to quickly change the
appearance of text. It is the fourth horizontal &athe top of the screen.
Depending on the arrangement of the bars, at tinm&rwraps the
standard tools bar in some systems it is joinetl thié 3 bar. If that is
the case of yours, note it start with: Normal Tirhesv Roman, 12, B, |,

U, etc_

Drawing Tools Bar. Helps you to draw some objects in word. It is
located at the top button of your screen; it istthed segment of the tool
bar.

Draw

Page 1 Sec 1 11 a1 ln1 Colt English (1.5

Status Bar: It is located at the button of the screen jusdratie drawing
tool bar. It contains information about the us@osition in the active
document, the use of the active tool etc, i.e.enirpage, doc number,
cursor position in the document etc.

..

] i 0 6 AN

wimble. At any
time you start a programme or open a window, aobutépresenting that
programme or window appears on the Task Bar wherciase a
window its button disappears from the Task Bar Oiteen such as the
clock might appear on the notification area of Tlask Bar Also you can
create shortcut to certain programmes on the TasleR) Icon is a short
cut to Microsoft Word.

Office Assistance: It offers on line help in Application Programmes.

That is, if the user appears to have performedegmal operation or
performing a task where ready made formats camipoyed. While
the office assistance can intrude into your wodsgm on its own, it
can also be triggered off@ clicking on it. Yownaavoke it by clicking

on the question mark icon on the standard toal bar
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3.4 Hidden Toolbars

Toolbars you may want to work with but are absemtfthe screen are
called Hidden Tools Bar¥ou can reveal and hide them if you wish as
follows:

Practice 2

How to reveal Hidden Toolbars

. Activate theView menuand locatél oolbars as shown below:

The toolbars with theheck mark (good

I'@'L_;gggg_t__f_g__rf_n__a_t___;9_01|s Tebls  Window  Help mark) are the ones present while others

4B tomal l B« » -0 @  without the check mark are absent.

| B webLayout =

ﬁ P_— (-2 B L8 E  Clickonanytoolbar you want to reveal or

: = ',E_Sﬂa_@/”“ hide. For example, unche&tandard,

=] e Formiatng Formatting andDrawing one after the other

2 |- z:tni::‘;olbox in order to hide them.
Zoom... g Follow the same procedure to reveal them by
? i clicking on each of them one after the other
B again.

Frames

Optional Method

. Right click on any of the revealed bar, apart from the Tidge b
preferably, the empty space of menu bar.
. Check (click) on anyoolbar that has been unchecked

3.5 Arrangement of Toolbars

The arrangement of toolbars in any application @ogdoes not matter.
At times theFormatting is seen befor8tandard or Menu bar. Also at
times some Toolbars are placed vertically at thetror left hand side of
the screen.

Practice 3

How to arrange Toolbars

DEESE RY 128 o-o- QPEOBEEE T 0% -7,

Point to thefainted vertical line mark at the beginning of the bar, and
you wjll notice that the mouse pointer wil change cross shape like
this: * . Then click, hold and drag to any positiomene you want it.
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Optional Method

. Click on any place of the bar (be careful not to click on any
particular command or button), then hold and drag itto
wherever you want it

Please use the first method if you are findingffialilt to locate the
empty space between commands or buttons.

Rulers: (Horizontal and Vertical): These are used to meathe length
and width of the user’s work sheet.

Work Sheet: This is the electronic sheet with an insertiompgiven to
the user to work with.

Insertion Point: Shows where test will be inserted when you tyfies
the 1-shaped cursor that blinks on your screen).

Scroll Bar: This is used to control the focus and the displethe

active document. It appears on the right edge attdm edge of the
document window. You can scroll by clicking or dyagy the scroll bar.

Selection Bar This bar is the region between the left edgthef

document window and the left margin. It is an urked area along the
left- hand side. This region (bar) helps you tesequickly with the

mouse. In the s%ction bar, the mouse pointertwit to an arrow
facing right e.qg.

3.6 Active and Inactive Commands

Commands that respond immediately after they anserhare active
commands. They appear dark or blue in colour.

Commands that do not respond immediately when theyglzosen are

inactive commands. However they might be activerafiore actions
have been performed. They are usually grey or whit®lour.

The figure below shows examples of active and iacbmmands.
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'*_El NOUN PROJECT EDITED - Microsoft Word

0 |2 Undo Paste Chrl+2

4 B <t e e o
4 Repeat Paste Ctrl+\’v\ \_ If u

man 1z = I
Office Clipboard. .. \

Paste Chrl+t

2
il =

G

Active Commands

Paste Special. ..

Inactive Commands

Il

Clear »

3.7 Page Setup

At times you begin a new document by setting uppthge. That is by
determining the type of paper (A4 foolscap Legaljedop or any other

types), the orientation of the paper (portraitaordscape), the margins to
be left out on all sides of the selected paper etc.

Practice 4
How to setup Page

. Activate thefile menu
y Click Page Setupo bring out the page set up dialog box like the
one shown below:

Page Setup

Margins al ow you to setup
parons | eopor | Lovos | appropriate margin to suit your
M‘;rfp'"s ' . B - task either by increasing or
Left: s = might: [r.2s = decreasing the margins at all sides
guttern |07 =] Guterpostion: [Left | of the paper.
e Orientation gives you the
: possibility of printing on portrait
@ or landscape shape of the paper.
pagior.trmt kst Click onPaper Size tabin order
Muliple pagss: Jriormal i to select the type of paper you
would like to use e.g. A4, A3, B5
Pr::zitm etc. Note that if printer is not
[Whele documert ] fr— installed in your system, the list
= of various sizes will not come up.
= Click onLayout tab to set
S— Header and Footer
Defalt... ok | concel |
. Click on thedown facing arrow on Apply to box to selecThis

Point Forward if you do not want the settings to be applied to
the whole document (for more than one page docyment
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. Click OK.

Note: It is not compulsory that you must carry out a# gettings as
explained above. Most often, it is the paper fiz¢ is always set on A4
size before you commence your work because ieigldal printer
paper size for most printers.

3.8 Keyboard Keys

This topic is brought here so that we may havepthaetical knowledge
of most of the keys that we shall be using freqyefitherefore, try to
identify the outlined keys on the keyboard firstdse you attempt to
read its function or practise with it.

Computer keys: These are escape, Alt, Ctrl, Delete. Print Scr8eml|
Lock, Pause/Break etc. These keys are not fourtdie@manual
typewriter keyboard.

Function keys (F1-F12): Perform different task according to the

application software in use. At times the Functkays are used in
conjunction with other keys in the keyboard.

Cursor or Arrow Keys: These are the Home, Page Up, Page Down,
End, Home Keys and the 4 Arrow Keys. They are usqubsition the
cursor on the screen. In other words, they are fwerdoving around in
your document. They are also called tawigator keys.

Home and End Keys:Home key returns the cursor to the beginning or
starting of the line while the End key returns tliesor to the end of the
line.

Page Up and Page DownPage up is used to move the cursor up one
page while Page Down is used to move the cursondowe page.

The 4 Arrow Keys: Are used to move up and down or left and right
between lines of texts and menus. They are al$edctide navigators.

The 4 Arrow Keys

Status Indicator (Light): The status lights ai& located at top extreme
right of the keyboard. They display the statusezittn or off. They are
Caps Lock Num Lock, andScroll Lock.
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Caps Lock: Like other status indicators keys, the Caps Laekik
pressed to put it on or off. When it is on, alll@petical characters will
be capital letters and when it is off, all alphatmtcharacters will be
small letters

Practice 5
How to use the Caps Lock Key

. Press the Caps Lock key and ensure that the Bgirt,ithen type
THE BOY IS COMING .
Press the Caps Lock key again and ensure thagtitad off, and
then typethe boy is coming

Please do not mind if the firkdtter T is capitalized automatically
because your system might be seAatocorrect

Numeric/Direction Key Pad: The numeric keypad is like a portable
calculator attached to the computer. The num lagtk indicates that
the numeric numbers (0-9) are active and when it is off, the arrow
keys will be active instead. The numeric keypad allgws either to
move the cursor or input numeric data.

Practice 6

How to use the Num Lock Key

. Press the Num Lock key if the light is not on athga

* Type 123456789101112to 40

° Press the Num Lock key to off it, then type 4 4466 6 6 6 or
8888

What do you notice? The cursor is now moving up/ddeit/ right
Enter/Return Key: perform the follow functions.

It moves the cursor from the end of one line tolibginning of the next
without getting to the right margin where the contepican wrap.

It is used to create more gaps between Iineswwsor is placed at
back of the beginning of the line of text.

In some keyboard it is marked with the sign:
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Practice 7

How to use the Enter Key

Type the following lines of text as they are. Péeds not type the
instructions italicized and bold at the end of each line.

Why are you leaving us behind? Press Enter key

My dearest teacher of yesterday. Press Enter key

The memory of your departure is very great, to sn@gonizing!
Press Enter key

Each time | remember your love, the spirit of sarfdls my mind.

. Place the cursor (i.e. | beam mark) at the back@beginning of
line 2 and it will be like this: (]My) flashing.

Press Enter Key twice to create extra spRtease hold on and
go further

Backspace keyils often referred to as the tying ‘eraser’. Thaenois
depressed, the more character to its left areatklétis used to bridge
abnormal gap between lines when the cursor iseaback of the
beginni@the lines. Also, in some keyboards inark with this
symbol:

Practice 8
How to use the Backspace Key

. Place thecursor (i.e. I-beam mark) at the beginninglofe 2 if it
is not there already
PressBackspace Keytwice to bridge the space.

If you press it further, it will join the first Il but you can predsnter
Key again to take it to the second line

Deleted Key: Itis used to erase character to the right of-dheam

cursor one character at a time. However it shoatde taken to be the
same thing with the BACKSPACE that is used to chtiemost recent
operation.
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Practice 9
How to use the Delete Key

. Place the cursor between the wordgu andleavingin line 1 as
shown below:
Why areyou | leaving us behind?

. Press Backspace Key to erd¥hy are you and press Delete Key
to erasdeaving us behin®

The logic is to use Backspace Key while deleting to the left and use
Delete Keywhile deleting to the right.

Escape Key:it is used to cancel the current line or commaheémthe
enter key has not yet been pressed.

Shift Key: Allows you to type capital (upper case) or smeifldrs
(lower case). Also, it makes typing of upper keysaal characters such
as @, $, % etc possible.

At time, it is shown on the keyboard by this symbol
Practice 10
How to use the Shift Key

. Ensure that your Caps Lock is not on

y Hold the Shift Key to type A B C D E F, and relegser finger
andtypeab cdef, again.

Hold the Shift Key to type! @ # $ % + ?, releasaryfinger and
use the same keystotype 12345=/

e

Windows Key: With the indicator of the symbol functions as a
start button on the task bar.

Practice 11
How to use the Windows Key

. ﬁf’%@ﬂ keyboard is windows keyboard, press thesindows key

to activate the start button.

° PressEsc (Escape) key to remove the Start menu from the
screen.
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3.9 Creation of a New Document

In MS-Word, there are two types of document creatid emplate and
Custom. Template involves using a document format asi@egwo the
new document to be created, and a wizard do asdis¢ creation of the
document. On the other hand, with Custom docuntleatdesigner
determines entirely how he wants the documentdk. o

Now start working with MS-word by creating a custdotument. Typ
the following passage. Do not attempt to edit thetatkes you may

notice or format any text. We shall use it for p)m And after you
might have typed some few lines, go to 3. i

Obedience Pays

In those days when men were living by might and @owhen jungle
justice was the order of the day, when lawlesspesgaded almost
every society and trade was barter system; thene ¢he colonial
masters who claimed to salvage our fore-fathers toarbarism.

The colonial master  brought a system of governriettwas
completely alien to the pre-colonial era especiallthe south west of
the country. There was nothing like taxation i@l pax in that part of
the nation before the arrival of the colonial mestdhe people saw it as
a disguise means of extorting the hard Queen's tay couldn't even
get after much sales. Therefore, they have todgpaying tax by all
means either by escaping through the jungles wiheiehouses were
part of in those days or comically, a man disggdimself by wearing
his wife’s attire and start doing some women doroegorks; and he

will pretend to be deaf and dumb if the tax colbesthappen to ask him
any question about the husband’s whereabouts.

On the other hand, the tax collectors were so ¢oute extent that they
will take away a child in place of his father iktkituation permits. They
were popularly known a®bgeni(s).

One faithful day, Mr. Egbor went to farm with higd sons — Okha and
Oshoke. All of a sudden the rain started falling\hly; therefore they
ran to the little farm hut to take shelter. Fathied sons were enjoying
themselves with the warmth of the fire and fresdisted corns, when
four Dogenis drenched with the rain seeking folteheentered the hut.
Unknowingly to the Egbors, the Dogenis used thekavimom the fire to
trace the hut. And there was no way they couldpsca
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Dawn on Mr. Egbor, that they were inside the Dogemét; he
entertained them with fresh corns to the exterttdha of the Dogenis
was carried away with deep sleep. Like a trappesth howl, Mr. Egbor
thought of other strategies to escape. He tolditsisson — Okha to go
and harvest more corns for the Dogenis, at the $anee he used
non-verbal cues of the eyes to tell him to go homefrom there. Okha
retorted by saying: “l can't go. Don’t you see that the rain is still
drizzling?” He did the same thing to Oshoke and he obeyedvantl
After a while Mr. Egbor started shouting "Oshokee. What are you
doing there? Are you not seeing the corn to haf/est..This useless
boy!” Subsequently, he told the Dogenis that he wasygoicheck
what was making Oshoke to delay. He zoomed offraatilOshoke at
home.
The Dogenis waited and night was approaching #feerain had
stopped. What do you expect them to do with Okhia@oOrse they
took him away as ransom for his dad and brother.
This legend reminds me of a song my primary six€égher taught us.
It goes thus:

Obedience pays, humility pays.

They make you beloved to God and to man.

Pride and disobedient and dishonesty pay.

They make you be sorrow to God and to man.

3.10 Saving Documents (Files)

The recent Microsoft operating system offices h&ut Recoveryto
recover your document if there is power failure #mete is no UPS to
conserve power in order for you to save your doaurbefore shutting
down the computer. However, it is a big risk bessaat times not
everything you did is recovered. Therefore it igsisable to save your
document after typing some few words in the hast @ihich is the
local disk you are working with; and create a bapkin other storage
medium such as diskette, zip, flash etc.

Practice 12

How to save a File for the First Time in the Hard bOsk

. Click on thefile menu
* Click onSave Ascommand. And th8ave As dialog boxsuch as
the one below will come up.
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‘ _';'| My Documents

My Music

JMV Pictures

) ACCOUNTING PACKAGE 1
[ ACCOLNTING PACKAGE 2
EBiegin M3 Word

[ conTenT

[®paTa PROCESSING

B pay 1

B pa 2

i@Dncl

geducatinn

B Exeis 2

(B EXCEL H.. OUT
[BESCEL H., oUT 2

j @ E, -Too\_sv
[H[Spr—

@Excal Project 2

Joemar\a

@MR. AJADI TEACHER COMPETENCE
@MS WORD 2 HANDCUT
MS-Word Handout

®riew Intro

@New Intro Rserved

@Parts of Wwnd H O

@ST Arkhony Minukes

WINDOWS OPERAT Mew

il Ensure thasave in

is My Document
folder, because that
is the ideal folder
(directory) to save
your files in the hard
disk

In case it is not there
at default, click on
thedown facing
arrow and select

EExcel Hand O, 2
My Document

h|.14 (i

T File pame: - Save
My Network, 'S J —
Places Save as typet ]Word Docurment \ ﬂ Cancel

You will notice that thdile namebox contains the first few text of the first line you
have typed. Ignore them and type your own file name; andwlbsee that
everything will be deleted immediately you start typing.

You can also click on the file name box and use the eraser(lkagkspace and
Delete keys) to erase the text before typing your overniime

You are free to use any name of yours to savaléieut | would like to
suggest that you use a common nal8-Word Tuton to save the file
for easy reference.

. Type thename of the file in thefile name box
. Click on Saveor pres€nter key on the keyboard. Then you will
see the name on tAdle bar andTaskbar respectively.

Subsequent Savings after the First Saving

If a document is already existing with a name m slgstem, there is no
need to use the save as command to save additioeabsequent work
you have done or doing on it. You can use any @fdtiowing methods
to save the subsequent work done. However the dmddsecond
methods are frequently used.

. Activate thefile menu
. Click onSavecommand.

<]

on the standards tool bar

Optional Method 1

. Click theSave Icon

89



EDA 842 APPLICATION OF MANAGEMENT INFORMATION SYSEM
(MIS) IN EDUCATION

Optional Method 2
. PresCtrl + S
3.11 Closing/Quitting Documents (Files)

Every application programme is closed and quit teetbe system is
shut down in order to avoid unnecessary message.

Practice 13
How to close and quit a File

. Click on the close button in the document window and
Microsoft window respectively to quit the document

Please consult windows operating System in uniidva if you have
forgotten the close buttons.

3.12 Opening of Files saved in the Hard Disk

The open command is used to retrieve files savéldeimard disk There
are many methods you can use to open your filesdsewvthe hard disk
and the following open dialog box will appear noti@awhichever
method you applied. Some of them are as follows:

Practice 14

How to open or retrieve a File in the Hard Disk
We shall use the file (MS-Word Tutor) we have saveguiactise

To open through the Application window

. Load theApplication Programme (in this case MS- word).

y Activate theFile Menu and click on Open command. Or Click
on Open Icon = on thestandard tools bar. Or Pres<Ctrl +
O from the keyboard.

The open dialog box such as the one below will appe matter which
of the three options you employed.
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Select thdile (in this case
MS — word Tutor)

Lookin: ]u:‘. My Documents L] b= @ b - Tools =
iiil-jMy Music B Excel Hand 0. 2 Clicklon Open
’z;g i ||'jiﬂMy Pictures Excel Project .
History !ACCOUNTING PACKAGE 1 Excel Project 2 at the right
W) ACCOUNTING PACKAGE 2 B J0emaria
[®Beqin M Wword R, 4401 TEACHER COMPETENCE bottgm or top
i } E%CANOE MS WORD 2 HANPOUT of the d|alog
My Documents | (B |CONTENT [ rs-wiord Handodt
EDaTA PROCESSING * fand o box. Or Press
By 1 B tuew Intro Entef Key to
!@DAY b W New Intra Rserved |
!Docl @Parts of Wnd HO effect your
Q@Educatiun @R.C.C.G actioh
[ exams 2 5T Anthany Minutes
B Excel Hand © 4 W] wINDOWS OPERAT Mew
i@Excel Hand 0 5
j_‘ File name: > L -
Ty Mebwork ] ‘_] e
Places Files of Eype: iAII ‘Word Documents _j Cancel

Optional Method 1 — To open through My Documents lon on the

Desktop

A File

Edit  Wiew Favorites  Tools  Help

\_,v" Bach

;) ,ﬁ‘r /’_\a’ Search I!'

[1=
Address :;,D My Documents

) Make & new Folder

&8 Publish this Folder to
thi Web

i Share this Folder

- | Microsoft Word Document

Other Places

@ Dieskbop

|2) Shared Documents
iy My Computer

& 1y Metwork Places

Optional Method 2 —Through th

If you are using the recent vers

= M3-Ward Tutar

= | 20 KB

A R.CCG

Falders v /Flle ( S
v Word

* ExcelHand 05

Mi_crosoFthrdDocument Tut(ﬁ Icon

and open it

= Excel Hand O, -

M_icrosoft' fd Crocument You will

that it

5 WORD 2 HANDOUT

hd the

1,435 KB

Microsoft Word Document

Microsoft Word Document

4R open fhe file

e Task Pane

ions of windowg, ¥P, you will notice

the appearance oftask paneeither at the right or left of the document
window every time you load MS-Word; and it will dam some of the

recent files you have saved.
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newbocument 4——CliCk on theclose buttonto trigger it off

Open a document 1 H
e oour 1T you do not want to use it.
Mogiord Tukaor
Excel Ha 4
Excel Hand O, 2 I . )
G More documents... Click on the particular fileN]S-Word
New . .
") Blank Document Tutor in this case)

@ EBlank Web Page | . ) i
s sakenaimessage |t S the simplest method of opening files,

New from existing document

i) choos=doumene,. UL it dOES NOt contain many files.

New from template
| General Templates...
T g._.{ Templates onry Web Sites. ..
| i?] Templates on Microsoft.com

Task Pane

3.12 Saving File/Folders in Other Storage Mediums E.G.
Diskette, Zip Disk and Flash Disk

Files/folders in the hard disk are copied into ofterage mediums such
as diskettes, Zip Disks, flash disks, compact detksn order to transfer
them to another computer or for making back-upatédiles.

Note that you can copy a file into the CD if yoongouter has CD

Read/Write disks and drives in order to read from w&rite to CD.
CD-RW disk is relatively slow when data are beingtten to it.

Also, it is important to note that Windows 98 does have facilities for

flash disk; and you may not be able to use flash disk eveagh your
system has the recent Windows O.S. and there pgawsion for the
flash drive too.

We have several methods of copying files and faldieio other
removable disks, but only one method that has swicgon is
considered here.

Practice 15

How to save (copy) a File in the Hard Disk into a 3kette or Flash
Disk

Using My Documents Icon on the Desktop

. Slot or plug thelisk into the appropriate drive
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Note that the port for flash drive may be at thelbar sides of the CPU.

And after you have plugged a flash disk, the icdihappear on the
notification part of the task bar.

OpenMy Documenticon on the desktop

My Documents window such as the one below will appe

1 My Documents

EEX)
File Edt “iew Favorites Tools Help ?;t
) Biack J ;ﬂt /’j Search _ Folders -

Address ED MMy Documents 5

, '%ht click on the file
: f?)__L__c er you want to
copy

\

_5) ExcelHand ©, 2
= | Microsoft Word Docurnent

File and Folder Tasks

IEE Rename: this file
(5 Move this File:
|j Copy this file

&) Publish this file to the
web

() E-mail this file
2y Prink this file
¥ Delete this file

Locatg¢Send To

Click pn thedrive you
0 copy into (in
this cgsefloppy
disk)-

s

Other Places

(i@ Cesktop
=% cha Ellocume

Create Sharkout =
Delete
Rename

| % Removable Disk (D)
Properties

You might have noticed here that my flash drive is represented by
Drive D i.e.D: This is because there is no Compact Disk drivayn
system. Yours might be E: or F:, depending on treelable disks drives
in your system.

Practice 16

How to retrieve or open a File in the Diskette or Fash Disk

From My Computer Icon on the Desktop

Open My Computer icon at the Desktop to bring out My
Computer Window like the one below.
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FEX
3 File Edt Yiew Favorites  Tools Help 7}
'\_y\' Back '\;}J l.ﬁ ):]Search L‘L' Folders v

|l Bddress QMy Computer

? My Computer

v|E3= | Open the
“¥removable disk

Icon (in this case

— theflash disk)

Then you will see
its content just

345 Floppy (81 -| like the one
shown below

A =

| system Tasks
: | Hard Disk Drives

Wien systern
information

gl Add or remiove e Lacal Disk (C:
= programms l‘*&iﬁ oral Disk (C1)
Ba Charge a setting =

|- Deviceswith Repiovabie Storage

Other Places

\:—.} Iy Mebwork Places
[{_} [y Diocuments
i3 Shared Documents
{3 Control Panel

= Removable Disk {D:)

File Edit Wew Favorites: Tools Help

@Back hd \_;] lﬁ pSearch i[{i_‘f-FoIders v

fddress | 5]}

EEX
& .
Opef the-ile

SqWord Tutor)
A c%og

a . ‘Wirgopraed
Folder Tasks y Microsaft Waord Dgflment

) Make a new folder = ey Plea pe ScrO” to

5 shotistohr NmosSeny ocate the file if it
- K is nof at instant

Other Places . M5 WORD 2 HANDOUT . .

rj e / Eﬂtilch%soft ‘Ward Document Vview, Of the W|nd0W

a Iy Diocuments A |.e . |1 yOU haVe

[ -Sharcd Bostrskts | pata aomimIsTRATOR many files inyour

ﬁ Iy Mebwork Places =
MS-Word Tukor d IS k

Microsoft Waord Document
20 KB

Details

i

Note: Remember to close the windows of all removablesdiskt you
have opened before you remove them from theirditigks. And if you
want to unplug the flash disk before you shut dtwensystem, you do

that through its icon on the taskbar as explainetbty:

> Click on theshow hidden icons

button if the flash icon is not visible
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|Safely Remove Hardware
=

) 2 HANDOU.., | Gl Documentz - 3 2 e

> Use themouse pointerto point at it to
ensure that it is thiéash icon before you

click on it to get anessagesuch as the one

on the taskbar below, depending on the type
of flash you are using.
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Page 1 Sec 1 i1 ak 1" Lnl ol t

) e i
— Safely remaove USE Mass Storage Device - Drive(D:)

> Click on themessagen order to
get the final message that will permit
you to remove the flash disk

The 'USE Mass Storage Device' device can now be safely
removed from the system,

{ 1) Safe To Remove Hardware

The abovanessagamay appear pointing to the icon as indicated above

or it may appear at the center of the screen.dédds on the method
you employed

4.0 CONCLUSION

It is ideal in MS-Word that the page is set up befgou attempt to
create a document

5.0 SUMMARY

Back-up disks are very essential for files tranffem one system to
another, and also guarantee safety of files in taséard disk or the
entire system develops faults which might be irrapke.

6.0 TUTOR-MARKED ASSIGNMENT

1. Mention some keys that are peculiar to a compugb&ard that
are not in the manual typewriter keyboard.
The following symbols signify which key on the kegrd?

) ﬁ &= )
3. Mention the eraser keys on the keyboard and expdamovice
how he/she can use them.

List any three external hard disks you can useaak-hp for your
files.

2.

7.0 REFERENCES/FURTHER READINGS
lan Ithurralde, Anne Ramkararhis is IT 2 Second Edition.

French, C.S (2000 omputer Sciengésfifor Colour Press: Gosport
Hants, 5th Edition.
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UNIT 4 MICROSOFT WORD (MS-WORD)

CONTINUED: TEXT FORMATTING AND
EDITING

CONTENTS

1.0 Introduction
2.0 Objectives
3.0 Main Content
3.1 Selection of Text
3.2 Text Formatting
3.2.1 Font Type, Size and Style
3.2.2 Text Alignment
3.2.3 Dropped Capital
3.2.4 Change Case Command
3.2.5 Line Spacing Command
3.3 Text Editing
3.3.1 Spelling and Grammar
3.3.2 Synonyms (Nearest in Meaning) of Words
3.3.3 Find, Replace and Go To Commands
3.3.4 Copying, Cutting and Pasting Text
3.3.5 Undo and Redo Commands
3.3.6 Page Numbering
3.3.7 Header and Footer
4.0 Conclusion
5.0 Summary
6.0 Tutor-Marked Assignment
7.0 References/Further Readings
1.0 INTRODUCTION
This aspect of MS-Word teaches you how to work wettt in terms of
formatting and editing to make the document looky/\adtractive and
free of many errors.
2.0 OBJECTIVES
At the end of this unit, you should be able to:

. use mouse to select text

y format text in terms of font type, size, stylegalinent etc.
spell check a document

find and replace text and find synonyms of words
space lines of text

copy, cut, and paste text

redo and undo commands

insert page Number and create header and footer.
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3.0 MAIN CONTENT

3.1 Selection of Text

In order to specify where you want your actionaket place, the text
must be selected or highlighted.

Practice 1
How to use the Mouse to select

. Load MS-Word and open thdile (MS-Tutor) containing the
passage — Obedient Pays.

Let us use the heading — Obedient pays to practice.
To select single word or text e.g. Obedient

) Place theeursor  on any where inWe.g. Obedience and
double click to get result like this ="

How to erase any selection

. Click outside the selection or press anyarrow key on your
keyboard.

To select multiple texts or lines of texts

. Place the cursor like this(l}bedience Paysthen click and hold
down the mouse button and djjj I ce Paysto the
right to give you this result —i . Or place your
cursor like this -Obedience Paysind drag to the left

To use the mouse to select a large portion of thagsage or the
whole passage

. Place the cursor at the beginning or end of thégoand drag
left up orright down.

Place it at the end of the first paragraph likestlis shown below:

In those days when men were living by might and poer, when
jungle justice was the order of the day, when lawksness pervaded
almost eveky society, and trade was barter systerthere came the
colonial masters who claimed to salvage our fore ttaers from
barbarism.
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> Click and drag to the left to select tlast line and thergo upto
select the others to get result like this:

In those days when men were living by might and peer, when

How to use the Selection Bar to select

. Move themouse pointerto theselection barand ensure that you
are at the beginning of the line, then you willicetthat the
pointer will turn facing the line of text just one shown
below pointing to the first line of the passﬁ

In those days when men were living by might and poer, when
jungle justice was

. Click to select thevhole line. And to select other lines at the top
or bottom, hold down the mouse button and dnagr down as
the case may be.

To highlight the entire document with the mouse
. Hold down theCtrl key and click any part of th8election bar

Note: Remember that the selection bar is the spacedaetthe left
margin and the vertical ruler where the mouse paintill be facing
right pointing to the line of tex6ee MS-Word Screen Layaut

How to use the Keyboard to select

To select Press

One character to the right Shift + Right Arrow keys
One line down Shift + Down Arrow keys
One line up Shift + Up Arrow keys
Whole document Ctrl + A

Note: Wherever you see commands such as the above cosyntand
means that the first key e.g. Shift key/Ctrl kdyeisl down while the
other key is taped. And if the keys are threey@), hold the first two (2)
keys down, and then tap the last key. For insta@te + A, implies
holding Control keydown, and then tap key;
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Practice 2

How to use the Keyboard to select

Practice with the first line of the passage

. Place the cursor betwearere andliving as shown below:

In those days when men were living by might and @owhen jungle
justice wa
To select -W=T=WEFEERY

. Hold down the Shift keyand start taping the Left Arrow key,
or hold it down to select fast.

To select

. Hold down theShift key and start taping thRight Arrow key,
or hold it down too to select fast.

3.2 Text Formatting

Text formatting involves all the techniques tha amployed by the
user in order to change the appearance of textitdis own taste in
form of character (font) type, size, colour, stglg. bold, italics,
underline alignment etc.

In case you want to remove the format that you lego@ied, click or
press the particular button or key you have usexpply it. Also, if it is
applied through the dialog box you can use the s#ialeg box to place
it back at default.

3.2.1 Font Type, Size and Style

At default MS —Word’s font type i§imes New Roman and the font
size and style are arormal (12) andregular respectively.

Practice 3

How to change Font Type

Load MS-Word and open thdile (MS-Word Tutor) containing the
passage — Obedient Pays

. Select the heading©bedience Pays
. Activate theFormat menu, click onFont command
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. Click Font Tab if it is not already opened

The Font dialog box such as the one below will appe

Here,Monotype Corsivais

the selected font type.
_/Font style is orBold Italic,
while the Font Size i86
Scroll or type to select
Palatino Linotype .
Raavi font size
Forit color: Underline style: Underfi
| Automatic 4L| i(none) f" | _i
o Click on thesalown facing
I skrikethraugh I shadow I~ small caps arrows in order to select any
I Diouble strikethrough I Qutling I~ allcaps .
™ Superscript iEvhos: ™ bidden colour and underline style of
I Subscript [~ Engrave .
your choice
Preview - .
Click OK to effect your
- D .
Obedience Pays formats
-
This font style iz imitated For display . The closest matching style will be printed.
1
Default. . OF | Cancel |

Is your result like this®bedience Pays
Optional Method — Using the Formatting Tools Bar

. Highlight thetext

A Mormal + Justf » Times New Roman - livv B‘ _&g‘% =i 15 - SIS EEEE [ A A;
Click on thedown Click onB, I, U, to Click on thedown
facing arrow to select apply eithetbold, italics  facing arrow to
any font size from the  orunderline to the apply any font
list of options selected text. colour of your
You can erase the choice.

default size and type the
one not on the list. But
you have to pressnter
key to effect your
changes.

3.2.2 Text Alignment
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Alignment command positions selected texts of theudhent to

specified part of the page. A text or paragraphlzaaligned in four
major ways left, center, right and justify
Practice 3

How to align Text
Using the Formatting Tools Bar

. Select the heading©Gbedient Pays
Please point thenouse pointetto each button to know its name

A Mormal + Justif = TimesMewRoman - 12 - B 7 U

* Click on any of the first threalignment buttons on the
formatting tools bar to see how the heading could be aligned tdefie
center andright of the page. Finally align it to treenter of the page.

Optional Method — Using the Keyboard

. Select theexts

g Pres<Ctrl + L for Left alignment
Pres<trl + R for Right alignment
Pres<LCtrl + E for Center alignment
Pres<Ctrl + J for Justify alignment.

Note that Justify’s effect is noticed when you hawdtiple of text e.g. a
page or more. It makes text to occupy the full kvaftthe selected
paper.

3.2.3 Dropped Capital

Letter (character) starting the first word in aggaaph of texts can be
dropped by a number of specified lines to give gamae look. When
text is dropped, the character becomes bigger fandeeight than text
on the same line.

Practice 4
How to make Text a Drop Cap

. Select theext e.g.letter | at the beginning of the first line in the
first paragraph
Click on theformat menu
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. Choose theDrop Cap to give you the drop cap dialog box as

follows:
bropCap. AKX
Pasition _ Click on eitherDropped or In margin icon to select the
W: type of drop cap. In this cageropped is selected.
Mone Qrp In margin
= /Type thenumber or scroll to select the number of

|Times Mew Roman

lines to drop. In this case three lines are dropped.

Lines to drop:

=
AT

file

Distance from kext: 1}

Click on OK to effect your format; and then check
e ] exs | if your format looks like the one below.

n those days when men were living by might and ppwhlen

jungle justice was the order of the day, when lasaihess pervaded
almost every society and trade was barter systesne tcame the
colonial masters who claimed to salvage our fore-fathers from
barbarism.

How to remove a Dropped Capital

. Select theext and follow the procedure of how to apply it above
y Click on theNoneicon, and click on th®©K button.

3.2.4 Change Case Command

It allows a user to switch between texts casesipper, lower,
sentencetitle and toggle cases. No mater which case you use to type
your document, you can change it later to the ddsase.

Uppercase makes every selected text capital lettevgercase makes
every text small letters; and sentence case cegitaihe first letter in a
sentence and makes the others small letters justresmal sentence.
Title capitalizes the first letter of each wordarselected line(s) of texts,
while toggle changes the first letter of the fingird in all the selected



sentences to small letters and capitalizes theMes$é that title and
toggle are not frequently used.
Practice 5

How to change Case using the format menu

. Highlight thefirst paragraph of the passage ks-Word Tutor
file
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. Click on the format menu and from the sub menu, click on
change caseommand

The change case dialog box like the one belowapibear:

Change Case

> Click on anycaseyou
¢ LpPERCASE want to change to, and

" Title Case

Finea i then click onOk to see

ok | cancel | the result

Optional Method — Using the Keyboard

. Highlight thetexts as in first method
g Press Shift + F3  intermittently until your format is on the
intended one

Note: Second method only allows you to geper, lower andsentence
cases; as you press the keys, it moves from omretcdlse other.

3.2.5 Line Spacing Command

By default, word single spaced lines of text antbanatically adjusts
line heights to accommodate graphics of large allemsizes. Custom
spacing can improve the look of the document.

Practice 6
How to set Line Spacing using the Format menu

. Select theparagraph, pageor thewhole documentyou want to
adjust. In your case, select thbole document

Activate theFormat menu and choos®aragraph to give you
the paragraph dialog box such as the one below:
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Click Indent and Spacing tabif it

Indents and Spgeire ne and Page Breaks /S not Opened already

e Click on thedown facing arrow b
Aligriment; Justified Qutline level: 1Body text v} . . g y

line spacing boxto select one of

Tndenitation the options:

Left: o' =i Special: By Singlei.e. Single-spacing that Word
Bight: P = e o] =1 || canincrease (Word here refers to
o MS-Word)

Spacing . i .
Hefore: i = e spi 1.5 I|.ne3|.e. One- and -g—half line
After: o = [sngle |+ = spacing that Word can increase
I= Dot ad spaie betwisen paragraph L < S— Doublei.e. Double-spacing that

b word can increase
Preview anec?Iif T At | t Th . |
e . egs i.e. The m|n|mu.m ine
Pt T spacing that Word can increase
; Exactly i.e. Fixed line spacing that
word does not adjust
e | e | Multiple i.e. AF most line spacing
— that word can increase

Optional Method — Using the Keyboard

. Select theparagraph, pageor thewhole documentyou want to
adjust

For This Format Press
Single-spaced lines Ctrl+1
Double-spaced lines Ctrl + 2
One-and-a-half-spaced lines Ctrl+5

3.3 Text Editing

Text editing is a way of using all the necessanfsdo give precision to

a document.

3.3.1 Spelling and Grammar

Is often said, “no one is above mistake”. A userwaongly spell a
word in the document either due to speed or byiqpdglsand on a wrong

key.

When typing on document, word useavy red underlinesto indicate
possible spelling errorsand  wavy green underline for possible

grammatical error in view of the computer’s dictionary. Thereforeyan
word e.g. vernacular or British spellings undedinand grammar that is
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correct but underlined should be ignored. The astto correct

spelling and grammatical errors in the documeblisunning spell
check on the texts in the document.
Practice 7

How to spell check a Single Word

Move your cursor to the word e.gponial in the third line of the first
paragraph and right click to pop out a menu likedhe below:

asetor]  colonl > Locate thesorrect
coronial .
conical spelling from the
takee”™ 17 . .
%o | colonials suggested list of words;
d wses | oAl if it has more than one
lerline fi Add to Dictionary

and then click on it.

Lanyey AukoCorrect 3
trect b
al errors Language d

¥ gpeling...

colonial & Paste

Practice 8

How to spell check Multiple Words (Whole Document)
Using the Tools menu

. Ensure that theursor is blinking inside the document

* Activate theTools menu

Click on spelling and grammar to bring out the spelling and
grammar dialog box.

Spelling: English {U.5.] > Click onignore Onceif

the displayed word is
correct but not recognize

Mot in Dictionary;

and power, when jungle justice was the order & Ignare Gnce |
of the day, when lawlessness pervaded almost
7 Ignore All

every society and trade was barter system;
there came the coonial masters who claimed to s Add to Dictionary

Suggestions!

| E - | charge

coronial

by computer dictionary;
click onlgnore All if the
highlighted word is more
than one in the document.

conical Elglal}
colarnisls w > Click onAdd to
o) suocorect | Dictionary, if you intend
Dictionary language: [Engish (.53 = to include the selected
S| ] = | word into the computer
dictionary
. Click onChangeto correct the wrongly spelt word to suggested

word by computer; click on Change All to change subsequent

appearance of the highlighted word.
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. Click on Auto Correct to correct the displayed wandnually.
kb After you have finished spell checking the
e whole document, a message such as the one by
"‘k the left may come out to alert you about the
f@ : completion of the spelling exercise.

Optional Method 1 — Using the Keyboard
. Place thecursor at anywhere in the passage and PF&skey
The dialog box in 1st method will appear.

Optional Method 2 — Using the Standard Tools Bar

. Place thecursor at anywhere in the pa@sage
. Click on Spelling and Grammar icon on thestandard tools
bar

The dialog box in 1st method will appear.
3.3.2 Synonyms (Nearest in Meaning) of Words

Thesaurus is used to find synonyms of words. usisd to improve the
precision and variety of your writing.

Practice 9

How to check synonyms of a Word

Bl!gngtosgnlll&lt(!ﬁggog’g m% Myg el}gstice was > Right click on the particular word e.g.
lawk.ﬂ.c»am.Mrr.t_ﬁ(‘]AA...‘:]MN}..AHAKH.A{.\;C1ety and trade law in the fi h of
e 1 o At awlessness In the first paragrap 9
i |B MS-Word Tutor passage as indicated
8 @ paste i here

apita; anarchy
w the) A ot e S d il
and (5% Paragraph. > Locate Synonyms and you wi

i= Bullets and Numbeting... dleret notice the pop up of various possible

: h . .

(@ Hyperink... S nearest in meaning to the word you
VEEN | lack of contral . .
ace u|  Synonyms v | right clicked on.

| lect Text with Similar Formatting freefor-al !

1 Select Tex | 1 . .
e arder (antorym) | > Click on anyword you would like to

use to replace the original word
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Optional Method — Using the Tools menu

ecially in the south west of the country. 'Lhere was noi . .
in that part of the nation before the g} of the colonia > Select the word e.@urival in the second

Thesaurus: English (U.S.) paragraph of MS-Word Tutor passage as
Looked Up: Replace with Synonym: indicated hel‘e

il > Activate theTools menu and point to
Meanings: L

= e : anguage

> Click onThesaurus to give you the
dialog such as the one by the left.

departure {Antonym)

= = > Select theequired word in the pane
— s | carcel_| underReplace with Synonymif you want

to replace the selected word
> Click Replace

3.3.3 Find, Replace and Go To Commands

These three commands are very useful in a docuthanbas many

pages. Find will show the word to you, wherever it is in tivéole
document but cannot replace it; whReplacewill help you to find the
word and at the same time change it to the intemdwd typed in the
Replace box. Go To on the other hand, helps ygotm a specified
page, section, line, footnote etc in the document

Practice 10

How to replace Words in a Document

. Activate theEdit menu
g Click on any of the three commands Fend, Replace and
GoTo

Find and Replace dialog box such as the one beliiivceme out

Click Replace tabin

case you useBind or Go
To to bring the dialog

Eind and Replace.

Find Replace Go To ] box out
Find what: |Dogenis
[~ Type in theword to find
Replace with: {Police| in this casdDogenis
More ¥ Replace Replace Al Find Mext |
- - [~ Type in theword to
N replace with in this case

Click on theMore Click onReplace Click on Police

button to restrictthe  button to make just Replace All
find what. Here you can  only one replacementyytion to make
give specification based  in the document all replacement

on the options. in the document.
Please apply on
this option
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3.3.4 Copying, Cutting and Pasting Text

As you edit your document, you often find it neeggdo copy or cut
texts or graphics and paste them somewhere etbe iocument. Text
that you copied or cut is placed on the clipboard.

Clipboard is a temporal storage area that accommodatesiagyih it

an object, text or graphic that is cut or copiesgshe cut and copy
command from the standard tools bar or the editumen

The clipboard does not accommodate more than amemioand it is
volatile; which means that it losses its contertemwthere is power
failure. Therefore, whenever you apply the copgurcommand, try to
apply the paste command immediately to complete gotion. Also, it
only operates in windows environment.

Note: Cut removes the selected text from the document anelssit in
the clipboard, while copy sends a duplicate copy of the selected text
from the document and stores it in the clipboardother words, cut
removes the selected text(s) or object(s) whilg clyplicates the
selected text(s) or object(s)

Practice 11
How to copy Texts or Graphics using the Standard Tals bar

. Select theexts (in this case thérst paragraph of Ms-Word

Tutor)
NEEOY SR Y & B \5@' v-o -  AENE=EBE T we -0,
Click oncut icon if Click oncopy iconif Click on thepaste icon
you want to remove you want to retain the after you have position the
the original original paragraph and cursor at the current place
paragraph from send a duplicate copy where you want the
where it is. elsewhere paragraph to be e.g. at the

end of the page

Let us paste what we have on a ngw sheet. Andtta gew sheet, click

on theNew Blank Document icon on thestandard tools bar. As
you can see from the standard tools bar abovehig first icon

Note: Try to use the undo command to get the paraghsuk after
using the cut and paste command. (see practicesli)
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Optional Method — Using the Keyboard

. Select theexts

For this Texts Editing Press
Cut Ctrl + X
Copy Ctrl + C
Paste Ctrl + V

3.3.5 Undo and Redo Commands

Undo and Redo commands allow you to reverse in Wwaifs any most
recent action such as deleting, cutting, copyinglesing most Word’s
commands. You might click what you are not suppdsetdick; choose

the undo command as the next action and if you teargverse it again,
choose the redo command.

There is limit to undo and redo commands dependmbgow your
computer is configured. Whenever they are inactivat means you

cannot cancel your last changes or actions.

Note that there is no need for selection beforeysmithese commands.

Selection is applied below in order to delete théd so that you can
know the action of the commands when mistakes agem

Practice 12
How to undo and redo Commands using the Standard Tads bar

. Select thdext (in this case thbeading— Obedient Pay$
. PresDelete keyon the keyboard.

DEHS8 SRY sBRY o-¢- QHADEEBE T wn -0,

Click onundo iconto Click onredo iconto

bring back the deleted reverse the action

text again i.e. deleting the
text

Optional Method — Using the Keyboard

For this Texts Editing Press
Undo Ctrl + Z
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Redo Ctrl+Y

3.3.6 Page Numbering

Page Numbers Command is used to apply page nurgberin
automatically either through the insert menu ordeeand footer under
view menu to the document.

Practice 13
How to insert Page Numbers

. Click on the Insertnenu

. ChoosePage Numbercommand. And thpage numbers dialog
box such as the one below will come out:

Click on the down facing arrow by

position box to change the position to
Top of pageor bottom of page

Page Numbe rs.

Position:

Alignment:

[t e Click onthe  down facing
W Stow number on first pege : arrow by Alignment box to
Eermeg: ok | _concel | change the alignment to either
right, center or left of the
/ page

Click onformat tab if you want to change the style of the numbering. For exampl
you can change the Arabic numeral which is the default terujgpnan, lower
Roman Upper alphabet lower alphabet.

The Page Numbering Format dialog box like the oglews will come up:

Page Number Format
Click on thedown facing arrow to

change the numbering format to any one
of your choice. In this caseper
alphabetis chosen

Mumber Format:

I Include chapter oumber

1-1, 1-A
Page numbering
+ Continue From prewvious section

" Start at: _%
Ok | Caricel |

3.3.7 Header and Footer

A header or footer is a text, which appears atdpeor bottom of every
page a bit above the top or bottom margin. Heaaledsfooters often
include such information such as document titletisa or chapter title,
date and time document was created, page nhumbatatt are the

header and footer of this training manual?
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Practice 14
How to create Header or Footer

Let the header of your document contain the pagebasu, placed at the
center and the footer should contain your nameguaat the right
margin

. Click on theView menu

y ChooseHeader and Footercommand.

You will notice that the document will be dimmed #re header and
footer tools bar will come out as follows:

Press the¢ab key to

margln depending
. on.where you want
to place the header

|Header and Footer =

Insert AutoText v i 9 (& 6 & & & O | Cose \

Click oninsert page Click onswitch Click onclose
number icon to between header and button to go back to
insert page number footer icon if you want your normal page

to go to the footer
section, and vice versa

. Type header information such as chapter. name, pagéer etc.

y To create footer, click the switch between header and footer
icon on the header and footer tools bar to move to fartea.

’ Click Close on theheader and footer tools bar when you are
through.

HINT: On the footer and header tool bar, you can clkisert page
number using ‘# ‘button; current date, time auext etc for example to
insert Running —Total number, such as “page 3@ click insert
Auto Text. And click page X of Y.

4.0 CONCLUSION

With MS-Word, text could be formatted to give treeuwhat he
expected, for instance, a user may decides toaygmument in lower
case and change it to upper case later. Also, theomm for editing, for
example, when mistakes are made, the undo and édedimand could
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be used to reverse the action or copy / cut ant pexst at desired
places.
5.0 SUMMARY

The Formatting tools bar provides icons as shasttrtformatting text,
while the standard tools bar provides shortcuteébting text.

6.0 TUTOR-MARKED ASSIGNMENT

1. How do you select a single word with the mouse?

2. Interpret the following commands
i) Cul+C i) Ctrl+X i) Ctrl+V v) Ctrl+Z
v) Ctrl+Y

3. Write short notes on the following

i) Clipboard i) Undo and Redo commands
i) Header and Footer

How do you spell check a single word?
5. Mention the keyboard shortcut for double and sirsglacing of
lines.

7.0 REFERENCES/FURTHER READINGS

French, C.S (2000Computer Sciencésfifor Colour Press: Gosport
Hants, 5th Edition

Petroleum Training Institute (PTI), (199®ecture Manual on Word
ProcessingWarri.
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UNIT 5 MICROSOFT WORD CONTINUED:
TABLES IN MS-WORD

CONTENTS

1.0 Introduction
2.0 Objectives
3.0 Main Content
3.1 Tables in Word
3.2 Entering Text into a Table
3.3 Table Selection
3.4 Adding (Inserting) New Rows and Columns toadl&
3.5 Deleting Table, Rows and Columns
3.6 Text Orientation (Direction) and Alignmentsamable
3.7 Adjusting Row Height and Column Width
3.8 Moving Table
3.9 Sorting Table Data
3.10 Splitting Table Cells
3.11 Table Borders
4.0 Conclusion
5.0 Summary
6.0 Tutor-Marked Assignment
7.0 References/Further Readings
1.0 INTRODUCTION
This part of word processing teaches you how teatlisnate
information with a table.
2.0 OBJECTIVES

At the end of this unit, you should be able to:

. insert table and enter text into a table
g select table and other parts such as columns, aod<ells
insert and delete columns and rows whenever tkaread
direct text in table’s cells vertically and alignmeells entries
adjust row height and column width to fit the text
know how to sort table data either in ascendindescending
. order
. split/merge table’s cells to give more information.

apply boarders to a table.
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3.0 MAIN CONTENT

3.1 Tables in Word

A table is made up of Rows and Columns where differelated fields
are entered. The intersection between Rows andh@aare the Cells
which are units of storage. The Rows are horizgngatanged while the
Columns are vertically arranged.

Most often, it is convenient to represent inforroatin a table for more
clearance. However, table in MS-Word is similaMs-Excel, therefore
what table can do in MS-Word, can be done moreeoniently in
MS-Excel. See example of 4 rows by 6 columns tab&hown below:

Practice 1
How to insert Table using the Table Menu

. Load Ms-Word or click on theNew Blank Document iconon
thestandard tools barif you are working on any other document
in order to get mew sheet

D{fm 80V do-o- QEOBE@RB Y w -0,

New Blank Document icon

. Position thansertion point where you want the table to be
y Activate theTable menu
* Locatelnsert and click onTable.

The Insert Table dialog such as the one belowaaithe out.

Insert Table e |~ Type or scroll to get theumber of
Tt columns In this case, 7 entered for columns.
Mumber of columns: E} =
Number of rows: 1 Type or scroll to get theumber of rows.
AutoFit behavior In this case, 12 is entered for rows.
{* Fixed column width: Auto £ . . .
€ AutaFit to contentseg— Autofit to content is selected if you want the
£ R e , rows/columns to adjust automatically to fit the
Tabe v seta L content of the cell as you are entering the data.
Click OK to insert the table
I Remember dimensions For new tables
oK | Cancel i
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Column Column
Row 1 p 6
Row 2
Cell
Row 7

3.2 Entering Text into a Table

Anytime you want to enter data into a table, clickthe particular cell
and start what ever you want to type. And to mouiwthe cells
vertically and horizontally, use the navigator keyeu can also use the
Tab key to move horizontally.

Practice 2
How to enter Text into a Table

. Insert a table o x 5i.e.4 rows 5 columndike the one below
and enter the data therein.

NAMES MATHEMATICS  ENGLISH GEOGRAPHY AGRIC. SC.
Iredia Austine 54 62 48 53

Onome Ejiro 65 81 74 65

Abdul Hassan 84 62 51 80

Bayo Tunde 45 56 65 70

. Save thdile with a name for future reference e.g. mine is saved

thus —Primary 4 Table.
3.3 Table Selection

Just as the same way you select text before farrgathe whole table
or parts of the table is/are selected or highlightegive you way to
carry out any format you want to make.
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Practice 3
How to select Table's Column

. Take the mouse pointer to theéop of the column and when it
turns to this shape , then you click to select.

And to select more than one colurhald down the mouse buttoafter
you have selected the first column and drag tdefieor right to select
the adjacent columns

Practice 4
How to select Table’s Row

> Take the mouse pointer to teelection bar and when it turns to
this shap , then you click to select.

And to select more than one rdwgld down the mouse buttoafter you
have selected the first row and drag to the topattom to select the
adjacent rows

Practice 5

How to select a Single Cell

. Move the pointer to thkeft bottom right-angle of the cell along
the left edge and click when it turns to teisape , (ﬁck to
select.

Practice 6

How to select the Whole Table

. Select either thérst or last column, then drag across to select
others to the end
Or
Select either the first orlast row, then drag across to select
others to the end
. Or
Click onSelect All button.
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Mouse Pointeron top

of column 4 pointing

Select All
—— «— to select theolumn
button

]

&

Mouse pointer
on theselectior
bar pointing to %
select row 5 N

A

Mouse pointer at the bottom left angle
of the cell pointing to selectcell

Note: You will notice a dark or bluish colour on anyesgkd part of a
table.

3.4 Adding (Inserting) New Rows and Columns to adble

At times there is need for you to add more rowsabumns to a table in
order to add more data or information.

Use the following information to practice

Insert a row to enter Peter Ajala’s data whosemdsare: Maths 58;
Eng 73; Geo 47 Agric 62 between Onome Ejiro anddAbiiassan i.e.
3rd and 4th rows. Also insert a column between Ggagy and Agric
Sc. i.e. 4th and 5th columns to enter the folloares from top to
bottom — 39; 65; 59; 47 and 68 f@usic.

Practice 7a
How to insert Row(s)

. Select theRow (in this case eithe3rd or 4th row)
. Activate theTable menuand locatensert
¢ Click onRows Aboveor Rows Below.

Practice 7b
How to insert Column(s)

. Select theColumn (in this case eithetth or 5th column)
y Activate theTable menuand locatensert
¢ Click onColumns to the Leftor Columns to the Right.
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[ Table | window  Help

5!_[7 Draw Table —ﬁ == ’@‘ Bl e«
'| Insert 4 | |
_i Dielete 4 I_'[f. Columns to the Left |
| Select 3 .Hh Colurmns to the Right I | choseRows Below
Fj Merge Cells 5 Rows Ahove l/ because | selected the
iz zmit cells... |:qu Rows Below K|' 3rd row
plit Table i g Cels... |

Table AutoFormat.. . |

You now have a similar table like the one belowntkenter the data
supplied above.

PANMES fAATFHEAATHES ENGLISH SEOGRAPHY AGRIC—SE-
trederATstTe 54 62 %8 53
onome EJiro 0o ol 4 0o
Abhdul Hassan a4 682 51 a0
Bayo-Turde %5 56 65 T0

Optional Method 1

. Select thdRow or column 2
4+
|
. From the standard Tool bar clibhksert Rows icon or
(M N
|

Insert Columns icon
Optional Method 2

. Select theRow or Column
y Right click on the selecte@ow or Column
* Click Insert Rows or Insert Columns as the case may be.

Note: The shortcoming of the optional methods is thdo#s not give
room to know whether the row will appear above eloly; likewise
whether the column will appear left or right of thelected column

Practice 8
How to insert New Row to the Bottom of a Table

. Position thansertion point in the last cell of the table
y PressTab key on the keyboard.

118



EDA 842

APPLICATION OF MANAGEMENT INFORMAION SYSTEM
(MIS) EDUCATION

3.5 Deleting Table, Rows and Columns

Just as there is need to add rows or columnsabla,talso there is need
at times to delete rows or columns, even the etdlvke.

Deleterow 5 i.e. Abdul HassanandColumn 3 i.e. English from your

table

Practice 9

How to delete Rows, Column or Cells

. Select theparts of the tablei.e.row 5 andColumn 3 one after
the other

Click on theTable menuand locatdDelete

Choose eithebelete Rowsor Delete Columns.

Your table will now look like the one below:

_NAMEQ I\A/\TI_IEI\/II\TIPQ PEHPDI\DLIV ALISIC I\f‘DI(‘. QP_
UTIUITIE I:jilU 0O 74 U:‘ US

—PEteT Aal 00 T o)) 0Z
bayo lunde 45 03 0o [AY)
Optional Method
. Highlight theRow or Columns you want to delete

y Right click on thehighlighted row or column
¢ Click onDelete Rowsor DeleteColumns.

3.6 Text Orientation (Direction) and Alignments ina Table

At default, the orientation of text in a cell isrtamntal and the
alignment is top left in the cell. However, tekisa table could be
directed vertically down or up in other to cregtase for more data
entries in a table. Text could either be aligneth&otop, center or
bottom. Office 2000 and above provide nine optifmmsalignment of
text in a cell.

Practice 10

How to direct Text in Table

. Select thecell(s) — in this case, thirst row that contains the

field headings is selected.
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. Activate theformat menu and click onText Direction
Text direction dialog box such as the one belowasine up

Sz Diechinggl el e |__Click ontext vertical up button to
(Eentaton ] | make the orientation vertically up

Text

The quick brown

fox jumps over

Click ontext vertical down button to

Text
wal

the lazy dog.

" make the orientation vertically down
You will notice from the preview section
how the orientation changes.
I E|
ok | concel | Click on OK to carry out your action.

For our caseyertical up is applied and the new table is shown below:

w
O
|z .
< o @)
= N
y c1E 13 |8
= O
< < w )
pd P O = 9:
Iredia Austine 54 48 39 53
Onome Ejiro 65 | 74 65 65
Peter Ajala 58 | 47 59 62
Bayo Tunde 45 | 65 68 70
Practice 11

How to align Text in a Cell
To center aligned the Field Headings

. Select thdirst row that contains thheadingsas shown below:

|
||1fs Text Direction...

|W__TJ Cellﬁu@ant
lick on anyselected
, then locate
G Atignment to give you a
Austine menu like the one seen on the
Cinotme 65 63 figure,
Ejiro Choose
Peter 58 \Q ) .
Ajala Align Bottom Center icon
Bayo 45 63 68 70 to make the headings aligned
Tunde to thebottom center.

I= 4l
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Practice 12
How to align text in Selected Cells

. Select all the cellsthat contain the data as shown below if you
want the format to apply only to some of the indied:

‘x) -

|By Copy

é = B paste Right Click on any
BB

o 53 Ll InsertTable: selected portion,locate

£ Delete Cells...

Cell Alignment,

Choose

Align Top Center icon
to make the text aligned
totop center

Iredia
Austine

9 Merge Cells

Borders and Shading...

| “ﬂ Text Direckion, ..

|:|_E__| Cell Alignment

Table Properties. ..
[535]

Optional Method

. Revealtables and bordertools bar if it is hidden.

[Tables and Barders v x|
|4 2 - w2 gl & | Click on the down facing arrow by Cell
o-w = Bl -+ At 27 & = | Alignment Icon, and then choosdign
E E= Center Top option or any other alignment
|E| 'f?nlig_nTop Center Of yOUI‘ ChOice'
2 =]
4 HO che 9 | g
B O i e B
2 | 33 | 8% |8 C°
o o N Table after applying
Tredia 54 48 39 53 )
Austine the alignments.
Onome 65 74 65 65
Peter 58 47 59 62
Aala
Bayo 45 65 63 70
Tunde

3.7 Adjusting Row Height and Column Width

Table’s rows and columns are sometimes expandedntrasted to
accommodate texts in a particular cell if Autofitdontent is not used to
insert the table.
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How to adjust Row Height and Column Width

. Position thenouse pointer in any of the celbf the table

You will notice that both theertical andhorizontal rulershave taken
the dimensions of the table’s row and columns

lgmeE @ c2ER v 3o @ B Clickon Move Table
Column then hold
= " P _ down the mouse button
E = E £ % E and drag to the right or
- é g g % g E 3 o left to enlarge or reduce
: _ i the column width
g Tredia 54 43 39 53
i Austine
; Onome &5 74 65 65 Click on  Adjust
5 Ejiro —
Deter 58 77 55 e Table Rowand
: Ajala — then hold down the
. Bayo 45 Les— 68 70 mouse button and
_\unde/ drag up or down to
enlarge or reduce
the row height
Optional Method
. Move your mouse pointerto theline border between the rows

or columnsuntil the pointer changes tadauble cross arrow

Click and hold down the mouse button ateg up or down to

enlarge or reduce threw height or drag to theight or  left to
enlarge or reduce thmlumn width

n
2 lz| s
e O
=2 |9
0 wilg|o|(d
S — O|lwn | x
< < |W]2]9
pd s |02 | <
hrethaAustme—541 48139153
Onome gjito 9o /@& 03 0D
Peter Ajala oo 47| 99| 62
Bayo Tunde 45 65 68 70

3.8 Moving Table

After the adjustments,
you will notice that the
table now looks smaller
and all the data are now
properly arranged.

A small table like the one above can be repositianeany part of the
document as you wish by dragging.
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Practice 14
How to move Table

. Click onselect All button then hold and drag to move the table

3.9 Sorting Table Data

Sorting table data is a way of arranging data aeading or descending
order for easy reference or retrieval of the data.

Practice 15
How to sort Table Data

. Position thecursor in the first cell i.e. NAMES of the table or
select the whole table
Activate thetable menuand then click ofsort command

The sort dialog box such as the one below will come

Select either Ascending  or

et Descending (in this case, ascending
Sort by > .
T " TS el is selected.
Using:  [Paragraphs = |_ You can use the 2nd and 3drt by,
Thenby o if you want to use another field
! _ e e el e g heading to sort. This is often used
i R when a database has field headings
TT” by = © such as Surname, First Name and
o g Middle Name. It is then good to use
i : B the 2nd and 3r&ort by  to arrange
My list has .
& Hisadir row & o eader ron those names with the same surname
) or first name.
— o | e || ook OK to carry out your action.
1P
=
e E' i Table after the Sort ascending
% % % command was applied.
5t E % H H You have noticed that the first
E B | & | ¥ | &% | name now is Bayo Tunde. That
E g % E 3 is how they would be arranged
__| notwithstanding how long the
Bayo Tunde 45 | 65 |68 | 70 | list may be; and all other data
Tredia Austine 84 148 | 39 | 53 associated with them will
Onome Ejiro |65 |74 |65 | 65 | followsuit
Peter Ajala a8 |47 |59 |62
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3.10 Splitting Table Cells

Table cells are split in order to enter more dateantinuation of the
previous data, most often the field headirtg®. example, let us include
theory and objective column under Geography.

Practice 16
How to split Cell(s)

. Erase thedata undeiGeography and type them again after
splitting.
Insert arow immediately after the field headings’ row, to eleab
you type Theory and Objective under Geography.

Select thecellsyou want to split as shown on the first diagrarowe
. Activate thetable menu locateSplit cells and click on it.

The split cells dialog box (2nd Fig) will come out

Type or scroll to

enter thenumber of
2 .
2| e columns In this
S s 3 case, 2 is entered.
o E812|el3| om L
2 glg g E Split Cells il Click Ok or press
E g % E 3 Mumber of columns: g - Enter Key .tO carry
out your action.
Murnber of rows: 5 -
EBayo Tunde 45 68 | 70 B .
Tredia Austine 54 39 | 53 ¥ Merge cells before splie ':Ote' EO n?t tOUCh
Cnome Eiirg 65 65 | &5 the number of rows
Peter Ajala 58 59 | 62 ok | cancdd |
5 Table after
= b _ | splitting.
3 g 3
i 1 j - U.; You can now
E & = 7 = |enter the data for
s 3 5 S | % |ceography -
Bayo Tunde 45 | Theory | Objective 68 70_| Theory and
Tredia Austine 54 39 57 | Objective
Onome Ejire 65 65 65
Peter Ajala 58 59 62
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3.11 Table Borders

The vertical and horizontal lines form the bordera table. You can
beautify the table by applying different borderghe cell, row, column,
or the whole table. Colour could also be appliegbifi are using colour
printer.

Practice 17

How to format Table into Borders

. Select theow(s), column(g or the whole table(in this case, the
whole table is selected).
. Activate theFormat menu

. Click onBorder and Shading
Border and Shading dialog box such as the one bealibivappear

j Borders and Shading, Z0lt:81 The middle lines either
Borders l Page Border ] Shading ] in the diagram or
Setting: Style: | Preview buttons represents all

Click on diagram below or use the vertical and
buttons to apply borders . . L
horizontal lines inside
the table.
| Scroll and click to
select anyorder style

Click on thebuttons or
/diagram to apply the
particular border style

Color:

: 1% pt = Iy ke L
Custom |T""-T 2 = Here, wavy line is used
e )\ for inside vertical and

horizontal borders, and

Show Toolbar | Harizontal Line. .. | ’AWI Cancel | :)hnedc;u:zllzeh:g:d:rzoatl:
\\ vertical and horizontal
lines
TheNoneBox andAll Click on the down
buttons could be used to facing arrow to apply
apply or remove borders colour if you are using
, colour printer
4y
5]
g 2 ble after applyi
§ g S Table after applying
é = = O e different styles of
= 2 @ g & borders
= 3 3 5 45
Theory & Objective 68 70
Tredia Austine 39 a3
Cnome Ejiro 65 65
Peter iala S €2
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4.0 CONCLUSION

With table, some records for example, student’sne could be
entered haphazardly and later sort out in alphedlgtascending) order.

5.0 SUMMARY

Table cells could be merged and split in orderrtivigle additional
information.

6.0 TUTOR-MARKED ASSIGNMENT

Insert 10 x 6 table to reveal information of 10d&nts in 6 subjects.

Choose names and subjects as you like. Sort thesxamascending
order.

7.0 REFERENCES/FURTHER READINGS

French, C.S. (2000Computer Sciencésfifor Colour Press: Gosport
Hants, 5th Edition.

Petroleum Training Institute (PTI), (199®ecture Manual on Word
Processing\Warri.
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UNIT 6 MICROSOFT WORD CONTINUED:
MORE FORMATTING, EDITING
AND PRINTING

CONTENTS

1.0 Introduction
2.0 Objectives
3.0 Main Content
3.1 Borders and Shading
3.2 Creating Documents in Word Pad
3.3 Renaming a File or Folder
3.4 Recycle Bin
3.5 Printing
4.0 Conclusion
5.0 Summary
6.0 Tutor-Marked Assignment
7.0 References/Further Readings
1.0 INTRODUCTION
There are some document formats and edits thatodreo related to the
ones we learnt in unit 4, consequently, this urilitlet us have
knowledge of such formatting and editing of textl amscellaneous
topics.
2.0 OBJECTIVES

At the end of this unit, you should be able to:

. apply colours shading colour to text in order teate distinctive
emphasis

apply page boarder to make the document look &iiteac
create a file in word pad

define Recycle Bin

rename and delete file or folder

print a document.

3.0 MAIN CONTENT

3.1 Borders and Shading

Borders and shading around selected paragrapixtantke a document
looks more presentable with distinctive emphasis page border could
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be used to add beauty to the front page of a docture@ample of Art
border is shown on the first page of this module.

Practice 1
How to add Shading to Selected Text

. OpenMS-Word Tutor File and select only the third paragraph
y Activate theFormat menu, click Borders and Shading

Borders and Shading dialog box like the one belaWwcame out

Click on Shading tabif it is not the
current opened tab at default.

Bnr-_l:l.ers an_ﬁ Shadil.'lg

||
TS T T

Patterns -
Skyle:

Mare Colars. ..

~ =

y Click on any
Borders ] Page Border Shating ]
Fil Freview | colour to select
Mo Fill
W | | colour for
TR T T T Y shading. Black
IEI======= colour is chosen
EREEEEEE here.
BT EC AT

Click on thedown
/facing arrow to
choose whether to
apply to paragraph

L ces TS ~ |

] = ' or text. In this case
it is applied to text.

Shove Toolbar | Horizontal Line. .. | a4 | Cancel |

Text after applying
Shading format

Note: If the font colour and the shading colour are faene, change the
font colour to the opposite colour of the shadintpar. For instance
the font colour above was changed to white to lygetopposite of black.

Optional Method

O_nvr_uv @

)

Click on thedown facing

arrow by theHighlight
Icon on theformatting
tools bar. Then click on

Bz u E= -~ anycolour and release
TR W | mere | your finger from the
- BE mouse
EEEEE .
mmmo(m Takethemouse pointer
) " tothe word andiouble
click on it, or hold and

drag across to highlight

i -
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Practice 2
How to add Border to a page

. Place thecursor at anywhere inside the document
g Activate theFormat menu, click Border and shading

Borders and Shading dialog box like the one belaWwcame out.

Click to select and apply
any line styleand colour
just the same way you
applied line borders to
table above

Click on thedown facing
arrow for moreart
borders

Borders and Shading

Borders  Page Border l Shading ]

Setting: | Skyle:
Click on diagram below ar use
buttons ta apply barders /

Click on thedown facing
arrow to specify where
you want the border. It
could be applied to the
Whole page This section
etc. Here it is applied to

Cuskom s 1.4 . . .
. Atk yd this section-First page
% ? % ? % Cpkions. . onIy.

: Click on Optiontab to

width:
18 pt E

Shaow Taolbar | Harizantal Line. .. | Ok | Cancel | get Border and Shadmg
Options dialog box such
as the one below to
specify how you want the

W targin border to appear
Top: ]ﬂ Left: 4t = |_ Click on thedown facing arrow to select

Edge of Page or Text. Note that if you
select Edge of page option, the border
will extend to include the margins.

| Click touncheck Surround headerand

Botton; 1pt = Right:

Measure From:

Options - . .
; . Surround footer options if you do not
I align paragraph barders and W SurroypeHTEader
tahle edges with page border want the border to surround header and
¥ always display in fronk W surround Fooker footer. Here, they are not unchecked.
Eimisin That is why the border on the page of

demonstration above, includes the
Header -MIS in Educ., and the Footer —
page number

Click on OK and the other OK on the

— cascadedtborder shading dialog boxto
carry out your action.
oK Cancel |
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3.2 Creating Documents in Word Pad

We shall create another document (file) which wallalse to practice
rename andfile deletion in WordPad in order to prove to you that your
knowledge of MS-Word Application has covered WordRa | said at
the beginning; you will notice that it is similar MS-Word, but limited
to some few commands.

Practice 3

How to create a Document in Word Pad

. Activate theStart Button

y LocatePrograms

LocateAccessories

Click on WordPad to reveal the WordPad window such as the
one below:

Document - WordPad
File Edit ‘iew Insert Formak Help

Dol S &4 JBE - & |

_'Alial v? _"ID 4| ;\:\-"estern v B 7~ U ) _'glg = iz

For Help, press F1 MUM

. Type the following few lines of text:

Bright some days, good bye, good bye,

Everything passes away, away,

I have nobody to comfort my soul,

| 'd better paddle my own canoe, paddle my own care

. Save it with a name EANOE, just as the same way you saved
for the first time in MS-Word
Close thewvindow(s) so that you can be at your desktop
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3.3 Renaming a File or Folder

Renaming is a process of labeling a file/foldetvanother name. It
does not change the content of the file or foldat,can affect the
location.

Note: Remember that the ideal place to store your fileéders isMy
Documentsfolder. Therefore whenever you want to look foiteayfou

created with any Application Programme, open My oents Icon at
the desktop or from any other place as you migstalier by yourself.

Practice 4

How to rename a File / Folder at the Desktop

. Open My Document Icon atthe Desktop with any method
known to you

Right click on the
File (Canoe)lcon

EpPS

— 2=
File and Folder Tasks ' # L’} Br Joseph
=

mfj Rename this fils

@ Mo this File Y
[D Copy Ehis file: L Open’
&8 Fublish this File b the Edit

Wb Tew
@ “E-mail this File: ——  Print
iy Print this file Scan wit.h VG
¢ Delete this Fils : Open With
Send Ta

ut
Copy

Other Places

@ Deskiop

Create Shortout
Delete
Renarne

Properties

- 18 v Documents

From the pop up
menu, locate
Rename and then
click on it
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You will observe that the cursor is now flashintgiathe last character

of the name of the file like the one demonstrated h—

y Type thenew namee.g.SHIP
y Press Enter Keyon the keyboard or clickmpty spaceoutside
the file

3.4 Recycle Bin

The file(s) you deleted are stored in the recyate A recycle bin is a
holding place for deleted files in windows envircemh Deleted file(s)
is/are not usually removed from your computer Hiis#k until you
empty the recycle bin. This implies that you caniege file(s) you

deleted mistakenly, if you have not emptied youyote bin. This also
suggests that with the view to free up your diskcgpyou must empty
your recycle bin periodically.

Note: Any file deleted at the command prompt or fromopgly disk
does not go to the recycle bin.

Practice 5

How to erase (delete) an Unwanted File or Folder

Follow the same procedures of how to rename abteve i.e.

. Open My Document Icon atthe Desktop with any method
known to you
Right click on the~ile (Canoe)lcon
From the pop up menu, locddelete then click on it.

Confirm File Delete dialog box such as the one Wwelall appear
Confirm Eile Delete x

Are vou sure wol want bo send 'CANOE' to the Recycle Bin?

2

. Click Yesto confirm deletion from the recycle bin dialogxbo

Optional Method

. Click to select thécon or file

y Presglelete keyon the keyboard or chooBeleteoption from
the file menu as the case may be
Click yesto confirm deletion from the recycle bin dialogxbo
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Practice 6

How to recall (restore) the Deleted File

. Open the recycle biiton at thedesktop
. Select thdile you want to restore
* From thefile menu click restore

Optional Method

. Open the recycle biicon at thedesktop
g Right click on thefile then selectestore command.

Practice 7
How to Empty the Recycle Bin

. Open the recycleon at thedesktop
. Activate thefile menu and selecempty recycle bin

Note: Mind the way you use this command because il revilove

everything in the recycle bin, and there is no way can easily regain
any of them.

3.5 Printing

Print command allows you to print out the docunwmt paper. That is
a way of producing the hard copy.

It is good that you preview the document to see havill look like
after printing. In computer jargon, it is called \8MVYG (What You
See Is What You Get).

It is not all the commands in the print dialog lib&t are used to set
your printing.

Practice 8
How to preview a Document before the actual Printig

. Open thadocument (MS-Word Tutor) and click to ensure that
thecursor is inside the document.
Activate the FElmenu and click onPrint Preview or click on

Print Preview icon on theStandard tools bar
The Print Preview window such as the one belowopén
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Click on theMagnifier icon to
zoom so as to see details of the

2l MSWord, Tutor (Preview) - Microsoft Word
dit  Wiew Insert Format  Tools  Table  Window  Help

(R B s - PG & B e A2

]
o

Click on thisclose
button or the
close button at the
top extreme end of
the window in
order to return to
the real document
window when you
are through with
the preview.

g o0 7 0 6 15 0 4 1 3 o0 2 1 1o

Practice 9
How to print a Document

. Open thedocumente.g. MS-Word Tutor ) and click to ensure
that the cursor is inside the document.
Activate theFile menuand click onPrint or EressCtrl + P on

the keyboard. Please do not useRhiat icon on theStandard

tools bar at first printing because it will not give you thant dialog
box for printing set-up.

The Print dialog box like the one below will appear
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Print .
Click on thedown facing

[ Printer -

Tarme! |=;‘-;éHP LaserJet 4 Plus _#| Properties arrow to select printer, if
Status: Idie e } you have more than one
Type: HEL e el — printer installed
Where: LPT1: I Prirtt to fil ) .
Comment: I Marual duplex Click on  Properties to
(Page range 7 [ Copies 7 select orientation under
iﬂ" - plitiber ot bzt 4 : Layout i.e. Portrait or
Current Selecti
e 2 Landscape. ThBaper
" Pages: | E W Collate . .
1 size is also selected
Enter page numbers and/or page ranges . . .
separated by commas. For exarmple, 1,3,5-12 through this medium if it

is onautomatically select

Print what:  {Document hd 48 I
she: | = 5 : Type or scroll to enter the
; 7 afjes per sheet: 1 page -
Print: iAII pages in range j number of copiesyou
Schle to paper size: {W’
_ want a page to produce.
Options. .. (84 | Cancel |

In Page rangesection selectAll - for al the pages to be printedurrent Page -for
the page where the cursor is to be printed $election -to print any selected part;
Pagesif you want to type the particular page number(s) yantwo print.

4.0 CONCLUSION

Any deleted file from the hard disk goes to the yRéx Bin, whereas
flies that are deleted from any removable disk sagHdiskette, flash
disk do not go to the Recycle Bin

5.0 SUMMARY

It is good to print the preview of any documentdsefactual printing to
see how the print out (hard copy) will look like.

6.0 TUTOR-MARKED ASSIGNMENT

1. Define the term Recycle Bin
2. Explain the procedure you can use to rename afildy
Document’s folder.

7.0 REFERENCES/FURTHER READINGS

French, C.S. (2000Computer Sciencesfifor Colour Press: Gosport
Hants, 5th Edition.

Petroleum Training Institute (PTI), (199®%)ecture Manual on Word
ProcessingWarri.
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MODULE 3

Unit 1 IT and MIS in Education
Computer Spreadsheet Management Using MS-Excel

Unit 2 MS-Excel Continued: Formatting and Editing of
Unit 3 Worksheet Data
MS-Excel Continued: More Formatting and Editing of
Unit 4 Worksheet Data
Unit 5 Microsoft Excel Continued: Database

Microsoft Excel Continued: Charts

UNIT 1 IT AND MIS IN EDUCATION

COMPUTER SPREADSHEET MANAGEMENT
USING MS-EXCEL

EXCEL WELCOME SCREEN AND FEATURES
CONTENTS

1.0 Introduction

2.0 Objectives
3.0 Main Content

3.1 What is Spreadsheet Management?

3.2 What is Microsoft Excel (MS-Excel)?

3.3 Means of Navigation within a Worksheet

3.4 Entering Worksheet Data to Create a Document

3.5 Saving, Closing and Opening Books (Documents)

3.6 Editing the Content of a Cell

3.7 Columns’ Widths and Rows’ Heights

3.8 Selection or Highlightment

3.9 Clearing and Deleting Cells, Rows and Columns
4.0 Conclusion
5.0 Summary
6.0 Tutor-Marked Assignment
7.0 References/Further Readings
1.0 INTRODUCTION
Spreadsheet contains a grid of rows arranged irbews(1 2 3 etc) and
columns arranged in letters (A B C etc). The moshmon application
programme under Spreadsheet is Microsoft Excel B®&el).
Since it is a window based application, particyl@nmong the office of
windows operating system, it shares some simiarivith other
application programmes especially MS-Word. Themfor areas where
such similarities are obvious, mere mention willnbade without
detailed explanation or illustration.
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2.0 OBJECTIVES
At the end of this unit, you should be able to:

. define what is spread sheet management and thatubefiof

MS —Excel

load Excel and recognize the Welcome screen envieom and
features

define columns, rows, work book, worksheet celld eange of
. cells

. enter worksheet data to create a document
. edit the content of a cell
. adjust columns’ width and rows’ height
select various parts of a worksheet such as colurons, cells,
* range etc.

delete columns and rows
Insert rows and columns and worksheet.

3.0 MAIN CONTENT

3.1 What is Spreadsheet Management?

It is application software that contains table effsarranged in the
matrix of rows and columns. The most evident posfespreadsheet is
its ability to handle calculations very fast. Exdegpof spreadsheet
software are Quarto pro, Lotus123, Microsoft Ex&elpper Calc,
Supper project, K- Speed, Plan Perfect etc; anabiltese, we shall use
MS-Excel as our application.

3.2 What is Microsoft Excel (MS-Excel)?

Microsoft excel is a spreadsheet management sadtioarcalculating,
organizing, analyzing, and presenting data in weri@rms. Among
others, it is meant for business management, finhnanagement,
scientific and statistical use of specialized fumrts and graphs.

There is a worksheet to manipulate and analyzesiatfa as numbers,
text, and formula. With chart, you can quickly metsyour worksheet
data graphically using either two—dimensional  (2-Dpr
three-dimensional (3-D) chart types. While databdaeilities make it
easy to conveniently sort, search, and managee &nount of
information on a worksheet, using standard databpseations.

Indeed, Microsoft Excel is very important in infaatton management in
education because it helps to generate and andétaen a special way
to give useful information.
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Practice 1
How to Load Ms-Excel

. Cold boot the computer and after it has finisheoting
successfully and when it is at the desktop, then,

Activate theStart button to bring out thestart menu

Locate Programmes(All Programmesin Office XP) and click
on MS-Excel

Optional Method:

. Open theV! el Shortcut Icon  on the desktop or on
the Taskbar , if it is created

After clicking on Excel using any method above, Wedcome screen
such as the one bellow will come out.

. Minimize Button
Title Bar

Cell Menh Bar Regtore Button
_[E{#lose
= I Eil= Edit E_iz_aw Insert Forfat - Tooks Deba  Window |Help r ,__t_ﬁ'_l Itton
J| S L-10v|_31y|§§ | & 7
begas ske|lsaed o-
He & =
A E | 5] Pl
2 i v
= M
a1 g |
5.
b
o P
3 — .
g Active
I Cell
11
12
13
14
_k4 ¥ [ sheet1 (Sheetz 7 Shests / =] | ¥ 1
JvaﬁdAumshaDesv\\DOdrjﬂi' - - A E.fd‘ev|
[ i — S— SR
QS“'}(N | mex | @Dn ||| @& B =3 =) ) e B |&Qj #Fam 1252EM
4
\\ \ /l // /I
Sheet Tab / . .
Sheet Scrol Status Bar Drawing Vertical
Bar Task B Tools Bar ! Scroll Bar
Row Heading
Horizontal
Office Scroll Bar
Assistance

Excel Welcome Screen
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The tools bars that you will work with in Excel aienilar to the ones in

Ms-Word. Therefore, only those that are peculigExcel alone are
given vivid explanation here.

|' 9 ﬁ[w:i'

Reference Bar and Formula Bar

The Reference bar and formula bar are joined tegethis the bar
below the standard or formatting tool bar as the=gaay be.

The Reference bar displays the active cell whezecthisor is e.g. G9 in
the reference bar above and below. It is alsod&lEme Box.

2'
z
4
=
o}
4
-]
Py
=}
]
Ml
i
il
®
32

i
=
-
BE
4
)
¥
1]

. When referring
_G9 M # to the cell entries
in Excel, you call
thecolumn
headingandrow
heading but not
the content. For
instance, you call
C4 in order to
refer to kobo.
Likewise you say
E6 in order to
refer to naira
Thecolumn heading (G)androw heading (9)of theactive cel arehighlighted with

blue or dark colour.

|(.D'UZI-"--ID'.I M o= kD=

=1

Note: Thecolumn headingscan take any case i.e. upper or lower case.
For exampleA8, TS5 andP12or a8, t5 andpl2

The formula bar at times displays some icons ssaaacel % enter
¥, sign of equality = orfunction sign & depending on the task the
user is doing.

Theenter iconserves the same purposeeoter key on the keyboard.

Also, cancel iconperforms the same function B&c key or Del keyon
the keyboard. The moment you start typing or editall data, the
formula bar becomes active.

Mouse Pointer

This shows where the next action will occur when gbick the mouse.
It takes the shape of &ibearh  when it is in the formula bar or cell that

R
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is edited. Itisa cell pointer when placed over a cell; and an
arrow when you point at graphics, status bar, menu lao)ldar etc.

Columns/Rows Headings

In Excel, the columns are arranged in alphabeticddr i.e. A-IV and
the rows are in numerical order i.e. 1-65536. Alets they may set the
columns headings on numerical number same as Wseheadings as
you can see from the figure below; and this mayfussyou when
referring to cell entries. If yours is like thagwycan change it as
follows:

Practice 2

How to set the Column Headings to take Numerical oAlphabetical
Value

. Activate theTools menuand click onOption command from the
pop-up menu

The Option dialog box such as the one below wadlsh

1 - ....
=8 Options
_3 Color 1 International ] Save ] Error Checking 1 Speling ] Security ]
g. Yigw ] Calculation ] Edit | General 4 Transition 1 Cuskom Lists Chatt
5' Settings N
T_ rw:i I Prompt For workbook properties Click onGeneral tab
g [ Ignore ather applicaton —Reaide Feedhack with sound :
9 E v Function boaltips I Zoom an rall with InteliMoose Uncheck the
: 1? ¥ Recenthy used File list: m entries “Web Options. ., Reference Style
12 ; || under Settings
13 Sheets in new workbook: [3 5‘5 .
14| Standard font: [aial ~] =s=:[tc =] || ClickonOK to effect
1 g Default File location: |C:'I,Documents and Settingsiuser ity Documents your action
'1?' Ak startup, open all files in: |
_-1 8 User name: |user
19
20
21 oK | Cancel
22
Practice 3

How to view the last Column/Row

I I Hold down theControl (Ctrl) key and tap th&ight Arrow key
e

in order to see thiast column
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o ‘Hold down theControl (Ctrl ) key and tap th®own Arrow key

&
i— in order to see thiast row

Workbook: A workbook is a collection of worksheet in Micads
Excel; it is the file in which you work and storeur data. Because each
workbook can contain many sheets, you can orgara@eus kind of
related information in a single file.

Worksheet: Is the primary document for the storage and madaimun
of data; it is always a part of the workbook. Wdr&st is for listing and
analyzing data. You can enter and edit data onrabwerksheets
simultaneously and perform calculation based da ftam multiple
worksheets.

Usually, it holds texts, figures graphs etc. Eadnksheet is a
rectangular grid 0265 columnsand65,536 rowswhich form the cells.
Once excel is loaded or invoked, a worksheet vélpbesented to you to
work with.

Cell: A cell is an intercept of rows and columns (i.&ene a row and a
column meet). Hence the entire worksheet is agrizells. A cell can
contain word, numeric values, symbols, formulaathimg. Each cell is
identified by a cell address format knownGdumn - Row format e.g.
Al, C3, E4, oiRow - Column format. The content of a cell is identified
with its address

Range A range is a rectangular box that comprises nusnbkcells. It

is identified or noted with the first cell addressparated with colon and
the last cell address e.g. A1:D8 In other wordss, & reference that
relates to more than one cell. Most often in otdgrerform some
specific task you may need to define or specifgraye to be used.

The method of referring to a range is by calling fiinst cell and then the
last cell. For example, in the figure below the tans occupy cell B4,
C4, D4, E4, F4, G4 and H4. Since it is a rangd,tpke the first cell and
the last cell and separate them with a colon (Yangples are shown
below:

42 ) a6 a4 28 95 2

B4:H4
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3.3 Means of Navigation within a Worksheet

To move cursor from one cell to another use the arrow keys

4 to move the cursor to the desired cell.

Or

Simply place thenouse pointerin the cell you wish to move to and
thenclick. Also Enter key andTab key could be used to move the
cursor down or left and right.

3.4 Entering Worksheet Data to create a Document

You can enter constant values and formulae into a worksheet. A
constant value is a data that is typed directly antell without attaching
any cell reference name to it. It can be a numeiae; letters, date,
time etc.

On the other hand, a formula is a sequence sestifiction coded for
calculation. It is made up of constant values, ilrences names,
functions or operators that produce new values feaisting value.
More of formulas will be seen later.

In excel,page setups not necessary at the beginning; you might set up
the page by the time you are about to print.
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Practice 4
How to enter Data into a Worksheet

. Click on any cellyou want to enter the data into — in this case,
cell Alto typesurname Then use any of the navigators to move
to the next cell you want to type in.

Note that the cursor will not blink until after ytxave started typing
unlike MS-Word. Please do not jump any cell evendh the entry in
the preceding cell spreads across the one you watype in, ignore it
and continue your typing.

A B c D E F G H
1 |SURNAME FIRST NANE MIDDLE NAME | ENG LANCMATHEMASOCIAL 5 HOME ECONS
2 [OJEYEMI  BIOLA FAITH 15 58 92 35

3 |ADADU PIUS JAMES 39 £8 2 16

1 |OKAFOR  WIVIAN ADA 54 B4 &7 57

5 [JACKSON TITLAYO — SAMUEL B2 43 £8 75

B IVERE JOHN SOLOMON 18 19 7 £7

7 |OKAFOR  FRANK 47 15 76 47

8 [BELLO SARAH BIOLA B &7 48 47

5 TOPE OMLARA  MUYIBAT 47 kG 54 12
10| vAHAYA  SULE MAKAMA 47 £9 47 45 |
11 [TOCHUKWU EZE 45 47 23 %

12 |[EGIEGBA  PAUL Do 49 78 45 46

13 |[OKAFOR  CHIAMAKA  CECELIA 54 £8 * 24

14 |ADEBAYO  AARON ANDREW 2 49 72 2

16 [MENSA | AMENKWE 48 65 58 24

16 |ASHIRU | DAHATU ISAH 46 46 56 57

17 | NJOKU CALISTA  EBERE &7 78 58 &7

18 |RASAQ  TITILOPE 45 58 49 54

13 |PETER BASSEY  EDIDIONG 82 59 75 56

20 |OKAFOR  BENJAMIN  EMEKA 57 57 54 47

21

2

3.5 Saving, Closing and Opening Books (Documents)

In every windows application programme particuldhgse ones — MS-
Word, MS-Excel, MS-PowerPoint and MS-Access) tltahe with the
Office; the procedures of saving, closing and opgfiiles are the same.
Therefore refer to MS-Word for the explanations

Just as we did in MS-Word, we shall use a commarerta save it for

the first time for easy reference. The name you maesis:Excel
Tutor.

3.6 Editing the Content of a Cell
MS-Excel is not like MS-Word where you can easiiijt éext after
typing. Any attempt to edit cell entry without bging out the cursor

first, will delete the entry. However, cell entriesuld be edited through
the formula bar for convenience sake.
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Practice 5
How to edit cell entries

For example the content of cell B9 is not corrétie content supposes
to be OMOLARA. Letter O is missing. In order to athé missing
letter, follow the methods below:

Click on theparticular cel you
avial -1 - B 7 U SE==8B $ %, wanttoeditB10 inthis case
5 — EE' OE'-AF"A VC\ . . that contain®©OMLARA ). It will
1 |SURMAME  FIRST AHE  MIDDLE MAME NCMATHERZ appear on the formula bar
2 [OJEYEMI BlOLA FAITH 53 |mmed|ate|y you click

3 ADADU PILS JAMES 39 g )

4 |OKAFOR WM ADA, 54 g4~ Move themouse pointer to the
5 |JACKSON  TITILAYPD SAMUEL 62 43 ;

& IvERE eI e = 15 formula bar anq when |F takes
7 [OKAFOR  FRAMNK 47 45 |-Beam shape click to edit the
§ |BELLO SARA BIOLA 81 67
3 |ToPE [CMARE_IMuviBaT 47 5 entry
10| YAHAYA  SULE MAANMA, 47 59 i

11 | TOCHUKWU | EZE 5 a7 Optlongl Method
12 EGIEGEA | PAUL upo 49 7a  After clicking on the cell, press
13 |OKAFOR  CHIAMAKA  CECELIA 54 58

14 ADEBAYO  AARON ANDREWY 28 4 F2key onthe keyboard or
15 |MENSA AMENKWWE 48 g5 double click the mouseo bring
16 | ASHIRU DAHATU ISAH 46 65 o
17 | NIOKU CALISTA  EBERE 47 75 outthe cursor for editing
18 |RASAG TITILOPE 45 58
19 PETER BASSEY EDIDIONG 82 &9
20 |OKAFOR | BEMJAMIN  EMEKA 57 57

Note: If you want to type a new entry to replace antexgsone, just

click on the cell and start typing. No need for youook for cursor or
go to formula bar for editing.

3.7 Columns’ Widths and Rows’ Heights

Worksheet Column Widths and Row Heights can besaelLito fit the
content of the cell in a similar way of adjustiadplie Column Widths

and Row Heights in MS-Word. You can observe fromFireld
headings above that some of the field headingsaréully displayed
e.g. ENG. LANGUAGE, MATHEMATICS, and SOCIAL STUD&
etc.

Although there are several methods of adjustingi@al Widths and
Row Height, but we shall restrict ourselves tostmeplest method
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Practice 6

How to adjust Column Width and Row Height

Move the
> = = T ¢E__——F— Mouse pointer to the
1 |SURMAME  FIRST MANE MIDDLE NAME ENG.LANIMATHEMASOCIA  border line between
2 OJEYEM  BIOLA FAITH 15 58 the Column headings
|ADADU PIUS JAMES 39 55 betweerD andE as |
KAFOR  VIVIAN ADA, 54 84 (betweerD andE as in
Y NACKSOM  TITILAYO  SAMUEL 62 43 the figure in order to
(=i JOHN SOLOMON 48 49 enlarge or reduce
7 FRANK 47 45 -
g SARAH BIOLA 81 &7 column D i.e. Eng.
5 TOPE OMLARA  MUYIBAT a7 kG Language field
10 YAHAYAN SULE MAKANA 47 53 heading), and when it
11 [TOCHUKWIN EZE 45 47 .
12 |ECIEGEA L uDo 49 78 changes to this cross

shape, therclick, hold
and drag either to the
rightin order to
increase or drag to
the left in order to
decrease the number
of inchesor pixels of
the column.

Note: The number ahchesor pixelsof the particular column or row
will appear as you are dragging.

Move themouse pointerto theborder line between thé&kow
headings betweer3 and4 as in the figure in order to enlarge or
reduce row &nd when it changes to this cross shape, then
click, hold and drag either up in order to decrease or drag down
in order to increase the numberinthesor pixels of the row.

3.8 Selection or Highlightment

Before carrying out most commands and task in Miafioexcel, you
must first select or highlight the part of the wahket you want to work
with. A worksheet selection could be a single cgiyksheet, a range of
cells etc.

The absence of colour from the first cell in a rof cell does not mean
that it is not selected.

Note: You will notice a dark or bluish colour on anyesgted part of a
worksheet.

Practice 7

How to select the

orkshéeet. [ ... B . L
FIRST NANE WIDDLE NAME E

BIOLA FAITH
PIUS JAMES 9 58 24
WA ADA 54 a4 5
TTLAYO — SAMUEL B2 43 58
JOHI SOLOMON a8 49 47
Click on theSelect FRARNK 47 45 765
. G SARAH BIOLA 81 B 8
All' Button in ordenge OMLARA  MUYIBAT 47 8 £
to select the Whole & SULE AKANA 47 59 47
EZE 45 a7 73
Worksheet The g PAUL UDo 49 78 5
Select All Buttonis CHIaMAKA  CECELIA ad 58 35
AARON ANDREW 29 49 72
the empty cell the ENIAWE I e ca

arrow is pointing at ~—
i.e. the cell by the

left of A and above

1
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How to deselect or erase any Selection

Click any part of the worksheetor pressany arrow key on the
keyboard.

How to select a Single Cell

. Click on thecell you want to select and that makes the particular
cell the active cell (a cell that is currently saél). And the
address is always found on the cell reference bar.

Practice 8

How to Select Entire Row

LA | B | = __Db__|_E—""Click on therow heading
1 SURMAME  FIRST NANE MIDDLE NA TENOMATHEMS _
2 |OJEYEMI  BIOLA 45 58 i.e. 1,2,3etc. In this case,
3 |ADAD JAMES 39 55 i
FOR___ WIvIAN ADA E4 B4 RF’W_A' IS selec.ted'by
6 JACKSOM TITILAYD  SAMUEL B2 43 clicking on4 which is the
B |IYERE JOHN SOLOMON 43 19 row heading
T [alFs S =raln] Crahklls Lird A
A B [ & [ 6 [ E [ Incaseyouwantto select
1 SURNAME FIRST NANE MIDDLE NAME ENG.LANCMATHEME!  more tharone rowafter you
2 |OJEYEMI  BIOLA FAITH 45 58
3 PlUS o have selected the
4. ADA 54 g4 first row, hold down the

TITILAYD SAMUEL B2 43 .
JOHM SOLOMON 15 49 shift key, and then . drag
FRAMK 47 45 through the other adjacent
SARAH BIOLA Bl BY
5 TOFE OMLARA  MUYIEAT Iy ¥ 'ows. Forexample, after
10 [YAHAYA  SULE MAKAMA 47 £9 selectingrow 4, hold down
44 TSN IEAN T ETE ac AT

the shift key, and then drag

] through8. Vice versa
Practice 9

How to Select Entire Column

= = = q—{—( Click on thecolumn heading i.e.
| 1 |SURMAME FIRST MAME MIDDLE MAME [ENG LANEMATHEMZ: A B, Cetc. In this caseolumn
2 |OJEYEMI  BIOLA FAITH 15 &5 . .

3 |ADADU PIUS JAMES 39 58 D IS Se.leCtGd by clicking .OB
TOK-"—‘\FOR WA ADA 54 a4 which is thecolumn headlng.
|5 |JACKSON  TITILAYOQ SAMUEL B2 43

& |IVERE JOHN SOLOMON 48 49

7 |OKAFOR  FRAMNK 47 45

| & |BELLO SARAH BIOLA 81 &7

9 |TOPE OMLARA, MUYIBAT 47| 38
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—AM In case you want to select more
1 [SURNAME [FIRSTHANE MIDDLE NAME ENG.LANGMATHEMZ
5 0JEYEMI |BioLA EAITH #| sz thanone columnafter you have
|3 |aDaDU PIUS JAMES 9 58| selected the

4 |OKAFOR  [viviAN ADA 54 B .
5 [JACKSON [TITILAYD  SAMUEL 52 43 firstone, hold down theshift
B [IYERE JOHN SOLOMON 45 43 key, and then drag through the
|7 |OKAFOR  |FRANK 4 1 4 er adiacentol F
8 |BELLOD SARAH BIOLA 81 g7 Other adjacencolumns For
9 |[TOPE OMLARA  MUYIBAT 47 3  example, after selectirgplumn
L Mol M “1 % D, hold down the shift key, and

_ then drag througB. Vice versa.
Practice 10

How to select a Range of Cells

A B | £ N E Click on thefirst cell. In
1 [SURNAME _FIRST NANE MIDDLE NAME _ENG.LANCM i
2 [DJEYEMI  BIDLA FAIT 5 58 this caseA2 is the first
3 |apapu JANES 39 58 cell
|4 |OKAFOR — WIwian ADA 54 84 '
5 [JACKSON  TITILAYD SAMUEL B2 13
B |IYERE JOHR SOLOMON 48 43 Hold down themouse
7 |OKAFOR  FRAMK *;1 15 button and drag through
58 |BELLD SARAH ElOLA ———— i
5 TOPE OMLARA  MUYIBAT 47 38 the other cel surttil you
10 YAHAYA  SULE IMAKARA, 47 59 get to thdast cel; in this
11 | TOCHUKWU EZE 45 47

caseD8.
3.9 Clearing and Deleting Cells, Rows and Columns

Clearing and deleting are two ways of removing diatan the
worksheet. Clearing a cell includes clearing theteots, formats, notes
etc assigned to that cell, but leaves the cleag#drow or column in the
structure of the worksheddelete keyon the keyboard, also performs
same function with the clear command in the edihm®n the other
hand, Delete command inthe Edit menu or Shortcut menu,
completely removes the cell, column, row from tlesipon including
the content and any format assigned to it.

Practice 11

How to clear Cell Contents, Formats, and Notes

. Load the document Excel Tutor
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| A g 1 B = i i
| 1 |SURNAME [FIRST NAME JWIDDLE MAME ENG.LAMMATHEMS SC Right click on the .
2 [OJEYEMI  |BIOLA FAITH column, row heading
3 |ADADU PIUZ Ty ;
— Cut 5
T4 lokaror [vivian s gr cell. In this cgse_B
5 |JACKSON  [TITILAYO Copy i.e. column headingis
& |IYERE JOHMN used as an example.
7 |OKAFOR  [FRANK
(6 EELLO  |samAH From the pop-up
9 |TOPE OMLARA Inert menu, locate clear
10 |YAHAYA  |SULE Bokete .
11 [TocHUKwU |EZE = contents and click on
12 |EGIEGBA  [PaUL | clear Compents it.
13 |OKAFOR  [CHIAMAKA Farmat Cells... 54 58 .
(14 |ADEBAYD |AaROM i P 19 Alternatively, select
15 [MENSA ABAEMIME = ol 4 B5 column B and then
1B |ASHIRU DAHATU Hide 45 45
17 NIOKU e —_ o = pressdelete keyon the
18 |[RASAQ LT S ———— - 58 keyboard
The result of the
database after clearing
the contents is shown
below:
A B c D E F G i i
1 |SURNAME y MIDDLE MAME | ENG.LANCMATHEME SOCIAL STHOME You will notice that
2 |OJEYEMI r FAITH 45 53 the contents in al
3 ADADU
1 OKAFOR the selected cells
5 JACKSON
& veme are delete_d but the
7 | OKAFOR column still
g BELLO BIOLA [ 57 43 47 : f
3 [TOPE MUYIBAT &7 e 54 12 emains intact.
10 TAHAYA IAKANA 4 59 4 45 Please remember to
11 [TOCHUKWU 4 47 23 P .
12 |[EGIEGEA uDo 19 78 45 s click theundo Icon
13 |OKAFOR CECELIA a4 58 35 24 E_:|
14 ADEBAYO J, ANDREW 3 43 72 2 on the
15 |MENSA 43 65 a8 24
standard tools bar
or pres<Ctrl + Z to
. bring back the
Practice 12
actice contents.

How to Delete Cell, Columns and Row

. Load the document Excel-Tutor
& [ B [ o [ © Right click on thecolumn,
1 SURNAME FIRST NANE MIDDLE NA) TANIMATHEME  row heading or cel. In this
g- '%EAEEM 2l JAMES ;g gg cased i.e. low headings
EMN B0 = g4 Uused as an example.
g B0 [SAMUEL From thepop-up menu
BBy Copy ! Skl o locateDeleteand click on
7= 1K 5
g &H g7 I
e RA 38 Optional Method
1“5 Inserk s i? Selectrow 4
1! UDo 49 7g  Activate the Edit menu
1! Clear Contents  wAKA | CECELIA 54 58| and then click oelete
135 il ANDREW 28 43 _
1§ Earmat Cels. .. e T 2 command from thepop-up
1E Row Height... TU 158H AR A5 menu.
1y Hide 8TA EEERE 47 78 The result of the database
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T A B C O E You will notice that the contents

1 |SURNAME FIRST NANE MIDDLE MAME ENG.LAMCMATHEMZ and the entire row are deleted.

2 |OJEYEMI  BIOLA FAITH

3 ADADU PIUS JAMES Note: Do not let the 4 which is

4 |OKAFOR LA ADA, ;
= L ncikaon. TTILAYS SAMUEL the row heading confuse you.

& |IYERE JOHN SOLOMON Row or column headings are not

7 OKAFOR  FRANK deleted. And to prove that the

8 BELLD SARAH BlOLA ;

e e i entire row was deleteq, F:heck
10 YAHAYA  SULE MAKAMA the records oOkafor Vivian

11 |TOCHUKWU |EZE Ada that were in row 5; where

12 [EGIEGEA |PAUL  UDO are they now? They are now in

row 4.
K1 onthe

Please remember to click thado Icon

standard tools baror pres<Ctrl + Z to bring back the

row and the contents.
Note: Excel deletes the row or column and shifts o#tgacent rows
and columns in the worksheet to fill the space.

4.0 CONCLUSION

Cell could be edited through the formula bar, gresghe F2 key or by
double clicking the mouse to get editing mode efahll.

5.0 SUMMARY

All windows application programmes have common rodtbf
executing some commands. For instance Cut, Copag, &Hose, Undo,
Redo etc have the same procedure of applying thesaary windows
application programs.

6.0 TUTOR-MARKED ASSIGNMENT

1. Differentiate between a workbook and worksheet

2. Explain the following terms

0] Cell (i) Row (ii) Column (iv) Range

3. Mention the keyboard keys you should press if yamiio see

the last Row and Column of worksheet.

Mention any toolbar that is peculiar to MS Excetomparison
with MS-Word. Compare and contrast the menu baf$fWord
and Ms-Excel.

7.0 REFERENCES/FURTHER READINGS

French, C.S. (2000 omputer Sciencdsfifor Colour Press: Gosport
Hants, 5th Edition.

Petroleum Training Institute (PTI), (199®ecture Manual on
Word ProcessingyVarri.
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UNIT 2 MS-EXCEL CONTINUED: FORMATTING AND
EDITING OF WORKSHEET DATA

CONTENTS

1.0 Introduction
2.0 Objectives
3.0 Main Content
3.1 Inserting Rows and Columns
3.2 Inserting a New Worksheet
3.3 Renaming Worksheet
3.4 Worksheet Protection
3.5 Deleting Worksheet
3.6 Hide and Unhide Commands
3.7 Filling Data
3.8 Series
3.9 Aligning Worksheet Data
3.10 Text Orientation
3.11 Formatting Text Font, Bold, Italics Coloudadnderline
4.0 Conclusion
5.0 Summary
6.0 Tutor-Marked Assignment
7.0 References/Further Readings
1.0 INTRODUCTION
You will learn in this unit more commands that y@an use to edit and
format a worksheet. Also you will learn how to sawee when typing
data that have preset fillings in Excel.
2.0 OBJECTIVES

After you have studied this unit, you should beesabt

. insert rows, columns into a worksheet

. insert a new worksheet and rename worksheet
protect and delete a worksheet

hide and unhide columns and rows

fill preset data

align worksheet data

change the Orientation of text.

150



EDA 842 APPLICATION OF MANAGEMENT INFORMAION SYSTEM
(MIS) EDUCATION

3.0 MAIN CONENT
3.1 Inserting Rows and Columns

After you have entered data on the worksheet yoywant to insert

blank columns/rows in order to create room for mkata or to include
more empty space in the data area

Practice 1
How to Insert Rows or Columns

. Load the document Excel Tutor

We shall insert 3 rows to enter the general heaslilog the database

& | E | E | b | E | F | >Selectthdirst three rows
SURMAME  FIRSTHANE MIDOLE NAME ENG.LANCMATHEMZSOCIAL 5
OJEYEM  BIOLA FATH 45 58 #2 > Right click on any part of
lapapy PS¢ cw EL 58 24
4 [OKAFOR — WVIAN g 54 84 57 theselected areaand then
5 JACKSOM  TITILAY = = B2 43 58
5 IVERE JOHN (B pase e 19 b IoF:ate In.sertcommand and
7 OKAFOR  FRANK  paste special... 47 45 76 click on it.
8 |BELLO SARAH B 57 45 )
9 TOPE OMLAR: A7 ] 54 The result of the database will
10 YAHAYA  SULE | Delste 47 53 47 now be like the immediate one
MJTOCHUISHDIEZE | oo L
: e T B & I E | Clickoncell Aland
-
| type SKY LIMIT
2| SECONDARY
4 [FRNAME AME  MIDOLE NA] LAN(MATHER
5 UJEYEMI  BIOLA TH 45 SCOOL
.? 'giigga \Pr:gffw JA%“XE 2 Click oncell A2 and
B JACKSON TITLAYO SAMUEL type IGBOBI ROAD,
9 |IYERE JOHN SOLOMOM YABA, LAGOS
10 |OKAFOR  FRAMK .
11 BELLD SARAL BIOLA Click oncell A3 and
12 |TOPE OMLARA MUY IBAT type FIRST TERM
T IV A AVA L] | KAMLSARAN EXAMINATION
A B C D E
1 | 5KY LIMIT SECONDARY SCHOOL ' Result of the database
2 IGBOBI ROAD, YABA, LAGOS i
3 |EIRST TERM EXAMINATION . after typing the
4 SURNAME FIRSTNANE MIDOLE NAME ENGLANMATHEMS  general headings
5 |OJEYEMI  BIOLA FAITH 45 58
5 ADADU PIUS JAMES 3 8
7 OKAFOR  WIWIAN ADA 54 B4
B JACKSON  TITILAYO SAMUEL 62 43
5 IVERE JOHN S0LOMON 48 48

Let us assume that one of the subjects (INTRO TE&h$) forgotten,
and YOU are required to enter the data between MBWATICS and
SOCIAL STUDIES. The marks, starting from the fissadent to the last
are as follows: 40, 36, 67, 72, 44, 28, 39, 50,831,72, 49, 33, 74, 49,
53, 47, 39 and 50.
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L B £ | B | E ETL [ H |
CONDARY SCHOOL
= T T | T Select column F

1
| 2 ), YABA, LAGOS
3 EXAMINATION ] Yot that contains
|4 FIRSTNANE MIDDLE NAME ENG LANCMATHEMASOC, | Social Studies
| & |BIOLA [FAITH _ 45 58 = I
5 |PIUS JAMES _ 39 &8 J |~ Locate Insert
T VIVIAN ADA, _ 54 B4 / | command and
B |TITILAYD SAMUEL _ B2 43 X | click on it.
5 |JOHN SOLOMON 48 45 | et |
10 | FRANK ' ' ' 47 45 Biie © Enter thedata
11 |SARAH BIOLA, 81 &7 % supplied above in
e - ear Conkents
12 [OMLARA  MUYIBAT | 47 38 | the new column
13 |SULE BAAKAMA 47 59 Eormat Cells..
EFiSS ' ' 45 47 el i

f A | E 3 D E F G
1| SKY LIMIT SECONDARY SCHOOL | o —— - Result of the
2 |IGBOBI ROAD, YABA, LAGOS database after
3 |EIRST TERM EXAMINATION I [ inserting a
4 |SURMAME |FIRST MANE MIDDLE NAME ENG.LANCMATHEMAINTRO TELSOCIAL 5 HO
5 (OJEVEMI | BIOLA FAITH 5 58 40 Y] column to enter
B |ADADU PIUS JAMES ] 58 *® 24
7 |OKAFOR  WIVIAN ADA 54 84 E7 57 the data of Intro
8 |JACKSON | TITILAYO | SAMUEL 52 43 72 58 Tech that was
9 |IYERE |JOHM SOLOMON 48 49 44 47 forgotten
10 |OKAFOR | FRANK 7 5 28 7B
11 |BELLOD SARAH BIOLA B B7 3 8
12 |TOPE (OMLARA  MUYIBAT &7 g 50 54
13| YAHAYA  [SULE MAKAMA &7 59 B &7
14 [TOCHUKWU EZE 5 £ 84 3

ar lmmimema o [NlaTal an G = ar

3.2 Inserting a New Worksheet

At default, Excel provides three sheets, however gan insert more
sheets as you wish whenever the need arises.

Practice 2
How to insert a Worksheet

. Activate theinsert menu
. Click worksheet

Look at the sheet tabs on the scroll bar, you wititice that they are
now four, and sheet 1 is no longer the first sheallow the

F[ocedure below toearrange the sheets in order

2|
4 4 » i\ Sheet4 Sheetl {Sheet2 { Sheet3 & 1<l

lurur:lr-tr:dhng E3 Microsaft Excel - KoL,

Click on thesheet tab— sheet 4 in this case,

then hold and drag until where the mouse pointat teeposition you
want to drop it — i.e. after sheet 3in t agmu will notice that the

mouse pointer will change to this shape“ as you are dragging.
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22 |PETER |BASSEY EDIDIONG | a2 59 39 75
73 OKAFOR _|BENJAMIN _EMEKA s 57|  sn| s  Resultofthe
W <> »il\sheet1 (Shesta { Sheets { Sheetd / |« database after
fedy rearranging
the sheets

3.3 Renaming Worksheet

Worksheets are often renamed based on the datatadylding for
easy identification.

Practice 3

How to rename worksheet

f . .

) 1 PO | =" Right click on thesheet taband
15 |EGIEGBA SR i . . ; .

16 OKAFOR Delete ELIA — Click rename option

1? i_‘xD_E BAYD Renarne - z T 5 T H H H H

18 [MENSA = _ _ 48 You will notice a dark highlight on

19 ASHIRU Mowe oriopy: 46

20 NJOKU Select Allsheets  1E 47  thesheettab.

21 |RASAQ 45 o

22 |PETER Labiolorz: ONG _ gz Typethe new name - inthis case
23 OKAFORV |6 ewcode K& 5. JSS 1 ExamsPress any of the 4

o4 » v Shee ) geta { Sheetd / . .

e arrow keys to get the insertion mode

for editing

22 |PETER [BASSEY EDIDIONG g2 N fth
23 OKAFOR  BEMJAMIN _EMEKA 57 ature of the
M 4 » n155 1 Exams { Sheetz { Sheets { Shestd /

database after
renaming the
sheets

Ready

I L-_El 'E:a;:n:»gi iJrnnElE_r' i

3.4 Worksheet Protection

Worksheet protection enables user to prevent unaadd person to
have access to the worksheet data. Therefore, pesssvnecessary and
not optional as the computer may suggest.

Practice 4
How to Protect Worksheet

. Open thevorksheet
. Activate thetools menu
* Locateprotection and clickworksheetoption
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The protect sheet dialog box such as the one beitwome up.

| ¥ Protect worksheet and content ocked cells
1 Password ko unprotect %

A Allow all users of this worksheet bo:

Type thepasswordyou would like to
pnotect e sheet Rleaseienstre that it

. A5, 58 4 92 3\
is wiitten gomewhere. o -
CI@( OK. Bg“hen ﬁée Cogg‘lrm ?;

e O (Tl Select locked cells Cunflrm Passwurd ad
| |™ select unlacked cells Reenter the
| I Format cells Reenter password to proceed.
[ Farmat columns [ r — paSSWOI’d
T | Farmat rows .
i | Insert colurnns here again.
[ Insert rows Caution: If you lose or Forget the password, it cannat be Please
[ Insert hyperlinks recovered, It is advisable to keep a lisk of pésswords and . .
I Delete columns their corresponding workbook and shest names in & safe maintain the
J I Delete rows Li place. {Remember that passwords are case-sensitive.)
2 rsame case.
| W\C/'I Click on
OK

Attempt to enter data or delete the existing onkaiNs the message”?
Practice 5
How to remove Worksheet Protection

. Open thenvorksheet
y Activate thetools menu
* Locateprotection and clickunprotect option

The unprotect sheet dialog box such as the onenbeith come up.

Unprotect Sheet

Type thepasswordthat you

password: [P A have used to protect the sheet
[a]4 Cancel | here
Click onOK

Attempt to enter data or delete the existing orarads it possible now?
3.5 Deleting Worksheet

This command allows you to remove a worksheet frioenworkbook.
And bear in mind that once you execute your commtrete is no way
you can reverse the action.

If the sheet contains data, the office assistanlidarng out a warning

message of the inherent danger of deleting a slygetre the warning if
you really want to delete the sheet. However, bearind that there is
no way you can recover the sheet.
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Practice 6

How to Delete Worksheet

e - - - met.. T Right click on thesheet tab

18 [ o= w | —inthis casSheet 4that

17 . :

15 Rename contains nothing.

EE) | | _ Move o Copy... Choosedeleteoption

20 | Seleck Al Sheets | . .

21| = - | You will notice that the sheet
Tab Calar,., . .

= - - - will be deleted automatically.

23 | » - " i i & Wiew Code

o4 » mf 1551 Exams £ Sheetz { Sheets ', Sheecr

Ready

3.6 Hide and Unhide Commands

Columns and rows are hidden in order to bring otodumns/rows
outside the screen view into focus instead of 8ngpthe scroll bars. It
makes entries of records within a database veryaruant that has

many field headings that may not be at focus ae@wen though the
monitor size is 15 inches and above. However, yooureveal the
hidden columns or rows anytime you need them biygugie unhide
command.

Practice 7

How to Hide Column(s) or Row(s)

A | B . € . G
SKY LIMIT SECONDARY SCHOOL

1
| 2 |IGBOBI ROAD, YABA, LAGOS \

| 3 |EIRST TERM EXAMINATION & o Select thecolumn
| 4 |SURMAME |FIRST NAME MIDDLE MAME |ENGLAES Copy Esocms .
5 |OJEYEMI  BIOLA [FAITH g2 (S) or row(s).In this
| B |ADADU PIUS JAMES = E: 24| case, columnb, E
7 |OKAFOR  Wivian ADA 7 57

5 JACKSON  TITILAYO  SAMUEL O ' zg_andF are selected
| 9 [IYERE |JOHN SOLOMON . 4 47| Right click on the
10 |OKAFOR  FRANK E ] 76 :

11 |BELLO |SARAH 'BIOLA Clear Contents 9 s, Selectegportion

12 |TOPE OMLARA MUY IBAT T— D/EEVChooseHide

13| VAHAYA  SULE MAKAMA A 47

14 [TOCHUKWU [EZE 90'““:%/:1 23

|15 |EGIEGBA  |PAUL (¥als} Hide z 45

1B |OKAFOR  [CHIAMAKA [CECELIA R a kL

|17 |ADEBAYO | AARON ANDREW e 72

18|MENSA AMENKWE 45 B5 74 58
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L A | B €
W_ISKY LIMIT SECONDARY SCHOOL
2 |IGBOBI ROAD, YABA, LAGOS
EIRST TERM EXAMINATION

You can see that after

3
4 |SURNAME |FIRST NANE MIDDLE NAME |SOCIAL S HOME ECONS column C, the next
5 [0JEYEM|  BIOLA FAITH 5 * one iscolumn G.

B |ADADU  PIUS JAMES 24 P

7 IOKAFOR  WIVIAN ADA 5 5 That tells you that
B [JACKSON  TITILAYO SAMUEL 58 75 columns D, Eand F

are hidden.
Optional method

. Select thecolumn or row
y Activate theformat menu
Locaterow, column

Click onHide command

Practice 8

How to Unhide Rows or Columns

A B
OJEYEMI  BIOLA FAITH ! ! % Sg_'ect thewo
ADADL PILS JAMES 54| adiacent

5

B | lumns/rowsby th

7 IOKAFOR  VIVIAN  fADA )

B JACKEON  TITILAYO Sl $ cut _in this casegolumns

'19D gIEEII:EDR LILORZEK SDLD Copy C and G. Please if you

11|BELLO SARAH BioLs B Paste Fidon comrows
52 hidden columns/rows,

12 |TOPE CIMALARA, AL Paste Special... select thavhole

13| vAHAYA  SULE MAKE | worksheet
x— 1

14 [ TOCHUKWL EZE Right click on the

15 |EGIEGBA  PAUL UDo Delsts selectecortion
16 |OKAFOR  CHIAMAKA |CECE  cear Coptents _
17 |ADEBAYD  AARON ANDR |, Chooselnhide
18 IMENSA  AMENKWE B Eormat Cals.. command
19 |ASHIRU  DAHATU 1SaH Colurnn Width, /
20 |NJOKU CALISTA EBER L
21 |RasSAQ TITILOFE o
22 |PETER  BASSEY  [Epip)l  Wohid
TR ANWARFOR BFEL LA RAIN EhiFLN =4

Optional method

. Select theadjacent row or column by the side of the hidden one

. Activate theformat menu
Locaterow or column
Click unhide option.
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3.7 Filling Data

Excel provides easy way of filling the precedingedia the next cell(s)
instead of typing it.

It saves time that would have been spent on regytiia same entry. It is

also evident in filling series of data that havesat filling in Excel e.g.
days, months, serial numbers etc.

Practice 9

Please click on sheet 2 tab for the following picaitexercises

How to Fill in the Cell with the Contents above i

5SS

AR
=

TheFill Handle is TheMouse Pointer TheMouse omter

at the right bottom changes to a small cross changes to an arrow when

angle of the CUSOr.  \yhen it gets to the Fill  You right click to drag and
Handle. fill other cells.

Type Good in cell B2 as shown below

A B [ ¢ Click, hold and drag the

1
el Cosd e fill handle through cells; you
i | intend to fill the value with.

B | As you drag, you will notice

g the
2 /value at the bottom of the fill
1;1 handle. Immediately you
13 == release the mouse button, the
2 cells will be filled with the

T a R value as revealed by the right
. e

> e side figure

3 Good

4 Good
5 Good

B | Good

7 Good

g Good

g | Good
0| Good

11 Good
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Optional Method

Type John in cell B2 and use the following proceduo repeat it in
cells C2 and B3 respectively.
If you want to type John in cell C2,

[ A E | ¢ 5]

1 - - [ position the cursor in the cell and press
2| John ! Ctrl + R.

3

[ g | And if you want to repeat it in the cell

Bl below, i.e. cell B3, position the cursor

g . in the cell and presstrl + D..
Practice 10

How to Fill Days and Months

Let us assume that you want to start typing days ffuesday to
Thursday the following week or months from Januarfugust the
same year; follow the method below to do that.

Type the first value in any cell of your choicenthis case, Tuesday
and January or the short forms (Tue and Jan).

I . E | © D
B c | 0 Click, hold and ] T Result after
Tuesday H
Tussday | o drag the Vit releasing the
fill handle Thursday mouse
Friday
through the cells | [Saturday |
H Sunday
until yOl-J reach i [Mandas |
the desired day; Tuesday
Wednesday
then release your Ty
mouse
Thursday
B 5 T - T & T £ T F [ 5 T &
—
2 Jan |
‘ i \ =
Click, hold and drag thgl handle through
the cells until you reach the desired day
month; then release your m&is
1 A B | ¢ | b | E | F 6 | H | Result after
2 an Feb Mt Apr May Jun Jul Aug releasing the
3 mouse
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3.8 Series

Series are certain data that have preset fillinglicrosoft Excel.
Practice 11

How to fill series of Numbers

Let us assume that you intend to enter studentsil seimbers from 1 to
90

Type the first number e.g.1in the cell where youninta start

— = — - Right click on thefill [ B [ ©
L i e i handle, then hold and ;
g-- Copy el | drag to select other 3
- | Fil sere | cells you want to fill. p
5| Fill Earmattinggly Release the mouse 5
L Lol button to see the pop- g
9 | N Up menu such as this; 9
1? i then click on 1?
g Fill Series 12
14 [ You will notice that the 13
lg | selected adjacent cells }g
Iz series.., | are now numbered 16
2. 4 serially. This is evident %

from the result of the
demonstration by the
right

Please extend your
selection to many cells
for more understanding

3.9 Aligning Worksheet Data

By default,texts are automatically aligned to the left in a celimbers

are aligned to the right and logical and error values are centered.
However, you can format cell entries and text dihel the data are
aligned the way you want — left, right or centeaafell. You can also
extend characters across range of cells; rotateategss columns etc.

Practice 12
How to Merge and Center Cells Entries

The three general headings of our database arefarstéek practical
exercise. Note that the general headings entremarells A1, A2 and
A3 respectively; and the database last column iheétefore, if you
want to spread the headings across the colummegt®zich heading
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starting from the first cell through the last cell,from the last cell

through the first cell and click on merge and cefden
formatting tools bar.

Other alignment buttonL

A [ B [ € =
1 SKY LIMIT SECONDARY SCHOOL
2 IGEOBIROAD, TABA, LAGDS -1
3 [EIRST TERM EXAMINATION
4 |SURMAME FIRST MAME MIDDLE NAME |ENG.LAN(MATHEMAINTRO TELSOCIAL 5 HOME ECt
5 |OJEYEMI  BIOLA FAITH 15 a8 0 92 3
6 ADADU PIUS JAMES 3 58 3 24 46
7 OKAFOR  WIWIAN ADA 54 84 &7 57 a7
B [JACKSOM [ TITILAYC SAMUEL g2 43 72 &3 75
3 [IYERE JOHN SOLOMON IE 13 14 17 a7
10 |OKAFOR  FRANK a7 15 2 76 a7
11 |BELLO SARAH BIOLA &1 &7 39 13 47
12 |TOPE OMLARA MUYIBAT a7 s &0 54 12
13 YAHAYA  SULE MAKAMA, 7 23 81 17 45
14 | TOCHUKWU EZE 15 A7 B 23 25
15 |[EGIEGBA  PAUL uno 43 78 72 15 15
16 |[OKAFOR  GHIAMAKA [CECELIA 54 a3 49 35 24
17 ADEBAYD  AARCN ANDREW % 43 33 72 2%
18 IMENSA AMENKWWE 458 E5 74 53 24
19 |ASHIRL DAHATU ISAH A5 46 49 53 &7
20 |NJOKU CALISTA EBERE a7 78 53 &3 a7
21 [RASAQ TITILOPE 45 53 47 49 4
22 |PETER BASSEY EDIDIONG g2 a3 39 75 56
23 |OKAFOR  BEMJAMIN  EMEKA & &7 &0 &4 47

on the

For example select
therange of cells
(A2:H2) and then
click onmerge

goetgenter Icon

== on the
formatting tools
bar.

Please do not
select the three
headings at the
same time.

can be used to align text to the

left center and left of the cell. We have seendhirdMS-Word already.

A..

SURNAME
OJEVEMI
ADADU
OKAFOR
JACKSON
IYERE
OKAFOR
BELLO
TOPE
YAHATA
TOCHUKWU
EGIEGBA
OKAFOR
17 ADEBAYD
MEHSA

19 ASHIRU
20 HJOKU
21 RASAQ
22 |PETER
(23| OKAFOR

\4|m|m L b=

]

(%)

=

=

|U:| -4|m

B e o [ E T F T & [ H ]
SkY LIMIT SECONDARY SCHOOL
IGEOBI ROAD, YABA, LAGOS
EIRST TERM EXAMINATION
FIRST NANE MIDDLE NAME |ENG.LANCMATHEMAINTRO TECSOGIAL SIHOME E
BIOLA FAITH 45 55 ] 57 35
PIUS JAMES i 55 36 24 4
VIVIAN ADA 54 84 67 57 i
TTILAYE  SAMUEL B2 43 72 55 75
JOHN SOLOMON 43 43 44 47 57
FRANK 47 45 26 76 &7
SARAH BIOLA a1 By 38 18 &7
OMLARA  MUYIBAT a7 E: 50 54 12
SULE MAKAMA, 47 53 81 47 45
EIE 45 &7 84 23 25 bar.
PAUL uno 49 7 72 15 45
CHIAMAKA  GECELIA 54 55 9 35 24
AARON ANDREW 78 43 33 72 78
AMENIKWE 43 55 74 55 24
DAHATU  ISAA 46 45 P a5 57
CALISTA  EBERE a7 75 53 55 a7
TITILOPE 45 55 47 19 51
BASSEY  EDIDIONG &2 54 e 75 55
BEMJAMIN  EMEKA 57 57 50 54 47

3.10 Text Orientation

, For example select the
range of cel s (D5:H23)
that contain the numeric
data and then clicteen
Align center Icon -

on theformatting tools

Please do not select all
the general headings at
the same time to merge
and center.

Text orientation is a way of changing the directadriext to any angle
(0°—90) of your choice. It is good for field headings whee database
contains many field headings that are needed irsheet of a hard

copy.
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Practice 13
How to change the orientation of text to take diffeent angles

. Select thecellsthat contain théield headingsor select thevhole
row. In this caserow 4 is selected.

Activate theformat menu

Click onCells

The format cell dialog box like the one below widme up.

; T B CI|ck. qn theAlignment
ool : ] | | | tab, if it has not opened
= Mumber  Aligre@Em Fontk: Border | Patterns | Protection
4 _|5URNAME ERST, T |1 at default.
5 ;OJEYEN" BlOLA, Text alignment Orienkation )
£ |ADADU PIUS Harizontal: Click on thered button,
7IOKAFOR  VMIAN|  [Geners =
8 JacksON  TTLAY oo SaEN " then hold and drag to
SRR IO Hie = take any angle either u
10 |OKAFOR  FRAN bottan = G yang P
11 [BELLO SARAH e (+ve) or down (-ve).
12 [TOPE OMLAR .
13 YAHAYA  SULE Ta’jt_ﬁ::;' - Note that yours will be at
12 'E%?EHCL%JS&W Ef\EL I shrinkto fic [ O,
S | m Il 1 |
1B OKAFOR  [CHIAMY - Also, you cartype or
ight-to-left
17 |ADEBAYD  AARQ .
16 MENSA  AMENH It drecton scroll to get the required
19 |ASHIRU DAHAT] Context -
20 MJOKL (CALIST angle.
21 RASAQ  TITILOA Click onOK to execute
22 |PETER BASSH [ oe | cancel .
22 lAAEnD RERI 1A Q yOUI‘ action
A | B £ ] E F G H
1 SKY LIMIT SECONDARY SCHOOL
k| IGBOBI RDAD, YABA, LAGOS Nature of the
3 FIRST TERM EXAMINATION database after
wm . .
i & @ i .  Orientation
LUl = = e aes = =
w = % ) e o = [=]
= < = = = = 5 @ Note: You can take
S = = 3 s ] £ w . .
& a a e g = S Z  any orientation as
4| @ [ = w = = i3] T .
5 [OJEVYEMI  BIOLA FAITH 45 58 40 a2 £ you like. For
& |ADADU FlUS JAMES EZ] 55 *® 24 45
7 (OKAFOR  [WiAN ADA, 54 84 &7 5 57 example, take
§ |JACKSOM TITILAYO SAMUEL 7] 43 72 5 75 -90 and 45and see
9 |IYERE JOHN SOLOMON 48 49 44 7 57
10 |[OKAFOR  |FRANK 47 45 28 76 47 the result.
11 BELLO SARAH BlOLA 81 &7 e 48 47
12 [TOPE (OMLARA  MUYIBAT 47 B 50 54 12 Please selecow 4
13 [YAHAYA  SULE IAAIAMA a7 59 51 47 45 and center a|igned
14 [TOCHUKWU | EZE 45 47 a4 z 2% . .
15 EGIEGBA  PAUL uoo 49 78 72 45 45 thefields headings
15 [OKAFOR  CHIAMAKA  CECELIA 54 58 49 * 24
17 |ADEBAYO | AARON ANDREW 2 43 kX 72 2

3.11 Formatting Text Font, Bold, Italics Colour ard
Underline

The procedures to format text font, bold, italicsocir and underline in

MS-Word is the same in MS-Excel. However, for theger method,
activate the format menu, click on cell option &nel cell dialog box we
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used above for orientation will come up. Click amFEtab and carry out
your formats as usual.
Practice 14

I Select thgeneral headingsapplybold format and increase the
font sizeto 14

il. Select thdields’ headings applybold format and increase the
font sizeto 12

A B & 8] E F G H
i SKY LIMIT SECONDARY SCHOOL
2| IGBOBI ROAD, YABA, LAGOS
5 FIRST TERM EXAMINATION Nature of the
w . o database after
1T} = " .
w = 3 2 T 5 Z  applying the
w -4 = o = &) = o
= < =z z = m » o  above
= Z ol < im '5 - E ified
= = . I =X
£ b 8 2 £ 2 g 4 specifie
41 @ fra = i} = Z 7 I formats
5 |OJEYEMI BlOLA FAITH 45 58 40 92 35
& |ADADU PILS JAMES = 58 36 24 46
7 |OKAFOR WIAN ADA 54 B84 B7 57 57
8 JACKSON  TITILAYO SAMUEL B2 43 72 55 75
g IYERE JOHM SOLOMON 43 43 44 47 57
10 (OKAFOR FRARK A7 45 28 76 47
ﬂBELLO SARAH BIOLA, 21 B7 39 48 47
12 ' TOPE OMLARA MUY IBAT A7 38 50 a4 12
13 [VYAHAYA SULE hAARARA, 47 53 81 47 45
14 :TOCHUKWU E7E 45 47 84 23 25

4.0 CONCLUSION

Rows and column could be inserted into a data fumseore
information whenever the need arises

5.0 SUMMARY

Excel database could be protected to prevent uoanéd person to
have access to it. Although password is optioh#, necessary because
somebody can have access to the database withoukyowledge if
password was not used. The user himself may nablgeto have access
to his data if he forgets the password, therefore are advised to write
password in a secrete and safe place.

6.0 TUTOR-MARKED ASSIGNMENT

1. What is the disadvantage of deleting a workshesh fa

workbook?
2 Describe the position where the fill handle is keckin the mouse
3 pointer.

You are asked to number a series from number 10-Tifpe 1
(one) in any cell and then use the fill handleiltale other
numbers i.e. 2 —-100.
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UNIT 3 MS-EXCEL CONTINUED

MORE FORMATTING AND EDITING OF
WORKSHEET DATA

CONTENTS

1.0
2.0
3.0

4.0
5.0
6.0
7.0
1.0

Introduction
Objectives
Main Content
3.1 Copying, Cutting and Pasting Data
3.2 Undo and Redo Command
3.3 Sorting Data
3.4 Assigning Number Format
3.5 Formatting with Borders
3.6 Formatting with Pattern or Shading
3.7 Header and Footer
Conclusion
Summary
Tutor-Marked Assignment
References/Further Readings
INTRODUCTION

In addition to what you had known in Ms-Word on htmapaste copied
and cut text, also to use the paste command inlFxasition the cursor
in the first cell where you want the range of exgrand then activate the
paste command. Additionally, this unit consideradshg, number and
orientation formats of selected cells.

2.0

OBJECTIVES

At the end of this unit, you should be able to:

164

paste copy or cut cells entries

sort data either in ascending or descending order
assign number formats

apply pattern or shading format

apply border to selected cells

use header and footer for more information.
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3.0 MAIN CONTENT

3.1 Copying, Cutting and Pasting Data

The same approaches of how to copy, cut and padtetMS-Word are
still applicable here. However, the aspect of howdste copied /cut
data is highlighted below because of some sligff¢rdinces.

Practice 1
How to copy or Cut Text

Load yourdocument (MS-Excel Tutor)
Let us copy the content of ceBd:D9 to sheet 3to occupy a range of
cells —starting from cell C3.

Select theange of cel s

A E | € IS E E .
1 SKY LIMIT SECONDARY SCHOOL— ¥ 'Qae”g 0 copyer Z‘:tt
2] IGBOBI ROAD, YABA, LA Commaf p pznown o you
FIRST TERM EXiM ION to copy or cut the selected
o & cells.
il % g o T Hint: y%n useopy
w z g ] = (3] ) .
= < =z = = ic or cuticon
< Z w =L L gﬂ.
z = = - I o
X @ = 2 = T4 on thestandard
> 14 = - < E
4| @ fra = il = = tools bar.
|5 [OJEYEMI  [BIOLA FAITH 45 58 40 o _
B |ADADU FlUE JAMES 39 55 36 You will notice ashaking
7 |OKaFOR  [wnian ADA, 54 B4 B7
|8 JACKSON [TITILAYD — SAMUEL B2 43 72 border around th S_e_leCted
3 [IYERE JOHH SOLOMON 48 43 44 cells. Do not panic, if it is
10 0KAFOR  [FRANK 47 45 23 still there after pasting,
pressEsc (Escape) key
Practice 2

How to paste Copied or Cut Text

Since you were asked to paste the contestiarting from cell C3, just
place your cursor igell C3as shown below:
|t E e o | F Place the cursor icell C3and use any
- paste commandknown to you to paste the
i copied or cut cells E

Hint: You can usgaste icon on the
standard tools bar.
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3 B c o £ E This is the outcome of the
1 pasted cel s in sheet 3
2
] The message | want to pass
w = .
w E = across is that you should
= 2 < not bother how you paste
E o ﬁ copied or cut cells; even
o] : .
& a 2 though a whole sheet is
3 L. = w copied, just place the
1 BIOLA  [FAITH 45 ! )
= PIUS JAMES 9 cursor in the first cell
B | WIVIAM ADA 54 where you want the copied
7 TITILAYO SAMUEL | E2
5 JOHN  SOLOMON 48 or cut cel s to start and
3| then paste.

3.2 Undo and Redo Commands
Please refer to the notes on undo and redo comniamdS-Word
3.3 Sorting Data

Sorting data in MS-Excel is similar to sorting Teldlata in MS-Word. It
is used to rearrange data in a worksheet eithéabhgtically or
numerically in ascending or descending order, &myeaetrieval of data
or reference to data.

Practice 3
How to Sort Data

. Select theange of cells you want to sort. In this case, we shall
sort the whole database. Therefore start your s@hefrom the
first field heading and drag to the last cell tbamtains the data
of the database. Example of how to select the databefore
sorting is shown belowRlease do not include the general
headings.

Note: Some of the subsequent databases are incompteiadeeof the
9Corientation of the fields’ headings. Therefore, whould not follow
exactly what is in the book whenever the whole loiada is referred to.

It is what the screen could display by the timeais copied that you are
seeing here.
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A B ] E 65 T & T 7 T & 1 57 Clickonthe
! SKY LIMIT SECONDARY SCHOOL :
o IGBOBI ROAD, YABA, LAGOS first cell (A4)
FIRST TERM EXAMINATION of therange,
o i then hold and
L
w = = - T S 2 14 il th
" 2 2 3 E 5 2 g rag until the
Z z w € & £ o m | selectiongets
: § 8§ 3 £t g &
x i g g g E 2 & | to thelast cell
4| @ s = i = = (7] I
5 |OIEYEMI  BIOLA FAITH 45 55 40 a2 35 (H23)_
B IADADU PILIS JAMES 29 58 26 24 AF
T |oKAFOR  vivian ADA 54 g4 &7 57 57 Please do not
|3 HACKEON TITILAY O SAMUEL B2 43 72 58 75
3 |IYERE JOHH SOLOMON 48 43 44 87 57 use theaow
| 10 |OKAFOR FRAM 47 45 28 7B 47 )
11 |BELLO SARAH BIOLA 81 57 39 48 47 heading (4) to
| 12 |TOPE OhALARA MWL IBAT 47 a8 L] fd 12 .
13 [YAHAYA  SULE WIAKANA 7 59 81 7 45 select. It will
14 | TOCHURWL EFE 45 47 B4 23 25
select the
. From thedata menuchoose sort. whole row.

The Sort dialog box such as the one below will come

Click on thedown facing arrow

St by : () arrow by the side ddort by
= éscend‘d“iig box if you want to use another field
Then by heading apart from the default one,
| ";gi'dgg and then select the field heading

Then by : from the drop down list.

! o s Select eitheAscending or
bEew Descendingas the case may be.

(¢ Header raw ™ Mo header row

o, | o | e | Click OK.

The result of the database after sorting it in agtg order is revealed

below. Have you noticed something? Look at the Barnames —
Okafor. In line with theirfirst names, who comes first? Benjamin of
course!
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A E C D E F G H
w w

ul 2 3 % o

w = 3 E I 3 pd

w = =< o s %) = o

= < < pd = w ® O

< Z w < i ~ - w

pr-d = = — I o < w

& 2 8 g E | E | 8|83

4] ® T = i = < 7] I

5 |ADADU PIUS JAMES 39 8 S 24 45

5 ADEBAYO |AARDMN ANDREW 28 49 X 72 28

7 ASHIRU DAHATU ISAH 4B 45 43 56 &7

& BELLO SARAH BIOLA g1 67 39 48 47

9 [EGIEGEA  PAUL uDo 43 78 72 45 48

A0 |IYERE  JOHN SOLOMON 48 49 44 47 &7

11 JACKSON  TITILAYO SAMUEL B2 43 72 58 75

12 MENSA  AMENKWE 48 E5 74 58 24

13 | NJOKL CALISTA EEERE 47 78 &3 58 &7

14 DJEYEMI  BIOLA FAITH 45 ] 40 92 £

15 [OKAFOR WIVIAN ADA 54 84 B7 57 57

16 |OKAFOR  FRANK 47 45 28 76 &7

17 |OKAFOR  CHIAMAKA — CECELIA 54 ] 49 35 24

18 |OKAFOR  BEMJAMIN  EMEKA 57 57 ] 54 47

In order to sort the first names in ascending order, select thevhole
databasejust as you did the first time.

Activate theData menuand click on Sort command to give you Huoet
dialog box again.

3 / Click on thedown facing arrow

() arrow by the side dfhen by
box to select the field heading (First
Name now) from the drop down

= ascending

i Descending‘\ I|St
Then by \
,—Ll  fscending . .
F bescerding Select either Ascending or
A Descendingas the case may be.
% Header row T Mo header row
Options. .. | (0] 4 I Canicel CIICk OK

The outcome of the database after usingt Name field heading to
sort is shown below. What is the situation of tHeafors now? The first
names are now in alphabetical (ascending) order.
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*
m
o
m
T

F

] G .
" P TheFirst
(L] 17} w
i = < 9 . B8 2 Nameofthe
'—

o =Z z e = it 7 8 tudent

< =z w < E o - w stuaents

z b o s E € 3 Y whose
. 3 & = & = z § @8
|5 |apapu PIUS JAMES ke 5A 3 2 % | Surnames are
E |ADEBAYO  AARON ANDREW 2 49 k] 72 P
7 ASHRU  DAHATU  ISAH & % 4 & 57 Okafor are
5 |BELLO SARAH BIOLA ] &7 EE] 18 a7 .
3 [EGIEGBA  PAUL uno 43 7A 72 45 46 now in
10| IYERE JOHN SOLOMON 18 43 T} 7 57 .
11 JACKSON  TITILAYO  SAMUEL B2 EE] 72 58 75 ascending
12 [MENSA  AMENKWE 1B B5 74 58 2
13[NJOKU  CALISTA EBERE 47 78 53 58 87 order
14 [OJEYEMI  BIOLA FAITH 15 58 40 CF 5
15 |OKAFOR  BENJAMIN  EMEKA 57 57 50 54 a7
16 |OKAFOR  CHIAMAKA  CECELIA 54 58 49 * 2
17 |OKAFOR  FRANK 7 45 P 76 47
18 |OKAFOR  WIVIAN ADA, 54 &4 &7 57 57
selneTen o o T ——— = e =

Note: You can still sort the third time in a situatiomere the surname

and first name are the same. For instance letaigvasthat we have the
following surname, first name and middle name sagh

Ayodele Oluwole Pius

AyodeleAhmed Sadiq

Ayodele Oluwole Babajide

Ayodele Kemi Shola

Ayodele Oluwole Femi.

In this case you will notice that after sorting 8ezond time, Ayodele
Oluwole Babajide will not be properly arranged. fidfere, you have to
sort the third time as usual in order to arrangentiddle name

Optional Method

. Select theange of cellsyou want to sort as explained under first
method - £
. Click on theSort Ascending Icon on the Standard Tools

Bar in order to sort the rows in ascezﬁfding order.
A

. Click on the Sort Descending Icon on the Standard Tools
Bar to sort the rows in descending order.

Limitations of the Optional Method

I It does not provide room for selection of a differ&ield
heading. It uses only the default field heading.

There is no room for selection of second or thodt sven though
some of the names are the same.
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3.4 Assigning Number Format

In Excel, all cells use the general number fornsatha default format.
However, you can format a range to take the foyoatwant in terms
of numbering, date, currency etc.

Practice 4
How to assign a Number Format

Open MS-Excel Tutor document you have saved. Select sheet 2 or
sheet 3 to do the exercise.

First, to prove that Excel does not comato digits beforereal digits if

it is not a decimal number, click any cell and typed0001, then press
Enter key or click any cell. What do you notice®elnains only 1.

Realizing that Excel does not recognize zero (QiX thefore the real

digit, and you want to prepare a database thahhambering such as
0001, 0002, 0003 etc, format the cells that wKktéhe numbering to
text.

Select the emptgellsyou want to format. In this case column B
is selected

c | o | E | F
Activate theFormat menu and
click oncells
Or right click on theselected
area and then click offormat
cels
The format cell dialog box such
as the one below will come up.

=

[}

s

g}

)

o

o
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Click on theNumber tab, if it has
not opened at default.

Format Cells

Forit ] EBorder ] Patterns 1 Protection]

Categary: |sample- Select any format option. In this
Humber ~ ! /case,T ext format is selected
Currency 1

Accounting General Format cells have i

Date specific number C“Ck Ok

Time
Percentage
Fraction

Type0001in cellB1 now and press
?Eiftntiﬁc Enter key or click any cell. Is it
i # there?
Place the cursor back in the cell, then
right click on the fill handle and
drag through the other cells to your
desired number.

Click onFill Series

Ok | Cancel |

3.5 Formatting with Borders

Although Excel Worksheet is in form of a table irsMVord, it does not
mean that the lines borders between Columns andsRosvprintable.
They are just gridlines to guide the user. Witheny border format, you
will get a plain sheet as your output after prigtin

Click on sheet 1.e.J S S 1 Exam sheahd use the database for the
practical exercise

Selectonly the aredhat contains the data including thegeneral
headingsl,Examplle of such selection is shown below:
A B &

GO E R e
0 SKY LIMIT SECONDARY SCHOOL
5 | IGEOBI ROAD, YABA, LAGOS Please ensure
3 | FIRST TERM EXAMINATION
- that your
g o w
= < o 8 o | selection
4 3 2
= = =z = z m ® o | covers every
3 c 5 35 & 5 2 g
= b a & & & = 2 | part you want
D .
= 14 2 = < E o o
ER T = = 2 = = o < | to format
| 5 |ADADL PILS JAMES 39 58 36 24 4R
5 |ADEBAYO  AARCR ANDREW 28 49 33 2 28 i
|7 |AsHIRU DAHATUY ISAH 15 16 43 56 57 with borders
| 8 |BELLO SARAH BIOLA a1 B7 39 45 47
| 9 |EGIEGEBA  PALUL {5 i) 49 7 72 45 45
10 IVERE JOHM SOLORMORN 45 49 44 47 a7
|11 [JACKSON  TITILAYO SAMUEL B2 43 2 58 75
|12 |MENSA AMEMNENVE 45 55 74 55 24
|13 DU CALISTA EEERE 47 ] 53 55 a7
14 {OJEYERI BIOLA FAITH 45 58 A0 92 35
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Practice 5
How to work with Borders

Activate the format menu choosecells to give you Format Cells
dialog box like the one below:

(L3 - Click onborders tab, if it has
not opened at default.

Select Line Style —in this case,
thick line for outside borders

and single for inside borders.
Click on buttons or picture to
— apply borders just the same way
--------- —_— we formatted tables with

Text Taxt borders in MS-Word

Color:

Format Cells

Murnber | Alignment ] Font Patterns ] Protection ]

Presets

Qutline lﬁéide i
EBorder

Click onOk command

Aukormatic -

The selected border skyle can be applied by clicking the presets, preview
diagram or the buttons abowe,

Ok I Cancel |

A B C D E | F G H
: SKY LIMIT SECONDARY SCHOOL Result of the
2 IGBOBI ROAD, YABA, LAGOS database after
3 FIRST TERM EXAMINATION formatting it

w0 .
) % ii] with borders.
= < o =} & . .
" g E 3 E é = § Print Preview to
=
5 z w < & = - w check whether
z = a - I 2 = o
'_

= & =] o = = o = there are borders
4 o i = i} = =4 n I or not
5 [ADADU PIUS JAMES 39 58 36 24 4B :
B JADEBAYD |AAROHN ANDREW 28 49 33 72 ]
7 |ASHIRU DAHATU I1S4AH A6 A6 49 56 57
8 [BELLD SARAH BIOLA 81 B¢ 39 48 a7
9 [EGIEGEA PALL (8]n]e] 49 70 72 45 45
10 IYERE JOHN SOLOMON 48 49 44 47 57
11 JACKSON  (|TITILAYO SAMUEL 52 43 72 58 75
12 MENSA AMENEWE 48 G5 74 Fals] 24
13 [NJOKU CALISTA EEERE A7 78 53 55 a7
14 [OJEYEMI BIOLA FAITH 45 53 40 o2 35

3.6 Formatting With Pattern or Shading

Patterns are used to apply colour to selected icetieder to lay
emphasis on certain entries in a database.
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Practice 6
How to format with Patterns or Shading

. Select thecells you intend to format with patterns/shading — in
this case, select only thefield headings and format them with
yellow colour.

A | E | 2 = [ [ [
1 SKY LIMIT SECONDARY SCHOOL
2 IGBOBI ROAD, YABA, LAGOS
3 FIRST TERM EXAMINATION
w : @
w = & = »  Selectedields
] = ) E I ) Z .
w Z < T} = 3] = g  headings
= <L = = = L 0w (5]
o = LU < ) = =k L
pd = = — I o = w
5 2 g e & | E (g (|2
4 7] [ E i = = (7 I
5 [ADADU FIUS JAMES EE] 58 36 24 46
'B_ ADEBAYO  |AARON ANDREW 28 49 23 72 28
7 |ASHIRU DAHATU I1SAH 4B 46 49 56 57
. Activate theformat menu and click oells or right click on the
selected Cellsand clickFormat Cells Option.
The format cells dialog box will come up
'Furmat Cells Click onPatterns tab, if it has
Murmber ] alignment ] Font | Border  Patterns | Pratection ] not Opened at default.
e | _Selectany colour or your choice
Mo Colar T to apply shading. This gives
EEEEEENEE ordinary shading colour
TIRNE N ) )
NN Click on thedown facing arrow
l

= <l Jied |__by pattern box to select pattern
colour shading.

Sample

Click on Ok command when you
are through.

Pattern:

(574 | Cancel
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A B 7 B | E F G H
1 SKY LIMIT SECONDARY SCHOOL Outcome of the
2 IGBOBI ROAD, YABA, LAGOS , ,
3 FIRST TERM EXAMINATION Fields Headings
w o after formatting with
g g 3] % ® yel ow shading
w 5 5 E I 3 z
L 2 Z 2 g & b 2 colour.
o = w < i = - w . .
= = =l | I fa} < w Mine is on grayscale
74 ® = o P © 0 =
35 4 o 4 o E =] =] colour because of
4 2] L = L = = " I
5 [ADADU FILS JAMES 38 58 6 2 46 the print out of the
6 |ADEBAYOD |AARON ANDREWY ] 49 55} 72 ] book
7 IASHIRL MIAHATL 154H 4R 4R 49 AR A7
Optional method
. Select thecell or range of cell(s)
. : . & .
. Click on the Fillcolour icon === either on the formatting toolbar
or on the drawing toolbar.
. Click onany colour of your choice.

3.7 Header and Footer

In MS-Word, header and footer was seen to give nmfogmation such
as page numbering, footnotes etc about the docunmeBkcel the
method of application is quite different from Woklso, header and
footer cannot be noticed on the worksheet exceptoymt preview or
print the hard copy of the worksheet.

Practice 7
How to format worksheet to have Header or Footer

. Activate theView menu and click orHeader and Footer
command

The page setup dialog such as the one below waéap
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Page Setup

Page ] Margins ~ Header[Footer l sheet ]

Print. ..
Prink Preview
/ J Cpkions., ..
-

Cuskorn Foaker. .. ]

Header:

](none)

Cuskom Header. .. ]

Foaker:

R |
| |

[ 1

Cancel ]

[ =

| Toformat text: select the text, then choose the Font button.
1 Toinsert a page number, date, time, file path, filename, or kab name: position the

insertion point in the edit box, then choose the appropriate button.

2 Toinsert picture: press the Insert Picture button. To format vgueftture, place the

APPLICATION OF MANAGEMENT INFORMAION SYSTEM

Click on eitherCustom
Header or Custom Footer
to apply the header or footer
of your choice.

Here, Header is chosen.
And when you click on it,
the following header dialog
box will emerge

It has three sections that can
be used for different
headers. Click on any
section you want to use. It is
not compulsory that you
must use the three.

Click on thisfont
button to format
any of the headers,
o but you have to
select it first

3 cursot in the edit box and press the Format Pictureketon.
" @_] @JEJEI L‘ Click on Ok
Left section; enter section; Right section; In the Header
MIS in Educ &[Page] MNOUN d|alog box
Click to type Click on butto Click to type before you
4 | Al
s- oo
|
B ? igg%ﬁ\(o \ oK Canel ) g
e \ Setup dialog
box

Click on thispage numbering buttonto apply page
numbering. Note that you will not see the numbenng
figures. What wil appear is: & [Page]. You wil esthe
real numbers in Print Preview or in hard copy.

4.0 CONCLUSION

The line border in excel worksheet, are grid liheace they are not
printable. Therefore any part of a worksheet whenelers are expected

to show must be formatted into boarder

5.0 SUMMARY

Worksheet entries could be entered anyhow undengnitie
arrangement, because it is possible to arrange der in ascending
or descending order based on any field headingof ghoice.
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6.0 TUTOR-MARKED ASSIGNMENT

1. State the limitations you encounter if you usesbe icons on
the standard tools bar to sort a data base

Explain the procedure you would take to format vebeet into
header and footer information

2.

7.0 REFERENCES/FURTHER READINGS

French, C.S. (2000Computer Sciencésfifor Colour Press: Gosport
Hants, 5th Edition.

Petroleum Training Institute (PTI), (199®ecture Manual on
Spreadsheet ManagemeWtarri.
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UNIT 4 MICROSOFT EXCEL CONTINUED
DATABASE

CONTENTS

1.0 Introduction
2.0 Objectives
3.0 Main Content
3.1 What is a Database?
3.1.1 Database Management System (DBMS)
3.2 Parts of a Database
3.3 Editing a Database
3.4 Formulae
3.4.1 Types of Formula
3.4.2 Samples of Excel Formula
3.4.3 AutoSum Command
3.5 Functions
3.6 Filtering a Database
3.6.1 Custom AutoFilter
3.6.2 Wild Cards
3.7 Printing
4.0 Conclusion
5.0 Summary
6.0 Tutor-Marked Assignment
7.0 References/Further Readings
1.0 INTRODUCTION
The usefulness of database in the administratievefy organisation
can not be over emphasized. In this unit, you sak how a database is
created and used to get information as fast asipess
2.0 OBJECTIVES
After completing this unit, you should be able to

. define a database and DBMS

. identify parts of a database

* create a database and edit it

define format and know types of formula in Excel
describe samples of Excel formula

learn how to use AutoSum to sum up.
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3.0 MAIN CONTENT

3.1 What is a Database?

Database is a comprehensive, consistent, contralidccoordinated
collection of structured data items. In anothenfpit is a collection of
huge amount of data under different fields madefuRecords. Excel
allows you to create a database on a worksheeatisBy your
worksheet data as a database, you can easilyastdrenanipulate
complex data or large amount of data.

Database is a comprehensive, consistent, cordraftlid co-ordinate
collection of structured data items.

3.1.1 Database Management System (DBMS)

Is a programme which has access to all of an osgtion’s master files
(i.e.organisation’s database) and which can be tesgderrogate files
and generate required report?

DBMS provide facilities for different types of filgrocessing for
example, it can

I. Provides a complete file (serially or sequentially)

. Process required records (selective, sequenti@nmiom) The
HOD may specify his requirement by instructing ekation officer
with pseudo-English statement e.g. “show students whoebelow
average.”

DBMS also has the function of providing security tioe data in the
base. For instance protecting data against unanéubaccess.

However, apart from the overall database of theeentganization,

individuals, departments and faculties can mairtta&r own database
on Spreadsheet Management System for accuratenaelgt t
information acquisition and dissemination.

3.2 Parts of a Database

Before you can create a database, you need tostaddrand know the
various parts of a database.

Field: Thefirst row of the database contains the fielHach columnin

a database is a separate field, aach of the cellsvithin a column is a
field which stores a basic unit of information eN@me Age, sexetc.
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Field name A field name is a name that identifies the dabaesl in a

field. The top row of a database must contain i¢lel hames; each
column must have a field name. Though field nanaestake a
maximum of 225 characters, it is best to keep frgthes brief.

In the figure belowName,l. D. Number, Course fee et@are examples
of field names.

| & | E C ! D E F
1 iMames I.0. Mumber | Course Fee Armt. Paid  |Balance
| 2 |Agbadar 456677 40000 36000 4000
3 1 Qjor 844566 45000 40000 a000
4 1Agbodesi 344556 23000 20000 3000
5 |Alenoghena 237045 30000 30000 ]
G |lkhatsakue AEB033 35000 30000 A000
-
=

Data base RangeA database ranges is a rectangular range of a
worksheet cell used as database;

Record: A record is a single row in a database
Computer Field: is a field that contain®rmula or functions.
How to create a Database

. Enter thefield names.
* Enter therecordsin the rows below the field names.

Remember that we have already created one (Exd¢et)Tio unit 1 of
this module, formatted edited it in unit 2. We &ball continue with it.
Therefore if you have deleted your own, try todaihother one.

3.3 Editing a Database

You can edit a database using any of the editiolgnigues for
worksheet, such asadding or deleting rows cutting or copying and
pasting data. Please refer to unit 1 an 2 of tludute.

3.4 Formulae

A formula is a set of instruction coded for caldigda. It is made up of
constant values; cell references names, functionperators that

produce a new value from existing value. Formulatine preceded
with an equal to (=) or plus (+) or at (@) signg.&C7 +B5, @SUM
(D2:K14), +D5*F5, =PRODUCT (A1, D3, G5, H2), +AVERZE
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(A1:E15) etc. In brief, a formula cell must have #ign of equality (=),
a function e.g. SUM and an argument e.g. M2:Q6

Operations such as addition, multiplication, congmar on the

worksheet are performed with formulae. A formulanines value with
operators to produce results.

3.4.1 Types of Formula

There are three types of formula

Arithmetic Formula: It calculates with numeric value using the
arithmetic operators like, -, *, *, /

Text Formula: It calculates with text operator content of d.debr
example, the wor&ayode in cell D3

Logical Formula: It compares two more values using relational

operators like> (greater than)< (less than), = (equal to), >= (greater
than or equal to)x= (less than or equal to),

Operators: These are mathematical symbols such as:

+ Addition

- Subtraction
/ Division

* Multiplication

A Exponential

% Percentage
3.4.2 Samples of Excel Formulae

=SUM (A4...K4) or=SUM (A4: K4) Sums up all the value in cells
A4 to K4

=SUM (G2, Z10) or =G2+Z10 Sums up all the values in cells
G2 and 710
=AVERAGE (D4: H4) Computes the average value of

all the numbers in cell D4 to H4

Note: Always try to ensure that the cursor is in thetjgatar cell where
you want the answer to your calculation to appédease do not press
space barin order to apply space (gap) when typing a formila
space in between characters of a formula.
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Practice 1

Required:Calculate the total and average

A | B | ¢ | D E | F
1 |Day 1 Day 2 Day 3 Taotal Average
2 (10000 20000 30000
i
. Enter the cells entries exactly the way they arth@worksheet.

If you are using cells range that is different frarme, make sure that
you use the cell argument accordingly.

. To calculate the total, typeSum (A2:C2)and pres&nter Key
or click Enter icon on the formula bar.

. To calculate the average, ‘t}pe =Average (A2:C2) and press
Enter Key or click Enter icon on the formula bar.

Practice 2

Required:Calculate gross and tax. Tax is given as 5% dtlsadary.

A B | ¢ POeR E | F | 6

Basic Salary | Allowance Gross Tax
300000 15000

| b=

. To calculate gross, typeC4+D4 and pres&nter key.
y To calculate tax, typeC4*5% and pres&nter key.

3.4.3 AutoSum Command

It is used to sum up numbers in a row or columomatically without
imputing the formula by yourself.

Practice 3

How to use the Auto Sum

Type the following data
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1 | A B I o | _~Place the cursor in the cell where you
| Lagos 500,000 want your answer to be, and then click
3| Tbadan 100,000 AutoSum - <= icon on the Standard
1 Eano 70,000 tools bar
5 Bemue 200,000
B Total 1 Theformula that you suppose to type
7 .
- will appear on the formula bar
UM + X o/ A& =SUM(C2:CE) /A|SO, you will notice avavy selection
e A I D round the range of cells
2| Lagos  J500000 )
3 Ibadan 100,000 54— PressEnter Key or click Enter "n.f
3 ) .
. Kano 470000 | icon on theformula bar .
5 EBemue )’ér[f_lr[;lrg_@[] !
& | Total
7
B 11
2| [suMinumber1, [numberz], ... ]

. Click on the AUTO SUM” function 2 on the standard
toolbar

. Click on the ..J icon Enter button or press Enter Key

Note: If you double click th&UTO SUM button, the sum value of the
area in question will be computed automatically.

3.5 Functions

Microsoft Excel provides many other statistical @mgjineering
worksheet functions that are of immense assistatesn doing
calculation of any sort. However explanation isegivo few that relates
to our course.

Integer Function: This function truncates the decimal part of a nume

entry and returns only the integer part. It dogsapproximate to the
nearest whole number. It simply chops off the detipart.

Round Function: This function approximates a numeric entry to the
number of decimal place specified in the functioguanent, i.e. suppose
cell B4 has entry 34.4772 and you want to round & decimal places,
you will just type =Round(B4,2); and press Entey ke get 34.48 as the
answer.

If Function: It returns one value if a condition you specifalkesates to
true and another value if evaluatesfabse
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Practice 4

How to round up and find Integers if Numbers

Calculate the integer and round functions of tHiewang entries. The

decimal places (d.p) to round up to is 2
To calculate the integer of the first number,
place the cursor in ceB2 and type=Int(A2)

[ A B [ [

i Mumber Integer /mm' . ‘J .

2| 14551 PressEnter Key or click Enter icon
i e on theformula bar.

4| 253476

5| B85 To calculate the round function of the first
Q ??i:; number to 2 decimal places, place the cursor
8| B4 in cell C2 and type=Round(A2,2)

9 | 5012668

10 | . .

- PressEnter Key or click Enter icon

on theformula bar

1 :Numﬁer ﬁgmd% dp) . After gotten the answer to the first
2| 1““@ 14.56 number place the cursor back in the
j ' ;é%i?: cel that contains the answer, thaitk,
5| 8 hold thefill handle and drag to extend
B | 592314 the formula to the adjacent below.

7| 7724513 Please do no waist your time by

S ' 5012_55'; calculating for each number.

10

Note: Supposing you were to round up3aecimal placesn the round
function above, then you will typeRound(A2,3).

If Function: Emphasis is laid on tHéFunction because of its
importance in analyzing logical test.

If you are not practicing with youExcel Tutor document, please load it

to enable us do our practical exercise with JSShk¢t 1) database in
Excel Tutor.

Let us extend our field’s headingsTotal, AverageandRemarks as
shown below:
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Practice 5
Required:

1. Calculate the total and average using any suitable Excel
formula.

Remarks should showrassfor those students whose average is
greater than or equal to 50 andFail for those whose average is
less than 50

Hint: Carry out whatever calculation you intend to dthvany record
in the database, and then use the handfill to extear formula to the
others. However, it is suggested that you showddtpre with the first
record so that you can easily use the handfilllémadlown and extend
the formula to other records below.

Note: Your database records are more than what you aeing here.

A B € D [ E T F [ & [ H T 1 J K
1 SKY LIMIT SECONDARY SCHOOL
2| IGBOBI ROAD, YABA, LAGOS
3| FIRST TERM EXAMINATION
Lu 60
u g 8 B o
u Z |3 E 5 2|8
g = pd S £ w o 9 g @
z = a | I o =< w = é <
L % 0 4 E|E| 28|85 || ¥ | &
4 7] i = i = = o I = [
5 |ADADL PILS JAMES 39 La] 36 24 45 203 dD.E_FaiI
6 |ADEBAYD  AARON ANDREYY 28 49 33 72 28 |
7 ASHIRY DAHATL |5AH 46 4h 49 a6 a7
g BELLO SARAH BIOLA a1 By 29 43 47
9 EGIEGBA PALIL oo 48 e 72 45 46
10 |IYERE JOHRK SOLOMON 48 49 a4 47 a7
11 | JACKSON TITILAY O SAMUEL B2 43 72 fata] =}
12 MEMSA AMEMKWE 48 B 74 58 24
A RLITILT A ISTA EFERFRF_ . . G 2N Ny | ~ SN N = £8 a7
M 4 » M1SS1Exams/ Chart2 f Chartd / Sheet? f Sheet3 / Sheetd /|4
) To calculate total, place the cursor in cell I5 andgype
=sum(d5:g5)and pres&nter key or click Enter iconon
the formula bar. You can also use the AutoSum command
here.

1)) To calculate the Averagplace the cursor in cell J5and type

=Average (d5:g5)and pres&nter key or click Enter icon
on theformula bar

i) Tempicweatethe:Renmrkplacg the cursor in cell Ksand type
) and pres&nter key or click
Enter icon on theformula bar .
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Note: The IF Function is a logical test expression \whjou use to
instruct the computer to give remarks asPass to the student whose
average in cell J5 is greatdan or equal to 5Q otherwise the computer
should outpufail as remarks.

In the formulaPassandFail are indouble quotebecause the computer
has to output them directly. Anything you want & gack as you

entered it in a formula must be in double quoteaBé do not type single
guote twice to mean double quote. They are nosdimee. Hold the Shift
key to type double quote.

For thebrackets in a logical formula — count the number of timles t
open bracket was applied, and close the formula thi¢ same number.
From the example above, open bracket was used, tthieefore the
formula was closed with two. Please do notspgare bracket [].

Please apply Commas (,) instead of space (gap) as indicated in the
above formula. Remember that there is no spacetwden the
characters of a formula.

Nested If Function: When you specifynore than 2 (Two) IF Logical
Test Function, it is then known as nested IF Function. The feitg
example will give a clear picture dfested If Function The Grades: A,
B, C, D E, F, were derived by using tRested If Functionas revealed
on theFormula Bar.

2 - A =IF(F2-=70,"A" IF(F25=60,"B" IF(F2-=50,"C" |F(F2>=45 "D" IF(F2>=40,"E" IF(F2<40 "F")1)))
A B C D E F |G R |
1 MAME Mat Mumber |lst Ass  [2nd Ass |Esam Total [G-rade
o |Tedy Fsze Sei03/456 3 14 36 53|C
3 Isaih Jomo 3ci03478 7 3 45 &0
4 |Ade dey Tajudeen Scf03/325 & 2 48 56
4 | Edidiong Alpan 3o/03/245 4 3 27 34
5 Idemudia James 2ei3/325 8 9 36 53
7 |Babatunde Sunday | Sci03/132 10 12 42 &4
8 Okpokpo Jacmta ooi03134 12 11 35 58
3 Bramnah Yakubu Soi3/327 3 12 30 47
10 | Zachaeus Sabina 3CI03/246 4 6 50 60
11 Iyoha Mary Scf03/252 13 14 &0 77
12 ‘Taka Wence o381 12 3 29 50
13 | Yahaya Madaiki Sc/03/122 11 10 23 44
14 Manuzo Bamidele Soimazlz 11 7 22 40
15 |Olofin Paul Sef03/333 12 3 4z 62
16 |Ayodele Cluwole Sef03M421 & ) 30 43
17 |Hassan Malik 2oiE315 12 5] 43 0
44 » ¥} Sheetl / Sheet? f Sheet3 |41
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Practice 6
Question

A colleague of yours doubts the benefits you wallide from EDA 183.
Prove to him using the above database to let hiowkmow he can
reduce or eliminate the problems of errors, fatigiee he always faces
in calculating his student’s records in order tavarat grades A, B, C,
D, E, and F; that all he needs to do, is to cateuday of the student’s
grade and extend it to others within some minutes.

(Dept. of Educational Admin, University of Lagos]3/ EDA 813 2002
/ 2003 Session).

Hint: Know that the normal way of calculating grade3@100 A; 60-

69 B; 50-59 C; 45-49 D; 40-44 E and 39 below F. Tiksted IF
function is the best function to apply since theneeed for multiple
outcome of the function.

How to use the Nested IF Function to calculate thgrades in the
database.

Place the cursor in the cell where you want tret finlue to appear — in
this casecell G2.

Type the formula like this:

=IF(F2>=70,"A" IF(F2>=60."B" IF(F2>=50."C" IF(F2>=45"D" IF (F2>=40,"E" IF (F2<40."F "I
PressEnter key or click Enter ul" icon on theformula bar .

Note: Try to edit the formula through tf@mula bar in case any
mistake is made

3.6 Filtering a Database

Most often, a database occupies several rows ofdedhat cut across
so many pages of the worksheet; therefore theralamgys difficulties
in searching for a particular record or group abrels.

Filtering a database is a way of systematicallygeag for records that
the specific criteria set meet.

Filtration of a database using tAeatoFilter or Custom filter wiill
reveal all records that match the set criteriaglbace.
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Practice 7
How to use the AutoFilter
For the practice of filtering a database, we str@ate a dtabaselike

the one below for Faculty of Education, XYZ UnivérsYou are free
to create it in any sheet of your choice.
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[.D. Date of Marital

Number |Birth Sex |State Local Govt  |Address status Dep
5 Raymon(d 34 06-Apr-76 | M Lagos Epe 10, Alade Street Single |Adu
lenry 567 07-Jan-70 LM Qya lbadan \West 23 Apata Street Qinglp curt
rick 743 9-Dec-72 --M—Oguh Hu 12th Lane Adegun Estate Married {Edu
royis 645 1-Feb-74 —-M——Edo Oredo 103, Akpakpava road |Single PHE
u Silas 57— 102-Nov-68 vt Kadurma Samaru 56, Kufena Road Married [CUrT
e Philip 287 04-Mar-69 ™™ [agos oshodi 38,Damode Lane Married [Adu
' Juma {423 05-Oct-75 [ F Kano Sabo Garri 7. Aminu Road Married |PHE
s Odion b2 O5'AUQ'80 F Edo Esan West 92, Campus Street Sinq|e a
Idio 624 07-Jun-68 | M Akwa Ibom Esien Udim 49, Uyo Road Married |Curt
omfort 3 08-Jul-70 |E Akwa Ibom Uyo 87 Ekpenyong Street [Married (Adu
] Ekeleku |-267 11-Mar-81 M Cross River (Calabar Geold-StaffQuarters—Married  [RHE
ra Saliu__[#2 10-Apr-67 v Kano Chalawa Kabuga Quarters Single e
jhenane B7 10-May-80[ F Edo Estako East |13,Polythecnic Rd. Auchi Married [Curt
ubakir  [138 06-Feb-68[ M |Kaduna Zaria North |14, A.B. Way Samaru |Single  |Edu
m_ 124 12-Apr-71 | M [Benue Gboko 17, J.S. Tarka way Married  |Adu
Ayodeji 62E 07-May-82 M  Lagos Oshodi 12, Audu Street Married  Adu
jiro 336 06-Dec-75 F  Delta Effurun 106, P.T.l. Road Single Edu

.1
3



1 any databaseyou want to apply the AutoFilter to.
ell of Activate theData menuto get a pull down of options from the menu.
e From the options that pop up, locaiéd¥ and click onrAutoFilter.
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Look at the Fields Headings now. What do you obseihere is a
down facingarrow at theright hand side of each and every Field’s
Heading of thedatabase

| = 5 5 0 e T Nature of the
1 Names |10 Mumber =|Date ofhith »| Sex STStste =|Lowal Goviw| database after
2 Magnus Raymond 345 OB-Apr-75 Fd Lagos ([Epe applying
3 |Jimoh Henry ak7 07 -dan-70 Ml Dyo Ibada .
| 4 [Niyi Patrick iIE 09Dec72| M |Ogun lu utofilter
| 5§ | Bello Sroyis F45 01-Feb-74 il Edo Ciredo Down faClng
| & |Mamadu Silas 257 02-Mow-B5 ol laduna Samaru arrows by
7 |Olatunde Philip 281 04-Mar-E2 Ml Lagos Cishodi .
8 | Yahaya Jumai 423 05-0ct75] F |Kanu Sabo Gam | the side of
8 | Zachaeus Odion 524 05-Aug-0 F Edao Ishau west the fields’
| 10 Misikak Idio 624 07 -Jun-Ba fl Akwa lhom  [Esien Udim headings for
11 |Akpan Cormnfort 341 05-Jul-70 F Akwa lborm |Uya . .
12 Edidiong Ekeleku 262 11-Mar-81] M __ |Cross River | Calabar Filtration.
| 13 | Mainasara Saliu 422 10-Apr-67 il Kana Chalawa
| 14| Ekpe Oghenane 622 10-May-80 B Edao Estako East
| 15 Bala Abubakir 135 06-F eb-65 il aduna Zaria Morth
Practice 8

How to filter a Database to get One Record

Let us assume for instance that you are askedrtg butComfort
Akpan’s information.

You can use any of tHéields Headingsto get her record, but use
NAMES since her name is known

. Click on thedown facingarrow by NAMES field heading
You will notice gull down menusof all the names in the@atabase

. Click on any name you want to view its record. In this case
Comfort Akpan is chosen.

Her record will show like the one below:

[ A R L E A = 5l
1 Hames =|{|.0. Mumber = |Date of bith =| Sex =|State = |Local Govt=
11 {Akpan Comfort 341 08-Jul-70 F Akwa lbom  [Uyo

|19
ke

Position of the database after filtration
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Practice 9

How to regain the whole Database after Filtration

. Click thedown facingarrow by the side of th&éeld’'s heading
used for that particu’k\r filtration

i A ' E¥ & D | E g
1 {Mames |+1l.0 Mumher =]Date of hith =] Sex =|State = |Local Govt =
19| Lall - 34 08-Jul70 F Akwa lbom  |Uyo
1

g |(Top 0., \
= (Custom...)

> Click on theAll option.
Practice 10
How to view Records sharing Common Elements

For example, let us reveal staffs that are from &dce.
Click on thedown facingarrow by the side o6tatei.e. column E, and
then clickEdo.

iy _' ______ B C b | E
| 1 [Mames =|1.0. Mumber|~|Date of bith [=]| Sex |+|State =
| 5 |Bello Sroyis B45 01-Feb-74 il Edo
9 [Zachaeus Odion 524 05-Aug-80 F Edo
14 |Ekpe Oghenane B2 10-May-50 E Edo
19

Filtered Database to reveal staff from Edo state

3.6.1 Custom AutoFilter

Custom AutoFilter is used to set more complex gateCriteria such as:
equal to, greater than, less than etc could be assigned to a numeric
field (a field that is made up of a numeric digéjd criteria such as

begins with, ends with, does not begin with contains etc could be
applied to a Text field. There is room to specifgrenthan one criterion;
also, wild cards could be used to set criteria.here

Practice 11

How to use Custom AutoFilter

We shall usd&xcel Tutor documentyou have created for this exercise,
therefore open it to practice with it.
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Let us assume that you are asked to search foe stadents whose
averages are less than (<) 50 or greater than)(>) 6

Activate theData menu.
L ocate Hter and click onAutoFilter.

1 SKY LIMIT SECONDARY SCHOOL
2 IGBOBI ROAD, YABA, LAGOS
=] FIRST TERM EXAMINATION
LIJ m
y Blg &
w = S5 = T 3
w z =< o b O [
= < = zZ = poe
< Z w < i L -
e = = — I o =
v 0 2 6 E £ D
o] o & pea < E Q
4 B v I v E v ilie Ee £+ 0
& |ADADU FIUS JAMES 9 | &8 | 6 | 24
E ADEBAYD | AARON ANDREWY % | 49 @ 72
7 ASHRU  DAHATU ISAH 46 | 46 49 =
B BELLO SARAH BIOLA B B | 39 | 48
9 |[EGIEGEA  PAUL UDo 9 78 72 45
10 |IYERE JJOHN SOLOMON 8 49 4 47
11 JACKSON  TITILAYO  SAMUEL B2 | 43 | 72 | =8
12 |MENSA  AMENKWE B | B85 | 74 | B
13 R | CALISTA | EREDE AT T8 =) £8,

question— Averagein this case.

4

Ensure that theursor is in any cell of the database.

/2]
%
o R
5 i
L & é <L
s 5. ¢ 1
T~ = ] x L]
15 203 406 Fail
28 2100 42 Fail
a7 254 50.8 Pass
47 282 56.4 Pass
6 290 58 Pass
57 245 49 Fail
75 310 52 Pass
24 58] 538 Pass

a3 Fd R Pace

Click on the down facingrrow by the side of the field in

From the pull down menu, seléggtistom

The following Custom AutoFilter dialog box wil

Custom AutoFilter E]l'g|

Shiow rows where:
AYERAGE

]is less than

7 and o gy

Use ? to represent any single character
Lse * to represent any series of characters

[ ]

Cancel

| gy

Click on thedown

facing arrow to select

the first relational

operator (is less than)

— and type theriteria 50
Click onOr in order to

— set second criteria

Click on thedown

facing arrow to select

the second relational

operator (is greater than)

and type the criteria 60
Click onOK when you
are through.
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Result of the Database revealing students whose
averages are below 50 or above 60.

3.6.2 Wild Cards

Wild Cards are thésterisk (*) and theQuestion mark (?). They are
used to set criteria in situation where you wanige characters alone as
criteria especially when the information about plagticular record you
want to search out is vagueis used fomultiple character selection,
while? is used fosingle characterselection.

Practice 12

How to use asterisk (*) and question mark (?) tccsgeria

You are required to search for staff whosenes start with letter
(character) Mandother charactercould be anything.

. Click thedown facingarrow by the side of th&éeld’'s heading—
in this case, NAMES and click ddustom.

The Custom AutoFilter dialog such as the one beldixcome out.

Custom AutoFilter Eﬁ Click on thedown
facing arrow to

Shiws fows where:

Naries select the

|Eq,_|a|s _'j, IM* ;! relational operfalto_r

' = ard ~ i base on the criteria
* 0 .
ot = you will set.
| L! | =l Type thecriteria
M*.  This means

IJse ? to represent any single characker that the first
se* to represent any series of characters character must be

I—IOK cancel M and others

could be any
character

Click onOK when
you are through.
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Result of the
Database revealing
staff whose names
start with character

(letter) M
Practice 13
How to use question mark (?) to set criteria
You are required to search for staff who are from 5 letters (5

characters) state.

. Click thedown facingarrow by the side of th&eld heading—
in this case, STATE and click on custom.

The Custom AutoFilter dialog such as the one beldixcome out.

Type thecriteria
???7??This means
that any state that

is 5 characters will
come out.

Click onOK when
you are through.

Result of the Database

revealing states with 5
characters

Practice 14

How to Remove the Arrows by the Side of the Field¢4eadings
caused by the Auto filter.

. Position the cursor in any of the cells.
. Activate thedata menu.
* Locatefilter and uncheclAutoFilter.
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3.7 Printing

There is no much difference between Word Printind Bxcel Printing.
The only area where there is slight difference&ge layout and
margins. And you mugidrint preview of the worksheet in order to see
how the document is before printing.

Practice 15
How to Print Preview

. Open thedocument (Excel Tutor) and click to ensure that the
cursor is in any of the cells that contain the data.
Activate the File menuand click onPrint Preview or click on

Print Preview icon on theStandard tools bar
The Print Preview window such as the one belowapén

chk on the

Zoom button
to zoom to
see details of
the previewed

page

Click on the

close button
to close
Preview
window

After you have printed Preview and returned todbeument, you will
notice some horizontal and vertical doted linesskhlines indicate the
margins of each page — left/right and top / botttiriou are not in
agreement with the outcome of the Print Previewwkan Page Setup
from theFile menuin order to set the margins.
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Practice 16
How to print a document

. Open thedocumente.g. Excel Tutor) and click to ensure that
the cursor is inside the document.
Activate theFile menuand click onPrint or pressCtrl + P on

the keyboard. Please do not useRhiat icon on theStandard

tools bar at first printing because it will not give you thant dialog
box for printing set-up

The Print dialog box like the one below will appear

Click on the down

facing arrow to select
printer, if you have more
than one printer installed

Click onProperties to

select orientation under

Layout i.e. Portrait or

Landscape. The Paper

size is also selected

through this medium if it

is on automatically

select

Type or scroll to enter

the number of copies

you want a page to

produce.
In Print range section selectAll - for all the pages to be printed; selPegesif you
want to type the particular page number which shéel printed first in the edited box
of From and the last page in the edited boX of You can repeat the same page

number, if you want to print out only that page. &@m 2 To 2.
4.0 CONCLUSION

With excel formula and function, difficult and timeasting calculation
could be done at ease and the result could be Ho@eéct. However
remember the computer slogan “garbage in, garbatjelf you coded
wrong formula, the computer might give wrong ansaeno answer at
all.
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5.0 SUMMARY

Excel formula must be preceded with the sign ofaditgu(=) or plus (+)
or at (@). And there should be no space in forrealkaies.

6.0 TUTOR-MARKED ASSIGNMENT

1. It happened that you maintained the records of 8hod students
with spreadsheet management. One day, at the depssl
meeting there was a kind of special concern alfeutrtass
failure of students offering your course. Subsetjyeyou were
asked by the HOD to go and adjust the result byngdsl marks
to the total of those students who are less thagoal to 39.

Use the following sample to show how you gave tlaelong surprise by
forwarding the adjusted result within 10 minutesle/khe meeting was
still going on.

Note that you have to calculate the adjusted tatal new grades.

(Dept. of Educational Admin, Faculty of Educatidmiversity of
Lagos, MIS, EDA 813 2002 / 2003 Session).

Hint: according to the question, you are asked to audrks to the

Total of those who are Less than or equal to 39renthking to those

who are 40 and above. All you need to do is tothedF function to add
the marks and then calculate the new grade bas#teadjusted total as
follows:
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Place the cursor in cell H2 and type the formutalie adjusted total

Also, place the cursor in celll2 to calculate the new grade with this
formula

You will notice that most of the students have g@hs®w.
2. What are the functions of DBMS?
7.0 REFERENCES/FURTHER READINGS

French, C.S. (2000Computer Scienceésfifor Colour Press: Gosport
Hants, 5th Edition.
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UNIT 5 MICROSOFT EXCEL CONTINUED
CHARTS

CONTENTS

1.0 Introduction
2.0 Objectives
3.0 Main Content
3.1 Whatis a Chart?
3.2 Parts of a Chart
3.3 Chart Selection
3.4 Formatting Chart
4.0 Conclusion
5.0 Summary
6.0 Tutor-Marked Assignment
7.0 References/Further Readings
1.0 INTRODUCTION
This unit considers means of representing inforomaitn simple charts
or graphs which are powerful means of disseminatifiggmation. With
Microsoft Excel you can plot two-dimensional andetirdimensional
charts types. In excel, you have standard and icustpes of chart.
Custom contains B&W (black and white) and othercgdecharts in
colour, in addition to types of charts that staddasntains.
2.0 OBJECTIVES

At the end of this unit you should be able to:

. learn how to insert Chart

y identify the different parts of a Chart
* select Chart item or part
format different parts of a Chart.

3.0 MAIN CONTENT
3.1 Whatis a Chart?

A chart is a graphical representation of work sluzea, which is also
called graph.

Excel allows you to create a chart directly in akvsheet or as a

separate document in its own window. Before youaaate chart, you
must first enter the data to be used to plot tlegtah a worksheet.
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Practice 1
How to create a Chart

We shall use only pie and bar (column) charts for illustrations.
However try to plot many other chart types on yown, using the same
information.

You have been asked by the administrator of Rivée Srammar
School to assist him to represent the followinglstis’ population
information on a pie chart:

JSS 1 455; JSS 2 320; JSS 3 525; SSS 1 240; S3E 38S3 150.

Enter the data either in column form or in
row form as entered here

Place thesursor i thecellsthat contain the data or Select the
range of cellsthat contain the data.

. Activate thelnsert menu and choosehart or Click theChart
Wizard tool on theStandard Tools Bar

A chart wizard dialog box will appear. The Chart2afid guides you
through the steps required to create a chart.

Click Standard Type tab
/or Custom Type tab
Select anyChart Type
of your choice from the
/ Chart Type category.
In this case, Pie is
selected
\ Select anyChart sub-
type of your choice
from theChart sub-
type category. In this
case, the first Pie is
selected
Press and hold the
/ mouse to view the
sample of the chart
<4— sub-type you have
selected
Click on Nexttab to go

Please always try to look at thame of to the next step i.atep
any selectedhart sub-type here. 199
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Step 2 shows you tlrange
and series you are using.
Please do not alter tliefault
selection.

My default selection is on
rows because | used the range
of cells entries in rows. Yours
will be in column if you
entered your data in column
form.

Click onNext tab to go to

/ step 3

Click onTitle tab in order

to type the title. For
example, RSGS Students’
Population Pie Chart is
typed as the title.
Categories axis X and Y
may be active when
plotting other types of
charts

Click onLegend tab
/ in order to reposition
the legend. A legend

is just like a key to a
map. It shows what
the chart is all about.
Here, it is positioned
by the right of the
chart.

Unchecked show
legend in order to
have more space for
the chart, then, use
data labels to depict
what you want the pie
sectors to reveal.

A
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Click onData Labels tab
- in order to give provide
more information which

the legend might not
:/\ provide

| checkedcategory name

and percentage for the

information of each sector
name and percentage

Click onNext tab to go
«—the final stage (Step 4).

Click to selectAs new

sheet option so that
the chart will appear in
its own sheet.
Click to select As

4— — Object in option so
that the chart will
appear in the sheet that
contains the data you
used to plot it.

Note: It is ideal that you plot the chart on a

different sheet of its own, therefore choose  Click onFinish tab to
the fil’St Option execute your action.

It will appear as
chartlina
separate sheet in
between the
sheet tabs on the
scroll bar

Practice 2

You are required to present with a Bar chart theupadion information

of Palm Day Private Secondary School for the y€@122006. The data

given are as follows:
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2001 2002 2003 2004 2005 2006

T. Staff 25 27 30 40 35 30

N. T. Staff 8 14 12 18 10 15
Students 75 100 120 80 150 115

. Enter the data in any sheef starting from any cell of your

choice but do not jump any cell in between the rangeedif.
Example of how to enter the data is shown below:

. Select thavhole rangeof cellsthat contain the data or place the
cursor in any of thecellsthat contain the data
Activate thelnsert menu and choosghart or Click theChart

Wizard tool on theStandard Tools Bar

A chart wizard dialog box like the one in practicevill appear.

Column is selected under chart
type and
/Clustered Column is selected

under Chart sub-type.
Click onNext to go to step 2
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Step 2 reveals thange of
the data you are using to plot
the graph.

As said in practice 1 above,
nothing is done here. Accept
the default selection

Click onNextto go to step 3

Click onTitle tab so that you
‘  can enter all the necessary titles
as follows

/ Click and type the chart title —
Palm Day Private Sec. Sch.
/\Population Bar Chat.
Click and type the title —Year
for X-axis

Click and type the title —
Number for Y-axis

Click on Next to go to the final
stage — Step 4.

Note: you can give more information by using other fdh# it is
advisable not to load the chart with too much dbimation. You will
notice that | did not usdata labelshere andegendis now left to give
information with the colour of the bars.

Click to selectAs new

/ sheet.

Click onFinish to
complete your action.
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It will appear as
chart 2 if you are
still using the
same book.

3.2 Parts of a Chart

A chart displays different parts peculiar to itpey For example, a
column or bar chart will display parts as labeladite chart below.

Almost every chart has these parts.
Chart Titlet——

Chart Area
Plot area Chart Area
Plot area
A
4~ Legend
I <«— Chart Title
Value Axis T T
Value Axis Title Category Axis Title Category Axis

Please point to each labeled part for identificatidhe name will
appear when you point at it.

3.3 Chart Selection

You must first select a chart item before you caimfat or edit it. If no
chart item is selected, most of the format menuroamds will be
unavailable and the formatting bar will be blank.
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Practice 3
How to select Part or Item of a Chart

. Click once on thgarticular Item. But if the parts are in series
like the column chart above, click once to selbetwhole data
series (N Staff, N T Staff and Students), therkatince again to
select a particular series e.g. N Staff.

3.4 Formatting Chart

Parts of a chart are formatted to give varietiesabbur, font sizes,
orientation etc. You may wonder that your chadiferent from mine.
Why? | formatted the sectors and bars of my chartake pattern

colour, since the output will be on black and winged copy. | even
removed the background of the second graph.

Note that you will get peculiar type of format diglbox based on
whatever part of the chart or item you have setedter instance the
format dialog box that will appear wheiot area is selected is quite
different from the one that will appear whemart title is selected.

Practice 4
How to format different Parts of a Chart

. Click to select the particulgrart oritem of the chart you want to
format. Please click twice (not double clicking)select the
particular bar representing the series.

Pres<trl + 1 on the keyboard

Theformat dialog boxsuch as the one below will appear.

Click on Pattern tab if it is not
already opened

Click onany colour of your

choice to apply colour
/Click onFill Effects to apply

pat ern colour through the dialog

box that will come up.

Example of sucliill Effect
dialog boxis shown below
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Change the Foreground
and Background colours
to the desired ones. In this
case, Foreground is white
while Background is black.

< Click to select anpattern
colour

Click onOK to carry out
your formats.

Click onOK again on the
cascaded Format Series
Data dialog box.

Note: You can also use the following optional methodgdb format
dialog after selecting the chart part or item.

Optional method 1
Activate the format menu and click selected xxx(xxx represents

what ever part or item that is selected. For exampaxis title is
selected, you will segelectedaxis title).

Optional method 2

Click on the format xxx icon on thechart tools bar. Please

remember thatxx represents the name of the selected chart part. Fo
instance, from the chart tools bar below, the nafitbe selected part is
Legend

4_The Chart Tools Bar

The Chart Tool Bar normally comes out with the e chart. However, you can
reveal it if is hidden with any method of how teeal hidden tools bar.

Optional method 3

Double clickon the part on the part you intend to format. Selection
may not be needed when using this method.

Optional method 4

Right click on theselected partand then clickormat xxx
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Please use any part e.g. chart title to see whathére above options
will give you the same dialog box. For examplea@ie default font
size ofchart title to 9.and color to Blue.

4.0 CONCLUSION

There are four steps to take to plot a Chart ineEaad at the final step,
you have two options to choose from: As new shedt/fs object in As
a new sheet option will make the chart to appe#siown sheet. While
As object in will make it to appear in the sheetttbontains the data you
use to plot it.

5.0 SUMMARY

Format dialog box of a chart comes up based opdinieof the chart or
items that was select

6.0 TUTOR-MARKED ASSIGNMENT

1.

Products Jan/Feld Mar/Apj May/Jun| Jul/Aug | Sep/O Nov/Dec
chUy 20000, 10000|  16500] 10000| 15000 1800
Menitor 15000 8000 19000 11000f 20000 7000
MoUSe 1200q 18000f 20000 17000 9000 15000
Keyboard 9000 15000 7000 19000 10300 12500

i) Represent the data above on a column chart. Hésstandard

N type

) Title should be Virgo Preadicanda Computers Bi-thnSales.
Plot chart on a separate sheet.

Format all columns (bars) colour to show blacid white. Note
that pattern colours should be used for the pwpbs
distinctiveness.

V) Show legend on the right hand side of the chart

2. NOUN has the following number of students from shemajor
cities in Nigeria — Kano, Kaduna, Abuja, Port-Hard, Enugu
and Lagos.

Given the data below:

Kano 45
Kaduna 28
Abuja 50
P. Harcourt 35
Enugu 20
Lagos 65
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You are asked to plot:

), Standard type — lines with markers under chart 8yie
1)) Custom type - Cones.

Show cities names on the X- axis and prospectivaesit’'s numbers on
the Y-axis.

7.0 REFERENCES/FURTHER READINGS

French, C.S. (2000Computer Sciencésfifor Colour Press: Gosport
Hants, 5th Edition.

Petroleum Training Institute (PTI), (199®ecture Manual on
Spreadsheet ManagemeWarri.
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