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NATIONAL OPEN UNIVERSITY OF NIGERIA

LIS 326: INTRODUCTION TO APPLICATION PACKAGES

INTRODUCTION

The Course LIS 326introduction to Application Packages runs for one
Semester. It has two credit loads and it is for students in the undergraduate
programme in Library and Information of the National Open University of
Nigeria. It consists of five modules divided into 1its. The overall goal of

LIS 326 is to introduce students to various application packages. The packages
will include general purpose and specialized application software. The general
purpose software will include word processing, spreadsheets, presendatil
graphics. Students will also be introduced to database development software like
Access 2000. Furthermore, students will be introduced to specialized accounting,
web development, and mulmedia packages.

COURSE OBJECTIVES

To achieve the abovenas, a set of relevant objectives have been formulated to
guide LIS 326. Focusing on these o0obj e
evaluation as the course progresses. Students should be able to do the following

at the end of the course:

Define and desdre application software.

Differentiate between general purpose and specialized application
packages.

Understand and use Microsoft word processing package.

Understand Excel spreadsheet and its users

Master the use of MicrosoRowerPoinfor presentation.

Describe graphic packages.

Learn the fundamentals of database development packages with practical
applications using Access 2000.

= =2 =4 -4 = =

CONTENTS
INTRODUCTION
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What you will learn from the course
Course Aims

Course Objectives

Working through the Course

Study Unts

Course Materials

Assessment

The Presentation Schedule

Tutor Marked Assignments

Final Examination and Grading

Summary

LIS 326: INTRODUCTION TO APPLICATION PACKAGES

LIS 326 Modules and Units

The five modules of this course are divided into 17 study units as indicated
below:

MODULE 1: DEFINITION AND DESCRIPTION OF APPLICATION
SOFTWARE

Unit 1: Introduction to Application Packages
Unit 2: Types or Categories of Application Packages

Unit 3: Common Features of Software

MODULE 2: WORD PROCESSING PACKAGE
Unit 1: Microsoft Word Basics

Unit 2: Working with Texts

Unit 3: Layout and Printing

MODULE 3: SPREADSHEET

Unit 1: Microsoft Excel Basics

15



Unit 2: Formulae and Functions

Unit 3: Working with Cells and Sheets

Unit 4: Working with Data

MODULE 4: PRESENTATION PACKAGES

Unit 1: PowerPoint Basics

Unit 2: Working with Slides

Unit 3: Texts and Objects

MODULE 5: GRAPHICS DESIGN AND DATABASE

Unit 1: Introductionto Graphics Design
Unit 2: Introductionto Adobe Photoshop
Unit 3: Introduction taCorelDraw

Unit 4: Introduction to Microsoft Access

Course Materials

Students who take this course will be presented with relevant materials to
facilitate their learning experience. The materials will include

Recommended textbooks;

LIS 326 Course guide;

5

Study Units;
Appropriate sources; and
Assignment file

Students who consult and use the above materials are likely to be better than
those who fail to do so.

Assessment

The Presentation Schedule
Tutor Marked Asignments
Final Examination and Grading

Undertaking this course is like an adventure and some vital steps/secrets will guarantee
successful completion of LIS 326. The first secret is to understand that LIS326 is
practically intensive. The second vital step is to personally practice in eactesppli

16



packageds environment. Students shoul d
course. Fourthly, get and read recommended textbooks and other materials related to
the course. Fourthly, actively participate in the practical session and adiligafion

at the study centre. Fifthly, master the course content/structure consisting of
introduction, aims, and objectives, expected outcomes, summary, and conclusion.
Sixthly, access online resources by clicking on the links provided in this mddikie.
special notice of the electronic books published by Wiley Press and Microsoft Press.
Seventhly, complete all Tutdvlarked Assignments which are objective assessments of
your progress in the course. Finally, downloading the courseware will assigh you
study it ubiquitously.

ASSESSMENT

Assessment for LIS 326 will consist of formative and summative approaches. The
formative approach is administered at the end of each study Unit and the goal is to help
students objectively assess their progredsarning outcomes. For LIS 326 there will

be three continuous assessments of 10% each (30% in all). The final approach is in the
form of a ComputeBased Test (CBT). The final examination is compulsory for all
students.

GETTING THE BEST OUT OT LIS 326

It is possible to maximise your moment in LIS 326. Please note that this course
is offered in the Open and Distant learning model. Consequently, ownership of
hardware device like a laptop or another electronic device is imperative. Internet
access is also tical to enable download of-resources and courseware.
Computer literacy, the internet and information literacy are essential to
effectively navigate the electronic landscape which is the operational platform
for this Course.

MODULE 1: DEFINITION AND D ESCRIPTION OF
APPLICATION SOFTWARE

Unit 1: Introduction to Application Packages
Unit 2: Types or Categories of Application Packages

Unit 3: Common Features of Software

UNIT 1: INTRODUCTION TO APPLICATION PACKAGES
1.1 Introduction

1.2 Learning Outcomes

17
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1.3 Introduction to Application Packages
1.3.1 Definition of Application Software
14 Versions, Releases, & Compatibility

1.5. Points to note on application packages
1.6. Summary

1.9 Glossary
18 References/Furthéreading

19 Possible Answers tBeltAssessment Exercises (SAES)

11 INTRODUCTION

This unit aims to layout an introduction to the subject of application packages.
Also, this unit will introduceyou to the concepts of versions, releases, and
compatibility as they relate to application packagéstiting to know about
application packages will be botfascinatingand an enriching computer
application experience. Get ready to do the-BeHessment Exeises (SAES)

at the end othe various section of this Unit. Welcome to the world of application
packages.

1.2 LEARNING OUTCOMES

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

define the concept application packages
explain the meaning afersions, releases, and compatibility
understand the basic operations of application packages

1.3 Introduction to Application Packages
1.3.1 Definition of Application Software

Softwareds can be defined as a hovet of
to perform various tasks. Applications software is software that has been
developed to perform useful work on specific tasks, or particular problems, or
provide entertainment for users. As users, you interact with the application's
software. System stfare enables the applications software to interact with the
computer and helps manage its internal resoufgeserally, it is considered as

any set of commands that guides or tells the hardware how to accomplish a given
task. If you buy a new microcompet in a store, you will find that some
packaged software have already been installed on it. This typically includes
system software (e.g., operating system) and various types of applications

software compatible withitAp pl i cat i on Sof tdesigneckfors ar e

endusers which allow endsers to accomplish a set of specific tagkas might
Il nclude among others 1 .e., programs t

18
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As has been before, the software can be divided into systems software (i.e., these

are programs designed to control the execution and utilization of other programs

and hardware effectively) and applications software (i.e., these are programs to

solve use@ pr obl ems) . Systems software i s ¢
manufacturers. In this section, let us look at some general points on applications
software. Applications software comprises the method and guides which enable
computer systems to do what theer requires. Software design essentially

involves three abstract concepts. These are algorithms, data structures, and file
structures.

Algorithms are simply the steps for computation. They may either be numerical
or nontnumerical, for example, sortingext searching, etc. Data structures, on
the other hand, indicate how information is organized in the computer's memory

SelfAssessment Exercisel: Whatssftware?

14 Versions, Releases, & Compatibility

After certainperiod software developers enhance their products and put forth
new versions or new releases. Although not all software developers use the terms
consistently, their accepted definitions are as follows.

1 Version: A version can be said to be a major upgHde software
product. Traditionally versions have been indicated by numbers such
as 1.0, 2.0, 3.0, and so forth. The higher the number preceding the
decimal point, the more recent the version. In recent ysarse
software developers have departed fréms system. An example is
when Microsoft | aunched Wi ndows 950
4.0.

1 Release: A release can be said to be a minor upgrade. Release is
indicated by changing the number after the decimal po#h0, then
4.1, then perhaps 4.1then 4.2, and so on.

1 Compatibility: Compatible means what has been created or modified
in earlier versions of the software can be processed successfully by
later versions. Compatible also means that a new version of an
applications program will run witlthe system software you are
currently using. To avoid issues arising with incompatibility it is
advisable to read the software package before buying it.

SelfAssessment Exercise: 2Vhat are the differences between system and
application packages?

19



1.5. Points to note on application packages

Basically, it can be said that a software package is a program written to help a
computer perform the required tasks. Software is a set of instructions to help a
computer do its job. Application packages are softwamgrams written to
support tasks that a computer was originally allowed to do; they are developed
according to the needs of computer users. Most of the time the application
software has to be installed by the user. This means that the application package
you may have on your computer will be different from what others may have on
your system because each user has different needs or tasks to perform. In
addition, application software is available in various versions and versions. And
the system propertiedetermine which packages will work on the computer
depending on the system capacity.

SelfAssessment Exercis8: What do you understand by compatibility of
application software?

1.6 SUMMARY

In this unit, we have examined the concept of softwareapptication packages.

It has been seen from this unit that without software a computer system cannot
function and that application packages help to perform specific tasks on the
computer.

1.7 Glossary

Applications software: Developed to perform usefulork on specific tasks, or
particular problems, or provide entertainment for users.

ReleaseA release ca be said to be a minor upgrade of a software.

Software: Defined as a set of instructions that instruct a computer on how to
perform various tasks.

Version: A major upgrade of a software product

1.8 REFERENCES/FURTHER READING

Ikekeonwu, G. A. M & Oguike, O. E. (2017). Computer Applications.
Department of Enugu: Computer Science, University of Nigeria,
Nsukka., 307 .

Lawrence Rosen (2004Why thepublic domain isn't a license
rosenlaw.com

Hanwell, Marcus D. (28 January 20143hould | use a permissive license?
Copyleft? Or something in the middfe®@pensource.com.
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19 Possible Answers to SelAssessment Exercises (SAES)

Self-AssessmenExercisel: What is a software?
Answer to SAE 1

Softwareds can be defined as a set of
to perform various tasks. Applications software is software that has been
developed to perform useful work on specific tasksparticular problems, or
provide entertainment for users.

SelfAssessment Exercise: 2Vhat are the differences between system and
application packages?

Answer to SAE 2

Systems software is generally supplied by hardware manufacturers. In this
section/et us look at some general points on a&gtions software. Applications

softwareon the other handcomprises the method and guides which enable
computer systems to do what the user requires.

SelfAssessment Exercis8: What do you understand by compaility of
application software?

Answer to SAE 3

Compatible means what has been created or modified in earlier versions of the
software can be processed successfully by later versions. Compatible also means
that a new version of an applications program mill with the system software

you are currently using. To preveisisues arising with incompatibility it is
advisable to read the software package before buying it.

UNIT 2: CATEGORIES OF APPLICATION SOFTWARE
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INTRODUCTIO N

We have treated the subject of application packages in the previous unit and this
unit aims to treat five major categories of application software.

2.2

LEARNING OUTCOMES

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

¢ define the concept of entamiment Software, Home/Personal Software,

2.3

Education/Reference Software, Productivity Software, Specialty
Software

differentiate the features of the five major categories of application
software

Entertainment SoftwarendHome/Personal Software

Application software may be classified in many ways. In this unit, we are
going to use five categories. That is:

22



Entertainment software
Home/personal software
Education/reference software
Productivity software
Specialty software

O 0 0 0 0

Let us consider theforiefly.
2.3.1 Entertainment Software

Entertainment Software refers to a wide variety of software, it can refer to video
games, software for watching videos or playing music, displaying pictures, and
other forms of entertainment which users can experigmoeigh a computer
device. It can also be said that entertainment software is type of software that
provides opportunities for leisure activities or any form of entertainment.

We can say that due to the loose definition of entertainment software, there is

guite a lot of software that fall into this category. One of the mostkmelvn

sectors of entertainment software is video games or the gaming industry, we can

see how popular video games are if we take a look around, from adventure games

like tomb raide to sports games like FIFA, NBA to action games like Call of

Duty to simple games | i ke candy crush a
purpose, we also have educational games like Hangman, Scrabble, etc. Video
games have been amdtheyrhave developec rapidly ® thé 7 0 s
point that moderday games almost look as good as the real world. The first set

of video games was not as realistic as modern games, they had basic visual
representation and were small in size, as small as a feeodipared to modern

games that are almost as large as 100GB. We had famous games-MarRac

Space I nvader, Pong, et c. that i1 ntroduc
take long before the audience fell in love with video games, which lead to the

creaton of more and more video games.
SCORE 160 LivEs mim mls
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mi
Figure 1.1 Image of PaédMlan Game Source::Researchgate.net Figure 1.2: Ima§&pace InvadersSource: Smithsonianmag.com
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Figure 1.3Image of FIFA Video Game
Source: Goal.com

Another category is the Medi@oftware, this can be for media creation and
editing or for playing media files (movies and music). Though this category may
not be as popular as the gaming category, they are still quite widely known. We
also have various software for watching movies INeleoLAN (VLC),
KMPIlayer., Netflix, etc., or listening to music like iTunes, Deezer, etc. All this
software enables us to watch videos or listen to music on our Computers. We
also have software for creating or editing video and music, which include Sony
Vegas pro, adobe Photoshop, shazam, sound cloud, virtual DJ, etc. both the video
and music editors work similarly, they can create, replace, delete, adjust,
transform and do anything to the frames on the screen. This has created endless
opportunities for cotent creators and professional workers.
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Figure 1.4Image of VideoLAN Figure 1.5lmage of Deezer
Source:Videolan.org Sourcehttps://dribbble.com/tags/deezer
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Figure 1.6lmage of Virtual DJ Figure 1.7 Image of Sony Vegas Pro
Source:digitaldjtips.com Source: getintopc.com

Entertainment Software are not solely for leisure purposes, we also use it for
educational purposes. Children love to be entertained, they love to have fun and
it is also easy to instruct children thrédugducational games or videos, this is
commonly used in modern schools and it has proven to be very efficient.
Educational games come in various forms and sizes; some are general while
others offer a more specialized educational experience, exampleseinclud
Minecraft which is used by architectural schools for the project, Kahoot which
can be said to be an educational platform. Overall, there are so many different
ways to teach kids while having fun, that it's a great thing that such software
exists. Becausthis means modern children have many new opportunities to be
interested in learning and have fun while doing it.

All this shows that entertainment software plays an important role in our daily
lives, from movies to music to video and music editing tacatianal games.

2.3.2 Home/Personal Software

Personal software or Personal application software can be said to be software
one uses for their purpose, this implies that it is software you use to complete a
certain task that relates to you, technicplysonal software does not have to be
unique, it just has to be software that various individuals can use for their
purpose. It is also known as home application software because it is intended for
home, private use.

Most software that we use is persor@tware because of various reasons apart
from being intended for home and private use, they come most times with
instructional use, they are comparatively cheaper than any other category of
application software, they also increase personal productivitgi@ctiveness.

Based on this description of personal software we can give an example of
personal software which is Microsoft Office. Microsoft Office is considered as
an example of personal software because it caters to a lot of activities in our daily
lives, for example, Microsoft word is used for typing documents like research
papers, projects, lesson notes, assignments, etc. Microsoft Office is also one of
the most popular if not the most popular personal software in the world today,
apart from that its also very cheap to acquire and easy to use. Other examples
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are our various web browsers like Google Chrome, Safari, Firefox, Explorer, etc.
they enable us to have access to the web and to browse it. The common feature
among all these examples are thaeQwe use them for personal purposes. Two,

we use them in our daily activities. Three, they are cheap to get, and most even
come along with our device, and finally, they increase personal effectiveness.

2.4  Education/Reference Software and Productivity Stbware
2.4.1 Educational/Reference Software

Educational software are programs that are mainly developed for teaching and
learning. It covers a wide range of different purposes right from language
learning software to reference software to classrammagement software to
video instruction software etc. The potential of educational software was
recognized early by educational professionals, this lead to educational software
arriving virtually with the first desktop computers. Educational softwarersove

a large area of different forms, costs, and purposes, some exist to instruct
children on various letters in the alphabet, others include introducing complex
concepts to all grades, some are also for developmental purposes in the aspect of
good writing &ills, good speaking skills, etc. some are designed for instructing
professionals various details of their job, etc. some examples include Encarta,
Google Classroom, Litmos, Moodle, etc.

There are various categories of educational software which include; O
Courseware, these are additional materials that can either be intended as kits for
teachers or tutorials for students, in most cases, they are documents intended to
provide further assistance. Two, Classroom Aids, are specifically designed for
use in shool classrooms. When such software are used they are typically
displayed on large whiteboards e.g. Moodle. Three, Specific Educational
purpose, these are highly specific software that is used mainly teaching on a
specific subject or instruct on a specifask e.g. driving test software, language
learning software, etc. Other categories include corporate training, custom
platforms reference software, and assessment software.

2.4.2 Productivity Software

Productivity software just as the name impliesus®d for the production of
information which could be in the form of databases, documents, worksheets,
charts, graphs, etdt is primarily used for increasing productivity especially
among office workers. A bundle of productive software intended to lkehyse
office workers is known as Office Suite. The components are generally
distributed together, have a consistent user interface, and usually can interact
with each other.

The most popular kinds of productivity tools are:

¢ Word processing software
¢ Spreadsheet software
¢ Database software, including personal information managers
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¢ Financial software, including personal finance programs
¢ Software for cyberspadecommunications, -enail, Web browsers
¢ Integrated software and suites.

It may still be possibléo work in an office these days without knowing any of
these programs. However, that probably won't be the case as we move along into

the 2F' century. We shall describe productivity software in more detail
beginning in another few pages.

r I

- Google

Office 2>
? OpenOfficeorg

Figure 1:8: Example of a Productive Software

2.5. Specialty Software

Whatever your occupation, you will probably find it has specialized software
available to it. This is so whether your career is as an architect, building
contractor, pilot, et&ome programs hglarchitects or engineers to be able to
simulate buildings before building them. Other programs help construction
estimators pull together the costs of materials and labour needed to estimate a

job.
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Sourcewww.digitalengineering247.com

26 SUMMARY

Various categories of application software help to carry out various tasks ranging
from educatiorrelated tasks and entertainment. Users determine whitiese
categories they install depending on their neetligs unit, we have gone through

the five major categories of application packages. It is clear that users have the
choice to install any or all of the categories.

SeltAssessment Exerciselist the various categories of application software
you know

SeltAssessment Exercise What are the met popular productivitytools?

2.7 Glossary

1. Entertainment Software: Entertainment Software refers to a wide variety of
software, it can refer teadeo games, software for watching videos or playing
music, displaying pictures, and other forms of entertainment which users can
experience through a computer device.

2. Educational Software: Educational software are programs that are mainly
developed foteaching and learning.

3. Productivity software: Productivity software just as the name implies is used

for the production of information which could be in the form of databases,
documents, worksheets, charts, graphs, etc.
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2.9 Possible Answers to SelAssessment Exercises (SAES)

SelfAssessment Exercisk List the various categories of application software
you know

Answer to SAE 1There are at least fiveategories of application software. These
are:

Entertainment software
Home/personal software
Education/reference software
Productivity software

¢ Specialty software

O 0 0O 0O

SeltAssessment Exercise What are the most popular productivitpols?
Answer to SAE2:
The most popular kind of productivity tools are:

Word processing software

Spreadsheet software

Database software, including personal information managers
Financial software, including personal finance programs
Software for cyberspadecommunicationse-mail, Web browsers
Integrated software and suites.

O 0 0 0 0O 0
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UNIT 3: COMMON FEATURES OF SOFTWARE

CONTENTS
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3.3.3 Buttons
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3.5.2 Propriety Softwar@and Types of Licenses
3.6 Summary

3.7 Glossary
3.8 References/Further reading

3.9 Possible Answers to Selfssessment Exercises (SAES)

3.1 INTRODUCTION

Having treated the various application packages, this unit aims to focus on the
various featuresf typical software or application. The lesson will pay attention

to the user interface, explore the issue of tutorials and documentation as well as
the issues of help for users, and other useful software assistants.

3.2 LEARNING OUTCOMES
At the end ofhis unit the students should be able to:

¢ Explain the basic features in a typical user interface
¢ Explain the use of tutorials and documentation
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¢ Define what the concept of freeware, shareware, and proprietary
software

3.3 The User Interface

The followingdiscussion provides a brief review of some features common to
both applications software and system software.

The User Interface or Ul is the point at which we the users interact with a
computer program or application, the main goal of the user intagaocemake

the user experience easy, enabling the user to achieve a maximum outcome with
minimal effort. The type of user interface is usually determined by the system.
There have been various types of interface in the past but the currently most used
or widely known is the Graphic User Interface or GUI as it is commonly known.

It is a form of user interface which allows users to interact with a computer
through graphical icons and an audio indicator. Various actions in GUI are
usually performed by directijnanipulating the graphical elements.
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Figure 1.10:Image of a Graphic User Interface for Windows
Sourcehttps://www.itpro.co.uk/operatingystems/30248/whig-a-graphicaluserinterface

Common features of GUIs are menus, windows, icons, buttonsdiafa
(dialogue) boxes.
¢ Menus: A menuis a list of available commands shown on the screen. It is
a list of command options presented to a user of a computer system.

A menu baiis a horizontal bar that contains the labels for etogn menus
which is usually anchored to the top of a window, coming most times after

the title bar.
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Figure 1.11:Image of a Menu Bar in File Explorer
Source: Screenshot

A drop-down menus a list of commands options that "drop down" from a
selected menu bar item at the top of the screen. It allows a user to choose one
value from the list. When itis inactive it shows a single value, when it is activated
or clicked on it drops down a liet values or commands for a user to select one.

Features I Documentation =~ I Support Login

{

Getting Started
D O C u m E 4 Pro Features
“? Frequently Asked Questions
Theme Integration
Menu Cutput Options

Developers

50N

Troubleshooting

Figure 1.12:Image of an active Drop Down Menu
Source: Screenshot

A popup meny also known as shortcut menu and context menu, refers to a
hi dden menu that doesnot-clickshThe menpipe ar
mostly referred to as a context menu because the menu that appears relates to
what was rightlicked. For example irMicrosoft word, if a text that is
highlighted is righiclicked on, a pojup menu similar to the example below will
appear. This menu gives quick access to common features related to the text.
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Computer Hor=a
g Cut
53 Copy
(%, Paste Options:
A
A Font...
5__1] Paragraph...
:= Bullets
i= Numbering
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Look Up
Synonyms

Translate

[fil
By

Additional Actions »

Figure 1.13:Image of a Pop Up Menu
Source: Screenshot
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3.3.1 Windows

Window: A particularly interesting feature of GUIs is the use of windows.A
windowis therectangulapartof thecomputerisplay inthe GUI that shows the
program currentlyn use.For example, the browser window yaseto explore
the files on yar system is a window. Windowallows userso work with
multiple programs or view multiple programsthé same time. Mostindows
allow you to minimize and maximize them, allowing yotetmporarilyhide and
show programs.
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Figure 1.14:Image of aNindow
Source: Screenshot

A window (small w) should not be confused with Windows (capital W)
- the program known as Microsoft Windows, which is the most popular
form of system software for the personal computer. However, as you might
expect, Windows features extensive use of wivilo

3.3.2 Icons

Icons: An iconis a small graphical representation of a progrfamction,
or file. When you click ordoubleclick an icon, the associated file or
program opens or an action is performed. For example, ifdpaible
click the This PC icon, Window&xplorer will open windows explorer.
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Icons arecomponentsof GUI operating systems, includingpple's
macOS X and Microsoft Windows. Icons help users quickly identify the
type of file represented by the icon. The image is an exaofpie "My
Computer“iconin variousversions of MicrosoftWindows.

Figure 1.15:Image of a Windows Screen with Various Icons
Source: Screenshot

3.3.2 Buttons:
A buttonis a graphigconthat may have text that performs a software

function. For example, the Windovart buttonis used to open
the Start menuthe X button by the top right of a window s used to close

the window.
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Figure 1.16:Image with the windows button clicked
Source: Screenshot

3.3.4 Dialog box

Dialogue (Dialog) box: A dialog box is awindow that opensto allow
communication between the computer and you, the user. Dialcguask
guestions or give you informatioGenerally, once a dialogue box appears, an
action must be taken which relates to it before the user can access other
applications.
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Figure 1.17:Image of a Dialogue Box

Source: Screenshot

3.4  Tutorials and Documentation and Helps for Software Users
3.4.1 Tutorials and Documentations

How does a new user intend to get familiarized with the progRledse note
that commercialproducers of applicatiopackagesalso providetutorials and
documentatioralong with products

¢ Tutorials: A tutorial is a book, document, or video that shows a new user
the walkthrough on how to get familiarized with the prograimake, for
instance, publishers provide severabk® on how to get familiarized with
the software package, sometimes they are provided as part of the software
package.
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Note: Not all software products come with tutorials.

¢ Documentation: Documentationcan be said to be a short pictorial

description of a progranihe documentation may be in print, but today

it is generally available on GROM and the Internet. The documentation
may be educational, but features and functions are generally grouped by
cate@ry for reference.

Let us now consider the various forms of applications software used as

productivity tools. Then we will cover specialty programs.

3.4.2Help for Software Users

Why devote so much space to a discussion of the difficulties of softwaresknd
frightening newcomers before they've even begun? Because it is easy for users
(especially newcomers) to think that the reason they can't make a program work
lies with their ineptnesk when the culprit is the manufacturer making slipshod
goods. Therare, however, some sources of user assistaalteough even here,

to be forewarned is to be forearmed.

¢

Instruction manuals: User guides or instructions manuals printed on paper
have traditionally accompanied boxes of applications software diskettes or
CD-ROMs. Sometimes these are just what you need. Sometimes, however,
you need to know what you need help with, and it may be difficult to define
the problem. In addition, these guides may be a puzzle to anyone not trained
as a programmer because they arerofritten by the very people who
developed the software. And experts are not always able to anticipate the
problems of the inexpert. More recently, software manufacturers have been
giving short shrift to prirbn-paper manuals. Says businésshnical
writer John Merchant, "as the software has become more complex, the
(paper) user guides have become slimmer the drastically reduced time
allowed to get new software products to market does not allow for
comprehensive manuals to be written."

Help software Insteadof printed manuals, softwarenanufacturersiow

rely more onthe "help”programs on #8oppy diskor CD-ROM that come

with the software, which contawvarious helpmenus. However, thesan

also includgechnolanguagehat isconfusing for newbiesAs with paper
manuals,utilities can be inthe lastminute rush to publish thenielp
programs may also be availalblethe Internet. The issue with going online

Is that, How do you go online to ask for help when the system is not
working? Or how can you go onlineto get advice on how to fix your
software and fix yousoftware at the same timg€R helps to have two
computers!).

Telephone helplinesif you encounter a software glitch, use a helpline
to call a customesupport technician at the progrs manufacturer. The
tech would then try to talk you through the problem or might refer you to a
Web site from which you could obtain a file that would remedy your
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problem. Both software and hardware makers have long offered telephone
helplines for customrs. If your computer breaks down, you may find that
your hardware company still offers emergency advice for free (although
you may have to pay the phone company's-distance tolls). However,
software manufacturers now invariably charge for help chysu have

had the software longer than-90 days. This could run to a few hundreds

or thousands of Naira depending on the arrangement you have with them.
An analyst for Dataquest, a markesearch firm based in the United States

of America estimates thanicrocomputer users placed 200 million calls in
1999 to ask software questions. He also found the average time a user had
to wait on hold was about 3 minutes. It is quite common to wait for 20 or
30 minutes’ even at midnight listening to bubbly musieand a recorded
voice urging you to "stay on the line for the next available technician."

¢ Commercial howto books: Because of the inadequacies in user support
by the software developers themselves, an entire industry has sprung up
devoted to publishing howo books. These are the kind of books found both
in computer stores and in general bookstores such as Barnes & Noble or
Abiola Bookshops, based in Lagos. Examples are the "For Dummies" or
"Complete Idiot's" books (such aslobe Photoshop for Dummiasd The
Complete Idiot's Guide to Microsoft Office 2000 Professipriaheeds to
be said, however, that many of these are guides to how to use a particular
programi that is, they are tutorials, rather than-itibxmanuals telling you
how to make the stare work right. Sometimes, some users complain that
they are rather too technical to them.

¢ Knowledgeable friends:Believeit or not, nothing is better than having a
knowledgeable friend: youeacher or mentoa more advancedtudent
than you, or somem with a technical interest icomputers. Business
people pay millions of dollars to have computer technicians come into their
offices and deal with software and hardware problems. However, many
users can't afford expensive consultants. Thus, we cass #nough how
important it is to get to know peopiefrom your classes, from computer
user groups (including online Internet groups), from family friends, or
whateveri who can lend aid and expertise when your computer software
gives you trouble. As iassuredly will at some point. (And don't forget to
do something for them in return!.)

A final word: If you are happy with a particular applications program, don't feel
you have to go out and upgrade to the latest version just because everyone around
you £ems to be doing so. The ultimate test, after all, is: How useful is the
software for you? You don't necessarily need to be influenced by the argument
that something is "better, faster, and incorporates all the latest technology."

3.5. Public Domain Software: Freeware and Shareware and Propriety
Software and Types of Licenses
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1.5.1 Public Domain Software: Freeware, & Shareware

These are the general issues you need to consider when you are thinking about
how to use someone else's intellectual propartiie Digital Age. Now let's see

how software fits in. No doubt most of the applications programs you will study

in conjunction with this book will be commercial software packages, with brand
names such as Microsoft Word or Excel. However, there are softweare
productsi many available over communications lines from the Inteirnétat

are available to you gmuiblic domain software, freeware, or shareware.

¢ Public domain software: Public domain softwareés software that can be
duplicated by anyone meaning, it is not protected by copyriblic
domain programs have been donated to the public by their creators. They
are made available through various sites, for example, GitHub; users can
upload their sgtems and make them public if they want others to have
access to it. With public domain soft"
if you make any changes to it, but in hindsight, we have to be careful of the
free software we download some conceal malisiprograms that can be
harmful to your system.

¢ Freeware: Freewareis software that is available free of chargeeeware
is distributed without charge, usually through the Internet or among user
groups. Software creators let their software go for foeeséeing how the
users response to the program to improve in the program, later on,
sometimes it could be for a scholarly purpose. Freeware developers often
retain all rights to their programs, so that technically you are not supposed
to duplicate and digbute them further. Still, there is no problem with your
making several copies for your use.

¢ Shareware: Shareware is copyrighted software that is distributed free
of charge, but whose users must contribute to continue using it.
Shareware is alsdistributed mainly through communication links such
as the Internet. An example is WinZIP, a program for managing
computer files that you can get from the Internet. "Trialware" versions
of shareware are sometimes available on the Internet. This type of
sdtware has limited functionality (it is a weakened version of the real
version) or the amount of time that the software can work idisetéd.
After the trial period ends, the user pays a fee to get the fully functional
version, or the software simplgbomes unusable. Have trouble making
copies of shareware for your friends? The developer hopes it will. In
this way, the program is distributed to many people, some of whom the
creator of the software expects to "contribute"” or pay a "registration fee"
for advice or updates. Although shareware copying is allowed, because
it is copyrighted, you cannot use it as a basis for developing your
software to compete with the developer
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3.5.2 Proprietary Software & Types of Licenses

Proprietary softwares software whose rights belong to a person or a company,
usually the software developer. The property is copyrighted and the owner
expects you to buy a copy to use it. The software may not be legally used or
copied without permission.

Software manufacters don't sell you the software as much as a license to
become an authorized user. What is the difference? By paying for a software
license, you are signing an agreement that you agree not to make copies of the
software for donation or resale. That isuytave only purchased the company's
authorization to use the software and not the software itself. This legal subtlety
allows the company to retain its rights to the program and restrict how its
customers can use it. The fine print in the license agreeatienss you to make

one copy (backup or archive copy) for your use.

There are several types of licenses:

¢ Shrink-wrap licenses: Shrinkwraplicenses are printed licens#dsat are
inserted into software packages ae@ visible through the clear plastic
film. The use ofshrink film licenses eliminates the need for a written
signature,as the buyer knowthey are entering into a binding contract
simply by opening the package. Ea8hrinkwraplicense is for a single
system.

¢ Site licensesA site licenseallows a customer to make multiple copies of
a software product for usmnly within aspecific installation

¢ Concurrent-use licenses: A concurrent use license allows the
simultaneous use @fcertainnumber ofcopies ofsoftware within a given
installation.For example, if @oncurrent uskcense iggrantedfor 10 users
within a companyall 10 users in theompany camse the software at the
sametime..

¢ Network single-user licensesA single-user network license limits the use
of the software on a netwot& one user at a time.

¢ Network multiple -user license:A network multiuser license allows more
than one person on a network to use the software. Each user is assigned a
license and only those licensed as such can use the network software.

3.6. SUMMARY

This unit has treated the various features of software such as an interface,
tutorials, and documents. It also took a look at some free and proprietary wares
and how they make the use of certain software edsiprcal software will have

t he Unsedaceswdich contains the Windows, the Icons, the Buttons, and the
Dialog box. To use the software a user must familiarize themselves with these
features and correctly use them. Also, to make the use of the software easier,
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most software packages hautotrials and documentation as part of the features
in the software. These and other features on software packages make them easier
to use and navigate.

Self-Assessment ExerciseMention the major features gfaphic user interface
(Graphic User Interface.

Self-Assessment Exercise Whatare the sources of help feoftwareuser®
Self-Assessment Exercisg What type of licences are available to uSers

3.7 Glossary

Public domain software: A softwarehat can be duplicated by anyone meaning,

it is not protected by copyright

Freeware: Freewareis software that is available free of charge
Shareware:Shareware is copyrighted software that is distributed free of charge,
but whose users must contribubecbntinue using it

Proprietary software: Proprietary softwarés software whose rights belong to

a person or a company, usually the software developer.

Tutorials: A tutorial is a book, document, or video that shows a new user the

walk through on how tget familiarized with the program
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3.9 Possible Answers to SelAssessment Exercises (SAES)

SelfAssessment ExerciselMention the major features oBraphic User
Interface.

Answer to SAE 1:Common features of GUIs are menus, windows, icons,
buttons, and dialog (dialogue) boxes.

Sel-Assessment Exercise Whatare the sources of help feoftwareuser®

Answer to SAE 2
Themajorsources of user assistanoelude:

¢ Instruction manuals: User guides or instructions manuals printed on paper
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have traditionally accompanied boxes of applications software diskettes or
CD-ROMs.

¢ Help software: Insteadof printedmanuals, softwarenanufacturer;mow rely

more onthe "help"programs orCD-ROM that come withthe software, which

contain various helpmenus. Help programs may also be availaiethe

Internet.

¢ Telephone helplines:If you encounter a softwaretth, you canuse a
helpline to call a customewupport technician at the program's
manufacturer. Both software and hardware makers have long offered
telephone helplines for customers. If your computer breaks down, you may
find that your hardware company stilffers emergency advice for free
(although you may have to pay the phone company'sd@stgnce tolls).

¢ Commercial howto books: Because of the inadequacies in user support by
the software developers themselves, an entire industry has sprung up devoted
to publishing howto books. These are the kind of books found both in
computer stores and in general bookstores Examples are the "For Dummies”
or "Complete Idiot's" books (such Aslobe Photoshop for Dummiaad The
Complete Idiot's Guide to Microsoft O#&000 Professiongal
¢ Knowledgeable friends:Believeit or not, nothing is better than having a
knowledgeable friend: youeacher or mentom more advancesdtudent
than you, or someone with a technical interesoimputers.

SeltAssessment Exercisg What type of licences are available to u8ers

Answer to SAE 3:
There arat least fivalypes of licenseavailable to software users. They
include

¢ Shrink-wrap licenses: Shrinkwraplicenses are printed licensdsat are
inserted into software packages ane@ visible through the clear plastic
film. The use ofshrink film licenses eliminates the need for a written
signature,as the buyer knowthey are entering into a binding contract
simply by opening the package. Eaghrinkwrap license is for a single
system.

¢ Site licensesit allows a customer to make multiple copies of a software
product for usenly within a specific installation

¢ Concurrent-use licenses: A concurrent uselicense allows the
simultaneous use @fcertainnumber ofcopies ofsoftware within a given
installation.For example, if @oncurrent usécense iggrantedor 10 users
within a companyall 10 users in theompany camse the software at the
sametime..

¢ Network single-user licensesA singleuser network license limits the use
of the software on a network to one user at a time.

¢ Network multiple -user license:Thelicense allows more than one person
on a network to use the software. Each user is assigned a license and only
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those licensed as suchn use the network software.

MODULE 2: WORD PROCESSING PACKAGE

UNIT 1: INTRODUCTION TO MICROSOFT
ENVIRONMENT

CONTENTS
1.1 INTRODUCTION
1.2 LEARNING OUTCOMES

1.3 Microsoft Basic 1: Microsoft word environment

1.31 The Tile bar
1.3.2 The Ribbon
1.33 The file tab and backstage view
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13.4 Touch mode
1.3.5 Ruler
1.36 Scroll Bars
1.37 Document View Buttons
1.38 Zoom sliders
1.3.9 The mini Toolbar and keyboard Shortcuts
1.4. Microsoft Basic 2: Creating and Printing Document

1.5Point to note

1.6Summary

1.7Glossary

1.8References/Furthdreading

1.9Possible Answers to Selfssessment Exercises (SAES)

1.1INTRODUCTION

This Unit introduces students to Microsoft environment basics such as
Title bar, ribbon ruler, keyboard shortcuts, dmv to create, print, and save
documents.

1.2LEARNING OUTCOMES
After going through this Unit students gain an understanding of:
the title bar, the Ribbon, the file tab and backstage view, Touch mode,
how to use Ruler,
how to use Scroll Bars,
how to uséDocument View Buttons,
how to use Zoom sliders,
how to use the mini Toolbar,
how to use Keyboard Shortcuts dadrn how to create a document,

1.3. Microsoft word environment
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The newWord environmenis designed to more closely reflect the way people
generally work with the progranMicrosoft Word 2016 is a word processing
application that allows you to create a variety of documents, including letters,
resumes, and more. In this section, you'll lehow to navigate the Word
interface and become familiar with some of its most important features, such as
the Ribbon, Quick Access Toolbar, and Backstage view. Word 2016 is similar
to Word 2013 and Word 2010. If you've previously used either version, then
Word 2016 should feel familiar. But if you are new to Word or have more
experience with older versions, you should first take some time to become
familiar with the Word 2016 interface.

To open this application called Microsoft Word, go to the start buttdrchck

it, you will see all app there, look for the Microsoft icon and lunch it. This is the
environment you will be working on, it comprises of the title bar, menu bar,
standard toolbar, formatting toolbar, ruler, insertion point, End of Document
Marker, Help, Scroll bars, Status Bar, Task pane, View Buttons, Office
Assistant, etc.

I Inset  Design  layout  References  Mailings  Review View Q7
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Figure 2.1: The tool bar
Source: Screenshot

1.3.1The Tile bar
As seen above, by defMawrldo.it Wsen iyduwds
then you have the option mme it whatever you want to name it.

1.3.2 The Ribbon
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As seen aboveheribbonis a set of toolbars at the top of the window in Office
programs designed to help you quickly find the commands that you need to
complete a task.

1.33 The file tab andbackstage view

As seen aboveTheFile tabis a coloredab, for example, a bluabin Word,
located in the uppdeft corner ofMicrosoft Office programs while the
backstage viewprovides access to saving, opening, info about the currently open
file (Pemissions, Sharing, and Versions), creating a new file, printing, and fc

Document! - Werd ? - =] %

Protect Document Properties -
» Control what types of changes people can make to this document. Size

Words

Total Editing Time 4 Minutes
Inspect Document Title
Before publishing this file, be aware that it contains:

Document properties and author's name
Issues - Comments

Tags

Related Dates
Manage Document Last Modified
Ol Check in, check out, and recover unsaved changs @ Today, 0726
Documen t o N Last Printed

Related People

Authos
MAXBOBO

Last Modified By Not saved yet

Show Al Properties

[ W © Type here to search

Figure 2.2: The Microsoft Word environment
Source: Screenshot

1.34 Touch mode

To do this click the drojplown arrow to the right of the quick access toolbar and
select touch mod&om the dropdown you see, the touch mode will appear on
the quick access toolbar

1.35 Ruler

You can see this at the top side of your document as shown above.
1.36 Scroll Bars

You can see this on the right side of your document as shown above.

1.37 Document View Buttons
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Theview buttonsare a feature that lets you change how the presentation or
document appears.

1.38 Zoom sliders

Thezoom slideris usually in the lower right corner of the software window as
shown above.

1.39 The mini Toolbar
Themini toolbarappears whenever you rigtlick text inWord.
1.3.10Keyboard Shortcuts

Here are a list of shortcuts you can always uséBasic Windows
keyboardshortcuts

Ctrl+Z: Undo., Ctrl+W: Close., Ctrl+A: Select all., Alt+Tab: Switch apps.,
Alt+F4: Closeapps., Win+D: Show or hide the desktop., Win+left arrow or
Win+right arrow: Snap windows., Win+Tab: Open the Task view.

1.4  Microsoft Basic 2: Creating and Printing Document.

Using MS Word is a very practical issue. It is therefore important to master how
to gpen a document, close a document, save a document, and recover unsaved
document. Also, skills such as entering and selecting text are important to using
MS Word. Equally important are skills related to printing a document, using
pictures and media, drhow to insert video in your document. Let us discuss
them one after the other.

Opening a document

The first step in creating a word document begins with the opening of
the Microsoft Wordprogram. In the menu at the top, click ik menu and
selectthe Openoption otherwise open the document direct from where you
saved it on your PC. See below.
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Figure 2.3: Opening of Word document
Source: Screenshot

Closing a document

Click the gray "X" in the upperght-hand corner. But ensure to save yaark
if you will still use it next time for it is a good practice. See below to see the blue
arrow pointing where to click to close your document.
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Figure 2.4: Closing of Word document
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Source: Screenshot

Saving document

To save a document, press ctbiSyou click the file button and click the save

As after which you save the document with whatever name you want to save it
as and also you have the option to choose whatever file type you want to save
the document with. See below

Note the file path you i@ saving your document to as shown below.

[ save As X |

[ > ThisPC > Documents v oo Signin

—— ' P

B 3D Objects CPY_SAVES
I Desktop Custom Office Templates
KONAMI

Word 2003 XML Document
Strict Open XML Document
OpenDocument Text

L Type here to search

Figure 2.5: Saving of Document Window
Source: Screenshot

Recovering Unsaved document

In MS Word click theFile Tab in the upper left. Click Manadg@&cumentand
selectRecover Unsaved Documeritem the drop-down list.

Entering Text

Entering texis always done at the position of the cursor. Any newbed
character is added to thextat the position occupied by the cursor, after which
the cursor is moved one column to the right.

Selecting Text

Selectngis highlightingtext or picking an object.
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Printing Documents Printingto a File.Word allows you to send your output to
a file instead of to arinter.

Working with Tabs

Wordinserts d@abcharacter and moves the insertion point tot#tesetting,
called thetabstop. You can set custatabsor useWord'sdefaulttab settings.

Pictures and Media

Word allows you to insempicturesinto your document. See below.

Pagetct1 Owords Ll Engish United States;
n P Type here to search

Figure 2.6: Insertion of pictures window
Source: Screenshot

Inserting online pictures

Same procedure as shown above.
Inserting your pictures from your PC
Same procedure as shown above.
How to insert screenshots

As shown below, you can screenshot your document.
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Bl 2 s
Figure 2.7: Inserted screenshot window
Source: Screenshot

Also you can use screen clipping option, see  below

Figure 2.8: Screen clipping option
Source: Screenshot

Inserting online Video
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Same as seen above from the insert tab.

1.5 Final point to note

The environment is where we work with word document, a lot of document
formatting are carried out there. THecument is where users interact most of
the time with text entering and document saving and recovery are done. Also,
we can print out a documentysert an image from our PC, and we can use
screenshot. Furthermonege have been able to learn how to create a document,
how to close a document, how to save and retrieve a document. Also, we have
been able to learn how we can prirdm our PC, from the dck view, or by
pressing the ctrl P key. Also, we (hopefully) now understand how to insert
images, videos and use screen shoot in your document.

1.6 SUMMARY

In this Unit, we have been able to understand the title bar, the Ribbon, the touch
mode, the ruler, the scroll bar, the zoom slides, Ete. first step in creating a
word document begins with the opening tbie Microsoft Wordprogram.
Printing is an outpuprocess that enables us to have a hard copy of our word
processing activities. W can printfrom our PC, from the back view, or by
pressing the ctrl P key.

SeltAssessment Exercises

SeltAssessment Exercise Wha do you understand by the riblsbn
SelfAssessment Exercise What is the Microsoft environmeht
SeltAssessment Exercise What is the first step in creating a word docurflent
SeltAssessment Exercisé What is printing in MS Office

SeltAssessment Exercige: List at least seven wingokeywors short you can
use.

1.7Glossary

Ribbon in MS Word: Theribbonis a set of toolbars at the top of the window in
Office programs designed to help you quickly find the commands that you need
to complete a task

MS Environment: The environment is whenrge work with word document, a

lot of docunent formatting are carried obere

Printing in MS Word : Printing is an output process that enables us to have a

hard copy of our word processing activities.

51



1.8 REFERENCES/FURTHER READING

Foulkes, L.(2020)Learn Microsoft office 2019: a comprehensive guide to getting
started with Word, PowerPoint, Excel Access, and Outld&ikmingham:
Packt publishing.

Bucki, L A. et. al.(2013Microsoft office 2013 Bible: the comprehensive tutorial
resource Indianapols. Wiley.

Gookin, D. (2013Microsoft Word 2013 for dummieNlew Jersey: Wiley.

Lambert, J. & Cox, J.(2010)Microsoft Word 2010 step by stejVashington:
Microsoft Press.

Murray, K. (2010) Microsoft Word 2010 inside owVashington: Microsoft Press.
Murray, K. (2010)Microsoft Word 2010 Plain & Simple Cal i f or ni a: OO0 Rei

VanHuss, Susie H. et.al (201 Reyboarding & Word Processing: complete course,
Microsoft Word 2016, Lessonr1110 20e 20 ed. Boston: Cenage.

VanHuss, Susie H. et.al (201 Advarced Word Processing Lesson-580: Microsoft
word 2016 20 ed. Boston. Cenage.

Velsoft Training Materials, Inc. (2020Microsoft Word 365: ( Instructor guide) Part
1. Velsoft Training Materials.

1.9Possible Answers to SelAssessment Exercises (SAES)

SeltAssessment Exercise Wha do you understand by the riblsbn

Answer to SAE 1:

Theribbonis a set of toolbars at the top of the window in Office programs
designed to help you quickly find tttmmmands that you need to complete a
task

SelfAssessment Exercise What is the Microsoft environméhnt

Answer to SAE 2

The environment is where we work with word document, a lot of document
formatting are carried out there

Self-Assessment Exercis What is the first step in creating a word docurflient
Answer to SAE 3

The first step in creating a word document begins with the opening of
the Microsoft Wordprogram.
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SeltAssessment Exercisé What is printing in MS Office

Answer to SAE 4

Printing is anoutput process that enables us to have a hard copy of our word
processing activities. W can printfrom our PC, from the back view, or by
pressing the ctrl P key

Self-AssessmenExercise List at least seven window keywors short you can
use.

Answer toSAE 5

Here are a list of shortcuts you can alwayse. They ar®asic Windows
keyboardshortcuts

1. Ctrl+Z to Undo.,2. Ctrl+W to Close.,3. Ctrl+A to Select all. 5.
5. Alt+Tab to Switch apps.6.Alt+F4 to Close apps.7. Win+D to Show
or hide the deskto@®, Win+left arrow or Win+right arrow to Snap
windows.9. Win+Tab to Open the Task view.

53



UNIT 2: DRAWING OBJECT, PAGE BACKGROUND, APPLYING
BULLETS AND NUMBERS

2.1 INTRODUCTION

2.2 LEARNING OUTCOMES

2.3 DrawingObjects, Page Background
2.3.1 Drawing Object
2.3.2 Page Background,

2.4 Applying Bullets and Numbers
1.4.1Applying Bulletand Numbers
1.4.2Formatting bullet and numbers

2.5 Selecting of the table object and Deleting cells and Tables
2.5.1Selectingof the table object

2,5,2Deleting cells and Tables

2.6 Summary

2.7. Glossary

2.8 References/Further Reading

2.9 Possible Answers to Selfssessment Exercises (SAES)

2.1 INTRODUCTION

Having gone through MS Word basics in Unit 1, this unit is intended to take
students further in their ability to navigate the MS Word environment. You will
be introduced to drawing an object, page background, and applying for bullets
and numbersWe will be able to build bullets, apply humbers and tables in our
document, this is very essential for itemizing points we want people to see
whenever they receive or see our message or document.
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2.2 LEARNING OUTCOMES

At the end of this coursgpu should be able to

draw an object on MSWord using insert shapes,

use WordArt,

format shapes and insert charts.

apply watermark on their document, format it

create page borders on their document, and apply for bullets and numbers.
apply for number in a listed text,

create and format a table

use merging and splitting effectively.

2.3 Drawing Objects, Page Background

2.3.1Inserting Shapes

To add ashape click Insert, click Shapes select ashape and then click and
drag to drawthe shape See below.

: i I o+ ®sw0e
le  Pictures Online Shapes SmartArt Chart Screenshot ) wy Adg-ins - Wik
Pictures |_* .

Recently Used Shapes
=) ~ 11,

Figure 2.9: Process of inserting shape
Source: Screenshot

You have many options to design whatever you want with the New Drawing
canvas as shown below.
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Figure 2.10: New drawing canvas
Source: Screenshot

Inserting WordArt

On the Insert tab, in the Text group, cli¢kordArt, and then click
theWordArt style that you want. See below
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Figure 2.11: Inserting WordArt; Source: Screenshot
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Formatting Shapes

To format shapes, click trehapethat you want to change after which under
Drawing Tools, on th&ormattab, in the InserShapegroup, click Edit text.

See below.

Theme Colors
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(1] EEEER
Mo Outline

‘More Outiine Colors .

o e

131
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Pageiofi  Owords [
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Figure 2.12: Formatting shapes
Source: Screenshot

Inserting SmartArt

To insert smartArt, click the insert tab, in the Illustrations group, SitlartArt
In theChoose &martArtGraphic dialog box, click the type and layout that you

want. See below
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Figure 2.12: Inserting SmartArt
Source: Screenshot

Inserting Charts

On thelnserttab, in the lllustrations group, clidharts In the Choose
achartGraphic diabg box, click the type and layout that you want. As seen with
the case of SmartArt above.

2.3.2 Page Background

2.3.2.1 Applying Watermarks

To use watermarks, click on tHayout tah selectWatermark In thelnsert
Watermarkdialog, select Text and eithigipe your ownwatermarktext or select
one, like DRAFT, from the list. Then, customize thatermarkboy setting the
font, layout, size, colors, and orientation, select OK. See below
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Figure 2.13: Applying watermarks
Source: Screenshot

Creating CustomsWatermarks

As shown above.

Removing watermarks

Removing watermarks as shown in the image
watermark tab.

Applying Page Borders

above at the dropdown of the

To apply page boPaye rBorder esge¢tetri nghe
(Layout/DesignPageLayout >PageBordery and cApplycTko ot kder oip

down menu. See below
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Figure 2.14: Page borders
Source: Screenshot

3 POPOPPOOOOOPOOOI

2.4 Applying Bullets and Numbering
2.4.1 Applying Bullets and Numbering

In your Microsoftdocument, place your cursor or highlight the text wyene

wish toinsertabulletedl i st . Under the [ Home] tab
click the Bullety drop-down menu. Chooselaullet style or selectBullets and
Numbering t o cr e at lullebstyle. Gee betomi z e d
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Figure 2.15: Applying bullets
Source: Screenshot
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Figure 2.16: Applying numbers;
Source: Screenshot
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2.4.2 Formatting Bullets and Numbering

As seen previously you can also format bullets and number an item on your
documentSelect thebulleted listthat you want to format. , artiden clickBullets

and Numbering Click on the style that you want. Click the button
underCustomize and then click theullet style that you want.

Creating a table

To do this, Clickinsert> Tables> Insert Tabldrom the dropdown menu. In
thelnsert Tdle dialog box, enter the number of columns and rows you want in
thist abl e. You can also draw tables as di :

Document1 (Recovered) - Word

Art Chart Screensh r ge Text Quick WordArt
- e Jox = Parts * N
Sasamsssmall ®
O Il
]
® ®
[ —p_ =] . N N .
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Pagezafy iswords LE  Engish (United States) Recoversd
H L Type here to search

Figure 2.17: Tables
Source: Screenshot

2.5 Selecting of the table objecind Deleting cells and Tables

2.5.1 Selecting ofthe table object

Toselectan entireable move your mouse over thableuntil you see

thetableselection icon in the uppéeft corner of thdableand click on it

to select the tableNhen working within dable theTableTools tab appears in
the Ribbon and includes the Design and Layout tabs. See below
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Figure 2.18: Table objects
Source: Screenshot

Inserting and deleting columns and rows

To do this, click aow or cell in the table, and then click the Table Layout tab.
UnderRowsé& Columns click insert orDeleteRows. See below
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Figure 2.19: Colunm and rows
Source: Screenshot

2.5.2Deleting cells and Tables

Position the insertion point in tleell you want todelete And click OK. See

below
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Figure 2.20: Cells and tables
Source: Screenshot

Merging and Splitting cells

You cansplit andmerge cellsin a table Splitting cellsis similar to adding a
row or column, but it all takes place in ooa&linstead of a group

of cells Merging cells, however, is similar to deletingcall and then adjoining
it with a neighboringell. See below

64



Q[ — : 4
- Yot — - g 4
Shading  Bor iders Border
V! Banded Rows | Banded Columns g Styles - s Pen Color = SR painter
Borders " S

v/ Header Row v First Column

Total Row Last Column

tyle Options

Hello class

Split Cells ? X
Number of olumns: |2 2 —
Number of rows: =
before spit
[ oK | Cancel
) — ) —
\ [ I
| I [

2words [ Engiish (United States)  Recovered

Pa 2
n P Type here to search

Figure 2.21: Splitting cells
Source: Screenshot
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Figure 2.22: Merging of cells
Source: Screenshot
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26 SUMMARY

At the end of this Unit, you have hopefully been acquainted wibkv to add
watermark toyour document and custom watermarkaoor documentyou have
also seen how you can apply bordergdar document. You have also seen how
to use shapes, WordArt, how to format shapes, and also include chgdsron
document. You can appbullets and number text your document. Hopefully,
you alsocan create tables and insert new rows and columymuintables.

Self-Assessment ExerciselSAES)

1. Where can we locate the shape Element on our Word Environment?
2. What is WordArt usetbr?

3. Where is the watermark Element located?

4. How can you customize a watermark of your choice?

5. How can we apply bullets to out text?

6. How can we apply numbering to out text?

7. How can we create tables and split them and also merge thers woml?

2.7 Glossary

Watermark in MS Word: The image orext that appears behind the main
document

WordArt: A fast way to make text to appear special or achieve special effects.

2.8 REFERENCES/FURTHER READING

Bucki, Lisa A. et. al.(2013)Microsoft Word2013 Bible: the comprehensive tutorial
resource Indianapolis: Wiley.

Lambert, J. & Cox, J.(2010Ylicrosoft Word 2010 step by sté&vashington: Microsoft
Press.

Murray, K. (2010)Microsoft Word 2010 inside autVashington: Microsoft Press.
Murray, K. (2010).Microsoft Word 2010 Plain & Simple Cal i f or ni a: OO0Rei

VanHuss, Susie H. et.al (201 Reyboarding & Word Processing: complete course,
Microsoft Word 2016, Lesson1110 20e 20 ed. Boston: Cenage.

VanHuss, Susie H. et.al (201Advanced Word Rrcessing Lesson 5610: Microsoft
Word 2016 20 ed. Boston. Cenage.
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Velsoft Training Materials, Inc. (2020Microsoft Word 365: ( Instructor guide) Part
1. Velsoft Training Materials.

2.9 Possible Answers to SelAssessment Exercises (SAES)

SAE 1. Where can we locate the shape Element on our Word Environment?
Answer to SAE 1

To locate the shape elemeanlick Insert, click Shapesselect ashape and then
click and drag to draw thehape

SAE 2. What is WordArt used for?

Answer to SAE 2

The WordArtis used to createatorative effects or addpecial text effects to
oneds document.s or publications

SAE 3. Where is the watermark Element located?

Answer to SAE 3

The watermart element is located on layout talm use watermarks, click on
the layout tab selectWatermark

SAE 4. How can you customize a watermark of your choice?

Answer to SAH

In thelnsert Watermarkdialog, select Text and either type your
ownwatermarktext or select one, like DRAFT, from the list. Then, customize
the watermarkby setting the font, layout, size, colors, and orientation, select
OK.

SAE 5. How can we apply bullets to out text?

Answer to SAE 5

In your Microsoft document, place your cursor or highlight the text where you

wish toinserta bulletedlist. Under the [Home]t a b I n t he APar ag
section, click the Bullets] drop-down menu. Choose hullet style or select

"Bullets and Numbering t o cr eat éulldstytust omi zed

SAE 6. How can we apply numbering to out text?

Answer to SAE 6

In your Microsoft documentplace your cursor or highlight the text where you

wish toinsertanumberl i st . Under the [ Home] tab 1in
click the [Numbenl drop-down menu. Choose aumberstyle or select
"Numberingd t o cr eat eaumherstyle st omi zed
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SAE 7. How canwe create tables and sihd also mergeells on MSword?
Answer to SAE 7

a) To createlTo create a table, Clicknsert> Tables> Insert Tablefrom
the dropdown menu. In thénsert Tabledialog box, enter the number of
columns and rows you want ithis table

b) To splitor merge cellsYou cansplit andmerge cellsin a table Splitting
cellsis similar to adding a row or column, but it all takes place in
onecell instead of a group afells Merging cells, however, is similar to
deleting acell andthen adjoining it with a neighborirzgll.
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UNIT 3: DOCUMENT VIEW AND BASIC EDITING SKILLS
3.1 INTRODUCTION

3.2 LEARNING OUTCOMES
3.3 Document View
3.3.1How to change document view

3.3.2 How to hide Ruler and show it
3.3.3 How to zoomthe document

3.4 Working innew document in a new window

3.4.2 Working with word file format
3.4.3 Deleting Text
3.4.4 Cutting, Copying and Pasting

3.4.5 Undoing and Redoing actions in word

3.4.6 Finding and replacing text

3.4.7 Selecting text and objects

3.5 Basic Proofing Tools

3.5.1 Spelling and Grammar Tools

1.5.1 Formatting Paragraphs and Document Layout

3.5.2 How to use the Thesaurus

3.5.3 Font Formatting

3.5.4 Font Dialog Box

3.5.5 Formatting Paragraphs and Document Layout

3.5.5.1 AligningParagraphs

3.5.5.2 Line Spacing and Paragraph spacing
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3.5.5.3 Setting Page and Section Breaks

3.5.5.4 Creating columns in a document

3.5.5.5 Using Headers and footers

3.5.5.6 Page setup dialog box
3.5.5.7 Setting margins

3.5.5.8Layout settings

3.6 Summary
3.7 Glossary

3.8References/Further Reading

3.9Possible Answers to Selfssessment Exercises (SAES)

3.1 INTRODUCTION

This Unit will introduce you to document viewing and editing skills which are
essential skills to have when working witldacument to effectively optimize
MSWord. This Unit will also familiarise you with basic proofing tools and how
to format paragraphs essential features of document layout.

3.2 LEARNING OUTCOMES

At the end of this unit students should be able to;
use ruler and toggle between showing and hiding it,
know how to zoom a document and how to split windows.
align paragraphs to either left, right, or center,
use the line spacing.
use header and footer in their document.
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3.3 Document View
3.3.1 How to change document view

Click theView tab and then click theiew you want to use, such as Print Layout
or Draftview. See below

ome  Insert  Design  layout  References  Mailings  Review [ Design

Hello class

Figure 2.23: Document view
Source: Screenshot

3.3.2 How to hide Ruler and show it

You canshowandhidebothrulerssimultaneously by repeatedly clicking/
toggling onRulerin the Showsection, under the View tab in the top menu bar.
See below
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Figure 2.24: Rulers
Source: Screenshot

3.3.3 How to zoom the document

To do this, Select the View menu bar at the tothefscreen, and seletbom
Select youZoomlevel. See below
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Figure 2.25: How to zoom
Source: Screenshot

3.4 Working in new document in a new window

3.4.1 To open a document in a new document in a new window

To do this, click the VIEWabin theWindow group, clickNew Window See

below
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Clipboard ] Font J Paragraph ] Styles % Ediing a

To open a document in new document in a new window

To do this, click the VIEW tab in the Window group, click New Window. See below

Figure 2.26: Open document in a new view
Source: Screenshot

3.4.2 How to split in window
Same process as indicated above from the view Tab.
Working with word file format

You will see this option when you wattt Save As. See below
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Figure 2.27: Word file document
Source: Screenshot

3.4.3Deleting Text

To delete a text, click on backspace at the end of the text or highlight it and press
the delete key.

3.4.4 Cutting, Copying and Pasting

To cut, copy angbaste, highlight the text you want to perform this task on and
right click your mouse or you use the shortcuts, like ctrl C for copy, ctrl V to
paste. See below
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Figure 2.28: Cutting, copyiny and pasting
Source: Screenshot

3.4.5 Undoing and Redoing ations in word

Ctrl Z for undoing and Ctrl Y for redoing

3.4.6 Finding and replacing text

Using crtl F to find and crtl H to Replace or you use the icon under editing ribbon
at the top left. See below.
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This is an example of usingthe capy, cut and paste aptions.

Page2of2 12of Wwords [ English (United States) Recovered

H L Type here to search

Figure 2.29: Find and replace text
Source: Screenshot

3.4.7 Selecting text and objects

This has to do with highlighting of text or an object.

3.5 Basic Proofing Tools

3.5.1Spelling and Grammar Tools

Click File > Options > Proofing, clear the Chesgellingas you type box, and
click OK. Toturn spellcheck back on, repeat the process and select the
Checkspellingas you type box. To chedpellingmanually, click Review

> Spelling& Grammar See belowYou can choose to do it this way from the
file option display below
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Figure 2.30: Spelling anl grammar cheking
Source: Screenshot

Or from the review> spelling and Grammar option, see below.
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Figure 2.31: Spelling and grammar option
Source: Screenshot

3.5.2How to use the Thesaurus

Same way as the spelling and Grammar, you can use the Thesaurus in the
proofing section.

3.5.3 Font Formatting

Formatting texin MicrosoftWordinvolves tasks like bolding thext
italicising it, and changing thent andsize The commands to perforail of
theseformattingtasks are found on the Home tab in BEoatgroup. Select
yourtextand then click on the requirddrmattingbutton to see the effects or
highlight it and rightclick to see optionsTo do the former,eect an option to
changethe font, font size,font color, or make théextbold, italic, or underline.
See below
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Figure 2.32: Font formatting dialogue box
Source: Screensho
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3.5.4Font Dialog Box

Just as the image abovéefont dialog boxcontains all the commands for
formatting text, including quite a few that didn't find their way into
the Fontgroup on the Ribbon. See below

it Design layout References Mailings  Review View Q
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Figure 2.33: Font dialogue box
Source: Screenshot

3.5.5 Formatting Paragraphs and Document Layout

3.5.51 Aligning Paragraphs

To do this, selectthetext that you want talign. ontheHome tab, irthe
Paragraplyroup, clickAlign Left or Align Right or Center or Justify. Align left
is the default one. See below
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Figure 2.34: Aligning dialogue box
Source: Screenshot

3.5.5.2Line Spacing and Paragraph spacing

Line spacingletermines the amount of verticgdace between lingg text in
aparagraph Paragraph spacirdetermines the amount sppaceabove or below
aparagraph To do this, slect theparagraphgou want tochange. go to Home

> Line andParagraph Spacingfter which you choose the numbetiné spaces
you want or seledtine SpacingOptions, and then select the options you want
underSpacing See below
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a paragraph. Paragraph spacing determines the amount of space above or below a parag
do this, select the paragraphs you want to change. go to Home > Line and Paragraph §;
which you choose the number of line spaces you want or select Line Spacing Opti
select the options you want under Spacing. See below
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Figure 2.35: Line spacing and paragraphing box
Source: Screenshot

3.5.53 Setting Page and Section Breaks
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(none)

Go to Layout >Breaks and then choose the typeseittion breakou want.
Next PageStarts the newectionon the followingpage Continuous Starts the

newsectionon the sameage See below

81



Line spacing determines the amount of verticalspace b - =

a paragraph. Paragraph spacing determines the amount of space aboy 4 e

do this, select the paragraphs you want to change. go to Home > Line|  Marons

which you choose the number of line spaces you want or select Li Top: 25¢em S gottom 254 em
select the options you want under Spacing. See below .
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Figure 2.36: Page and section break
Source: Screenshot

3.5.5.4Creating columns in a document

Select the Layout tab, then click tBelumnscommand. A drogdown menu will

appear. Select the numberamlumnsyou want tocreate The text will format
into columns See below
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Figure 2.37: Creating columns; Source: Screenshot

3.5.55 Using Headers and footers

To do this, go to Insert BMleaderor Footer choose théeaderstyle you want to
use. Tip: Some buiin header and footatesigns include pageumbers. Add or
change text for theeaderor footerthen select Closkeader and Footenr press
Esc to exit. See below
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Figure 2.38: Header and footer
Source: Screenshot

3.5.56 Page setup dialog box

First, click the Layout tab, click the dialog béeuncher in the loweright corner

of the Page Setup group, the Page Setup dialog box appears, Margins tab
forward. Then youyipe the margin offsets in the Top, Bottom, Left, and Right
boxes.Or you can use the spinner gizmo to set the values. Ustréhieew to

check the margins as they relate to page size. Ensure that the Whole Document
Is chosen from the Apply to menu button. You can reset margins for only a
section or selected text if you instead choose those options from the menu. Click
the OK buton to confirm your new settings and close the Page Setup dialog box.
See below
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Figure 2.39: Page set up dialogue box
Source: Screenshot

3.5.57 Setting margins

Just as shown in the above picture, the margin is also in the page setup. See

below.
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Figure 2.40: Margins
Source: Screenshot

3.5.58 Layout settings

See this on the page Setup > Orientation, you can either choose portrait or
landscape.

3.6 SUMMARY

We have studied how to change document view, how to toggle the ruler, how to
zoom adocument, how to split our window, and how to select an object. We
have examined how to use the spelling and Grammer Tools, how to format fonts,
and about the font dialog box. We have also looked at how to align a paragraph,
how to use the line spacing,dasetting page layout. Also learned how to use
margin for our documenginally, we must know how to work with file formats,

how to zoom documents, and delete and copy text as the case may be.
Understanding how to use proofing tools are essential to meittmeé usage of

MS Word for writing. Basic formatting of text is pivotal to bringing the beauty

of your writing to MS Word. Formatting of the paragraph makes our work look
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professional, to accomplish that we need to align our paragraphs, we need to
learn fow to do page setup, how to set our layout
Self-Assessment ExerciselSAES)

Where is the Thesaurus located?

How can we change the fonts of a Text?

What is the process of opening a new document?

How do you toggle the ruler?

How do you work with copy and pasting?

How do you replace s text in a document?

How are actions undone and redone in MS Word docuiment
Where is orientation located?

How can you change the orientation of your document?

©o NG~ wWDNPRE

3.7Glossary

Thesaurus: This isa facility available and used in Microsoft Word to find out
synonyms and synonyms for a particular selected wauthors are able to use
it to find exact and suitable words to express their idea

Page orientation: This conceptefers to fithe direction in wheth a document is
displayedit is of two types; portrait (vertical) and landscape (horizontal). The default

orientation is portrait; it can be changed to landscape by following these steps; Select
the Page Layout tab. Locate the Page Setup

Font: hié Word font refers ta set of printable or displayable typography or
text characters in a specific style and skent styles are used in both print and
digital texto

Undo: This is a process of canceling an action in MS Word.

Reda This is the processf doing again an undone action in MS Word

3.8 REFERENCES/FURTHER READING
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3.9 Possible Answers to SelAssessment Exercises (SAES)
SAE 1:Where is the Thesaurlmscated?

Answer to SAE 1
The thesaurus is located under the review section of MS Word.

SAE 2: How can we change the fonts of a Text?
Answer to SAE 2

The commands to perform all of thedermatting tasks are found on the Home
tab in theFontgroup. Select yourtextand then click on the
requiredformatting button to see the effects or highlight it and rigitick to
see options.Select an option to change thient, font size,font color, or make
the textbold, italic, or underline

SAE 3: What is theprocess of opening a new document?

Answer to SAE 3
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It is assumed thayou are working on an open word file. First click on the file
me n u . Secondl vy, click on t hfeomiornd efwo
the templates/blankiocument to open a new docunten

SAE 4: How do you toggle the ruler?
Answer to SAE 4

You canshowand hide bothrulers simultaneously by repeatedly clicking/
toggling onRuler in the Showsection, under the View tab in the top menu bar.

SAE 5: How do you work with copy and pasting?
Answer to SAE 5

First highlight the text you what copied and pasted. Then click on the copy
menu. After this move your cursor to the place on the document you want it
pasted and click the paste menu.

SAE 6: How do you replace s text in a document?
Answerto SAE 6

Using crtl F to find and crtl H b replace or you use the icon under editing
ribbon at the top left.

SAE 7: How are actions undone and redone in MS Word docuPnent

Answer to SAE 7

At theright hand side of MS Word cliclon the undo icon and to redo an action
click on the redo icon. Alternatively us€trl Z for undoing and Ctrl Y for
redoing

SAE 8: Where is orientation located?

Answer to SAE 8

The page orientation is located under the page layout of MS Word.
SAE 9: How can you change the orientation of your document?
Answer to SAE 9

See this on the page Setup > Orientation,. You can then either choose
portrait or landscape.
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MODULE 3: PRESENTATION PACKAGE: POWERPOINT

UNIT 1: INTRODUCTION TO POWERPOINT
UNIT 2: USES OF TEXTS AND PICTURES IN POWERPOINT

By completing this module:
U You should be able to work with Microsoft powerpoint.
U You should be quick in carrying out presentation tasks given to you with

ease.
U Be acquainted with powerpoint.
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UNIT 1: INTRODUCTION TO POWERPOINT
1.1 Introduction

1.2Learning Outcomes

1.3 Definition of PowerPoint and Description of its Operating Environment
1.3.1Definition of PowerPoint
1.3.2 Description of Powerpoi@perating Environment

1.4 Creating Basic PowerPoint Presentation
1.4.10pening Presentation
1.4.2Closing PowerPoint Presentation
1.4.3 Creating New Presentation
1.4.4 Saving Presentations
1.4.5 Inserting New Slides and Slide Layouts
1.4.6 Sharing presentations

1.5Views in PowerPoint
1.51 Sorter View and Reading View

1.6Summary
1.7 Glossary

1.6 References/Further Reading

1.7 Possible Answers to SélEsessment Exercises (SAES)

1.1 INTRODUCTION

This Unit introduces you to the most versatile application package used for the
presentation of information; and ideas to a large audience. The beauty of it is that
It comes with a slide show. We will be creating a basic powerpoint presentation.
We will be launching our first powerpoint slide. We will be introduced to the
various viewpoint in powerpoint.

1.2 LEARNING OUTCOMES

At the end of this Unit, students should be able to:

understand the PowerPoint environment,
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use the file back view and tiisbbon alongside the Title bar.
create a New presentation, how to save their presentation,

know how to insert New Slides, Share Presentations;

and lastly, understand how to apply slides layouts.

understand various viewpoints in powerpoint and theskides; Normal
view, outline View, Slide Sorter View, Note page View, and Reading View

1.3 Definition of PowerPoint and Description of its Operating Environment
1.3.1Definition of PowerPoint

PowerPoint is a graphics presentation package that enablesoyoeate

formatted presentations which can be used in some ways. You can produce
projects such as overheads for a tea briefing, slides for a business meeting, or

Il nteractive onscreen presentations on
discussion here we Wiuse PowerPoint 2010.PowerPoint 2010 allows you to

create presentations for printing or online viewing using a variety of tools. The

range of tools from wizards in the package helps you with the content, look and

feel of your presentation, and the aniimatools used to create moving images.
Whatever, your presentation style is, PowerPoint has tools and enhancements to
make your presentation easy and professional looking.

1.3.2 PowerPoint Environment

ThePowerPoinwindow contains manfeatureghat look like the ones in
Microsoft Office programs. Thedeaturesnclude the Office button, Quick
Access toolbar, Title bar, Tabs, scroll bars, and a Status bar. Search for
PowerPoint on your search icon below is the image.
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Top apps

™ F W R

File Explorer Google Chrome VLC media player Word 2016 PowerPoint 2016

Recent
& Pictures

p B PO

w Word 2016

== Windows Security settings

Recommended

3 Try the browser recommended by
i Launch now
e with more p

L [rype here to search { @ LE | wi

Figure 3.1: Powerpointenvironment
Source: Screenshot

After launching the powerpoint app on your pc as followed in the image above,

you should see this below. Click on the Blank presentation.
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m_ W

POW@I'POint Search for online templates and themes L Sign in to get the most out OLOTC?

Suggested searches: Presentations  Themes  Education  Charts

Diagrams  Business _ Infographics

Recovered

PowerPoint has recovered files that you might
want to keep,

@ Show Recovered Files

Recent

Last Week

Organic

’] PRESENTATION FROM THE PUBLIC
Desktop

[ Open Other Presentations

AL

L Type here to search Hi » B & T )

Figure 3.3:Blank presentation window
Source: Screenshot

TITLE BAR

TheTitle baris located at the top in the center of BmverPointvindow.
TheTitle bardisplays the name of the presentation on which you are currently
working.
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Figure 3.4: Title bar window
Source: Screenshot

The Ribbon

TheRibbonis Microsoft's primary usenterface gadget. It is the strip of labels,
which PowerPointalls tabs, that runs across the top ofRbeverPointwindow.
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