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Course Guide

Introduction

CIT705 — Computer Application in Business is a 2 credit unit course designed to train you
for the use of personal computer in the world of business. The knowledge gained in this
course would lead to proficiency in electronic business management. As a business
educator in training, it is advised that you study each unit carefully to ensure you gain the
desired skills required in electronic business management.

Course Competencies

In this course you will be exposed to the introductory aspect of computers and its
application in business, the use of Microsoft Word in business, Microsoft Excel in business
and other computer applications in business.

Course Objectives
At the end of this course, you should be able to:

° Identify various business documentsmaximally,

. Create electronic business documents with minimal errors,
° Manage business data effectively,and

. Manage business data efficiently.

Working through this Course

To gain the maximum proficiency required in this course, you must work through all the
study units. Starting from module 1, unit 1 to module 4, unit 4. Ensure you master a unit of
study before proceeding to the next unit. Where references are made to previous taught
courses or elsewhere, you should Endeavour to visit reference sources.

Study Units

This course material contains four modules and sixteen study units as follows:
Module 1 Introduction to Computers and Business

Unit 1: History and Generations of Computers

Unit 2; Basic Concepts of Computers

Unit 3: Importance and Application of Computers in Business

Module 2 Microsoft Word in Business

Unit 1: Document Production
Unit 2; Data Security

Unit 3: File Management

Unit 4: Document Presentation,

Module 3 Microsoft Excel in Business



Unit 1: Solving and Making Decision with Microsoft Excel
Unit 2; Managing Large Worksheet
Unit 3: Presentation of Data with Charts

Module 4 Other Applications in Business

Unit 1: Graphics

Unit 2: Database

Unit 3: Microsoft Office Outlook

Unit 4: Desktop Tools/Data Communication/Creating Website

References and Further Readings Comment [D1]: Improved on the

references and further readings.
Expunged the very old references and
incorporated recent references and
books for further readings.

This was done here and within the main
content for each unit.
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Presentation Schedule

The Presentation Schedule included in your course material gives you important dates for
the completion of Tutor Marked Assignments and tutorial attendance. Remember, you are
required to submit all your assignments by the due date. You should guard against falling
behind in your work.

Assessment
Your assessment will be based on Tutor Marked Assignments (TMAs) and final
examination which you will write at the end of the course.

How to get the Most from the Course

In distance learning, the study units replace the university lectures. This is one of the great
advantages of distance learning; you can read and work through specially designed study
materials at your own pace, and at a time and place that suits you best. Think of it as
reading the lecture instead of listening to the lecturer. In the same way a lecturer might
give you some reading to do, the study units tell you when to read, and which are your text
materials or set books. You are provided exercises to do at appropriate points, just as a
lecturer might give you an in-class exercise.

Each of the study units follows a common format. The first item is an introduction to the
subject matter of the unit, and how a particular unit is integrated with the other units and the
course as a whole. Next to this is a set of learning objectives. These objectives let you
know what you should be able to do by the time you have completed the unit. These
learning objectives are meant to guide your study. The moment a unit is finished, you must
go back and check whether you have achieved the objectives. If you make this a habit, then
you will significantly improve your chances of passing the course. The main body of the
unit guides you through the required reading from other sources. This will usually be either
from your set books or from a reading section. The following is a practical strategy for
working through this course. If you run into any trouble, telephone your tutor. Remember
that your tutor’s job is to help you. When you need assistance, do not hesitate to call and ask
your tutor to provide it.



In addition, do the following:
1. Read this Course Guide thoroughly, it is your first assignment.

2. Organise a Study Schedule. Design a “Course Overview” to guide you through the
Course. Note the time you are expected to spend on each unit and how the assignments
relate to the units. Important information, e.g. details of your tutorials, and the date of the
first day of the semester is available from the study centre. You need to gather all the
information into one place, such as your diary or a wall calendar. Decide on a method and
write in your own dates and schedule of work for each unit.

3. Once you have created your own study schedule, do everything to stay faithful to
it. The major reason students fail is that they get behind with their course work. If you get
into difficulty with your schedule, please, let your tutor know before it is tool late for help.

4, Turn to Unit 1, and read the introduction and the objectives for the unit.

5. Assemble the study materials. You will need your set books and the unit you are
studying at any point in time.

6. Work through the unit. As you work through it, you will know what sources to
consult for further information.

7. Keep in touch with your study centre as up-to-date course information will be
continuously available there.

8. Well before the relevant due dates (about 4 weeks before due dates), keep in mind
that you will learn a lot by doing the assignments carefully. They have been designed to
help you meet the objectives of the course and therefore will help you pass the examination.
Submit all assignments not later than the due date.

9. Review the objectives for each study unit to confirm that you have achieved them. If
you fee unsure about any of the objectives, review the study materials or consult your tutor.

10.  When you are confident that you have achieved a unit’s objectives, you can start on
the next unit. Proceed unit by unit through the course and try to pace your study so that you
keep yourself on schedule.

11.  When you have submitted an assignment to your tutor for marking, do not wait for
its return before starting on the next unit. Keep to your schedule. When the assignment is
returned, pay particular attention to your tutor’s comments, both on the tutor-marked
assignment form and on the ordinary assignments.



12.  After completing the last unit, review the course and prepare yourself for the final
examination. Check that you have achieved the unit objectives (listed at the beginning of
each unit) and the course objectives (listed in the Course Guide).

13. Finally, ensure that you practice on the personal computer as prescribed to gain the
maximum proficiency required.

Facilitation

The dates, times and locations of these Tutorials will be made available to you, together
with the name, telephone number and address of your Tutor. Each assignment will be
marked by your tutor. Pay close attention to the comments your tutor might make on your
assignments as these will help in your progress. Make sure that assignments reach your tutor
on or before the due date.

Your tutorials are important; therefore try not to skip any. It is an opportunity to meet your
tutor and your fellow students. It is also an opportunity to get the help of your tutor and
discuss any difficulties you might encounter when reading.
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Ice Breaker

Describe yourself in three words
If you could solve one of the world’s greatest problems, which one would you choose?
Where do you want to live after you finish school? Why?



Module 1: INTRODUCTION TO COMPUTERS AND BUSINESS

Module Introduction

In this module a brief history and overview of computers will be presented. The importance of
computers to business and the application areas of computers in business are discussed in this
module. This module is divided into three units. They are:

Unit 1: History and Generations of Computers

Unit 2: Basic Concepts of Computers

Unit 3: Importance and Application of Computers in Business

Comment [D2]: Modules and units
were designed and rearranged
according to the guide given. Icons and
listings were placed accordingly.
References and further reading were
updated, old references and textbooks
were expunged while new ones were
incorporated.

Case studies were included were
necessary for further explanations and
discussions.

Comment [D3]: Expunged the old
module 1 and its unit and Introduced a
new module and units to improve on
the course note









https://en.wikipedia.org/wiki/Ancient_Near_East

UPPER
DECK

LOWER

DECK

1114
-
118
s 9

]



https://en.wikipedia.org/wiki/Square_root
https://en.wikipedia.org/wiki/Natural_number
https://en.wikipedia.org/wiki/Lattice_multiplication
https://en.wikipedia.org/wiki/Square_root
https://en.wikipedia.org/wiki/Logarithm

A | s, 8 T AP 2 s ‘
L] Wl A HH et eyt ey ey bbby
2 '3 ¢ 1 s
il e '
o '
| '
3N
- LU LU LU L RS ISRRRFERENTEINEY
T 1 T I | 10 T | I |
| Im 5 e
w2 Til RS e V) ' e N

This slide rule is positioned to yield several values: From C scale to D scale (multiply by 2), from D
scale to C scale (divide by 2), A and B scales (multiply and divide by 4), A and D scales (squares and
square roots)
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Information of Received Goods
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Module 2: MICROSOFT WORD IN BUSINESS

Module Introduction

Microsoft Word is an application software designed to handle the basic skills of business
documents. The main features of this software are improvement on the use of the typewriting skills
in typing basic business documents. This module will expose you to the management of business
documents which will acquaint you on:

Unit 1: Document Production

Unit 2: Data Security

Unit 3: File Management

Unit4: Document Presentation Comment [D4]: Updated the use of

Microsoft word 2007 to 2010/2013 and
windows xp/7 to windows 10.
H . H Improved on the references and further
Unit 1: Document Production readings. Expunged the very old
references and incorporated recent
references and books for further
Contents readings.

1.0 Introduction
2.0 Intended Learning Outcomes (ILOs)
3.0  Main Content

3.1 Letters

3.2 Memorandum
3.3  Reports

3.4  Minutes

3.5 Invoice

3.6 Newsletters/Flyers

3.7 Tables

3.8  Charts and Diagrams
4.0  Self-Assessment Exercise(s)
5.0 Conclusion
6.0  Summary



7.0  Further Readings

1.0 Introduction

No business can thrive well without data or information which is usually passed from one person to
another or from one company to another. The life wire of any company lies in the way and manner
information is being processed and transferred. This makes communication imperative in business.
There will be no buying, selling or rendering of services if there is no communication. In
communication, there must be a sender, process and the receiver. There is no communication if the
receiver cannot decode (interpret) what has been sent.

Fig 17: Communication in diverse forms

All forms of communication are important in business, but this course material would concentrate
on written communication; which mostly requires the use of personal computer. Written
communication in business can take the form of letters, memoranda, reports, minutes, invoice,
newsletters, flyers, table, charts and diagrams. These are the various forms through which messages
can be sent from one source to another. The way these documents are presented speaks about a



company’s image. This is why this unit is designed to teach you the vital skills required when using
personal computer for business documentation.

@ 2.0 Intended Learning Outcomes (ILOs)

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

o ldentify different types of businessdocuments;

o Display business document using the appropriate skills.

3.0 Main Content
The most commonly used business documents are:

o |etters;

e Memoranda;

e Reports;

e Minutes;

e |nvoice;

e Newsletters and
o Flyers.

In the process of producing these documents other functions may be required. For example there
might be need to create a table, use charts and diagrams for illustrations. In this instance it becomes
necessary to know how personal computer can be used to create these documents.

3.1 Letters
There are four types of letters. They are:
i.  business letters
ii. circular letters
iii.  personal-business letters
iv.  personal letters
We would start the discussion from the bottom.

Personal Letters — These are letters written or received from relatives and friends. This type of
letter can take any form of display. We are not usually concerned about this type of letter in
business. Personal letters are not regarded as official letters, hence the name personal letters.

Personal-business Letters — These are personalised letters that take some features of business
letters. The major difference between personal-business letters and business letters is in the



salutation and complimentary close. For a business letter the salutation and complimentary close
are formal. For the salutation, it is usually typed as Dear Sir/ Dear Madam/Sir/Madam and the
complimentary close is “Yours faithfully”. But for personal-business letters, the salutation reflects
the addressee’s name e.g. Dear Mr. Adegbuyi/Dear Kayode, while the complimentary close ends
with “Yours sincerely”. Using this form of letter implies that the writer is familiar with the
addressee. The issue for discussion or the issue for which messages are sent will be a familiar one.

This method is useful at a certain stage in business, because it makes you have a personal touch
with your clients. You speak to them in familiar terms; which makes the clients feel recognised and

happy.

Circular Letters — These are letters addressed to a group of persons. For example, if a company
XYZ wants to inform its customers about a change in the company’s closing hour; the salutation
would read — Dear Customers. This is to say that the content of the letter is for all the company’s
customers. This form of letter is also used by government parastatals when instructing the various
bodies on actions that should be taken. This form of letter is not specific neither does it consider the
interest of an individual.

The most important thing to note is that circular letters do not have addressee’s address, the
salutation is general, the complimentary close is “Yours sincerely” and sometimes omitted, finally
the designation is general e.g. Management. The use of complimentary close in circular letters has
given way to the non-use of it in Nigeria. Most companies have now adopted the non-use of
complimentary close. Rather simply type Management.

Business Letters — First and foremost we need to look at the different parts of a business letter.
Just as human beings have parts of the body; which is needed for a whole being  to function, so
also are the various parts of a business letter, so as to have a standard and presentable business
letters.

Parts of a Business Letter

The parts of a business letter are:
Writer’s Address
References — Our Referenceand Your Reference
Date

Attention Line
Addressee’s Address
Salutation

Heading

Body of the Letter

. Complimentary Close
10. Signature

© o N AN RE



11. Designation
12. Enclosure.

Although our concern is on the display of a business letter and not the construction or the
grammatical structure, the various parts of a business letter would be better understood if they are
discussed. Therefore, let us look at the discussion of the various parts.

Writer’s Address

The first thing to be seen on a business letter is the writer’s address. There is a need for the recipient
(the person to whom the letter is written) to know where the letter is coming from. The practice
today, is to print the address of the writer at the top edge of the paper. Once this is done, it is
referred to as letter headed paper.

There are different qualities of papers that may be used. The printer can give a better advice on this.
Where there are no printed letter headed papers, the address can be typed in thus:

National Open University of
Nigeria University Village
Plot 91, Cadastral Zone
Nnamdi Azikiwe
Expressway Jabi, Abuja

To achieve the above you need to consider the following:

1. Set half an inch as top margin

2. Set your left and right hand margins at 1 inch each or 1'/, incheach

3. Type in the address, break the wordsappropriately

4. Highlight each line and select appropriate font type and size to match a letter headed paper.
It is not compulsory that all lines of the heading must be equal font size. You can vary the
size for space or for appropriate display.
Centre each line vertically on the paper.
You may use colour if desired, but with appropriate combinations to reflect the maturity of
the company.
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References

You have two types of references — “Our Reference” and “Your Reference”. Reference helps to
establish relationship between the writer and the receiver; which helps to keep track of the
communication between the two. “Our Reference” indicates the reference of the writer; which is
used to keep record of its communication to the receiver. Then “Your Reference” indicates the
receiver’s reference; which is also used to keep record of its communication to the writer. For
example if company ABC is writing a letter to company XYZ, company ABC reference will be
“Our Reference” and company XYZ reference will be “Your Reference”. But if the writing is on its
first instance, it would be only ABC reference i.e. “Our Reference” that would be available while
“Your Reference” would be vacant.

Example

Our Reference: NOUN/REG/CONT/XYZ/1

Your Reference:

This takes us to how toformulate references. The purpose of reference asearlier




mentioned is to track communication. So in formulating references you need to consider the
parameters (tools) involved in tracking the communication. This may involve the names of the
company, the department the letter is coming from, the purpose of the letter, the volume if
necessary and the number. With the example above, NOUN refers to National Open University of
Nigeria; REG refers to Registrar which indicates registrar’s office; CONT refers to Contractor
which implies that the subject matter is on contract for company XYZ and the ‘1’ means that is the
first letter coming from company ABC to company XYZ. Whoever that is writing takes the position
of “Our Reference”.

It is often advised that the references positions are printed along side with the letter headed paper,
e.g.

Show letter headed with reference

Our Ref: Your Ref:

Another important thing to note in typing references on a letter headed paper with references
positions is to ensure alignment i.e. the references should align with “Our Ref” and “Your Ref”. To
do this effectively, requires a ruler. Both the manual and computer rulers are found useful. See
below to identify the computer ruler.

Sometimes the ruler may not appear as you launch Microsoft Word. When this happens, do the
following to make the rulerappear:
Click on the view menu — click on ruler, and the ruler will appear.

The computer ruler and the manual ruler have the same measurements. Use the manual ruler to
measure the letter headed paper to know the exact measurement where the positions of the



references are. Let’s say 2 inches as you measured. Locate 2 inches on the computer and type in the
references. As you print, it would align with the headings of the references.

Date

There are two methods of typing dates. They are the British and American methods. With the
British method you have the day, month and year for example, 2nd March 2009 or 2nd March,
2009. But the American style would be month, day and year e.g. March 2nd 2009. The British style
is the most common and preferred in Nigeria. The house style of either of the two could be adopted.
To type the date, leave a minimum of three clear spaces and maximum of five clear spaces between
the last lines of print on the letter headed paper and the typing line of the date.

Attention Line

In business letters, there are times the attention of someone else other than the addressee is drawn to
the subject matter under discussion. In typing the attention line, there are two schools of thought —
one school says the attention line should be typed before the addressee’s address and the other
school of thought says that the attention line should be typed immediately after the addressee’s
address. The opinion of the first school of thought is that the addressee might not notice the
attention line soon after sighting the addressee’s address; therefore it should be typed first to avoid
oversight. The second school of thought feels that the addressee being the main person the letter is
addressed to should have the honour first before the person whose attention is called to the subject
matter. Again, any method used is acceptable depending on the prevailing house style. See the
examples below:

For the Attentionof: Mrs. C. Okoro ™

The Dean, Attention line before the addressee’s
School of Education, >
National Open University of Nigeria,
14/16, Ahmadu BelloWay,

Victoria Island, Lagos. _J

OR

The Dean, ™
School of Education,

National Open University of Nigeria,
14/16, Ahmadu BelloWay, >Attenti0n line after the addressee’s address
Victoria Island, Lagos

For the Attention of: Mrs. C. Okoro .

address



Whichever method that is used; single or double line clear spacing should be left in between the
attention line and the addressee’s address.

Addressee’s Address
This is the address of the recipient. It is typed in single line spacing.

Salutation

In business letters, the salutation is formal and it is usually typed as Dear Sir/Dear Madam. Where
the sex of the addressee is not known, the salutation should be Dear Sir. The salutation is typed one
or two clear spaces after the addressee’s address.

Heading

The heading introduces the letter. It gives an idea to the reader of what the content of the letter
contains. The heading is also helpful in sorting of mails. It is typed one or two clear spaces after
salutation in capitals and bold. Preferably font size 14. Once it is bold, it should not be
underscored (underlined). Both underscore and bold perform the same function of emphasis;
therefore one should be used at a time. The heading should distinctly express the content.

Body of the letter
This is typed in single line spacing or at the most 1%/, line spacing, with one or two clear line spaces
in between paragraphs.

Complimentary Close

Business letter ends with “Yours faithfully”. Before now when the use of letter headed paper was
not common the company’s name is typed immediately after the complimentary close to show that
the writer is writing on behalf of the company.

Example

Yours faithfully,

NOUN

These days, this practice is now obsolete, though some companies are still practicing it out of
ignorance. Once a company’s letter headed paper is used, it shows that the writer is not
autonomous rather he/she is standing in for the company. Should there be a need for legal action, it
is the company that would be sued and not the individual because the individual was not
representing himself/herself. Company’s letter headed paper cannot be used for personal writing.

Signature

A space need to be left for the signature of the writer. Without the writer’s signature, a business
letter is disregarded because it is assumed somebody else would have done the writing. But there
are occasions whereby someone else needs to sign for the supposed writer. This can be reflected in



the designation.

Designation

This is the position the writer is holding in the company. The designation would signify the amount
of importance that would be attached to the content of the letter. Let us look at the following
examples forclarity:

Suppose Mr. O.A. Okonofua is the Sale’s Manager in company ABC, and a letter need to be sent
from his office to company XYZ to tender apology for the delay in the supply of goods to company
XYZ, but it happens that Mr. O.A. Okonofua is on annual leave. Some questions like, would the
letter be put on hold until Mr. Okonofua returns from his annual leave? Can somebodyelse write on
his behalf?

It is Mr. Okonofua that is on annual leave and not the entire company. Therefore the normal
business should still be carried out. Somebody would have been approved by the management of
the company to act in his office while he was away for his annual leave. So the letter must be
written in the office of the Sale’s Manager. So the complimentary close and designation would
appear thus, assuming Mr. K.E. Adeleke is the one acting in his office.

Yours faithfully,

Sign. of Mr. Adeleke

K.E. Adeleke
for Sale’s Manager

Sometimes it may be that the Sale’s Manager is not on annual leave, but he is very busy with
official matters. In this instance he could mandate any of his subordinates to sign on his behalf. This
would still follow the same procedure as explained above.

It is wrong to type in the name of the manager when he is not the one signing. The signature alone
may not be enough to trace the actual person when the need arises. Using the example above, it will
appear thus:

Yours faithfully,

V) K. E. Adeleke’s signature
0. A. Okonofua

for Sale’s Manager

This method must not be used.



Another area of importance in a business letter is when a letter needs to pass through two or more
officers before getting to the final addressee. For example if a course coordinator or a programme
leader is to send an official letter to the vice-chancellor, it would be wrong for the course
coordinator or the programme leader to write straight. Such a letter must pass through the Dean of
the School where the course coordinator or programme leader belongs; say School of Arts and
Social Sciences.

The letter will be addressed thus:

To: The Vice Chancellor,
National Open University of Nigeria,
14/16, Ahmadu Bello Way,
Victoria Island,
Lagos.

Through: The Dean,
School of Arts and Social Sciences,
National Open University of Nigeria,
14/16, Ahmadu Bello Way,
Victoria Island,
Lagos.

It is not compulsory that the “through” must be typed in full. The abbreviation “Thru” can be used.
The layout pattern has two schools of thought. One school says that the address of the final person
to act on the letter should come last while the first address should be the address of the officer
that would act on the letter first. Following this school of thought, it means the above example
would appear as follows;

Thru: The Dean,
School of Arts and Social Sciences,
National Open University of Nigeria,
14/16, Ahmadu Bello Way,
Victoria Island,
Lagos.

To: The Vice Chancellor,
National Open University of Nigeria,
14/16, Ahmadu Bello Way,
Victoria Island, Lagos.



Suppose it is more than two addresses, say in a conventional university where a letter is routed from
a lecturer through the Head of department, through the Dean of the faculty to the Vice Chancellor.
Such letter will be addressed thus:

Thru: The Head of Department,
Department of Educational Studies and Management,
Faculty of Education,
University of Benin,
Benin City.

Thru: The Dean,
Faculty of Education,
University of Benin,
Benin City.

To: The Vice Chancellor,
University of Benin,
Benin City.

Remember it could be the vice chancellor first, followed by the Dean and then the Head of
Department. The two methods are acceptable depending on the most preferred by an individual or
the house style of the organization.

Where a personal business letter is written, a letter headed paper is not mandatory except where the
individual has one. Let us see some samples of business letter.



Date €<—

Attention Line <—

Addressee’s Z
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Salutation <—+

Heading <«

A

Body of
the letter -<

N
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close

Signature
Signatory <—
Designation <——

XXXXXX XXXXXX XXXXX
XXXXXXXX XXXXX

— 1 an inch

> Company’s address

= Reference line

XXXXXXXX

3 — 5 clear line spaces

XXXXXXXXXXX

> 1 — 2 clear line spaces

> 1 — 2 clear line spaces

XXXXXXXXXXXX
XXXXXXXXXXX
XXXXXXXX

XXXXXXX

):9.9.9.0.9.9.9.9.9.0.0.0.0.0.0.9.9.0.9.0.0.0.0.0.4

):9.9.9.9.9.9.9.9.9.9.9.9.9.0.9.9.9.9.9.9.9.9.9.0.9.9.9.9.9.9. 9
):9.9.9.9.9.9.9.9.9.9.9.9.9.9.9.9.9.9.9.9.9.9.0.9.9.9.9.9.9.9.¢

XXXXXXXXX

):9.9.9:9.9.9.9.9.9.9.9.9.9.9.9.9.9.9.9.9.9.9.9.9.9.9.9.9.9.9. 9
):9.9.9.9.9.9.9.9.9.9.9.9.9.9.9.9.9.9.9.9.9.9.9.9.9.9.9.9.9.9.4

XXXXXXXXX

XXXXXXXXXX

> 1 — 2 clear line spaces

™ 1 — 2 clear line spaces

= 1 — 2 clear line spaces

> 1 — 2 clear line spaces

):9.9,9.9.9.9.9.9.9.9.¢
XXXXXXX

1 — 2 clear line spaces

5-6 clear line spaces

A simple business letter layout



National Open University of Nigeria
14/16 Ahmadu Bello Way
Victoria Island — Lagos

The Registrar’s Office

Our Ref:: Your Ref:

5™ March, 2009

The Manager,
MACVY Enterprises,
14 Jones Street,
Victoria Island, Lagos.

Dear Sir,
RE: MR.MARTINS OJO

I write to introduce Mr. Martins Ojo to you. He is one of
our Information Technology staff. He is efficient and
effective in the use of modern technology. The university is
sending him to train your staff as requested. Feel free to
work with him.

We look forward to receiving your comments on the
training.

Yours faithfully,

Abikoye, J. K.

Registrar




There are things to note in this letter:

The space given after the end of print on the letter headed paper,
The consistency in the line spacing,

The signatory, and

The space provided for signature.

The space given after the end of print on the letter headed paper and the beginning of the letter,
starting from the “Date” is three clear spaces. Remember you could also use four clear spaces. The
mode of determining these spaces would be explained to you in unit 3 of this module.

Also the spaces given between each section was consistent. In typing of letters, use single line
spacing to type and give one clear space in between paragraphs. At the most use 1% line spacing
and two clear line spaces in between the paragraphs.

The signatory is the registrar. Nobody is signing for him. Also enough space is given for the
signature. Remember you need to give four or five clear spaces for the signature. But supposing
someone else is signing for the registrar, the display will go thus:



National Open University of Nigeria
14 /16 Ahmadu Bello Way
Victoria Island — Lagos

The Registrar’s Office

Our Ref:: Your Ref:

5™ March, 2009

The Manager,
MACVY Enterprises,
14 Jones Street,
Victoria Island, Lagos.

Dear Sir,
RE: MR.MARTINS OJO

I write to introduce Mr. Martins Ojo to you. He is one of
our Information Technology staff. He is efficient and
effective in the use of modern technology. The university is
sending him to train your staff as requested. Feel free to
work with him.

We look forward to receiving your comments on the
training.

Yours faithfully,

Akintorin T. (Mrs.)

For: Registrar




Another important area of note is the style of presentation. The two main styles of business letters
presentations are — blocked and indented. The commonly and widely accepted today, is the blocked
style as used above. For the purpose of this course the two styles are presented thus:

Our Ref PC/BWIM2

23 8LS

Your Ref SAMS55/KL

23 8LS

4 June 20086

23 8LS

For The Attention of .

23 8LS

The Managing Director

22124 Adekoya Close

Opehbi Junction

lkeja — Lagos

2ELE

Dear sir

2ELE

SUBJECT HEADING

2ELE
FoIOCOO00OOCOO0O0COO0OOEONCGOGOONONCON00OOGOGOOOGOOOONOO00O00
HOOOOOO0O00O00COGOGCGOGNONONGOO000
2ELE
FoIOCOO00OOCOO0O0COO0OOEONCGOGOONONCON00OOGOGOOOGOOOONOO00O00
HOOOOOCCO0000GOGOGOOOOOONOGN0ONNO0K
2ELE

Yours faithfully

CARET & COLTD

55LS

Algbodion A A

Sales Manager

2ELE

Enc

2ELE

cc Mr Otokhine

File

2ELE

PS5 3000000000000000C00000C0000000000OONNNNNGGGNNNGNONOON
HOOOOOOCOOO000OOGOGOOOCOONOO00OONONGO0

Blocked Style

Long letters usually have continuation sheets. Plain sheet of the same quality of the letter headed
paper is used as continuation sheet. The display of such continuation sheet may appear thus:



s

4th June 2006

The Managing Director

Yours faithfully

CARET & COLTD

Aigbodion AA

Sales Manager

Continuation Sheet of a Blocked Style
But a letter that is displayed in indented style will appear thus:

Dapartmerit of Frauomics
of Social Scimwces

Lagos Stte i i

Ayt ey

To: The Eegistrar
Lagps Stabe Thurersity
Arfhuery — WAlhge Campus
Lagps

Trrough: The Head of D epartmerit

of Social Sclerces

Lagps State Thuirersity
Ardhuecy — Villhge Canpuas
Lagns

RE: ONMISSION OF NANE

e e e o L L e L Lo R IR P LB L TR e L Lol e L P LB R el R i e e L w L iw L e L
flitalelalilatitatsfailatsla’d

Fanoeonnennng

Indented Style



In indented style, the first line of typing in each paragraph is indented five or six spaces to the
right depending on the font size. This is set as ‘tab’ default. To achieve this just press the ‘tab’ key
and it takes you to the desired point to start the first line in a paragraph. The complimentary close
is typed starting from the middle of the document to the right. A continuation sheet of indented
style will appear thus:

The Managing Director 2 4 June, 2006

XXXXXXXX XX XXX XXX XK XXX XXX XXX XXX XXX XXX XXX XX XXX XXX
§ 00000000000 0000000000000000000000000000000000000000000009
§ 0000000000000 000000000000000000000009900000,
XXXXXX

Yours faithfully,
CARET & CO LTD

Aigbodion, A. A.

Sales Manager

Indented style continuation sheet

Note the position of the first line of the addressee’s address, the page number, the date and
complimentary close.

3.2 Memoranda

The memoranda are another form of written communication in a business. The memoranda are
used within an organisation. The singular form is memorandum. It is often abbreviated as ‘memo’.
Memo does not contain addressee’s address, salutation and complimentary close, but it must be
signed for the purpose of authority; which the document needs to carry. How should a memo be
displayed? Let us see thefollowing:

M EMORAND UM MEBMARAND UM
Ta Frow Ref:
FROM To Dase ©
oaTe Wbjece Headisa

SUBIECT HEADING G

AL LTI LIS IS SIS SIS SIS LIS
AL LTI LIS IS LI IS SIS LSS

22

BeNC




Most companies also have memo headed paper. Where this applies, the memo has to be printed on
the memo headed paper. There are equally long memo; which may run into another page. The
continuation page should not be typed on the memo headed paper but on a plain paper. This may
appear thus:

The name 2 Date
2 of recipient
One clear space —B <+
P ate
One clear space #
he name of recipient XXXXXXXXXXXXXXXXXXXX gpﬂiz;
AXXXXXXXXXXXXXXXXXXXX XXX XX X
__'_,_,_.—o——_"’ AXXXXXAXXXXXXXXXXXXXX XXX XX X
3 clear spaces LAXXXXXXXXXXXXX XXX XXX XX XXXXX XXXXXXXXXXXXX

XXXAXXXAAXXXXXXXXXXXXXXXX XXX X
XXXXXXXXXAXXXXX XXX XXX X XXX

continuation sheet in blocked continuation sheet in indented
style style

3.3 Reports
Reports are vital in an organisation. The report of a committee helps in decision making. The way
reports are typed indicates the type of understanding the readers would receive. A good report
must reflect the following:

e The body that constitute the committee

e The date the committee was constituted

e Members of the committee

e The terms of reference

e Procedure

e Findings

e Recommendations

These usually form the major headings in a report. The headings could be presented as a shoulder
or side headings. The shoulder heading is most recommended.

Reports are typed in single line spacing and at the most, one and half line spacing with size 12 in
Times New Roman or Arial font type or any other font type within the same range. Where charts
and table are required for illustrations, they must be well spaced in between lines or paragraphs.

3.4 Minutes
Minutes are typed in shoulder or side headings. Minutes could be presented in a tabular form. This



depends on house style. But whether it is typed in plain or tabular form, the most important thing
is to ensure that the major headings are well spelt out.

35  Invoice

Invoices are vital in a business environment. This may differ from business to business. First and
foremost, identify the key words that are required to describe the goods to be transacted in the
business. Invoice is presented in a combination of straight typing and tabulation. Here is an
example of an invoice:

INVOICE: 54323
PLACE LOGOHERE, MONTH DAY YEAR
OTHERWISE DELETE BOX

COMPANY NAME HERE

TO:

COMPANY NAME HERE

Street Address, Suite 555, City, State 55555
555 555 5555

555.555.5555

555.555.5555

SHIP TO:

COMPAMNY MNAME HERE

Street Address, Suite 555, City, State 55555
555.555.5555

555 555 5555

555.555 5555

UNIT

QUANTITY DESCRIPTION PRICE

TOTAL

3.6 Newsletters/Flyers

Newsletters and flyers are usually display work. This may require the use of dropped caps and
column typing. To insert ‘Drop Cap’. Type the words and highlight the letter that you want drop
e.g. gresesiaiion Then click on ‘Insert’ and click on ‘Drop Cap’, the following drop menu will
appear:



Z| Quick Parts = | 2% Signature Line ~
| wordart - [}, Date & Time

AS Drop Cap =| 'gd Object -

Cropped

A=
A

o]

In margin

1%

rap Cap Options..

Click as desired and follow the instruction. If the document is to be presented in columns, click
on ‘Page Layout’ and click on ‘Columns’, it will appear thus:

ONTE T BTN

3)
- Home Insent Page Layout Reference:
Y K Dy Ovlentation = 75 Breats =
1) Sce - £ ) tine Number
Margint
= B Columnssi o Hyphemation
Memes F ¥ ‘
2l One
r*vJ -
(4 1 1
) | 5
Thre
Left
Right
IR ttore Cotumns

Select as desired, and follow the instructions.

In selecting new document you can insert default template. To get this done, click on “Office
Button” — “New”— select from the displayed templates — follow given instructions in the
template.

3.7 Tables
To insert a table in a document, click on “Insert” — click “Table”, the following drop down menu
will appear thus:



|

[ [ o

. |

000§

J0I0CIC 18

[m[m s

oog

;DDFI%

ood|
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5 |
0  Quidk Tables ¥

Select the rows and columns as desired as you point the cursor through the boxes. Click after you
have selected the desired rows and columns. But where the desired rows and columns go beyond
the specified rows, click on “Insert Table” and select as desired.

The challenges that are usually encountered in tabular work include:

Addition of rows
Addition of columns
Deletion of rows
Deletion of columns
Splitting of cells
Merging of cells
Text Direction
Border and shading

Now let us see how these can be achieved using the table below:

To add row(s) to the above table, do the following: There are different ways to achieve this. First,
place your cursor on the right edge of the last row as shown below:



o

and press the enter key. As soon as the enter key is pressed a third row would appear.

Another way is to highlight, the number of row(s) to be inserted, see example below:

With the cursor still in the cell click on “layout” and the following will appear:

:'ﬁn\' H9- 0 (& ) ¥ BED 212 - Computer Application in Business [Comp... | Table Toals

—) Home  Insert  Pagelayout  References  Mailings  Review  View Design  Layout
lg select~ % Ew@[ B Insert Below || [ Merge Ce 3l jo.21- T HE B33 A= — Al epeat Header F
View Gridlines H Insert Lef Split Cells =l201 & HEE = =% Convert to Te
Grid Insert Left Split Cell o201 0 z to Text

= Delete | Insert Tet  Cell sort
[ Properties v pbove [l InsertRight || 553 SplitTable || HH AutoFit ~ &= & = pirection Margins fe Formula

Table Rows & Columns F] Merge K Cell Size ] Alignment Data

——_ —_—

n click on any of the following in the drop down menu as desired:
* | EH Insert Below

‘ ] Insert Left

Delete Insert
- ;,b.;‘:e il Insert Right

Rows & Columns ]

From this menu, you can also delete unwanted row and column. To merge or split cefls, select as
desired from the following section in the menu, while the cursor is placed on the requjred cell(s):

{ill Merge Cells |
i Split Cells
3 Split Table
Merge
Still on the “Layout” menu, you can align your text within the cell, set your text direction and sort
data.



There are times you want to add boarder or shading to a cell or some group of cells within a
table. To achieve this highlight the cell(s) required and right click, the following would appear:

Cut
Copy

Paste

Bl =

Insert 3
Delete Rows

Merge Cells

Distribute Rows Evenly

Distribute Columns Evenly

D B K

Eorders and Shading...

=

Text Direction...

Cell Alignment 3
AutoFit 3
[#f Table Propertizs... —

Click on “Table Properties”. The following will appear:

Table Properties

Table Bow | Copn | Cd

[IPreferred yth:

Indent from bt:

B 3

g | Borders and shasng... | [ gpvoes... |

Click on “Borders and Shading”



derdaers and Shoding

|

Aoply to:
Celd v

= (=)

Then click on “v” shape in the box beside “No Color”, the following drop down menu will appear:

4 $
- ---L-l--:f!‘\

AT | —

Standacd Colors
EEEEN

Apely to:
= -~

C=)Ce==1
Choose desired colour, and click OK and OK in the underneath box. The highlighted part will
appear thus:

Name Country City

You can equally use the “Apply to” in the dialog box to select the desired position within the table
where you want the colour to appear.

Another method of achieving this is to highlight the cell or cells to be shaded and right click, then
click on “Border and Shading”, a dialog box will appear, click on “Shading” to see exactly the
appearance of the dialog box below:



2] Previow

No Color v
Pazerrs
stdet ] Gewr Y —
Apgly to:
Table v
e =

Then select colour and apply as desired.

3.8  Charts and Diagrams

Charts and diagrams are used for illustrations. They help to enhance information in a business
environment. To insert a chart on a document, click on “Insert” — click on “Chart” and the
followingdialog box will appear:

ol Terplates

i ] 2] 1] 0898 89
£5 |00 ]
"o | ] o] 8]

“rfxe

W Race

SEER

Bl el el ARl anl eml v

(S Torciom...] [t os oot o |

Select the desired chart. Suppose, a pie is selected, the following will appear:



‘(l:!n B9 v e ) Documents - | ChartTools | - = X ‘@ il 9 - & - )5 Chartin Microsoft Office Word - Micros.. - = X
wa [t ) -
Home | Inset Pagelayout Formulas Data Review View @ - o |X|
=

Home | Insert | Page Li| Referei | Mailin | Review | View | Design | Layout | Format | @

"TIEERYTN I = O ao o
5 — G ||BZ U || A AT @~ -
Change SaveAs |  Switch  Select Edit R Quick Quick Paste Alignment Number | Styles | Cells
Chart Type Template || Row/Column Data Data Data Layout ¥ Styles ~ - B A = & = =
Type Data Chart Layouts |Chart Styles Clipboard Font D Editing
[ S RN EEENEEENEERN EEENERREREENN | 4 ~ Qs
2 sal I - c D £ £ G i
- aes 1 sales
o 2 [1stQtr 8.2
X 3 [2ndatr 3.2

17
W 4> | Sheet1 <¥J &
Ready

(@ Microsoft Pow... | [ Mastering Info...

Type in the desired
headings and figures to
over- write the default
prints, and delete the
default where not required
in the excel worksheet

Once you are done with the data entry close the excel worksheet, then the chart will appear. It can
be resized by clicking and dragging. To edit the chart, right click on the chart and click “edit data”.
To insert diagrams, click on “Insert” — picture/Clip Art/Shapes/SmartArt as desired. Within the
shapes, it is only textbox you can easily type inside the box. To type text into other shapes, right
click on the shape and click add text, a cursor will appear. As soon as a cursor appears type
whatever you wish totype.

] x 4.0 Self-Assessment Exercise(s)

Answer the following questions:

1. Type an invitation letter, inviting an applicant to an interview in a particular organisation.
Describe the format adopted including the line spacing.

2. Get samples of various documents as discussed and practise the typing as described above.
Cross check your typing with the above specifications.

3. Type a report that includes charts, tables and diagrams as illustrations from any source of




your choice.

=
Voy |
5.0 Conclusion

Document production is a vital aspect of business communication. To produce a good business
document requires adequate practice. Therefore ensure you practice more of this.

1 6.0 Summary

Document production includes business letters, memoranda, invoice charts, and diagrams.

7.0 Further Readings




Unit 2: Data Security

Contents
1.0 Introduction
2.0 Intended Learning Outcomes (ILOs)
3.0 Main Content
3.1 The use of password
3.2  Data Storage
3.2.1 Internal Device
3.2.2 External Device
3.3  Data Disposal
4.0  Self-Assessment Exercise(s)
5.0  Conclusion
6.0 Summary
7.0  Further Readings

@ 1.0 Introduction

Data security is very important in business. You need to secure the data or information generated
or received for the following reasons:
i.  for the purpose of future use;
ii.  for easy retrieval;
iii.  for confidentiality;

From time to time information or data are usually referred to for the smooth running of any
business. There are time that vital data or information need to be kept for future use. In this case
the data need to be well secured, failing which there would be a problem at the time the data is
needed for use. It is not all information or data that provide their usefulness at the immediate;
some of them are found useful at a later date. Therefore such data must be well kept so as not to
run into problem of need.

It would be meaningless if information or data kept for future use cannot be retrieved at the time
of need. This is more frustrating than not having the information or data at the first instance.
Finally, for the purpose of confidentiality, information or data need to be well secured. This covers
both present and future use of data or information.

@J 2.0 Intended Learning Outcomes (ILOs)

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



e applythe basic procedure of securing data;
o explain the basic process of disposingdata;
o explain simple procedure of datastorage.

i
3.0 Main Content
3.1  The use of password

The personal computer can be secured without unauthorised persons having access to use it. The
use of the personal computer could be personalised by the use of password. Except the right
password is typed in, the computer cannot be used. In this case it means the user has to make the
password personal. If not anybody that has the password can use it. To personalise the use of a

personal computer, seek the advice of a computer engineer.

Apart from using the password to personalise the use of a personal computer, it could also be used
to secure access to documents. In this case, anybody can have access to the computer but any
anybody cannot have access to the documents that have password, except the person who has the

password. To password a document, use the following method:
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General Options ? X

File encryption options for this document
=i Password to apen:

File sharing options for this document
7 Password to modify:

/" A 1Read-only recommended
~ il Protect Document...
Macro sequrity

Adjust the security level for opening files that might Macro Security.
contain macro viruses and spedfy the names of 2 Lo
trusted macro developers.

In the first arrow in the box, type in the name you wish to use as the password e.g. kate. You must
use a name you can easily remember, if not you may not be able to open your document. Also
mind the ‘case’ of letters used i.e. upper case (capital letters - KATE), initial case (Kate) or lower
case (small letters — kate). You would notice that though the name is the same, the way they are
typed is not the same. It is the way the password is recorded at the initial stage that the computer
would recognise when opening the document.

In the second arrow, type in the same password name, it will prompt an error if there is a
difference.

Click on the small box where the third arrow is pointing to if you want your document to be ready
only. What this means is that when the document is opened, you may not be able to effect any
correction, but can only read. It is advisable not to click on the box, except when you want to make
your document read only.

After this process, click on OK, and a dialog box will appear thus:

Confirm Password

Reenter passward bo open:

Caution: IF wou lose of Forget the password, it cannot be
recovered, (Remember that passwords are case sensitive,)

e l[ Caneel ]
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To open a file that is having a password, a click on the document would produce a dialog box
where the password would be typed in before it can open.

stage.

Go through the process once more and ensure you have
mastered the procedure before you continue to the next

3.2 Data Storage

There are two basic ways to store data — internal and external devices.

3.21

Internal Device

A part of the internal device has been discussed along with the password. But it is important to
note that documents could be savedin:

i. mydocument

ii.  my computer — for the internal device under my computer, the saving device is the Local

Disk (C:)



iii.  Desktop

My document is usually set at the default. Once ‘save as’ is clicked, the source directory that
comes up is ‘my document’. Once saving is done through that source, it means the file will be
domiciled in ‘my document’. To change the source directory from ‘my document’ click on the
‘v’ black shape beside the source box as shown in the description of ‘password’ and select as
desired. Saving on the Local Disk (C:) means saving on the hard disk.

You could save a particular file on both directories i.e. on ‘my document’ and on ‘local disk
(C:)’, one would then act as a back-up file. Should there be a problem with one directory; the file
could then be retrieved from the other directory.

The best source to save your document is “My document”. Saving in the Local Disk (C) is not
too secured especially when there is the need to re-format the disk. The saved file may not be
recognised. And saving at the Desktop may slow down the speed of your computer.

Remember, to save a document, click on file, from the dropped down menu click on ‘save as’,
follow the direction on the dropped down menu.

3.2.2 External Device
Documents could also be stored through the external device through 3% floppy (A:),

W] Seve A3

@ _J® L% Documents » Public Documents » -|és Wl
o &, i -
| Organpe’~ MNew folder -

A
- ~
v Public Docurments Documents library
microsoft 5 R

3.3  Data Disposal
What do you do when you no longer need a particular file or document?
Different questions come to mind:

e Am I sure | no longer need thisdocument?

e Would there be a need of it in the future?

e Isthe document a confidential document?

e How do I dispose the document?

These and many other questions may come to mind. But the most worrisome is when the



document is a confidential one. It means it must be disposed without a trace. A leakage in
confidential documents could cause the company great distress.

If the file or document is not a confidential document, the normal delete can be used. In this
instance it means that the deleted document or file would be resided in the recycle bin, which can
be culled back if need be. But where confidential documents or files are involved, not only
should the document be deleted from the source file name but must also be deleted from the
recycle bin. For a very high confidential document, the knowledge of an engineer may be sought
to ensure proper disposal to avoid any trace that may be carried out by experts who may want to
retrieve the unwanted data by all means.

When you are disposing the electronic data, do not forget to look at the ‘hard copy’ if any. The
hard copy is the printed copy of the document. Where there is no need for it dispose it through
the use of trash bin. Do not burn, do not release for re-cycling and do not give to petty traders to
use as wrappers for their wares. Any of these methods may lead to exposing the confidentiality
of thedocument.

| x | 4.0 Self-Assessment Exercise(s)

Answer the following questions:
1. Visit any organisation of your choice, and state the mode of data disposal that is used in
the organisation. Share your findings with your colleagues and facilitator.
2. With reference to a particular organisation, explain how vital information can be
protected in a business.

~ A
19}

5.0 Conclusion
In conclusion, do not hastily dispose your documents or files; ensure you are done with them
before disposing them off. Choose the right mode of discarding your files. Your data or
information must not litter the environment. Remember that an information or data that is not
properly secured could lead the organisation into a doom.

’ 6.0 Summary

To secure data or documents or files, the use of password is considered very helpful. The
personal computer could use password to personalise the usage. Where this is not done, the file
or document could be saved with password, which means the document or file can only be
opened with the use of the recognised password by the computer.




The user of the computer could choose where a document or file should be saved. File could be
saved through the internal device or external device. Both could also be used.

But where by a file is no more needed an appropriate means should be used to discard the file
without allowing the information to litter the environment.

L]

7.0 Further Readings




Unit 3: File Management

Contents
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5.0  Conclusion
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@ 1.0 Introduction

File management was very pronounced in the office before the advent of the modern office. This
was usually referred to as filling system, where filing is done horizontally, vertically,
geographically, numerically, departmentally, alphabetically and by subject. But today, most
people have lost sight of this various mode of filling systems because they feel it is only
associated with manual filling system since the office today speaks Information Technology.
This is where the problem lies. Most users of the personal computer find it difficult to manage
their files, hence the problem of retrieving files especially when the person that created the file is
not available. This unit will teach you on how to manage electronicfiles.

@ 2.0 Intended Learning Outcomes (ILOs)
At the end of this unit you should be able to:

e Create and Organise electronic files,

e Create and Organise electronic folders.

3.0 Main Content

3.1 Creating a File

Remember in the past unit, we have discussed a little on how to create files. As arefresher on
creation of files, let us consider this case study.



Case Study
National Open University of Nigeria has various schools and units divided as follows:

Schools - School of Arts and Social Sciences
School of Education
School of Business and Human Resources
School of Science and Technology School of Law

Units - The Vice Chancellor’s Office
The Office of the Deputy ViceChancellor (Academics)
The Office of the Deputy Vice Chancellor (Administration)
The Office of the Registrar
Centre for Continuing Education and Work Training (CCE &WT)
Foundation Programmes (Access and General Studies)
Study Centres

These are some of the units that exist in the university.

The university is systems where by the various sub units interact to achieve the set goals. The
major mode of interaction is written communication; which is produced electronically. Also the
university may also need to interact with the environment, this include the public, other
organisation and government. To have an effective interaction also requires the use of computer.

Since the schools and units need each other to contribute to the welfare of the university, it
means each of them has to keep an up-to-date record of each other interaction to have a good
link. But for the purpose of this course material, let us consider the record system in the office
of the Registrar.

In the office of the Registrar, mail would be sent and received from all the existing schools and
units as well as the government parastatals and other concerned organisations.

Question
How would the mail be organised electronically for easy retrieval?
Procedure
For the documents going out of the Registrar’s office, files have to be created for them. A file is
for identification. To make the identification much easier, a name is attached hence ‘file name’.
The file name is the name given to the file for proper identification. Just as you have name of
persons such as John, Modupe, Adewale, Ajadi, Okoli, so as to be able to identify the particular
person that is being referred to. So for every document that is created, it has to be saved with a
file name. You may apply the following process:

e Type the document

e Click on Office Button



e Click on ‘Save As’
e From the dialog box select the source as desired
Through this method several files would have been created. The same procedure would be
adopted in saving a document received. The only difference would be that, you are not the one to
create the document rather you have to scan the document, import and save with a desired file
name. In this regard, it is assumed that the files created in the Registrar’s office may include:
e Dr.J. K. Adedeji
e Prof. O. M. Komolafe
o Mrs. A. A. Kadiri
e Dr.J. B. Jubrin
o Leave Notification
e Advertisement for Academic VVacancy
e Workshop on Course Writing
e Computer supplies
e Advertisement for Contractors
e Senate Minutes
e Students’ Academic Records
In creating a file name, the right name needs to be used for easy sorting. Therefore the name
given to a file must be reflective of the content of the document.

3.2 Organisation of Files

There are already created files. This may run into several hundreds, thousands and even more.
So if they are not properly organised there will be difficulty locating a file at the point of need.
This is where file organisation becomes very vital. To sort files appropriately, the file names
must be reflective of the document if not the file may be placed wrongly and would lead to
difficulty in the process of retrieving same.

There are files that need to go together. Files in the electronic way are documents. So we are
now talking about putting related documents together in one box i.e. the folder. This could be
likened to the normal manual flat file folder or arch file where documents of related matters are

kept.
Arch file
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The list of files above from the registrar’s office has to be sorted so that related documents have
to be kept in the same folder for easy identification.
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The best method is:
o to create a folder first
o then type the document
e click onfile
e click on save as
o click on the source where you want the document saved e.g. my documents
e click on the folder you have created
e and save

3.4 Organisation of Folders

Remember you have created folders for all the schools and units in National Open University of
Nigeria. If the folders are left to exist the way they are, they will turn to junks i.e. it will again
become unmanageable. Therefore there is a need to arrange these folders. Take for example, the
folder named ‘school of education’ in the Registrar’s office. There are so many letters going and
coming from School of Education. Putting everything together will not make it manageable, so
there is a need to create other folders within the folder ‘school of education’.

But before creating folders within the school of education, yearly folders e.g. 2002 folder, 2003
folder, 2004 folder etc need to be created and within each year folder two major folders need to
be created in office of the Registrar. These folders are ‘Incoming Mail folder’ and ‘Outgoing



Mail Folder’. Folders for all the schools and units in the university would be present in both the
incoming mail folder and the out-going mail folder. This is for easy retrieval. The incoming
mails should be recorded electronically both the ones that are received in electronic form and
those that are received in hardcopy form. The hard copy form would be made possible through
scanning.

Within each school or unit folder, other folders can now be created e.g. staff record, facilitators
update, Notice of Senate meeting etc.
To save folder inside another folder, follow the same procedure of saving file(s) inside folder.

| x| 4.0  Self-Assessment Exercise(s)

Answer the following questions:
1. With reference to a particular organisation, explain the process of managing a file in a
business.

/e,
0/ .
5.0 Conclusion

To be effective and efficient in an organisation, documents must be properly managed failing
which the efficiency level will be very low. Low efficiency could increase the problem of quality
assurance which is sought by the public. Therefore the issue of file management must be
considered very vital in the business world.

1 6.0 Summary

To have adequate file management, create files with file names that can easily be retrieved and
arranged them in manageable folders for easy retrieval and control.

7.0 Further Readings







Unit 4: Document Presentation
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@ 1.0 Introduction

The way documents are presented speaks about the integrity of an organisation. A document may
carry good information, but if the document has poor presentation, such document would send
wrong signals in spite of the good information it possesses. This is why document presentation is
very important in business. This unit would therefore be devoted to discussing different areas
that are eye catching in document presentation.

l_@ 2.0 Intended Learning Outcomes (ILOs)

At the end of this unit you should be able to:
e Format documents
e Review documents

1
3.0 Main Content
3.1 Formatting

There are different types of formatting:
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edit materials electronically.

3.3 Mail Merging

Mail merging is very important in the production of business documents. There are times there is
the need to send the same content of a document to several persons probably with different
names and addresses. In this instance, mail merging is the best option that can be used to achieve
such documentation within a short time.

To mail merge, the following steps may be taken:
First, prepare a table for the information that would be different in the document e.g. name and
address. This may appear thus:

Name /Address

John Mark 12 Street
Benin City

Ojo Adekunle 23 Abiola Avenue
Lagos

Okoro Nduka School of Education
NOUN, Lagos
Department of Arts and Social Sciences Lagos

Pius Ehimen State University
Ojo

Caroline Ujagbe 56 Lane Close
Kano
Plot 547 Arewa Suit

Dada Ojugo Abuja

Ibhagbosoria Uduaghe 99 Ajuwa Avenue

Sokoto




Save the table in appropriate source.
Secondly, type the document, say a letter e.g.
Dear,

We are glad to inform you that our interest rate has been reviewed downwards. You are now to
pay 2.5% on any outstanding loan as from the month of September, 2009 as against the 6%
earlier charged.

Should you need further clarification, please feel free to ask.
Yours Sincerely,

This letter is to be sent to different persons and addresses. So let us identify where the names and
addresses would be inserted.

“Address”
Dear “Name”

We are glad to inform you that our interest rate has been reviewed downwards. You are now to
pay 2.5% on any outstanding loan as from the month of September, 2009 as against the 6%
earlier charged.

Should you need further clarification, please feel free to ask.
Yours Sincerely,
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Place your cursor on the first place of insertion, in this instance where you want the address to be
placed then click on “More items”, the following dialog box will appear:

Insert Marge Fiold ﬁ!gl

Insert.
O address Fekds (® Database Fekds
Fels

hdson

[ssechpeds... | [ iset | [ Concel |

Click Insert. Repeat this in all the points of insertion. A click on step 5 will effect all the
identified names and addresses.
To enhance the mail, you may work through the icons on “Mailings”

| x| 4.0 Self-Assessment Exercise(s)

Answer the following questions:
1. Edit a material electronically, and share your experience with your colleagues.
2. With the use of mail merge, type a letter and duplicate same to 10 persons.
3. Edit any material of your choice with the use of “Track Changes”. Use balloon to show
the changes in the text and print.

V !
()/
5.0 Conclusion

It is good to present our documents in a way to enhance understanding and as well as gaining
time.

1 6.0 Summary

In presenting a business document, attention should be given to appropriate formatting as well as




time gaining techniques, such as mail merging.
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7.0 Further Readings




Module 3: MICROSOFT EXCEL IN BUSINESS

Module Introduction

Microsoft Excel is very useful in the business world, especially in the computation of data that
involve figures and complicated tabulations. This module would discuss the day-to-day activities
that require the use of excel in business. BED 211 — Microsoft Office has already introduced us
to Microsoft Office Excel, therefore, this module would focus on the use of excel for problem
solving in business. Microsoft Office Excel 2010/2013 would be used in this module to discuss
the following:

Unit1: Solving and Making Decision with Microsoft Excel
Unit2; Managing Large Worksheet

Unit 3: Presentation of Data with Charts

Unit 1: Solving and Making Decision with Microsoft Excel
Contents

1.0 Introduction
2.0 Intended Learning Outcomes (ILOs)
3.0 Main Content
3.1 Identification of Business Problems
3.2 Problem Analysis
3.3 Identification of Possible Solution
4.0  Self-Assessment Exercise(s)
5.0 Conclusion
6.0  Summary
7.0  Further Readings

@ 1.0 Introduction

In Microsoft Word, we study some tabular work which involves the use of columns, rows, and
cells. But there is a limit to which Microsoft word can handle tabular work, especially when
advanced calculations are involved. This is where Microsoft Excel comes in. This unit will
expose you to the beginning part of the use of Microsoft Excel.
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readings.




@ 2.0 Intended Learning Outcomes (ILOs)

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

e Solve basic problems in business by applying basic statistics with the use of Excel.
e Analyse basic problems with the use of Microsoft excel.

3.0 Main Content

3.1 Identification of Business Problems

Excel works with columns, rows and cells. Sometimes problem may occur in the use of
formulas, using formulas and cell references instead of values and determining order of
preferences. Let us look at some areas that may require problem identification:

Excel Arithmetical Operations —

Calculation Excel Operations Example
Addition + =3+Al
Subtraction - =A1-A2
Multiplication * =Al1*4
Division / =X4/Y4
Exponent A =28

You will recall that in BED 211 — Microsoft Office, we were told that every formula in excel
starts with ‘=" sign. By way of interpretation, under the column of example above, the equal sign
is mandatory. =3+A1 means the value 3 is added to any value that is in cell Al. In the second
row, =A1-A2, it means the value in A2 is subtracted from the value in Al. In the third row,
=Al1*4 means the value in Al is multiplied by the value 4. The fourth row =X4/Y4 means the
value in X4 is divided by the value in Y4 and finally in the fifth row =2/8, it means the value 2
is raised to the power of 8. The day-to-day activities in the business world require these basic
arithmetical operations for business to flow. For example, a business man may want to get the
total amount of sales per month and year. In this case, it means monthly sales should reflect as
well as the summation per year. Also the business man may want to get the net profit, by
subtracting all expenses from the gross profit made. This can be achieved by simply entering the
right formula to capture the right value.

Formulae and Cell References instead of values —
Supposing the cost of producing 1000 copies of a textbook is N3,235, the cost of one textbook



will be N3,235 divided by 1000. Using excel formula it will be N3,235/1000. It is wrong to
type a value into a cell instead of entering the formula that produced the value. Typing a value
will make your work cumbersome and you will find it difficult to reference cells. To work with
formulae accurately and with fewer problems you need to know how to determine order of
precedence rules.

Order of Precedence Rules

Order of | Example Resulting Explanation

Precedence Value

1. Operations in | =A1*(3+5) |If Al=2, the | Excel first performs the

parentheses resulting addition of 3 + 5 even
value is | though multiplication
2*%(3+5), or | has a higher precedence
2*8 =16 than addition, because

the addition operation is
enclosed in parentheses

2. Exponentiation | =3*A1"3 If Al = 2, the | Excel first performs the

resulting exponential operation of
value is | cubing Al, and then
3*2"3 or 3x8 | performs the
=24 multiplication
3. Multiplication | =Al1 + B2* If Al=2,B=3 | Excel first multiples B2
and division| C3 and C3 = 10/ by C3, and then adds
from left to the  resulting the result to Al
right value is
2+3*10 or
2+30 =32
4. Addition and | =Al- If Al=2, | Excel first divides C3
subtraction B2+C3/10 B2=3, and| by 10, then subtracts B2
from left to C3=10, the| from A1, and finally|
right resulting adds this value to the
value is 2-3+1 | quotient
or -1+1=0

3.2 Problem Analysis
The following is a case study:

Sharback manufactures and sells Adire (tie and dye) clothes at Abeokuta, a town which is
distinctly known for good Adire clothes. Due to the popularity of this Adire, the company is
challenged to meet the demand. The manufacturing company is forced to add volume to the
quantity manufactured so as to be able to meet with the demand. Sharback is committed to
maintaining a high standard for which the company is known, but there is a great concern that



the standard may be compromised due to increase in production. One of the problems in the
production process is Quality Control, which is often referred to as “QC”. Each Adire is
thoroughly inspected and tested before being released for sale when a defect is detected. The
defect is traced to the original production line that manufactures and package the Adire. Adewale
who is the control manager noticed an increase in defect products since the increase in the
production of Adire. The fear arose that the company may not be able to meet the demand if the
numbers of defected goods keep increasing.

In this instance, Adewale would need statistics for the analysis statistics for thorough
analysis..

Using Statistical Functions of Data Values
The skills required in using statistical functions include:
e Freezing rows and columns
e Splitting a window into panes
e Using absolute references
e Using the AVERAGE function
o Using relative references
e Using the ROUND function

Statistics is often referred to as a subset of mathematics, which is applied to observe data.
Some common statistics that are used are:

e Mean
e Median
e Mode

e Standard deviation

The mean is the arithmetical average of a set of data. Median is the arithmetical value that
occurs in the middle of a set of data. Mode is the arithmetic value that occurs most frequently in
a set of data. Standard deviation is a measure of how widely data values are dispersed from the
arithmetical mean. Let us see the following examples:

Values: 8,7, 2,2, & 10
a. Arithmetic mean = (8+7+2+2+10)/5
b. Median = to get the median, reorder the value in ascending order thus:
2,2,7,8, 10, the middle value 7 is themedian.
C. The mode is the value that occurs most often, in this set of data, the mode is 2.
d. The standard deviation is the degree which scores spread out about the mean or
central tendency.



The mean in two sets of data might be the same but with different standard deviation, which
shows the data is more or less widely distributed or could exhibit entirely different distribution
profile. Also two data might have the same standard deviation and the mean values in the same
data could be different, this indicates two dissimilar manners.

In the case of Sharback Adire production, Adewale must analyse the recent trend in Adire being
rejected in the quantity control for quality defects. The two most common defects being found in
the Sharback Adire models are as follows:

e High colour coefficient indicating poor surface finishing that can result in fast fading of
material. Adires are rejected if the colour mixture differ from the actual colour number with
—0.01

e Low texture strength indicating that the material texture cannot absolve the desired
colour. The Adires are rejected if the texture of material is less than 0.7

The problem has under gone some analysis, the next stage would be to identify possible solution.

3.3 Identification of Possible Solution

To be able to identify the possible solution that excel can provide the following are essential:

In statistical value, you may want to ROUND functions e.g. 26.436 would be 26. Examples of
ROUND functionsare:

Formula Description Resulting Value

=ROUND (26.436) Rounds 26.436 to the 26
nearest whole number

=ROUND (B2,1) Where B2  contains 21

value 21.38, round
21.38 to the nearest
tenth

=ROUND (102234,-2) Rounds 102234 to the 102,200
nearest hundred

=ROUND (33.75%,2) Rounds 33.75% to the
nearesthundredth, which
is the same as the nearest 24%

percent

because  the  precise
value is 3375




=ROUND

(SUM(10.33,10.44),0

First sum 20.33 and

whole number

20.44 resulting in
40.77, then round the 41
value the nearest

These functions can also be expressed in excel. Let us see the following:
Examples of Functions that modify the precision of a value

; ‘ot Resulting
Function Description Syntax and Example Value
Rounds a
number to a | ROUND (number, num-
ROUND specified digits) = 25%
number of ROUND(25.33%,2)
decimal places
Rounds a
number up to | ROUND(humber, num-
ROUND-UP the  specified | digits) = 1.01
number of ROUNDUP(1.002,2)
decimal places
Rounds a
number down | ROUNDDOWN
ggUWl\’I\ID to the specified | (number, num-digits) = |9
number of ROUNDDOWN(9.99,0)
places
Rounds a
EVEN ?h“ember " oo |EVEN  (Number) =,
. EVEN(2.23)
highest even
integer
Rounds a
number up to | ODD (number) =
OoDD the next | ODD(1.23) 3
highest odd
integer
Round a
INT number down INT (number) -5
to the nearest | =INT(-4.3)
integer




TRUNC

Truncates a
number to an
integer
removing the
fractional part
of the number

TRUNC (Number,
num-digits) -4
= TRUNC(-4.3)

Paste Special

The copy and paste mode is the same in what we have learned in BED 111 (Introduction to
Keyboarding and Word Processing), BED 112 ( Advanced Word Processing) and BED 211
(Microsoft Office). But there are situations where you need to use the paste special mode. When

Paste
oF)
Formuas
7) Vahses
Formats

Operation
OF Y
Add

kbt

O Comemerts
Valdation

) Al usien; Source theme
Al except borders

() Column wdths
Fogmuas and number formats
Values and rumber formats

Wgly

[ 9o bixks

| Paste urk

Opede
[ transgone
[« [ coxa |

you click on paste special; click on the desired function. As a reminder, let us look at the

following Paste Special box:

Let us see the explanations of some of these paste functions in the table below:

Formulas

Description

Paste Special

Displays a dialog box that provides
different paste options

Formulae Paste only the formulae from the
original (copied) cells
Pasteonly the values from the
Values original cell(s); the formula or any|

formatting are not pasted

All except Borders

Paste the formulae and formatting
from the original cell(s), but not the
format of the cell borders




Paste the formulae and formatting from
the original range of cells, but reverses
Transpose the orientations, so that the rows of the
original cell range, and

the original columns become rows

Paste a connection or link to the

Paste Link original cells, including the applied
formatting

Paste  operations (Add, Subtract,| Paste the operation so specified
Multiply and Divide)

Mean, Median, Mode and Standard Deviation
Excel Statistical Functions

Statistic Function and Syntax

Arithmetic Mean AVERAGE(number 1, number2,...)
Median MEDIAN(numberl, number2, ...)
Mode MODE(numberl, number2,...
Standard Deviation

Now let us calculate the statistics for the colour coefficient
Quantity Control Data for Sharback Ventures

A C : G
MGF 2 Date Production Colour Texture
Size Style " 2ot
{1D2) Manufactured Line Coefficient | Strength
8 " 0a

:1,
[

0 STDEV | 0.0837198

. Unique manufacturing identification number (mfg ID#)

. Size

. Style

. Date manufactured

. Production line on which the Adire wasmanufactured
. Colour coefficientvalue

. Low texture

To calculate the colour coefficient, the mean, median, mode and standard deviation are
calculated for proper decision making. To achieve this, the following formulas are entered:



For Mean - = AVERAGE(F2:F5)

For Median - = MEDIAN(F2:F5)
For MODE - = MODE(F2:F5)
ForSTDEV - = STDEV(F2:F5)

The result showed there was no mode. The standard deviation would be best used for the
decision. The present standard deviation would be compared with the previous standard
deviation. The lower the standard deviation the better the coefficient.

The use of excel in problem solving is not limited to manufacturing industry. It could be
applicable to other industries such as education. Let’s see how we can solve the following
problem:

MATRIC EXAM LETTER

SIN NAMES NUMBER C.A | SCORE| TOTAL| GRADE | RMK
0 .
1 Adeniji Eunice kemi | 03/01/AV/01/053 | 19 |27 46
2 Adeoye Victor A. 03/01/AV/03/041 | 19 33 52
3 Adesanya S. Adekunle | 03/01/AV/01/010 | 19 27 46
4 Adesuji Modupe Om| 03/01/AV/01/054 | 19 27 46

oboja
5 Adeyemi Ademola 03/01/AV/01/055 21 |36 57
6 Afolabi Motunrayo S. | 03/01/AV/01/056 22 (33 55
7 Agbebaku Evelyn 03/01/AV/03/002 21 (36 57
8 Agoro Fadilat T. 03/01/AV/03/042 21 33 54
9 Agunbiade Bukola 03/01/AV/01/140 21 29 50
10 Ajayi Emmanuel O. 03/01/AV/01/011 19 27 46
The Problem:

The above result was submitted by a lecturer. The examination officer is faced with the problem
of providing the letter grades and thereby seeks an easy way this can be achieved to meet the
time line and at the same time minimize error.

Question: What would the examination officer do to achieve this, using excel.
Answer: To solve this problem, the examination officer has to use the ‘IF Formula’, if when
defined will eliminate errors in the conversion of scores to letter grades and at the same time be

fast enough to achieve the desired result.

Procedure:
1. Enter the data into excel worksheet and it will appear thus:



B A_l B ] C Y T T N B CJ— ey )

MATRIC EXAM LETTER
: SNO NAMES NUMBER CA SCORE TOTAL | grapg | RMK
2 Adeniji Eunice kemi 0301AVI01/053 ] 19 27 46
3 2 Adeove Victor A 0301/AVI03/041 19 33 52
4 Adesanya S. Adekunie 0301AVI01/010] 19 27 46
5 4 |Adesu Modupe Omoboga |0301/AV/I01/054 | 19 27 46
3 5 |Adeyem: Ademola 0301AVI01055] 21 38 57
7 6 |Afolabs Motunrayo S 03101/AVI01056 | 22 33 55
8§ Agbebaku Evelvn 0301/AV/I03002] 21 36 57
9 Agoro Fadiat T 030VAVI030421 21 33 54
10 9 |Agunbiade Bukola 0301AVI01/140 1 21 29 50
1 10__|Ajayi Emmanuel O 0301/AVI01/011 19 27 46

2. Place your cursor on G2 and type the following formula
=IF(F2>69,"A",IF(F2>59,"B",IF(F2>49,"C",IF(F2>44,"D",IF(F2>39," E","F")))))

3. Press the enter key. The letter grade will appearthus:

B _A B ] (= [ T )
p MATRIC EXAM LETTER

f SNO NAMES NUMBER CA SCORE TOTAL GRADE RMK

21 |Adenij Eunice kemi 03/01/AVI01053 | 19 27 46 D

3 2 Adeoye Victor A 03/01/AV/I03041 1 X 52

[} 3___|Adesanya S_ Adekunie 03/01/AVI01/010 1 2 46

5 4 |Adesus Modupe Omoboga [03/01/AVI01/054 ] 1 46

3 5 |Adeyemi Ademola 0301/AVI01055 | 21 36 57

T € Afolabi Motunrayo S 03/01/AVI01/056 22 33 55

8 Agbebaku Evelyn 03/01/AV/I031002 | 21 3 57

8 Agoro Faditat T 03/01/AV/I03104. 21 33 54

10 Agunbiade Bukola 0301AVI01/140 | 21 29 50

110 |Ajay Emmanuel O 03/01/AVI01011] 19 27 46

4. Copy the result in G2 into other cells. The result would be:

A B c D E E G H
MATRIC EXAM LETTER
- SNO NAMES NUMBER CA SCORE TOTAL | apape| RMK
2 1 |Adenij Eunice kemi 030VAVI01:053 | 19 27 46 D
3 2 |Adeoye Victor A 0301/AVI03041 | 19 33 52 C
4 3 |Adesanya S Adekunk 0301AVI01010 | 19 27 46 D
5 4 |Adesus Modupe Omobosa |0301AVI01054| 19 27 46 D
6 5 |Adeyemi Ademola 0301/AV/I01/055 | 21 36 57 C
7 6 |Afolabi Motunrayo S 0301VAVI01056 | 22 33 55 C
8 7 |Agbedaku Evelyn 0301/AVI03002| 21 38 57 C
9 8 |Agoro Fadilat T 0301/AVI03042| 21 33 54 C
109 |Agunbiade Bukola 0301AVI01/140 | 21 29 50 C
1110 |AaviE 10 0301/AVI01011]| 19 27 46 D

. x 4.0 Self-Assessment Exercise(s)
Answer the following questions:
1. Practice all that you have read so far with solving business problems with Microsoft




excel. Share your experience with your co-students.
2. ldentify a problem in a particular organisation and use Microsoft Office Excel to solve
the problem. Explain how you were able to achieve this.

9
0/ .
5.0 Conclusion

There are a lot of ways excel can be used to solve business problems. But first and foremost, you
must identify the prevailing problem and know the possible ways of solving that problem and
then approach the possible solution. Where you do not know the right formula to use, go to the
Help function of excel and study the recommended ways each formula can be applied. You
should always use the help function.

1 6.0 Summary

For excel to effectively help in solving business problems, the user must be able to identify the
problem areas and the possible solutions to the problem. After which the appropriate section of
excel is applied. There is no limitation on the type of business excel can be used. Excel if
properly applied can be useful in all kinds of business — manufacturing or servicing.

7.0 Further Readings




Unit 2: Managing Large Worksheet
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E 1.0 Introduction

Most people usually run into problem with dealing with large data. At a point it may become
cumbersome managing data to derive desirable results. At this point in time it becomes necessary
to look for alternative ways stress can be reduced in achieving the desired goal.

@ 2.0 Intended Learning Outcomes (ILOs)

At the end of this unit you should be able to:
o Freeze panes and split windows in excel
e manage large data

=

3.0 Main Content
3.1 Freezing Panes
Freezing panes means making some rows and columns visible while you scroll across the work
sheet. Large worksheets usually go beyond the window view at a time. In this instance the part
that is required to supply leading information may be kept in view while other rows or columns
scroll.

B C 5] E F G H
o3 (]

| sno NAMES MATRCNUMBER| CA | XM froral BT Rk
10 1__|Adeniji Eunice kemu 03/01/AV/01/053 19 27 46 D P
11_2 _|Adeoye Victor A 0201/AV/03/041 19 33 52 C P
123 |Adesanva S. Adekunie 0301/AV/01/010 19 27 46 D P
13 4  |Adesus Modupe Omoboja 03.01/AV/I01/054 19 27 46 D P
u 5 |Adevemi Ademola 03.01/AV/01/055 1 36 57 C P
15 6 |Afolabi Motunrayo S 03'01/AV/01/056 22 33 55 C P
167 _|Agbebaku Evein 03.01/AV/03/002 1 36 57 C P
178 |AgoroFadilat T 0301/AVI03042 21 33 54 C P
18 9 |Agunbiade Bukola 03.01/AV/01/140 21 29 50 C P
19 10 |Aiavi Emmanuel O 0301/AV/01/011 19 27 46 D P
20 11 |Ajenifuia Monsurat A 0301/AV/01/058 19 27 46 D P
2112 |Akowe Hannah O 0301/AV/01/059 19 27 46 8] P
2 13 |AkpanU.Fnday 03.01/AV/01/060 21 29 50 C P
23 4 |Akwara Okobi Chimma 03'01/AV/01/061 21 36 57 C P
W4 b M| Sheetl Sheetd - sneetd v ARSI xa= s .l | - -

In this excel sheet, the number of students go beyond 14. To see the other names would require
scrolling the rows. But once the rows are scrolled, row 9 would no longer be visible because it
would scroll up to give space to view the underneath names. But, the information in row 9 is
guide to what data should be entered in each cell of the data. Therefore you may want to leave
row 9 and column A on view while others scroll. To achieve this, the following steps should be
adopted.



Procedure:

1. Place your cursor on B10
2. On the view menu, click on Freeze Panes and you willhave:
'ﬂs 90003 LASU RESILT Iz [Compatibilty Mode] - Microsoft Excel

(Mome  Inen  Pagelwout  Fewor  Data Redew | View |

| 51 Page Beeak B 7] Moy O romisniclii (5] | cRMewwindow S)selt | 1) I
“ B Qcmuw-‘m v G:-m 7 Haosangt Q -} s‘-‘ = Aeangedl e ] E' E
‘ 43

| 2, B runsreen Message Bar O . || i Frsecy puowsa] ) uersce s
[ Wodbook Views Snowide Zoom Freeze Panes 4
0 Gkl oo | ] oot
1A B c 3] E o=y Mroeze Top Bow
EXAM —;j :2 :;c o?'.: :m:::me sereiling theough
SNO NAMES MATRCNUMBER| CA [P Feese st Gomn
9 1 U—] Keep the fust column visihe white scrolling
0] i ki 0301/AVI01053 7 vt
112 |Adeove Victor A 03.01/AV/03041 3 5! C P
12 Adesanva S. Adekunie 0301/AVI01:010 7 46 D P
134 |Adesui Modupe Omoboja 301/AV/01/054 7 46 D P
u Adeyemi Ademola IAVI0 105 38 5 C P
15 Afolabi Motunrayo S 01/AV/01/05€ 27 55 [+] P
1 Agbebaky Evehn TAVI03/002 i 57 c p
17 8 |Agoro Fadifat T 1AVI03'04 1 54 C P
18 9 _|Agunbiade Bukola 0301/AVI01/14( P 5 C P
1910 |Aay Emmanuel O {0301/AV/01/0 2 4 0 P
20 1 Aenifua Monsurat A 03'01/AV/0 1/05¢ 1 2 4€ o) P
2112 |Akowe Hannah O 0301AVI01/05 4¢ D P
2 Akpan U_Frday 03'01/AV/017080 1 29 0 c P
23 4 |Akwara Okobi Chimma 0301/AV/01/081 21 36 57 C P
W4 W] Sheetl “Sheet2 Sheetd . 3 “. -
3. Click on freeze panes

Once this is done, as you scroll, column A and row 9 will be on view. Originally, the data that
were on view were S/N 1 — 14. With freezing of panes, as you scroll you will see more data but
column A and row 9 constant. The table below shows the data after freezing and scrolling. You
will observe that the new data on the screen view shows S/N 15 — 28 but with the headings still
on view.

g! e B R LASU RESULT s [Compatibilty Mode] - Microsoft Excel - =%
7 Heme bt Pgelos  Fomus  Dua  Resew | view | ®i-isx
[ 1im) o Page Break Prevew - e v Formula Ba ) fi Mtew Window It | 1) —
B N e T
{Lapoat Gl Pl Sareen Mrisage Dar Setection | JFreezePanes = ] Uemce | 43 | workspace Windows -
‘Workbook Views Showthde Zoom Windew Mawros.
____IC92 ~Q Je 03/01/Av/0L/013 == a P =
B_A_l B | Y T S P R TV Y ; N T JR - K L
EXAM LETTER

L SNO NAMES MATRIC NUMBER| CA. SCORE TOTAL GRADE RMK
24 15 |Alayode Jumoke /AV/01/083 36 57 C P
25 __16 IAVI02)00 36 57 C P
%_ 17 IAV/01/064 36 57 C P
27 18 (AV/01/065 9 27 46 D P
819 /AV/01/086 21 36 57 C P
23 20 )1/AV/01/180 20 33 53 C P
021 IAVI01/067 22 30 52 C P
N2 )1/AVI01/068 22 30 52 C P
R_23 AVID1/162 21 36 57 C P
3_24 IAVI01/069 18 33 C P
3425 01/AV/01/070 20 33 [o] P
B_26 IAVI01/07 19 27 16 D P
%21 JAVI01/07; 21 57 C P
k14 gg Avodele 2 /AV/I01/013 20 53 C P

4050 Sheeti ~Sheer2 “Sheet3 vJ




You could also freeze only row or column instead of freezing both. It all depends on what
you need at a time.

3.2 Splitting Window

Another way to manage large data is to split window. This is very helpful when you want to
compare values. Let us consider the academic result of a set of students for academic year 2005
and 2006. The data may be entered thus:

'@ [* I RN LASU RESULTds [Compatibiiey Mode) - Microsolt Excel ]
~ Mome  Insent  Pagetayout  Fomular  Data  Remew | View ® -2
3 & Page Erear Prevew Nuler V| Formuts Bat Q ! i—q 8 Mew Wandaw Esu- __ E 5} o
13 Cuntom Veews V Gadiees 7 Hessogi - . s 5 Asrange A thoe | 2% —2
Page osm  100% Zoomto Sare  SwAh | Macros
! Layour il Ful Screen Wesiage Bar Setection | ] Freeze Panes = I Uetcr |3 | workspace Windows | -
Workbosk Views ShomMide Zoom Wingow Macros
63 ~Q Sl =F(73>69,"A%,IF(F3>59,"B",IF(F3249,"C",IF(F3284,"D",1F(F3>39,€", “F")))))
[~ v 5 I ST P N RO U A — U P B 7 I i I L (9 N Y 2007 S VAN O YO T )
' 2005 Result 2005 Result
T
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2
3
.
s
.
v
.
,
»
"
.
)
i
0
-
]
.
5
»
i
B
)
n
a
a
bl
5
Hoarn] Sheeti ] Sheet2 - Sheetd ¢ N M _.J

2
&

P fe [T p—

To be able to scroll and compare, go to view menu, place your cursor in between the two sets of
data or any other point as desired. The placement of the cursor would determine whether the
sheet will split horizontally, vertically or both then go to ‘window group’ in the view menu and
click on ‘split’.

The resulting effect would be:

‘@ Hd9-o- s LASU RESULT 05 [Compatibiity Mode] - Microsoft Excel =T
- Mome et Pagelwout  Fermuar  Data  Remew | View ®-2x
S|l Page Break Prevew | e v fomutaBar | € 1O B ewwingow Do) |13
""J V2l Custem Views v Gudiees v Headngt q '-} -S-'J = aerange An g ' ' a ﬁ —_-‘3
oermeal] Page Zoem 100% Zoemto Swe Swich | Maoos
Layout Wl Fuf Soreen Meviage Esr Sesection | Sl Freeze Panes = ] L 13 | Werkipace Windows * -
WoNDOOk Views ShowMide Zoom Macros |
I_ E) - £ 36 ¥
Z1 8 c [ I = = [ L M [ [5) 3
1 2005 Result 2006 Result
MATRIC EXAM LETTER MATRIC EXAM LEVTER
NAMES, numeer | CA lscore|TOTAL | emsoe | numser  |©A|score|TOTAL | emaor | B
5
3 Adenip Eunice kemi 01AVI01053 | 1 2 46 D 01/AV/01053 | 10 33 43 E
4 Adeoye Victor A /01/AVI03.041 1 52 C D1/AV/I03041 | 21 44 85 B L
§ Adesanya S. Adekunle 01/AV/01010 1 46 D 01/AV/01/010 | 33 48 79 A
& A M '01/AV/01/054 1 46 D 01/AV/I01/054 | 14 24 38 F
7 Adeyemi Ademola 0301AV01055 | 21 36 57 € {0301AVID1055 | 21 32 53 o
8 Afolabi Motunrayo S. 03/01/AV/I01/056 22 33 55 C 0301/AVI01/056 | 22 46 63 B
9 Agbebaku Evelyn 0301/AV/03:002 21 36 57 (o} 03/01/AV/03/002 | 18 52 70 A
10 Agoro Fadilat T 0301/AV/I03042 21 33 54 C 0301/AV03/042 | 16 25 41 E
11 Agunbiade Bukola 0301AVA01120| 21 | 20 | 50 C_[0301AVO1140] 18 | 22 40 E
12 Ajayi Emmanuel O 0301/AVI01/011 19 27 46 D [0301/AV/01/011 ] 10 21 31 F
13

M40 W] Sheets | Sheet2 . Sheetd ) ST WL o NN
Reaoy




This view presents two windows. You can scroll on both.

Thirdly, large data could be managed by hiding the unwanted data at a time. Supposing in the
above data, you are only interested in printing the Matric. Number and the Grade Point (Letter
Grade), but still want to retain the data in the database. You could take the following steps:

Highlight the unwanted row, right click, and select ‘Hide’. Repeat this for all unwanted rows and
columns. At the end only the desired columns or rows would be left. See the example below:

2005 Result

MATRIC GRADE

SNO | NuMBER | POINT

0301/AVI0

@l~o|oalwinola

=l

Wo4b N[ Shaerl | Sheet2  Sheetd

From the above, only columns A, C and G are on view, the other columns in between are
hidden. To unhide, highlight the columns, right click and select ‘Unhide’.

| x| 4.0 Self-Assessment Exercise(s)

Answer the following questions:
1. Practice working on an excel worksheet with the above examples. Share your experience
with your colleagues and facilitator.
2. Present data involving large worksheet and explain how you where able to manage the
data.

7N\ 'Y
19
5.0 Conclusion
In conclusion always identify the area of problem encountered in managing large worksheet.
This would help you sort out the right solution to the problem using excel.

’ 6.0 Summary

There are three basic ways of managing large worksheets. It could be done through freezing of
panes, splitting of window and hiding of rows and columns. The prevailing problem would




determine the type that may be applied at a time.

L]

7.0 Further Readings




Unit 3: Presentation of Data with Charts
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6.0  Summary
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@ 1.0 Introduction

In the previous units, chart was discussed as an illustration device which enhances business
documentation. This unit shall be more elaborate on how charts are used in presenting data, not
just for illustration only. Data well presented in charts are easier to understand than those
presented in elaborate texts and figures. Some people do not have the patience to read and
deduce facts, thereby may run into wrong conclusion or ignoring the data. This is why in
business, presentation of data in charts is encouraged.

@ 2.0 Intended Learning Outcomes (ILOs)
At the end of this unit you should be able to:
e present data in charts for maximum interpretation

3.0 Main Content

Before we go on problem solving, let us have a review on creating charts in excel.

Creating Charts in Excel

Step 1: Enter the data for the chart in excel worksheet. The type of chart to be used would
determine how the data would be entered into the worksheet. This would be discussed later.

Step 2: Select the cells that contain the data for the chart.

Step 3: On the Insert tab, in the Charts group, click the chart type as desired.

Step 4: Follow the given instructionto complete the chart.

To create charts in a way that will make them meaningful to your audience, you need to decide
what exactly you want the audience to understand and the type of audience that is target because
some charts are easier to understand than others. Knowing what you want will help you to select



from the wide range of charts.

Things to remember in the use of chart types are the types of charts and the arrangement of
figures. The type of charts excel providedare:

e  Column charts

° Line charts

° Pie charts

. Bar charts

e  Areacharts

e XY (Scatter) charts
. Stock charts

. Surface charts

e Doughnut charts

. Bubble charts

e  Radar charts
Arrangement of Values in Charts

The type of chart to be used determines the way the values would be entered into the
worksheet. Let us briefly look at what should be noted when entering values into worksheet
for a chart

Column Charts — The categories are entered in the horizontal axis and the values are
entered in the vertical axis.

Line Charts — The categories are distributed evenly along horizontal axis, while the values
are distributed evenly along the vertical axis.

Pie Charts — shows size of items in one data series, proportional to the sum of the items.
Data points are displayed as percentage of the whole pie. Therefore in a pie chart data are

arranged in one column or rowonly.

Bar Charts — Illustrate comparison among individual items. Data are arranged in rows and
columns.

Area Charts — Data are arranged in rows and column of the worksheet. For example, data
that represent profit over time can be plotted in an area chart.

XY (Scatter) Charts — Data is arranged in rows and columns. Scatter charts show the



relationships among the numeric values in several data series, or plots two groups of
numbers as one series of XY coordinates. In arranging data on a worksheet for a scatter
chart, place the X value in one row or column, and then enter the corresponding Y value in
the adjacent rows or columnse.g.

Days Weather Forecast Predicted  Weather,
Forecast
Monday 32°C 35°C
Tuesday 36°C 38°C
Wednesday 24°C 42°C
Thursday 30°C 34°C
X values Y values

Stock Charts — Data are arranged in columns and rows in a specific order on a worksheet. E.g.
to create a simple high-low-close stock chart, you should arrange your data High, Low, and
Close entered as Column Headings, see below:

Date High | Low | Close
2/09/09 58 53 55.5
7/09/09 57 56 56.5
11/09/09 | 52 50 51

The sub-types of stock charts are:

. High-Low-Close

. Open-High-Low-Close

° Volume-High-Low-Close

. Volume-Open-High-Low-Close

Surface Charts — These charts are useful when you want to find optimum combinations between
two sets of data. As in topographic map, colours and patterns indicate areas that are in the same
range of values. Data for surface charts is arranged in columns and rows on a worksheet. You
can use surface chart when both categories and data series are numeric values.

Doughnut Charts — Data are arranged in rows and columns only. A doughnut chart shows the



relationship of parts to a whole, it can contain more than one data series. Doughnut charts are not
easy toread.
Bubble Charts — Data are arranged in columns on a worksheet. The X values are listed in the
first column and corresponding Y values and bubble size values are listed in the adjacent
columnse.g.

No of Products | Sales (N) | Market Share %
15 21,500 3

25 66,200 10

20 23,000 5

Radar Charts — Data are arranged in columns or rows on a worksheet. Radar charts compare the
aggregate values of number of data series.

You can equally create charts in other Microsoft office environment, such as Office Power Point
2013 and Office Word 2013. The process of creation is the same as it is in excel. You can
equally copy charts from excel to PowerPoint 2013 and Word 2013.

Modifying Charts
You can modify charts after they have been created. To modify charts, you can:

e Change the display of chartaxes
e Add titles and data labels to achart
e Add legend or datatable

To make your chart eye-catching, you can format your chart to:

Fill chart elements. This will enable you use colour, textures, pictures and gradient fills
Change the outline of chartelements

e Add special effects to chartelements

e Format text and numbers
For help, visit the ‘Help Function’ in 2007 Microsoft Excel.

Now let us see how we can present some data with the use of charts.
Example 1: Present the following data with an appropriate chart.

Enrolment in XYZ Primary School
2005 2006 2007 2008
Boys 234 244 342 234
Girls 231 240 321 231
Column or bar charts will be appropriate for this data. But for the purpose of this study,
we shall use the column chart. To do this, follow the following procedure:



Enter the data into a worksheet

A | B c | 0 L3
1 Enrolment in XYZ Primary School
2 2005 2006 2007 2008
3 234 24 342 234
4 Gurls 231 220 n 231

Select the cells that contain the data

4 TR WY Y o | .&

1 Enrolment in Xy2 Pnrr\:vy School

2 2005 2006 2007
3 [Boys 234 244 342 234
4 |Guris 231 240 321 231

On the Insert tab, in the charts group, click the column chart type and select as desired
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A click on selected column chart will appear thus:
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5. Click outside the chart and re-click on it, left click without releasing your hand and move
the chart to desired position.

6. To add title, click on the chart, and select layout menu
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7. Click on chart title, and select asdesired
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8. Type in the title of the chart in the box “ChartTitle”.

9. Click outside the chart, your chart isready.

Enrolmentin XYZ Primary School

400
350
300
250
200

M Boys
150 ——  EmGirls
100

50

2005 2006 2007 2008

10.  You may want to remove the border. To remove the border, right click on the chart and
from the drop down menu select “format Chart Area”, after selection you will have:
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11.  Select ‘Border Color’, and click on ‘no line’, then close. The resulting effect would
be:
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12.  You can remove the gridlines. To remove the gridlines, select click on the chart and
select ‘layout menu’, then click on gridlines and select as desired. The resulting effect would
appearthus:
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You can get more effect as desired.

. x 4.0 Self-Assessment Exercise(s)

Answer the following questions:

1. Get as many data as you can and present them in charts. You may work in group, or
share your experience with your facilitator or colleagues at the completion of the task.

2. Collectdata from any form of business and present the data in:

i. Piechart

ii. Bar chart

iii. Bubble chart

iv. XY (Scatter) chart

=
roy |
5.0 Conclusion

There are various types of charts which can be used to present different types of data. The kind
of data to be presented would determine the type of chart that may be use. To have a desirable
result chart data should be entered appropriately into the excel worksheet.

! 6.0 Summary

There are eleven types of charts in excel. These include column charts, line charts, pie charts, bar
charts, area charts, XY (scatter) charts, stock charts, surface charts, doughnut charts, bubble
charts and radar charts. The type of data to be presented would determine the type of chart that
should be used at atime.




7.0 Further Readings
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Module 4: OTHER APPLICATIONS IN BUSINESS

Module Introduction
This module presents the use of various applications such as Microsoft access as a database tool,
Paint for drawing/graphics, Microsoft outlook for messaging, keeping track of tasks, etc in
business. This module is divided into four (4) units:

Unit1: Graphics

Unit2: Database

Unit3: Microsoft Office Outlook

Unit4: Desktop Tools/Data Communication/Creating Website Comment [D7]: Updated the use of

Microsoft access and Microsoft outlook
2007 to 2010/2013.

H . H Updated the use of Paint in windows
Unit 1: Graphlcs XP/7 to paint in windows 10
Improved on the references and further
readings. Expunged the very old

Contents references and incorporated recent
. references and books for further
1.0  Introduction readings.

2.0  Intended Learning Outcomes (ILOs)
3.5  Main Content

4.0  Self-Assessment Exercise(s)

5.0  Conclusion

6.0  Summary

7.0  Further Readings

@ 1.0 Introduction

Graphics are essentials in enriching business documents. There are major graphics that require
special training, which is usually categorised under desktop publishing. However, in the day-to-
day business, one may not require major training. What are these graphics? Computer graphics
refer to any pictorial representation that can be produced by computer, either on the display,
printer, plotter, or other output devices (Allen and Klooster, 1990). Graphics could be charts,
diagrams or pictures.

@I 2.0 Intended Learning Outcomes (ILOs)

At the end of this unit you should be able to:
e Give examples of computer graphics
e Describe the use of paint programs



e Solve business problems with simple computer aided graphic designs

3.0 Main Content

There are different types of graphic software, some require special skills and others may
easily be integrated into documents. The following are examples of graphic software:

. Paint Programs — This allows the user to integrate arts into a document.

. CAD programmes — This is used for computer-aided drafting and used to assist
designers of products in drawing plan. CAD could be contrasted to paint.

. Graphing programs — these include pie, charts, bar graphs etc.

For the business of this course, the paint programme shall be discussed in details. But before we
go on to discuss paint, it is important to know that computer graphics are used in every kind of
business e.g. education, media, manufacturing companies, health etc.

Paint

Paint forms a good tool when you want to add special effect to your document e.g. shapes, this
can be duplicated, flip, rotate, tilt the image and as well perform other desired operations.

To access paint, do the following:
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The tools you will often require to do your work include select, eraser, text, line, pencil and pick
colour or fill with colour. The select tool will enable you to move text or object from one position
to another. To do this, click on select tool and draw a rectangle around the text or object, click
and move to desired position. For any of the tools you want to use, click on it and apply.



. x 4.0 Self-Assessment Exercise(s)

Answer the following questions:

1. Perform the following task with paint software:
a. Type the words “I love paintsoftware”.
b. Draw this asitis

Fruits

c. Draw the following. You may use differentcolours.

d. Share your experience with your colleagues.
2. With reference to a particular business problem, present a typed work in which you
combine Microsoft word and Paint. Explain how you achieved your task.

9
0/ .
5.0 Conclusion

The use of paint software helps to improve the effect on our documents. You can copy or cut text
or object from paint environment to other environments such as word and excel. Other graphics
software includes CorelDraw and Photoshops.

1 6.0 Summary

Graphics help to enhance our business documents. There are different types of graphic software,
but the one that can easily be learned is the paint software. Others may require more time to
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7.0 Further Readings




Unit 2: Database
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1.0 Introduction
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7.0  Further Readings

@ 1.0 Introduction

A database is a collection of organised data with relationship in their elements. This can be
achieved by using software usually referred to as database management system (DBMS).
Database helps to maintain all relevant data in such a way that it will be useful to its owner for
record keeping and decision making. There are commercial database management soft wares, but
apart from the commercially produced database management software, an organisation can have
its own customised database software with the help of programmers to meet with the day-to-day
running of the organisation. With the use of commercial database software, you will be able to
enter data, manipulate data, and report information from the data without programming. These
functions can be categorisedas:

. Creating the structure of database
. Adding data to the database
. Editing data already in the database

. Retrieving data
° Designing reports
. Modifying the structure of the database

The type of computer and the brand of software used would determine how these functions are
accessed by commands, by menu choices selected with the keyboard or by making selection with
amouse.

The database software that shall be used for analysis in this unit is Microsoft Office Access 2007.

@I 2.0 Intended Learning Outcomes (I1LOs)

At the end of this unit you should be able to:
e |dentify a database



o Solve business problems with Microsoft Office Access

== 3.0 Main Content

Database is a collection of related information on a particular subject or purpose. This may
involve tracking customers orders. Information is usually not from one source. A database is
formed when a collection of information is organised for quick and easy retrieval of needed
information. Database started in paper-based, examples of paper- based database are telephone
directories and dictionaries. A database file divides data into separate storage containers called

tables. You can view, add and update table data through online forms.

This unit will be devoted more to solving business problems with Access. The basics of Access
have been discussed in BED 211 — Microsoft Office. You should make reference to BED 211,
and never forget to use the help function (just press F1 key) any time you need more assistance.

But for the purpose of reminder the following table is presented.

Table 1: General Preview

Objects Functions

Table To store data. Create a table for
each information that you track.

Query To find and retrieve data. Query can alsg

be used for updating and

deleting multiple records at the same
time.

Form /A form helps you to view, enter and
change data directly in a table.

Report Report helps to analyse your data

and present it in the format for
printing.

Data Access Page

This helps to make data available on
the internet fro interactive reporting.

Columns

Columns in a table are called fields

Rows

Rowsin a table are called records

Table Datasheet View

This enables you to add, edit, view
and work with data in a table.

Table 2: Working with formulas



Function Description Use with the data

type(s)

Calculates the av erage val ue for a
column. The column must Number, Currency, Date/Ti me
Average contain numeric, currency, or
date/time data. T he function
ignores null values.

Returns the item with the highest
\val ue. For text data, t he Number, Currency, Date/Ti me
Maximum highest val ue is the last alphabetic value
— Access i gnores case.

Returns the item with the lowest value.
For te xt data, the lowest value is the firstNumber, Currency, Date/Ti me
Minimum alphabetic value
— Access i gnores case. The
function ignores null values.

Standard Measures how widely values are

Deviation dispersed from an average val ue (a |[Number, Currency
mean).
/Adds the items in a column.

Sum Works only on numeric and Number, Currency

currency data.

Measures the statistical variance of all
values in the column. You can use this
\Variance function only on numeric and currency |[Number, Currency
data. If the table contains less than two
rows, Access returns a null

Source: Microsoft Office Access 2013

For the purpose of solving problems in business, let us look at the following:
Working with Query

Before you start have a table. To build a query, do the following as suggested by Microsoft
Office Access2013.

1. On the Create tab, click Query Wizard.



2. In the New Query dialog box, click Simple Query Wizard, and then click OK.

3. Under Tables/Queries, click the table that has the data that you want to use. In this case,
click Table: Customers. Note that a query can also use another query as a record source.

4, Under Available Fields, double-click the Contact, Address, Phone, and City fields.
This adds them to the Selected Fields list. When you have added all four fields, click Next.

5. Name the query London Contacts, and then click Finish.

Access displays all of the contact records in Datasheet view. The results show all of the records,
but show only the four fields that you specified in the query wizard

6. Close the query, and note that your query is automatically saved.

CalculatingGrand Totals Using Query

In business transactions, there is often the need to calculate figures, which are used for decision
making. Here are examples:

The Order Table
rder ID Drder Date |Ship Date [Ship Shipping Fee (N)
City

1 11/8/2007 8/12/2007 |Benin  {1,000.00

2 11/8/2007 8/12/2007 |Kano  [2,500.00

3 8/15/2007 (8/18/2007 |Abuja  [2,500.00

4 8/20/2007 [8/21/2007 |Lagos  [500.00

5 8/20/2007 (8/21/2007 |Ibadan {800.00

Order Details Table

etail 1D frder ID |Product Name bduct ID [t Price (N) antity Discount
1 1 Deep Freezer 12 11,800.95 4 0.05
2 1 Desktop 1 70,000.25 3 0
Computer
2 Horse Fan 3 15,000.75 |9 0.03
4 2 Giant Size Generator|5 62,875.00 |12 0.04




5 2 Laptops (Acer) 8”

68,699.00

11 0.06

Microwave oven

12,375.00

4 0.09

7 4 Typist Chair

868.00

8 0.08

From the above tables, calculate:
a. Simple grand total

b. Calculate grand total that exclude somerecords
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iii.  Double-click the field that you want to sum. Make sure that the field is set to either the
Number or Currency data type. If you try to sum values in non-numeric fields, such as a Text
field, Access displays the Data type mismatch in criteria expression error message when you
try to run the query.

If you use the sample data, double-click the Shipping Fee column.
NOTE @ You can add additional numeric fields to the grid if you want to calculate grand
totals for those fields. A totals query can calculate grand totals for more than one column.

iv. On the Design tab, in the Show/Hide group, click Totals. | £
The Total row appears in the design grid and Group By appears in the cell in the Shipping Fee
column.

V. Change the value in the cell in the Total row to Sum.

Vi. Click Run ! 'to run the query and display the results in Datasheet view.

TIP Note that Access appends "SumOf* to the beginning of the name of the field that you sum.
To change the column heading to something more meaningful, such as Total Shipping, switch
back to Design view, and click in the Field row of the Shipping Fee column in the design grid.
Place the cursor next to Shipping Fee and type the words Total Shipping, followed by a colon,
like so: Total Shipping: Shipping Fee.



vii.  Optionally, save the query and close it.
b. To calculate a grand total that excludes some records. Do the following:

1. On the Create tab, click Query Design.

2. In the Show Table dialog box, double-click the Order table and Order Details table, and
then click Close to close the dialog box. Then thisappears:
1 The Order Table ,- $hipping Total | ] Orgdes Detads Tadie ' | Tabied 7 Queyt x

Criteriy
Resay O3 6w

3. Add the Order Date field from the Orders table to the first column in the query design
grid.

4. In the Criteria row of the first column, type Date() -1. That expression excludes the
current day's records from the calculated total.

5. Next, create the column that calculates the sales amount for each transaction. Type the
following expression in the Field row of the second column in the grid:

Total Sales Value: (1-[Order Details].[Discount]/100)*([Or der Details].[Unit Price]*[Or
der Details].[Quantity])

Make sure your expression references fields set to the Number or Currency data types. If your
expression refers to fields set to other data types, Access displays the message Data type
mismatch in criteria expression when you try to run the query.

6. On the Design tab, in the Show/Hide group, click Totals.
The Total row appears in the design grid and Group By appears in the first and second columns.

7. In the second column, change the value in the cell of the Total row to Sum. The



Sum function adds the individual sales figures.

8. Click Run ! to run the query and display the results in Datasheet view.

9. Save the query as Daily Sales.

NOTE The next time that you open the query in Design view, you might notice a slight
change in the values specified in the Field and Total rows of the Total Sales Value
column. The expression appears enclosed inside the Sum function, and the Total row
displays Expression instead of Sum.

For example, if you use the sample data and create the query (as shown in the previous steps),
you see:

Total Sales Value: Sum((1-[Order Details].Discount/100)*([Or der Details].Unitprice*[Or
der Details]. Quantity))

The use of Microsoft Access is not restricted to buying and selling, it could equally be used in
educational institutions. Access enhance student database.

| x | 4.0 Self-Assessment Exercise(s)

Answer the following questions:
1. Practice the examples given above and share your experience with your colleagues.

Students' Data

S/N  |Surname First Name School State of Origin

1 Adegoke Judith Education Ondo
/Arts and Social

2 Okonofua Otihbor Sciences Edo

3 Okoro John Law Aba

4 /Adeboye Caroline Education Oyo

5 Ujagbe Mary Law Edo

6 /Abanikannda IAdegoke Business Lagos

7 lAmekhiena Maria Business Edo

38 Oyakhilome Ebi Education Ondo
/Arts and Social

9 Okoruwa Ani Sciences Delta
/Arts and Social

10  |Abraihim IAdako Sciences Kano




Examination Scores for 2007

Exam
SIN First Scores
Surname Name School Program Level |(Course |(100%)
Business
1 \Adegoke Judith Education Education  [100 BED 112 40
/Arts and
Social
2 Okonofua Otihbor Sciences Theology  [300 TH 321 50
3 Okoro John Law Criminal Law200 LAW 22355
Primary
4 I/Adeboye Caroline Education Education  [100 PRI 134 66
LAW
5 Ujagbe Mary Law Civil Law 200 222 65
Entrepreneu BHM
6 /Abanikannda |Adegoke Business rship 300 342 56
Banking and BHM
7 IAmekhiena Maria Business Finance 300 223 67
Business EDU
8 Oyakhilome  [Ebi Education Education 200 223 55
/Arts and
Social
9 Okoruwa Ani Sciences French 100 FRE 111 68
/Arts and
Social ENG
10  |Abraihim IAdako Sciences English 200 221 67

i Prepare a database for the abovedata in the tables
ii. Show the results of serial numbers 2,3,5,6, and 10 with other details of the students

o~ 1)
9,

5.0 Conclusion
Database software enhances decision making in business especially in critical times of solving
problems. But correct data need to be fed into the database so as to be able to get accurate
information that would be required for decision making.




1 6.0 Summary

There are different types of database software. Some are commercially produced while some are
customised. To have a customised software requires a programmer who will programme what is
required in the organisation.

7.0 Further Readings




Unit 3: Microsoft Office Outlook
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@ 1.0 Introduction

Microsoft Office Outlook is very useful in office management. It has four major areas where its
value is very essential in business. These include mail, calendar, contacts and tasks. Though the
basics of this software has been taught in BED 211 — Microsoft Office, a review of it shall be
made in this unit, while the main focus would be on solving business problems using Microsoft
Office Outlook 2013.

@ 2.0 Intended Learning Outcomes (ILOs)

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

¢ Organise meetings effectively using Microsoft Office Outlook
o Monitor tasks adequately using Microsoft Office Outlook

3.0 Main Content

Microsoft Office Outlook 2013 as earlier mentioned has four major features — calendar, contacts,
tasks and mail. We shall discuss these briefly and apply them to some problems that may often
arise in business.

With calendar, you can:

. Create appointments and events — This can be achieved just the same way you write in
a notebook, click anytime slot in the outlook calendar and begin typing. The current time is
highlighted in colour. You could have message reminder of meetings, appointments, and events.
You can easily colour items for quick identification.

. View group schedules — With calendar you can show the schedules of a group of people
or resources simultaneously. For instance you can view the schedules of all the persons in your



department or other units.

. Organi se meetings — to organise a meeting, select calendar and create a meeting request.
. View Calendars Side by Side — Different Calendars created by you can be viewed side-
by-side and at the same time calendars shared by other outlook users. Appointments can also be
copied and moved between the displayed calendars.

. View Calendars on top of each other in overlay view — This display multiple calendars
that you have created as well as calendar shared by other outlook users.

. Manage another user’s calendar — You can manage another person’s calendar with the
use of Delegate Access feature. For example an administrative assistant can manage the calendar
of a manager or his boss.

With Contacts you can create contacts from within contacts, from an e-mail message that you
receive and from electronic Business Cards that you receive.

Tasks — To create a task the following are applicable:

e To create and track assigned tasks — after you have completed a task and assign to some
one, you may still need to manage it. For example, you might need status report and
updates of the task inprogress.

To assign a task, first create the task, and send it as task request to someone. The person
can decline the task, accept the task or assign the task to someone else. The task is
returned to you if it is declined, but even when the declined task is returned to you, it is
still owned by the recipient until you reclaim ownership by returning the task to your own
tasklist.

But if you assign a task to more than one person at a time, you would not be able to keep
an update copy of that task in your tasklist.

e To assign a task to someone the following steps are suggested by Microsoft Office 2013:
1. Toassign a new task, do the following:
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addresses you typed in the To box.

2. To assign existing task, do the following:

e (o to the task list

e Open the desired task

e On the Task tab in the manage Task group, click Assign Task
. In the box ‘To’, enter the name or e-mail address of the person to whom you want to
assign the task.



. Type the name of the task in the subject box. For an existing task, the subject box is
already filled in except you want to change.

. Select the due date and status options asdesired.

. Select or clear the keep an updated copy of this task on my task list check box and the
send me a status report when this task is complete check box.

. To repeat the task, on the Task tab in the options group, click Recurrence, select desired
options and click ok.

. In the body of the recurring task, type any information you want to include in the task.
. Click send.

To forward a task to someone else to track, do the following:

Open the task you want to send

On the Task tab, in the manage Task group, clickforward

Enter recipient names or e-mail addresses in the, “to” and “cc”, boxes
Type the message at the body of the task

Click send

gk wnE

To reclaim a rejected test management, do the following:

1. Open the e-mail message that contains the task request, which you will find in Sent item
Folder.
2. On the Task tab, in the manage Task group, click Return to Task list. Task can also be

reclaimed from the declined task message by clicking Return to Task List.

To track tasks that you have assigned, do the following:

Automatically copies of the tasks assigned are kept and you receive automatic status
reports.

1. On the tools menu, click options

2. Click Task Options

3. Select the keep updated copies of assigned tasks on my task list check box

4, Select the send status reports when assigned tasks are completed check box

To view Tasks Assigned to others, do the following:
1. Click Tasks
2. On the View Menu, point to Current View and then click Assignment



To view the list of people who received updated copies of an assigned task, do the following:
1. Open the assigned task you want to view thelist
2. Fromthe Details tab, view the names in the Update list box

To Accept or decline a task assignment, do the following:
1. Open the task or task request
On the Task tab, in the manage Task group, click Accept or Decline
Then:
Click edit the response before sending, type your comment in the message and click send.
Click send the response now

o wN

To send a status report or a comment about a task assign ment, do the following:

1. Open the task for which you want to send a status report or comment

2. On the Task Tab, in the Manage Task group, click either Send Status Report, Reply or
Reply to All

3. Enter recipient names or e-mail addresses in the To and cc boxes

4. Type any information that you want to include at the status report in the body of the
message

5. Clicksend

To create an e-mail message, do the following:
This is the most frequent task that is performed in Microsoft Office Outlook. Follow the process
of creating the usual e-mail. Click on the e-mail option and follow the display on the menu.

To set the delivery Options:
Setting message in the order of importance enables the recipients to sort their message important.

To do this, go to the message Tab in the option group, click ! High Importance or ! Low
Importance.

To set message expiring date, do the following:
1. On the option tab, in the more options group, click the message Options group, click the
message options Dialog Box Launcher
2. In the Message Options dialog box, under Delivery Options, select the Expires after
checkbox and click a date ortime.
In Delay Sending a Message, do the following:
1. On the options tab, in the More Options group, click delivery
2. Click delivery date and time that you desire



| x | 4.0 Self-Assessment Exercise(s)

Answer the following questions:
1. Company XYZ has it’s headquarters office at Abuja but with branches in the 36 states of

the country Nigeria. The company runs a central administration from the headquarters at
Abuja. The Head of Administration has new tasks to assign to all heads of units at the
various branches which must be accomplished within one week of assignment. He has the
following information to passacross.

S/N |[Head of e-mail Address Branch [Message Start Date
Unit of Task
1 Mr.K.O. oakaka@xyz.com
Akaka
2 |Mr.E.B. badeboye@xyz.comllbadan  [To send the wupdate of al
/Adeboye transactions within the last founl/10/2020
3  [Mrs.H.E. pikejama@xyz.com Benin months to the headquarter on or
Ikejama before 7" October, 2020
4 Ms. K. K. |kudoh@xyz.com |Warri
Udoh
5 [Mr. Ada |aada@xyz.com Lagos
Ada
6 (Mr.J. K. kokouwa@xyz.com [Minna
Okouwa
7  Mr.J.J jjohnson@xyz.com [Zaira
Johnson

From the above information and with the use of Microsoft Office Outlook,

o oo

Assign task to heads of units

Forward the task to the head of units in the specified branches

Track the assigned task to head of units

Send a status report on the assignedtask

With reference to a particular business, identify the problem areas that require the use of
Microsoft Office Outlook. Explain how Microsoft Office Outlook can be used to solve
the problems.
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5.0 Conclusion

The use of Microsoft Office Outlook enhances communication within an office. It could be used
to replace paper memoranda.
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mailto:jjohnson@xyz.com

1 6.0 Summary

Microsoft Office Outlook 2007 covers the management of mail, calendars, contacts and tasks;
which are basic requirements for the smooth running of any type of business. Go through the
steps above to ensure adequate usage of Outlook.

7.0 Further Readings
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@ 1.0 Introduction

We have discussed some major software that enhance business transactions, such software
Microsoft Office Word, Microsoft Office Excel, Microsoft Office Access and Microsoft Office
Outlook. In this unit, we shall discuss other features, though not very major are essential in
electronic office administration. This includes Desktop tools, Data Communication and creating
website.

@ 2.0 Intended Learning Outcomes (ILOs)

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

o Apply simple desktop tools in solving business problems with ease

e Choose adequate communication hardware and software to solve diverse business
problems

o Direct the basics of web creation

3.0 Main Content

The three main areas of concentration in the desktop tools in this unit shall be ‘the Address
Book’, ‘Calculator’ and ‘Notepad’. But the address book shall be discussed in details. The
address book provides convenient way storing important information about people; finding
business partners; creating contact; sending and receiving business cards electronically. The
calculator is simplified for any user to be able to solve simple mathematical challenges and the
notepad is designed for easy typing of data. To launch these tools; click start, point to
programmes, point to accessories and click on the desired tool.

Storing Contact
There are different ways of adding contact to address book. These shall be discussed as detailed



by the package (See Help Function in Address Book).

To add names directly from e-mail messages to your Address Book,

You can set up Outlook Express so that when you reply to a message, the people you reply to are
automatically added to your Address Book. In addition, any time you send or receive a message
in Outlook Express, you can add the recipient's or sender's name to your Address Book.

To add all replies recipients to your Address Book
1. In Outlook Express, on the Tools menu, click Options.
2. On the Send tab, click Automatically put people I reply to in my Address Book. To
add an individual name to your Address Book from Outlook Express
e In a message you are viewing or replying to, right-click the person's name, and
then click Add to AddressBook.
e In the message list of your Inbox or other mail folder, right-click a message, and
then click Add Sender to Address Book.

To import an address book from another program

You can import address book contacts from other Windows Address Book files (.wab), as well
as from Netscape Communicator, Microsoft Exchange Personal Address Book, or any text (.csv)
file.

For Windows Address Book files:
1. In Address Book, on the File menu, point to Import, and then click Address Book
(WAB).
2. Locate and select the address book you want to import, and then click Open.

Forall other address book formats:
1. Inthe Address Book, on the File menu, point to Import, and then click Other Address
Books.
2. Click the address book or file type you want to import, and then click Import.

If your address book is not listed, you can export it to either a text (.csv) file or an LDIF (LDAP
Directory Interchange Format) file, and then import it using that file type.

To add a contact to your Address Book
1. On the Outlook Express toolbar, click Tools, and then click Address Book.
2. Inthe Address Book, select the folder to which you want to add a contact.
3. On the Address Book toolbar, click New, and then click New Contact.
4. On the Name tab, type at least the first and last name of the contact. This is the display
name.



Notes

A display name is required for each contact. If you enter a first, middle, or last name, it
will automatically appear in the Display box. You can change the display name by typing
in a different name or by selecting from the drop-down list. The drop-down list will
contain variations of the first, middle, and last name, as well as anything you typed in the
Nickname box or the Company box on the Business tab.

On each of the other tabs, add any information you would like to include.

Be sure to include an e-mail address for your contact. While your Address Book can be
used for many purposes, its most immediate benefit is in providing e-mail addresses
when you are composing mail.

If you include a contact's street address on the Home tab or the Business tab, you can
click View Map located on each of these tabs to display a printable street map showing
the contact'saddress.

To find people and businesses on the Internet

1.
2.
3.

_Or-

In the Address Book, click Find People on thetoolbar.

From the Look in drop-down list, select the directory you want to search.

On the People tab, type the name or e-mail address of the person you want to look for,
and then click Find Now.

On the Advanced tab, define the search criteria you want by filling in the top three boxes, and
then click Add. Add all the search criteria you want, and then click Find Now. (To remove a
search criterion you added, select the item you want to delete from the Define Criteria list, and
then click Remove. Or, if you want to delete all criteria and start over, click Clear All.)

Notes

Your search will be most efficient if you use starts with or is. The options for contains,
ends with, or sounds like can make your search take much longer, possibly so long that
the search fails. The more exact your search criteria, the faster the result.

If your search is too broad, the number of matches might exceed the limits of the server,
or your directory service settings might not be set up to handle all of the returned
matches. You can change these directory service settings.

To import a business card

1.

2.

In the Address Book, on the File menu, point to Import, and then click Business Card
(vCard).
Locate the business card file on your computer or a network drive, select it, and then



click Open.
Note

e When the business card is added to your Address Book, a dialog box appears where you
can modify or add to the contact information as necessary.

e Once the contact's street address is entered on the Business tab, you can click the tab's
View Map button to display a map pinpointing the address. When you click View Maps,
Expedia Maps opens in your browser with a printable street map showing the contact's
address.

To change contact information

o Inthe Address Book list, locate and double-click the name you want, and then change the
information as needed. Click the tabs to access different information sections.

Note

e To delete a contact, select the contact name in the Address Book list, and then click
Delete on the toolbar. If the contact is a member of a group, the name will also be
removed from the group.

To create a group of contacts

You can create a single group name (or alias) to use when sending a message to several contacts
at once. Simply create a group name and add individual contacts to the group. Then, just type the
group name in the To box when you send e-mail.

1. Inthe Address Book, select the folder in which you want to create a group. Click New on
the toolbar, and then click New Group.

2. The Properties dialog box opens. In the Group Name box, type the name of the group.

3. There are several ways to add people to thegroup:

e To add a person from your Address Book list, click Select Members, and then
clicka name from the Address Book list.

e To add a person directly to the group without adding the name to your Address
Book, type the person's name and e-mail address in the lower half of the
Properties dialog box, and then click Add.

e Toadd a person to both the group and your Address Book, click New Contact and
fill in the appropriate information.

e To use a directory service, click Select Members, and then click Find. Select a
directory service from the drop-down list at the end of the text box. After finding
and selecting an address, it is automatically added to your Address Book.

4. Repeat for each addition until your groupis defined.



Note
e Toview a list of your groups separately from the Address Book listings, in the Address
Book, on the View menu, make sure that Folders and Groups is selected.
e Youcan create multiple groups, and contacts can belong to more than one group.

To add a contact to an existing group
1. Inthe Address Book list, double-click the group you want. The group's Properties dialog
box opens.
2. You can add people to the group in several ways —and in some cases you can add them
to your Address Book aswell.

e To add a person from your Address Book list, click Select Members, and then
click a name from the Address Book list. Click Select, and then click OK.

e To use a directory service (use the drop-down list at the end of the text box to see
directories you have added to Outlook Express), click Select Members, and then
click Find. Select a directory service to search, enter your search criteria, and
when you find the  person, click Select,and then click OK. This
person's name and e-mail address is added to your Address Book.

e To add a person directly to the group without adding the name to your Address
Book, type the person's name and e-mail address in the boxes provided in the
lower half of the dialog box, and then click Add.

e Toadd a person to both the group and your Address Book, click New Contact, fill
in the appropriate information, and clickOK.

To create a business card

The easiest way to exchange contact information with people over the Internet is by attaching a
business card to e-mail messages. A business card is your contact information from the Address
Book in vCard format. The vCard format can be used with a wide variety of digital devices and
operatingsystems.

You must have your contact information in your Address Book before you can create a business
card.

1. In the Address Book, create an entry for yourself, and then select your name from the
Address Booklist.

2. On the File menu, point to Export, and then click Business Card (vCard).

3. Select a location in which to store the file, and then click Save.

Note
e To add your business card to an e-mail message, on the Insert menu, click My Business



Card.

To add a contact's digital 1D to your Address Book

To send someone encrypted mail, you must have the recipient's digital 1D, and that ID must be
associated with the recipient's name in your Address Book. Outlook Express automatically adds
digital 1Ds to your Address Book when you receive digitally signed mail. If you have turned off
this option, you will need to manually add a contact's digital ID.

Open the digitally signed message.

On the File menu, click Properties.

Click the Security tab, and then click Add digital ID to the addressbook.

When a contact has a digital 1D, a red ribbon is added to their card in your Address Book.

To add a digital ID to your Address Book from another source

In the Address Book, create a new entry for the contact, or double-click an existing one in
the Address Bookist.

On the Digital IDs tab, click Import.

Find the digital 1D file, and then click Open.

To automatically add a contact's digital ID to your Address Book, on the Tools menu,
click Options. Then on the Security tab, click Advanced, and select Add senders'
certificates to my address book.

You can also get someone's digital ID by downloading it from a certification authority's
Web site. (See the Microsoft Internet Explorer Digital ID site for links to certification
authorities.)

To organize names in your Address Book
When you have a large Address Book, you can organize it in several ways to make it easy to
retrieve contacts and groups.

To sort contacts by name, e-mail address, or phone number, click the appropriate column
heading above the namelist.

To switch columns between ascending and descending sort order, click the column
heading.

To change the order of the columns, point to a column heading (Name, E-mail Address,
Home Phone, and so on), and then drag the column to the left or right until it's located
where you want it.

To view a list of your mailing groups, on the View menu, select Folders and Groups.



What are identities?

Creating identities is a way for several people to use Outlook Express and the Address Book on
the same computer. For example, you and a family member may share a computer. If you each
create an identity, you would each see your own mail and your own contacts when you log on
under your identity. Once your identity is created, you can organize your contacts the way you
want them by creating subfolders.

Usually, you will create identities while you are using Outlook Express (or other applications
that use identities). You can create identities from your Address Book only when you open your
Address Book from the Start menu rather than from Outlook Express. To open Address Book
from the Start menu, click Start, point to All Programs, point to Accessories, and then
click Address Book.

Organizing contacts and folders

You can keep contacts in your main folder, as well as organize them into subfolders. If you have
contacts you would like to share with the other people with whom you share Outlook Express,
you can move contacts into the Shared Contact's folder, where other identities can view them
when they use the Address Book. Subfolders are always in alphabetical order; you cannot
reorganizethem.

If you cannot see the folders on the left, point to the View menu and select Folders and Groups.

Deleting contacts from your Address Book

You can easily remove contacts and groups from your Address Book. When you delete a contact
from a group, the name is removed from the group but the entries for both the group and the
individual remain in your Address Book. Likewise, deleting an entire group does not remove the
entries for the individual members who made up the group.

To print Address Book information

1. Inthe Address Book, select the contacts you want to print.
e To select a block of names, press and hold down the SHIFT key, click the first
name in the block and then click the last name in the block.
e To select individual names, press and hold down the CTRL key while you click
the names.
2. Click Print on the toolbar. On the Print dialog box, under Print Style, select a printing



style:
e Toprintall Address Book information about the contacts, click Memo.
e Toprint business-related information about the contacts, click Business Card.
e Toprinta list of phone numbers for the selected contacts, click Phone List.
Note
e You may be able to customize the size and orientation of your printed Address Book
pages. To view your printer's options, in the Print dialog box, click Properties.

Finding People using Directory Service

What are directory services?

A directory service is a powerful search tool that you can use to find people and businesses
around the world. The Address Book supports LDAP (Lightweight Directory Access Protocol)
for accessing directory services, and it comes with built-in access to several popular directory
services. You can also add additional directory services from your Internet service provider.

Like the Internet search tools, directory services use different methods for collecting data, so
when you are trying to find people or businesses online, you might try more than one service.

To add a directory service

To add a directory service to your Address Book, you will need the name of the computer server
(available from the directory service provider).

1. In either the Address Book or Outlook Express, on the Tools menu, click Accounts.

2. In Outlook Express, select the Directory Service tab, click Add, click Directory
Service, and then follow the instructions in the Internet Connection Wizard.
In the Address Book, click Add, and follow the instructions in the Internet Connection
Wizard

To find people and businesses on the Internet

1. Inthe Address Book, click Find People on thetoolbar.

2. Fromthe Look in drop-down list, select the directory you want to search.

3. On the People tab, type the name or e-mail address of the person you want to look for,

and then click Find Now.

-Or-
On the Advanced tab, define the search criteria you want by filling in the top three boxes, and
then click Add. Add all the search criteria you want, and then click Find Now. (To remove a
search criterion you added, select the item you want to delete from the Define Criteria list, and
then click Remove. Or, if you want to delete all criteria and start all over, click Clear All.)



Notes
e Your search will be most efficient if you use starts with or is. The options for contains,
ends with, or sounds like can make your search take much longer, possibly so long that
the search fails. The more exact your search criteria, the faster the result.
e If your search is too broad, the number of matches might exceed the limits of the server,
or your directory service settings might not be set up to handle all of the returned
matches. You can change these directory service settings.

To set up a directory service to check for e-mail addresses

When you can't remember someone's complete e-mail address, you can enter a partial name and
then use the Check Names command on the Tools menu to search for matches. Outlook Express
first searches your Address Book and if no matches are found, searches the directory services
you have set up to check e-mail addresses.

In the Address Book or Outlook Express, on the Tools menu, click Accounts.

If you are in Outlook Express, click the Directory Servicetab.

Select a directory service, and then clickProperties.

On the General tab, select the Check names against this server when sending mail

R

Using Your Address Book with other Programmes

To export your Address Book contacts to other programs
You can export your Address Book contacts to other Windows Address Book (.wab) files, as
well as to Microsoft Exchange Personal Address Book, or any text (.csv) file.

To export your Address Book files to another Windows Address Book:

1. In Address Book, on the File menu, point to Export, and then click Address Book
(WAB).

2. Locate and select the Windows Address Book file you want to export to, and then click
Open.

Forall other address book formats:

1. In the Address Book, on the File menu, point to Export, and then click Other Address
Book.

2. Click the address book or file type you want to export to, and then click Export.

To set up a conference call from the Address Book

If you use Microsoft NetMeeting or other conferencing software, you can store conferencing
account information (such as e-mail and server addresses) along with other contact information
and then make a conferencing call directly from the Address Book.



Note

In the Address Book, double-click the contactname.

On the NetMeeting tab, type the Conferencing Server address. (If NetMeeting is not
installed, this tab is named Conferencing).

Type the Conferencing Address for the contact. This address must be the one used for
conferencing, which could be different from the contact's e-mail address.

Click Add to add this information to the contact's properties.

Now, whenever you want to initiate a conference call, you can click Call Now on the
NetMeeting (or Conferencing) tab of the contact's properties.

You can have multiple e-mail addresses and directory servers listed for one contact.

Communication

No business can function without communication. Data communication is achieved by using
communication hardware, software and transmission carriers. Computers that are connected to
communicate with each other are referred to as ‘being network.’

Advantages of Data Communication
A good data communication leads to the following advantages:

More individuals have access to availablehard and software
Expensive equipment can beshared

Data can be shared amongusers

Many tasks can be completed more conveniently and effectively

Disadvantages of Data Communication
Apart from the advantages associated with the use of data communication, there are equally
disadvantages as stated below:

There would be no work once the mainframe computer goes down

High cost for backup systems and maintenance

Cost for transmission carrierscan be high

Needs high trained and experienced personnel

Problem of incompatibility among hardware and software that mayhighly arise

Uses of Communication Hard and Software
1. Bulletin Board Systems:  This involves sharing and exchanging ideas and

information, which could comein:
a. Electronic mail
b. General messages and announcements



c. File library that the user candownload
2. Information Services: The area of information services include:
a. Local and national news
b. Weather
c. Travel
d. Recipes
e. Shopping
3. Bibliographic Services: This is connected with library, and is as used in the library.
4. Stock Exchange Services: Thisincludes:
a. Comprehensive company profile as per investors, earning forecast, price/volume,
charts, financial history
b. Up-to-date stock prices and quotes
c¢. Individual customer portfolio management
5. Electronic banking and transfer of funds

Creating a Web Site
It is advisable to have basic ideas about web site creation. You are not required to be an expert.
With the advent of electronic marketing, you may be required to customise your company’s web
site.
To develop a web site requires the creation of a team. The team includes:
1. Graphic designers — they develop the visual appearance and create graphic images of the
site.
2. Marketing representative — Sets the goals for the web side and controls the presence of
the organisation.
3. Content developer and editor — prepares and evaluates the content.
4. Director — This could also be referred to as webmaster. He co-ordinates teams’ activities
and at the same time manages web development.
5. Programmer — Creates HTML documents and develops server processing.
6. Systems administrator — Conversant with web server limitations, manages security and
access and maintains systemhardware.

Developing a website involves the following activities:
o Define the goal and purpose of the web site. This will include:
o Primary intent
o Short and long-term goals
o Intended audience
o Website plan — objectives, requirements and results.
e Determine and prepare the web site’s content. After the plan, the next stage is to develop
the website content (gather relevant documents), you may re-visit the planning team for
information.



o Designing the website. This mayinclude:
o Working with the organisation objectives
o Preparing asitemap
o Building the site
= FrontPage is used to build and create a web site
= Inbuilding and creating web site, you needto:
o Determine the number of page website
o Specify the browser version
o Specify the page size
o Text in web page — to determine the type of text a web page should have you need
to:
= Determine the format
= Proofread the content
o Language used — The common language used is Hypertext Markup Language (HTML),
which can be viewed with the use of FrontPage.

| x | 4.0 Self-Assessment Exercise(s)

Answer the following questions:
1. With the aid of the above illustrations, organise your Address Book. Share your
experience with your colleagues.
2. With reference to a particular organisation, explain how Address Book would help the
business achieve its goal. Demonstrate the process.

o~ A
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5.0 Conclusion
In conclusion, it should be noted that there is no business that will be able to achieve a desired
goal in this technological age without effective use of the computer in the administration of the
business. A good use of the computer application leads to effectiveness and efficiency in
business.

’ 6.0 Summary

In this unit, we have discussed elaborately, the use of Address Book. But we should not forget
the use of calculator and Notepad. The Notepad can be likened to a note pad used in long hand.
Microsoft Power Point was not discussed in this course because it has been fully taught in BED
211. But for the purpose of completeness, PowerPoint is very essential during presentation,
especially when you want to have a demonstration of your product. All the required effect can
always be added for the purpose of illustrations.




7.0 Further Readings
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