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Chapter -1
COMPUTER STUDIES -II

C programming is a general-purpose, procedural, imperative computer
programming language developed in 1972 by Dennis M. Ritchie at the
Bell Telephone Laboratories to develop the UNIX operating system. C is
the most widely used computer language. It keeps fluctuating at
number one scale of popularity along with Java programming language,
which is also equally popular and most widely used among modern
software programmers.

C programming language is a MUST for students and working
professionals to become a great Software Engineer specially when they
are working in Software Development Domain. | will list down some of
the key advantages of learning C Programming:

Easy to learn

e Structured language

e It produces efficient programs

* ltcan handle low-level activities

* It can be compiled on a variety of computer platforms

Facts about C
» Cwasinvented to write an operating system called UNIX.

e Cis a successor of B language which was introduced around
the early 1970s.

* The language was formalized in 1988 by the American National
Standard Institute (ANSI).

* The UNIX OS was totally written in C.

* Today C is the most widely used and popular System
Programming Language.

* Most of the state-of-the-art software have been implemented
using C.
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* Today's most popular Linux OS and RDBMS MySQL have been
written in C.

C Programming.

Just to give you a little excitement about C programming, sample
program

#include <stdio.h>

void main() {
/¥ my first program in C */
printf("Welcome\n");

C - Operators

An operator is a symbol that tells the compiler to perform specific
mathematical or logical functions. C language is rich in built-in
operators and provides the following types of operators —

*  Arithmetic Operators
*  Relational Operators

* Logical Operators

*  Bitwise Operators

* Assignment Operators
e Misc Operators

We will, in this chapter, look into the way each operator works.

Arithmetic Operators

The following table shows all the arithmetic operators supported by

the C language. Assume variable A holds 15 and variable B holds 30
then
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Operator Description Example

+ Adds two operands. A+B=
45
- Subtracts second operand from the first. A-B=-
15
* Multiplies both operands. A*B=
450
/ Divides numerator by de-numerator. B/A=2
% Modulus Operator and remainder of after B %A =
an integer division. 0
++ Increment operator increases the integer A++=
value by one. 16
- Decrement operator decreases the A-=14

integer value by one.

Relational Operators

The following table shows all the relational operators supported by C.
Assume variable A holds 10 and variable B holds 20 then
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Operator

Description

Checks if the values of two
operands are equal or not. If yes,

then the condition becomes true.

Checks if the values of two
operands are equal or not. If the
values are not equal, then the
condition becomes true.

Checks if the value of left
operand is greater than the value
of right operand. If yes, then the
condition becomes true.

Checks if the value of left
operand is less than the value of
right operand. If yes, then the
condition becomes true.

Checks if the value of left
operand is greater than or equal
to the value of right operand. If
yes, then the condition becomes
true.

Checks if the value of left
operand is less than or equal to

Example

(A==B)is

not true.

(Al=B)is
true.

(A > B)is not
true.

(A < B) is true.

(A>=B)is
not true.

(A<=B)is
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the value of right operand. If yes,  true.
then the condition becomes true.

Logical Operators

Operator Description

&&

Called Logical AND operator. If both the operands are
non-zero, then the condition becomes true.

Called Logical OR Operator. If any of the two operands is
non-zero, then the condition becomes true.

Called Logical NOT Operator. It is used to reverse the
logical state of its operand. If a condition is true, then
Logical NOT operator will make it false.

Following table shows all the logical operators supported

Example

(A && B)
is false.

(A|B)is
true.

I(A && B)
is true.

by C

language. Assume variable A holds 1 and variable B holds 0, then —

Show Examples

Bitwise Operators

Bitwise operator works on bits and perform bit-by-bit operation. The

truth tables for &, |, and A is as follows —

P q p&q Pla

PAq
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Assume A =60 and B = 13 in binary format, they will be as follows —
A=00111100

B =0000 1101

A&B =0000 1100

A|B=00111101

AAB=0011 0001

~A=11000011

The following table lists the bitwise operators supported by C. Assume
variable 'A" holds 60 and variable 'B' holds 13, then —

Example

Operator Description Example

& Binary AND Operator copies a bit (A &B)=12,i.e,0000
to the result if it exists in both 1100
operands.
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Binary OR Operator copies a bitifit (A |B)=61,i.e,0011

exists in either operand. 1101

A Binary XOR Operator copies the bit (A AB)=49,i.e,0011
if it is set in one operand but not 0001
both.

~ Binary One's Complement (~A)=~(60),i.e,. -
Operator is unary and has the 0111101

effect of 'flipping' bits.

<< Binary Left Shift Operator. The left
operands value is moved left by A<<2=240i.e,
the number of bits specified by the 1111 0000
right operand.

>> Binary Right Shift Operator. The

left operands value is moved right A >>2=15i.e, 0000
by the number of bits specifiedby 1111
the right operand.

Assignment Operators

The following table lists the assignment operators supported by the C
language —

Examples
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C Input and Output

Input means to provide the program with some data to be used in the
program and Output means to display data on screen or write the data
to a printer or afile.

C programming language provides many built-in functions to read any
given input and to display data on screen when there is a need to
output the result.

All these built-in functions are present in C header files, we will also
specify the name of header files in which a particular function is defined
while discussing about it.

scanf() and printf() functions

The standard input-output header file, named stdio.h contains the
definition of the functions printf() and scanf(), which are used to display
output on screen and to take input from user respectively.
#include<stdio.h>

void main()
{
// defining a variable
inti;
/*
displaying message on the screen
asking the user to input a value

*/
printf("Please enter a value...");
/*
reading the value entered by the user
*/
scanf("%d", &i);
/*
displaying the number as output
*/
printf( "\nYou entered: %d", i);
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When you will compile the above code, it will ask you to enter a value.
When you will enter the value, it will display the value you have entered
on screen.

You must be wondering what is the purpose of %d inside the scanf() or
printf() functions. It is known as format string and this informs the scanf()
function, what type of input to expect and in printf() it is used to give a
heads up to the compiler, what type of output to expect.

Format String  Meaning

%d Scan or print an integer as signed decimal number

%f Scan or print a floating point number

%c To scan or print a character

%s To scan or print a character string. The scanning ends at
whitespace.

We can also limit the number of digits or characters that can be input or
output, by adding a number with the format string specifier, like "%1d"
or "%3s", the first one means a single numeric digit and the second one
means 3 characters, hence if you try to input 42, while scanf() has "%1d",
it will take only 4 as input. Same is the case for output.

getchar() & putchar() functions

The getchar() function reads a character from the terminal and returns it
as an integer. This function reads only single character at a time. You can
use this method in a loop in case you want to read more than one
character. The putchar() function displays the character passed to it on
the screen and returns the same character. This function too displays
only a single character at a time. In case you want to display more than
one characters, use putchar() method in a loop.
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#include <stdio.h>
void main()
{
intc
printf("Enter a character");

/* Take a character as input and store it in variable c */
¢ = getchar();

/*display the character stored in variable c */
putchar(c);
}

gets() & puts() functions
The gets() function reads a line from stdin(standard input) into the
buffer pointed to by str pointer, until either a terminating newline or
EOF (end of file) occurs. The puts() function writes the string str and a
trailing newline to stdout.

#include<stdio.h>
void main()
{
/¥ character array of length 100 */
char str[100];
printf("Enter a string");
gets(str);
puts( str);
getch();

Beginners in Computer Science Studies



CONTROL STATEMENTS

Decision making structures require that the programmer specifies one
or more conditions to be evaluated or tested by the program, along with
a statement or statements to be executed if the condition is determined
to be true, and optionally, other statements to be executed if the
condition is determined to be false.

Show below is the general form of a typical decision making structure
found in most of the programming languages

If condition If condition
is true is false

¥

conditional Y

code

®

C programming language assumes any non-zero and non-null values as
true, and if it is either zero or null, then it is assumed as false value.

S.No. Statement & Description

1 if statement

An if statement consists of a boolean expression followed by

Beginners in Computer Science Studies



one or more statements.

2 if...else statement

Anif statementcan be followed by an optionalelse
statement, which executes when the Boolean expression is
false.

3 nested if statements

You can use one if or else if statement inside another if or else
if statement(s).

4 switch statement

A switch statement allows a variable to be tested for equality
against a list of values.

5 nested switch statements

You can use one switch statement inside
another switch statement(s).

C programming language provides the following types of decision
making statements.

An if statement consists of a Boolean expression followed by one or
more statements.

Syntax

The syntax of an 'if' statement in C programming language is —

if(boolean_expression)

{

/* statement(s) will execute if the boolean expression is true */

}
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If the Boolean expression evaluates to true, then the block of code inside
the 'if' statement will be executed. If the Boolean expression evaluates
to false, then the first set of code after the end of the 'if' statement (after
the closing curly brace) will be executed.

C programming language assumes any non-zero and non-null values
as true and if it is either zero or null, then it is assumed as false value.

Flow Diagram

If condition
is true

If condition

is false conditional code

An if statement can be followed by an optional else statement, which
executes when the Boolean expression is false.

Syntax

The syntax of an if...else statement in C programming language is -
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if(boolean_expression) {

/* statement(s) will execute if the boolean expression is true */
}else{

/* statement(s) will execute if the boolean expression is false */

}

If the Boolean expression evaluates to true, then the if block will be
executed, otherwise, the else block will be executed.

C programming language assumes any non-zero and non-null values
as true, and if it is either zero or null, then it is assumed as false value

Flow Diagram

If condition
is true

If condition
is false

else code

A

Example

#include <stdio.h>

int main () {

/* local variable definition */
inta=100;
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/* check the boolean condition */

ifla<20){
/* if condition is true then print the following */
printf("a is less than 20\n" );

}else {
/¥ if condition is false then print the following */
printf("a is not less than 20\n" );

}

printf("value of a is : %d\n", a);

return O;

}

If...else if...else Statement

An if statement can be followed by an optional else if...else statement,
which is very useful to test various conditions using single if...else if
statement.

When using if...else if..else statements, there are few points to keep in
mind —

* An if can have zero or one else's and it must come after any
else if's.

* An if can have zero to many else if's and they must come
before the else.

* Once an else if succeeds, none of the remaining else if's or
else's will be tested.

Syntax

The syntax of anif...else if...else statement in C programming
language is —

if(boolean_expression 1) {
/* Executes when the boolean expression 1 is true */
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} else if( boolean_expression 2) {
/¥ Executes when the boolean expression 2 is true */
} else if( boolean_expression 3) {
/¥ Executes when the boolean expression 3 is true */
}else{
/* executes when the none of the above condition is true */

}

Example

#include <stdio.h>
int main () {

/* local variable definition */
inta=100;

/* check the boolean condition */
iflta==10){
/* if condition is true then print the following */
printf("Value of ais 10\n");
lelseif(a==20){
/¥ if else if condition is true */
printf("Value of a is 20\n" );
lelseif(a==30){
/¥ if else if condition is true */
printf("Value of a is 30\n" );
}else{
/¥ if none of the conditions is true */
printf("None of the values is matching\n");

}
printf("Exact value of a is: %d\n", a );

return O;
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}

When the above code is compiled and executed, it produces the
following result —

None of the values is matching

Exact value of ais: 100

A switch statement allows a variable to be tested for equality against a
list of values. Each value is called a case, and the variable being
switched on is checked for each switch case.

Syntax

The syntax for a switch statement in C programming language is as
follows —

switch(expression){

case constant-expression :
statement(s);
break;/* optional */

case constant-expression :
statement(s);
break;/* optional */

/¥ you can have any number of case statements */
default:/* Optional */
statement(s);

}

The following rules apply to a switch statement —

* The expression used in aswitch statement must have an
integral or enumerated type, or be of a class type in which the
class has a single conversion function to an integral or
enumerated type.

* You can have any number of case statements within a switch.
Each case is followed by the value to be compared to and a
colon.
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The constant-expression for a case must be the same data
type as the variable in the switch, and it must be a constant or
aliteral.

When the variable being switched on is equal to a case, the
statements following that case will execute until
a break statement is reached.

When a break statement is reached, the switch terminates, and
the flow of control jumps to the next line following the switch
statement.

Not every case needs to contain a break. If no break appears,
the flow of control will fall through to subsequent cases until a
break is reached.

A switch statement can have an optional default case, which
must appear at the end of the switch. The default case can be
used for performing a task when none of the cases is true.
No break is needed in the default case.

Flow Diagram
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expression

case 1

case 2

case 3

AN
N

default

Example

code block 1

code block 2

code block 3

code block N

#include <stdio.h>
int main () {

/* local variable definition */
char grade = 'B;

switch(grade) {
case'A':
printf("Excellenth\n" );
break;

Beginners in Computer Science Studies




case 'B':

case'C':
printf("Well done\n");
break;

case'D":
printf("You passed\n");
break;

case'F':
printf("Better try again\n");
break;

default:
printf("Invalid grade\n" );

printf("Your grade is %c\n", grade );

return O;

}

When the above code is compiled and executed, it produces the
following result —

Well done
Your grade is B

The ? : Operator

We have covered conditional operator ? : in the previous chapter which
can be used to replace if...else statements. It has the following general
form —

Exp1? Exp2: Exp3;

Where Exp1, Exp2, and Exp3 are expressions. Notice the use and
placement of the colon.

The value of a? expression is determined like this —

20
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Exp1 is evaluated. If it is true, then Exp2 is evaluated and becomes the
value of the entire ? expression.

If Exp1 is false, then Exp3 is evaluated and its value becomes the value of
the expression.

C-Loops
When a block of code needs to be executed several number of times. In
general, statements are executed sequentially: The first statement in a
function is executed first, followed by the second, and so on.

Programming languages provide various control structures that allow
for more complicated execution paths.

A loop statement allows us to execute a statement or group of
statements multiple times. Given below is the general form of a loop
statement in most of the programming languages

C programming language provides the following types of loops to
handle looping requirements.

Conditional Code

If condition
is true

If condition
is false

21
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Sr.No.

Loop Type & Description

while loop

Repeats a statement or group of statements while a given
condition is true. It tests the condition before executing the
loop body.

for loop

Executes a sequence of statements multiple times and
abbreviates the code that manages the loop variable.

do...while loop

It is more like a while statement, except that it tests the
condition at the end of the loop body.

nested loops

You can use one or more loops inside any other while, for, or
do..while loop.

A whileloop in C programming repeatedly executes a target
statement as long as a given condition is true.

Syntax

The syntax of a while loop in C programming language is —

while(condition)

{

statement(s);

}

22

Beginners in Computer Science Studies




Here, statement(s) may be a single statement or a block of statements.
The condition may be any expression, and true is any nonzero value.
The loop iterates while the condition is true.

When the condition becomes false, the program control passes to the

line immediately following the loop.

Flow Diagram

while{ condition }

i
by

conditional code

If condition
is true

code block If condition
is false

Here, the key point to note is that a while loop might not execute at all.
When the condition is tested and the result is false, the loop body will be
skipped and the first statement after the while loop will be executed.

Example

#include <stdio.h>

int main () {

/* local variable definition */

23
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inta=10;

/* while loop execution */
while(a < 20){
printf("value of a: %d\n", a);
a++;

}

return O;

}

When the above code is compiled and executed, it produces the
following result —

value of a: 10
value of a: 11
value of a: 12
value of a: 13
value of a: 14
value of a: 15
value of a: 16
value of a: 17
value of a: 18
value of a: 19

A for loop is a repetition control structure that allows you to efficiently
write a loop that needs to execute a specific number of times.

Syntax
The syntax of a for loop in C programming language is —

for (init; condition; increment ) {
statement(s);

}

Here is the flow of control in a 'for' loop —

24
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* Theinit step is executed first, and only once. This step allows
you to declare and initialize any loop control variables. You are
not required to put a statement here, as long as a semicolon

appears.

Next, the condition is evaluated. If it is true, the body of the

loop is executed. If it is false, the body of the loop does not
execute and the flow of control jumps to the next statement

just after the 'for' loop.

After the body of the 'for' loop executes, the flow of control

jumps back up to the increment statement. This statement
allows you to update any loop control variables. This
statement can be left blank, as long as a semicolon appears

after the condition.

* The condition is now evaluated again. If it is true, the loop
executes and the process repeats itself (body of loop, then
increment step, and then again condition). After the condition

becomes false, the 'for' loop terminates.

for({ init; condition; increment )

{
}

conditional code ;

condition

If condition
is true

code block If condition
is false

increment

.
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Flow Diagram

Example

#include<stdio.h>

int main (){

int a;

/* for loop execution */

for(a=10;a<20;a=a+1){
printf("value of a: %d\n", a);

returnO;

}

When the above code is compiled and executed, it produces the
following result —

value of a: 10
value of a: 11
value of a: 12
value of a: 13
value of a: 14
value of a: 15
value of a: 16
value of a: 17
value of a: 18
value of a: 19

do...while loop in C

Unlike for and while loops, which test the loop condition at the top of
the loop, the do...while loop in C programming checks its condition at
the bottom of the loop.

26
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A do...while loop is similar to a while loop, except the fact that it is
guaranteed to execute at least one time.

Syntax
The syntax of a do...while loop in C programming language is —

do {
statement(s);
} while( condition );

Notice that the conditional expression appears at the end of the loop,
so the statement(s) in the loop executes once before the condition is
tested. If the condition is true, the flow of control jumps back up to do,
and the statement(s) in the loop executes again. This process repeats
until the given condition becomes false.

Flow Diagram

do {
conditional code ;
} while {condition)

code block

If condition
is true

condition

If condition
is false

Example

#include<stdio.h>

int main (){

/* local variable definition */

27
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inta=10;

/* do loop execution */

dof
printf("value of a: %d\n", a);
a=a+l;

while(a <20);

returnO;

}

When the above code is compiled and executed, it produces the
following result —

value of a: 10

value of a: 11

value of a: 12

value of a: 13

value of a: 14

value of a: 15

value of a: 16

value of a: 17

value of a: 18

value of a: 19

FUNCTIONS

A function is a group of statements that together perform a task. Every C
program has at least one function, which is main(), and all the most
trivial programs can define additional functions.

You can divide up your code into separate functions. How you divide up
your code among different functions is up to you, but logically the
division is such that each function performs a specific task.

A function declaration tells the compiler about a function's name, return
type, and parameters. A function definition provides the actual body of
the function.

28
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Defining a Function

The general form of a function definition in C programming language is
as follows —

return_type function_name( parameter list ){
body of the function
}

A function definition in C programming consists of a function
header and a function body. Here are all the parts of a function —

* Return Type— A function may return a value.
The return_type is the data type of the value the function
returns. Some functions perform the desired operations
without returning a value. In this case, the return_type is the
keyword void.

* Function Name - This is the actual name of the function. The
function name and the parameter list together constitute the
function signature.

* Parameters — A parameter is like a placeholder. When a
function is invoked, you pass a value to the parameter. This
value is referred to as actual parameter or argument. The
parameter list refers to the type, order, and number of the
parameters of a function. Parameters are optional; that is, a
function may contain no parameters.

* Function Body — The function body contains a collection of
statements that define what the function does.

Example

Given below is the source code for a function called max(). This
function takes two parameters num1 and num2 and returns the
maximum value between the two —

/* function returning the max between two numbers */
int max(int num1,int num2){

/* local variable declaration */

29
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int result;

if(num1 > num?2)
result =num1;
else
result = num2;

return result;

}

Arrays in C

In C language, arrays are reffered to as structured data types. An array is
defined as finite ordered collection of homogenous data, stored in
contiguous memory locations.

Here the words,

» finite means data range must be defined.

» ordered means data must be stored in continuous memory
addresses.

* homogenous means data must be of similar data type.

Example where arrays are used,

*  to store list of Employee or Student names,
e to store marks of students,
e orto store list of numbers or characters etc.

Since arrays provide an easy way to represent data, it is classified
amongst the data structures in C. Other data structures in c are structure,
lists, queues, trees etc. Array can be used to represent not only simple
list of data but also table of data in two or three dimensions.

Declaring an Array

30
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Like any other variable, arrays must be declared before they are used.

General form of array declaration is,
data-type variable-name[size];
/* Example of array declaration */

int arr[10];
array declaraction in c

arr [0] [13 [21 [31 [4] [51

m

[&] 71 [2] 191

Here int is the data type, arr is the name of the array and 10 is the size of
array. It means array arr can only contain 10 elements of int type.

Index of an array starts from 0 to size-1 i.e first element of arr array will
be stored at arr[0] address and the last element will occupy arr[9].

Initialization of an Array

After an array is declared it must be initialized. Otherwise, it will
contain garbage value(any random value). An array can be initialized at

either compile time or at runtime.

Compile time Array initialization

Compile time initialization of array elements is same as ordinary variable
initialization. The general form of initialization of array is,
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data-type array-namelsize] = { list of values };
/* Here are a few examples */
int marks[4]={ 57,87, 56,77 }; //integer array initialization
float area[5]={ 43.4,6.8,5.5}; //float array initialization

int marks[4]={ 67,47,56,77,69}; // Compile time error

Two dimensional Arrays

C language supports multidimensional arrays also. The simplest form of
a multidimensional array is the two-dimensional array. Both the row's
and column's index begins from 0.

Two-dimensional arrays are declared as follows

data-type array-name[row-size][column-size]

/* Example */

int a[3]1[4];
a[01[0] =[0]1[11 =a[01[2] 2[01([31
arii[ol a2[111[11 arilrzi ar1l1[31
al[2]11[0] a[21 11 al[z21[2] ar21131

An array can also be declared and initialized together. For example,

intarr[][3]={
{0,0,0},
{1,1,1}

b2

Runtime initialization of a two dimensional Array
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#include<stdio.h>
void main()
{
int arr[31[4];
inti, j, k;
printf("Enter array element");
for(i=0;i < 3;i++)
{
for(j=0;j<4;j++)
{
scanf("%d", &arrl[illj1);
}

}

for(i=0;i < 3;i++)

{
for(j=0;j<4;j++)
{

printf("%d", arr[il[j1);
}
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Chapter -ll
String and Character Array

String is a sequence of characters that is treated as a single data item
and terminated by null character \0'. Remember that C language does
not support strings as a data type. A string is actually one-dimensional
array of characters in C language. These are often used to create
meaningful and readable programs.

For example: The string "hello world" contains 12 characters including
"\0' character which is automatically added by the compiler at the end of
the string.

Declaring and Initializing a string variables

There are different ways to initialize a character array variable.

char name[13] = "StudyTonight";  //valid character array initialization

char name[10] ={L"'e")'s",'s','0",'n",'s'\0"};  // valid initialization

Remember that when you initialize a character array by listing all of its
characters separately then you must supply the "\0' character explicitly.

Some examples of illegal initialization of character array are,

char ch[3]1="hell"; //lllegal

char str[4];

str="hell"; //lllegal
String Input and Output

Input function scanf() can be used with %s format specifier to read a
string input from the terminal. But there is one problem with scanf()
function, it terminates its input on the first white space it encounters.
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Therefore if you try to read an input string "Hello World" using scanf()
function, it will only read Hello and terminate after encountering white
spaces.

However, C supports a format specification known as the edit set
conversion code %l..] that can be used to read a line containing a variety
of characters, including white spaces.

#include<stdio.h>
#include<string.h>
void main()
{
char str[20];
printf("Enter a string");

scanf("%[A\n]", &str); //scanning the whole string, including the white
spaces

printf("%s", str);

Another method to read character string with white spaces from
terminal is by using the gets() function.

char text[20];
gets(text);

printf("%s", text);

String Handling Functions

C language supports a large number of string handling functions that
can be used to carry out many of the string manipulations. These
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functions are packaged instring.hlibrary. Hence, you must
include string.h header file in your programs to use these functions.
The following are the most commonly used string handling functions.

Method Description

strcat() It is used to concatenate(combine) two strings
strlen() It is used to show length of a string

strrev() It is used to show reverse of a string

strcpy() Copies one string into another

stremp() It is used to compare two string

strcat() function
strcat("hello", "world");

strcat() function will add the string "world" to "hello" i.e it will ouput
helloworld.
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strlen() function

strlen() function will return the length of the string passed to it.
intj;

j = strlen("studytonight”);

printf("%d" j);

Output

12

strcmp() function

stremp() function will return the ASCII difference between first
unmatching character of two strings.

intj;

j = strcemp("study", "tonight");
printf("%d" j);

Output

-1

strcpy() function

It copies the second string argument to the first string argument.

#include<stdio.h>
#include<string.h>

int main()

{
char s1[50];
char s2[50];
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strcpy(s1, "StudyTonight");  //copies "studytonight” to string s1

strcpy(s2,s1); //copies string s1 to string s2
printf("%s\n", s2);

return(0);

}

Output
StudyTonight
strrev() function

It is used to reverse the given string expression.

#include<stdio.h>

int main()
{
char s1[50];

printf("Enter your string: ");

gets(s1);

printf("\nYour reverse string is: %s",strrev(s1));
return(0);

}

Output
Enter your string: studytonight

Your reverse string is: thginotyduts

C - Pointers

Pointers in C are easy and fun to learn. Some C programming tasks are
performed more easily with pointers, and other tasks, such as dynamic

memory allocation, cannot be performed without using pointers. So it
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becomes necessary to learn pointers to become a perfect C
programmer. Let's start learning them in simple and easy steps.

As you know, every variable is a memory location and every memory
location has its address defined which can be accessed using ampersand
(&) operator, which denotes an address in memory. Consider the
following example, which prints the address of the variables defined

#include <stdio.h>

int main () {

int vari;
char var2[10];

printf("Address of var1 variable: %x\n", &var1 );
printf("Address of var2 variable: %x\n", &var2 );

return O;

}

When the above code is compiled and executed, it produces the
following result —

Address of var1 variable: bff5a400
Address of var2 variable: bff5a3f6
What are Pointers?

A pointer is a variable whose value is the address of another variable, i.e.,
direct address of the memory location. Like any variable or constant, you
must declare a pointer before using it to store any variable address. The
general form of a pointer variable declaration is

type *var-name;

Here, type is the pointer's base type; it must be a valid C data type and
var-name is the name of the pointer variable. The asterisk * used to
declare a pointer is the same asterisk used for multiplication. However,
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in this statement the asterisk is being used to designate a variable as a
pointer. Take a look at some of the valid pointer declarations
int *ip; /* pointerto an integer */

double *dp; /* pointer to a double */
float *fp; /* pointer to a float */
char *ch /* pointer to a character */

The actual data type of the value of all pointers, whether integer, float,
character, or otherwise, is the same, a long hexadecimal number that
represents a memory address. The only difference between pointers of
different data types is the data type of the variable or constant that the
pointer points to.

How to Use Pointers?

There are a few important operations, which we will do with the help of
pointers very frequently. (a) We define a pointer variable, (b) assign the
address of a variable to a pointer and (c) finally access the value at the
address available in the pointer variable. This is done by using unary
operator * that returns the value of the variable located at the address
specified by its operand. The following example makes use of these
operations -

#include <stdio.h>
int main () {

int var =20; /* actual variable declaration */
int *ip;  /* pointer variable declaration */

ip = &var; /* store address of var in pointer variable*/
printf("Address of var variable: %x\n", &var );

/¥ address stored in pointer variable */
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printf("Address stored in ip variable: %x\n", ip );

/* access the value using the pointer */
printf("Value of *ip variable: %d\n", *ip );

return O;
}

When the above code is compiled and executed, it produces the
following result —

Address of var variable: bffd8b3c
Address stored in ip variable: bffd8b3c
Value of *ip variable: 20

NULL Pointers

It is always a good practice to assign a NULL value to a pointer variable
in case you do not have an exact address to be assigned. This is done at
the time of variable declaration. A pointer that is assigned NULL is called
a null pointer.

The NULL pointer is a constant with a value of zero defined in several
standard libraries. Consider the following program

#include <stdio.h>
int main () {
int *ptr = NULL;
printf("The value of ptr is : %x\n", ptr );

return 0;
}
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When the above code is compiled and executed, it produces the
following result —

The value of ptris 0

In most of the operating systems, programs are not permitted to access
memory at address 0 because that memory is reserved by the
operating system. However, the memory address 0 has special
significance; it signals that the pointer is not intended to point to an
accessible memory location. But by convention, if a pointer contains
the null (zero) value, it is assumed to point to nothing.

To check for a null pointer, you can use an 'if' statement as follows —

if(ptr)  /* succeeds if p is not null */
if(lptr) /* succeeds if p is null */

Pointers in Detail

Pointers have many but easy concepts and they are very important to C
programming. The following important pointer concepts should be
clear to any C programmer —

Concept & Description

Pointer arithmetic

There are four arithmetic operators that can be used in pointers: ++, --, +, -

Array of pointers

You can define arrays to hold a number of pointers.

Pointer to pointer

C allows you to have pointer on a pointer and so on.
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Passing pointers to functions in C

Passing an argument by reference or by address enable the passed argument to
be changed in the calling function by the called function.

Return pointer from functions in C

C allows a function to return a pointer to the local variable, static variable, and
dynamically allocated memory as well.
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Chapter lll
Boolean Logic

Boolean Algebra is the mathematics we use to analyse digital gates and
circuits. We can use these “Laws of Boolean” to both reduce and simplify
a complex Boolean expression in an attempt to reduce the number of
logic gates required. Boolean Algebra is therefore a system of
mathematics based on logic that has its own set of rules or laws which
are used to define and reduce Boolean expressions.

The variables used in Boolean Algebra only have one of two possible
values, a logic “0” and a logic “1” but an expression can have an infinite
number of variables all labelled individually to represent inputs to the
expression, For example, variables A, B, C etc, giving us a logical
expression of A + B = C, but each variable can ONLY beaOora 1.

Examples of these individual laws of Boolean, rules and theorems for
Boolean Algebra are given in the following table.

Boolean Algebra deals mainly with the theory that both logic and set
operations are either “TRUE” or “FALSE” but not both at the same time.

For example, A + A = A and not 2A as it would be in normal algebra.
Boolean Algebra is a simple and effective way of representing the
switching action of standard Logic Gates and the basic logic statements
which concern us here are given by the logic gate operations of the
AND, the OR and the NOT gate functions.

The logic AND Function

The Logic AND Function function states that two or more events must
occur together and at the same time for an output action to occur. The
order in which these actions occur is unimportant as it does not affect
the final result. For example, A & B = B & A. In Boolean algebra the Logic
AND Function follows the Commutative Law which allows a change in
position of either variable.
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The AND function is represented in electronics by the dot or full stop
symbol ( . ) Thus a 2-input (A B) AND Gate has an output term
represented by the Boolean expression A.B or just AB.

AND Function Truth Table

0 0 0 A and B are both open, lamp OFF
0 1 0 Ais open and B is closed, lamp OFF
1 0 0 Ais closed and B is open, lamp OFF
1 1 1 Ais closed and B is closed, lamp ON
Boolean Expression (A AND B) A.B
45
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& Q=AB
B —

2-input AND Gate

The Logic OR Function function states that an output action will become
TRUE if either one “OR” more events are TRUE, but the order at which
they occur is unimportant as it does not affect the final result.

For example, A + B = B + A. In Boolean algebra the Logic OR Function
follows the Commutative Law the same as for the logic AND function,
allowing a change in position of either variable.

The OR function is sometimes called by its full name of “Inclusive OR” in
contrast to the Exclusive-OR function we will look at later in tutorial six.

The logic or Boolean expression given for a logic OR gate is that for
Logical Addition which is denoted by a plus sign, (+). Thus a 2-input (A
B) Logic OR Gate has an output term represented by the Boolean
expression of: A+B=Q.

OR Function Truth Table

0 0 0 A and B are both open, lamp OFF
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0 1 1 Ais open and B is closed, lamp ON
1 0 1 Ais closed and B is open, lamp ON
1 1 1 Ais closed and B is closed, lamp ON
Boolean Expression (A OR B) A+B
A -
Q=A+B
B

2-input OR Gate

The “logic NOT function” is so called because its output state is NOT
the same as its input state with its Boolean Expression generally
denoted by a bar or overline ( ~) over its input symbol which denotes
the inversion operation, (hence its name as an inverter).

If A means that the switch is closed, then NOT A or simply A says that the
switch is NOT closed or in other words, it is open. The logic NOT function
has a single input and a single output as shown.
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NOT Function Truth Table

1 0
0 1
Boolean Expression not-Aor A
A Q=A
Inverter or NOT Gate

The NAND or “Not AND” function is a combination of the two separate
logical functions, the AND function and the NOT function in series. The

logic NAND function can be expressed by the Boolean expression of, A.B
2-input logic gate

A ] I
B—

AND Gate | NOT Gate

48
Beginners in Computer Science Studies



& Q

2-input NAND Gate

The truth table for the NAND function is the opposite of that for the
previous AND function because the NAND gate performs the reverse
operation of the AND gate. In other words, the NAND gate is the
complement of the basic AND gate.

NAND Function Truth Table

0 0 1 A and B are both open, lamp ON

0 1 1 Ais open and B is closed, lamp ON

1 0 1 Ais closed and B is open, lamp ON

1 1 0 Ais closed and B is closed, lamp OFF
49
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Boolean Expression (A AND B) A.B

The NOR or “Not OR” gate is also a combination of two separate logic
functions, Not and OR connected together to form a single logic
function which is the same as the OR function except that the output is
inverted.

To create a NOR gate, the ORfunction and the NOT function are
connected together in series with its operation given by the Boolean
expression as, A + B

A |

Q
- |
OR Gate | NOT Gate
A
Q
B

2-input NOR Gate

The Logic NOR Function only produces and output when “ALL" of its
inputs are not present and in Boolean Algebra terms the output will
be TRUE only when all of its inputs are FALSE.

he truth table for the NOR function is the opposite of that for the
previous OR function because the NORgate performs the reverse
operation of the OR gate. Then we can see that the NOR gate is the
complement of the OR gate.
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NOR Function Truth Table

0 0 1 Both A and B are open, lamp ON
0 1 0 Ais open and B is closed, lamp OFF
1 0 0 Ais closed and B is open, lamp OFF
1 1 0 Ais closed and B is closed, lamp OFF
Boolean Expression (A OR B) A+B
A p—
Q=A+B
B

2-input NOR Gate
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Summary

Boolean & DeMorgan’s Theorems

1) X.0=0 I 108) Xy=YX |
, ommutative

2) X-1=X { 10B) X+Y=Y+X Law

3) X-X=X P 11A) X(Y2)=(xY)Z

: _ I : ( ) ( ) Associative

4 X.-X=0 | 1B) X+(Y+2Z)=(X+Y)+Z Law

5) X+0=X 12 X(Y +Z)= XY+ XZ }Distribuﬁve

6) X+1=1 : 12B) (X+ Y)W +2Z)=XW+XZ+ YW +YZ Law
| -

7) X+X=X . 13A) X+ XY=X+Y

_ | _ _
8) §+x_1 i 13B) X+XY=X+Y | o s
9) X=X . 13C) X+XY=X+Y | Theorem

I 18D) X4 XV=X+V

147) XY=
; __ pDeMorgan's
I 14B) X+Y=XY

x| X
o3
>
+
=<|
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Chapter IV -

MS- Word

We will understand how to explore Window in Word 2010. Following is
the basic window which you get when you start the Word application.

Let us understand the various important parts of this window..
Quick Access toolbar

2 Title bar
File tab Ruler
| Ribbon Help
I = 4 - - Z | TR Ty | _ N
.E—I # v i Deocumentl - Microsoft Word =t 4
Home Insert Page Layout References Mailings Review WEew Add-ins - £ @
X Calibri [Body) 11 v S e IS e N EE A oy
} B 7 U ~abe x, x° | = t=
aby; i i - { i Styles | Editing
W7 A - Aar | AT A - gb| W - -
Font -
- = : - ) -
I R 51 6 (SR 9 - 1 o
& Dialog Box Launcher
& A
- s
b o
*N
_'l »
Page:1 of 1 |gWords: 0 | .3: English (LU.5) | | I-:j Bl Bl 2 = 120% - 2. +.-
L 1 ¥ 1 i 4
View buttons Zoom control
Status bar Document area
File Tab

The File tab replaces the Office button from Word 2007. You can click it
to check the Backstage view. This is where you come when you need to

open or save files, create new documents, print a document, and do
other file-related operations.
Quick Access Toolbar

This you will find just above the File tab. This is a convenient resting
place for the most frequently used commands in Word. You can
customize this toolbar based on your comfort.
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Ribbon

Home | Imsert Pagelayout References Mailings Review View Add-Ins & @
= , | Calibri [Body] 11 | = = y
8, {Bady) : .. y F E'.J 3‘%
"Gy | B I U -ake x; X | | EE|
Paste - Styles  Editing
F P A Y-A-m A0 5L % | Y |-

Clipboard Font

Ribbon contains commands organized in three components —

Tabs — These appear across the top of the Ribbon and contain groups of
related commands. Home, Insert, Page Layout are examples of ribbon
tabs.

Groups — They organize related commands; each group name appears
below the group on the Ribbon. For example, group of commands
related to fonts or group of commands related to alignment, etc.
Commands — Commands appear within each group as mentioned
above.

Title bar
This lies in the middle and at the top of the window. Title bar shows the
program and document titles.

Rulers

Word has two rulers - a horizontal ruler and a vertical ruler. The
horizontal ruler appears just beneath the Ribbon and is used to set
margins and tab stops. The vertical ruler appears on the left edge of the
Word window and is used to gauge the vertical position of elements on
the page.

Help
The Help Icon can be used to get word related help anytime you like.
This provides nice tutorial on various subjects related to word.

Zoom Control

Zoom control lets you zoom in for a closer look at your text. The zoom
control consists of a slider that you can slide left or right to zoom in or
out; you can click the + buttons to increase or decrease the zoom factor.
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View Buttons

The group of five buttons located to the left of the Zoom control, near
the bottom of the screen, lets you switch through the Word's various
document views.

* Print Layout view — This displays pages exactly as they will
appear when printed.

* Full Screen Reading view — This gives a full screen view of the
document.

* Web Layout view — This shows how a document appears
when viewed by a Web browser, such as Internet Explorer.

* Outline view — This lets you work with outlines established
using Word'’s standard heading styles.

» Draft view — This formats text as it appears on the printed
page with a few exceptions. For example, headers and footers
aren't shown. Most people prefer this mode.

Document Area
This is the area where you type. The flashing vertical bar is called the
insertion point and it represents the location where text will appear
when you type.

Status Bar

This displays the document information as well as the insertion point
location. From left to right, this bar contains the total number of pages
and words in the document, language, etc.

You can configure the status bar by right-clicking anywhere on it and by
selecting or deselecting options from the provided list.

Dialog Box Launcher

This appears as very small arrow in the lower-right corner of many
groups on the Ribbon. Clicking this button opens a dialog box or task
pane that provides more options about the group.

we will discuss the Backstage View in Word 2010. The Backstage view
was introduced in Word 2010. This acts as the central place for
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managing your documents. The backstage view helps in creating new
documents, saving and opening documents, printing and sharing

documents, and so on.

Getting to the Backstage View is easy: Just click the File tab, located in
the upper-left corner of the Word Ribbon. If you already do not have any
opened document, then you will see a window listing down all the
recently opened documents as follows —

File tab

= Documentl - Microsoft Word | — I %
Home Insert Fage Layout References Mailings Rewviews Wiews Add-Ins (= a
=l Sawve =
Recent Documents Recent Places
ESL sawve as
= o 42375 _Ku... - - = =
= Open - Desktop e
iy = a3
i Close & T- Tracker... ¥ = -5 =
B crTec. = L !
Iinfo i
= vword tuto... = "
| e My Diocu. s ChUsersh\Books..
Recetny ]S Work Cird... . Struts SO
— Desktop G0V ChUsers\Books:. =
e (] & Work Ord... - =  T-Tracker =
j Desktop s CAT-Tracker
Print
waj java.odt
Save & Send I Desktop
(] & chil_Proc.. o
Help J Desktopifi... -
=
iz Add-Ins ~ bt
= O Quickly access
21 Options this number of o

If you already have an opened document, then it will display a window
showing detail about the opened document as shown below. Backstage
view shows three columns when you select most of the available

options in the first column.
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S.No

Option & Description

Save

If an existing document is opened, it will be saved as is, otherwise it will display a
dialogue box asking for the document name.

Save As

A dialogue box will be displayed asking for document name and document type,
by default it will save in word 2010 format with extension .docx.

Open

This option is used to open an existing word document.

Close

This option is used to close an open document.

Info

This option displays information about the opened document.

Recent

This option lists down all the recently opened documents

New

This option is used to open a new document.

Print

This option is used to print an open document.
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10

11

12

Save & Send

This option will save an open document and will display options to send the

document using email, etc.

Help

This option is used to get the required help about Word 2010.

Options

This option is used to set various option related to Word 2010.

Exit

Use this option to close the document and exit.
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First Column Second Column Third Column
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The first column of the backstage view will have following options —

Document Information

When you click the Info option available in the first column, it displays
the following information in the second column of the backstage view

Compatibility Mode — If the document is not a native Word
2007/2010 document, a Convert button appears here,
enabling you to easily update its format. Otherwise, this
category does not appear.

Permissions — You can use this option to protect your word
document. You can set a password so that nobody can open
your document, or you can lock the document so that nobody
can edit your document.
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* Prepare for Sharing— This section highlights important
information you should know about your document before
you send it to others, such as a record of the edits you made as
you developed the document.

» Versions — If the document has been saved several times, you
may be able to access the previous versions of it from this
section.

Document Properties

When you click the Info option available in the first column, it displays
various properties in the third column of the backstage view. These
properties include the document size, the number of pages in the
document, the total number of words in the document, the name of
the author etc.

You can also edit various properties by clicking on the property value
and if the property is editable, then it will display a text box where you
can add your text like title, tags, comments, Author.

Exit Backstage View

It is simple to exit from the Backstage View. Either click on the File
tab or press the Esc button on the keyboard to go back to the working
mode of Word.

Let us discuss how to enter text with Microsoft Word 2010. Let us see
how easy it is to enter text in a Word document. We assume you know
that when you start Word, it displays a new document by default as
shown below —

60
Beginners in Computer Science Studies



(]| el =7 - Documentl - Microsoft Word T P
BT - | hsert Poge tayowut References  Maidings wiew  addans o G
= =T ety - - ~ et

! 5 Cai i (Body) 11 Ay
= == B £ T ~ abe <. 3 = e e
Paste DL yies g
= = - 8B . A - A~ A i 2

Font

-

Page; 1 of 1 | Mords:0 | <35 Englisb (u.5). || [EOloa g, = = | 204% (—; -

v

40 kA

Document Arca

Document area is the area where you type your text. The flashing
vertical bar is called the insertion point and it represents the location
where the text will appear when you type. keep the cursor at the text
insertion point and start typing the text. We typed only two words
"Hello Word" as shown below. The text appears to the left of the
insertion point as you type —

Bocumentl -

A e

Home

Trsert Page Lavout Fere

Calibri (Body) -~ fazx -

= pom—" v i

n
i

Hello Word....

[ it ]
Page:1 of 1. | Words: 2 | <35 English (.53 | [ [

=] 2 = 2045z ( =

(+‘v

400

The following are the two important points that will help you while
typing —

You do not need to press Enter to start a new line. As the insertion
point reaches the end of the line, Word automatically starts a new one.
You will need to press Enter, to add a new paragraph.

When you want to add more than one space between words, use the
Tab key instead of the spacebar. This way you can properly align text
by using the proportional fonts.
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Moving with Mouse

You can easily move the insertion point by clicking in your text
anywhere on the screen. There may be instances when a document is
big and you cannot see a place where you want to move. Here, you will
have to use the scroll bars, as shown in the following screenshot —

W | el =¥ - = | Documentl - Microsoft Word e[ = ]
Home Insert Page Layout References Mailings i View Add-Ins = P
= Calibri (Body] e - 5 3
alibri (Body) A 2
M) oy B o L - oaks . 3 | ==L Sty Editi
Paste A ies iting
£ F A - TR T S P S, AT - -
Clipboard i Font = E

[ YL T S B SR R S R S D S O SN RN R T R I T

=

(NS &SNS = S5 S-S N0
Lavout tab. To change the looks available inthe Quick Style gallery. use the Change Current

Quick Style Set command. Both the Themes gallery and the Quick Styles galleny provide reset
commands 50 that you canalways restore the look of your document to the original

contained inyour current template.

)

Scroll Down —

Vertical Screll Bar——— > (=

C

Horizontal Bar

SerollUp ———— >~
Previous Page

A5 R g

Browse Objects — S
Next Pagea 5

[
Page:l of 1 | wwords: 185 | <35 |

1 >
80% (—} - e

You can scroll through your document by rolling your mouse wheel,

which is equivalent to clicking the up-arrow or down-arrow buttons in
the scroll bar.

Moving with Scroll Bars

As shown in the above screenshot, there are two scroll bars: one for
moving vertically within the document, and one for moving
horizontally. Using the vertical scroll bar, you may —

*  Move upward by one line by clicking the upward-pointing
scroll arrow.

* Move downward by one line by clicking the downward-
pointing scroll arrow.

* Move one next page, using the next page button (footnote).

* Move one previous page, using the previous page button
(footnote).
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* Use theBrowse Objectbutton to move through the
document, going from one chosen object to the next.

Moving with Keyboard

The following keyboard commands, used for moving around your
document, also move the insertion point —

Keystroke Where the Insertion Point Moves
— Forward one character
< Back one character
T Up one line
‘L Down one line
PageUp To the previous screen
PageDown To the next screen
Home To the beginning of the current line
End To the end of the current line
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You can move word by word or paragraph by paragraph. You would
have to hold down the Ctrl key while pressing an arrow key, which
moves the insertion point as described here —

Key Combination Where the Insertion Point Moves
Ctrl +—> To the next word
Ctrl +€— To the previous word
Ctrl +1‘ To the start of the previous paragraph
Ctrl +\l¢ To the start of the next paragraph
Ctrl + PageUp To the previous browse object
Ctrl + PageDown To the next browse object
Ctrl + Home To the beginning of the document
Ctrl + End To the end of the document
Shift + F5 To the last place you changed in your document.
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Moving with Go To Command

Press the F5 key to use the Go To command. This will display a dialogue
box where you will have various options to reach to a particular page.
Normally, we use the page number, the line number or the section
number to go directly to a particular page and finally press the Go
To button.

“Find and Replace A==

| Fnd | Reglace | SoTo |
Gg to what: Enter page number:

Section [

| B8

1

| Enbter + and — to move relative to the current location. Example: +4 will
| move forward four items.

| »

Line =)
Bookmark
Camment
Footnote X

] S T [ e —"

Saving New Document

Once you are done with typing in your new Word document, it is time
to save your document to avoid losing work you have done on a Word
document. Following are the steps to save an edited Word document —

Step 1 — Click the File tab and select the Save As option.

Fiiel tab Sawve As
Wi Jd = - B s Documentl - Microsoft Word = | |l
Home Inzert Page Layout References Mailings Roawiew Wi Add-lns =
bl save ) ___ =
- Information about Documentl .

[ Bl save as ™~ '

LS Open = Permissions
s |

o Close s Anyone can open, copy. and
— —EAr change any part of this
Protect docurment.

i

Properties ~
Document -

Recent
Prepare for Sharing

Pew (e Before sharing this file, be aware
that it contains:

Print CTheck for
Issues -

Document propertics and i
author's narme Omments

Sawve & Send

Help ) Versions
F ey 5]  There are no previous

&zl Agdan: - versions of this file.

Eal Manage

5 Wersions -

23 Options Related People

Ed exn i

Last Modified B o

- L

Beginners in Computer Science Studies



Step 2 — Select a folder where you will like to save the document, Enter
the file name which you want to give to your document and Select
the Save As option, by default it is the .docx format.

Folder to save the document

@ Save As i — - - — ﬂ
s S - »
% | = » Libraries » Documents » - | 4y | | Search Documents 2 [
| Qrganize » Mew foider 2 T g L2 -
W] Microsoft Word - Documents library ek e
Templates | Includes: 2 locations ST
| Activision DigiFish Dolphin | My PSP Fi
»C F it
i | Adobe Scnpts , Downloads jMy Shapej
B Desktop L\ Android @« Fonts L. My Statios?
@ Downloads = .
B Deskt | Aptana Studio 3 Workspace | Google Talk Received Files . Pascal
: R“ °‘; | AsP |, idesDVD ShadewEd
- it Pl
B TRCERRREES || Bluetooth Exchanga Folder  Ji LDW @ Softwrap
A Config L microscft | switch sta
Bl Desktop 5
s | cpp_geto_statement_file L My Corel Shows L. Symantec
- % TR i Cyberlink I My DAP Downleads | templates
M = Documents
d" Music | i

File name: Hello.deex

Save as type: :-E) Decument {*.docx)

Authors: zara Tags: Add atag

| Spve Thumbnail
|

|| ‘= |Hide Folders Teols =

% 1 =

Folder Names File Name Document Type

Step 3 — Finally, click on the Save button and your document will be
saved with the entered name in the selected folder.

Saving New Changes

There may be an instance when you open an existing document and
edit it partially or completely, or an instance where you may like to save
the changes in between editing of the document. If you want to save
this document with the same name, then you can use either of the
following simple options —

» Just press the Ctrl + S keys to save the changes.
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» Optionally you can click on the floppy icon available at the top
left corner and just above the File tab. This option will also
help you save the changes.

* You can also use the third method to save the changes, which
is the Save option available just above the Save As option as
shown in the above screenshot.

If your document is new and it was never saved so far, then with either
of the three options, Word will display a dialogue box to let you select a
folder, and enter the document name as explained in case of saving
new document.

pening New Document

A new, blank document always opens when you start Microsoft Word.
Suppose you want to start another new document while you are
working on another document, or you closed an already opened
document and want to start a new document. Here are the steps to
open a new document —

Step 1 — Click the File tab and select the New option.
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File tab New option Template List
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| |
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Save & Send Sample My templates  Mew from
I templates visting
j  Hep Office.com Templa. Search Cificecon | #
| B acdans~
| ) options ay | V
Acceds Agendss Books
L databaies
L
y y { y y
[l f wy I — L} __,‘
' Erochures Budgels Business
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1

Step 2 — When you select the New option from the first column, it will
display a list of templates in the second column. Double-click on
the Blank document; this is the first option in the template list. We will
discuss the other templates available in the list in the following
chapters.

You should have your blank document as shown below. The document
is now ready for you to start typing your text.
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You can use a shortcut to open a blank document anytime. Try using
the Ctrl + N keys and you will see a new blank document similar to the
one in the above screenshot.
Opening Existing Document
There may be a situation when you open an existing document and
edit it partially or completely. Follow the steps given below to open an
existing document —
Step 1 — Click the File tab and select the Open option.
File tab Open option
o >y B Docurmentl = Microsott Word T
& Heme Ersert Page Lapaut Reterences rasngs e Wiswe Adatng @
: ::: - Information about Documentl : — i
=5 ope = Permissions
| o cione =y Aot ks S S |
Protect document.
o S
=== |
I B | e - |
| orien Check voc = '5:5‘:::: o e i
! LSave 8 Send
ks P ki AR .
5 oten , '
| B3 s Anstryos
. e R -
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Step 2 — This will display the following file Open dialog box. This lets
you navigate through different folders and files, and also lets you select

a file which you want to open.

Folders 8 Files

Documents library

idooDVD
b LD
b Pricrosef
Ry Corel Shows
b Py BAP Dowmloads
Bty PSP Files
&3 rty Shopes
Ry Statomen
i Pascal
ShadowEdiFiles
Softwrap
Switch staterment file
b Swmantec

B Downlosds
BN Desktop
Fecent Places

B Deskiop

2

L

remplstes

fO R ——
B ASP . NET. dos
) ASP NET.docx
Bigloop. bt

LR

) rable class.docx
= WOIR et

| website-templates.htmn
] WS docx

] wrord turorisldeos
AL et

[ Woed Documents Codoosty =

[ open =

Cancel

Step 3 — Finally, locate and select a file which you want to open and
click the small triangle available on the Open button to open the file.
You will have different options to open the file, but simply use

the Open option.
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Templates
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This will open your selected file. You can use the Open Read-
Only option if you are willing just to read the file and you have no
intention to modify, i.e., edit the file. Other options can be used for
advanced usage.

CLOSING A DOCUMENT

Let us understand how to close a document in Word 2010. When you
finish working with a document, you will proceed to close the
document. Closing a document removes it from your computer screen
and if you had other documents open, Word displays the last
document you used otherwise, you see a blank Word window. Here are
simple steps to close an opened document —

Step 1 — Click the File tab and select the Close option.
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Step 2 — When you select the Close option and if the document is not
saved before closing, it will display the following Warning box asking
whether the document should be saved or not.
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You can edsily change the formatting of selected textinthe *
Mhhmm«mmmmmhmm \'wuﬂqlmhmﬂ

Step 3 —To save the changes click Save, otherW|se cI|ck Don't Save. To
go back to the document, click Cancel. This will close the document
and if you have other documents open, Word displays the last
document you used, otherwise, you see a blank Word window as
shown below —
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Insert and Replace Text

In the Insertion mode, text will be added into the existing content but
same time it will over write all the content which comes in its way.

Step 1 — Right-click the status bar and select the Overtype option from
the displayed menu.

n"wm-u-.\" PRAE =5 =l 1 LA
'l_ﬂ; BrU-kxx §V-AEEZTE 5 AL fhisrmal |Thodeun.. Hugegt | wnge
Cigbend &1 Fost k

9 [hi5 on the Homé tab. Mot
Eagieh M1 o g & format that you
o
ama elements oo the Page
O hey, st the Change Jument
Ol Styies ey providk resat
oo donument 1o the orgnal
|

Nt Recordeg|

Overtype Option Status bar

When you select the Overtype option, the status bar will show
the insert mode as shown below —
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Insert Mode

Step 2 — Click on the Insert text available at the status bar and it will
switch to the Overtype mode as shown below —
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Owvertype Mode
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Step 3 — Now click the location where the text needs to be inserted or

you can use the keyboard arrows to
needs to be inserted.

locate the place where the text

Insertion Point

Layout tab. To change the looks available

contained in your current template:
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using the look from the current theme or using a format that you specify directly.

To change the overall loock of your document, choose new Theme elements on the Page | I

Quick Style Set command. Bothithe Thermes gallery and the Quick Styles gallery provide reset

commands so that you can always restore the look of your document to the original
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Step 4 — Start typing the text that n

eeds to be inserted. Word will

replace the existing text with the newly typed text without moving the

position of the exiting test.

Beginners in Computer Science Studies

76



S.No

Component & Selection Method

Selecting text between two points

Click at the start of the block of text, hold down Shift, and
click at the end of the block.

Selecting a single word

Double-click anywhere on the word you want to select.

Selecting a paragraph

Triple-click anywhere on the paragraph you want to select.

Selecting a sentence

Hold down the Ctrl key and click anywhere in the sentence
you want to select.

Selecting a column of text

Hold down Alt, click and hold the mouse button, and drag
over the column you want to select.
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Inserted Text
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You can easily change the formatting of selected fext in the document text by choosing a
B look for the selected text from the Quick Styles gallkry onthe Home tab. You can also format

text directly by using the other controls THIS IS *SERTFI) TEXT controls offer a choice of
{ o using the look from the current theme or using a format that you specify directly.

To change the overall look of your document, choose new Theme elements on the Page
Layout tab. To change the looks avallable in the Quick Style gallery, use the Change Current
Quick Style Set command. Both the Themes gallery and the Quick Styles gallery provide reset

| commands so that you can always restore the look of your document to the original b
- contained in your current template. :
4 i »
Page1of1 | Words:184 | 5 English (US) | Overtype | |[@IE 2 B 100% (=) L) )

Note — Microsoft Word 2010 disabled the functionality of
the Insert key and it does nothing, so you will have to follow-up with
the above mentioned procedure to turn-on or turn-off the Insert mode.

we will discuss how to select text in Word 2010. Selecting a text is one
of the most important skills required while editing a word document.
You can perform various operations on a selected text; you can delete
the selected text, copy it, move it, apply formatting to it, change its
capitalization, etc.

The most common method of selecting a text is to click and drag the
mouse over the text you want to select. Following table lists down a
few other simple methods that will help you in selecting text in
different scenarios —

Note that only one part of the document can be in the selected state. If
you have one portion of the document in selected state and as soon as
you try to select any other part of the document, previous part will
automatically be de-selected.
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Using the Selection Bar

The black shaded area in the following screen shot is called
the selection bar. When you bring your cursor in this area, it turns into

a rightward-pointing arrow.

On the insert tab, the galleries include items that are designed to coordinate with the overall
& look of your document. You can use these galleries to insert tables, headers, footers, lists,

H cover pages, and other document building blocks. When you create pictures, charts, or

& diagrams, they also coordinate with your current document look.

- You can easily change the formatting of selected text inthe document text by choosinga
Z| look forthe selected textfrom the Quick Styles gallery on the Home tab. You can also format
| text directly by using the other controls on the Home tab. Most controls offer a choice of

& using the look from the current theme or using a format that you specify directly.
" 1
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Selection Bar

You can use the selection bar to select the various components of a
document as described in the following table —

S.No Component & Selection Method

1 Selecting a line

Bring your mouse in the selection bar area and click in front of
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the line you want to select.

Selecting a paragraph

2
Bring your mouse in the selection bar area and double click in
front of the paragraph you want to select.
3 Selecting the document
Bring your mouse in the selection bar area and triple-click.
Using the Keyboard

Keyboard provides very good support when you want to select various
components of the document as described in the following table —

Key & Selection Method Selecting Text

Ctrl+ A

Press Ctrl + A keys to select the entire document.

Shift

Keep pressing the Shift key and use any of the arrow keys to select the
portion of text.

F8

Press F8 and then use any of the arrows keys to select the portion of text.
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S.No

Ctrl + Shift + F8

Press Ctrl + Shift + F8 and then use any of the arrows keys to select
column of the text.

Using Backspace & Delete Keys

The most basic deletion technique is to delete characters one at a time
by pressing either the backspace key or the delete key. Following table
describes how you can delete single character or a whole word by
using either of these two keys —

Keys & Deletion Methods

Backspace

Keep the insertion point just after the character you want to delete and press
the Backspace key. Word deletes the character immediately to the left of the
insertion point.

Ctrl + Backspace

Keep the insertion point just after the word you want to delete and press Ctrl +
Backspace key. Word deletes the whole word immediately to the left of the
insertion point.

Delete

Keep the insertion point just before the character you want to delete and press
the Delete key. Word deletes the character immediately to the right of the
insertion point.
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Ctrl + Delete

Keep the insertion point just before the word you want to delete and press Ctrl

+ Delete key. Word deletes the word immediately to the right of the insertion
point.

Using Selection Method

You have learnt how to select various parts of a Word document. You
can make use of that learning to delete those selected parts as
described in the following table —

S.No Component Selection & Delete Methods

Deleting text between two points

Click at the start of the block of text, hold down the Shift key,
and click at the end of the block to select the portion of text
and finally press either the Backspace key or the Delete key.

Deleting a single word

2
Double-click anywhere on the word you want to delete and
finally press either the Backspace key or the Delete key.
Deleting a paragraph

3

Triple-click anywhere on the paragraph you want to delete and
finally press either the Backspace key or the Delete key.

82
Beginners in Computer Science Studies



Deleting a sentence

4 Hold down the Ctrl key and click anywhere in the sentence you
want to delete and finally press either the Backspace or
the Delete key.

Deleting a column of text

5 Hold down the Alt key, click and hold the mouse button, and
drag over the column you want to delete and finally press
either the Backspace key or the Delete key.

Deleting a line

6 Bring your mouse in the selection bar area and click in front of
the line you want to delete and finally press either
the Backspace key or the Delete key.

Deleting entire document content

Press Ctrl + A keys to delete the entire document and finally
press either the Backspace key or the Delete key.

Note — The black shaded area in the following screen shot is called
the selection bar. When you bring your cursor in this area, it turns into
a rightward-pointing arrow.
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©On the insert tab, the galleries include items thatare designed to coordinate with the overall
ook of your document. You can use these gallerics to insert tables, headers, footers, lists,
cover pages, and other document building blocks. When you create pictures, charts, or
diagrams, they also coordinate with your current document look.

A O TR

You can easily change the formatting of selected text in the document text by choosinga
ook forthe selected text from the Quick Styles gallery on the Home tab. You can ailso format
text directly by using the other controls on the Home tab. Most controls offer a choice of
wsing the ook from the current theme or using a format that you specify directly.
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Selection Bar

Copy & Paste Operation

The Copy operation will just copy the content from its original place
and create a duplicate copy of the content at the desired location
without deleting the text from it's the original location. Following is the
procedure to copy the content in word —

Step 1 — Select a portion of the text using any of the text selection
methods.
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On the Inserttab, the galleriesinclude items that are designed to coordinate with the overall

I look of your document. You can use these galleries to insert tables, headers, footers, lists,
| coverpages, and other documentbuilding blocks. When you create pictures, charts, or

., diagrams, theyalso coordinate with your current document look.
|
|

| You can easily change the formatting of selectell textin the document text by choosinga
_: look for the selected textfrom the Quick Styles gallery onthe Home tab. You can also format
[ ._ textdirectly by using the other controls on the Home tab. Most controls offer a choice of
i | using the look from the current theme orusing & format that you specify directly.
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Selected Text

Step 2 — You have various options available to copy the selected text
in clipboard. You can make use of any one of the options —

* Using Right-Click — When you right-click on the selected text,
it will display the copy option, click this option to copy the
selected content in clipboard.

* Using Ribbon Copy Button — After selecting text, you can use
the copy button available at the ribbon to copy the selected
content in clipboard.

* Using Ctrl + ¢ Keys — After selecting a text, just press Ctrl +
c keys to copy the selected content in clipboard.
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Step 3 - Finally click at the place where you want to copy the selected
text and use either of these two simple options —

Using Ribbon Paste Button — Just click the Paste button

available at the ribbon to paste the copied content at the

desired location.

Using Ctrl + v Keys — This is simplest way of pasting the

content. Just press Ctrl + v keys to paste the content at the

new location.
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I

]

[
-

look of your document. You can use these galleries to insert tables, headers, footers, lists,
cover pages, and other document building blocks. When you create pictures, charts, or
diagrams, they also coordinate with your current document look.

You can easily change the formatting of selected textinthe document text by choosinga
iook for the selected text from the Quick Styles gallery on the Home tab. You can also format
text directly by using the other controfs on the Home tab. Most controls offera choice of
using the look from the When you create pictures, charts, or diagrams, they also coordinate

and with your current document look current theme or using a format that you specify directly. 26
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Note — You can repeat the Paste operation as many times as you like
to paste the same content.

Cut & Paste Operation

The Cut operation will cut the content from its original place and move
the content from its original location to a new desired location.
Following is the procedure to move the content in word Step 1 -
Select a portion of the text using any of the text selection methods.
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Step 2 — Now, you have various options available to cut the selected
text and put it in the clipboard. You can make use of one of the options

* Using Right-Click — If right-click on the selected portion of
text, it will display cut option, just click this option to cut the
selected content and keep it in clipboard.

* Using Ribbon Cut Button — After selecting a portion of text,
you can use cut button available at the ribbon to cut the
selected content and keep it in clipboard.

» Using Ctrl + x Keys — After selecting a portion of text, just

press Ctrl + x keys to cut the selected content and keep it in
clipboard.
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Step 3 - Finally, click at the place where you want to move the
selected text and use either of these two simple options —

Using Ribbon Paste Button — Just click the Paste button

available at the ribbon to paste the content at the new

location.

Using Ctrl + v Keys — This is simplest way of pasting the

content. Just press Ctrl + v keys to paste the content at the

new location.
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Onthe Inserttab, the galleriesinclude items that are designed to coordinate with the overall
look of your document. You can use these galieries to insert tables, headers, footers, lists,
cover pages, and other document buliding blocks.

You can easily change the formatting of selected textin the document text by choosinga
look for the selected text fromthe Quick Styles gallery on the Home tab. You can also format
text directly by using the other controls on the Home tab. Most controls offera choice of
using the look from the current theme orusing a format that you specify directly. Whenyou
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Moved Text

Note — You can repeat the Paste operation as many times as you like
to paste the same content.

Copy, Cut & Paste in different documents

You can use the same procedure that we discussed above to copy and
paste or cut and paste content from one document to another
document. This is very simple, just copy or cut the desired content from
one document and go into another document where you want to
paste the content and use mentioned step to paste the content.

You can use the Alt + Tab keys to switch through the different
documents and select the desired destination document.
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Find and Replace

Find & Replace Operation

We assume you are an expert in searching a word or phrase in a word
document as explained above. This section will teach you how you can
replace an existing word in your document. Following are the simple
steps —

Step 1 - Click the Replace option in the Editing group on the Home

tab or press Ctrl + H to launch the Find and Replace dialog box shown
in Step 2 —

Replace Option Editing Button

. _ \

Documentl - Microsoft Word
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On the Insert tab, the galleries include items that are designed to coordinat Sac Replace Lerall
look of your document. You can use these galleries to insert tables, header: |; Select ~ is,
cover pages, and other document bullding blocks. When you create plcture
-\ diagrams, they also coordinate with your current document Iook.|

Editing

You can easily change the formatting of selected text in the document text by choosing a
look for the selected text from the Quick Styles gallery on the Home tab. You can also format
text directly by using the other controls on the Home tab. Most controls offer a choice of

|-| wusing the look from the current theme or using a format that you specify directly.

To change the overall look of your document, choose new Theme glements on the Page
Layout tab. To change the looks available in the Quick Style gallery, use the Change Current
Quick Style Set command. Both the Themes gallery and the Quick Styles gallery provide reset
| commands so that you can always restore the Jook of your document to the original

I contained inyour current template,

) :
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Step 2 — Type a word which you want to search. You can also replace
the word using the Find and Replace dialog box —
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Replace with

Step 3 - Click the Replace button available on the Find and
Replace dialog box and you will see the first occurrence of the
searched word would be replaced with the replace with word. Clicking
again on Replace button would replace next occurrence of the
searched word. If you will click Replace All button then it would
replace all the found words in one go. You can also useFind
Next button just to search the next occurence and later you can
use Replace button to replace the found word.

Step 4 — You can use More >> button available on the dialog box to
use more options and to make your search more specific like case
sensitive search or searching for whole word only etc.
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Step 5 — Finally, if you are done with the Find and Replace operation,
you can click the Close (X) or Cancel button of the dialog box to close
the box.

Create a Table

The following steps will help you understand how to create a table in a
Word document.

Step 1 - Click theInsert tab followed by the Table button. This will
display a simple grid as shown below. When you move your mouse
over the grid cells, it makes a table in the table that appears in the
document. You can make your table having the desired number of
rows and columns.

Table Button
| 'Inseil'rtab

Table Grid [ R s ..L

Page =21 Picture

L Faued ofd | Werdme, [ G%  English @LSh | Bnae L e I +

Step 2 — Click the square representing the lower-right corner of your
table, which will create an actual table in your document and Word
goes in the table design mode. The table design mode has many
options to work with as shown below.
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Table Style Options Table Styles Table Styles Button
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Step 3 — This is an optional step that can be worked out if you want to
have a fancy table. Click the Table Styles button to display a gallery of
table styles. When you move your mouse over any of the styles, it
shows real time preview of your actual table.
Table Style Options Gallery of Table Styles
] el =~ = Docunlentl - Microsoft Word TR | e e |
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Step 4 — To select any of the styles, just click the built-in table style and
you will see that the selected style has been applied on your table.
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Delete a Table

Following are the simple steps to delete an existing table from a word
document.

Step 1 — Click anywhere in the table you want to delete.

Step 2- Click thelLayout tab, and click the Delete Table
option under the Delete Table Button to delete the complete table
from the document along with its content.

Add a Row

Following are the simple steps to add rows in a table of a word
document.

Step 1 — Click a row where you want to add an additional row and then
click the Layout tab; it will show the following screen.
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Step 2 — Now use the Row & Column group of buttons to add any row
below or above to the selected row. If you click theInsert
Below button, it will add a row just below the selected row as follows.
Row & Column group Layout tab
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Mewly added row

If you click the Insert Above button, it will add a row just above the
selected row.

Delete a Row

The following steps will help you delete rows from a table of a Word
document.
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Step 1 — Click a row which you want to delete from the table and then
click the Layout tab; it will show the following screen.

Delete Rows option

Delete Table Button
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Newly added row

Step 2 — Click the Layout tab, and then click the Delete Rows option
under the Delete Table Button to delete the selected row.
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Add a Column

The following steps will help you add columns in a table of a Word
document.
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Step 1 — Click a column where you want to add an additional column
and then click the Layout tab; it will show the following screen.

Layout tab

Row & Columnsgroup
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Step 2 — Now use the Row & Column group of buttons to add any
column to the left or right of the selected column. If you click the Insert
Left button, it will add a column just left to the selected column as

follows.
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Mewlyadded column

If you click the Insert Right button, it will add a column just next to the
selected column.
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Delete a Column

Following are the simple steps to delete columns from a table of a
word document.

Step 1 — Click a column which you want to delete from the table and
then click the Layout tab; it will show the following screen.

Delete Colummns option
Delete Table Button Layout tab

> @
™~ .
e
! =~ Deiete Bows B 3 -4 -3 et s - s ANl & -1 -7 5 - IMI%: 1 -u5. 1 ca1- [Mbs- o+ -ab- 4 -be s R wvy =
i f5d  Delete Tabile &
| [ comumna I [ commnz [ Commns [ Comnsa 1
= | | | 1 | 1
| | 1 | | 1
| :
& -]
= | B
la >
Fage Lofl | Wordsa | axs  Engmsh Uiy | tnsort Y 6 O 5D B . 300 1= +

MNewly added column

Step 2- Click thelLayout tab, and click the Delete Column
option under the Delete Table Button to delete the selected column.
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Delete Rows m
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ChapterV
EXCEL

The following basic window appears when you start the excel

application. Let us now understand the various important parts of this
window.

Quick Access toolbar

Page Layout Farmulas Data

Review View Add-Iny
Calitrl g = . General - S Insen ~

= = E- N i §

B LU~ A& . $ - % =~ E'?‘r&h
; g osmdt ' Sort & Find &
e O A - i 3 - =l Format = | (£° Firer= Select~
Font Humtser

Eciting

§<€—Column bar
9
hiv ]
11
12

S A A
| W «» »i| Sheet1 Sheat2 hest3 _ 93 ) D = ! S |
b ! IEER | o

SHT ba Sheet Area e —= [ ——

b View Buttons  z44m Controls
File Tab

The File tab replaces the Office button from Excel 2007. You can click it
to check the Backstage view, where you come when you need to

open or save files, create new sheets, print a sheet, and do other file-
related operations.

Quick Access Toolbar

You will find this toolbar just above the File tab and its purpose is to
provide a convenient resting place for the Excel's most frequently used
commands. You can customize this toolbar based on your comfort.
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Ribbon

m Hatne Insg Page L t Farmulas Data Fievien View Add.Ing 2 0 = @ 2
- Calitn 1 - Fw= E =~ Geneml - S nsert -  E - A
LT e )] B | X G gy
- B L - Aa === §-% + 35 Dekete - ﬂ,
Pd-lh- J A A E= P wb il i sont & Find &
phioard ignment

00 =0 - “_'.JF'J‘-“iif' "™ Filter = Select =

diting

Ribbon contains commands organized in three components —

Tabs — They appear across the top of the Ribbon and contain

groups of related commands. Home, Insert, Page Layout are
the examples of ribbon tabs.

Groups — They organize related commands; each group name
appears below the group on the Ribbon. For example, group

of commands related to fonts or group of commands related
to alignment etc.

Commands - Commands appear within each group as
mentioned above.

Title Bar

This lies in the middle and at the top of the window. Title bar shows the
program and the sheet titles.

Help

The Help Icon can be used to get excel related help anytime you like.
This provides nice tutorial on various subjects related to excel.

Zoom Control

Zoom control lets you zoom in for a closer look at your text. The zoom
control consists of a slider that you can slide left or right to zoom in or

out. The + buttons can be clicked to increase or decrease the zoom
factor.
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View Buttons

The group of three buttons located to the left of the Zoom control,
near the bottom of the screen, lets you switch among excel's various
sheet views.

* Normal Layout view — This displays the page in normal view.

» Page Layout view — This displays pages exactly as they will
appear when printed. This gives a full screen look of the
document.

* Page Break view — This shows a preview of where pages will
break when printed.

Sheet Area

The area where you enter data. The flashing vertical bar is called
the insertion pointand it represents the location where text will
appear when you type.

Row Bar

Rows are numbered from 1 onwards and keeps on increasing as you
keep entering data. Maximum limit is 1,048,576 rows.

Column Bar

Columns are numbered from A onwards and keeps on increasing as
you keep entering data. After Z, it will start the series of AA, AB and so
on. Maximum limit is 16,384 columns.

Status Bar

This displays the current status of the active cell in the worksheet. A cell
can be in either of the fours states (a) Ready mode which indicates that
the worksheet is ready to accept user inpu (b) Edit mode indicates that
cell is editing mode, if it is not activated the you can activate editing
mode by double-clicking on a cell (c) A cell enters into Enter mode
when a user types data into a cell (d) Point mode triggers when a
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formula is being entered using a cell reference by mouse pointing or

the arrow keys on the keyboard.

Dialog Box Launcher

This appears as a very small arrow in the lower-right corner of many
groups on the Ribbon. Clicking this button opens a dialog box or task

pane that provides more options about the group.

Entering values in excel sheet is a child’s play and this chapter shows
how to enter values in an excel sheet. A new sheet is displayed by
default when you open an excel sheet as shown in the below screen

shot.
R = Bookl - Microsoft Excel [ [ [ [
Home | Insert Page layout Formulas Data Review View Add-ins 2 @ — B 52
% :"bl - - 1‘- = o, A | = 3,_5 |
= s A A Number Styles Cells
= - - - - 2 g
2 i Fan Ed
Al - W oW e -
A [ B [ [2) E F G H =
L
1 ‘lf-._ Text Inserton Area 1
2
£
4
3 o
A~
&
-
B
]
10
11 -
M 4 » M| Sheetl . Shesetd "Shest3 . =0 o] « | _
Ent=r | =8 1 |

Sheet Area
Sheet area is the place where you type your text. The flashing vertical
bar is called the insertion point and it represents the location where
text will appear when you type. When you click on a box then the box
is highlighted. When you double click the box, the flashing vertical bar

appears and you can start entering your data.

So, just keep your mouse cursor at the text insertion point and start
typing whatever text you would like to type. We have typed only two
words "Hello Excel" as shown below. The text appears to the left of the

insertion point as you type.
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r - - == |
Edo-0o-|= Bookl - Microseft Excel v ). )
Home | Insert Page layout Formulas Data Review View Addins & @ o & B
[ e . B e R . BT '
| N 4 Calibrl 1L = = = o, Al -2 |

- BIU- AN EEE @3- A-
| Faste A E Number 5tyles  Cells
i 7 - e A EE P ’ - = 2=
Clipboard 15| Font P Alignment . | FEditing |
cs - ¢ Lol M
A g8 [T e b . F G H =
1 |Hello Excel I
2 |
: ;
. 1
5 1
B |
7
0 —1
2 I
10
11 v
M ¢ » M| Sheetl / Sheet? ~Sheet3 ~%J (4] I 30
Ready | | [E2!0 AR 100 (= {] -+
|

There are following three important points, which would help you
while typing —

*  Press Tab to go to next column.
*  Press Enter to go to next row.

e Press Alt + Enter to enter a new line in the same column.

Saving New Sheet

Once you are done with typing in your new excel sheet, it is time to
save your sheet/workbook to avoid losing work you have done on an
Excel sheet. Following are the steps to save an edited excel sheet —

Step 1 — Click the File tab and select Save As option.
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File Tab

Save As

d 9 s

Bookl - .MI;C rosoft Excel

Home | Inset Pagelayout Formulas Data Review View Addins o @ — @ &
el save ¥ . |
Information about Book1 5
[ save as ] |
[ Open == Permissions
il s
[ Clase ..E_E Anyone can open, copy, and E s
change any part of this
Protect workbook, gttt
Waktonk i
= - Size
Recent Title
3 Tags
Prepare for Sharing :
Mew T : i Categories
b2, Before sharing this file, be aware
L that it contains:
3 Related Dat
Print Check for Document properties and et
Issues - author's name Last Modified
Save & Send Created
Last Printed
Help Versions
] There are no previous Related People
e : versions of this file. .
2] Options Manage Authar
E Exit Versions =
Last Madified B
Show All Prope
4 T

Step 2 — Select a folder where you would like to save the sheet, Enter
file name, which you want to give to your sheet and Select a Save as
type, by default it is .xIsx format.
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Folder to save sheet

. - ~
[X] Save As l [
e - ~ T
|| =] » Libraries » Documents »
()| 2 » Libmdes + D »
Organize = New folder =W 7]
- :
[&] Microsoft Excel Documents library ik P
Includes: 2 locations )
T Favorites Name . Date modified Type =
A Libranes 3 Adaobe /4/2012 448 PM File fal
ALY Docimants Bluetooth Exchange Folder
E Music | Fiddler2
& Pictures i FlashimagePlugin
| B videos b My Widgets
J OneNote Motebooks
i Computer | salary slips
& windowsicy - 4l m ] @ F
File name:  Hel lojxlsx -
Save as type: :E:: el Workbook (".xlsx) - _:
Authors! Wingdows User " Title; Acd a title
Tags: Adfl 5 tag Subject: Specify the subject
[7] Save Thumbail
I 2| Hide Folders Tools = Save ] Cancel
Folder Names File Hame File Type

Step 3 - Finally, click on Save button and your sheet will be saved with
the entered name in the selected folder.

Saving New Changes

There may be a situation when you open an existing sheet and edit it
partially or completely, or even you would like to save the changes in
between editing of the sheet. If you want to save this sheet with the
same name, then you can use either of the following simple options —

» Just press Ctrl + S keys to save the changes.
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» Optionally, you can click on the floppy icon available at the top
left corner and just above the File tab. This option will also
save the changes.

*  You can also use third method to save the changes, which is
the Save option available just above the Save As option as
shown in the above screen capture.

If your sheet is new and it was never saved so far, then with either of
the three options, word would display you a dialogue box to let you
select a folder, and enter sheet name as explained in case of saving
new sheet.

Creating New Worksheet

Three new blank sheets always open when you start Microsoft Excel.
Below steps explain you how to create a new worksheet if you want to
start another new worksheet while you are working on a worksheet, or

you closed an already opened worksheet and want to start a new
worksheet.
Step 1 — Right Click the Sheet Name and select Insert option.

Home | Insert Page Layout Review  View

Cabibri General >

s - % - - aa-

2 Styles Cells
= Tob <8 - -

MumbBer

I3

Right Click on Sheet Name

Click on Insert option to add new
sheet

14
15
16
-
Sheet1 She Shest3 3 s I ol

Irsert, |=8|C0 EEl 100% (—3
G Relete

Rename

ufhd

Baove or Copy.
@l Wiew Code
& Protect Sheet..
Iab Colar

Hide
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Step 2 — Now you'll see the Insert dialog with select Worksheet option
as selected from the general tab. Click the Ok button.

oot e SN
| Gererl | praadaruetsons|
Bec
w.r ﬁj Fﬁ%ﬁﬂ m%su Pty
Preview not avalable.
| TemplatesonOffce.com | [_ox ilw}m

Now you should have your blank sheet as shown below ready to start
typing your text.

Gl o - o == Bookl - Microsoft Bl ===

Home | Insert Pagelayout Formular Data Review View Addin: o @ — &8 =X
s M Caribri - a1 - = ] S General - A =5 = - gv-
9——51 a-| B I u-| A S| EEmEE s -% | | - aa-
aste — % <z

= i- | S A - == 5FE | B T8 2 = = <=2
| Cripooard - Foart = | Alsgn ment Fir MumBer = | Editing
¥ ~ o k=

‘mm[‘jfﬂ ¢ umu;wuﬁj
).b_
p‘
—
o
al
o
n
0
T

1 Mews Sheet

16

W 4 5 5| Sheetd ~Sheseti -~ Shests ~ Shoetd , o3 ]« ] i I (=0
Ready

l |[GRICT £8_100% (—3 £ Lo o
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You can use a short cut to create a blank sheet anytime. Try using
the Shift+F11 keys and you will see a new blank sheet similar to the

above sheet is opened.

Copy Worksheet

First of all, let us create some sample text before we proceed. Open a
new excel sheet and type any data. We've shown a sample data in the

screenshot.
OrderDat  Regio Rep Item  Unit Unit Total
e n 3 Cost
1/6/2010 East Jones Pencil 95 1.99 189.05
1/23/2010  Central Kivell Binde 50 19.9 999.5
r 9
2/9/2010 Central Jardine Pencil 36 499 179.64
2/26/2010  Central Gill Pen 27 19.9 539.73
9
3/15/2010 West Sorvino Pencil 56 2.99 167.44
4/1/2010 East Jones Binde 60 4,99 2994
r
110

Beginners in Computer Science Studies



4/18/2010

5/5/2010

5/22/2010

6/8/2010

6/25/2010

7/12/2010

7/29/2010

8/15/2010

Central

Central

West

East

Central

East

East

East

Andrews

Jardine

Thompso

n

Jones

Morgan

Howard

Parent

Jones

Pencil

Pencil

Pencil

Binde

Pencil

Binde

Binde

Pencil

75

90

32

60

90

29

81

35

1.99

4.99

1.99

8.99

4.99

1.99

19.9

4.99

149.25

449.1

63.68

5394

449.1

57.71

1,619.1

174.65
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4l

u

BT

Formulas Data  Review View Adddns: o @ = & =

Boold - Micresoft Excel

'ih% ' Calibri r11 - = §E| =¢  General  * Al E - 47~
— a3+ B L U~ A A E=E=ZEH §-% - A
Paste z 3 3 Styfes | Cells
- F H-1&-4- =i - | Wl - v | @
Clipboard Font x| _Mgoment”  fw) cHumber — Gl | Editing |
K12 - £ | Pencil :
G H i RN i [E M N |
4 |
5 OrderDate |[Region |Rep ftem  |Units  |Unit Cost [Total |
6 1/6/2010{East lones Pencil 55 1.99 185.05
7 1/23/2010|Central  |Kivell Binder 50 19.99 999.5 =
8 2/9/2010|Central |lardine |Pencil 36 4.99 179.64
9| 2/26/2010|central  |Gill Pen 27 19.99| 538.73
10 3/15/2010|West Sarving  |Pencil 56 2.95 167.44 3 |
|11 4/1/2010|East lonaes Binder 60 4.99 293.4
| 32 4/18/2010|Central  |Andrews |Pencil 73 1.9% 145.25
13 5/5f2010{Central |Jardine |Pencil 90 4.99 449.1
14 5/22/2010|West Thompsor|Pencil 32 1.99 63.68 I
15 6/8/2010{East lones Binder 60 £.99 539.4
16 6/25/2010|Central |Morgan |Pencil 20 4,99 449.1
f 17 7/12/2010|East Howard |Binder 29 1.99 57.71
: 18| 7/29/2010|East Parent  |Binder g1l  19.93] 1.619.19 |
19 8/15/2010|East Jones Pencil 335 4,99 174.65 e
I 4"« %3] Sheet1 ~Sheets /Shaeta ~2J Tl _ i | ¥0
| Ready | e

- ______________ _____

Here are the steps to copy an entire worksheet.

Step 1- Right Click the Sheet Nameand select the Move or

Copy option.
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ey

:HEIIT!-E Insert  Page layout Formulas Datd Review  View  Addlns & 9 =

- : { D

i - - — i -
Calibri 11 : =] General &
B £ U- A4 | 85+ % @
G- A - EiE| ® %o+
C:mu&a__rf [ Font I Allgnment w | HNumber |._L
I5 - 5 |

AT T TEr E | F | s

OrderDate Region Rep Item Units  Unit Cost Total

Styles Cells

1/6/2010 East  Jones  Pencil 95 199 18905
1/23/2010 Central Kivell  Binder 50 1999 9995
2/8/2010 Central Jardine Pencil 36 499 17964
22612 jusert., . Pen 27 1999 53973
NS peete i Pencil 56 299 167.44
418 Rename | Binder 60 499 2994
41812 poue or Copy., <—S-Pencil 15 199 14925
65/ & yiew Code . Pencil 90 499 4491

i 512203y Brotect sheet.. ® Pencil 32 199 6368

u el . Binder 60 899 5394
12 25z Hide . Pencil 90 499 4491
B\ 7MzE  Unhiee | Binder 29 199 5771
14 729  sesmusees | Binder | 81 1999 161919
W4 ¥ M| SheeEl ~onEstz SREEE td < M
Ready | O 100% ()

Woco s o e

Step 2—- Now you'll see the Move or Copy dialog with
select Worksheet option as selected from the general tab. Click
the Ok button.

Select option to add sheet at end

Plonwe or Cdpy —— — 2

Mowe sheets

=== = === =
e = B -

MiCreats & copil
P

Check this option if you
wwant to copy sheet
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Select Create a Copy Checkbox to create a copy of the current sheet
and Before sheet option as (move to end)so that new sheet gets
created at the end.

Press the Ok Button.

Now you should have your copied sheet as shown below.

= s Bookl - Microsoft Excel le= =2 |$
_ Home :n;e_!‘r _F’aue Layout Fa_r!nusa; Data Review Views Add-Ins £ 9_! = mP =
Calibri 11 | = | =# Gerteral - e E - 5T~
A == z
B O W | A AT = - $ v % o9 = E R
T Styles Cells
fEL - Sy - A~ 8 398 - - R
Fani £l Number o) |__Editing
A B | c | [+ E F =] H | ‘
1 OrderDate Region Rep ltem Units Unit Cost Total BB
2 1/6/2010 East Jones Pencil a5 1.99 189.05
3 1/23/2010 CGentral  Kivell Binder 50 19.99 998 5
a 2/9/2010 Central Jardine Pencil 36 4.99 179.684
5 | 2/26/2010 Central | Gill Pen 27 1992 53973 C
[} 215/2010 West Sorvino  Pencil 56 299 1687.44 =
il 4712010 East Jones Binder a0 4.99 290 4
8 4/18/2010 Central Andrews Pencil 5 1.99 149 25
a S5/5/2010 Central Jardine Pencil a0 4.99 4491
1o 5/22/2010 West I:“mps Pencil 3z 199 6358
11 6/8/2010 East Jones Binder &0 899 530 .4 |
15 6/25/2010 Central Morgan Pencil a0 4.99 449 1
13| 7/12/2010 East Howard Binder 29 199 5771
N 12 L TI29/2010 East Parent Binder a1 1999 1,619.19
15! 8/15/2010 East Jones Pencil 35 499 174865 =
W« ¥ »il Sheetl . Sheetz  Sheetd | Sheetl (2) %04 | 0 » 1]
Ready | [ 100% (=} L) {+}
You can rename the sheet by double clicking on it. On double click, the
sheet name becomes editable. Enter any name say Sheet5 and press
Tab or Enter Key.
Delete Worksheet
Here is the step to delete a worksheet.
Step — Right Click the Sheet Name and select the Delete option.
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Sheet will get deleted if it is empty, otherwise you'll see a confirmation
message.
el =™ - Bookl - Microsoft Excel = | = <3
Home | nserc  Page tayour _Data Review view Addin: o @ — &P =
= M Calibri -z - e o w3 E - g
Fj;? Hav| B .r O~ oA AT . Sﬁ'; ;’i - aa-
T | me ) B A - - - =~
Clipboard 1= | Font ] Editing
e — FTS T S ST =T = = = 1 L

] Microsoft Excel

——

[ _pelete |

[ canca |

-
i Data may exist in the sheet{s) sslect=d for deletion. To permansenily delets the data, press Delete.

7 testdata

—

3 7
I« 4 > ®l Sheet2 Sheetd . “Sheet3 ¥

I HENI

|

Reachcl]

==

i

=

Press the Delete Button.

Now your worksheet will get deleted.
Close Workbook

Here are the steps to close a workbook.

Step 1 — Click the Close Button as shown below.
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Bookl - Microsoft Excel

y -
| Haome Insert Page Layout Formulas Data Review Wiew Add-Ins
| Calibri - 11 .= General =z
] 36 — ¥
- Hy ~ B £ O - A A = S - % - =
FPaste et vles
- ; - Sy A~ = =5 3 -
Cliphosrd Font (5] Allanment % | Number
AL = (= T
A 1 B | (o] | D E

Chick on Close VWWindow button 1o close workbBook

NI AT wwﬂ

- b S - -
14« v ¥ Sheet2 . Sheets &3 - e i L0
| Beady | | {E=BlicE Em. soo%e (—) L3 e

You'll see a confirmation message to save the workbook.
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Formulas: Data Peview  View Add-Ins & 6 = @ i
Calibri - = =g B |[Genent - [ A (ga| T4
BZU- AN EES gg' " 2 Styles | Cells E' #-
x| S A iE I | o b . LI (%5
_font G| Algnment o | -
- | E- |
[ a | | Microsoft Excel . & ==

1| ~

2 u.!..‘,‘: Do you want to save the changes you made to Book1'?

3

3l [ seve | [pontsave | [ cancet |

5

6 1

7

3. +

9 '

101

u.

12.

13

14

15.

16

AT !

W4 ¥ 3 Sheet2 Sheet3 -~ ¥J _I[_'_l_l Il

Ready | (| 100% (=)

Step 2 — Press the Save Button to save the workbook as we did in MS
Excel - Save Workbook chapter.

Now your worksheet will get closed.

Charts

A chart is a visual representation of numeric values. Charts (also known
as graphs) have been an integral part of spreadsheets. Charts
generated by early spreadsheet products were quite crude, but thy
have improved significantly over the years. Excel provides you with the
tools to create a wide variety of highly customizable charts. Displaying
data in a well-conceived chart can make your numbers more
understandable. Because a chart presents a picture, charts are
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particularly useful for summarizing a series of numbers and their
interrelationships.

Types of Charts

There are various chart types available in MS Excel as shown in the
below screen-shot.

- " saenple morhbeknti « Micropett el

Crersige

6 b £ Graen/Navy
A B c o £ F i 5
3 el Duidiemes Ladbride Colod Oriintity  Phce  Totel Addunl.
2 1 Cagle Green/Navy 3 100 0
| - 3t ndl, Y i Al ASalC. -
1 [ 5o cvan ——— - ke - Chartsgroup
i 3 Terciie Cadumn. E -
e la) 2] 82 §a| )93 83 30}  nsertchartdiaiogue
| By U] 08 B ) Jad) A
12 , *' A' €— Available charts
: o ILL &j A '.: .l.‘."..'J #‘
115 'I .
Lo | e | | T (TR et ([T o O el .
1|~ |
i |+ = ,
13 o
“'.1‘1 Y o - o
..hi_ i S OrimA Qe = o U B, o ()

e Column - Column chart shows data changes over a period of
time or illustrates comparisons among items.

* Bar— A bar chart illustrates comparisons among individual
items.

* Pie — A pie chart shows the size of items that make up a data
series, proportional to the sum of the items. It always shows
only one data series and is useful when you want to
emphasize a significant element in the data.

* Line - Aline chart shows trends in data at equal intervals.
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Area — An area chart emphasizes the magnitude of change
over time.

X Y Scatter — An xy (scatter) chart shows the relationships
among the numeric values in several data series, or plots two
groups of numbers as one series of xy coordinates.

Stock — This chart type is most often used for stock price data,
but can also be used for scientific data (for example, to
indicate temperature changes).

Surface — A surface chart is useful when you want to find the
optimum combinations between two sets of data. As in a
topographic map, colors and patterns indicate areas that are
in the same range of values.

Doughnut — Like a pie chart, a doughnut chart shows the
relationship of parts to a whole; however, it can contain more
than one data series.

Bubble — Data that is arranged in columns on a worksheet, so
that x values are listed in the first column and corresponding y
values and bubble size values are listed in adjacent columns,
can be plotted in a bubble chart.

Radar — A radar chart compares the aggregate values of a
number of data series.

Creating Chart

To create charts for the data by below mentioned steps.

Select the data for which you want to create the chart.

Choose Insert Tab » Select the chart or click on the Chart
group to see various chart types.

Select the chart of your choice and click OK to generate the
chart.
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Editing Chart
You can edit the chart at any time after you have created it.

¢ You can select the different data for chart input with Right
click on chart » Select data. Selecting new data will generate

the chart as per the new data, as shown in the below screen-
shot.
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*  You can change the X axis of the chart by giving different
inputs to X-axis of chart.

* You can change the Y axis of chart by giving different inputs to
Y-axis of chart.

MS Excel Keyboard Short-cuts

MS Excel offers many keyboard short-cuts. If you are familiar with
windows operating system, you should be aware of most of them.
Below is the list of all the major shortcut keys in Microsoft Excel.

e Ctrl + A — Selects all contents of the worksheet.
* Ctrl + B — Bold highlighted selection.

* Ctrl +1 - ltalicizes the highlighted selection.

e Ctrl + K- Inserts link.

*  Ctrl + U — Underlines the highlighted selection.
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e Ctrl + 1 — Changes the format of selected cells.

e Ctrl + 5 — Strikethrough the highlighted selection.

e Ctrl + P — Brings up the print dialog box to begin printing.
e Ctrl + Z — Undo last action.

e Ctrl + F3 — Opens Excel Name Manager.

*  Ctrl + F9 — Minimizes the current window.

e Ctrl + F10 — Maximize currently selected window.

e Ctrl + F6 — Switches between open workbooks or windows.

e Ctrl + Page up — Moves between Excel work sheets in the

same Excel document.

» Ctrl + Page down — Moves between Excel work sheets in the

same Excel document.
e Ctrl + Tab — Moves between Two or more open Excel files.

¢ Alt+ = - Creates a formula to sum all of the above cells

e Ctrl +'— Inserts the value of the above cell into cell currently

selected.
e Ctrl + Shift +! — Formats the number in comma format.
»  Ctrl + Shift + $ — Formats the number in currency format.

e Ctrl + Shift + # — Formats the number in date format.

o Ctrl + Shift + % — Formats the number in percentage format.

e Ctrl + Shift + A — Formats the number in scientific format.
e Ctrl + Shift + @ — Formats the number in time format.
* Ctrl + Arrow key — Moves to the next section of text.

e Ctrl + Space — Selects the entire column.
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» Shift + Space — Selects the entire row.

*  Ctrl + - — Deletes the selected column or row.
e Ctrl + Shift + = — Inserts a new column or row.
e Ctrl + Home — Moves to cell A1.

e Ctrl + ~— Switches between showing Excel formulas or their
values in cells.

» F2 - Edits the selected cell.
» F3 — After a name has been created F3 will paste names.

* F4 — Repeat last action. For example, if you changed the color
of text in another cell pressing F4 will change the text in cell to
the same color.

* F5 - Goes to a specific cell. For example, C6.

* F7 — Spell checks the selected text or document.
* F11 - Creates chart from the selected data.

e Ctrl + Shift +; — Enters the current time.

* Ctrl +; — Enters the current date.

* Alt + Shift + F1 — Inserts New Worksheet.

* At + Enter — While typing text in a cell pressing Alt + Enter will
move to the next line allowing for multiple lines of text in one
cell.

* Shift + F3 — Opens the Excel formula window.
» Shift + F5 — Brings up the search box.

Functions in Formula

Many formulas you create use available worksheet functions. These
functions enable you to greatly enhance the power of your formulas
and perform calculations that are difficult if you use only the operators.
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For example, you can use the LOG or SIN function to calculate the
Logarithm or Sin ratio. You can’t do this complicated calculation by
using the mathematical operators alone.

Using Functions

When you type = sign and then type any alphabet you will see the
searched functions as below.

(=]l = i — el ok BECk s = Wi rorolt Excel T
o v FRge Layouwe e . Date S - Ve Devesng @ — o ¥
= A - =
ta- | B . s e - e
Parte ~=Eor e Fine &
= = = s
200 1858
A 2974
315 2136
3z8 1cu8
392 2238
3880
:; Typing M will show number of functions starting with
P
16
az
18
13
£ =
e Shestl  Sheeta Tl sheers 5 « =
Eaie e | U 8 REEY

Suppose you need to determine the largest value in a range. A formula
can't tell you the answer without using a function. We will use formula
that uses the MAX function to return the largest value in the range
B3:B8 as =MAX(A1:D100).

v e A = g - e & - B Format -

£ | =MAX(B3:BE)

- sample workbook sh - Microtoft Excel [

ome ert Page Lagout Form Ul Data Feaew . Dreweioper o @ = o =R
Can 11 - o (e Genersl - A e imse =
B L U - A A EE W - $ - % » Fones = Delete -

Another example of functions. Suppose you want to find if the cell of
month is greater than 1900 then we can give Bonus to Sales
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representative. The we can achieve it with writing formula with IF
functions as =IF(B9>1900,"Yes","No")

(Pl b I = T T sample workbook.ds - Microseft Excel = 3
“ Home et Page Layout Fonmulas Data Lo Wiew Devetoper o @ = & 2
o " - . == e : T =
| 5 Cambiai 11~ - L p— _,: General A . Insen = ;}r 'J{}
— - B &L U~ A EEHEH- OS-% o Foeiete - | ] -
Paste P iR e Stytes | Sort & Find &
- e e A iE i - * | [EYFormat= | B- Fiter- Sebect-
T Font : Adigrment . er Cells Editing
B12 - S | =IF{B9>1500,"Yes","No”) B
A B (= D E F G H 1 | =
1
|| 2 Partno. Jan-13  Feb-13  Mar-13 Apr-13  May-13  Jun-13 Total Sale
3 Part100 204 200 180 170 230 245 1229
4 Part101 248 300 280 220 210 2000 1458
5 Part102 674 600 450 400 as0 00 2574
& Part103 656 195 300 350 3z0 315 2136
7 Partloa 180 300 295 270 315 328 16EE.
& Part105 200 400 a10 435 401 392 2338,
5 Total Sale 2162 1.995: ms: 18457 ia2s 1880
| 10 Maximum Sold Part 6574 500 450 435 450 400
11 Mini Sold Part 1s0” 195" 180" 170 210" 200
12 |Good/f8ad as ves Yes Mo Yes Mo
13 =5
14
15
15
17
18
19
20 -
W ¥ » W] Sheetl - Sheet? | Sheets %3 0] 2T
Ready | ) LR R O o0 (<) X (+}

Function Arguments

In the above examples, you may have noticed that all the functions
used parentheses. The information inside the parentheses is the list of
arguments.

Functions vary in how they use arguments. Depending on what it has
to do, a function may use.
* No arguments — Examples — Now(), Date(), etc.

* One argument — UPPER(), LOWER(), etc.

* A fixed number of arguments-— IF(), MAX(), MIN(),
AVERGAGE(), etc.

* Infinite number of arguments

* Optional arguments
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Built In Functions

MS Excel has many built in functions, which we can use in our formula.
To see all the functions by category, choose Formulas Tab » Insert
Function. Then Insert function Dialog appears from which we can
choose the function.

2] bed ¥ = T v sample workbookads - Microsoft Exiced = W]
Mg trie Page Layoud Vot Dt Beview View Developer .S ﬂ s G B
fl' E awoum - f@logialc  fLc (GE 43Define Hame - P Tince Precedents B == 3
B mecentty Used + [A Vet - B ° ? fi =% Trace Dependents ¥+ -
tAien G Mame Watch | Caloulation

B Manager BEF Create from Sesection 7 Remove Aoy - (25 Ao e

Fungtian B Finanisl - r Cate & Time = I

tined Mome Eormits Auditing

~|

FEE)

R R T SR VT

Suncion [__ =3

o]

19 ctiondialogue  pnction categories

| =
I4l F M| Shast] Shaar? Shims 3 {4 L

B e | FCRi 1o (= ! *

Functions by Categories
Let us see some of the built in functions in MS Excel.
e Text Functions

o LOWER - Converts all characters in a supplied text
string to lower case

o UPPER - Converts all characters in a supplied text
string to upper case

o TRIM — Removes duplicate spaces, and spaces at the
start and end of a text string
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CONCATENATE - Joins together two or more text
strings.

LEFT — Returns a specified number of characters from
the start of a supplied text string.

MID - Returns a specified number of characters from
the middle of a supplied text string

RIGHT — Returns a specified number of characters
from the end of a supplied text string.

LEN — Returns the length of a supplied text string

FIND — Returns the position of a supplied character or
text string from within a supplied text string (case-
sensitive).

e Date&Time

O

o

DATE — Returns a date, from a user-supplied year,
month and day.

TIME — Returns a time, from a user-supplied hour,
minute and second.

DATEVALUE — Converts a text string showing a date,
to an integer that represents the date in Excel's date-
time code.

TIMEVALUE — Converts a text string showing a time,
to a decimal that represents the time in Excel.

NOW - Returns the current date & time.

o TODAY — Returns today's date.

» Statistical

o MAX — Returns the largest value from a list of supplied

numbers.
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o MIN - Returns the smallest value from a list of
supplied numbers.

o AVERAGE - Returns the Average of a list of supplied
numbers.

o COUNT - Returns the number of numerical values in a
supplied set of cells or values.

o COUNTIF — Returns the number of cells (of a supplied
range), that satisfies a given criteria.

o SUM - Returns the sum of a supplied list of numbers
* Logical

o AND - Tests a number of user-defined conditions and
returns TRUE if ALL of the conditions evaluate to
TRUE, or FALSE otherwise

o OR- Tests a number of user-defined conditions and
returns TRUE if ANY of the conditions evaluate to
TRUE, or FALSE otherwise.

o NOT - Returns a logical value that is the opposite of a
user supplied logical value or expression i.e. returns
FALSE if the supplied argument is TRUE and returns
TRUE if the supplied argument is FAL

e Math & Trig

o ABS — Returns the absolute value (i.e. the modulus) of
a supplied number.

o SIGN — Returns the sign (+1, -1 or 0) of a supplied
number.

o SQRT - Returns the positive square root of a given
number.

o MOD - Returns the remainder from a division
between two supplied numbers.
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PowerPoint

We will understand how to start PowerPoint 2010 application in simple
steps. To access PowerPoint 2010, you must have Microsoft Office 2010
installed in your PC. Only Office 2010 Home and Student, Home and
Business, Standard, Professional and Professional Plus packages have
PowerPoint included in them. Other packages may have a viewer, but
you cannot create presentations with them.

Step 1 — Click the Start button.

4 drlgheRRBaRLEY

Start Button

Step 2 — Click All Programs option from the menu.

All Programs

Step 3 — Search for Microsoft Office from the sub menu and click it.
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Microsoft Office

Step 4 — Search for Microsoft PowerPoint 2010 from the submenu
and click it.

Microsoft PowerPoint 2010
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This will launch the Microsoft PowerPoint 2010 application and you will
see the following presentation window.

Click to add title

ek 12 add noie

P | o) | Oan bt | gt it 1T B =

The following screenshot shows the various areas in a standard
PowerPoint file. It is important to familiarize yourself with these areas
as it makes learning and using PowerPoint easier.
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File Tab Title Bar Slide Area
- s Ribbon Help
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Clipboard = Slides Font Paragraph Biraaing

Click to add title

tic_k to add notes 2

e |'£nga'u:'|‘éanam | I e o |
|
Slide Tab Notes Section T T

Quick Access Toolbar Slide Views Zoom Options

File Tab

This tab opens the Backstage view which basically allows you to
manage the file and settings in PowerPoint. You can save
presentations, open existing ones and create new presentations based
on blank or predefined templates. The other file related operations can
also be executed from this view.
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Ribbon
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The ribbon contains three components —

» Tabs — They appear across the top of the Ribbon and contain
groups of related commands. Home, Insert, Page Layout are
examples of ribbon tabs.

* Groups — They organize related commands; each group name
appears below the group on the Ribbon. For example, a group
of commands related to fonts or a group of commands related
to alignment, etc.

¢ Commands - Commands appear within each group as
mentioned above.

Title Bar

This is the top section of the window. It shows the name of the file

followed by the name of the program which in this case is Microsoft
PowerPoint.

Slide Area

This is the area where the actual slide is created and edited. You can
add, edit and delete text, images, shapes and multimedia in this
section.

Help

The Help Icon can be used to get PowerPoint related help anytime you
need. Clicking on the "?" opens the PowerPoint Help window where
you have a list of common topics to browse from. You can also search
for specific topics from the search bar at the top.
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Search Bar Browse by Topics

f P Search ~

PowerPoint Help and [ow-to

Browse PowerPoint Help

What's new

® Activating PowerPoint

File management
Working with text

Working with tables

Working with SmartArt
graphics

Working with shapes

Organizing and formatting
slides

Using masters

" Working with animation

" Working with movies

Working with transitions

Installing
Getting help

Getting started with
PowerPoint

Spelling, grammar, and
thesaurus

Working with charts
Woaorkirg with pictures

Werking with WordArt

Using themes

Using templates
' Woerking with sounds

Working with hyperlinks
and action buttons

Reviewing and adding
cormments

| PowerPaint Help |
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Command & Description

S.No
Save
This allows you to save a new file or an existing file in standard format. If you
are working on a previously saved file this will save the new changes in the
same file format. If you are working on a new file, this command would be
similar to the Save As command.
Save As
Allows you to specify the file name and the file type before saving the file.
Open
Allows you to open new PowerPoint files.
Close
Allows you to close an existing file.
Info
Displays the information about the current file.
Recent
Lists series of recently viewed or edited PowerPoint files.

New

Allows you to create a new file using blank or pre-defined templates.
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10

11

12

Print

Allows you to select the printer settings and print the presentation.

Save & Send

Allows you to share your presentation with larger audience via emails, web,
cloud services, etc.

Help

Provides access to PowerPoint Help.

Options

Allows you to set various options related to PowerPoint program.

Exit

Closes the presentation and exits the program.

Zoom Options

The zoom control lets you zoom in for a closer look at your text. The
zoom control consists of a slider that you can slide left or right to zoom
in or out, you can click on the - and + buttons to increase or decrease
the zoom factor. The maximum zoom supported by PowerPoint is
400% and the 100% is indicated by the mark in the middle.

Slide Views

The group of four buttons located to the left of the Zoom control, near
the bottom of the screen, lets you switch between PowerPoint views.

* Normal Layout view — This displays page in normal view with

the slide on the right and a list of thumbnails to the left. This

136
Beginners in Computer Science Studies



view allows you to edit individual slides and also rearrange
them.

» Slide Sorter view — This displays all the slides as a matrix. This
view only allows you to rearrange the slides but not edit the
contents of each slide.

* Reading View — This view is like a slideshow with access to the
Windows task bar in case you need to switch windows.
However, like the slideshow you cannot edit anything in this
view.

Notes Section

This sections allows you to add notes for the presentation. These notes
will not be displayed on the screen during the presentation; these are
just quick reference for the presenter.

Quick Access Toolbar

The Quick Access Toolbar is located just under the ribbon. This toolbar
offers a convenient place to group the most commonly used
commands in PowerPoint. You can customize this toolbar to suit your
needs.

Slide Tab

This section is available only in the Normal view. It displays all the slides
in sequence. You can add, delete and reorder slides from this section.
Various commands under the first pane are described in the table
below —

* Second Pane — This is the subcommands pane. This will list all the
commands related to the main command you choose in the first
pane. For example, if you select Print in the first pane, you get to
choose the printer and adjust the print settings in the second pane.

* Third Pane— This is the preview or file information page.
Depending on the command and the subcommand you select, this
pane will either display the properties of the file or give you a
preview of the file.
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PowerPoint offers a host of tools that will aid you in creating a

presentation. These tools are organized logically into various
ribbons in PowerPoint. The table below describes the various
commands you can access from the different menus.

Menu Categories Ribbon Cogmmands
| =
Design  Transitions  Animstions ow  Review Vlewl =
i > = 15 5 44
B I U S abe 2Y =1
> Drawing | Editing
5 A = 2 <
Font
Click to add title
; Click to add notes .
Slide 1 of1 | “Office Theme™ | &5 | |[MBEss = 3% (=L (3 5

Menu
Category

Home

Insert

Design

Ribbon Commands

Clipboard functions, manipulating slides, fonts,
paragraph settings, drawing objects and editing
functions.

Insert tables, pictures, images, shapes, charts, special
texts, multimedia and symbols.

Slide setup, slide orientation, presentation themes and
background.
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Transitions Commands related to slide transitions.

Animations Commands related to animation within the individual
slides.

Slide Show Commands related to slideshow set up and previews.

Review Proofing content, language selection, comments and
comparing presentations.

View Commands related to presentation views, Master slides,
color settings and window arrangements.

* Besides these depending on the objects selected in the slide,
there are other menu tabs that get enabled.

¢ we will understand how to add new slides in an existing
presentation. Here are the steps that allow you to insert a new
slide in the deck —

¢ Step 1 - Right-click in the Navigation Pane under any existing
slide and click on the New Slide option.

Navigation FPane

. New Slide Oprion
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Step 2 — The new slide is inserted. You can now change the
layout of this slide to suit your design requirements.

New Slide Inserted

Click to add title

= Click te add text

Click to add notes

b [F] anid

| sige2orz | ‘Office Theme: | o3 Engisn (Canadal. | [Hiss 03 = a6% (= L S M=s |

Step 3 — To change the slide layout, right-click on the newly
inserted slide and go to the Layout option where you can
choose from the existing layout styles available to you.

Layout Menu Opticn

Slide Lavourt Stvles

qlick to add title

r Click to add fext

You can follow the same steps to insert a new slide in between
existing slides or at the end on the slide list.

When we insert a new slide, it inherits the layout of its previous
slide with one exception. If you are inserting a new slide after
the first slide (Titleslide), the subsequent slide will have
the Title and Content layout.

You will also notice that if you right-click in the first step
without selecting any slide the menu options you get are

different, although you can insert a new slide from this menu
too.
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There are times while building a slide deck, you may need to
delete some slides. This can be done easily from PowerPoint.
You can delete the slides from the Normal view as well as
the Slide Sorter view. In each view, you can delete the slides in
two ways.

Deleting from Normal View

Step 1 — Go to the Normal view.

Click to add title
~« Click to add text T =
[rio |
=
| ciick to add naotes - o - =
Stice 20rs | -Otfce Theme- | o35 Englisn (Canada) | [[[SleE i = ass L) TS = [

Normal View icon

Step 2 — Right-click on the slide to be deleted and select
the Delete Slide option.

= Title Slide2.ppte - Microsoft PowerPoint T [, [ |
T A Homie Trert Design Transitions Animations Silde Show Beview Vg = B
1 & i fJ 5 +=- i ] 24
& =] B r O 8 =k Z
) Mawe = —. d g Drawing| Editing
siide~ =7 A - As A A - -
Stides Forst Faragraph
= = =
a1/ - g ey
e Click to add title
2 il l» Click to add text 3 =|
i
T S Mew Shde A
- .| Duplicate Slide
Delete Shge.
B T Add Sedtion =
= —- Check for Updates " -3
B8 Layout . ™
Beset Slide =
_ 3 e e s _____I~l
siide2iofl M Fermat Backaround.., Mish [Canadal | |Eemm e sew =0 e
[— t I
Bl Hide Stide
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e Alternately, you «can select the slide and press
the Delete button on your key board.

¢ Deleting from Slide Sorter View

¢ Let us now understand how to deleted slides from the Slide
Sorter View.

¢ Step 1 — Go to the Slide Sorter view.

Slide Sorter View icon

e Step 2 - Right-click on the slide to be deleted and select
the Delete Slide option.

2 u@% -

il\aun Arrange itk
- Ryles -

*h 1
Ha
-

') Mew Stice

——--7

U5 Add Sedtion
Check for Lpdates

B Format Background..,

O migeside
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* Alternately, you can select the slide and press
the Delete button on your key board.

* Rearranging slides is important when it comes to organizing
the overall presentation flow. While it is vital that you get the
right content in every slide, it is equally important that you are
able to present them in a format that makes it easier for the
audience to understand the content too; most times this will
require rearranging the slides.

* You can rearrange slides from two views in PowerPoint -
Normal View and Slide Sorter View. Given below are the
steps to rearrange slides from different views.

* Normal View
e Step 1 - Select the slide to be moved.

e Step 2 - Left click on the slide and drag it to the position in the
sequence where you want to place it. PowerPoint will indicate
the insert position with a line in-between existing slides.

® Title Slide2.pptx - Microsoft PowerPoint [E=EE |
BT Homc | fset Design Transitions Animations  Stide Show Review  Wiew =@
:-_._1 .fa f e -I - i T = i ) 3
Paste new S B E Drawing Editing
- Shides 4T | - An A & - -
| Cipboara | Siides Fant
LEke i
! = e s =
| i =[x | -
1 -
Slide#2
2.~ | » Sample Text 2 ,
- - ” * Only text box content Samiple e I
¥ in a shape
-
2
3
g | e
|| _click to add note - =
Slide 2faf 5 | ~Office Thame® -,)'u’ Engtish Mgnadat |35 = 44k (-} ik {4 EE |
=
. Selected Slide Insert Position
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Step 3 — When you get to the right position release the left
click button to insert the slide. Alternately you can also cut the
selected slide and paste it back in the sequence as shown
below.

(=] Title StideZ ppix - M i L= S
BRI o | tsct | Oesion | Temsions  Aniwstions. | Slidcsmowe  Redew.  View oG
P s 2 =/ =l “© ERY
Drawing Editing
=
slide#2
)
|
e Text 2 = o |"|i
rext box content Vamp e Tont 1
in a shape
|
| |
1
Verd ArE |
=5 A | =
L Sheck far Usdates -
Layout S
Beset Slige - =
rermat Gockaroundus e o R e S Ho B
Efide Shide
Title Slide2.pptx - Microsoft PowerPoint T | [ |
tnsert Design Traniitions Animations Siide Shaw REview View = &
I = = s e
=0 | B 7 U & aka B =]
& Drawing; Editing
stide= " A= AR Al A e e
Clipheard e Slides Font Faragraph
el 13 5
N =1 -
1 s . .
= Click to add title
2 | ick to add text
. g . :
. o
e 0 - Paste Oplions: T
- R i = R
5 MNew Slide
T & Aad Section =
R :
B ,1 Clicktoaddootes B -
Slide 2014 | “Office Theme= | <35  English {Canada) | |[(Blez g o dam (=-—)— e

Slide Sorter View

Let us now understand how the Slide Sorter View works.

Step 1 — Select the slide to be moved.

Step 2 — Left click on the slide and drag it to the position in the
sequence where you want to place it. PowerPoint will indicate
the insert position with a line in-between existing slides.
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Insert Position Selected slide

Step 3 — When you get to the right position release the left
click button to insert the slide. Alternately you can also cut the

selected slide and paste it back in the sequence as shown
below.

Title Slide

= B
‘Mew Stide
Delete Stide
Add Section

Theck for Undates

Format Backgroumd...
Hide Ssiae
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Teansitions

8 abe OY
AT |

Poweromtsuprts ultlple views to allow users to gain the
maximum from the features available in the program. Each view
supports a different set of functions and is designed accordingly.

PowerPoint views can be accessed from two locations.

¢ Views can be accessed quickly from the bottom bar just to the
left of the zoom settings.

[ sude Sortes =3 stidia Master 3 muler 5y  [emccses =L =
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Zoom  falo
wEndow:

Title Slide

Click to add subtitie

DQuick Access to Presentation Views
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e Views can also be accessed from the Presentation
Views section in the View ribbon

Presentation Views View Ribbon

) P ationd = Mirosoft PowerP | @M N

Ha mset  Design  Tantions  Anmatiens  ShgeSew  Review | View o @
f|  swee soner 3 %5 Mnites 3 Rurer 0 = i W cotee 5= —
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| | WA reading iew | [} tiotes Master | 1 Guiges windcw | BIack and Wikt | vindew 58 indaivs
Zoom Col

Here is a short description of the various views and their features.

Normal View

This is the default view in PowerPoint and this is primarily used to
create and edit slides. You can create/ delete/ edit/ rearrange slides,
add/ remove/ modify content and manipulate sections from this view.

Title ShideZ.pptx - Microsoft PowerPoint I._":' L @—
Home Imsert Design Transitions Ammations Slide Showr Review Wiew L1 9
= - = = = = n ) 4
I3~ P B 7 I & a2 =
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- - g Shde~- ° L - Aa A A : . = =
Clipboard % Sldes Font
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F2) -+ Click to add text =
Bl .
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)
-
5 gl -
i
x
| cii =
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Slide Sorter View

This view is primarily used to sort slides and rearrange them. This view
is also ideal to add or remove sections as it presents the slides in a more
compact manner making it easier to rearrange them.

i

W| Tnsart .DesTgn Tﬁ:l’l;it:hnr nnlméttnlvs Slldasnnw Bewiew  View d-‘:'

= e = » 33 v = i=a| = A
B = | &Gk ) | [
4a- B8 B s U 8@ FEFH @ =A
Paste Hew e BT i » Drawing Editing
- F | oide-"TH | A (AN B EEEE B - p
. Paragraph

Slides -

Slide#2

* Sample Taas 2
Title Slide Sl Ml

Word At

Slide #3
= Lampare Tar 2

Slide Sorter View icon

148
Beginners in Computer Science Studies



Reading View

This view is new to PowerPoint 2010 and it was created mainly to
review the slideshow without losing access to rest of the Windows
applications. Typically, when you run the slideshow, the presentation
takes up the entire screen so other applications cannot be accessed
from the taskbar. In the reading view the taskbar is still available while
viewing the slideshow which is convenient. You cannot make any
modifications when on this view.
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SlidesShow

This is the traditional slideshow view available in all the earlier versions

of PowerPoint. This view is used to run the slideshow during
presentation.
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