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COURSE OUTLINE 
B,C101 COMPUTER APPLICATION 

Credit(s): 1 
Lecture: 0 hour, Practical: 30 hours 

SYNOPSIS 
COMPUTER APPLICATION provides knowledge and skills to students relating to various types of computer 
systems and its application especially pertaining to hardware and software. This course also exposes 
students to different packages of software applications for word processor, spreadsheet, project 
management, presentation and internet. The students will also have opportunity to manipulate and create a 
variety of techniques and styles to produce documents, spreadsheets, charts and presentations. This 
course emphasizes on the practical aspects of using computer applications. 

LEARNING OUTCOMES 

Upon completion of this course, students should be able to:-

No. 

1. 

2. 

3. 

Course Learning Outcome (CLO) 
Identify basic of computer system. 

Use internet to search appropriate data and 
produce simple website. 

Produce documents using word processor, 
spreadsheet, project management, presentation 
and multimedia software. 

Generic Student Attributes (GSA): 
GSA 1 Communications Skills 
GSA 2 Critical Thinking and Problem 

Solving Skills 
GSA 3 Teamwork Skills 
GSA 4 Moral and Professional Ethics 
GSA 5 Leadership Skills 
GSA 6 Information Management Skills and 

Continuous Learning 
GSA 7 Entrepreneurship Skills 

PLO GSA& LD 

PLO1 LD1 

PLO2 LD2 

PLO2 LD2 

Learning Domain (LD): 
LD 1 Knowledge 
LD 2 Technical Skills 
LD 3 Professionalism and Ethics 
LD 4 Social Skills and Responsibil ities 
LD 5 Communication Skills 
LD 6 Critical Thinking 
LD 7 Life Long Learning 
LD 8 Entrepreneurial Skills 
LD 9 Teamwork I Leadership Skills 
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No. 

DISTRIBUTION OF STUDENT LEARNING TIME 
ACCORDING TO COURSE LEARNING - TEACHING ACTIVITY 

Learning and Teaching Activity 

FACE TO FACE 

1.0 Delivery Method 

1.1 Lecture [ 0 hour(s) x 15 week(s) ] 

1.2 Practical [ 2 hour(s) x 15 week(s) ] 

1.3 Tutorial [ 0 hour(s) x 15 week(s) ] 

2.0 Coursework Assessment (CA) 

2.1 Lecture-hour-assessment 
- Test [ o l 
- Quiz [ 1 ] 

2.2 Practical-hour-assessment 
- Laboratory Exercise [ 5 l 

2.3 Tutorial-hour-assessment 
- Tutorial Exercise [ o l 

NON-FACE TO FACE 

3.0 Coursework Assessment (CA) 
- Project [ 1 ] 

4.0 Preparation and Review 

4.1 Lecture [ 0 hour(s) x 15 week(s) ] 
- Preparation before theory class eg: download lesson notes. [ ] 
- Review after theory class eg: additional references, discussion group, and discussion.[ ] 

4.2 Practical [ 0.3 hour(s) x 15 week(s) ] 
- Preparation before practical class/field work/survey eg: review notes, [ ✓ l 
- Post practical activity eg: lab report, additional references and discussion session [ ] 

4.3 Tutorial [ 0 hour(s) x 15 week(s) ] 
- Preparation for tutorial [ l 

4.4 Assessment [ 1 hour(s) x 1 = 1 l 
- Preparation for quiz 

Total 
Credit = SL T/40 

Remark : 
1. Suggested time for 

Quiz : 10 - 15 minutes 
Test (Theory) : 20 - 30 minutes 
Test (Practical) : 45 - 60 minutes 

2. 40 Notional hours is equivalent to 1 credit 
3. Laboratory Exercises are conducted during Practical Hours 

SLT 

0 

30 

1 

4 

0 

4 

0 

1 

40 
1 



TEACHING METHODOLOGY 
Lecture, Question & Answer, Demonstration, Laboratory, Tutorial, Self-dir 
Presentation, Assignment. 

WEEKLY SCHEDULE 

Week 1 

Week 2 & 3 

Week 4 & 5 

Week 6 & 7 

Week 8 

Week 9 & 10 

Week 11 - 13 

·Students Registration 

1.0 - COMPUTER SYSTEM 

2.0 - INTERNET 

3.0 - WORD PROCESSOR 

Mid-Semester Break 1 

4.0 - SPREADSHEET 

5.0 - PROJECT MANAGEMENT 

Week 14 -17 

Week 18 

Week 19 - 20 

6.0 - PRESENTATION AND BASICS OF MULTlr 

Revision Week 

Final Examination 

GRADING (CONTINUOUS ASSESSMENT) 

No. Assessment Number % total 
(minimum) 

- I 

1 Quiz 1 10 

2 Project 1 40 

3 Laboratory Exercise 5 50 

Overall Total 7 100 

PRACTICAL WORK SCHEDULE 

No. Lab Title Hours 

1 COMPUTER SYSTEM 4 

2 INTERNET 4 

3 WORD PROCESSOR 4 

II C:Pl=An.<::HFFT 4 

' 
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:Editor 

~~~~~I 

iii 



DISTRIBUTION OF STUDENT LEAR 
ACCORDING TO COURSE LEARNING - TE1 

No. Learning and Teaching Activi 

FACE TO FACE I 
1.0 Delivery Method I 

1.1 Lecture [ 0 hour(s) x 15 week(s) ] 

1.2 Practical [ 2 hour(s) x 15 week(s) ] 

1.3 Tutorial [ 0 hour(s) x 15 week(s) ] 

2.0 Coursework Assessment (CA) 

2.1 Lecture-hour-assessment 
- Test [ o l 
- Quiz [ 1 l 

2.2 Practical-hour-assessment 
- Laboratory Exercise [ 5] 

2.3 Tutorial-hour-assessment 
- Tutorial Exercise [ 0] 

NON-FACE TO FACE 

3.0 Coursework Assessment (CA) 
- Project [ 1 ] 

4.0 Preparation and Review 

4.1 Lecture [ 0 hour(s) x 15 week(s) ] 
- Preparation before theory class eg: download lesson nc 
- Review after theory class eg: additional references, disc 

4.2 Practical [ 0.3 hour(s) x 15 week(s) ] 
- Preparation before practical class/field work/survey eg: 
- Post practical activity eg: Jab report, additional refereno 

4.3 Tutorial [ 0 hour(s) x 15 week(s) ] 
- Preparation for tutorial 

4.4 Assessment [ 1 hour(s)x1 = 1 l 
- Preparation for quiz 

I 

Remark: 
1. Suggested time for 

Quiz : 10 - 15 minutes 
Test (Theory) : 20 - 30 minutes 
Test (Practical) : 45 - 60 minutes 

2. 40 Notional hours is equivalent to 1 credit 

I 3. Laboratory Exercises are conducted during Practical Hours 



TEACHING METHODOLOGY 
Lecture, Question & Answer, Demonstration, Laboratory, Tutorial , Self-directed learning, 
Presentation, Assignment. 

WEEKLY SCHEDULE 

Week 1 

Week 2 & 3 

Week4 & 5 

Week 6 & 7 

Week8 

Week 9 & 10 

Week 11 - 13 

Week 14 -17 

Week 18 

Week 19 - 20 

Students Registration 

1 .0 - COMPUTER SYSTEM 

2.0 - INTERNET 

3.0 - WORD PROCESSOR 

Mid-Semester Break 1 

4.0 - SPREADSHEET 

5.0 - PROJECT MANAGEMENT 

6.0- PRESENTATION AND BASICS OF MULTIMEDIA 

Revision Week 

Final Examination 

GRADING (CONTINUOUS ASSESSMENT) 

No. Assessment Number % total 
(minimum) -

1 Quiz 1 10 

2 Project 1 40 

Week 

W3 

W4 

3 Laboratory Exercise 5 50 W5, W7, W10, W13, W17 

Overall Total 7 100 

PRACTICAL WORK SCHEDULE 

No. Lab Title Hours Week 

1 COMPUTER SYSTEM 4 W2-W3 

2 INTERNET 4 W4-W5 

3 WORD PROCESSOR 4 W6-W7 

4 SPEADSHEET 4 W9-W10 

5 PROJECT MANAGEMENT 6 W11-W13 

6 PRESENTATION AND BASICS OF 8 
W14-W17 

MULTIMEDIA 

Overall Total 30 
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Assalamualaikum and Peace be Upon You, 

In the name of Allah, the Almighty who give us the truth, the knowledge, the enlightment and wi th 

regards to Prophet Muhammad S.A.W. May Allah give us the ability to continue our good deeds in 

th is field. 

Alhamdulillah, finally the module Computer Engineering for polytechnics 3rd edition published 

successfully. Referring to the 2nd edition module, this module is developed based on the latest 

Computer Application, Polytechnic Course Syllabus and is written by the lecturers from the 

Mathematics, Science and Computer Department, Polytechnic Port Dickson. The contents of this 

module covered all the Computer Application course syllabus of Polytechnic Port Dickson. 

This module is developed to fulfil the latest requirement of polytechnic program for the first 

semester. This module also supported by lab works and notes to ease the students learning ability . 

This module is produced to guide the students under Computer Application syllabus. 

We would like to thank all the lectures that involved for their efforts given to ensure the successful 

in publishing of this 3rd Edition Computer Application Module. 

Chapter 1 - Computer System 

Chapter 2 - Internet 

Chapter 3 - Word Processing 

Chapter 4 - Spreadsheet 

Chapter 5 - Project Management 

Chapter 6 - Presentation and 

Basics of Multimedia 

Norhazaliana Binti Affendi 

Siti Nuradibah Binti Edros 

Azeliana Binti Embong Lee Kim Thor 

Lee Kim Thor 

Azeliana Binti Em bong 

Nor Fiza Binti Abd Hamid, Norhazaliana Binti 

Affendi, Lee Kim Thor, Noorhafiz Bin Kanafi 

We hope this module can be easier for the learning process of Computer Application Course. 

Lastly, we also hope any comments from students or other readers to make sure this module can 

be improved for the further ed ition. Thank you so much. 

iii 

..'Aze{iana 13inti 'Enwone 

'Edttor 
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COMPUTER APPLICATION 2012 

1.0 INTRODUCTION 

Nowadays, computers become as important tool in our lives. For example, you as student 

need to type your assignment using computer and to print it, the printer need to connect to 

the computer. Besides that, when you withdraw money through ATM, the task perform 

using computer. Therefore some daily activities become easier and faster when using 

computer. 

WHAT IS COMPUTER? 

Computer is electronic devices that can follow 

instructions based on user data. Data (input} will 

be process according specified rules and turn out 

as information (output} . 

DATA PROCESSING COMPONENTS 

Input - data key in 

by user 

~ 

Output- processing data 

(information) requested by 

user. 

~ 
Process- Computer action to 

turn from data to 

information 

CHAPTER 1 - COMPUTER SYSTEM 
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1.1 COMPUTER EVOLUTION 

FIRST GENERATION (1937-1956) - MAINFRAME - VACUUM TUBE 

,,.., .. ~. 
i-",,,,.~-~ .. ~~ 

• • .. _,, 'U.U1;;,(-eu,~• ;c' 
•. -J,1_ ., 

.be, 

Vacu um tube Whirlw ind core memory use in UNIVAC Magnetic drum memory of t he Atanasoff­

Berry Computer 

1937 - John V. Atanasoff designed the first digita l electronic computer 

1939 - Atanasoff and Clifford Berry demonstrate the ABC prototype 

1941 - Konrad Zuse in Germany developed in secret the Z3 

1943 - Brita in, the Colossus - decode German messages 

1944 - Howard Aiken - mechanica l computer for the Navy 

1945 - JW. Mauchly and J. P Eckert bui lt ENIAC {US Army) 

1946 - Eckert-Mauch ly bui lt EN IAC-type computer with magnetic tape 

input/output {UNIVAC). 

1948 - Howard Aiken - electronic computer w ith 5000 tubes 
UNIVAC 1946, Smithsonia n NMAH 

1950 - Will iam C. Norris to develop the Atlas, used 2700 vacuum tubes {based on 
secret code brea king.navy) 

1951 - S. A. Lebedev 

developed the 

MESM computer in 

Russia 

1951 - Remington 

Rand tested UNIVAC 

1952-Dr. H.Grace 

introduce AG 

compiler {software 

to converts high 

level language into 

computer 

instruction for 

execution) 

1951-53 

IBM adds computers 

to its business 

equ ipment. 

IBM 650 

1954 - The SAGE aircraft-warning 

system was the largest vacuum tube 

computer system ever bu ilt . 

SAGE {Semi-Automatic Ground Environment) 

CHAPTER 1-COMPUTER SYSTEM 
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SECOND GENERATION (1957-1963) - MINICOMPUTER - TRANSISTOR 

1959 - General Electric Corporation 

delivered its Electronic Recording 

Machine Accounting (ERMA) computing 

system to the Bank of America in 

California 

1963 - Introduction of the first computer 

industry Standard character set - ASCII 

(American Standard code for information 

Interchange) that enables computers to 

exchange information. 

1958- IBM introduce the 

model 604 computer using 

transistors, that became the 

basis of the model 608. 

(first solid-state computer for 

the commercial market) . 

Electronic Recording Machine Accounting (ERMA) 

1957- Instruction can be 

stored in computer 

memory and high-level 

languages FORTRAN 

(Formula Translator) was 

introduced. 

1959 - Introduction of 

the removable disk 

pack, providing users 

with fast access to 

stored data 

Philco and Emerson transistor radios, 

from Smithsonian NMAH 

1960 - First introduction of 

Business Application programming 

languages - COBOL (Common 

Business-Oriented Language) 

Mai co hearing aid before and 

after transistors. 

Regency 

transistor radio 

from Smithsonian 

NMAH 

CHAPTER 1-COMPUTER SYSTEM 
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THIRD GENERATION (1964-1970) - MICROCOMPUTER- INTEGRATED CIRCUIT 

1964 - Jack Kilby 

of Texas 

Instruments 

patented the 

first integrated 

circuit in Feb. 
Integrated Circuit (I C) 

1965- Introduction of the 

BASIC programming language 
1969 - Development bega n on 

ARPAnet, beginning of internet. 

-First generation routers was 

introduced named Interface 

Message Processor (IMP). 

1965 - Commercial minicomputer (PDP-8) 

was introduced by Digital Equipment 

Corporation (DEC). 

1964 - IBM produced SABRE, the first airline 

reservation tracking system for American 

Airlines; 

- IBM an nounced the System/360 all-

IBM System/360 

Minicomputer PDP-8 

(DEC) 

CHAPTER 1- COMPUTER SYSTEM 
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COMPUTER APPLICATION 2012 

FOURTH GENERATION (1971-1990) - SUPERCOMPUTER - LARGE SCALE INTEGRATION AND 

MICROPROCESSOR 

1971-1 ntroduction of 

computers built with 

chips that used LSI 

(Large-scale Integration) 

- Ted Hoff at Intel 

develop Intel 4004 

microprocessor 

1972 - Intel made 

the 8-bit 8008 and 

8080 

microprocessors 

1973 - IBM developed the 

first true sealed hard disk 

drive-Winchester 

1975 -the MITS,lnc sold 

Altair personal computer 

is sold in kit fo rm. 

1980 - IBM signed a contract 

with the Microsoft Co. of Bill 

Gates and Paul Allen and Steve 

Ballmer to supply an operating 

system for IBM's new PC model. 

IBM PC 

1976 - Jobs and Wozniak developed 

the Apple personal computer; 

-Alan Shuga rt introduced the 5.25-

inch floppy disk 

Apple Computer I 

1974-At Xerox PARC - First Local 

Area Network (LAN) Ethernet was 

developed 

drives. 

CHAPTER 1- COMPUTER SYSTEM 



IBM PC 

1981- Introduction of the IBM PC, 

which conta ins an Intel 

Microprocessor chip and 

Microsoft's MS- DOS operating 

system. 

1981- first commercial portable 

computer, the Osborne weighed 

24 lbs. and cost less than 

$2,000.(software library) 

Osborne 1 Portable Computer 

COMPUTER APPLICATION 2012 

1990 - Microsoft release Windows 3.0, with an 

enhanced gra phical user interface and the ab ility 

to run multiple applications 

1985 - Microsoft introduces 

their Windows graphica l user 

interface 

1984 -Apple Computer 

introduced the Macintosh 

personal computer. 

Apple Computer 

Windows3.0 

1989- Introduction of Intel 486-

First 1,000,000 transistor 

microprocessor 

Intel 486 Microprocessor 

CHAPTER 1-COMPUTER SYSTEM 
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FIFTH GENERATION (1991 AND BEYOND) WORLD WIDE WEB (WWW) 

1991 - Tim Berners-Lee was 

developed World-Wide 

Web (WWW) and released 

by CERN . 

1995 - Microsoft release Windows 95 - major 

upgrade to its Windows Operating system. 

1993 - The first Web browser called 

Mosaic was created by student Marc 

Andreesen and programmer Eric Bina at 

NCSA. 

1992 - Microsoft introduces Windows 3.1. 

- IBM PCD introduces ThinkPad, the 

industry's first notebook w ith a 10.4 inch 

co lor TFT display and TrackPoint. 

1993 - Introduction of 

computer systems built with 

Intel's Pentium 

microprocessor. 
1995 - Intel begins shipping the 

Pentium Pro microprocessor 

infel~ 
PENTIUM•PRO 

CHAPTER 1- COMPUTER SYSTEM 
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1996- More than 

50 million PCs sold 

and more than 250 

million PCs in use 

worldwide 

1997 -The number of 

Internet and World Wide Web 

users estimated at 50 mil lion. 

1997- Microsoft re leases office 97 

with major web enhancements 

integrated into its appl ication. 

--~·;;~· 
~ 

1998- Microsoft releases 

office 98 integrated with 

Internet Explorer 4.0-

antitrust legislation 

intensifies 

1999 - Microsoft release Office 2000 

featu ring extensive web integration and 

document col laboration - soon followed by 

Windows 2000 

WmdowsAOJ 
Prate as\loral ----......~ ... ---

2000 - Microsoft ships Windows ME and 

Windows 2000. 

2001 - Microsoft ships Windows XP and 

Windows Office XP. 

2002 - Microsoft launches its .NET strategy, 

featuring ease of development of Web-based 

services and software applications. 

2003 - Microsoft Sh ips Office 2003 

2005 - Microsoft introduces Visual Studio 

2005 

CHAPTER 1- COMPUTER SYSTEM 
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1.2 PARTS OF COMPUTER 

Five main components of computer systems are: 

i. Central Processing Unit (CPU) 

ii. Memory unit 

iii. Input unit 

iv. Output unit 

v. Storage unit 

CENTRAL PROCESSING UNIT (CPU) 

In computer system, Central Processing Unit (CPU) or processor is contained on single chip 

called microprocessor. It will plug in on system board and function as brain of computer. 

Three main popular companies who produce processor are AMD, INTEL and CYRIX. It has 

two basic components: 

i. Control unit - tell the computer system how to execute program. 

ii . Arithmetic-logic unit - perform arithmetic and logic operations. 

AMO Processor 

CPU 

CHAPTER 1-COMPUTER SYSTEM 
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MEMORY UNIT 

Memory is a holding area for data, instructions and information. Memory also contained on 

chips connected to the system board. Three types of memory chips are: 

i. Random Access Memory (RAM) - RAM is called temporary or volatile storage 

because everything in most types of RAM is lost as soon as the computer is turned 

off. It is also lost if there is a power failure or other disruptions. RAM can be referred 

as primary storage devices. 

Cache memory or RAM cache is a high-speed holding area for frequently used 

data and information. 

Virtual memory uses the hard disk to run large programs on systems with 

limited memory. 

Flash RAM or Flash memory is a special type of RAM that does not lose its 

contents when power is distrusted. 

ii. Read Only Memory (ROM) - ROM chip have programs built into them at the factory. 

ROM chips are not volatile and cannot be changed by the user. "Read only" means 

that the CPU can read or retrieve data and programs written on the ROM chip. ROM 

chips contain special instructions for detailed computer operations. For example, 

ROM instructions are needed to start a computer, give keyboard keys their special 

control capabilities and put characters on the screen. ROMs also called firmware. 

iii. CMOS - Complementary metal - oxide semiconductor - CMOS provide flexibility 

and expandability to computer system. It contains essential information that is 

required every time the computer system is turned on. The chips supply such 

information as the current date and time, amount of RAM, type of keyboard, mouse, 

monitor and disk drives. 

CHAPTER 1-COMPUTER SYSTEM 
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Differentiation between RAM and ROM: 

RAM 

- Volatile Memory 

- The contents will loss due to power 

switched off. 

- Can be Write and Read 

(content is editable) 

- Contents always change due to user. 

RAM 

ROM 

- Non Volatile Memory 

- The contents is permanently store and 

will not effect of power status. 

- Only can be Read 

(contents can't be edit) 

- Contents are always fixed. 

ROM 

CHAPTER 1-COMPUTER SYSTEM 
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INPUT UNIT 

Input is any data or instructions that are used by a computer. Input devices are hardware 

used to translate words, sounds, images and actions that people understand into a form that 

the system unit can process. For example, when using word processor application, user 

typically use keyboard to enter text and mouse to enter commands. 

Name of 

Device Classifications Characteristics 

a. Keyboards There are 5 common - Use to translate numbers, letters and 

types of keyboards special characters. 

design: - Some common keyboard 

i. Traditional features are: 

ii. Flexible i. Escape key- cancel a 

iii. Ergonomic selection. 

iv. Wireless ii. Function keys - shortcut to 

V. PDA specific tasks. 

iii. Numeric keypad - Enters 

numbers and arithmetic symbols 

and controls cursor or insertion 

point. 

iv. Windows key - Displays the 

Start menu 

V. Spacebar - enter blank spaces 

between characters 

vi. Navigation keys - control the 

cursor or insertion point on the 

screen. 

b. Mouse There are 3 basic - A mouse controls a pointer on the 

design of mouse: monitor. Mouse pointer usually 

i. Mechanical appears in the shape of an arrow but 

ii. Optical depends on application using by user. 

iii. Wireless 

CHAPTER 1-COMPUTER SYSTEM 
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C. Joyst ick - Most popular input device for 

computer games. 

- User control game actions by varying 

the pressure, speed and direction of 

the joystick. 

- Additional button and triggers are 

used to specify commands or initiate 

specific actions. 

d. Touch screen - A monitor with clear plastic outer 

layer. Behind the layer are 

crisscrossed invisible beams of 

infrared light. 

- This arrangement enables user to 

select action or commands by 

touching screen with a finger. 

- This input device is easy to use when 

user need to key in information 

quickly. 

- Usually used at restaurants, 

Automatic Teller Machines (ATMs) 

and information centers. 

e. Light pen - A light - sensitive pen like device. 

- This light pen is placed against the 

monitor. 

- This closes a photoelectric circuit and 

identifies the spot for entering or 

modifying data. 

- Usually used to edit digital images. 

CHAPTER !-COMPUTER SYSTEM 
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f. Optical There are 2 basic types - A device that use to copy or 

Scanner of scanner: reproduce text or images. 

i. Flatbed - like a copy - It accepts documents consisting of 

machine. texts and images and converts them 

ii. Portable - handheld to machine readable form. 

device that slide - Scanned documents are saved in files 

across the image. for further action. 

g. Digital - This camera use to capture still 

Camera images. 

- It has same function with traditional 

camera except that images are 

recorded digitally on a disk or camera 

memories rather than on film. 

- Then the images will transfer to 

computer for further process. 

h. Digital video WebCams (web - This camera used to record motion 

camera cameras) digitally on a disk or in the camera 

memory's. 

- Most of them also can capture still 

images. 

- WebCams (web cameras) are 

specialized digital video cameras that 

capture images and send them to a 

computer for broadcast over the 

internet. 

i. Microphone - This device need to record voice. 

- Voice Recognition System use 

microphone, sound cards and special 

software. 

- This system accepts voice commands 

to control computer operations and 

to create documents. 
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_-----I INPUT DEVICE~~ 

Keyboard 

Cordless mouse 

Touch screen 

Webcam 

I

:.,·. 

-· . 

PS/2 port Mouse 

Flexible keyboard 

Optical scanner 

(hand held) 

Optical scanner (flatbed) 

Microphone Joystick 
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OUTPUT UNIT 

Output is a processed dat,;i or information. There are variety forms of outputs such as text, 

graphics, photos, audio or video. For example, when user input still image and sound in 

multimedia software the output can become a video. Output devices are any hardware used 

to provide or to create output from computer. They translate information that has been 

processed by the system unit into a form that humans can understand. Some of output 

devices that widely used are monitor, audio output devices, and printer. 

Name of 

Device Classifications Characteristics 

a. Monitor Types of monitors - Also known as display screen which 

are: can present visual images of text 

i. Cathode-Ray and graphics. 

Tube (CRT) - Output from monitor also referred 

ii. Flat Panel / Liquid as soft copy. 

Crystal Display - It variety in size, shape and cost and 

(LCD) distinguish base on some features. 

- Some features that use to measure 

monitor are : 

i. Clarity - quality and sharpness of 

the display images. 

ii. Resolution - is expressed as a 

matrix of these dots or pixels. 

Images are formed on a monitor 

by a series of dots or pixels. The 

higher resolution, the greater 

clarity of image produced. 

iii. Refresh rate - indicates how often 

a displayed image is updated or 

redrawn on the monitor. 
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b. Printer Types of printer - It uses to print output in hard copy. 

are : - It translates information that has 

i. Ink- jet been processed by the system unit 

ii. Laser and presents the information on 

iii. Thermal paper. 

iv. Dot-matrix - Some feature to distinguish printers 

v. Plotters are: 

vi. Photo printer i. Resolution - measure clarity of 

images produced in dpi (dot per 

inch). 

The higher dpi, better quality 

images. 

ii. Color capability- provide by most 

printers but it is expensive, most 

user preferred use black in for 

document and colors for images 

and graphics. 

iii. Speed - is measured in the 

number of pages printed per 

minutes. 

C. Audio output - Speakers - It uses to translate audio 

devices - headphones information from the computer into 

sounds that people can understand. 

- Those devices are connected to a 

sound card in the system unit. 

- Function of output devices are : 

i. to play music. 

ii. vocalize translation between two 

languages . 

iii. communicate information from 

computer system to user and vice 

versa. 
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OUTPUT DEVICE~_________;:,,,, 

LCD Monitor CRT monitor 

Laser printer Dot Metric printer 

Inkjet printer 

Speaker 
Headphone/ 
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STORAGE UNIT 

In this section storage unit refer to secondary storage devices since RAM is primary storage 

and lost its contents due to the power disruptions. Therefore, secondary storage devices are 

used to save, back up or transport files consisting of data or programs from one location to 

another. Secondary storage devices can retain data and information after the computer 

system is turned off. Writing is the process of saving information to secondary storage 

devices. Reading is the process of accessing information from secondary storage devices. 

Some important characteristics of secondary storage include: 

Medium is the actual physical material that holds the data and programs 

Capacity measures how much a particular storage medium can hold. 

Storage devices are hardware that reads data and programs from storage media. 

Access speed measure the amount of time required by the storage device to retrieve 

data and programs. 

Secondary storage devices can be divided into two types. There are: 

i. Internal storage unit - Internal hard disks are located within system unit and typically 

identified as C drive. Two advantages internal hard disk over floppy disks are capacity 

and speed. Most applications are designed to be stored on a computer system's 

internal hard disk. 

ii. External storage unit - External storage devices are any device are located outside 

CPU. Example of external storage devices are floppy disc @ diskette, Compact Disc, 

DVD, Pen Drive (USB drive) and external hard disk. 
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~-----t STORAGE DEVICE-i-----~ 

Internal hard disk 

CD ROM 

Pen drive (USB drive) 

MP3 player/ use drive 

CHAPTER 1-COMPUTER SYSTEM 



COMPUTER APPLICATION 2012 

1.3 STANDALONE AND NETWORK COMPUTER 

STANDALONE COMPUTER 

A computer used on its own without requiring a connection to a local Area Network (LAN) . 

Sometimes it may connect to a network, but it can be standalone PC as long as it used for 

general purpose. This computer will use standalone operating system also known as desktop 

operating system. This OS will be installed in computer's hard disk. 

NETWORKED COMPUTER 

Networks refer to the cables and electronic components that amplify the signals going 

through the cables. Standalone PCs were hooked up to the local network for file sharing and 

mainframe access. Nowadays, computers are commonly networked at home for family 

members to share internet connection, printer, scanner and other peripherals. When the 

computer is running local applications without internet access, the computer is technically a 

standalone PC. Network operating Systems (NOS) are used to control and coordinate 

computers that are networked or linked together. Some of network is small and connected 

to only limited number of PC. Other networks like university or organization have large and 

complex of network. Network operating System are typically located on one of the 

connected computer's hard disk or called networked server. This computer coordinates all 

communication between the other computers. Some examples of network operating servers 

are Novell NetWare, Windows NT Server, Windows XP Server, UNIX, VSE/ESA and z/OS. 
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1.4 COMPUTER SOFTWARE 

Computer software is known as computer program. Computer programs are the instructions 

that tell computer how to process data into the form of user want and used between 

computer and user. Three major types of software are:-

i. System Software - for computer purpose. 

ii. Application Software-for user purpose. 

iii. Utilities Software - to ensure that hardware, application software and network 

software run smoothly. 

SYSTEM SOFTWARE 

System software is "background software that helps computer manages its own internal 

resources. It enables the application software to interact with the computer hardware. 

Operating systems are programs that coordinate computer resources, provide an interface 

between user and computer, and run applications. Windows XP and the Mac OS are two of 

the best known operating system. 

TYPES OF OPERATING SYSTEMS (OS} 

Operating System Characteristic 

a) Microsoft Windows - Microsoft Windows is popular as microcomputer 

operating System. 

- Microcomputer also known as personal computer 
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(PC) , desktop (laptop) and handheld devices (palm 

top) . 

- It's come with variety versions and is designed with 

Intel and Intel - compatible microprocessor. 

- Its currently supports NTFS and FAT file systems, 

along with network file systems shared from other 

computer. 

- Latest version is Windows Vista which is upgrading 

some features from Windows XP. 

b) MAC OS - Macintosh was introduced their first operating 

(Macintosh Operating system and microcomputer in 1984. 

system) - Its designed to run with Apple computer. 

- Its popular with professional graphic designers and 

desktop publishing. 

c) UNIX - UNIX operating system is stable system and 

designed to run on minicomputers in network 

environment. 

- It is a multi-user operating system which allow user 

to share the computer system with other users 

while running several processing activities 

simultaneously. 

- Now, it is used in powerful microcomputers and by 

servers on the Web. 

d) LINUX - LINUX operating system able to do multitask and 

multithread. 

- Its free and able to run on many types of computer 

hardware such as Intel x36, PC, Amiga, Motorola 

and strong ARM chips. 

- LINUX distribution support some of ext2, ext3, 

ext4, Reiser, FS, J FS others. The extension files 

system based on the original LINUX file system. 

e) DOS - DOS previously common used by microcomputer 

(Disc Operating users. 

System) - Example are MS-DOS and PC-DOS 
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OPERA TING SYSTEM'S SHELL 

Operating system's shell is the outermost layer in Operating System Design hierarchy. It 

provides interface to the operating system for the user. It is referred to as the shell because 

it separates the user from operating system details and presents the operating system 

simply as a collection of services. The shell accepts user commands or job control 

statements, interprets these, and creates and controls processes as needed. For example, 

the interface at this level could be implemented in a graphical manner, providing the user 

with commands through a list presented as a menu and displaying results using graphical 

output to a specific device such as a screen. 

APPLICATION SOFTWARE 

Application software can be described as end user software. These programs can be 

categorized as either general-purpose or special purpose application. General purpose 

applications or basic applications are widely used in nearly all users. They are some of 

programs that need user to know how to use the application. Example of basic application is 

a browser to navigate, explore and find information on the Internet. 

Special-purpose applications or specialized applications include thousands of the programs 

that are more narrowly focused on specific task and requirement. Some of the best known 

are to produce a video presentation using images and sound, user must use software like 

Windows Movie Maker or other software which can produce the video. 
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Type Description and Example 

a) Word Processing - Used for word processing such as write memo, 

letter, report or any document and easy for user to 

arrange and edit text . 

- Example : Microsoft Word, Word Perfect and 

WordStar. 

b) Spreadsheet - Used for tasks that involves numbers and 

calculation such as accounting, grading student, 

and prepare graph or chats. 

- Example : Microsoft Excel, Lotus 123 

c) Graphic and Visual - Used to combine several media elements into a 

presentation make Presentation and graphic 

- Example :- Microsoft Power Point, Paint, 

Adobe Photoshop 

d) Project management - Used to manage task, resources and labour for 

certain project. 

- Example: Microsoft Project. 

e) Web browser - Used to access web page or internet 

- Example : Internet Explorer, Mozilla, Safari. 

f) Database Management - Used to manage and store data 

- Example : Microsoft Access, Dbase 
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UTILITIES SOFTWARE 

Utilities also known as service programs perform specific tasks related to managing 

computer resources. Examples of utilities software are anti-virus, internet security and 

diagnostics system software. There are two major categories of utilities: 

OPERATING SYSTEM UTILITY PROGRAMS 

Program Function 

To detect scattered computer files 

a) Disk Defragmenters fragment and move them to adjacent 

location to increase efficiency. 

To scan the disk drive and to ensure that 

b) Disk Checkers the disk drive is free from corrupted files 

and files that were not saved correctly. 

To make a copy of all information stored 

c) Backup on a disk, and restore all the files later in 

an event of accidental deletion. 

To transparently compress/uncompress 
d) Disk compression 

the contents of a disk. 

To perform various common managing 

e) File Managers tasks such as deleting, renaming, 

cataloguing, moving and copying. 
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STAND-ALONE UTILITY PROGRAMS 

Program Function 

To detect virus and protect computer from 
a) Antivirus 

malicious software 

To detect and delete software, adware and 
b) Spyware Removers 

other harmful programs. 

To convert the contents of a file from one 
c) File Conversion 

format to another. 

Specialized program designed to allow 

particular input or output devices to 
d) Device driver 

communicate with the rest of the 

computer system. 

To shrink the size of a file to take up less 
e) File Compression 

storage space. 

To write various types of objects such as 

f) CD/DVD Burning text, graphic, audio and others on a 

rewritable CD/DVD. 

1.5 COMPUTER NETWORK 

Computer network is a communication system that connects two or more computers so that 

they can exchange information and share resources. Network can be set up in different 

arrangements to suit user requirement. Networks can be distinguishing base on geographical 

size. There are: 
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i. Local Area Networks (LAN) 

ii. Metropolitan Area Networks (MAN) 

iii. Wide Area Networks (WAN) 

LOCAL AREA NETWORK - (LAN) 

Networks with nodes that are in close physical proximity or within same building. 

Distance is less than a mile and are owned and operated by individual organization. 

LAN usually uses at home, office colleges, universities. 

This arrangement provides some benefit such as: 

i. Economy - User can share costly equipment. Example four computer users can 

share the laser printer and file server. 

ii. Flexibility - any equipment can be added to the LAN 

Disadvantages of LAN arrangement are: 

i. Virus spread easily. 

ii. If the file server have problem, all user will affected. 

iii. Network are difficult to set up and need maintained by skilled technician. 

CHAPTER 1 - COMPUTER SYSTEM 



-

COMPUTER APPLICATION 

METROPOLITAN AREA NETWORK - (MAN) 

METROPOLITA 
N AREA 

NETWORK 

2012 

A network that connects two or more local area networks together but does not 

extend beyond the boundaries of the immediate town/city. 

MAN span distances up to 100 miles and frequent used as links between offices 

building in a city. 

Routers, switches and hubs are connected to create a metropolitan area network. 
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WIDE AREA NETWORK - (WAN) 

Hong Kong 

WAN are countrywide and worldwide networks. 

These networks provide access to MAN providers and typically span distance greater 

than 100 miles. 

They use microwave relays and satellites to reach users over long distances. 

Example: From Los Angeles to Paris is connected by widest WAN. 

1.6 COMPUTER PROCEDURE 

V 

START AND EXIT WINDOWS 

How to start up computer: 

i. Turn on your computer 

ii. Push power button start at in front of your computer CPU . 

iii . The computer takes a few minutes to start up. (Example desktop showing the computer 

is ready to use). 
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How to shut down computer: 

i. Click at start button 
,,,,,_,_,...,._ ... ,;.--..-, .. _ ... 

.1 : start 

ii. The start menu will appear and click at this icon 

iii. When dialog box appears, select shut down and click ok. 
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How to start program/ application: 

i. Click at Start button, start menu will appear 

Norhazaliana Affendi 

:"'l lnternd 
ln!emet Explore, 

E-mail 
Mioosoft Of/lee Outlooi< 

Wndows Media Player 

MSN 

Palnt 

Wildows MessenQOr 

TOU' Witidows XP 

Fies aod Setti1gs Tr,ns/er 
Wizard 

AI PrOQr"""' 

__) My Doc...,.,nts 

My Recent Documents ., 

;J My Pictures 

MyComput., 

Set Prcor,m Access aod 
Def.us 

.._, Pri'lters «id F4Xes 

ft) Het, and S..WO,t 

i}Search 

0Ru, ... 

~ Log Off @:I 51>.t Down 

, ; Start C W<Jdows Media Player l:i CHAPTER 1 [C 

2012 

ii. Place the cursor at All programs, Microsoft Office and Microsoft Word 2007 and click. 
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DESKTOP AND ITS ENVIRONMENT 

Desktop is user working area. A desktop refers to the main background screen and the 

background can be changed according to a user's taste and preference by changing the 

photo, background colour, icon size and other setting. User will see desktop on the first after 

starting the computer. If the computer shows desktop it means the computer is ready to 

use. 

An icon is a small pictogram images that represent a computer program, file, folder, 

hardware and others. User need to double click the left mouse button at the icon for 

activating a program, file or folder. 

Windows XP Desktop 
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- By default, taskbar is located on the bottom edge 

of the desktop. 

- User can click and it to other place on the 
a) Taskbar 

desktop. 

- For quick access user can drag any button on 

desktop to put on taskbar. 

- This icon will show user storage or drives such as 
b) My computer 

hard disk, CD ROM and pendrives. 

- User will click this icon, if they save their 

document in the hard disk of computer. 
c) My documents 

- In this folder is common place to save file if user 

not choose location to save their files. 

- This icon is quick access to launch Internet 
d) Internet Explorer 

Explorer Browser. 

- When user deletes an object, Windows will sends 

it to the Recycle Bin. If users need the object back, 
e) Recycle Bin 

user can restore if the object not permanently 

delete. 

- This icons show with arrow on the lower left 

corner. 

f) Shortcut icon - Its created by user on desktop for quick access. 

- Usually the objects represent program, 

document, printer and others. 

- Program, folder and document icons do not have 

an arrow on the lower left corner. 

g) Program, folder and - They represent the actual object and provide 

document icons direct access to the object. 

- Usually it's created by user and users decide to 

save on desktop for quick access. 
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User can align and arrange desktops icons by right-clicking the desktop space and a menu will 

appear with submenu shown below. When the cursor is moved to Arrange Icons By and user 

can choose to arrange icons by name, size, type and date modified. 

At range k ons B·:1 ► Name 

Size 

Type 

Modified 

Refresh 

Paste 

Paste Shortcut 

~ Groove Folder Synchronization ► Show in Groups 
Graphics Properties ... 

Graphics Options 

Auto Arrange 

► ., Align to Grid 

► ., Show Desktop Icons 
-------------1 Lock Web Items on Desktop 

Properties 
Run Desktop Cleanup Wizard 

New 

Arrange Icon by submenu 

The Start button is an important of windows XP. By clicking this button will show the start 

menu as below. Several important items are as following: 

Start Menu 

ITEMS FUNCTIONS 

Log Off To log off by a current user 

Shut Down To end the computer session 

All Programs Links to install programs 

Run To manually run executable files 

Search To search for files, documents, photos, or folders in the 

computer 

Help and Support To help user to find out about certain topics. 
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How to use Search function 

i. Click at Start button 

ii. Click at Search, the following menu will appear and follow the instructions 

... -------

• .- ~ :-,~ _\ 1:r!j 
- l ,~ ~ r. -:. ,.. 

..... .,. ..... te-.rdl -e--.•-
Cl-<-" -­c .) 

c, ..... -­
e--.• -~•Haen _...._ 

....., ... _ 
ow.-

iii. Click at pictures, music, or video (optional) 

What: do you woant: t:o •earch 
f'or7 

C# P ictures:, music., or video --'.> 
ell o ocumeAES (WBPd 

proc esslno, s pre adsheet, 
etc . ) 

~ All files a nd folders 

~ Printe r s., c omputers, or 
people 

~ Information In Help and 
Support Center 

Y ou may also want to . . , 

iv. Enter file name 

Se.ar ch tho Internet 

Change prefel"'ences 

Search for all flies of a 
cert:aln t:ype. or search by 
t:ype and name. 
0 Plct:ures and P h ot:o s 
D Music 
D Video 

You may also want to .. . 

Use advanced search 
options 

...._ __ B_a_c_k __ ] b.._ __ s_e_a_rch __ .,.. 
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v. Click Search 

How to 

Limited to tiles eont.:ww"lg tho -.................... .. 
-'•••••..11o,, .. ,, .. .,,r,.,....,. .. 
rra;., v---. ~• eke-
- Nor; looking 1n ~em fofdars: . 
-NoC~lnhodden~ 
arid Faldct-s. 
- ~d-oina C ; \nctbook 
.acW\f"ty 
Ncta.ro:;\OclM\ I OlSSCAM 

::;>oo 

~ Help and Support 

i. Click at start button 

COMPUTER APPLICATION 

use function 

ii. Click at fl Help and Support 

2012 

iii. The following menu will appear user type in the search option to search for the required 

help. 
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How to create a shortcut to an item located on the start menu: 

i. Click at start button 

ii. Click at all program 

iii. Choose object 

iv. Right click at mouse, then choose send to Desktop (create shortcut) 

How to rename a shortcut: 

i. Right click at the selected icon on the desktop, choose Rename and type new name. 
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How to delete a shortcut: 

i. Right click at the selected icon, choose Delete and cl ick at delete shortcut. 

Pin to Start menu 

Send To 

Cut 
Copy 

c,.,,,te Shortcut 
Delete 

Rename 
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DESKTOP ANO ITS ENVIRONMENT 
f' 

How to create new folder: 

i. Right click on the desktop, choose new folder. 

How to copy file / folder: 

Offi:•- Pre,ent_, 

Offlc.ePliJl,her Docuneot -Oownent 

i. Right click at the selected file/folder, choose copy and click. 

Explore 

Search .. , 

Open as Notebook in OneNote 

a Add to archive ,, , 

II Add to "New Folder .rar" 

!acompress and email .. . 

IICompress to "New Folder .rar" and email 

2J Groove Folder Synchronization 

Scan with ESET NOD32 Antivirus 

Send To 

Cut 
Copy 

Paste 
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How to delete file / folder: 

i. Right click at the selected file/folder, choose delete and click. 

Open as Notebook In OneNote 

. Add to archive ... 
Add to "New Folder .rar• 

a compress and email .. . 
a cornpress to "New Folder .rar• and email 
~ Groove Folder Synchronization 

----
(JScan ~ ESET NOD32 Antivirus 

Advanced options 

Send To 

c~ 
Copy 
Paste 

Create Shortctf 
Delete 

Rename 

Properties 

How to rename file/ folder: 

i. Right click at the selected file/folder, choose rename and click 

as Notebc)ok In OneNote 
to archive ... 
to ""New Fokfer .rar" 

e:ss and email . .. 
ess to '"New Folder ,rar• and ~d 

oove Fold« Synchronization 

Send To 

Cut 
Capy 

Create Shortcut 
Delete 
Rename 

-----
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How to open folder/file properties: 

i. Right click at the selected file/folder, choose properties 

Explore 
Search . .. 
Open .as Noteb ook Jr, O n e N o t e 

-Add to archive .. . 
- Add to "New F o ld e r . r ar" 
a compress a nd e maif,., 
a compress to "N ew F o lde r . r a r " a n d e m a il 
1i8J Groove F o ld er Syn chro nizatio n 

ii . Choose general tab 

S c .en with E SET N OD32 Antivir u s 

Cu t 
C opy 

Past e 

creat e S hortc u t 
D e le t e 

R..en ame 

Propet t 1es 

CJ ~jN_ew_Foldel _______ ~ 

Location: 

FdeFolder 

C:\Oocuments and Setmgs\norhazaiana\Desktop 

0 b},tes 

Ob},tes 

0 Fies, 0 Folders 

Today, May 16. 2011 , 4:36:50 PM 

l!]Read·only 

□ Hidden 

Advanced ... 
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How to open Windows Explorer: 

i. All Programs, Accessories, click at Windows Explorer 

Ac.tfVate Windows 

New Office Oocuner< 

'Mndows Messenoer 

\1¥1ndows MoYie M6ker 

Brodetbtxld 

Oou/SQ/t 

ESET 

~ My Documents 

File Edit View Favorites Tools Help 

Search [ e Folders I 
Address __._!.:..:·=--'--------------------­
Folders 

(jj Desktop 
8 .,,.,,z, 

~ My Music 

~ My Pictures 
My Videos 

My Computer 

My Network Places 

Recycle Bin 

New Folder 

X 

My Music 

My Videos 
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2.0 INTRODUCTION 

By the turn of the century, information, including access to the Internet, will be the basis for 

personal, economic, and political advancement. The popular name for the Internet is the 

information superhighway. Whether you want to find latest news about sports, movies, 

browse through library catalogues, exchange information with colleagues, or join in a lively 

political debate, the Internet is the tool that will take you more in front and updated about 

information that you want to know. Internet also makes board less world for their user. The 

Internet brings information, expertise, and knowledge on nearly every subject imaginable 

straight to your computer. 

DEFINITION OF INTERNET 

Internet is a global computer network providing a variety of information and communication 

facilities, consisting of interconnected networks using standardized communication 

protocols. It is also define as a computer network consisting of a worldwide network of 

computer networks that use the TCP/IP network protocols to facilitate data transmission and 

exchange 

The Internet is a global system of interconnected computer networks that use the standard 

Internet Protocol Suite (TCP/IP) to serve billions of users worldwide. It is a network of 

networks that consists of millions of private, public, academic, business, and government 

networks, of local to global scope, that are linked by a broad array of electronic, wireless and 

optical networking technologies. The Internet carries a vast range of information resources 

and services, such as the inter-linked hypertext documents of the World Wide Web (WWW) 

and the infrastructure to support electronic mail. 

The Internet is a worldwide collection of computer networks, cooperating with each other to 

exchange data using a common software standard. Through telephone wires and sate llite 
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links, Internet users can share information in a variety of forms. The size, scope and design of 

the Internet allow users to: 

• Connect easily through ordinary personal computers and local phone numbers; 

• Exchange electronic mail (E-mail) with friends and colleagues with accounts on the 

Internet; 

• Post information for others to access, and update it frequently; 

• Access multimedia information that includes sound, photographic images and even 

video; and access diverse perspectives from around the world. 

2.1 ETHICS IN USING INTERNET 

Internet ethics means acceptable behaviour for using internet. We should be honest, respect 

the rights and property of others on the internet. 

Acceptance 

One has to accept that Internet is not a value free-zone. It means World Wide Web is a place 

where values are considered in the broadest sense so we must take care while shaping 

content and services and we should recognize that internet is not apart from universal 

society but it is a primary component of it. 

Sensitivity to National and local cultures 

It belongs to all and there is no barrier of national and local cultures. It cannot be subject to 

one set of values like the local TV channel or the local newspaper we have to accommodate 

multiplicity of usage. 

While using e-Mail and chatting 

Internet must be used for communication with family and friends. Avoid chatting with 

strangers and forwarding e-mails from unknown people /strangers. And we must teach 

children about risks involved in chatting and forwarding e-mails to strangers. 

CHAPTER 2- INTERNET 



COMPUTER APPLICATION 2012 

Pretending to be someone else 

We must not use internet to fool others by pretending to be someone else . Hiding our own 

identity to fool others in the Internet world is a crime and may also be a risk to others. It's 

our responsibility to teach children the same. 

Avoid Bad language 

We must not use rude or bad language while using e-Mail, chatting, blogging and social 

networking, we need to respect their views and should not criticize anyone on the internet 

and the same should be taught to children. 

Hide personal information 

We should teach children not to give personal details like home address, phone numbers, 

interests, passwords. No photographs should be sent to strangers and they should be asked 

to hide their personal details from strangers because it might be misused and shared with 

others without their knowledge. 

While Downloading 

Internet is used to listen and learn about music, It is also used to watch videos and play 

games We must not use it to download them or share copyrighted material. The same 

should be taught to children, and they must be aware of the importance of copyrights and 

issues of copyright. 

Supervision 

You should know what children are doing on the internet and the sites they visit on the 

internet and should check with whom they are comm_unicating. Restrict those browsing 

inappropriate sites. Parental involvement is essential when a child is using the i•nternet in 

order to make him follow the rules. 
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2.2 INTERNET SERVICES PROVIDER (ISP} 

An ISP ( Internet service . provider) is a company that provides individuals and other 

companies' access to the Internet and other related services such as Web site building and 

virtual hosting. An ISP has the equipment and the telecommunication line access required to 

have a point-of-presence on the Internet for the geographic area served. The larger ISPs 

have their own high-speed leased lines so that they are less dependent on the 

telecommunication providers and can provide better service to their customers. Among the 

largest national and regional ISPs are AT&T World Net, I BM Global Network, MCI, Netcom, 

UUNet, and PSINet. 

ISPs also include regional providers such as New England's N EARN et and the San Francisco 

Bay area BARNet. They also include thousands of local providers. In addition, Internet users 

can also get access through online service providers (OSP) such as America Online and 

CompuServe. 

An ISP is also sometimes referred to as an IAP ( Internet access provider). ISP is sometimes 

used as an abbreviation for independent service provider to distinguish a service provider 

t hat is an independent, separate company from a telephone company. 

2.3 SOCIAL NETWORKING SITES 

A social networking service is an online service, platform, or site that focuses on building and 

reflecting of social networks or social relations among people, e.g., who share interests 

and/or activities. A social net_work service essentially consists of a representation of each 

user (often a profile), his/her social links, and a variety of additional services. Most social 

network services are web based and provide means for users to interact over the internet, 

such as e-mail and instant messaging. Online community services are sometimes considered 

as a social network service, though in a broader sense, social network service usually means 
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an individual-centered service whereas online community services are group-centered. 

Social networking sites allow users to share ideas, activities, events, and interests within 

their individual networks. 

The example of social network site is: 

• Facebook [http:/ /www.facebook.com/J 

• Twitter [http://twitter.com] 

• MySpace [http:/ /www.myspace.com/] 

• Friendster [http:/ /www.friendster.com/] 

• hiS [http:/ /hiS.com/friend/displayHomePage.do] 

2.4 PURPOSE OF USING INTERNET 

It has many advantages and used for many purposes. 

Communication 

The foremost target of internet has always been the communication. And internet has 

excelled beyond the expectations .Still; innovations are going on to make it faster, more 

reliable. By the advent of computer's Internet, our earth has reduced and has attained the 

form of a global village. Now we can communicate in a fraction of second with a person who 

is sitting in the other part of the world . Today for better communication, we can avail the 

facilities of e-mail; we can chat for hours with our loved ones. There are plenty messenger 

services in offering. 
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Information 

Information is probably the biggest advantage internet is offering. The Internet is a virtual 

treasure trove of information. Any kind of information on any topic under the sun is 

available on the Internet. The search engines like Google, Yahoo is at your service on the 

Internet. You can almost find any type of data on almost any kind of subject that you are 

looking for . There is a huge amount of information available on the internet for just about 

every subject known to man, ranging from government law and services, trade fairs and 

conferences, market information, new ideas and technical support, the list is endless. 

Entertainment 

Entertainment is another popular reason why many people prefer to surf the Internet. In 

fact, media of internet has become quite successful in trapping multifaceted entertainment 

factor. Downloading games, visiting chat rooms or just surfing the Web are some of the uses 

people have discovered. 

Services 

Many services are now provided on the internet such as online banking, job seeking, 

purchasing tickets for your favourite movies, guidance services on array of topics engulfing 

the every aspect of life, and hotel reservations. Often these services are not available off-line 

and can cost you more. 

E-commerce 

E-commerce is the concept used for any type of commercial manoeuvring, or business deals 

that involves the transfer of information across the globe via Internet. It has become a 

phenomenon associated with any kind of shopping, almost anything. You name it and E­

commerce with its giant tentacles engulfing every single product and service will make you 

available at your door steps. 
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2.5 INTERNET COMPONENTS 

The Internet components most Internet users are familiar with are e-mail, the web, and web 

access. But if you are considering setting up a web site for your business and/or becoming 

your own web master there are other Internet components to consider. What follows is a 

list of all of the most common components of the Internet. 

Access - To interact directly with the Internet requires some form of access or connectivity 

to the Internet. 

Chat - I RC ( Internet Relay Chat) is used for live discussions on the Internet. 

Ecommerce - Taking orders for products and services on the Internet. 

E-mail - Exchanging electronic letters, messages, and small files. 

FTP - File Transfer Protocol is the most common method of transferring files between 

computers via the Internet. 

Hosting - Making information available to others on the Internet. 

Mailing Lists - E-mail messages forwarded to everyone on a special interest list. 

Search Engines - These tools are really a part of the World Wide Web and are often used 

when looking for information because the Web has grown so large and is without any 

inherent organizational structure. 

Telnet - Creation of a dumb terminal session to a host computer in order to run software 

applications on the host system. 

Usenet - Newsgroups for receiving news and sending out announcements. 

World Wide Web - This is largest, fastest growing, part of the Internet, the part for which 

Internet browsers like Netscape's Navigator and Microsoft's Explorer were designed. 
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TYPES OF BROWSERS 

Business is the leading factor fueling the rapid growth of the Web making information, 

advertising, and product ordering readily available to everyone with Web access. 

Although there are many web browsers available and many more are likely to arrive in 

future, only those which are exciting and user friendly will be able to survive market 

competition and hold on to a substantial market share. 

Internet Explorer 

This is the most widely-used web browser by people around the world. It was developed by 

Microsoft in 1994 and released in 1995 as a supportive package to Microsoft Windows line 

of operating systems. It is presently known as Windows Internet Explorer, was formerly 

called Microsoft Internet Explorer (MSIE), and more is commonly known as IE. People have a 

misconception that browsing the Internet is possible only through Internet Explorer. They 

are unaware of various web browsers that are available. This simply proves that Internet 

Explorer is used by the majority. According to statistics, its usage share from 1999 to 2003-

04 was around 95%. Since then, there has been a lot of competition in the market, with 

many software companies coming up with web browsers that challenge IE in their features 

and usage. 

Mozilla Firefox 

It is owned by Mozilla Corporation and was the result of experimentation. This browser has 

gone through many name changes due to name clashes with other products. 'Mozilla 

Firefox' was officially announced in February 2004. It is the second-most famous browser 

after Internet Explorer, as there were around 100 million downloads within a year of its 

release. Until November 2008, 700 million downloads were recorded. Since the release of 

Firefox, the sale of Internet Explorer has gone down drastically. It has around 22% of the 

market share at present. It has undergone many updates and version changes that were 

made to improve usability to the universal users. It supports tabbed browsing that allows the 

user to open multiple sites in a single window. Session storage is also an important feature 
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of Firefox, which allows the user to regain access to the open tabs after he has closed the 

browser window. Apart from these, there are many user-friendly features that Firefox offers. 

Safari 

This is a web browser from Apple Inc., which is compatible with Mac OS X operating system, 

Microsoft Windows, and the iPhone OS. Safari was released by Apple in January 2003 as a 

public beta. As of March 2009, the market share of Safari has gone up to 8.23%. The Safari 4 

beta release claims to have many features like VoiceOver Screen Reader, which reads aloud 

everything that takes place on the screen, with text and web links. It also has features like 

CSS Canvas, LiveConnect, XML 1.0, and JavaScript support, and Cover Flow. 'Grammar 

Checking' is an interesting built-in feature, which performs a grammar check on the typed 

text and gives suggestions to correct your sentence if wrong. If you need to fill an online 

form with your personal information, AutoFill is a feature that automatically does that for 

you, with the help of information that is stored in your address book or Outlook. 

Opera 

This web browser was developed by Opera Software in 1996. It is a well-known browser that 

is mainly used in Internet-activated mobile phones, PDAs, and smartphones. Opera Mini and 

Opera Mobile are the browsers used in PDAs and smartphones. It is compatible with many 

operating systems such as Solaris, Linux, Mac OS X, and Microsoft Windows. Opera 9.64 

which is the latest version provides an e-mail client known as the Opera Mail. The company 

claims that Opera is the fastest browser in the world. It also has some common functions like 

zoom and fit-to-width, content blocking, tabs and sessions download manager with 

BitTorrent, and mouse gestures. 

Google Chrome 

This web browser was developed by Google. Its beta and commercial versions were release£ 

in September 2008 for Microsoft Windows. It has soon become the fourth-most widely usel 

web browser with a market share of 1.23%. The browser versions for Mac OS X are unde 

development. The browser options are very similar to that of Safari, the settings location 

are similar to Internet Explorer 7, and the window design is based on Windows Vista. 
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Based on the web http://internet-browser-review.toptenreviews.com/, here are the top five 

internet browsers on 2011. 

1. Firefox 

2. Google Chrome 

3. Internet Explorer 

4. Opera 

5. Safari 

E-MAIL 

Email is short for electronic mail, the transmission of messages over communications 

networks. The messages can be notes entered from the keyboard or electronic files stored 

on disk. Most e-mail systems include a rudimentary text editor for composing messages, but 

many allow you to edit your messages using any editor you want. You then send the 

message to the recipient by specifying the recipient's address. You can also send the same 

message to several users at once. This is called broadcasting. 

Sent messages are stored in electronic mailboxes until the recipient fetches them. To see if 

you have any mail, you may have to check your electronic mailbox periodically, although 

many systems alert you when mail is received. All online services and Internet Service 

Providers (ISPs) offer e-mail and most also support gateways so that you can exchange mail 

with users of other systems. This is a particularly effective way to communicate with a group 

because you can broadcast a message or document to everyone in the group at once. 
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Basic elements in e-mail are: 

• Address - Addresses of the persons sending, receiving and optionally anyone else who 

is to receive copy. E-mail addresses have two basic parts. The first part is user's name 

and the second part is the domain name which includes the domain code. This address 

will become as username, user also need to have password while register their e-mail 

address. For example liana@polipd.edu.my, Jiana is the user name, server providing e­

mail service for the user is polipd.edu. The domain code is indicates that the provider is 

and educational institution. 

• Subject - A one-line description, used to present the topic of the message, Subject lines 

are displayed when a person checks his or her mailbox. 

• Attachments - Many e-mail programs allow user to attach files such as documents and 

worksheets. If a message has an attachment, the file name appears on the attachment 

line. 

Sender address: liana@polipd.edu.my 

-. .. 

Good Morning Azeliana, 

Attached Is Internet notes as per requested. Hope it will help you. 

Thank you 0 

dfot.l:GrAJ.iAnc.,J3iAti afffin.J.i 
Jabaran Ma:effi3lik, Sains& Komputer 
I':>liteknik P,,1t Dickson ] Signature 

Subject: B 1003-Internet notes 

Attachment 

11:l~uptla'\S.,, 

} Messages 

Basic element of e-mail 
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FILE TRANSFER PROTOCOL (FTP) CLIENTS 

File Transfer Protocol ( FTP), a standard Internet protocol, is the simplest way to exchange 

files between computers on the Internet. Like the Hypertext Transfer Protocol (HTTP), which 

transfers displayable Web pages and related files, and the Simple Mail Transfer Protocol 

(SMTP), which transfers e-mail, FTP is an application protocol that uses the Internet's TCP/IP 

protocols. FTP is built on client-server architecture and utilizes separate control and data 

connections between the client and server. FTP users may authenticate themselves using a 

clear-text sign-in protocol but can connect anonymously if the server is configured to allow 

it. 

FTP is commonly used to transfer Web page files from their creator to the computer that 

acts as their server for everyone on the Internet. It's also commonly used to download 

programs and other files to your computer from other servers. 

REALLY SIMPLE SYNDICATION (RSS) 

RSS (most commonly expanded as Really Simple Syndication) is a family of web feed formats 

used to publish frequently updated works-such as blog entries, news headlines, audio, and 

video-in a standardized format. An RSS document (which is called a "feed", "web feed", or 

"channel") includes full or summarized text, plus metadata such as publishing dates and 

authorship. Web feeds benefit publ ishers by letting them syndicate content automatically. 

They benefit readers who want to subscribe to timely updates from favoured websites or to 

aggregate feeds from many sites into one place. RSS feeds can be read using software called 

an "RSS reader", "feed reader", or "aggregator", which can be web-based, desktop-based, or 

mobile-device-based. A standardized XML file format allows the information to be published 

once and viewed by many different programs. The user subscribes to a feed by entering into 

the reader the feed's URI or by clicking a feed icon in a web browser that initiates the 

subscription process. The RSS reader checks the user's subscribed feeds regularly for new 

work, downloads any updates that it finds, and provides a user interface to monitor and read 
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the feeds. RSS allows users to avoid manually inspecting all of the websites they are 

interested in, and instead subscribe to websites such that all new content is pushed onto 

their browsers when it becomes available. 

RSS formats are specified using XML, a generic specification for the creation of data formats. 

Although RSS formats have evolved from as early as March 1999, it was between 2005 and 

2006 when RSS gained widespread use and Firefox's ("O ") icon was adopted by Internet 

Explorer. 

2.6 UTILIZE BROWSER 

Browsers are programs that provide access to Web resources. This software connects user 

to remote computers, opens and transfers files, displays text and images and provides in one 

tool and uncomplicated interface to the Internet and Web documents. User can explore or 

surf Web by easily moving from Web sites to another through Browser. Some of well known 

browsers are Internet Explorer, Netscape Navigator and Mozilla Firefox. Unified Resources 

Locator (URL) is connecter between browser and resources (users requested Web site). 

Once browser connected to the Web site, a document file is sent back to user's computer. 

This document file content of Hypertext Markup Language (HTML) commands. The Browser 

interprets the HTML commands and displays the document as Web page. 

Web utilities are specialized utility programs that make using the Internet and Web easier 

and safer. Some of these utilities are internet services for connecting and sharing resources 

over the internet. 

• Telnet is an Internet Standard that allow user to connect to another computer (host) 

on the Internet and to log on to that computer as if the user were on a terminal in the 

next room. There are hundreds of computers on the Internet that user can connect to. 

Some allow free access and others charges fee for user usage. 
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• Plug-ins is programs that are automatically loaded and operate as a part of user's 

browser. Many Web sites require user to have one or more plug-ins to fully experience 

their content. Some widely used plug-ins include: 

► Acrobat Reader from Adobe - use for viewing and printing a variety of standard 

forms and other d~cuments saved in a special format called PDF. 

► Windows Media Player from Microsoft - for playing audio files and video files. 

► Real Player from Real Networks - for playing audio files and video files. 

► Shockwave from Macromedia - for playing Web based games and viewing concerts 

and dynamic animations. 

Some of these utilities are included in many of today's browsers and operating systems. 

Other must be installed before they can be used by your browser. 

Shockw ave Flash 9 .0 r47 

DivX® Content Upload Plugin 
DivX® Content Upload Plugin 

Plug-ins 

&estMt Minefield j 

• Filters need to block access at selected sites. The Internet is an interesting and 

multifaceted arena. But one of those facets is dark and seamy one. Parents need to 

concern about children roaming unrestricted across the Internet. Filter programs allow 

parents as well as organizations to block out selected sites and set times limit. Besides 

that these programs can monitor use and generate reports detailing about total time 

spent on the Internet and time spent at individual Web Site, chat groups and 

newsgroup. Three example filters software are CyberPatrol, Cybersitter and Net Nanny. 
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UNIFORM RESOURCE LOCATOR (URL} 

In computing, a Uniform Resource Locator (URL) is a Uniform Resource Identifier (URI) that 

specifies where an identified resource is available and the mechanism for retrieving it. In 

popular usage and in many technical documents and verbal discussions it is often incorrectly 

used as a synonym for URI. The best-known example of the use of U Rl.s is for the addresses 

of web pages on the World Wide Web, such as http://www.computerhope.com/index.htm 

The http:// stands for HyperText Transfer Protocol and enables the browser to know what 

protocol it is going to use to access the information specified in the domain. 

Next, www stands for World Wide Web, is used to distinguish the content. This portion of 

the URL is not required and many times can be left out. For example, typing 

"http:/ /computerhope.com" would still get you to the Computer Hope web page. This 

portion of the address can also be substituted for an important subpage known as a 

subdomain. For example, http://support.microsoft.com is the support section of Microsoft 's 

page. 

Next, computerhope.com is the domain name for the web site. The last portion of the 

domain is known as the "domain suffix" or TLD and is used to identify the type or location of 

web site. For example, .com is short for commercial. There are dozens of other domain 

suffixes available. 

Finally, index.htm is the actual web page on the domain. If the page you're viewing is several 

directories deep it may have additional directories listed in-between the domain and the 

page. For example, the page you're currently viewing has a URL of 

http://www.computerhope.com/jargon/u/url.htm, this page is in the jargon/u/ directory. 

An analysis of the format and structure of the URL www.parlimen.gov.my/eng-index.php can 

be explained as follows: 

• Protocol: http 

• Computer host name: www 
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• Second level domain name: parlimen 

• Top level domain name: gov 

• Country Internet code: my 

• File name: eng-index.php 

The following table lists several top level domain names used in the internet: 

Explanation 
Top Level Domain 

.com For commercial company entities (worldwide) 

.org Usually used by non-profit organizations and 

organizations of a non-commercial 

.edu For education institutions 

.net For internet service providers and infrastructure 

company 

.gov For government agencies 

.info For information 

.int For international organization 

The following table lists the internet country codes for several countries: 

Country Internet Code 

Malaysia my 

Singapore sg 

Indonesia id 

Thailand th 
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INTERNET PROTOCOL (IP) , 

The Internet Protocol (IP) is the method or protocol by which data is sent from one 

computer to another on the Internet. Each computer (known as a host) on the Internet has 

at least one IP address that uniquely identifies it from all other computers on the Internet. 

When you send or receive data (for example, an e-mail note or a Web page), the message 

gets divided into little chunks called packets. Each of these packets contains both the 

sender's Internet address and the receiver's address. Any packet is sent first to a gateway 

computer that understands a small part of the Internet. The gateway computer reads the 

destination address and forwards the packet to an adjacent gateway that in turn reads the 

destination address and so forth across the Internet until one gateway recognizes the packet 

as belonging to a computer within its immediate neighborhood or domain. That gateway 

then forwards the packet directly to the computer whose address is specified. 

Because a message is divided into a number of packets, each packet can, if necessary, be 

sent by a different route across the Internet. Packets can arrive in a different order than the 

order they were sent in. The Internet Protocol just delivers them. It's up to another protocol, 

the Transmission Control Protocol (TCP) to put them back in the right order. 

The most widely used version of IP today is Internet Protocol Version 4 (1Pv4). However, IP 

Version 6 (I Pv6) is also beginning to be supported. I Pv6 provides for much longer addresses 

and therefore for the possibility of many more Internet users. 1Pv6 includes the capabilities 

of 1Pv4 and any server that can support 1Pv6 packets can also support 1Pv4 packets. 
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SEARCH ENGINES 

A web search engine is designed to search for information on the World Wide Web and FTP 

servers. The search results are generally presented in a list of results and are often called 

hits. The information may consist of web pages, images, information and other types of files. 

Some search engines also mine data available in databases or open directories. Unlike web 

directories, which are maintained by human editors, search engines operate algorithmically 

or are a mixture of algorithmic and human input. To find information user go to a search 

service's web site and use the search engine. User need to enter keyword search based on 

information that user want to search. The search engine will compare user entry against its 

database and returns a list of hits or sites that contain the information requested. Example is 

shown below. 

The following table lists several top search engine used in the internet : 

Search Engines Website URL 

Google www.google.com 

~[ www.yahoo.com 

t::?ing· www.bing.com 
. -

.-aa• www.ask.com 

"T'"EC:,MA: www.teoma.com 

CHAPTER 2 - INTERNET 



COMPUTER APPLICATION 

2.7 SIGN UP AN E-MAIL ADDRESS 

Below is a simple guide how to sign up an Email through Google. 

Step 1: 

Open www.gmail.com 

SGnwil:UT\alfromGoot'- x 

+- C "lttps:/tac-..ot.nts.google.c:ml/servicelogl,?servce=m3il&.pzsswe=rrue&rm=faise&ccmillUe:::n-rps;//mail.google.com/mailf~=.:.~=* , 

Go gle ~" -----
Gmail 
A Google approach to email. 

Gmai is buil: on the idea t~at email can be more intuitive, eiicient , and useful Ard maybe e,1en fu n 
Aler 311, Grreil has: 

6) 

I 

Lots of space 
over 102!>4.!>YlfltiC megabytes (and cou1hn1) ct tree stora~e. 

Less spam 
Keep unwo.nlcd mcoccgct ou: of yolA'" inboK. 

Mobile access 
Get 3m:1i1 en yJur mobile phone. le;;m more 

About Gmail Ne~ fe;;tures! Switch to Gnl3il Cre:1te an accounl 

Step 2: 

Take Gmail to work with Google Apps for Business 

Love Gm:1il, bul looking for a custcrn email address for your compa,y? 
Get t:usiness emall caencar, and on'ine docs@Your_comoany.com Leun mo,e 

Click button Create an account 

Usemame 

f>assword 

Stay s91ed 1r 

Can\ access your accourt? 

New to Gma1/? CREA TE AN ACCOUIIT 

2012 
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Ste p 3: 

Fill all the required information. Then click Next Step 

C ~ httpsJ/aca:1..ntsoooglecorr.JSioll.p"'seMce=ma UicontR.r-http5"~34.~Fmail-'iOOQ e.cJn~f rrail~-:ilF&tmpl=defatA· 

Go gle 

Create a new Google Account 

0 

Your Google Account Is 
more than just Gma1I. 
1~t. chat. ::.Ira~. ~t.1:1.'\.de. ::llu ie UIV"'IU.1:, 

cd!J:»u:t: ::tcca,,c1. ere c1coto Ucc 
Googf.- i:txfun§: .-om Grnai ·c. :ooge- .. to 
Yo1.. ld;e vev, ytlll' se\\·cl- , .story. lill wth 

ooo u:icmo,w :nj ;ca:::.,-c:d ll bocked up 
-'11.lthPtl,rp:tnr "U'Jfl'lfnri.31 ~• 

~:Ji:} G,ogle com. 

Take it all with you. 
A Gccg, ~LC.cut let~ you x:.Hs ~II your 
:,(u(- Gmr.if. µa,.u::.. dU\. IIK.ld- i"UHI 

Off-/ dNco. S::uch by toking P':.:ll::l . lr ':If 

Vli".P GI!.! be !Um-by-iurn nao.i~f1M 

ui;io11d y,Jr i)CIUI~ c!Ulomabuly, end 
~ O\Qll buy thn~; Wih you· p,~,a \.Sing 
(",oog!l\\l;:i(rr 

Share a litUe. Or share a lot. 

CIIOOM your UMrneme 

1111.1uldltuit.,~odros ~:orr 

Cottfil'IJ'I your pa.-Notd 

Birthday 

,.,,.,., 

■obilaphCWlV 

!iii . •£0 

-,-, - --;;;---7 

You, Qlllt:l1l1:n111il -.kl1i::ss 

2012 

Note: To create an email via Google, you should verify no phone number. Don't worries, 

Google will not reveal your personal cell phone number. It's just for verification. 

Step 4: 

Create your profile by clicking Add Profile Photo. You also can create you Profile Photo later. 

Otherwise, just click Next Step. 

Go gle 

Create your profile 

Your profile 
f' q,,,1 lhat you halO 0 Googlo l\ccount. aootc you· Ge ogle profi o lfo how '{OO 
fllf"?'.l!fT yn 1r.;FlfJWHlrlym lhi> ..,,.h_ aM h,lp~fn.,,,nft; ;anr1f;.rtdy ini "~h 

«nerefflly. Yourproflea:s, eisyou J1Jtllf::l•1 ~+rth.lnQ> 1cu IM cntt'e 
•eh :50 ,au 41\d )01,11' fril!ncb bendi& fi-on't e•ch other'i 1mpecc.ab e tes1e - in 

se~h 1•1..ills en 511:N XJOC.i ju Mb. .wn ffl ~ds vw, pdila s pu~ic. 
;ind c;n nr.furlPa."' ltt P :u vnurNlfM nr ~ m1rh .:11. •11111 fAAllikP ~Mino­
ltS up 1ovou AhOJt p·ottes 

About Google+ 

0 

Go~e+ is mae thanJU>t a,ctte, ~,la lovml l's a neHm~ tJ .::crrrrunica-e 
across al o1Goog e \Vhejm YJL·re usm~ \'13p5. Gmal, YouTube SealCh. or 
ftfl)' c;the· Cc ogle p,00-lcl. CC>Oge I rMkes it eu1 to sh ere the nght th:ngs 

with lh9 ri{llt p)Oi:4e Ablut Gx gk>J-. 

How youll :sppcat 
Goog,: 

S~I Nurooibah Hj Edros 
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Step 5: 

Now you already have an email. Click Continue to Gmai/ . 

Gougle 

.. "" - ~ 

l oa car iro fhes~ corJ10's q; Mlf'I> n 
~;,,cxJ;ct; 

You're all set 

Welcome Siti Nuradibah! 

tJow yoL're ready IC ,;earch, creatE, aoo snare acros-c; lots of Google 
products Check at ,our nev,eccot.rt 1n :he upper ri:tr, ldick 'iOLf pt·cto 
to edit /01.D profile. acces~ Geog~ re\llew acccLrt c;ett ngs, an::i Viev, 
or adj.st seitJJ'QSb~web tvstOfY) \'\E '·,eatso sem rou :11 em:1 /lo show 
}OL hoWbgetE!\1::n more Ct.let Google. 

Your new email adci"ess is souradib:th.t4edr~~ail.com 

ThanY.s 1crat1aungan AcrounL Hav;i.tJn\ 

r.-41nlu.H' ·w1ut<Mlii.·1 ljc,J 

+- C A hi pi,;./!11 .,iL.111,g!r...1:: •11/ r,.tilj7hl:rn&,J111,.,:l"?lnh hi 

Go le 

Gmail · 1-t ct'1 '( 

Hhifi◄ Dt-trot Pr.,~.,._ ddroC-popeft'(.co ut • hmwdia:.e 17 !i% H:rY elds Fr,·h:i!tlted J bed lbJses SJ7.SOO 

llfl)Ytal: 

~,rt Mat 

Cr.ih 

'Circles 
l-.loie..-

Chat and SUS 

3e.Ych. chaL a3M3 

• Sii fllm,U~h t-j El 

S.,.ltlJi1JStQfE 

::J . 

J * 

O"- full 

Grmil Tc::1m 

f;m;1i l TAAm 

Gmoil Teom 

Getti,19 5t.,,ted on Google ... • \'isl Ooogl~t- I le:, Or.1 N11radbu. Welc.ome- t, 

Import your conL:lte and old email Yw con i~ ~our contx::: 011 n­

C:11~1nmi7P. f",rn,111 w irti t.n!oP.; 11nd t hP.lllP.S - Tn <;pir.P. up ,f111 rtffl( Wl'l r< 

Ge1 Gmoil on )'Our mobile phone - Acu,~ Gm.Iii on yolr m:i:>le J;i10fle Th 

e2<1l0cog• ~ -
t>en} 0 Ile >I '!'(II" 1),lSU.IB 

snuradibah.hjedros@gmail.com 

• 

11:19 a m 

11:16:am 

11:16am 

11:1Gaim 
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2.8 DESIGN A SIMPLE BIOG 

EXAMPLE: 

Create a blog about the 'Best Places in Malaysia'. You can build your blog using 

www.blogger.com or others web page application. The blog must be containing 

introduction, places that must visit, description of that places and some images. On 

your web page, include all the function below: 

✓ Suitable font 

✓ Table 

✓ Background/ 
Template 

✓ Hyperlink 

✓ Images/Graphics 

✓ Upload files 

Below is a simple guide how to create a blog by using Blogspot. You are advised to 

build your blog more creative and attractive. 

Before we start to create a blog, collect all relevant data or information best place in 

Malaysia. By using search engine, find the introduction, places that must visit, 

description of that place, any others suitable information. Please don't forget to 

include images or graphics that related with 'Best Place in Malaysia'. Save all the 

information that already search. 
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Step 1: Getting started and sign in email 

Open http://www.blogger.com. Then, sign in email (snuradibah.hjedros@gmail.com). Click 

Sign in. 

,....,.... _ _ _ _ :....._, '9Bl.ggcrCK:a-~)'Ollrf-cc:SIM 

C fl http'..,://uc«>un·.s.googlc.co~M<cl ogin?scrvicc•tloggct"&OiJ:5S"VC-t2:>!l6CO&ont1~-ht'.p;//www.b 'oggcr.cotrvhO-;;-c&-=olo.wp:-h * ' 
Google 

fi] stogger 

Create a blog. It's free. 

Euutlul cJstomiulJi;, :empalts- and lay:nrts. Trf ti• tv-rnplal• 
d,c!; gncr 

~ 
Up 10 t,e minwe sti,ts Make money Wf.h A.dsem;e Cxplore Clogs of Ncte 

Want 10 ea-n mofe?-ale 3 quick tour, wau::, a wiel utcrlial a read 61ogger Buzz.. 

Step 2: New Blog 

Now, click the button New Blog to create a blog. 

fi) Blogger 

J1 s1ti NJrcdibah I lj [ dros's biogs 

Create y-Ou '" blog n~ 

E.nall 

/ ~IRC'i~h hjP.drM 

p...-

~ You a·e net an author Ofl ~ t:fogs y,t. c1•:rt• one now to s·att posting Can\ find 'JOJf blog? 

1111 

a Reading list Al biogs View il G00£1e Reader -0 

... 
/\llbfogl 

BJOQQe1B.1zz 

/\dd blo~ 10 foJlow In yoor f.c.1dng Ust 
Vc,y n1 Mt cwrcint¥ 'olowir-g any ~c JH lh• •AM b.rtton to tnlet b1ogc :h1II fOJ'd lite to follow'" Y'>4I R~ Lii-l 
LeaTimxt 

T'le latest Iron B egger Buzz 

T~e 3loet;er In Dra-r Bloe Is Beine Retired 

.J .wets ago tr, t:n.ce Potde:-rrar 
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Step .3: Blog list 

Insert the Title and Address. Then, choose the Template. Title is for your blog title. Insert the 

title that suitable with your blog. For address, you are advised to insert address that easy to 

remember. You can browse many more templates and customize your blog later. Click 

Create blog! 

Bio~ > Create a new blog 
X 

TIile I Best Places in Malaysia 

-,:::~1 ________ Be_stPl_ac_es_-M_al_ay_sia_bi_ogs_pot_c_om-■ 
This btoO a<lcr"ess Is avattable. 

Template 

/ 

You can browse many more templates and customfse your btog later. 

Title: Best Places in Malaysia 

Address: bestplaces-malaysia.blogspot.com 

Step 4: New Blog is created. Start Slogging 

Now, you have a new blog with the title 'Best Places in Malaysia'. Click Start posting. 

M Cnail E""' If'°"' Go'9f fl aktg9er. Blo99e: Daihbo.r ,.. 

E- C ~ www.blog~er.comft)<Hl"c!pli-1 

E] Blogger n SitlMt:~lljCdro,1 • 

n Si:I Nuradlba'l HJ Edros·s biogs ...... t1J<l. 0 

--
Yov, 8k9 has been Cleat~ Sur p,sting I Omr.fs.s 

II Reading list I A I biogs 

.... Aud ulu~ w rol uw i 1 / W I R::dUi1 •~ Lhl 
Ynu ;:a-P.ntt ~lyfnlnMr!) ~ / U"9't ll'lP lh>t .. ANf' huttnn lnffl11,r hlng:i fM' ~•d ilu! In mllrw in ynu RAAring I i,;f 
lummort 

80!19erBun 
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On a Text Pane, you can edit your font, colour and type of text. 

M Gm>• • t,,.o;lf,ctn Gcoglc G) Bloggc:r. Bat Pb<a 11"1 Moll 

~ C G) www.bloggcr.com/bloggcr-9?bloglD•l:370S6!428J3446487•cd,tor,'t.,rgct•poit;;,o,t0•9>0l07654'.l61501004 * ~ - - =~===---==----
Best ~laces in vial.. . P~st P,st Mio 

Cmnpo- MT■L If'\ .,. :f .. TT • Nornal 

Below is formatting icon: 

Font Format 

* - ~ -Compose HTML II'\ 

t 
y • fl' • Normal 

t 
Undo Font size 

n ki lbndibah Hj Edro,.,. 

• Post settllg.s 

Strikethrough ~ Alignment ~ 

l 
Text ~ l formatting 

Italic color link Video Bullet I 
• B t u - t. ~. l ~! •· I=!" t ~ 
.t ,!, -,t l i J.,;,, l c!ck 

size background ~ 
color Jump 
-- break Quote 

Publish button : For publish your post. 

Save button: For save your post as draft. 

Preview button : For preview your blog before publish. 

2012 
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Step S: Add Text 

Now you can start blogging. Insert Post title and fill in information about Malaysia. 

Oest Places in Mal.. . Po~t MAL A Y s I A 

compose IO.lfl .I'"\ ,.. J • tr. !_NOrrral - _:J B L ll ~ A .... d • !mK ~ Ii a ..... i::" := " le ~ 

~alaysia hos its origins In the Malay Kingdoms present in the area which, from the 

18th century, became subject to the British Empire. The first Brftish territories were 
known as the StraiU Settlements, whose establishment was followed by the Malay 
kin~dollli becoming Brithh protectcrates. The territories on Peninsu-1.ar Mala\-sia. were first 
unified os the Malayan Union in 1946. Malaya was restructured as the Federation of Malaya 
in 1948, and achieved independence on 31 Augi,;t 1957. Malaya tnited with Sabah, 
Sarawak1 and Singapore on 16 September 1963, with sl being added to give the new 
country the ra.rr,e Malay-.;la . However1 less than two years later in 1965, Singapore was 
expelled from the federation. Since independence, Malaysia has had one of the best 
economic records In Asia, with GOP growing an a•,erage 6. 5~ for almost 50 years. The 
econcm\• has traditionally been fueled by its natural resm.rces, btA: is expanding in the 
sectors of scieoce, tourism, carnmerce and medical tol.1"1sm. 

Step 6: Insert Image 

► 1-'ost settings 

2012 

On a same post, click Insert image icon. Then click Choose file. Once done select the image, 

click button Add selected. 

Select a file 

Upload 

from this blog 

From Picasa W@b 
Albums 

From your phone 

From your webcam 

From a URL 

X 

(;;) 
You ,ray up(oad rl'l.lliple fies at once. U•e JPG. GF or PNG fies. 

I 
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Step 7: Add new post 

Click button New post. Insert Post title, text and images. 

&Mil: Ern11l from~ €J' Soggu. Best Pbc.l!S in Mak x 

f,- C -~ www.UIU.Jy t'1 .w11vt,Joy9r1y?blu_,11C=1l3 

IEII ; 

My biogs Best Places in Malay,ia Posts > All (1) 

* Ow..MP.W MA LAYSIA 
~ Posis 

All (1) 

Publtshed(1) 

ID Pages 

• Cuuurnml~ 

e Stats 

Y, Earnings 

OOj La,-out 

i" lempt,te 

/" RAttino.c; 

Al lal>els • 

1-1 or · 

Si:i NJradibah 
Hj Edros 

2012 

n Sib Nuf'lditahli Ec:ros ~ 

I • ) ". 
o • o 11 20:01:00 

Insert Post title, text and images. Then click Publish. You can add more post to make 

your blog more information. 

----c ~ www.blogger.com,'blogger.g?blog!O-:ll705514269l446437•e:lrtor/ target-po,t;oostl().9J814J910844675434 

Best Places ,n \Aal... ·Post ISLANO : P E RH E ~- .. ~w 

PERHENTIAN ISLAND 
TI1~ P~ 1•tutid.• blciJKh (Pulau P~ l11:~11Udl t ii Vicihsy) u~ c1µ1-" u x.i111dlt!ly IO u.su..iusl mile ( 19 

km) off the ccast of northeastern West Malaysia In toe state of Tererl!uanu, approxmately 
-40 ntle, (44 km) soud, of the Tuel borde,. 1le cwo main i>lands on, Perhenti•n Bc<ar ("Big 
Per!tentlan") a'ld Perhenllao Kecil ("Small Pertentlar,") . ... ...,.., 

The small, uninhabited Islands of $usu Dan !Virgin Ml lk), Serengg'>h and Rawa Li• off Kec ll. 
Tht: P~ 11t:11litLr» udUI'! lu i>udu R~~ ~liuldl. MH:i1~PaJ", .vhid1 11rc1.11~ l11dl fi~h i11g, 
collecti"I! coral and litteri111 are strictly prooibited. Li<e 6'5Jt. people here eenera!ly 
spe,,k K.t.ntMe>e Mol.y. 

n Siti th ll'lrihab flj fdrnR.,. 
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Step 8: Insert Video 

Click Insert a video icon, then click the button Choose a video to upload, and click upload 

button. 

Select a file 

Upload 

f rom YouTube 

My You Tube _,jdeos 

From yoor phone 

from your wro<:am 

\ 
11::11 ~ 

Wait until the video fully upload. 

)( 

.. - " . 
Bes:Pf~CE.S ifl r...1:3 1 ... ·Pest Hli1 -I Al~O !':O. \IFROU HIRHI AMO = At-.i:.IIUl,fn1fl. Fn:-..ni, c1.,., 

CAMERON HIGHLAND 

The Cameron lleh.Aoc~ is : ne cf l.\au),~io's most e>:le"ISive hi.I stotl::ns. It coYe:rs till N'~6 
of 7 2. sq.Jare kllometer! (2H sq nl). To the 'lOrth, Ju bo.lld:lfY toud-e; di.it c f V.ef.a'lt,m; 
to the wc~t . \t :;,Jrc:; p..rt o·· 1b bordc,. wl:h ,:cral( , ~itLol:ca ut the northwc1tcr'l ti ~ of 
?11h •,q~, th,. • r11.mf"·,-.M" i< "r.r~mi1"'VIIPly :\'l kilr.n·t"·""' (":\ m l) irn-n lpr-;h nr 11hnw n:o 

ki.o'l\Eteri (120 rnl ) fror, K~ LIJ'll)Ur. ::urlng the day, the temperature se.d:rr risei 
above 15 ·c (77 ~n; e.t rliht, Ute temperature can sometimes orop t:: ~ low M 12 • C (54 
~F). Thl-' 11-'\url )1;r,, r. d 1v1-tV' p ::1nnt ltn uf 11 • 1w / ltnu ,l4, l00 \IF'Oplt-- . I c111 p1 i'.t-' \ f/,11.,y,. . 

Chfnese1 hdlan;, and other ethni:: ~cu~. 

Tiu:• d lt'l <ILY l l' h::• h':c'!'t' b c::l.,o"t;, s, !.!lc'U.!:: lll ilt' ""'lt':tU W d) IM!>t Jtov!:'l.:.:pc'U L,7 u~ BJ l ni 

In t 11e I l.10~. It is m3de lP of three SLb·di:;.tr,c-.s, na.1T1Ely H: n9;let (~. 16) f'le<:t3l"Es r l,tf:U 

~ res'.,i, Ta'¥11 R6 tc,, G,081 i«t3re'!' (~. 141) acres tl onjUlu Teton (63,931 ,ec.t~ (158. tCO 
illl:resl). Of_:he three : Til'lah ~ta~ as & e acrrlrtstrathle CE:nte .. :Jf t.'le re~l:n. hell. 

.,. Post satlngs 

G') P\L'l~;dcr 

' 4,C6'/,:'t1l.!U f . .:l t 
P~k011:,iyh. Tint1 

9 lo::a.oo 
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Step 9: Insert Hyperlink 

Highlight the text CLICK HERE, click icon Add or remove link. 

'Altl1cu lu d•n ,n::,it:ft Ctu...-

..;oTr,ose f ML C\ 1'11. ;T ., ,:T • ~ nnn:4 • B I U 

PORT DICKSON 

rort Dickson or PD lo lo:00. is u t:cilCh ~nd holi:by dc!iti®lior silt...1tc d v.bout 32 km !rem 
Seren:>an anc 90 km ·rom <ual~ Lumpur. It k lccated in the ;; tale of Negerf Sembil,m in 
fJenlnsJ.ar Malaysia.. J: ~es Just c,er w.n t'our t y car to travel rrorr Kual" L.,mpur tc µort 
Dickson along ~-~l!J'll 

Port Oicluon is ~l'T'Crfi the :ourist ittn1ctiocu in Neicr Sen!)Uffl . A ket fectcr :oc t '"lis coast 
to be Y':Site~ by mar)' fo,.eign tcuist.5 and k:c.l pe:,plo? rTil) be because t'lls Is t ie :iiy 
bc-ach i '1 N~rl 5ctrbfl;;an. FLrthcrnorc, t1c ::fosc pro;.;lm·ty t>ctwc~ '.,:rt Oic~!iCr LW"IC 

Insert the web address. Then click button OK. 

Edit Link 

• :>cstse"'1!5 

(9 ~ 1,ned Jn 

1,M)61'2(12 01: la 
~.Jlr:Oa)'h!11 TinP 

9 LJC,tliu1 

-1) :Jpl.m c 

Text to display: j~c_u_c_K_H_E_RE ______________ ~ 

Link to· 

® Web address 

0 Email address Test this Hok 

Hot sure what to put In the box? Fr.ii, find the p•g• on 
the w eb lh• I you w ant lo Ink to. IA search engi1e rrighl be 
UR ful) en. copy the w~ address from the box In your 
browser'"s address bar, and paste t i,to the box above. 

Open this link in a new window 
l, Add ·rel=nofollow' attribute (Learn more) 

@[cancel] 

2012 
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Step 10: Edit/ Delete post 

Point to the posts, then click button Edit or Delete. 

- - 6 X 

C? G VI\W1.bloggc-.c~gc,.g?tbgJD•ll3'.'056l..:.28!)3446487•alposts 

IDI ,, n Sili NaJTiiboh I J Cdr» -

My biogs 6est Places in Ma laysia Posts , All (4) All abeb • Q 

aa 1·4 ot .i 1 > ,, 
-ft ::>,·e1v1e11 

HfGH L A NO : C AMERON HI G H L A ti O S ... !::m Nurao;oan HJ .. ·~ 01 .n:oJ 
Pc-st: Ecros 

An(d) 

Pubished (d) 

D =>tgc!i 

• :::onmems F
H :P O R 

ie\Y Gha1e 

ND : PER 

Siti Nuradibah Hj ♦ f 31Z 0118:0) 
FC.rns 

!2itl Nuradbah Hj ., 2 r., 00 50 OJ 
Edroo 

C Stats 
MALAYSIA 5ifi Nuradibaf'I Hj , ;:, 1:W5/201 2 

1:.oros 

Y ::cmngs 

l!1 LayCUI 

";'! rcm::>lotc 

/' scrn,gs 

Click Preview button to preview on internet explorer. Or just type bestplaces­

malaysia.blogspot.com to view your blog. 

C l 

Best Places in Malaysia 

H I G HL AND :CAMERONHIG H LA K D S 

CA.YERON HIGHLIHJ 

Tht f.1n1•ro~ MiiJh ..... :h il ,,.. cf llu\a..,d,, ..-a&l eru>ftli,,• hll. ,b&ru:. I: c:-n A11 a-.1 >: 

7n sq1n,• klc.••'-' (175 ,c ri}. To tti• ,--1t-, fu b,urulwy tauchti tut fT k.brib•: :o 
tt.e wc:t. It :iN•e,j p,,,•t d it bor4er ¥4::fi rcru. Sita.led ot the '\Of~Xm q:I' T 
~uiJ, tho: •:.U.i:rer-~~ b .;:~nQt;.tel, I! Wlonekn '.Sl ril frorr lpoh er sbovt 2:00 

I..W•1e-1:1~l'i011i)f11ml<unlW11,u 0.11l11U1ed.it Jc .111111e1<1Uua:d.d11111~•"""""-!S 

·: Cl7 ·fl: u rllS'!t the mt!D!AtLn c.-. ~edn.s 0-011 U) ~ r.v, • 12: ·cm ·=. ne 
r~rt t'• 1. ~ pc,p.11ltion 01 ,..-e itun ,:4,oc0 oe1iob. It c:ii1>~s ~ Q'lres~. 
fnt11n< .tnr ,rt,r ,lhn'.r trn~ 

n," tw •tr,N 1•=11 ,.11.,.c- H"" u,, L n,,. vt,ti:-, ,..A ffu.tJ.:nW,,J (,y 11: 31fli.l, i.u 
the- 1J!~ lt• ■u.e .10d tt1·eeWD-dsb1cts..nuiev b'll:let(, 1Mhe:ures 11;.1~1cres1. 
T~abRn ·2.a111ect1.·n 0. -IOtcnJff.,,_,Ul.tTWtllt~.,. he:WMl ~1C0Knl1'.0' 

• 2012("1) 
Juntld) 
H ••H .-ur CAIIIFRl""tW 

1-IGt-lAN)S 

OCi'Cll· roRTDI :KJON 
ISL t,,N :> ·FEF: MEMTIAIJ 

u,LAfSIA 

ll 5'ti~HiEdJos 
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3.0 INTRODUCTION 

Using a computer to create, edit, and print documents. Of all computer applications, word 

processing is the most common. To perform word processing, user need a computer, a 

special program called a word processor, and a printer. A word processor enables user to 

create a document, store it electronically on a disk, display it on a screen, modify it by 

entering commands and characters from the keyboard, and print it on a printer. 

The great advantage of word processing over using a typewriter is that user can make 

changes without retyping the entire document. If user makes a typing mistake, they simply 

back up the cursor and correct the mistake. If user wants to delete a paragraph, they simply 

remove it, without leaving a trace. It is equally easy to insert a word, sentence, or paragraph 

in the middle of a document. Word processors also make it easy to move sections of text 

from one place to another within a document, or between documents. When user has made 

all the changes they want, they can send the file to a printer to get a hardcopy. 

Microsoft Office Word 2010 is a word processor. It is also a powerful authoring program that 

allows user to create and share documents by combining a comprehensive set of writing 

tools with an easy-to-use user interface. 
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3.1 GETTING STARTED 

To begin this lesson, open Microsoft Word 2010. The Microsoft Word window appears and 

the screen looks similar to the one shown here. 

Documentl - Microsoft W0<d 

Page: I.A)'out Reft.re:nce:s Ma1hngs Rtvltw V1t!W 

Gllibrl(BodJt • 11 • K A• 

__ .,_ 

Pag°' l oil Words: O 

Aa· := • t= .. 'if." ~ ~ 
~ . :!I !!! :l;• 

._a. ·::..·U 'U 
Paragraph 

AaBbCcO< AaBbCcOc AaBbC1 . 
I Normal No Spao... Hudmg 1 - Chang• Editing 

• Slyl•• • 

Stylos 

THE QUICK ACCESS TOOLBAR 

The Quick Access toolbar is located above the ribbon. The Quick Access toolbar provides 

user with access that frequently use. By default Save, Undo, and Redo appear on the Quick 

Access toolbar. User can use Save to save a file, Undo to rollback an action user have taken, 

and Redo to reapply an action user have rolled back. User can add other commands to make 

it more convenient for them. 

• ' I ' " ' 

Orient 

EE Colum 

Pag 
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THE TITLE BAR 

Next to the Quick Access toolbar is the Title bar. The Title bar displays the title of the 

document on which user is currently working. Word names the first new document user 

open is Documentl. As user open additional new documents, Word names them 

sequentially. When user saves their document, user will assign the document a new name. 

BlogBytes [Compatibility Mode] - Microsoft Word 

aihngs Review View 

THE RIBBON 

User will use commands to tell Microsoft Word what to do. Since in Microsoft Word 2007, 

user uses the tabbed Ribbon system to issue commands. The Ribbon is located near the top 

of the screen, below the Quick Access toolbar. At the top of the Ribbon are multiple tabs; 

each with several groups of commands and user can add their own tabs that contain their 

favourite commands. User can click buttons to issue commands or to access menus and 

dialog boxes. 

Insert Page Layout References Mailings 

I -
ll -
!1 -

DocumenU - Microsof 

·­·­·-
Review View 

Save New Blank Open Close Numbering Paragraph Picture Styles Borders and Bullets and 
A5 Document Shading Numbering 

l\,ly Group 
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BACKSTAGE VIEW 

Backstage view gives user _various options for saving, opening a file, printing or sharing your 

document. It is similar to the Office Button Menu from Microsoft Office Word 2007. 

However, instead of just a menu, it is a full page view which makes it easier to work with . To 

get to Backstage View, click the File tab. 

Ii\ Save As 

' Close 

Info 

Recent 

New 

Print 

Save & Send 

Help 

• Options 

a Exit 

Information about Documentl 

r 

' 
Protect 

Documenty 

Check for 
Issues y 

Manage 
Versions y 

Permissions 
Anyone can open, copy, and change any part of th is document, 

Prepare for Sharing 
Before sharing this file, be aware that it contains: 

■ Document properties and author's name 

Versions 
lt. There are no previous versions of this fi le. 
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THE RULER 

The ruler is found below the Ribbon and to the left of a document. User can use the ruler to 

adjust their document with precision. User also can hide the Ruler to free up more screen 

space. 

•••I•" "' I• "1"' I • "2" • I• "3" • I• "4•• 'I• "5" • I• "6" • '"]" • 

1LaJ I I -
-

I 

N 

If the ruler is not visible, click the View Ruler icon over the scrollbar to view the ruler. 

e 
~ [iii 

·oiling -
Switch Macros 

'osition Windows• 
Macros 

6 . J; . 7 
I 
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THE TEXT AREA 

Just below the ruler is a la~ge area called the text area. User types a document in the text 

area. The blinking vertical line in the upper-left corner of the text area is the cursor. It marks 

the insertion point. As user types, the text displays at the cursor location. The horizontal line 

next to the cursor marks the end of the document. 

... 

Documentl • Microsoft Word 

Page Layout References 

rl (80<ty) " 11 

I .Y · alr.cx, x' 

'!V. A . ~ · 
Fon 

I • 1 • t 

r. 

Ma1l1ngs Review View 

-a 5: ... +§ "" 

.. 11 
Paraqraph 

Tut Insertion Point 

Document Area 
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THE STATUS BAR 

The Status bar appears at the very bottom of the window and provides such information as 

the current page and the number of words in the document. User can change what displays 

on the Status bar by right-clicking on the Status bar and selecting the options that user want 

from the Customize Status Bar menu. 

Documentl - Microsoft Word 

Home Insert Page layout References Mailings 

Ile Web layout ei 
: Outline 

Print Full Screen Show 
layout Reading = Draft 

Document Views 

~ New Window 

!;I Arrange All 

SSplit 

Window 

~ 
~ 

Macros 

Macros 

1,....-............. .-.------------1~----------------f.';;:J 
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3.2 EXAMPLE 1 

COMPUTER SYSTEM BASICS 

The good news is, with each month that passes, you get more computing 

power for less money. Everyone knows that computers are constantly 

getting faster, more powerful and less expensive. So, forget about trying to 

buy the latest ahd greatest machine. There is no such thing. Instead, you 

should buy a computer that adequately fits your needs, not the needs of 

your computer company's bottom line. The guide below is designed to give 

you a basic understanding of each of the standard computer components. 

After the introduction to the concepts, you'll find some resources for 

finding out about current computer models. For each computer you choose, 

list the following information: 

✓ Brand 

✓ Model 

✓ Price 

✓ Processor Type/ Speed 

✓ Memory Type/ Amount 

✓ Operating System 
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INSTRUCTIONS: 

1. Type the document above using Arial (12). 

2. By using Word Art, change the size of the title to 36 and font type 

Arial. Bold and Italic that title. 

3. Change the letter T at the beginning of a paragraph "The good news 

.... " to Drop Cap letter. 

4. Underline the word "latest", "greatest" and highlight the words with 

blue colour. 

5. Change the colour of word ('computer" to red and Bold the words. 

Then, make the words change to Uppercase text. 

6. Set the text alignment to Justify and the line spacing is 1.5. 

7. Change the bullets to the numbering list. 

8. Make into three columns. 

9. Put your name and registration number in a text box below of the 

document. 

10. Save the document as your_registration_number (EXERCISE 1 MS 

WORD) in your class data storage. 
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SOLUTION 

Type the document above using Arial (12). 

Step 1: Type the document. 

Set the font as Arial and the font size = 11. 

[ Arial __ •11 3 

To add bullets to the list, 

Click the Bullets drop-down arrow on the Home tab. 

Select the bullet style you would like to use and it will appear in the document. 

2012 

Using Word Art, change the size of the title to 36 and font type Arial. Bold and 
Italic that title. 

Step 2: Type the title "Computer System Basics" using Word Art. 

Click the Insert tab. 

Click the Word Art command. The Quick Styles drop-down menu will appear. 

A.= Slgnaturt lint .. 7C Equation .. 

Date- & r,-t n Symbol .. I 
•~ g:;~ 'ji Obj«t • 

-- IA~ A A 
/'A &i fa 
IA~ 
AA 

A 
IA 

A 
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Select the desired Quick Style and type the title. 

Change the font type as Arial and the size = 36 

Click the Home tab. 

Select font type as Arial and change the title size to 36. 

Arial ... 36 You can also use the G 
Font and Shrink Font 

changet 

Click the Bold (B) and Italic(/) command in the Font group. 

To add or modify WordArt 
effects: 

tab>Text 

2012 



COMPUTER APPLICATION ' 2012 

Change the letter Tat the beginning of a paragraph "The good news .... " to Drop 

Cap letter. 

Step 3: To change the letter T to drop cap letter, 

Highlight the letter "T". 

Click the Insert tab. 

Click the Drop Cap command. The Drop Cap Options drop-down menu will appear. 

Drop 
Cap .. 

Select Drop Cap style as Dropped. 

Underline the word "latest", "greatest" and highlight the words with blue colour. 

Step 4: To underline the words "latest" and "greatest", 

Highlight the word "latest" or "greatest". 

Click the Home tab. 

Click the Underline command. 

To highlight the words "latest" and "greatest" with blue colour, 

Highlight the word "latest" or "greatest". 

Click the Home tab. 

Click the Text Highlight Color drop-down arrow. 

ab -
Select the Blue colour. 
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Change the colour of word "computer" to red and Bold the words. Then, make the words 
change to Uppercase text. 

Step 5: To change the colour of word "computer" to red and Bold the words, 

Highlight the word "computer" 

Click the Home tab. 

Click the Font Color drop-down arrow. 

Select the Red colour 

Highlight the word "computer" again 

Click the Bold command. 

B 

To make the words "computer" change to Uppercase text, 

Highlight the word "computer" again 

Click t he Change Case drop-down arrow 

Select the Uppercase style 

Set the text alignment to Justify and the line spacing is 1.5. 

Step 6: To set the text alignment as Justify and the line spacing= 1.5, 

Highlight the document 
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Click the Home tab. 

Select Justify alignment from the Paragraph group. 

To set the line spacing= 1.5 

Highlight the document 

Click the Line and Paragraph Spacing command in the Paragraph group. 

Select 1.5 spacing from the drop-down menu. 

Change the bullets to the numbering list. 

Step 7: To change the bullets into numbering, 

Click at the bullets. 

Click the Home tab. 

Click the Numbering drop-down arrow. 

---

2012 

Select a Numbering formats you would like to use and it will appear in the 

document. 
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M ake into three columns. 

Step 8: To make three columns, 

Highlight all the text except Drop Cap letter. 

Click the Page Layout tab. 

Click the Column drop-down arrow. 

Columns 

Select three columns from the drop-down menu. 

Put your name and registration number in a text box below of the document. 

Step 9: To insert a text box, 

Select the Insert tab. 

2012 

Click the Text Box command in the Text group and a drop-down menu will appear. 

Select Draw Text Box. 

Click and drag below the document to create the text box. 

Type your name and registration number inside the text box. 

You can also select one of the 
build-in text boxes from the 
drop-down menu. 
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To change the text box 

Save the document as your_registration_number (EXERCISE 1 MS WORD) in your class 

data storage. 

Step 10: To save the document. 

Click the File tab. 

Select Save As. 

Save 

SavtAs 

~ Open 

!', Close 

The Save As dialog box will appear. 

Select the location to save the document as your class data storage. 

Enter file name as your_registration_number (EXERCISE 1 MS WORD). 

(Example: 06DKA11F1010 (EXERCISE 1 MS WORD)) 

Click Save. 

You can also use the Save 

2012 

command on the Quick Aa:ess 
Toolbar. 

automatically saves 
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3.3 EXAMPLE 2 

1FI M ltir AR l I lrl KA 31 I ill 
- --- -;:ii'~.:;,- ~-

JlUL !:Jl2 

9.00 10.15 11.15 12.15 1.15 

Wednesda'f 

Thursday 

Friday 

INSTRUCTIONS: 

10.0 0 11.15 12.15 1.15 2.15 

BA101 
8-NFH 
(Ell) 

R 

E 

l 

A 

X 

2.15 
3.15 

1. Your timetable should be include of the following item: 

• Time and Day 

• Course Code 

• Lecturers Name Code 

• Word Art and Picture 

3.15 
4 .15 

4.15 
5.15 

PA 
A-MNI 
(A1S) 

2012 

D 

2. Create your timetable as creative as possible using other tool bar in Ms Word. 

3. Insert page numbers at the bottom right of the page. 

4. • insert page Header title Computer Application (BC101). 

5. Put your name and registration number in a shape box below of the timetable. 

6. Change the page orientation to Landscape orientation. 

7. Save the document as your_registration_number (EXERCISE 2 MS WORD) in your 

class datastorage. 

8. Save the document again as a PDF document using the same file name. 
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SOLUTION 

To create a Word Art: 

Step 1: Click the Insert tab. 

Click the Word Art command. The Quick Styles drop-down menu will appear. 

Select the desired Quick Style and type the title. 

To insert a picture: 

Step 2: Click t he Insert tab. 

Click the Picture command in the Illustrations group. The Insert Picture dialog box 

appears. 

(jj Insert Picl1,n, 

« HAZEL_IANA (l:J ► Pictures 

Orgonize . Ne<,folder 

libraries 

0ocumffltS 

.,/1 Music 

Picturts 

• •t ~ard,Pidu,es 

■ Videos obstr1ct-g111phic• clip-lrt·book light_bulb_Ol lrg_Cornputer_W 

Computer 

0S (C:) 

ENTERTAINM 

o EOUCA TION (H:J 

- HAZEL_IANA (l:J 

E 

Filename: 

bonlor-vector ond 

0 

MB91X12S126"5 MB000426621> note-hi PC_Cliport 

. !AA Pictures ·I 
Tools . I Insert B I C.ricel I 

Select the desired image file and click Insert to add it to your document. 

-------------------------------------
CHAPTER 3 - WORD PROCESSOR 



COMPUTER APPLICATION 2012 

To create a blank table: 

Step 3: Click the Insert tab. 

Click the Table command in the Tables group. 

Hover your mouse over the diagram squares to select the number of columns and 

rows in the table. 

9 jnsert Table ... 

Qraw Table 

Con~ert Teid to Table ... 

E]!cel Spreadsheet 

Quick. !abl,s 

Click your mouse and the table appears in the document. 

You can now place the insertion point anywhere in the table to add text. 
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To insert page numbers: 

Step 4: Click the Insert tab. 

COMPUTER APPLICATION 

To modify Table Desian, 
Table layout and lable 
5-les: 

2012 

Click the Page Number command in the Header & Footer group. A drop-down menu 

will appear. 

Select the suitable page number style and it will appear in your document. 

. '"' ·-• PlainHumbtfl 

7t n 
Equation S,..bol 

..____· '-----I - -
Plain Number 2 

I 

___ , 

---------------------------------------
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To insert a Header: 

Step 5: Click the Insert tab. 

Click the Header command in the Header & Footer group. A drop-down menu will 

appear. 

From t he drop-down menu, select Blank or Edit Header command to insert a blank 

header or choose one of the built-in options. 

Header footer Page 

Built-In -
I 

• Number• 

B&.ink (Three Columns) 

I 
Afpfw>el 

I 
Annual 

fT),J)t tbedorumnnttitle:J 

(Type the docume•• tftlt1 I rt..., 

Enable Content Updates from Qffict.com ... 

f;dtt H•ader 

Btmove Header 

~vt Seltct:on to Header Gallery .. 

The Design tab will appear on the Ribbon and the header will appear in the 

document. 

Type the desired text into the header. 

When you're finished, click Close Header and Footer in the Design tab or hit the Esc 

key. 

To insert a shape: 

Step 6: Click the Insert tab . 

Click the Shapes command. 
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lut Rrlerences Ma1bng.s Rmrw View 

Recently Used ~ 

~ '\.0006 °"L 7.. ¢,C,c, 
i ,f\.W-h-, 
Lines ~ 

'\. '\. °"L 7..1.. "2. c. 'c.f\. c, ~ 
Recbngtes 

0000000□□ -~ ~o 6 r:::::..oc, 0 0000® 
® C::iDO[Qr C!:a '7'00 B Bl 
C@@IRl D ©v> "l.. -r.t· (( C "'\ 
(){}(){} 

Select a shape from the drop-down menu. 

Click and drag the mouse until the shape is the desired size below the table . 

Release the mouse button. 

Then, right click the mouse and choose Add Text command. 

Type your name and registration number inside the shape box. 

To change page orientation: 

Step 7: Click the Page Layout tab. 

Click the Orientation command in the Page Setup group. 

lnHrt Page Layout 

Choose Landscape command. 

Landscape format means that the page is oriented horizontally. 

~--- --------------------------------,-
CHAPTER 3 - WORD PROCESSOR 

-

2012 



COMPUTER APPLICATION 

To use Save As command: 

Step 8: Click the File tab. 

Select Save As. 

Homt 

The Save As dialog box will appear. 

Select the location to save the document as your class data storage. 

Enter file name as your_registration_number (EXERCISE 2 MS WORD). 

(Example: 06DKA11F1010 (EXERCISE 2 MS WORD)) 

Click Save. 

To Save As a PDF: 

Step 9: Click the File tab. 

Select Save As. 

Litnrie:s 
• Documents 

~ Music 

Pim"" 

Authors: Word Ooo,ment 
Word Mla~Enabltd Document 
Word97 -2003 Document 
Wordll!rT'lpLm 
Word Micro-Enabled Template 
Word97-2003Tm, i.te ., 

In the Save as type drop-down menu, select PDF. 

Select the location to save the document as your class data storage. 

Enter file name as your_registration_number (EXERCISE 2 MS WORD). 

(Example: 06DKA11F1010 (EXERCISE 2 MS WORD)) 

Click the Save button. 
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4.0 INTRODUCTION 

Microsoft-

EXCel.2010 
Starting 

Office 

201 r.iw~.ott Corpora on. D ngh reserv~. Cancel 

Before begin creating spreadsheet, it is useful to be able to identify the various components 

t hat comprise a spreadsheet. Here is a list of the most common spreadsheet terms. 

Name box 

Act ive cell 

Bocl'l Micro :, Oh f )IC{'! 

ln1;ert Page liyout Formulas Data Rev.ew \fiew 

4 

5 : 
6 I 

7 l 
8 
9 I 

I 
101 
11 1 

u • 
I 

Clipboard 

Al 

A 

z 
~ 
:::, 
....J 

0 u 

Calibri 

B I :!l • 

B C 

• .A · 
Font 

D E F 

Ahonment 

G H 

G.ener11 

~1erge & Center • $ • •.4 , 

Number 

~. ~--------------------- ------- -36L- - - _ 

37 

38 

Worksheet tabs 

Ribbon 

ow 
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START AND EXIT SPREADSHEET 

To start Excel from the Windows desktop, follow these steps: 

• Click the Start button, and the Start menu appears. 

• Point at All Programs, and the Programs menu appears. 

• Select the Microsoft Office programs group and then Microsoft Office Excel 2010. 

When clicking the Microsoft Excel icon, the Excel application window appears, displaying a 

blank workbook labeled Book 1. 

To exit the Excel application, follow these steps: 

• Click the File tab, and the file menu appears. 

• Click Exit Excel button. 

Or you can either exit the Excel application by clicking the Exit button. 

.;i id ., • c- • • fWi\lM 
Minimize➔ .~ 

0 

,,.. 

Htlp 

-

-

HOIM lttmt h0t Ul)'CXA. f0tmut.u llttli Rmcw V'itw 

Information about Bookl 

Product Acdvatioo, Required 
Mecrosoft Off,c.t Proless.oNI P1us 2010 ~ • ~•t.d product kmse.Aar.att: 
your product by now to obtwl a valJd product iK.tnK. 

Perml11lons 
Anyone c,n opt.r\, copy, ind dw.ngt 1ny part. of ttus W()f\:book. 

P"l'•rt 1w Sh•ri"9 
Mort ~ thtS ftfit, be"'"'" thlt il coruins: 

Oocutnent properun ind 1uthor's n•mc 

V..slon• 
Thtr• are no p11t'o"ious vtnions of thil fik. 

Restore 
Propt ttlt J .. 

Sc, tk." WlltdYtl 
T.,, Addllitk ,. .. ,l,dd1wo 

c.tegonu dCl.aat1:gory 

R1lat t d Dl tU 

l..u1-.lod1Utd titrtt 

C,o ,. lod-,, J•tOPM 

LaJtPnnttd f/n-tf 

Jtel)ltd Peoplt 

A~hOI ,OJJftbMt 

A.dd 1n on1tM, 

lH1 Modlfltd e, Uot1 1td)tl 

it!m:-"l! f?:21!:1:!tlll 
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CREATING, ORGANIZING AND FORMATTING WORKBOOK 

To begin creating a new workbook: 

• Click the File tab. 

• Click New command. 

• Choose Blank Workbook. 

,, . ~. 
"' - ...... PageUJCkll ,.,. .... .... ....... v ... 9 

6ijs.., 
A.v11fal»e Tempfatas ll1n1t-icbooli -.. 

Optn 
G:!Homt 

O ose 

Wo 

RKtnt N,wfnxn ... _ 
Pnnl 

S...&S.nd ~ - 3 
~d,s Sudi•" C,lf:MM'I' &p.,,11 F- Forms lrr,ent.oria -.. l•btls 

Holp ........ 
d Ootlons 

JJ 9 ~ §1 El._.. -
L,m M.mos P11ns l>t.nntts Retc,pts ~· Schoduln Suterntrtts ll><><>n")' 

Crttte 

If you want to create a new document from a template, explore the templates and choose 

one that fits your needs. 

Organizing and formatting the worksheets within the workbook files can make the Excel 

documents easier to maintain and manage. Worksheets can be moved, renamed and 

deleted to make your workbook easy to navigate through. 
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Renaming Worksheet Tabs 

The tabs on the bottom of the worksheets contain the name of each worksheet. You can 

change the default name of the worksheet to describe its contents. 

• Select the worksheet, double click the appropriate worksheet tab or right click the 

appropriate worksheet tab the select Rename command. 

• Type the new sheet name. 

• Press [Enter]. 

22 
23 
24 
25 

Ready 

Changing Worksheet tab colours 

Colouring worksheet tabs can make specific worksheet easier to locate within a large 

workbook. 

)nstJL 

• Right click the appropriate l!tltlt 

St .... 

worksheet tab. 
.,_ 
• 

• Point at Tab Color, and colour ffotott Shttl-

lib Color 

template appears. ~ 

• Select the desired colour . 
~•tt ... ShttlJ ttoColOr 

M<JrtColon-

-------------------------------------
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Inserting Worksheet 

• Right click on any worksheet tab. 

• Click Insert, and Insert dialog box appears. 

• Select the General tab, then select Worksheet, and click OK. 

• The new worksheet is inserted in front (to the left) of the current worksheet. 

• You can either insert a new worksheet by clicking Insert Worksheet tab. A new 

worksheet is added to the right of all other worksheets. 

10 

u 
u 
13 

14 

LS 
16 

17 

18 

19 

20 

21 

22 
23 

24 

2S 
>< 
M 4 J M .. .., 

MS&ces.o 

°"""' 

5M«l Sheet2 Sheet3 

Moving Worksheets 

_ ... _ 

Insert Worksheet {Shift+F11) 

You may want your worksheets in a particular order when printing the final document . You 

may also want to group similar worksheets together, or simply rearrange the order for easier 

access while working on a file. If the original worksheet order no longer fits your needs, you 

can rearrange worksheets within the same workbook or move a worksheet to another 

workbook. There is few ways of moving worksheets: 
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Moving Worksheet (same workbook, right click) 

• Right click the worksheet tab to be moved . 
9 

Select Move or Copy. 10 

11 

12 

• The Move or Copy dialog box appears. 13 

14 

15 

• From the To book pull-down list, select the 16 

17 

1B 

current workbook. 19 

20 

From the Before sheet scroll box, select 
21 

• 22 
23 

where the sheet will be moved. 24 

15 .... 
M 4 ► M 

• Click OK. -

M oving Worksheets (same workbook, drag and drop option) 

24 

25 

H • ► M BCl0l BAlOJ IIA.tOl SheeM SheetS 
RoadJ 

-· 
BAlD! 
BAlD3 
lh!<M 
lh!<IS 
r,,,o,.1o,rd) 

□-·-

• Click and hold the worksheet tab to be moved. A sheet icon and arrow appears. 

2012 

• Drag the sheet icon to the desired location. The arrow indicates where the sheet will be 

placed. 

• Release the mouse button. 

r---___ _ ____________________________________ _ 
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Moving Worksheets (different workbook) 

• Open both the worksheets to be moved and the workbook to which it will be moved. 

• To display the worksheet that will be moved, from the Ribbon, select the View 

command tab. In the Window group, click Switch Windows, then select the workbook 

containing the worksheet to be moved. 

• Right click the worksheet tab to be moved, then select Move or Copy. 

• The Move or Copy dialog box appears. 

• To move the worksheet to an existing workbook, from the To book pull-down list, select 

the destination workbook. To move the worksheet to a new workbook, from the To 

book pull-down list, select (new book). 

• From the Before sheet scroll box, select where the sheet will be moved. 

• Click OK. The worksheet is moved. 

Deleting Worksheets 

If you no longer have a need for a particular worksheet, you can delete that sheet from the 

workbook. 

• Right click the appropriate worksheet tab. 

• Select Delete. The sheet is deleted. 
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SPREADSHEET'S HELP FUNCTION 

If you are unsure of using Microsoft Office Excel 2010, you can either click on Help button or 

press Fl on the keyboard. 

MIMAMiiiii 
Insert Paot lJYOUt Formulu O.U Rntt'W Vww 

Calibr1 • U 

B I 11 • • 

Font 

D 

• A" ,... • • • ~· i;;\\upltd. 

• .A . ~ • ,II i/f <Ir -·· "'""" . CondiooNI fonnllf Cd 
fOfl'l\ltbno. u T•blt .. St)tu .. 

StylU 

G H M 

fl E.mlHtlp El t3 

Mott on Offic.ecom d°"'nlo.d5 ! 1.mages. j temp&.les 

Gettmg <tarted with Excel 2010 

• Gettmg started with Excel 20 10 
• Use spark1mes to show data !tends 

• Use sheers to filter PIYOC.Table data 
• Keyboa1d shortculs 

• Manage large data se1s -th lhe Powe1PM:lt 
add-tn 

Browse Excel 2010 support 

• Charts • Gett,ng help 
• Cuslom1zmg • Getting slatted 

• Formulas • M1eros 
• Function reference • WOfkshee1s 

Conntdf'd to Office..coa 

N 

lruirrt Odrit Foout 

0 Q 
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4.1 PRODUCE SPREADSHEET 

CREATE NEW WORKBOOK AND INSERT CONTENT INTO WORKSHEET 

When you start Microsoft Excel, a file called workbook is open and you will see a big empty 

grid. Every new workbook comes with three worksheets. You enter data into the worksheets 

or sometimes called spreadsheets. There are letters across the top and numbers down the 

left side. There are tabs at the bottom named Sheetl, Sheet2 and Sheet3. 

When you open a new workbook, the first cell is the active cell. It has a black outline. Cells 

are where you enter data in a worksheet. The cell reference of the active cell appears in t he 

Name Box in the upper-left corner of the worksheet. By looking in the Name Box, you can 

see the reference of the active cell. 

Name Box Workbook title 

• 11 Gtnml . B tFJ 
• A · lie-~ ~!F Mavt&Cffltt:r"• s .... ' ~~ CondltlOMI four~ Ctll '""" Odd.t Fonut 

fonaatung • AS Table · Styttt • . _ .. , 
N1,,1tnbff "il,'IU (f'ftl 

G H j(. N 0 p a R 

Active cell 

Worksheet 

You can enter two basic kinds of data into worksheet cells: numbers and text. Excel are used 

to create budgets, to work with taxes, or to record student grades, to list the products yov 

sell or to record attendance. 
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When you enter data, it's a good idea to start by entering titles at the top of each column or 

row so that anyone who shares your worksheet can understand what that data means and 

so that you can understand it yourself later on. 

In the picture below, the column titles are months, and the row titles are types of car. This 

worksheet shows monthly sales of the car. 

• 11 I ~...:J I ---wrap Text ~neral 

11 •j .;.J • j •A• ~ • ,_ •• , Mtrgt&CtntH • S • % 

Font r. Alt nmcnt Number 

'6 250 

A ~----C ,,_ _ .Q. ___ f.-.. _ _.f.. H I J 

__ ,L .ta'l. _ J ~ _ - ~ _ ~ _ _ M.!:f _ _ ,&n_ .. ..___ 
Kandi 1 550 524 533 564 520 604 Column titles 

3 Wlra I 421 420 400 400 430 435 

Myvl I 305 360 450 462 460 486 r:::7.---\ 
Iv, _ I 260 255 254 232 2561 2501 ~"--f 

6 

ENTER 
Row tit es 

When using Excel, you can press TAB to move the selection one cell to the right and press 

ENTER to move the selection down one cell. 

To enter a date, you should use a slash or a hypen to separate the parts. For instance 

5/11/2011 or 11-May-2011. Excel will recognize this as a date. 

To enter a time, type the numbers, a space, and then "a" or "p". For example, 3:45 p. If you 

put just the number, Excel recognizes a time and enters it as AM. To enter the current date, 

press CTRL and the semicolon (;) together. To enter the current time, press CTRL and SHIFT 

and the semicolon all at once. 

To enter fractions, leave a space between the whole number and the fraction. For example, 

11/8. 

Excel will interpret the number as a date. 

----- --------------------------- -----,--
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If you type (SO) to indicate a negative number by parentheses, Excel will display the number 

as -50. 

Below are two time-savers data entry you can use in Excel : 

AutoFill - Enter a series of numbers. For example, DSKOOl, DSK002, DSK003, then select 

these series. 

Place the mouse pointer at the right and bottom of the highlighted area. Click and hold, and 

drag down the mouse. 

Al 

A 8 

1 DSKOOl 
2 DSK002 
3 OSK003 
4 OSK004 
5 OSK005 
6 OSK006 
7 OSK007 
8 OSK008 
9 OSK009 
10 OSKOlO 
11 ~ 

AutoComplete - If the first few letters you type in a cell match an entry you've already made 

in that column, Excel will fill in the remaining characters for you. Just press ENTER when you 

see them added. This works for text or for text with numbers. It does not work for numbers 

only, for dates, or for times. 
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MODIFY PAGE SETUP 

In Excel 2010 Page Setup section of the Page Layout tab the first button is Margins. Click the 

down arrow to see the default selections. These are the margins that you need to set for 

printing document. 

Fonnu,ai o.ata Rtttnrr Vltw 

Gft<Sllnts ._,U<hn9S 

Vitw View 

Print t1 Print fo=d., sa!:!d .. St~~on A.hon Gr-oup Ro~tf" Pnnt 8 u B.ackQround Pnnt 
1----'-----Al-'e-'-a•__ ritlts Sole. ·-Stilt to frt Shttt Options Arr1nQt 

Bottom: o.1s· l======-==...,.====-aa....,=mm=""""================~• 
Right OS 
footer: 0 3· 

eottomi r 
Rlght r 
Foottr. o.s· 

lottom: O 15~ 
Right & zs· 
footer. o 3~ 

G H K 0 

You can also set custom margins by clicking the custom margins selection at the bottom of 

the Margins button. 

The Page Setup window will open automatically to the Margins tab. In this tab you can set 

the top, bottom, left and right margins. In this tab you can also set the spacing for the 

header and footer or center the spreadsheet either horizontally or vertically. The page in the 

center gives you a preview of how the spreadsheet will print. 

The next button is Orientation. Click 

the down arrow on the Orientation 

button. This button lets you change 

the orientation of your spreadsheet to 

portrait or landscape. 

formul11; Data Rmtw 

Stu P'rmt Btfll 5 Batt.ground Pnnt 
.. Arn• Trttu 

etup 

A 8 E F G 
1---"

1 
+-...:..;.__,,.--=---1 8 landscape 1--=-----"'---c..-' 

2 
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P•~t 1..11out fon.WJ D•U RMCW V'ltw 

~~~~~~ e-

7 

8 

• 
10 

11 

u 
13 

14 

15 

16 

17 

18 

19 

2ll 

21 
D 

22 

23 

24 

25 

26 

27 

2S 

l rlttfSmall 

, ..... 
J7 ' 1n1· 

, .... 
a.s·xw 

St»tmiient 
s.s· .as 

£xt<oliwe 
7.2s·x10.s-

A) 

U ,69"itl.6.S4' 

A4 
s.2r· x 11.69" 

A4-
s.2rx 11,49· 

AS 
5,83"r8.27" 

84UISl 
10.J2"aJ4.33' 

8SUlS} 
7.1?'a10.12• 

Mort P1ptt sau ... 

,, Next to Orientation button in the Page Layout .. 
tab is Size button. This button will let you select 

the size of the paper. The 21.59 cm x 27.94 cm 

(8.5'' x 11") paper size is the default selection. 

Working with header and footer in Excel 2010 has gotten much simpler and more 

sophisticated with varied options. Header and footer are information displayed on the top 

and bottom of page when the Excel sheet is printed. To insert header and footer: 

• Click Insert tab. 

• Click Header & Footer under Text group. 

~u SINrtArt saunshot C~ utw Pk kr lfu Sattn Othtf Unt COkJffln \\-'lt\lloss Slur ttrl)tfllnk Tat . . .. .. Chllls '" Bo1t 

Tht infonubof'I ., tht tkackr or 
foau, WSI .-,pea, If the top or 
botlM 01 tad\ Pflntt(f ~f 

o ..... n ... __ 
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Now the layout of the sheet maybe changed to Page Layout from Normal spreadsheet 

layout. There are three sections of header and footer: left, center and right. Click on each 

section and begin typing the details that you want to appear on the header. 

~ . 
Htidtr rootu P:19t Nurr.ot1' Currtnt Cuntnt f'H filt Shut PidUfc f 

• • IIUlllbtt of h~ Datt n.t hth l'-t ~ 
Ko.1,, ~ foot,, EitMtnU 

0 

Oick to add data 

To format any section, just highlight the section and click the Home tab. Use the options 

under Font group to format as per need with change in font size, color, bold, italic, underline 

etc. 

To change options in header and footer, you can find those features under new tab: 

• Look under Header & Footer Tools. 

• Click Design tab. 

Dllftffnt flrsthpt ./ S~l• 

Dtfftrtnt Odd & £Ytn hv•• ,/ Ahgn 

You can choose various templates of header and footer from the menu. 

While inserting header and footer, you can navigate between 

them using the Navigation menu under Header & Footer, 

Design tab. This allows to switch between header and footer. 

Goto Goto 
HudH Footer 
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You can also insert various header and footer elements like Page Number, Number of Pages, 

Current Date, Current Time, File Path, File Name, Sheet Name and Picture. 

After inserting the header and footer, the layout of the sheet will be changed to Page 

Layout. If you want to change the layout view, go to View tab and click Normal under 

Workbook Views group. 

WORKSHEET FORMATTING 

A style in Excel 2010 is combinations of formatting options that is named and save as part of 

your current spreadsheet file. The new style can then quickly be applied to data and cells in 

the spreadsheet. 

Below are steps to create a custom formatting style in Excel 2010. 

• Select a single spreadsheet cell. 

• Apply all desires formatting options to this cell. 

• Click the Home tab on the ribbon. 

• Click on Cell Styles option under Styles group to open the 

cell styles gallery. 

• Click on the New Cell Styles option at the bottom of the 

gallery to open the style dialog box. 

• Type a name for the new style in the Style name box. 

• The formatting options already applied to the cell will be 

listed in the dialog box. 

S!"II, /Id.dos (.By~, 

8!t.onber General 

8~t --.-All,,ed 

E) Ecnt Calbf o,ody) 11, Text 1 

EIOOrde< Nollordors 

EIFJ ""Slm'l9 

E)pto- Loc:tc.d 
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To make additional formatting options or modify the current choices: 

• Click on the Format button in the Style dialog box to open the Format Cells dialog box. 

• Click on the appropriate tab in the dialog box 

• Make the desired changes. 

• Click OK to close the Format Cells dialog box. 

• Click OK to close the Style dialog box. 

• The new style is added to the top of the Cell Styles gallery. 

Sr,ir-0,r-) 

0~ -0.,.._,.-.., __ 

E)font c.lb,!OlodY)U,Textl 

0o,,,t,, ...... -
0Fil ... _ 

01't<>- 1.odmd 

To apply the new style to cells in your spreadsheet: 

• 
• 
• 
• 
• 

Select the desired cells . 

Click the Home tab on the ribbon . 

Click on the Cell Styles option under Styles group . 

Click on the new style name at the top of the gallery . 

The style's formatting is immediately applied to t he selected cells . 
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Border, shading, colour and cell size 

Adding lines and borders is a quick way to format important 

information in Excel. 

There are many options when it comes to adding and 

formatting lines and borders. 

• Borders can be added to one or all sides of a cell or block 

of cells. 

• Different thickness of lines can be used. 

• A variety of line styles are available. 

• There are a number of colours to choose from. 

tf.o eordtr 

IE ansordtn 

0 Ou\11<1< Bofdffl 

□ lllk1< ao, aon1<t 

2012 

_ ,Iott.Ota Double Botdtl 

_ l'JJ1d: 8ottoe 8otdtt = Top anJl Sottoa1 Border 

= topMldTh~Sottoll'llofdtf = Top ln4 Oos,t,tt lott:Ofl 8ordct 

:i Dr•lllt llotd<r 

~ Drowllo<d<r~ 

:2 (ru<llotdtt 

,/,. ljn<COlor --

In Excel 2010 the borders option is located under the Home tab in the Font group. 

You can add shading to cells by filling them with solids colours or specific patterns. 

• Select the cells or ranges of cells that you want to apply shading to or remove shading 

from. 

• Go to Home tab under Font group. Do one of the followings: 

✓ To fill cells with solid colour, click the arrow next to Fill Color ~ and then click 

the colour that you want on the palette. 

✓ To apply the most recently selected colour, click Fill Color ~ 

✓ To remove a fill colour or fill pattern from the selected cells or cell ranges, dick the 

arrow next to Fill Color ~ , ~ and then click No Fill. 

In Excel 2010, you can change any column widths or row heights in your worksheets to 

improve the readability and appearance of data. Follow these steps to adjust the width of 

one or more columns: 

CHAPTER 4 - SPREADSHEET -



COMPUTER APPLICATION 2012 

• Select the columns whose width you want to change. You select an entire column by 

clicking its column letter. If you want to adjust a single column, click any cell in that 

column. 

• Choose a method t~ adjust column width. To manually change the width of column, 

position the mouse pointer on the right boundary of a column heading until it turns into 

a double-sided arrow. Drag until the column is the width that you want. 

Homt lnmt Plot layout fOf!IIUIIS 

Copy • 

foflllft Pllnltl 

CT,pboard 

A fl 

Ctllbri • 11 

B Iil • ~ • 

• To set a column width to a specific setting, go to Home tab on the ribbon. Under Cells 

group, click Format. Select Column Width. 

• Type the exact width you want in the Column Width dialog box, and then click OK. 

• To automatically change the column width so it fits the widest entry, double click the 

boundary on the right side of the column heading. Or go to Home tab, click Format, 

then click AutoFit Column Width. 
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To change the height of one or more rows, follow these steps: 

• Select the rows whose height you want to adjust. To select an entire row, click on the 

row number on the left . If you want to adjust a single row, click any cell in that row. 

• Choose a method to adjust row height. To manually change the row height, position the 

mouse pointer until it turns into double-sided arrow. Drag until the row is the height 

that you want. 

Al $, POUTEKNIK PORT DICKSON 

B C D E 

No. Jabatan Kap.isltl 
5 1 Mekanlkal 87 

6 2 Elektrikal 76 

7 3 Awam 74 -- -
8 4 Perdagangan 56 - - -
9 5 Matematlk, Salns & Komputer 40 
10 31 
1l 

• To automatically change the height of a row so it fits the tallest entry in the row, 

double-click the boundary on the bottom of the row heading. Or, on the Home tab, 

choose Format. Then click AutoFit Row Height. 

• To set a row height to specific setting, on the Home tab, 

choose Format, and then click Row Height. Type the exact 

height you want in the Row Height dialog box, and then 

click OK. 
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Hiding columns, rows, and cells 

At times, there may be information in your worksheet which you no longer need to see. At 

other times, you might be printing your worksheet and want to print only columns A to F and 

columns H to J, skipping column G. Rather than rearrange your worksheet for either of these 

examples, you can simply hide the information. You can also hide information in specific 

cells. 

You can hide and unhide columns, rows or cells of your worksheet. 

• Select a cell within the columns or rows to be hidden. 

• On the Home tab, in the Cells group, click Format. 

• From the Format menu, in the Visibility section, go to 

Hide & Unhide. 

• Click on the selection you wish to hide or unhide. 

Merge and unmerge cells 

~ AutoSua• U' .... 
Sort& 

... Otar· f11-t1~ 

...,_ ___ ,_.,.--4, CAO- -- --, 

M 

-,--------l _.,,_ 
Hkkt_olumns OrDMiaSbtet:1 

HkkP,Ht -·­Unhidt Cotuans 

'------+ 

~Of(Ot)TSMd... 

fabCo6or -

You can merge two or more adjacent cells into one cell and display the contents of one cell 

in the merged cell. You can also merge the contents of several cells and display them in one 

cell. Merging cells disables sorting functionality. 

You can unmerge or split a cell that has been merged, but you cannot split an empty, 

unmerged cell. You can, however, split the contents of an unmerged cell and distribute the 

divided contents across other cells. 

When you merge two or more adjacent cells, the cells become one merged cell, and the 

contents of the upper-left cell are displayed in the center of the merged cell. Data in other 

cells of the selected range will be deleted. 
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• Select the cells that you want to merge. 

• On the Home tab, look under Alignment group. Click Merge & Center. 

• If the Merge & Center button is unavailable, the selected cell may be in editing mode. 

To cancel editing mode, press ENTER. 

• To change the text alignment in the merged cell, select the cell, and then click Align Left 

or Align Right :II on the Home tab under Alignment group. 

4 No. Jabau.n Klpasitf 

S 1 Mtl1nlbl S7 

You can split only cells that were previously merged. 

• Select the merged cell. 

• On the Home tab, look under Alignment group. Click Merge & Center. 

• When the merged cell is slit, the contents of the merged cell will appear in the upper· 

left cell of the range of split cells. 
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Align cell content 

In Excel 2010, you can change the horizontal and vertical alignment of cell data. By default, 

text is left-aligned, and v~lues or dates are right-aligned. Use the buttons in the Alignment 

group of the Home tab to alter the alignment. 

Top Align Bottom Align 

. I ~Wrap Tm 

Me-roe & Center • 

Align Text Left Align Text Right 

4.2 EXCEL 2010 FORMULA 

Formulas are one of the most useful and well used features in spreadsheets such as Excel. 

Formulas can be used to perform basic number crunching, such as addition or subtraction, 

as well as more complex calculations such as payroll deductions or averaging a student's test 

results. Using formulas effectively is central to getting the most out of your spreadsheets. 

Writing formulas is really quite easy to do. All you need is an understanding of how they 

work and the steps that you need to follow each time you create one. 

-----------------------------------
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BASIC FORMULA 

Creating formulas in Microsoft Excel is not difficult. Just combine the cell references of your 

data with the correct mathematical operator. The mathemat ical operators used in Excel 

formulas are similar to the ones used in math class. 

✓ Addition - plus sign ( + ) 

✓ Subtraction - minus sign ( - ) 

✓ Multiplication - asterisk ( * ) 

✓ Division -forward slash ( /) 

✓ Exponentiation - caret ( " ) 

If more than one operator is used in a formula, there is a specific order that Excel will follow 

to perform these mathematical operations. This order of operations can be changed by 

adding brackets to the equation. An easy way to remember the order of operations is to use 

the acronym: 

BEDMAS 

The order of operations is: 

B = brackets, ( ) 

E = exponents, " 

D = division, / 

M = multiplication, * 

A = addition, + 

S = subtraction, -

Any operations contained in brackets will be carried out first followed by any exponents. 

After that, Excel considers division or multiplication operations to be of equal importance, 

and carries out these operations in the order they occur left to right in the equation. The 

same goes for the next two operations: addition and subtract ion. They are considered equal 

in t he order of operations. Whichever one appears first in an equation, either addition or 

subtract ion is the operation carried out first. 
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The following example creates a basic formula . The steps used to create this basic formula 

are the same ones to follow when writing more complex formulas. The formula will add the 

numbers 2 + 5. The final formula will look like this: 

=Cl+ C2 

/,, =Cl+C2 .., _____ _ 

C 

Answer 

Here are the steps on how to enter the datas as shown on the picture above: 

• Type a "2" in cell Cl and press ENTER. 

• Type a "5" in cell C2 and press ENTER. 

• Type the equal sign "=" in cell C3. When creating formulas in Microsoft Excel, always 

start by typing the equal sign. You type it in the cell where you want the answer to 

appear. 

Equal sign 

• Then click on cell Cl. 

• Type a plus "+" sign. 

• Click on cell C2. 

• Press the ENTER key. 

• The answer 7 should appear in cell C3. 
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You can view the formulas by holding the Ctrl key and the tilde, ~ to switch back to 

worksheet view, you press it again. In formula view, your view will look like the picture 

below: 

C 0 

j 

FORMULA FUNCTIONS 

Formulas, also called functions, are a powerful feature of Excel. Functions available in Excel 

are grouped into the following categories: 

Insert Page Layout Formulas 

Insert utoSum Recently Financial Logical Text Date & 
Function Used• Time• 

Funct on lib al" 

• Financial - formulas for calculating depreciation, interest, return on an investment, loan 

payment, and mortgage. 

• Logical - the logical operators of And, True, False, If, Not, and Or. 

• Text - formulas for combining text from various cells with the concatenate formula, 

converting text to upper case, lower case, or proper case, and trimming extra spaces 

from text. 

• Date & Time - formulas for calculating the number of days between two dates, the 

current date, and day of the week for a given date. 

• Lookup & Reference - formulas for doing a horizontal or vertical lookup, a hyperlink, or 

getting data from a Pivot Table. 
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• Math & Trig - formulas for calculating trigonometric functions, logs, random numbers, 

Roman numerals, rounding and truncating. 

• Statistical - formulas for calculating averages, frequency, percentile, quartile, and 

standard deviation. 

• Engineering - formulas for Bessel functions, and conversions between numbering 

systems such as octal to binary. 

• Cube - formulas for working with three dimensional sets. 

• Information - includes formulas which return a true or a false response in determining 

if a cell is blank, or if the content of the cell is a number or text. 

4.3 OTHER FEATURES IN SPREADSHEETS 

Chart can convey much more than numbers alone can because charts present data in a 

visual way that makes it easier to see the meaning behind the numbers. 

Charts start with data, you just select data in your worksheet, choose a chart type that best 

suits your purpose, and click. To select a different chart type, just click again and select a 

new chart type from a huge range of possibilities. Then work with the new Chart Tools to 

customize the design, layout, and formatting of your chart. 

Microsoft Office Excel 2010 no longer provides the chart wizard. Instead, you can create a 

basic chart by clicking the chart type that you want on the Microsoft Office Fluent user 

interface ribbon. 

---------------------------------------
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CREATE AND MODIFY CHART 

Chart is used to display series of numeric data in graphical format to make it easier to 

understand large quantities of data and the relationship between different series of data. A 

chart has many elements. Some of these elements are displayed by default, others can be 

added as needed. You can change the display of the chart elements by moving them to other 

locations in the chart, resizing them, or by changing the format. You can also remove chart 

elements that you do not want to display. To create a chart in Excel, you start by entering 

the numeric data for the chart on a worksheet. Then you can plot that data into a chart by 

selecting the chart type you want to use on the Office Fluent Ribbon. 

Data 

Points 

l ni A B C 0 E I 
l 

. I -2 2008 2009 2010 2011 
3 Kei,Awam 1237 1350 1360 1570 
4 Kej. Elektrik 1484 1562 1630 1490 
5 KeJ. Mekanlkal 16n 1852 1753 1900 
6 Perdagangan 1U4 1003 954 1024 
7 { 

, I Worksheet Data I 
.. 

2008 2009 2010 2011 

• Kej. elektrlk 

KeJ. Mek1r,lk11l 

Legend 
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For most charts, such as column and bar charts, you can plot the data that you arrange in 

rows or columns on a worksheet into a chart. However, some chart types require a specific 

data arrangement. 

1. On the worksheet, arrange the data that you want to plot in a chart. The data can be 

arranged in rows or columns. Excel automatically determines the best way to plot the 

data in the chart. 

2. Select the cells that contain the data you want to use for the chart. If you select only 

one cell, Excel automatically plots all cells that you want to plot in a chart are not in a 

continuous range, you can select nonadjacent cells or ranges as long as the selection 

forms a rectangle. You can also hide the rows or columns that you do not want to plot 

in the chart. 

3. On the Insert tab, in the Charts group, do one of the following: 

• Click the chart type, and then click a chart subtype that you want to use. 

• To see all available chart types, click a chart type, and then click All Chart Types to 

display the Insert Chart dialog box, click the arrows to scroll through all available 

chart types and chart subtypes, and then clicks the ones that you want to use. 

• A ScreenTip displays the chart type name when you rest the mouse pointer over 

any chart type or chart subtype. 

4. By default, the chart is placed on the worksheet as an embedded chart. If you want to 

place the chart in a separate chart sheet, you can change its location by doing the 

following: 

• Click the embedded chart to select it. This displays the Chart Tools, adding the 

Design, Layout, and Format tabs. 

• On the Design tab, in the Location group, click Move Chart. 

------------------------------------
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• Under Choose where you want the chart to be placed, do one of the following: 

~ Move Chart ...,__ .2S,. 

Oioose here you want the chart to ~ placed: 

Yt.l QNe:w;t,eet Chllrt1 __ ~~~-~-----' 

~ 0~1'1: 

• To display the chart in a chart sheet, click New sheet. If you want to replace the 

suggested name for the chart, you can type a new name in the New sheet box. 

• To display the chart as an embedded chart in a worksheet, click Object in, and then 

click a worksheet in the Object in box. 

5. Excel automatically assigns a name to the chart, such as Chartl if it is the first chart that 

you create on a worksheet. To change the name of the chart, do the following: 

• Click the chart 

• On the Layout tab, in the Properties group, click the Chart Name text box. If 

necessary, click the Properties icon in the Properties group to expand the group. 

• Type a new name. 

• Press ENTER. 
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VARIOUS TYPES OF CHART 

Microsoft Office Excel 2010 supports many types of charts to help you display data in ways 

that are meaningful to your audience. When you create a chart or change the type of an 

existing chart, you can select one of the following chart types: 

• Column charts 

• Line charts 

• Pie charts 

• Bar charts 

• Area charts 

• XV (scartter) charts 

• Surface charts 

• Doughnut charts 

• Bubble charts 

• Radar charts 

• Other types of charts that you can create in Excel 

Column charts 

Data that is arranged in columns or rows 

on a worksheet can be plotted in a column 

charts. Column charts are useful for 

showing data changes over a period of 

t ime or for illustrating comparisons among 

items. 

2-0Column 

3-DColumn 

-------------- ----------------------,--
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Line charts 

Data that is arrange in columns or rows on a worksheet can 

be plotted in a line chart. Line charts can display continuous 

data over time, set against a common scale, and are 

therefore ideal for showing trends in data at equal intervals. 

In a line chart, category data is distributed evenly along the 

horizontal axis, and all value is distributed evenly along the 

vertical axis. 

2-DPie 

Data that is arranged in one column or row only on 

a worksheet can only be plotted in a pie chart. Pie 

charts show the size of items in one data series, 

proportional to the sum of the items. The data 

points in a pie chart are displayed as a percentage 

of the whole pie. 

.. Alf Olart Typ.,,., 

2-DS. 

• !JI Chart Typts_ 

Bar charts 

Data that is arranged in columns or rows on a 

worksheet can be plotted in a bar chart. Bar 

charts illustrate comparisons among individual 

items. 

Consider using a bar chart when: 

• The axis labels are long. 

• The values that are shown are durations. 
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Area charts 

Data that is arranged in columns or rows on a worksheet 

can be plotted in an area chart. Area charts emphasize the 

magnitude of change over time, and can be used to draw 

attention to the total value across a trend. For example, 

data that represents profit over time can be plotted in an 

area chart to emphasize the total profit. 

iii All Chart Typos ... 

Other charts 

XY (scatter) charts 

Data that is arranged in columns and rows on a worksheet can be plot ted in 

an xy (scatter) chart. Scatter charts show the relationships among the 

numeric values in several data series, or plots two groups of numbers as one 

series of xy coordinates. 

A scatter chart has two values axes, showing one set of numeric data along 

the horizontal axis (x-axis) and another along the vertical axis (y-axis). It 

combines these values into single data points and displays them in irregular 

intervals, or clusters. Scatter charts are typically used for displaying and 

comparing numeric values, such as scientific, statistical, and engineering 

data. 

Other type of charts as shown in the picture on the right are 

Stock charts, Surface charts, Doughnut charts, Bubble charts, 

and Radar charts. 

.. !11 Chart l)p,s,_ 
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4.4 EXAMPLE 

f' 

l. Create the following worksheet and used the formulas as displayed below. 

A B C D E 

MATHSCOMP CLUB'S BUDGET 
Jan Feb Mar Ql Total -3 Salaries $2,500.00 $2,500.00 $2,500.00 $7,500.00 

4 Benefits $625.00 $625.00 __ $625.00 $1,875.00 

5 Wages $10.50 $12.00 $11.00 $33.50 

6 Office ~pplies _ $215.00 $200.00 $150.00 $565.00 -7 Software $320.00 $600.00 
t--

$130.00 $1,050.00 

8 Projects $863.00 $761.00 $804.00 $2,428.00 

9 
I----

$13,451.50 

12 

Formulas to be used: 

A B C D E 

MATHSCOMP CLUB'S BUDGET 
Jan Feb Mar Ql Total -----

3 salaries 2500 2500 2500 =SUM(B3:D3} 

4 Benefits =83-0.25 =C3*0.25 =D3-0.25 =SUM(B4:D4) -
5 Wages 10.5 12 11 =SUM(BS:D5) 

6 Office Supplies 215 200 150 =SUM(B6:D6) 

7 Software 320 600 130 =SUM(B7:D7) 

8 Projects 863 761 804 =SUM(B8:D8} 

9 

~~-Total Expense;-- --I ,___ 
=SUM(E3:E8) 

1'l 
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SOLUTION 

• Key-in the items as shown below: 

A B C 0 

1 MATHSCOMP CLUB'S BUDGET 
2 

3 Salaries 

4 Benefits 

5 Wages 
6 Office Supplies 
7 Software 
s Projects 

9 

10 Total &penses 

ll 

Jan Feb Mar 

• Click on cell Al, and drag the mouse to El. 

• Click Home on the Ribbon. Click Merge & Center. 

I Al j, ~ MATHSCOMPCLUB'SBUOGET 

L A B C D E FL 
1 1....---M-A_TH_S_C_O_M_P_C_L_U __ B_'S_B_U_O_G_ET ______ ___,.l- _-.f 

• Click on cell B3, and drag the mouse to ElO. 

• Right click on the selected area. Then click Format Cells. 

A 

3 Salaries 
4 Benefits 

s Wages 
_ 6 Office Supplies 

7 Software 
s Projects 

9 
1D TolalExpen..,. .._ _______ ---! 

16 

17 

18 

19 

Partt~tOIL.. 

Jn•<rt.-
l!tlrtt ... 

Otat CoQtffltS 

filttr 

5Art 

_;:;i Instr! Comm«nt 

formatCeUs ... 

P'lq from Drop-down U.st ... 

twn~18,lngt ... 

i, l:!YP•rtinlt... 
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r ,.l'n, 1t r"11 .. 
• Format Cells dialog box will 

appears. 

~ It A,._____ I Font I Border I ,. 1,,,_1 

• On the Number tab, choose 

Currency. 

• Click OK. 

-., ....... -----""""' -Text -cw ... 

-
l,l<Omll ..... , ~ 

~ • _ ... _ 
Sl,2¾10 
·JL,2)4.10 
..l,2>4. 10 

2012 

? X. 

Lv l 

I 

I 
I 

Olnncy f0rmats Wt used b- ge"ltnif mone:twy¥ala. UR Al:l:IU,ilng rom.b 1D 

·--In•-· 

CE:J ~ 

• Enter the values as shown below: 

A B C D E 

~ MATHSCOMP CLUB'S BUDGET 
2 Jan Feb Mar QlT~ 
3 salaries 2500 2500 2500 

4 Benefits 
5 wages 10.5 u 11 
6 Office Supplies 215 200 150 

7 Software 320 600 130 

8 Projects 863 761 804 

9 
10 Total Expenses 
ll 

• Click on the cell B4. 

• Press 11 = 11 on the keyboard, then click on the cell B3, press 11 * 11 on the keyboard, 

and type in 11 0.25 11
• Then ENTER. 

84 J;. =B3*0.25 

A 8 C D E 

1 MATHSCOMP CLUB'S BUDGET 
2 Jan Feb Mar Ql Total 

3 salaries $2,500.00 $2,500.00 $2,500.00 

4 Benefits $625.ooJ -s Wages $10.50 $12.00 $11.00 

6 Office supplies $215.00 $200.00 $150.00 

7 Software $320.00 $600.00 $130.00 

8 Projects $863.00 $761.00 $804.00 

9 -10 Total Expenses 
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• Click on the cell B4. Position the mouse on the right and bottom on the cell B4. Click 

and drag the mouse to D4. 

3 Salaries 
4 Benefits 
s Wages 
6 Office Supplies 

• Click on the cell E3. 

I is.oo 
$10.SO 

$215.00 

• Click Formulas on the Ribbon, then click Autos um . Press ENTER . 

• Click on the cell E3. Position the mouse on the right and bottom on the cell E3 . Click 

and drag the mouse to ES. 

• Click on the cell ElO. 

• Click Formulas on the Ribbon, then click Autos um 
AaA.0Sut11 

• Click on the cell E3, then drag the mouse to ES. Press ENTER. 
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5.0 INTRODUCTION 

Microsoft Project is the most effective tools to creating subtasks of project and makes it easy 

to plan, track, and communicate project information, improving productivity and 

effectiveness, and helping to ensure that projects are delivered on time and within budget. 

What is Project Management? 

Project management is the process of planning, organizing, and managing tasks and 

resources to accomplish a defined objective, usually within limitations on time, resources, or 

cost. 

i. The discipline of organising and managing resources (e.g. people) 

ii. To complete within - Scope/Quality/Time/Costs 

iii. One-time endeavour - not a process 

iv. Delivery within constraints 

v. Control of resources 

In summary - Control and Organisation. 
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PROJECT MANAGEMENT TRIANGLE 

Scope 

Quality 

Cost Time 

PROJECT CONSTRAINS 

Managing your constraints 
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5.1 GETTING STARTED 

MICROSOFT PROJECT 2003 INTERFACE 

Cet.-.•th~ pro,ect l---l--l-----------1---
cefiie oene·al wcrk no tines 

0--4-------1----------+----; ----+ -------

tdentrt-1 r"L:;toth•lrCJ.rt 

Add doo.rnenu to the oroJett 

After ol ar nino ·,our tasks, you 
1,;.;1111 t,IU lu llu:: R1::l'UUn.:e,- <llt:!d 

to b.1ild y:,ur project~ teom 
.:ind o>ni9" i:cq;,)o to t.:>~k~. 

STANDARD TOOLBARS MENU 

,---

2012 

AIITdSk_j • -<a 
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INITIAL STARTUP SCREEN 

---✓'---------- _______ ,,/ V V 

TASK NAME 

Task Euhy Blank • 1tt i. 

Table ( ills m aut mahcaJJy 

Bouncuuv can 
moved t 

,e,· alm f1 

C ltUIII 

Task 

2012 

Sub Task 

-------------------------------------,--
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TIMESCALE 

rnmescale 

Timescale ==-, ~ 
TOOTier 

...... tlerf~ 

~: !weN 

n. llcttotll'NI' ~ttnt 

3 l.abef: !JenV,'Ol 3 Puse~y,w 

~r::d ~: I Left .:J P I,lck his 

~ optlOn$ 
stiow:I _T_wo_tlers_(t_tila __ • &ottl_OID) _____ .:J_• ~ 1 •00 :iJ ~ P ~ ~at« 

PreYleW 

PROJECT CALENDAR 

~9wr,a 

~Rlnna... 
Tr«tng 

l:tlOO 
o,irc.,r-

~ 

~ 

e-p-.~ ► 

~ 
....... 

S It T W Th f 5 
I 2 

' 4 S f I t I 

,,u 11 tt ,, If ,s 111> 
Onita....., 

II)toblDadofof 
11 ,, It llO 21 ZI :i, 

loc=---· 
~ lS • 21 • 21 » 

l'dclll4ilr JI 

.. 

-;:!_ 

$111..,_,daf,)IDI 

PUlt!llfd 

~-:::, r ._....,..,. 

0- i.. 
r-r-
r-r­
r-r­
r-r­
c:-:::-::r-
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; 

HIDE AND SHOW TASK 

D Outdent 
to outdent the tasks 

D Indent 
to indent the tasks 

□ Show Subtasks 
to show the subtasks 

□ Hide Subtask 
to hide the subtasks 

STANDARD MARKERS 

Normal Task 
□ designates ordinary task duration 

Summary Bar 
□ designates the duration of a group of sub task 

Critical Bar 
designates the tas~ that have critical activity 
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MILESTONES 

Milestones are a reference point marking a major event in a project and used to monitor the 

project's progress. In order to create a milestone, Enter "0" in the duration field. 

~: 

Constrart cyue: 

Tesktp: P'EJfwtdrMln 
Cder,de,: 

WJIScode: 12 

E..,._i XU method: 

Pf!lork~•'-.tu-.i►------1 MllrA IIS milestone 

~ OK 

BAR STYLES 

Bar Styles ~ 

9f P.ow I 

Text 

Stort 

~: 

:[ype: 

Q>lor: 

t:lel> 

I rm Fl.ow I 

.:I 
j 

.:l 

~F(lf ... T 
Hannal 

~ 

Slip: 

P.tt*.:n: I 

8¥S 

CQlor: l■ fb 

.,. 

End 

.:I 9'q: I .:I 
3 T~: l 3 
.:1 Color: I .:1 

Cancel 
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TASK DEPENDENCIES 

Predecessors: 

□ Finish To Start (FS Default) 

□ Start To Finish (SF) 

□ Start To Start (SS) 

□ Finish To Finish ( FF Rarely Used) 

Predecessors 

VIEW BAR 

Task Dependency OC 
..,._,, 01 SOO.OO • 1000.00 

To~ Ot 1000.00 • Of IS00..00 

Cl 11.•••..cat~~~ ~· 000 
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COMPUTER APPLICATION 

" .__ .. .. -.. ---~--.. _ .. ,... ______________ _ 
-

-....,, ..... ~ 

----- ··-.. ------­..,.....~---.. . _......,_ -----­.._... .... 

-

--
-----

- :J(&tt • ,. t ... • .. ... ,. J~ !)...,~,.,,- ~ ..... ~....... \)...._..._,. .a-.. ,.... • ''. . 
- -· ~ '• • " - ' • • ~ - - .r 

TRACKING GANTT 

........ ,.,_, ... - .. ......... 

2012 
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5.2 WORK BREAKDOWN STRUCTURE (WBS) 

A work breakdown structure is a deliverable-oriented grouping of project elements that 

organizes and defines the total scope of the project. 

Plus, it provides an organizational project structure for input to MS Project for scheduling 

purposes. Breakdown can be based on: 

i. Contract strategy (disciplines) 

ii . Areas of the project 

iii. Sequence of work 

iv. Other 

WBS is used to organize the project for scopes, schedules, estimates, and charges. 

EXAMPLE OF WBS 

l House 

I Project 
I 

I I l 

SiteWOrk I lnsideWOrk I Outside Vlbrk I 
-Clean~ -Fram~ -OutsidePurmng 

-Excavauoo -Floor -Rod 

-Undel'!J"()Und -Windowsand Doors -Shi~les 
Utlities 

-tlsulation / Shee11li~ -Flashing 
-Foondation 

-Diywal -BrickWooc 
- Landscaoina 

-D iywaJ T ex1Ure - Extemr Fi'lisfl 

- titemr F ilisfl 

- ti side P h1nl>i'la 

-Electric Wimg 

------------------ - - -----------------,--
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-- •'e;j 9qot- 11600000 

11.1 Rough-ln eledrtcal 

Won: 18)', 1 
e.., $5 00000 

2.1.1 Pout Concrete 
~ !O!i 
~ U,00000 

COMPUTER APPLICATION 

Level 1 Deliverables = 100% 
Level2 = 100% 
Level 3 Work Package = 100 

3.11 Laymasoruy 

-- 90Cll 
~ SlS000.00 

5.3 TASK INFORMATION 

2012 

1. 1 Electrical 

- I Woric: 1.00%] 
Sodget: $25,CXX>.~ 

1.1.1 Rough-in electrical 

lwooc 2.roo/• ] 
~ $5,<XX>.OO 

1.1.2 Install and terminate 

l~ $5.~~J 

TASK IN FORMATION FORM 

.11~ 
Notes I eustom Fields 

:fir~ 

Dates------------------- ---
~: Wed 6/l5/f1S t,li5h: Tue 6f21/f£, 

r ttc1e t. tlm' 
r BPI I.Cl Gartt i,. to --v 

OK Cancel 
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General Advned 

w~ 
Notes I Custom Fields 

Ltts 

t---t------------------------• 

Task Information (8) 
General J ~s f Rescue.es Acfv,n;ed Notes I eustomfield5 

~ed 

---------- ---- -----

ytBScode: 

Earned ~u method: 

(pk tesk es milest0oe 

EffgtQiven 

.:J ~9l()l'es resc:uce caendss 

3 

cancel 
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TASK TYPES 

i. Fixed units - tasks where the resources are a fixed value and changes to the amount of 

work or the duration do not affect the resources. 

ii. Fixed work - tasks where the amount of work is a fixed value and changes to the 

duration or the number of resources do not affect the work. 

iii . Fixed duration (recommended) - tasks where the duration is a fixed value and changes 

to the work or the resources don't affect the duration. 

iv. Effort Driven - the durat ion of a task shortens or lengthens as resources are added or 

removed from a task while the effort (work) remains the same. 

Gener~ l Predecessors l Rescuces 1 Advanced 

t{ame: Cttratian: I 
Nl9s: 

__ 0t:: __ 1 __ cancel __ .., 
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5.4 EXAMPLE 

MANAGING TASK 

• Foundation 

• Concrete Form 

• Pour Concrete 

• Structure 

• Interior Finishing 

• Framing 

• Walls 

• Mechanical 

• Electrical 

• Roofing 

• Exterior Finishing 

• Hang Doors 

• Install Windows 

i. Create a Gantt chart based on the tasks given by using Microsoft Project. 

ii. Insert word "Dry" at the beginning of Walls task. _ 

iii . Change the Structure task to Structure Phase task. 

iv. Enter the task notes "The Foundation Phase must be completed before Monsoon 

season" for Foundation task. 

v. Delete Interior Finishing task. 

vi. Move Roofing task under Dry Walls task. 

vii. Insert some new task before Electrical task: 

• Heating 

• Air Conditioning 

• Plumbing 
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viii. Assign t he outline task as below: 

• Concrete Form and Pour Concrete 

• Framing, Dry Walls and Roofi ng 

• Heat ing, Air Conditioning, Plumbing and Electrical 

• Hang Doors and Install Windows 

TIME MANAGEM ENT 

i. The project must start on 18/7/2012. 

ii. Set the duration for each task as below: 

• Concrete Form = 3d 

• Pour Concrete = 7h 

• Framing = 2w 

• Dry Walls = 2.4w 

• Roofing= 10d 

• Heating= 36h 

• Air Conditioning = 36h 

• Plumbing = 2.Sw 

• Electrical = 2w 

• Hang Doors= 16h 

• Install Windows= 7d 

iii. Set the link for the tasks as below: 

• Concrete Form and Pour Concrete 

• Pour Concrete and Structure Phase 

• Framing and Dry Walls 

• Framing and Roofing 

• Framing and Mechanical 
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RESOURCE MANAGEMENT 

i. Create a resource pool as below: 

Resource Name 

Masons 

Carpenter 

Plumbers 

Electrician 

Labourers 

Resource Name 

Mixer 

Beam 

Type 

Work 

Work 

Work 

Work 

Work 

Initials 

Masons 

Cptr 

PL 

EL 

LB 

Type 

Material 

Material 

Initials 

MXR 

B 

Max Unit Std Rate 

200 

500 

300 

100 

1,000 

35/h 

25/h 

45/h 

50/h 

10.5/h 

Cost/Use 

500.00 

600.00 

ii. Create a resource calendar based on the resource pool given above. 

Name From To 

MasonCal 9.00 AM 12.00 PM 

1.00PM 5.00 PM 

CarpenterCal 9.30 AM 12.00 PM 

1.00PM 5.30 PM 

PlumbersCal 7.00AM 12.00 PM 

1.00PM 4.00 PM 

ElectricianCal 8.00 AM 12.00 PM 

1.00PM 5.00 PM 

LabourersCal 7.30 AM 12.00 PM 

1.00PM 4.30 PM 
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iii. Assign each task based on the suitable resources. 

Concrete Form Mason 200% 

Pour Concrete Mason 

Plumbing Plumbers 200% 

Framing Labourers 

Dry Walls Labourers 

Roofing Labourers 

Hang Doors Carpenter 

Install Windows Carpenter 

Electrical Electrician 

Pour Concrete Mixer 

Roofing Beam 

iv. Shows the project's percent(%) complete. 

v. Show the critical path? 

vi. How long does it take to complete the project? 

vii. Save the project as EXERCISE ( MS PROJECT) in your class data storage. 
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SOLUTION 
f' 

Step 1: Type the task in the Task Name field as below. 

,, .. . ' " . . l!llml1•:41 
l~ Flo Edl -

,..,.. ...... Took "'"" CWl,o,,<• w,.,,. - ~ aQleSbo,forhelp ~ tf X 

aD'.3 Q J.s~~ .st> :e,. ., i. - ,,. .. ~ Q:1 '11 NoG,""' , .:; @ a ~ 1.. .. I," _, - s,....~ - • 8 • .J, R F lJ ) 

, 'liJ)· ... 1 ·J ._..,~ · r«k • J_ RePOrt ·II 
I 

0 TaM'None .,...., ~ ... '1 I MaY8 '11 I -H:'11 fMyl2,'11 Mary2G 't1 ~5,'11 -
T "NT f S SM TIVl f T f S SM flYVJT ::- S SIA TIW! T f S SM T..,, r T f S SM TIW T f 

1 ,_ ,..,, Th.151'12111 • 2 concm, r,,nn 1 Oly?j ffi.15112111 -' ~Conciete 
1 -

ThuS/12111 ,. 
• gruc,.,, 

1 "'" 
ful511 2J11 -5 kiericrf"lflisoog 1 day? Th.1511 2111 1111 ; 

6 Framing 1day7 n--.sn2111 

1 Wols 1 day7 Th.1 511 21'11 Iii 
; 

• ~ 1 u.y·, lh.J:,J"ll/11 -• Oedrcol 1choy? Thu:.112/11 .. 
10 Pnnfino 1 rfay? Thu~J/11 - : ' 11 Extetbr f ruhirg 1 day? Th.lSl'l2J11 - ' 12 HMgOoon ' .. ,, ThlS/1 211 1 

13 hstt!IWodows 1 day? Th.15112/11 

I 

i 
I I 

i 
=1 -~ ..!l l.!.LJ .!, u, 

""""' rc:r~~~r-,;-

·- .... 

Step 2: Double-click the Walls task name field to display Task Information dialog box. 

Click the General tab. 

Type the word 'Dry' in the Name field. 

10 

11 

12 

13 

Fn1n,Wi,r, 

Corcrete For11 

PcuConcrete. 
S1ndU'O 

rteiorfrishng 

r'rt11■ 1!,i 

-... 
Exteriof f"nsti,g 

HergOO:>rs 

Then, click OK. 

Task lnfonnation (RI II 
11:1 

'1u'obon. ~ ., .-.,:.a 

Fercent cordele: ~ 

'""' S-t: IT!-uS/l'/11 _3 Ero,: llh.5/12/11 .::.I 

~ ~ ~ 
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Step 3: Place the mouse cursor on the Structure task name field, 

Press the F2 key on your keyboard, 

Type the word 'Phase'. 

. ........., 1 dof? Thu~2/11 

:onc-ete rc;;-- 1de\'1 ThuS/12111 

:>o.x::onc-ete '""'~ Th.i5n2/11 
SlTJC1tx~ Phese 1 da\'1 lhu5112/11 

nteriorf"11stw,g 1 da)·? ThuS/12111 

~,omhg ,..,~ Thu'11~1 ,..,,, ... 1 dat? Thu5112/11 

""""""'' 1 do;? ThJS112n1 - 1da\? ThuS/12111 . 10 "(OOll"lg 1dtr(f' lhu~.ll11 

ixtworf'mhirg 1 tni)'? ThuUl:l/11 

12 -""""' 1 da\·7 Th.15/12/11 

13 ,,,.._ 1 da\-1 Thu5/12/11 

Edt 

Ill 

• • 

Iii 

• 

illd■ 
T-,•o,a~forhefo • 6 X 

• R l J! 

T f 

;°J Start , '@ MIOO>OftProiert·Pi 9Pl'sc MCJOSQft'#:lrd ~~ ~~ . - , M - ,..., 1......., (\ l2C8PM 

- . ~ . - . - . . . . ' ... -· . -~ ,.. . 

Step 4: Double-click the Foundation task name field . 

Click the Notes tab. 

2012 

Type the notes "The Foundation Phase must be completed before Monsoon season" 

in the notes field. 

Task Info rmation ~ -

R!souces j Advancec: Note:! I Custanfields 
B 

Then, click OK. 
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Step 5: Click on no. 5 to select row 5 ( Interior Finishing). 

Press the Delete key on your keyboard. 

" t.ley8 'j1 15, ,, # 21, 'f1 
TW1F&SMT 1=-ssMTWlFSSMT ,_ 

T -
lhJS/12/11 • CYicrde Fenn 1 dllyf lhJ5112"1 -...,eraote '"""' ThJS/12/11 -S7vctu-crtio:x, ,..,,, lhu5112/'11 --,,...,, '"""' h.15112/11 -l>yWols 1dll'Jf ThuS/12/11 -""""'"" ,my) 1nu:,nu11 -- ·- 1hu5112/11 111 

R,ofng ·- lhu5112/11 -El'letlcrf"rist.,g ·- ThuS/12/11 -H,ng [ 'OOJS '"""' ThJS/12/11 -l'\Sftll'MidoWS ,..,,, ltlU:!J12/11 -

Step 6: Select row 10 (Roofing) . 

Next, drag the pointer under Dry Walls task. 

0 
, ... _ 

1 <$> l'uullWM1 

('rrr:r"4~ Fnmo 

PouCoraett: 

• ---. ,,...,. __ 
o.,-. --Exleriorfrismg -

llorgOo.'~ 

""""""""' 

,..._, 
""" ·- Tt111511£11I 

1 rirf) ! Th1"11~111 

1 day'? t ThuS/14'11 

1 -
Thu511"11 

1doy1 Th.15114'11 
,-.;;;,, Th.15/lall 

~ ThuS/1"11 

1dly? ThuS/14'11 
~·ThJsiratt 
1C.y? Thu:-.1'1:.111 

1 ~ Tl"al51'14'11 
---+--

-Ill -Ill • iii .. 

r·;pea~for~ • ~ " 

• 8 • B I 11 

T F 
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Step 7: Place the mouse cursor on the Electrical task name field . 

Press the Insert key on your keyboard 3 times . 

0 

1 <$, 

10 

11 

" " 
" 15 

......... - ,.,,, 
,_ 

1 -
TtuS/12/11 

1---- -- 1dsy?-~Sl'l2/11 Cmcretefonn 

l"o.1Ccn::rclo 1 .;;;--Th.lSIIV11 

+--- ---; - TtuS/12111 SlM.1ae Phtse -~~ ~ 
frl!TWlg 1dey? TtuS/12/11 

Dr1Wols 
1 " "' 

TtuS/12/11 

""'""' 
,...,, ltu:.t1.u11 

Mlichllrie-1 14•Y1 Th.,1$112/'11 

~ctrlcal 1day? TrUSl'l2111 

Ex.eriorrn~ TtuSlf21'11 .......... 
rut$11Vln:io>¥S 

• • --
I 
• --"" 

Type new task below in each empty task name: 

• Heating 

• Air Conditioning 

• Plumbing 

Step 8: Select Concrete Form and Pour Concrete tasks. 

Click the Indent icon. 

2 l,h c ro:ioll P10Je : t P ro1ect1 (=.J:~J{.~J 

S2ri..c:t.-•Phau 

R)ofrg 'CO)? ThuSll:11 ' 

IIMmlwr'A · ,.,_.,? Tht1<;.n?t1· 

'""""' ..,_....,,.. 
_..,., 
~ 

' tao,?~ 

~7 - 11.,.5112fl 
• (:9'J? ThuS/1,, . 

-;-cr,1~ 

_ ta)? ThU5112'1 

• 00)-1 ThuS/13'1 ' 

. r:,;.,-, ·ll'lu'v1?1'1 ' 

• • • ii! 

• 
Ill 

• • • • • 

ii 

2012 
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REDO the step for: 

• Framing, Dry Walls and Roofing 

• Heating, Air Conditioning, Plumbing and Electrical 

• Hang Doors and Install Windows 

Typeaqurstu-for~ • 6 x 

6 ,.,.,..,. ,.,.,,., ""' 
~ :s fomddon 1 d,v1 TIHI S/12/11 

Conaete f orm 
1 -

Th,S,,2/11 

Po...-Cancrete 
1 -

Th.151\ 2/11 
B str•d.ul e t'tlase-- 1 d-'}'? lh•)J'lll'l1 

'""""" 1 -
ThuS/1~1 

er,,_ 1~t TlwS/12/11 
Roofng 

1 -
Th,5112/11 

8 Mechanical 1 d~? This 5/l l/11 
r..-.-- +------+-lieltng 1 my'1 ~ 

- =··-+-~f-------,"~· Ccrdl:~ 1dJy? 11,u siivi-, 

--7.:;- -+--=--= ~ ~ ;-:~:~ 
--°"13rl---r.9,cExt,c-c r lor f lnit~ dq? . Tha5./'IV'l1 

1-1 ~ Doors 1d6-f? Thl5112/11 

15 natol~ 1,kz,(? ThuS/1~1 

Step9: Click the Project menu. 

--• .. 

Select the Project Information to display Project Information dialog box. 

Enter 18/7/2012 in the Start date field. 

Make sure Schedule from field is the Project Start Date. 

P roJccf In fo rmatio n for Pro1cct f' (BJ 

::J Clfl'enl:dat:i!: jTtuS/l2/l1 .:l 
3 ~d!te; I"'" .:l 
.:I c.i.-.d<,, 1-, .:J 
~ ~ 

----,-+-----=-~---c-=.,c-:· .,---,--,.J' .,..,....-c_ ... _-_"°""_=======--------- . 
----- ·~- .... ~---+---< eu.t<,m--e El M echa1K:al 

---Yauo 

• _.,. - - - ... ' 
10 NCondtiori"g - . . . - .• -
11 .......,. 
12 Bodrical 

. . . . . - . . --
,. El ~ e l lc,r l' lt-.Stllng . . . - ·- -,. Manpl'toort' 

15 hst!IIIW"IOO"#I'$ 
---+-------1--i' ~ ~---··· I ~ ~ 

Tr 

T F 

.!.l 

--r; S(Qrt Ql r..._..,osot~Prme-:t t> t)P1"sc - f1.:.r05'ittW«d ~ a:r.:,::.'.,,. ,:t • .~• ,,.,. - .ft. t?-22'M 

' • • .- .., - i' • - • v. 

Then, click OK. 
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Step 10: Enter the duration for each task as below. 

F C SM T 1 ' :'.: SM T 'W • F S S M T 

11, s,...- ,_ .-..,1111n, -Canaetefonn ·- M:Jn7f&n1 -P\.vO..._,eh:o ~ -;;;-;,.e/11 • B Structure PhHe 12 U,,S ~illl11 ,.....,. 2wb litln7f81'11 
er,.--- ,. .... lai7f8111 ...... 10~ hbn7r81'11 

12.5 days~lll1 

361n htlrl7f8111 
,..,,.,, ........ ,.,., liltll"ITrMl - 25 wirs' M:lfl7fBn1 

Elec1'1c&I 2wks · lltJn7f8/11 

•-. MMT/11111 -

Step 11: Select Concrete Form and Pour Concrete tasks. 

Click the Link Task icon. 

.k,10 ,, ..u1; '11 

~-~-~---""'"'=-c-=----c=c- t'-'~"=•~"='=-'-'~'-=""'""'"='='~•.,r"",'-'--='"-'"=" -'-''=======~====~==Ja 
.-'-'--=-----111~ Moll7IUJl1 ~ 

ConcreteFonn I 3~ ~71111\1 ~ 

1 Hrs llu7121/11 Ii 
nca.:,. Mot1 111111 1 

2wts · Mo,7/111111 

Ory..... 2.4'/¥U~711111...!_ 

~ 10 cays Min 7/\11/11 

- 1l.5 d,ys ~ &111 

, l::j f:xwlot finishing 

lOh"~ Mo'l7/U)J''l 1 

~~8111 

25'/¥U Mcn7/IM1 

h-ks~M1 

Jcbys~ Ul1 

Harll!Oocn 16~ Mo-17/11111 

-,- - nstlll'N'"dows ~ Mo17/11111 i --; ,---

--
-

- : : start !I Mr?osdl: PrO!e'(t ~ i) P sc •Miciwoft:Worc '<,.:;, .. .. ~ • " -- n 333 P'1 

~ ~ . - . . . - . . . . ~ 
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REDO the step for: 

• Pour Concrete and Structure Phase 

• Framing and Dry Walls 

• Framing and Roofing 

• Framing and Mechanical 

0 Microsoft PrOJl?Ct ProJec t1 GJ@j(gj 
T~aquestJonforhl!ti • ~ X 

""'"" ""' Fn .U10 ...,, 

Coner.i•Form 

3.IIIU)'9 Mvn71'111t Thu l 

3ct.ys Mcn7/181'11 ~ 
Po., ~ 7hrs Th.17/;1/11 ~ 

--~,-S~Slrud~ l.-ePhase 1~ Thu 7121111 ~ 
2 wts r- ThJ7U1/11 ~ 

Dry'Wllls 24wb lh.18.'4/11 "°1 1 
• ~+-- -cc'- 10dllys lhJB.'4111 11"1.1 1 

0 S J!kd ... ...:.ot -"~ --·J S &teriot" Finishing --· htal\.WlCIOW$ 

_ :J 
lo.xy 

IU.Jq11 ,. .. , 
Jlitn 

25 .... 

2 Wl<s ,_ 
16tn ,..,,. 

lhu8;4/11 Thu l 

lh.18.'4111 h 1 

lh.18."4111 ~ 

hB.'.4/11 h i 

Monl/11111 T.el 

Mcn7/18n1 ~ 

Men711M I rue ; 

F S SM T 

-
:': start .. 0 f•Ln,,,.JlPN1=t •PT , g pr~ - 111oa«<t Worc '"<..~ : . - · , , II • - ' n i x.m 

., . ~ ~ .. , . - ~ ~ , , .. . , . 

Step 12: Click the View menu. 

Select the Resource Sheet. 

Type the resource in the Resource Sheet as below. 

[J.I Urra,;nfl Proprt P rt1JPt'.t1 GJ~~ 
!:"'~i)twpwtiv-t!ooke,ojKl~•~rcb,.~ Tvr"'"' " ll"<t,,.... frwh,,,lri • ~ v 

:D 3 Q ',ll. d Jl ~ I' ~ ..... ./ . !'1 'l. • la "'.l "' _l) ,.,,_,, 

I 
0 .........,,_., Typo ""'ad'-- ...., "'- """·""" !:tlR= O\lt.RC1111; Cool<Joc -.. ... .... .,..,... Calo .:. 

' 4 """"' -· - """ RllJS.IDAY , ..,.Jl()Oy P.MJ.mPr0ra1ec1 s,.....,, -
' .I ; 

c.,p.,-.,-- V\bk Cpt , .. .,, ms25,0ltv ..,.Jl()Oy P.MJ.OOProrated -· - 3· l ......... - Pl """' IW45.01Ar ......... PltilJ.W Prwsted Sl ..... d 
_,....,, 

"""' Cl. , .... ~ .OJ.ff rwo,ror, f'Ml.CD PrOl'eted ,,,_,, 
I .___.ff. """' - LB 1,0001' , RtJ10.SJAv ""'·"""' "'°"' 

~ -
Pr0rMotd Stllllnd11rd 

l 

,. ~;,1-- - • - - ~-- - ~ 

~ : sta rt ., fi] MiocsoftProie:t P- dPl'it rtoos:it:Yword . _' <.,;;= - •. :- ' ::. " ~ ' J o -I J6PM 
. ... .-. . ... . _, . , . 
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type-1Ql.1Mbonfor~ •fJ X 

C, -- -- Nillb 0-..., Ma::Un Sid ::tece °"""· eo,w,e ,,,,,.,.,., .... c....m, Code - -· .....,.,, "'"' RMJS.llOAY Rl,l)OO,-, RMJ.00 Proreted -· c.,,on .. -· ........ ... , 0:plr """' RM2500AY Rl,l)OO,-, RMl.00 Pronled -· YI. ~ _,_..,.. _,w,y l<MJ.W l'rCJnleCI - · -- -· a '""' RMS0.00.,.. --..;.oo,., RMJ..OO~onled - · Letxuers -- """"" 
LB '·"""" RM10.50h l RMJIXlh RMJ.00 Pftlnted -· l4XR PMO.ID 

>--- t-RM50J 00 ~a-ated ...., ....... ' 
1--- PMO.ID RM60J.OOPforaed 

- I I . 

i==-i 
a--+----+----+---+--t----r--+---+····--+==+-

,____... ---+----! 

Step 13: Click the Tools menu. 

Select the Change Working Time. 

H e 1< I f!:rojoct ,;.olaborate WJldow t1"I ,, 
~ ... F7 

e,utoC.otrect Opti'.Jns .. ' 

Shared ~o,kspace " Lm Between e:,o;ects ... 

!"-t Ou:look T asl<s .. , 

Qion\ie WOl'l<r,c;jrme .. . 

-:,_ Assq,R~ AA+F!O 

ra !!uld Team from Enterprise .•• Clrl+T 
,,., 

5'.t,st,tuteResou-ces. 

B.esouce Shomg • 
!.evel Resou-ces ... 

Trac!!,ing • 
~ ► 

Cl,gorizer. " 

Customize ► 

Qptions ... 

~iseOpti'.Jns ► 
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Click the New button. 

Type " MasonsCal" in the Name field . 

f!!r : I Standard (Project Calendar) .:l 
Setwomngtimefor selecteddate(sJ---------------

Legond: Sele{t Date(s): 

O wor · 

□ ~' IMasonsCoi 
□ Edled 

hoers r Create [!OW base calendar 

Set selected date(s) to: 

tme 

!!O'i<nl tine 

Io: 

On this cale 
r. ~. copy o1I ~St_oodar_d ___ .:l..,· ~ 112:00PM 

ls:OOPM 
w~to OI( I C..-al 

tjelp OI( Cancel 

Then, click OK. 

Next, change the working time for Mason as below. 

Set wori<r,g tmeforselededdate(s)-- -----------­

Legend: ~ ,-Dat_e(_s)-:'.: ~:::-:----- Set selected date(s) to: 

□ Wori<r,g A r. Usegefd 

r ~ tine 

D Nonworl<ilo r -" 'lt0ri<no tme 

□ Edledworlonc;i 
hoers 

On this calendar: 

w~~doyol 

G-;-J Edlstoai 

~ --day 

tjelp 

Then, click OK. 

15 16 17 

29 30 31 

cram: 

j<ifooAM 
11 :00PM 

O!!tlons .. • I I OI( 

Io: 
j12:00PM 

js:OOPM 

Close 
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REDO the step for: 

Name 

CarpenterCal 

PlumbersCal 

ElectricianCal 

LabourersCal 

F~: lca,pertereal 

From 

9.30AM 

1.00 PM 

7.00AM 

1.00 PM 

8.00AM 

1.00PM 

7.30AM 

1.00PM 

To 

12.00 PM 

5.30 PM 

12.00 PM 

4.00 PM 

12.00 PM 

5.00 PM 

12.00 PM 

4.30 PM 

Setworlcngtinefor selecteddate(s)---------------

Lec,iend:~ ~~to.t_ e(s_): _____ ~ 

O wormg '- s - M......--=-=w:.;..c.... ___ ~ 

□ Norlwori<r,g 

□ Ecitedworl<.ilQ 
hours 

On tlis colendar: 

w =~.:day" 

~ Edtstoan 
L=.J ndivklual day 

1 2 4 

8 9 10 11 

15 16 17 18 

22 23 24 

29 30 31 

Set selected dote(s) to: 

r.- Usegefd: 

r ~ tine 

r lllomefd: !l.(m"10 tine 

E.rom: 
j9:30AM 

j1 :00PM 

To: 

j 12:00 PM 

j 5:35PM 

~ ()g_tions, " I I OK Close 

□ Edtedwormg 

I 
rrom: Io: 

t.Ju-s 15 16 17 18 19 20 21 - !7:00 AM j12:00PM 
On tlis calendar: 

w:S~dayrl 
22 23 24 2S 26 27 28 j1:00PM j4!ooPM 

29 30 31 

!ID Edtstoan 
incivioJal day 

~ 

!:!eip N!lw .. , ()Qtions ... 11 OK Close 

2012 
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~: 

Set worldnQtrnefo,selecteddate(s)---------------

LO!IOll(!: ~ Dote(s): 

□ Wonong 
October 2012 

s M T w Th 

□ Nonworb,g 
1 2 3 ◄ 

□ Edtedwori<.ng 
7 8 9 10 11 

hcus 
1 ◄ 15 16 17 18 

On ti-is calendar: 

[TI :-.:: day of 
21 22 23 24 25 

28 29 30 31 

r:-7~ 1 Edts to an 
- ndvidual day 

t!elP 

F 
5 

12 

19 

26 

.~ 
s 
6 

13 

20 ~ 

27 

~ 

Set selected date(s) to: 

<- Usedefd 
r"r;orv,,,orl<t,Qtme 

r Nondef d ~ tine 

trcrn: 
la:ooAM 

l t :OOPM 

To: 

j1z:OOPM 

ls:oo PM 

OQtlons.. . I I OK Close 

Change Working Time (RI 

~ : I LabotJ-ersCal 

Set worldnQ tme fa, selected date(s) 

LO!IOll(!: ~Dote(s): 

□ Wonong s M T 

□ Nonworb,g 
1 2 3 

□ ;!.0:"""l<t,Q 
8 9 10 

15 16 17 
On this ,_, 

[TI :-.:: day of 
22 23 24 

29 30 31 

(ill felts to an 
ndvidual day 

.:l 

w 
4 

11 

25 26 27 28 

~ 

Set selected date(s) to: 

r Use!!ofd 

r iic>nw<>rmv time 

<="Noodel'd~time 

E.ran: ~ .... o: __ _ 

11:30AM I12:00PM 

lt:OOPM I-1:30PM 

OQtlons .. • I I OK Close 

Step 14: Place the mouse cursor on the Concrete Form task name field. 

Click the Assign Resources icon to display Assign Resources dialog box. 

Choose Masons as resources and change the units to 200%. 
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lJ . . .. . . . 
ilm!Jt "" :.,0.. -- Icm -_ ... - ""' TypedQUeStlonfor ~et, . , . 
:n 31olll1 a&~ ll !bJ'..JJ, '11 ~. J . .o ci,ij,J.f?>.~ lll lb~ ,., .. ..., , HR _"'a,-112 "I 
: .; ., + -~--• J. Ari, . ' · 1" . I u llllcl• ,ll J,>IT""'5 • Y• ~s. ■ 

\'lll llt""'5 Resau'CCS T,«t. · I - ·• ICanaeteFom 

6 '"''"''"" - - ..U10,'11 ..kJ17,'1· '· ,, . 
rsSMTWTrSSNT s • " 

1 111 ·3 foundllion 1.n uvs
1 

Mon 711111 1 - las~ Co-.::ret! for'n 

2 ,_ Mon7n8111 - ..±JResoi.rce~Q:Jtion. 
3 Pou-Corcrete •tn n.u1m111 I 

,. 
• =I Structw e Phffe ! n4~l Th.17121111 

Rcso,.rc:esfTonProject:J 
~ 

s ,,....,, , .... Thu712'1111 il!L.I ZlO 
P./0 :~ 1 .,'90 I 

6 2.4wks' "'hu8C4111 
R.esoi.rceNaalC .,... 

. 
er,,-

' 
.._ I 

7 - ··- rueic,11 ,,.,... .. ~ 
• 3 Mechankal 12.54ays ThuUll1 - ~ ~ 9 I ._,,. ;jtj,n h,lt,4/t1 c.i-.~ 

10 I Nr:ot-idtiorqi ! 
"'"'' r'lll&lit/11 -- ~ ..,..,,, ... I 

11 ! 25wts "'hu8'4111 - i--- i ......... 
12 - , .... "'hu8'4/11 

:- 1 ~ ~ 13 3 bterklrfirishntg ,..,.. Mon11111'11 

" I twgCIOors 16tn' MOnTnMl - I I l :'1J ~ 

" i -- I ,_ Mar17/18/11 - Hold dowi ad anddck lo seed~ fesoll'tei 

' I ' ' ' --I I j , J 
I I 

• I I 
. 

.lJ ·- . .~ ~~~ 
-v: start· m 1'\:rosdt Pro,e,ct Pr ~ Jt SC•MIOosoft wad ~~ ., I e, 1 38PM 

< -- ... . 

Then, click Assign. 

REDO the step for: 

Pour Concrete Mason 

Plumbing Plumbers 200% 

Framing Labourers 

Dry Walls Labourers 

Roofing Labourers 

Hang Doors Carpenter 

Install Windows Carpenter 

Electrical Electrician 

Pour Concrete Mixer 

Roofing Beam 

Step 15: Save in your class data storage. 

Type the file name EXERCISE (MS PROJECT). 
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6.0 INTRODUCTION 

Presentation is a practice of showing and explaining the content of a topic to an audience or 

learner. A presentation program such as Microsoft PowerPoint is often used to generate the 

presentation content. Meanwhile multimedia is a combination of text, graphics, animation, 

audio and video which is a result of computer based technology or other electronic media. A 

presentation becomes interactive when users are able to control the element of media that 

are required . 
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6.1 PRESENTATION 

INTRODUCTION OF PRESENTATION 

PowerPoint is currently the most common software used for making visual aids for 

presentations. This step by step project oriented tutorial will teach user the basic tools for 

making a PowerPoint presentation and familiarize with the new PowerPoint 2010 

workspace. 

BASIC TIPS OF USING MICROSOFT POWERPOINT 

I. Keep user's point short and straightforward. Points should be complimentary to an 

oral presentation. 

II . PowerPoint allow user to add a lot of distracting sounds and excessive animations 

to a presentation. It is best to keep all animation as simple as possible and only use 

sound if absolutely necessary. 

111. Think of contrast. If users use a dark background use light-coloured text and vice 

versa. Refrain from using backgrounds that will obscure the text colour. 
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GETTING STARTED 

To begin this lesson, open Microsoft PowerPoint 2010. The Microsoft Word w indow appears 

and the screen looks similar to the one shown here. 

lruffl Ofl:1gn Tnn1tlOM AnlNlbcm 5lldt Show RMNr VtfW 

C)il'-'· . ·A·, 1 
ljcos,y • Rt.let 

---------==. t= ~ ~ t !§ ~T,~Oift<bon• 
Alli;,nrut~ 

GGG 
tflll • 

lpt OutliM • ~Rf:plm • 

h~t, /FtwNtPitr>ltf" ;::. ~Stdion· 8 I ll ... e ~ A ll'll''lll ■ u Co111'trtt,Snwt,1,,t i ""'\f\{ } *; Ana.nor 5Qw;l ~ptfffl"d! ~ Stlftt• 

Otpbo«d Slidts Font ~ Edd:•~ 

~ r------

1 Click to add title 
i 
! 

Click to add subtit le 

66% 

1. Placeholders - This is where you type your text. 

2. Thumbnail - versions of the slides in your presentation; the slide you're working will be 

highlighted . 

3. Notes pane - th is is where you type speaker notes that you can refer to when you 

present. You can also print speaker notes to use when presenting a slide show. 

4. Minimize Button -To minim ize the window. 
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5. Maximize/Restore Button -To maximize or restore the window. 

6. Close Button - To exit the window. 

7. Zoom -To zoom in and zoom out the slide. 

8. View Button - To view the presentation in Normal View, Slide Sorter View, Reading 

View or Slide Show View. 

i. Normal View 

Normal View split user screen into three major sections, the outline and slides tab, 

the slide pane and the note area. 

ii. Slide Sorter View 

Slide Sorter View show thumbnails of all slides. In Slide Sorter View user can easily 

add, delete or change their order of slides. 

iii. Reading View 

Reading view Reading view is similar to Slide Show view because in both views, the 

slide is shown in full screen. However, in Reading view you also see the PowerPoint 

title bar and the status bar at the top and bottom of the interface respectively. 

Reading view is not only useful to quickly navigate the slide show, but also have 

easy access to the Windows task bar at the same time to switch to other available 

open programs or windows. 

iv. Slide Show View 

When your presentation has been created, it is time to show it in front of an 

audience. Slide Show View plays your presentation in full screen. 
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THE QUICK ACCESS TOOLBAR 

The Quick Access toolbar is located above the ribbon. The Quick Access toolbar provides 

user with access that frequently use. By default Save, Undo, and Redo appear on the Quick 

Access toolbar. User can use Save to save a file, Undo to rollback an action user have taken, 

and Redo to reapply an action user have rolled back. User can add other commands to make 

it more convenient for them. 

THE TITLE BAR 

Next to the Quick Access toolbar is the Title bar. The Title bar displays the title of the 

document on which user is currently working. By default, PowerPoint names presentations 

sequentially, starting with Presentationl. When user saves their file, User can change the 

name of their presentation. 

Pmationl • Microsoft PoweiPoint IT riaQ 
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THE RIBBON 

User will use commands to tell Microsoft PowerPoint what to do. In Microsoft PowerPoint 

2010, user uses the tabbed Ribbon system to issue commands. The Ribbon is located near 

the top of the screen, below the Quick Access toolbar. At the top of the Ribbon are multiple 

tabs; each with several groups of commands and user can add their own tabs that contain 

their favourite commands. User can click buttons to issue commands or to access menus 

and dialog boxes. 

Ntw 
Slide .. 

1. Tab - Each tab contains sets of tools to create and edit presentations. 

2. Command Group - All related command buttons are grouped in one group. 

3. Command Button - Button used to format slide. 

4. Dialog Launcher - is a small square with an arrow in the lower right corner of several 

Groups within the Ribbon tabs. 
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BACKSTAGE VIEW 

Backstage view gives user various options for saving, opening a file, printing or sharing your 

document. It is similar to the Office Button Menu from Microsoft PowerPoint 2007, 

However, instead of just a menu, it is a full page view which makes it easier to work with. To 

get to Backstage View, click the File t ab. 

Save As 

Open 

' Close 

Recent 

New 

Print 

Save & Send 

Help 

i.iJ Options 

£j Exit 

Insert Design Transitions Animations Slide Show Rmew 

Information about Presentationl 

Protect 
Presentation • 

;/ 

Check for 
Issues· 

Manage 
Versions• 

Permissions 
Anyone un open, copy, and change any part of this presentation. 

Prepare for Sharing 
Before sharing this file, be aware that it contains: 

Document properties and author's name 

Content that people with disabilities are unable to read 

Versions 
•t. There are no previous versions of this file. 
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THE RULER 

The ruler is vertical and horizontal guides. User can use ruler to determine where they want 

to place an object. 

... 
M 

-

0 

-

N 

M 

... 

~····· ····································-·· 

~ lick to add title 

---······························ 

i Click to add subtitle 

I 
I.. ___ _ 

. 

If the ruler is not visible, click the View tab and check at Ruler checkbox. 

Animations 

[:il Ruler 

E] Gridlines 

0 Guides 

Show 

Slide Show 

Zoom Fitto 
Window 

Zoom 

Ruler (Sbift +Alt+ f9) 

View the rulers, used to measure 
and line up objects in the 
document. 

Colorl 9 Arrange All 

iii Grayscale ~ Cascade I 

I 
New Swit 

liiiijj Black and White Window ~ Move Split Windo 

Color/ Grayscale Window 

. 4 ... , ... 3 ... ,,,,2.,,,,,,1-•·t •· ·0· 
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ADD NEW SLIDE 

When you open a new PowerPoint document you will only see one slide. In order to add 

more slides you need to create them, to do this you have a few options. 

OPTION 1: 

1. Click Home tab. 

2. Click New Slide command in t he Slides group. 

OPTION 2: 

Slides 

1 

G .s: Layout~ 

~ Reset 
New B I !l 

Format Painter Slide - ·'Ej Section -

r,, Slide s 

.___O_ ut_ li~ne__,......._--'-'-' New Slide (Ctrt+ M) 

Add a slide to the presentation. 

Q Press F1 for mot"e help. 

1. Right click at the slide pane. 

2. Click New Slide command. 

Slides Outline )C 

1 

CHAPTER 6 - PRESENTATION AND BASIC OF MULTIMEDIA 



COMPUTER APPLICATION 2012 

ADDING DESIGN THEME 

A theme includes a background design, colour scheme, font types, font sizes, and 

placeholder positions in one package. Every new presentation starts with the default theme 

which is a white background and black text. However user can change the theme to a wide 

variety of options. To find and apply a theme, click the Design tab on the Ribbon and chose 

the theme. User can mouse over at each of the theme to view it first before select the 

su itable theme for their slide. 

INSERTING CLIP ART 

1. Go to Insert tab and cl ick on the Clip Art command. 

Tables Images 

2. The Clip Art task pane will then 

open on the right. Type a 

keyword in the Search for box 

that suggests the type of clips 

you may want. Select the clip art 

that you want by click at the clip. 

Clip Art ,.. X 

Search for: 

!Cllf111lUte- I~ 
R=.lts sho<id be: 

Al mecili fie types !· 
0 InoJde Office.com content 

~ 
I 

~

c! 

~ 0 
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INSERTING PICTURE 

1. Go to Insert tab and click on the Picture command. 

Table Picture Clip Screenshot Photo 
Art Album 

Tables Images 

2. The Insert Picture dialog box will appear as shown below. 

3. Select the location of the picture and click the picture. 

4. The picture will appear on the slide. 

New folder 

00 Miaosoft PowerPc A Documents library 
gambar 

Favorites 

■ Desktop 

Downloads 

- Recent Places 

libraries galaxy 1 copy 

[]J Documents 

.,/t Music 

Pictures 

Videos 

Computer 
4 5 

2 

6 

Arrange by. Felder • 

Item type JPEG Image 
Date taken: 4/6!1fJ12 l 
Rating: Unrated 
Dimensioru: 2592 x 34 
Sae:6.l!8 MB 
Title <SAMSUNG DIG 

7 

File name • \ All Pictures • \ 
~------..... -_-_-_-_-_-_--,-

Taojs • Open Cancel j 
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INSERTING HYPERLINK 

In PowerPoint, a hyperlink can be a connection from one slide to: 

i. A slide in the same presentation 

ii. A slide in a different presentation 

iii. An e-mail address 

iv. A page or file on the Web 

v. A new file 

1. First of all click or highlight the text you want to become the hyperlink. 

NTRODUCTION 

2. Go to Insert tab and cl ick on the Hyperl ink command. 

Ins.rt 

Ii] 
~ 
ip 
rt 

!ma " 

3. Insert Hyperlink dialog box will appear as shown below. Under Link to, click Place in 

This Document. Select the destination slide and click OK. 

Insert Hyperlink 

,----------------'=-:':,~~=-=_=_=_=-_=_~~""' 
Ln< ID: ! ext ID dspay: ~[INTROOUCTI ___ ON ____________ ~ _____ _, 

~ 
q;si.,g Fie or 

Web Page 

g 
Plaa,inTiis 
Doamenl 

~ 
E-m,,11 Adaess 

Select • plOQ!e in ti-is doa.ment Sid.. pr-: ~--------~ 
r ~Side 
!-- Last Side 
t Next Side 
; Previous Slide 

i side Trt:les 

; t t;W.maTION 
L custom Shows 

Pow erPoint 

'----------~ ;.:] si- and retLm 

0( I I c:.na,I 
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SLIDE TRANSITION 

Slide transitions provide an animated effect to each slide when moving from one slide to the 

next during a slide show. There are a variety of transitions that can be applied to each or all 

slides including sounds. 

1. Click a slide that you want to apply slide transition. 

2. Go to Transition tab. There are various slide transition options. Select one of them. 

Miaosoft PDWffl'omt CT rioO 

Home lnstrt Oeugn Transrt,ons An1mabons Shek Show Rmtw View 

:J] - ~ 81 ~ 
Non, Cut fade Pu,h Wipe si,r~ 

3. To apply the same transition to all of your slides click on the Apply To All command after 

selecting the transition of your choice. 

4. To apply a Sound, click on the sound drop down arrow. 

5. Click the On Mouse Click box for transitions to occur only when forced. Click on the 

After box for the slide to transition at the time specified such as 5 seconds or 1 minute. 

Effect 
Options ... 

~ Sound; [No Sound] 

Duration: 03.40 

@ApplyToAII 

... Advance Slide 

Timing 

~ On Mouse Cl ick 

[] After: 00~00.00 : 
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SLIDE ANIMATION 

There are a variety of animations that can be applied to text, pictures, shapes, tables, 

SmartArt, graphics or other object in Microsoft PowerPoint 2010. Usually we use animation 

to focus on important points, to control the flow of information, and to increase viewer 

interest in a presentation. There are four different kinds of animation effects in PowerPoint 

2010: 

1. Entrance effects - User can see how the objects move in. 

2. Exit effects - User can see how the objects move out. 

3. Emphasis effects - Movement in the middle. 

4. Motion Paths - You can use these effects to make an object move up or down, left or 

right, or in a star or circular pattern (among other effects) . 

To add an animation effect to an object, do the following: 

1. Select the object that you want to animate. For example text. 

2. Click Animations tab. 

fonMl 

3. Chose an animation effect. You can use any animation by itself or combine multiple 

effects by click at Add Animation command in Animations tab. 

:•~Animation Pane j ► 
'1 Trigger· 

Add 
nimation • ~ Animation Painter 

Advanced Animation 

Add Animation 

Choose an animation effect to add 
to the selected objects. 

The new animation is applied after 
any ex1st1ng animations on this 
slide , 
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INSERTING SOUND 

You can add audio, such as music, narration, sound bites, and more to your presentations 

To add sound, do the following: 

1. Click the slide that you want to add an audio clip. 

2. On the Insert tab in the Media group, click Audio. 

Audio !rom Filt .. . 

~lip Art Audio .. . 

B,tcord Audio .. . 

3. Do one of the following: 

i. Click Audio from File, locate the folder that contains the file, and then double-click 

the file that you want to add. 

ii. Click Clip Art Audio, locate the audio clip that you want in the Clip Art task pane, and 

then click to add it to the slide. 

4. When you insert an audio clip on a slide, an icon appears tJ that 

the audio file. 

5. You can set the audio clip to play 

automatically when the slide displays, to 

start when you click the mouse, or to play 

across all slides in the presentation. You 

can even play media continuously in a loop 

until you stop it by setting at Animation 

Pane. 

A.nimation Pane 

I ► Play l 
1 ~ nt1e 1: Power ... D 
2 ~ TIile 1: Power .. . 0 

I Trigger: JOGETPU.MIO 

1 [> JOGETPU.MIO [> 

R Start On !:lick 

Start With Previous 

Ci,> Start After Previous 

fffect Options ... 

T,ming ... 

!:!ide Advanced Timeline 

fiemove 
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6. If you want set t he sound to start and stop playing at certain slide, click Effect Option. 

~ matron Pane ,.. X 

I ► Play I 
1 ~ n tle 1: Power .. . 0 
2 ~ TIile 1: Power .. . 0 

Trigger: JOGETPU.MID 

1 C> .JOGETPU,MID I) ~ 

00 Start On Qiclc 
f 

Start :'i{ith Previous 

Start After Previous 
,---

~ect Options ... 
--

I iming ... 

J::!ide Advanced Timeline 

Bemove 

--

7. Play Audio dialog box will appear as shown below. Set at the start playing and stop 

playing part. 

Play Audio 

Start playing -----------------

0 From Qeginning 

From last position 

F ti ... 
-_ -_ -_ -_-_ -_ -c-=~.:1 seconds rom me: C!J_ 

Stop playing ----------------­

On dick 

After £1.lrrent slide 

.__--=m=I slides 

Enhancements ------------- ---

~ound: 

After animation: 
j := [N=o=So=un=d)=========~f;J~ ~ 
10on·t mm GJI 

Animate te~t: I B 
1...l __ _,=:='j % gelay between letters 

OK 
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OPTIMIZE COMPATIBALITY 

The Optimize Compatibility command in PowerPoint will help you to resolve playback issues. 

To avoid playback issues when your PowerPoint presentation contains media, such as video 

or audio files, you can optimize the media files for compatibility. This makes it easy to share 

your presentat ion with others or take it with you to another location (perhaps to use a 

different computer to present it elsewhere) and your slideshow will play correctly. 

1. When you are ready to share your presentation, with the presentation open in 

PowerPoint, on the File tab, click Info. 

Save 

Save As 

Open 

!I Close 

Recent 

2. If the media in your presentation was inserted in a format that could present 

compatibility issues when played on another computer, the Optimize Compatibility 

option will appear. Run the Optimize for Compatibility command. 

Sav, 

la Sav,As 

Op,n 

' Clo5' 

Info ,._ 

Information about Presentationl 

Optimize 
Compatibility 

Optimize Media Compatibility 
Are you planning to deliver this presentation on another computer? 
Optimizing m"dia compatibility can improve your ~perience. 

1 m.,,lia file can be optimized. 

About media compatibility 
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Save As 

Open 

' Close 

Info 

Insert 

COMPUTER APPLICATION 

Transitions 

Print 

Printer 

Send To OneNote 2010 

Ready 

Settings 

Animations Slide Show 

2012 

Print Al Slides 
Pnnt ,nttr, presentation 

Print Selection 
Print All Slides 1t StlededslideS 

Save & Send 
Print entire presentation 

Slides: 

Print Current Slide 
Only print th, current slide 

Help 

Options 

□ Full Page Slides r:'\, 
Printl slide perp~ 

Custom Ranpe 
Enter speoflc slldes to print 

-,tt den des 

Exit 
~Collated 

1,2.3 1,2,3 1,2.3 -----------
Color 

Edit Header & Footer 

1. Click the File tab. 

2. Click Print command. 

3. Under Print, in the Copies box, enter the number of copies that you want to print. 

4. Under Printer, select the printer that you want to use. Tip if you want to print in colour, 

be sure to select a colour printer. 

5. Under Settings, do one of the following: 

i. To print all slides, click Print All Slides. 

ii. To print one or more slides that you selected, click Print Selection. 

iii. To print only the slide that is currently displayed, click Print Current Slide. 

iv. To print specific slides by number, click Custom Range, and then enter a list of 

individual slides, a range, or both . Use commas to separate the numbers and no 

spaces, for example, 1,3,5-12. 
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6. Click the Full Page Slides list, and then do the following: 

i. To click one slide on a full page, under Print Layout, click Full Page Slides. 

ii. To click one or multiple slides per page in handout format, under Handouts, click 

the number of slides you want per page, and whether you want them to appear in 

order vertically or horizontally. 

iii. To print a thin border around your slides, select Frame Slides. 

iv. To print your slides on the paper that you selected for your printer, click Scale to Fit 

Paper. 

v. To increase resolution, blend transparent graphics, and print soft shadows in your 

print job, click High quality. 

0-

Print!Ayout 

Full Page Slides 

Handouts 

[g 
1 Slide 

Notes Pages Outline 

~ 
2 Slides 3 Slid es 

4 Slides Horizontal 6 Slides Horizontal 9 Slides Horizontal 

i 0 
0 

4 Sl ides Verti cal 6 Slides Vertical 9 Slides Vertica l 

~cale to Fit Pape 6(iv) 

911 0 f rame Slides -0 
'----i..-... High Qual ity 

Print CoMments and In Mar up 

□ Full Page Slides 

Print 1 slide per page 

7. Click Print. 
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6.2 EXAMPLE 

You are required to produce a slide presentation about yourself based on the 

following information: 

1. There are six slides containing the following information: 

Slide 

Number 

1 

2 

3 

4 

Content 

Title: Myself 

Subtitle : Your Name 

Title : Everything about your name 

Text: 

a. Myself 

b. My Father 

c. My Mother 

d. My Video 

Title : Myself 

Text: 

a. Date of birth : ...... ................ .. .... .... .... ..... ... .... . 

b. Place of birth : ... ., .. ... .......... .......... ..... .. .. ......... . 

c. Ambition 

d. Hobby 

e. Email address : .... .. .... ..... .......... ........ ....... ........ . 

f. Like . ....... ....... .... ........ .............. ... .. ... . 

g. Dislike 

Title : My Father 

Text: 

a. Date of birth : .. ... .............. .......................... .. .. 

b. Place of birth : ........... ..... ..... ... ... ..... ......... .. .. ... . 

c. Hobby 

d. Occupation 
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Title : My Mother 

Text : 

a. Date of birth : .... ...... .. ............. ......... ..... ........ . . 

b. Place of birth : .............. .. ................................ . 

c. Hobby . .. .... .............. ...... .. ...... .. ............ . 

d. Occupation 

Title : My Video 

Create a duration of 1 minute video about yourself and insert 

into this slide 

2. Insert a suitable picture in each slide. 

3. Insert hyperlink at slide 2 as following: 

i. Myself - link to slide 3. 

ii. My Father - link to slide 4. 

iii. My Mother - link to slide 5. 

iv. My Video - link to slide 6. 

2012 

4. Insert one song in the first slide and let the song start playing (On mouse click) 

from the beginning and stop playing after 6 slide. 

5. Apply a different theme for each slide. 

6. Apply different transitions for each slide. 

7. Apply an animation in at least one object in each slide. 

8. Create duration of 1 minute video about yourself and insert into this slide. 

9. Optimize your media files for compatibility. 

10. Save the document as "Myself _your matric number" into your datastorage. 

Example: "Myself _06DKA10F1001" 
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SOLUTION 

Open Microsoft PowerPoint 2010 - Click All Program ➔ Microsoft Office ➔ Microsoft 

PowerPoint 2010. 

Step 1: There are six slides containing the following information: 

Right click at the slide pane. 

Click the New Slide button six times and insert all the information provided. 

Slides 

1 

.I' Cui 

bDPY 

PlllSteOptions: 

[il -
tl_ew Slide 

Add Section 

Step 2: Insert a suitable picture in each slide. 

Click at the slide. 

Go to the Insert tab and click on the Picture command. 

The Insert Picture dialog box will appear, select the location of the picture and click 

the picture . 
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Step 3: Insert hyperlink at slide 2. 

Click or highlight the text My Self. 

MySelf 

Go to the Insert tab and click on the Hyperlink command. 

!ii 
It] 

1p sa,,nshot Photo Shapos SmartArt Chart Hyper1ink Action 
rt • Album• 

Images Olurtrat,ons Unks 

2012 

Insert Hyperlink dialog box will appear as shown below. Under Link to, click Place in 

This Document. Select the dest ination slide 3 and click OK. 

~rt Hyperlinlc 

Li'llc to: Iext to display: :MySelf ~------------------' ScreenT~ ... 

[@l 
EJ9sting File or 

Web Page 

g 
~inlhs 
Doo..ment 

Creare~w 
Doo..ment 

Select a plag! in t!-is document Slide preview: 
,--r_-Ft_st_S_lid_e ______ ~ 

!- last Slide 
~ ... Next Side 
\··· Previous Slide 
$- S)ide Titles 
• f- 1. Slide 1 

f-·· 2. Slide 2 
~-ID'.2m 
!··· 4. My Father 
!·- 5. My Mother 
L. 6. My Video 

MySelf 

@ ~ ····_C_ust_o_m_s_ho_w_s ____ ___, ;:] Show and return 

E-mai Address 

Continue the step to: 

i. My Father - link to slide 4. 

ii. My Mother - link to slide 5. 

iii . My Video - link to slide 6. 

OK I I CYla!I J 
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Step 4: Insert one song in the first slide and let the song start playing (On mouse click) 

from the beginning and stop playing after 6 slide. 

Click the slide that you want to add an audio clip. 

On the Insert tab, in the Media group, click Audio ➔ Audio from file. 

Audio from Filr .. . 

£lip Art Audio .. . 

,Be-cord Audio .. . 

Click the Effect Option command at Animation Pane . 

Animation Pane • X I 

I ► Play I .•. 

1 ~ ntle l: Power . . . O 
2 ~ TIile 1: Power . .. 0 

Trigger: JOGETl'U.MID 

1 C> JOGETPU.MID I) ~ 

~ Start On ~rick 

Start Y:!'.ith Previous 

Start After Previous 
--

fffect Options.,. 
·- -

liming ... 

]:!ide Advanced Timeline ' 
Remove 

-
Play Audio dialog box wi ll appear as shown below. Set at the start playing from 

beginning and stop playing after 6 slides ➔ click OK. 

Play Audio 

Effect Tmng 

StartplayY1g-----------­

ll Fromi;!o,girnng 

e From [ast position 

el From lifile: ~!--,-~:I seconds 

S1DpplayY1g - ----------­

On die!, 

f) After gJTent side 

@After: ~ sides 

Enhana,men3------------

~ound: !:=l[No=Souid}========';:EI::= [TI 
Mter animation: I Don"t Din GI 
Animate te1,t: El 

,..___ _ _.,t±i=": I % g_elay between letters 

oc 1 1 eara1 
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Step S: Apply a different theme for each slide. 

Click at the first slide. 

Click the Design tab. 

2012 

Choose one of the theme ➔ right click at the theme ➔ select Apply to selected 

slide. 

Continue step c to the next S slides. 

Hom• Insert 

Aa 
Pag, Slid, ■■ • • 
Setup Orie.ntation.,. 

Page Setup Apply to }elected Slides 

Slides Add GaTiery to Qulcfc Acc•ss Toolbar 

MySell 
M 

E -

Step 6: Apply a different transitions for each slide. 

Click at the first slide. 

Click the Transition tab. 

Choose one of the transitions to the slide. 

Slide Show Rm-ew Virw 

Split Rtvul ~ndom B•n Sh.lpt Un<Cwtr c ... , 
--------

TranSfbOn to Thti Slide 

Continue step c to the next S slides. 

Step 7: Apply an animation in at least one object in each slide. 

Select the object that you want to animate. For example, text "MySelf" in the firSt 

slide. 

Myself - .,., 
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Click the An imations tab and select one of the animations to the text . 

Hom~ Inst-rt Ou1gn Transitions FornYt 

* * s., * x 
Nonr Appeu Fade fly ln w..,. Sh,ipe Wheel 

'-------
Animc1hon 

Continue the step to at least one object in other 5 slides. 

Step 8: Create duration of 1 minute video about yourself and insert into this slide. 

Select slide 6. 

Click the Insert tab ➔ Video ➔ Video from File . 

Video Audio 

~ Video from file ... -----
Video from Web Site, .. 

£:lip Art Video ... 

Insert Video dialog box will appear as shown below. Select the video and click Insert. 

® Microsoft POWffl'c.. Documents library 
Includes: 2 locations 

Favorit~ 

■ O~ktop E 

Downloads 

Recent Plac~ 

movie Samsung 

librari~ 

I] Documents 

J, Music 

Pictur~ 

• Virif'<K 
SOQ3795 SOQ.3796 

Filename: SOQ3798 

Arrange by: Folder "' 

Updater paint my love 

SOOJ797 ~ 
... ( Vtdeo Files 

Tools ... ~ Cancel 
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Step 9: Optimize your media files for compatibility. 

Click the File tab then click Info. 

Run the Optimize for Compatibility command. 

Optimize 
Compatibility 

2012 

Optimize Media Compatibility will appear as shown below. After complete click 

Close button. 

- - 1.£. ~ Optimiz., M-,dia Compatibility -
Slide Name Stab.ls 

2 SOC:13798.AVJ Complete 

c 

Meda fies are now optirized fur CDfll)alility. 

I - -- I 

I dose I 
.. .. ·• .. - --
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Step 10: Save the document as "Myself_your matric number" into your datastorage. 

Example : "Myself _06DKA10F1001" 

Click the File tab and select Save As command. 

Save 

Save As 

Open 

!I Gose 

Named your file ➔ Find datastorage directory ➔ click Save. 

~ MicrosoftPowerPc.. Documents library 
Includes: 2 locabons 

Arrange by: Folder • 

Desktop 

Downloads Adobe PDF Blu~ooth Folder Cyberlinlc gambar 

. Recent Placl!S 

Libraril!S 

:'.:) Documents 

Music movie Samsung Updater CUBA 

Filename: Myself _06DKAl0F1001 

Save 11s type: I PowerPoint Prl!Sentation 

Authors: user Tags: Add a tag 

• Hide Folders Tools . I Save I I Cancel 
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6.3 IMAGE EDITING 

INTRODUCTION OF IMAGE EDITING USING PHOTO STORY 3 FOR WINDOWS 

SOFTWARE 

Provides sample exposure for students to surf and communicate using internet. This topic 

will describe basic principles of using multimedia devices and software to produce an 

advanced presentation. In this part, we will use Photo Story 3 for Windows. 

6.4 EXAMPLE 

To create new Photo Story, first user needs to select the photos they want to use. It might 

be a good idea to copy or move these photographs to a new folder on user's computer. Each 

story can contains up to 300 photos. After import pictures, user can arrange them on the 

Photo Story film strip in the order they want them to be displayed. Then user can use the 

editing tools to edit, enhance, rotate and crop their pictures. 
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Open Photo Story 3 from start menu. 

;~- . - ' - - -,---y-

Wdomt 10 l'hctt Storv J for Wticio,-.,s 

___ ,1 ______ , ___ ~-.----....... __ ....... ...,. . ._.. ___ .. _________ ____ 
----....-.-* ....... _..., ... _.t_ 

klltd-•••..._.,t.,.__aN ... dd1'e,,l. 

~- ·- -· '_ .,,....--.,--
Import &"Cl .nrge \tlOX pc.res 

s.-t ......... _____ ,, _ _,_ ..... _,.._ ..... __ ,__ 

To start your project, click on Begin a new story. 

Click on Import Pictures. To import several at 
a time, click on the first one , hold Shift and 

click on the last one. This will highlight them all 
together. 

To edit pictures , select the picture and then click Edit. 
It also can do crop and correct coloring etc. 

Note: If you import a 
second batch of 
photos, these will be 
added at the end of 
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To add title, just write in the box. The position of 
words on the photo, font and colour can all be 

customized with buttons above the text. 

Effects can be added to photo at this step. 

Tip: If you want to have a 
title photo at the beginning 
of your story, it might be a 
good idea to have a blank 

-_. -:,..~';.. 

~ ,,, .. _. 1. ,-ru-r ;:ix:...~~~,.-~~.-::.""r-::," 
Namite your pctl.ft5 .net~ mob0n : 

,-~---~--. .. -­_.,,......,.,...,.._.,.._~ ......... __.....--... 

2012 

DI PUNCAKGUNUNG 
LEDAHG Add narration and movement. Before 

recording, you can add notes below each photo 
as a prompt for what will you say. Click the red 

button to record. 

There are default settings for transitions and zoom settings. 
Customize Motion below the photo can change the settings. 

Note: None of the 
above changes affects 
your original folder 
where it is stored on 

Set your timings. Slides will adjust to the length of a voiceover. 
Preview as you go. Close and Next. 
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• , -. _., ,n-,•-;"I ,,_.,-,~~~,.,_:r.-.-•--•~-,,,,..,•--, 
Add !:Y.tckgm.nd -nux • t 

-- .,_ ._.,,. ,_ ........ ~ ..... ~-r -- .,_.,_ __ _._._ .. < __ 

1.,......,.._,,.,,..,,,.....,, 

--

~ -- - · •c--~ 
~ .... ::-'Af°,t',,,._,v~~~..,..,r_.,,"r._~--•,."Jo,T ~->4- Y•:-,Y..~'"" -~,.-~,J -~ 

5 c:i.c: )QIJ::,t:Jry -

··-•• -....vic ... .._,..,.,.,. l) ... 
____ .....,....»--

(! ~"""~'=' - • ,. 
~ .... -~~~--=-"'1"--;.-,.....~ .. ~ ~;,:~· -7 ... ~-..,,, • .._.;p;, 

Save y.,url.'tD!'y 

COMPUTER APPLICATION 

Select music from files . Click preview to check 
before go to the next step. 

Your story will save in 'My Videos' as .wmv file, 
or you can select another location. 
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• ~;)tiocoS,tor-,J'o,-W-,do,.~ 

(..1 •• •··-:. - ,. 

~ Photo 5'o,v 3 fOI'" Windows 

COMPUTER APPLICATION 

Finally, save the project. If don't, you will lose 
your work before. 

MAINTAINING PHOTO STORY EDITING 

2012 

i. When you begin a new project Photo Story maintai ns many of the settings fro m your 

previous story. 

ii. Th is makes it easier to create multiple stories. 

ii i. The sett ings maintained include the folde rs from which you previously imported 

photos and the background music you added. 
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HELPFUL TIPS TO REMEMBER 

Image File Extensions 

.bmp Bitmap image file. This type is common for desktop backgrounds. 

. gif A standard image files (Graphic Interchange File) . Can be opened 

with any graphics viewer or editor or any browser. 

. jpg or A standard image files (Joint Photography Experts Group) . Can be 

. jpeg opened with any graphics viewer or editor or any browser . 

.pie A bitmap graphic file. Produced by the following software: PC Paint, 

Lotus or Mac PICT Drawing. 

.png Portable Network Graphic file. An alternative to the .gif format. 

.tif or .tiff Tagged Image File Format. A lesser-known image files type. Can be 

opened with any graphics viewer or editor, or any browser. 

Media File Extensions 

.avi A Window video file. (Audio Video Interleave file) 

.mp3 A highly-compressed file format. This file format is most used for 

music files and movies . 

. mpg or 
The most popular file format for movies . A compressed file format . 

. mpeg 

.ra RealAudio file. A popular sound file format. For use with RealAudio 

player . 

. wav A popular sound file format . 
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6.5 SOUND EDITING 

INTRODUCTION OF SOUND EDITING USING MP3 CUTTER 

MP3Cutter is a simple utility that enables you to cut out pieces of a MP3 without having to 

decode that MP3 to a non-encoded PCM (wave)-file. It is one of the freeware MP3 cutter 

software that you can download easily. 

6.6 EXAMPLE 

To cut out MP3 song into pieces, first user needs to select the song that you want to cut. It 

might be a good idea to copy or move the song that you want to use into a new folder on 

user's computer. It will reduce time while user cut the song and save it. 

C111 1e 111 dum1i o 11 0 

s1,111 posi1lon tlA 

Enll positio11 NA 

MP3 Cutte 
supporr,..1 :,1vsoftcom 

hap:/M-WK .a,vsoft.com 

T ot.l l 11,,ck lime flA 

Time , ema ining NA 

T ime el,,psed HA 

P"""F:ft51 ''" -tmer!Qd:. bc11 

Open MP3 Cutter software and it will 

show main menu interface 
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Track Controller 

Open media file 

COMPUTER APPLICATION 

MP3 Cutter 1.9 
supponi)'a1vsoft.com 

hrrp:I/Www.aivsoft.com 

Total trnck time NA 

Time remaining NA 

Tirne elapsed NA 

2012 

Set the start position 

for media file 

Set the end position 

for media file 

C1111 ent duration 0 

Play/pause media 

file 

Duration menu 

for media file 

Stop media file 

Select new media 

file 

Exit MP3 Cutter Menu 

MAIN MENU INTERFACE 

Play the media file 

selection 

Save the media file 

selection 

Volume Controller 

Open =----------, [lJ 
lookh I lllll 

MyAecerl 
Oocunem 

_J 
MyDocunem 

d o. 5112 feat 01a,1y~. AioJpadan,.,(CDRIP-O.fAN)(5112feateharlis..-qels . 
_:!) 6ixlh Sense•Menyesa (1) 

.;!) 1>ro,r Za<1·Sedeti l ebi, 

!)KMlfah-Cl<qJ Ayu 

d KRU • lar")On Lala>kan 
_:!) Mely Goes~w • Kembalk,r, l agi ~ 
d""" · Ket= Te,IJ<a 
.:!) PAK LONG,,,Sela<;iAdaRroJ 
.!)so1eso1e 
.:!)s112- Biar1'a1lah.hCilta 
!) 5112 • Cilta Taklli"estl.i 

_:!) 5112 • Cit• TakHarus -
.!)5112-.JancJ«,PernahBenbah 

- To start your project, click on Open . 

- Find t he folder that you save the media file. 

- Choose the media and cl ick open. 

MyNdwolk Fiesolt,,pe: jAcdo Fies r .mpJj 

r 0pen .. ,eoc1<ny Places 
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Track Controller i__~ __ _,.. 

Current duration of 

media file 

Start Position of media 

End position of media file 

----•; Current duration 

Start position 

End position 

Length 

Total track time 

Time remaining 

Time elapsed 

Length of selection 

DURATION M EN U 

Current duration 133.284678 

Stan position 

Eml position 

Length 

Total tta ck time 00:00:00 

Time 1emaining 00:02:13 

Time elapsed 00:02:13 

S,ven j 20tl ..:J .. I!;:! c:t 11]1• 

il O. STl2 feat O,.,ly ....... • Al<u padom, (CD RJP-0.EAN) (ST 12 feat a,.,+,s ....... • 
.!)6bcth-(1) 
~ Arw.Ns z.;n - SedetkLebft 
ill<hahh-0.,,Ay,J 

To cut media file, while playing media 

file: 

i. Click at Set start button 

ii. Click at Set end button 

2012 

il<IIU·lanQanlaf....., 
,!}MelyGoeslaw--loglS.nyUn<U 

Oesktap ilNu-.J-Ke,onaTe,U<., 

c:) PAK l<lNGN5el<,;; Ada Ri'1c>I 
. ) ilso1e,o1e 

To save media file, click at save button 

and click ok . 
;__J ,!} st 12 - 8l«kan Jatuh Oita 

MyOocuneris ~5T12-o-taTMC.-estt.i 

il ST12 • O't• Tok Horus Memild 
c:)sr12 • Jongon PerMh Benboh 

My Compu@f < 

Fien«nec ,.,_SothSeme-M...,...in)610201185SA6AM _:] 

MyNet,m. s ..... ti,,e: jAucioFlesr.""3) _:] 
Ptaca 

MP3 Cutter 1. 9 [8J 
s... I 
~ MP3 clip saved, 

OK 
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6.7 VIDEO EDITING 

INTRODUCTION OF VIDEO EDITING USING MICROSOFT WINDOWS MOVIE MAKER 

Microsoft's Windows Movie Maker is a basic of video creating/editing software included in 

Microsoft Windows. It is a free video editing suite that is part of Windows installation. It is 

easy to use and has a range of features such as effects, transitions, titles/credits, audio track, 

timeline and narration. 

The process of creating a movie or a slide-show in Movie Maker consists of importing media 

such as video, pictures, audio, or music into the program and then manipulating these same 

elements to create a specific product. The interface is designed to provide visual access and 

management of imported elements in the collections pane. Items from this area can be 

dragged into either a storyboard or timeline window and then edited. From the monitor 

window, changes or additions made to the project can be sampled through playback. Once 

the desired effect has been achieved the combined project can be saved to the computer, to 

a CD, or sent to e-mail, to the web, or a DV (digital video) camera. 
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GETTING STARTED 

The process of creating a movie or a slide-show in Windows Movie Maker con sists of 

importing media such as video, pictures, audio, or music into the program and t hen 

manipulating these same elements to create a specific pr9duct. The interface is designed to 

provide visual access and management of imported elements in the collections pane. Items 

from this area can be dragged into either a storyboard or timeline window and then edited. 

From the monitor window, changes or additions made to the project can be sampled 

through playback. Once the desired effect has been achieved the combined project can be 

saved to the computer, to a CD, or sent to e-mail, to the web, or a DV (digital video) camera. 

Below is an image of the Windows Movie Maker interface. 

FfitEdt'fotWTcdl:QpA.yHitl, 

D " W "1 I" j13,..,j '°""""' 'ii""""' '.•I • Cl· 
Collection:Co-=llecii'c=_oo,--s-'--====--,,..., 

I. Capture Video 0 
Qc>uefrc:r,\,deo~ _. .... 
ltrC)Qf l aJClo U l!I.O:: 

2. Edit Movie @ 

3. Finish Movie ~ 

s.r.·t~m-,~cr.c,.,-:er 
S,l•.,er.,(Il 

51,ttomll 
SM:ln,...,..M 
~e-dlO!tll!Wi'.> 
~1.10--·car,e-1 

Movie Making Tips ® 
"""'111c.,pu,wteo 
Hcwloedl:(D 

tbrttoatdli!les, e&ds,~-IIMs 
1-t-lDQlltM"d.t.f!ll'IO'rits 

[hg1dpnidq! I C1th~W,. 
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MENUS 

The menus in Windows Movie Maker give access to important program functions. Below is a 

graphic of the main menu header as well as six dropdown menus for file, edit, view, tools, 

clip, and play. In Windows Movie Maker, access to most program functions can be reached 

through more than one location. 

t,~ Untitled • Windows Movie Maker 

Fie Edit View Tools Clip Play Help 

[ 8 Tasks 1- Collections 

(1,1~ ctJ'\+ 
(t,195 

S.,..lln>j,<!AL., fl1 ctrl+X 

ctrl+c 

Paste Ct.1i+V 

c.cil,w\lldoi,, ,. 0m!I. X Delete Del 
11$rtlfl>~ .• a.t+t 

Edt-ite ... 

Select pJI Ctri+A 

R,nan-a F2 

Clear 9:oryboard Ctrl+Del 

Brows, fa 1>.;n;J Foe ... 

(bM 

PreviewMcri:orStze ► 

Ful Screen Alt+Enter 

El ToolbM 

E] StatusBcY 

T•skPone 

Coledlons 

~ Tlurbnals 

Details 

l>lr,rq, l cans By 

My 'lldeos Folder 

T al.e Pd..-e f, oo, Pleview 

Narrate rrnelne .. . 

Aud'oLevels 

~ New Collection Folder 

Options ... 
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TIMELINE / STORYBOARD 

In Windows Movie Maker, the storyboard and timeline windows are utilized for controlling 

placement of media. From the timeline window, all of a project's elements can be viewed in 

its respective tracks along a linear (from left to right) layout. By selecting the plus (+) or 

minus(-) magnifying glass at the upper left of the timeline window, a project can be viewed 

from its extended length in minute increments or narrowly focused down to tenths of a 

second. The project can be played by clicking on play/stop buttons. To narrate a timeline, 

click on the microphone icon and to adjust volume, click on the volume control. To toggle 

between views, click "Show Storyboard" or "Show Timeline." 

z 

Transition 

Audio 

Audio/Music 

Title Overlay 

TIMELINE 

Dr mecla to the st 

< 

STORYBOARD 
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MOVIE TASKS, COLLECTIONS AND MONITOR 

Below is a graphic of Windows Movie Makers interface including the Movie Tasks pane, the 

Collection pane, and Monitor window. First, the Movie Tasks pane provides an access point 

to capture video, edit user's movie, and save the movie, as well as providing movie making 

tips. The links in the pane are fairly intuitive and follow, from top to bottom, the basic 

outline of the movl e makl ng process from start to fl nish. Next, the Collections pane provides 

a thumbnail view of videos, pictures, and even music that have been imported into Windows 

Movie Maker for use on users movie project. From the Collections pane user select and drag 

clips into the storyboard or timeline to create a movie. As will be discussed later, clips can be 

manipulated to create a desired effect. Last, in the Monitor window user can test or preview 

their movie. From the function buttons at the bottom of the window (also along the top of 

the timeline/storyboard) user can play, stop, forward, or rewind the movie (or manually use 

the seek slider), split a clip or capture a still image from video. 

Movie Tasks Collections 

eua..~- H1nM II "' '" lllt1di1e1I NII 111ml &t11 lhi,c (3) 
-,i,111 ~ "Mmti·mi-• d'.'f'j,n :r. ,._. ::A 

Monitor 

L.Ldt MOnc I,,~ [m:J3I 

l. f"'W 11l1lil\nilf 1,.:,Y 

-~..,,"ho '.'.',· 
.-Ny;r.,·,r•~ 

· ; r,l: "4,l;·;• J.» 
·:r. 1: .. 1:Ji., 
::,t:e~ tl "f,,tt-.-t, .,v~t:.T 
:.•,t:~.• ¥ !. dw•r:,H Seek slider 

Take picture 

CHAPTER 6 - PRESENTATION AND BASIC OF MU LTIMEDIA 



COMPUTER APPLICATION 2012 

6.8 EXAMPLE 

STEP 1: CREATING AND SAVING PROJECT 

Prior to starting work on user's movie, user must first create a project in Windows Movie 

Maker. 

i. To create a new project, 

Select the New Project command from the File menu. 

Tools Clip Play 

Open Project .. . 

Iii Save Project 

Save Project As ... 

Ctrl+o 

Ctrl+s 

F12 

ii. To save the project, 

Select the Save Project As ... command from the File menu. 

New Project 

¼ Open Project. , , 

Ctrl+N 

Ctrl+o 

Ctrl+S 

Save Project As. .. F 12 
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iii. In the Save As window use a file name that user will remember. 

Then click the Save button. 

Save in: ! My \Adeos 

MyRecert 
Doc:unerts 

Desktop 

MyCompuer 

[vi 

2012 

Make sure to save the project often by selecting the Save Project option in the File menu to 

ensure that user don't lose any information. 

STEP 2: CAPTURE/ IMPORT VIDEO 

A video capture is the process of transferring the video that user recorded from a video 

camera or other video recording device (such as a cell phone), to their computer. Th is 

process is done by attaching the video camera to their computer, with a special USB cable 

(which usually comes with the camera on purchase) . 
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i. In the Movie Tasks Pane, 

Select Capture from video device . 

~1. Untitlea - Winaows Movie alcer 

• File Edit View Tools Clip Play 

D 6ra .......... ..,~ -:- -' 

- - - --- - - -

=·NoYie Tasks x 

1. Capture Video 8 
C Capb.Jre from video device => 

Import video 
Import pictures 
Import audio or music. 

2.. Edit Movie 

ii. Type a name user will remember for video clip 

Then click Next. 

Captured '\l'ldeo Ale 
Enter infOIITlation for your captured video fde. 

L Enter a file name for yotX captured video. 

_..., ... , ._T_ulDri_·a1 ___________________ __, 

2. Choose a place to save yotX captured video. 

'--'-=-M.:..y _Video_ s ________________ ~~~] I Browse ... J 

Ca,cej 
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iii. Select Best quality for playback on my computer. 

Then click Next. 

.. . . .. . . , 

'\lideo Setting 
Select the setting you want to use to ~ your video. The capture setting you select 
detennines the QUality and size of the captured video . 

-~~0 Best quaity for playback on my computer ( recommended) 
Use if you plan to store and edit video on your computer. 

' ,t J p ,n J re ord your f111al movie ba o tape 

0 Other settings 

Learn more about video settings. 

Setting details 

File type: Wiidows Media Video 
(WMV) 
Bit rate: 512.0 Kbps 
Display size: 320 X 2.q() pixels 
Frames per second: 15 

iv. Click the Start Capture button. 

Click Stop Capture when it is done. 

Repeat this step for multiple clips. 

Video file s,ze 

Each minute of video saved with this settng 
will consume 3 MB. 

Disk space available on drive C: 26. 93 GB 

( Back Cancel 

Video Capture Wizard: Acer OrbiCam • - lE 
Capti.e \lideo 

Oick the Start Capll.re button to begin captuing yoix video. You can capture one or more 
video c:ips. 

Steps: 

L Start Caplu'e 

2. r._ __ S_top_Cap_tur_e_~ 

3. To capbse ;nither video dp, 
repeat steps 1.wid 2. 

Video caplu'ed: 0:00:00 
Size of video file: O 1(8 

Preview: 
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v. User can either import Video, Photographs, Audio or Music. From the Movie Tasks 

pane, under Capture Video, select the appropriate link to import video, photographs, 

audio or music into Windows Movie Maker. 

Click the appropriate link to 
import video, pictures, 
audio or music. 

STEP 3: SPLITTING THE VIDEO CLIPS 

i. Drag and drop the clip into the timeline. 

ii . Click on the Show Timeline button. 

; Fie E.cit View Tools Op Play ~ 

Movie Tasks x 

1. Caprure Video ® 
Caoture from video device 
Import video 
Import pictures 

Import audio or music 

2 Edit Movie 

3. Finish Movie 

[ D ~ I.I '9 • (" • le!r..., 10--.. ! ...,.u,_,.....,,otwd..,.., ( l) 

Collection; Have u ever studied so hard like this (1) 
Drag a dp and ciop I on the~ below 

1. Capture Video 0 
t:.apti.refromvideodevice 
tqx,rtvideo 
ll11)0ftpttu'es 

lmporlatdo«IT'lJ:Sic: 

2.. Edit:Movie e 
3. Finish Movie e 
Movie Making Tips 0 
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iii. Place the cursor where user wants to split the clips. 

iv. Go to Clip and then select Split. 

0:01 : 0.00 

'video 1±1 

Audio,,..,._,sic 

Titie Overlay 

Ready 

STEP 4: ADDING TRANSITIONS 

i. Select the View video transitions under Edit Movie. 

ii. Drag the desired transition to the small box between the clips. 

Fie Edit - Tools c=-, Play Help 

~ ~ 19 • I !El TaSKS IC, Co1octions ~[Ji~ Vld= __ T,,._ <Si_tiol_ is ________ --L 

Mo~eTa:sks x 

1. Capture Video 

CapbJre from video device 
Import vfdeo 
Import picb.Jres 

~rt audio or- music 

2 . Edit M ovie 

Show collections 

G)-+ 
View video effects 
~ transltion5 

Make: tides or credits 
e an AutoMovie 

3 _ Finish Movie 

Movie Making Tips 

How to a,pti.re video 
How to edt dips 

0 

0 

G 
0 

How to add tide, e~, transitions 
How tD save and share moWs 

Video T ransitions 
Dn,g a video _, and drop I between two video dips on the IIOf}'board 

Bow Tie, Horizontal Bow lie, Ver 

Diagonal, Box Out 

Eye 
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STEP 5: SOUNDS, STILLS AN D EFFECTS 

i. Adding audio or still photos is just as easy as adding a video clip. 

Drag the audio clip or photo to the appropriate tracks. 

ii. Audio goes in the audio track, and photos go in the video track. 

To sync the audio with the video, 

User can drag the audio clip left and right to align it with a video clip. 

• Untitfe - indows MOVJe >Adk:er 

Fie Edit y,.,, Tools Ci> Ploy ~ 

D ~ Id ~ • l!aros1ts j Coledo>s ~ F_ofng_ Model __ (J)_-=====~!~"I 

1. Capture Video 0 
Capbxe from video devke 
ll!'l)Oftvideo 
ll!'l)Oftpicb.<os 

l"1)0ft audo or music 

2. Edit Movie 

3. Finish Movie 

Sa~tomyCOO'flUlN 
Save to CO 
Save to DVD 
Sendrl e-mai 
Ser"d to the Web 
~ to DV camera 

Movie Making Tips 0 
How to aiph.n ~ 

Howtoedtdos 
How to add~. effKts, transitions 
How to save aid share movies 

Audm/ Husic 

Title Overlay 

Ready 

Collection: Falling Model (3) 
[)og a clp and drop l on lhe limeline bolow. 

Alda Keys • No One A>!s -Andoi~tl<u 
t.rd.nan Maso 

Metalca • The Metnory 
Remains 

Drag the audio file to the 

Audio/Music track 

0.01 O.ID 0;01 ID 
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ii i. Video effects can greatly enhance a video clip. 

To apply an effect, 

Click on Tools on the menu bar, 

Then click on Video Effects. 

1. Capture Video 

o,p11.r,hm>ideode""' 
llrjlortvideo 
llrjlortplcll.ros 
llrjlortaucloo-lllloc 

2. Edit Movie 

3. Finish Movie 

SavetomyCOlllXJ~ 
Save to CD 
S.v.toD\IJ 
Send~•-
S<ndto lheWeb 

0 

0 
0 

Video Effects 
lhgaYldeo,lfedn!droptonaYldeoclponlhelrr<lne-

Brigltnoss,Oea,ase ~tness, Increase Easeln 

Send to DY camera Fllde In, From White: Fade out, To Block Fade OUI, To WHte 

Movie Making Tips 0 
How to apll.re w!eo 
How toedtci,,s 
How to add liks, dfects, transitions 
How to save Md Me mows 

FinAge, Olde- FinAge, Oldest FhGrain Grav,a,le 

iv. To add video effect, 

Drag the effect user wish to apply to the video clip. 

v. Once the effect is applied, a star will appear on the clip. 

Audio/tlllusic 

Title Overlay 

< Ill 

Ready 

Ease Out 

FinAge,Old 

ttJt,CydesEnthColor 
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STEP 6: EXPORTING FOR POWER POINT 

User can export the movie to a file format that is compatible with Microsoft PowerPoint . 

i. Under the Finish Movie menu, 

Select Save to my computer. 

File 

Capture from video device 
Import video 
Import pictures 
Import audio or music 

2 _ Edit Movie e 
3 . Finish Movie 

C: Save to my computer 
5 
Save to DVD 
Send in e-mail 
Send to the Web 
Send to DV camera 

Movie Making Tips 0 
How to capture video 
How to edit d ips 
How to add titles, effects, transitions 
How to save and share movies 

ii. Type a name for the video file 

Then click Next. 

SavedNoYieFile 
Ente, information for your saved movie fie. 

1. Enter" file name for your saved movie. 

Video AkuJ 

2. Oioose a plaa: to save your- movie.. 

j c:11!'!1=-M...:.y_Vi_ideos _________________ __i.:;[v__,] I Browse ... j 

<Bade 
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iii. When it has finished saving, 

Then click Next. 

COMPUTER APPLICATION 2012 

iv. If user is going to use this file to burn to DVD, user will need to save it in the SHARED 

HD. 
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INSTRUCTION: 

POLYTECHNIC PORT DICKSON 
DEPARTMENT OF MATHEMATIC, SCIENCE & COMPUTER 

SESSION: JUL 2012 

LABWORK 1: INTERNET (CLO 2) 
(1/2 HOUR) 

1. Define what is the Plug-ins? 

• mmf(omP 

2. Identify the functions of Hypertext Transfer Protocol in the Uniform Resource Locator (URL) 

address. 

3. Categorize the URL address below (http://www.britglass.org.uk/about-glass.htm) with the 

suitable listed format and structure. 

http://www.britglass.org.uk/about-glass.htm 

Protocol 

Computer host name 

Second level domain 

Top level domain 

Country Internet code 

File name 
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POLYTECHNIC PORT DICKSON 
DEPARTMENT OF MATHEMATIC, SCIENCE & COMPUTER 

SESSION: JUL 2012 

LABWORK 1: INTERNET (CLO 2) 

(1/ 2 HOUR) 

4. List FIVE web browsers and state their developer. 

• mm( {omP 

a) ......... ..... ..... .... ....... .. ................. .. .... .... .... .. ...... ....... .. .... .. .... ........ ... ... .. .. ..... ..... ....... .. .. ...... ......... .. .. . 

b) ... .. ....... ... ... ........... .... ... ... .. ... ..... .... ....... .. ......... .. .. ...... ..... .. .... ......... .. ..... ... ........... .. .... ........... ......... . 

c) .. ... ... ............ ... ....... ..... ... .. ..... ............... ..... ... ........ ..... ..... ..... .... .. .......... ... .. .... ...... .............. .......... ... . 

d) ..... ... .... .. ...... ... .. .... .. .. ................. .. ... .... .. .. ..... ......... ... ..... .................. .... .. .............. .. .. ....... .. ........... .. . 

e) .. ......... ... ....... ... ... ... ... ........ ..... ........ .... .... ... .. ..... ..... .... .... ..... .... ... .. .......... .. ....... ...... .. ... .. ... ...... ... .... .. . 

5. Give SIX ethics in using Internet and describe each of the ethics. 

Ethics Description 

a) 

b) 

c) 

d) 

e) 

I 

f) G 
LABWORK 1 - INTERNET -



L 

!I a .. POLITEKNIK 

f~ 

INSTRUCTION: 

POLYTECHNIC PORT DICKSON 
DEPARTMENT OF MATHEMATIC, SCIENCE & COMPUTER 

SESSION: JUL 2012 

LABWORK 2: WORD PROCESSOR (CLO 3) 
(1 HOUR) 

1. Create a new document by using Microsoft Word. 

2. Type the word FACEBOOK by using Word Art and center the word . 

3. Type all the text below by using Times New Roman font and font size is 12. 

• mma{(omP 

Facebook is a social networking service and website launched in February 2004, 

owned and operated by Facebook, Inc. As of May 2012, Facebook has over 900 

million active users, more than half of them using Facebook on a mobile device. 

Facebook was founded by Mark Zuckerberg with his college roommates and 

fellow students Eduardo Saverin, Dustin Moskovitz and Chris Hughes. The 

website's membership was initially limited by the founders to Harvard students, 

but was expanded to other colleges in the Boston area, the Ivy League, and 

Stanford University. 

Apply the following formatting to the text above: 

a) Justify all the text 

b) Set the line spacing to 1.5 

c) Bold the word "facebook" 

d) Header: "Student's Name" 

Footer: "Registration Number" 

4. Apply suitable bullet or numbering for the items below. 

Some of Facebook features: 

a) Usernames 

b) Friend 
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POLYTECHNIC PORT DICKSON 

DEPARTMENT OF MATHEMATIC, SCIENCE & COMPUTER 

SESSION: JUL 2012 

5. 

c) 

d) 

e) 

f) 

g) 

h) 

i) 

j) 

Status updates 

Like 

Notification 

News feed 

Chat 

Poke 

Photos 

Message and lnbox 

LABWORK 2: WORD PROCESSOR (CLO 3) 
(1 HOUR) 

Choose and insert some graphics to represent the article. 

6. Build a table as shown below: 

:, -
-

- - ,,..,_ ,.._ 

URL Facebook.com 

Type of site Social Networking Service 

User 901 million (active 2012) 

Owner Facebook, Inc. 

Mark Zuckerberg 
Created by Eduardo Saverin 

Dustin Moskovitz 

Chris Hughes 

Launched 
February 4, 2004 

7. Lastly, save the document as "Labwork2_(your matric number)" . 

Example : Labwork2_DTK12F1001 

• mm{(omP 
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LABWORK 3: SPREADSHEET (CLO 3) 
(1 HOUR) 
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1. Open a blank spreadsheet, key in all data/ information as below into all cells. 

AHMAD FRUIT SHOP 
Purchases And Sales Of Fruits 

NUMBER OF PURCHASES NUMBER SALES FRUIT'S 
NO FRUITS PURCHASES PRICE/kg OF SALES PRICE/kg STATUS 

(kg) (kg) 
1 MANGGO 250 6.0 250 8.0 
2 DURIAN 200 6.0 180 8.0 
3 WATERMELON 300 1.0 150 1.8 
4 MANG OSTEEN 150 4.0 150 6.0 
5 HONEY DEW 100 2.5 100 4.0 
6 PAPAYA 100 1.0 90 2.0 
7 GRAPE 200 3.0 180 6.0 

TOTAL 

2. Build the following formatting procedure to worksheet : 

a) Apply a border as shown above. 

b) Format the title (AHMAD FRUIT SHOP) and (Purchase and Sales of Fruits) alignment 

to center. 

c) Insert a new column after PURCHASES PRICE/kg and named it as TOTAL PURCHASES 

(RM). 

d) Insert a new column after SALES PRICE/kg and named it as TOTAL SALES (RM). 

e) Apply shading to column TOTAL PURCHASES and TOTAL SALES. 

f) Merge or split cells as shown on the table. 

g) Align cells content. 

LABWORK 3 - SPREADSHEET 
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3. 

LABWORK 3: SPREADSHEET (CLO 3) 
(1 HOUR) 

Apply in formula to calculate all below: 

a) TOTAL PURCHASES of each fruit. 

b) TOTAL SALES of each fruit. 

c) Total for TOTAL PURCHASES (RM) and TOTAL SALES (RM). 

d) Use the formula of IF to find out the status of each fruit either SOLD OUT or 

AVAILABLE by making a comparison between NUMBER OF SALES and NUMBER 

OF PURCHASES. 

4. Select all the cells containing numbers in the PURCHASES PRICE/kg, TOTAL PURCHASES, 

SALES PRICE/kg, TOTAL SALES columns . Format the numbered data in the selected cell 

range using the Fo rmat Cells dialog box. Select the Currency category and then select 

the RM symbol and decimal places: 2 

5. Select the three groups of cells as follows: FRUITS, NUMBER OF PURCHASES and 

NUMBER OF SALES. 

a) Insert a Column chart format into the same worksheet using the Chart group the 

format and customize the chart using Chart Tools based on the following details: 

Chart Type: Column 

Chart Sub-type: Clustered Column. 

Chart Title : "Ahmad Fruit Shop-Number of Purchases & Sales" 

Category (X) axis: FRUITS 

Category (Y) axis: KILOGRAM 

Legend Placement: Bottom 

LAB WORK 3 - SPREADSHEET 
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LABWORK 4: PROJECT MANAGEMENT (CLO 3) 

(1 HOUR) 

INSTRUCTION: 

1. Start a new blank project by selecting MS Office Project. 

2. Insert the following tasks into the table. 

Task Name Duration 

Batch Mixing 1 day 

Batch Melting 2 weeks 

Furnaces 3 hours 

Forming Processes 16 hours 

Annealing 2 days 

Glass Production Process 1 day? 

Inspection Equipment 2 days 

Labelling 1 day 

Coating 3 days 

Coating 1 day 

Ancillary Processes 10 hours 

3. Edit Task 9 (Coating) to the name Packaging. 

4. Insert a blank task above Task 5 (Anneal ing) and enter the new task 

Internal Treatment, Duration: 6 hours. 

• mm{! omP 

5. Edit by moving the task Glass Production Process above the task Batch Mixing. 

G 
G 
G 
G 
G 6. Locate Task 2 until Task 12 as a subtask of Glass Production Process. 

LABWORK 4 - PROJECT MANAGEMENT -
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7. 

8. 

LABWORK 4: PROJECT MANAGEMENT (CLO 3) 
(1 HOUR) 

Use Link Tasks command to link all the tasks. 

Enter a Milestone task for Inspection Equipment. 

9. Insert the task below in the Resource Sheet: 

Resource Name Type Initials 

LABOUR Work L 

COLOR Material C 

GAS Material G 

10. Build a resource name and percentage in the Resource Name as below: 

Task Name Resource Names 

Glass Production Process 

Batch Mixing LABOUR 

Batch Melting LABOUR, COLOR[1] 

Furnaces 

Forming Processes LABOUR 

Internal Treatment LABOUR, GAS[1] 

Anneal ing 

Inspection Equipment LABOUR 

Labelling 

Packaging 

Coating 

Ancillary Processes LABOUR 

--

• mmf(omP 

I 

GJ 
I 

G 
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LABWORK 4: PROJECT MANAGEMENT (CLO 3) 
(1 HOUR) 

11. Save the document as "Labwork4_(your matric number)". 

Example: Labwork4_ DTK12F1001 

12. Print screen the item below and save it in the MS Word document: 

a) Gant chart 

b) Report : task 

• 11m{(om, 

LABWORK 4- PROJECT MANAGEMENT .. 
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LABWORK 5: PRESENTATION & BASICS OF MULTIMEDIA (CLO 3) 
(1 HOUR) 

INSTRUCTION: 

1. Start a new presentation by selecting MS Power Point. 

2. Create a presentation entitle "CHOCOLATE" based on the following information. 

3. 

4. 

Slide 
Slide Title Content 

Number 

1 Introduction Presentation title and your name. 

2 Chocolate Info A brief description about the 

chocolate. 

3 Chocolate History Information about history of 

chocolate. 

4 Choco late Types List at least FOUR types of chocolate . 

5&6 Choco late and Health List the POSITIVE and NEGATIVE health 

effects of having chocolate. 

7 5 Facts About Chocolate List FIVE facts about the chocolate. 

8 Summary Summarize the content of your 

presentation by inserting a video 

about the chocolate . 

Identify suitable text, graphics, audio and video that related to the presentation in 

order to implement some multimedia application. Insert and arrange the edited 

graphics, audio and video into the slides. 

Use suitable editing software to edit the graphics, audio and video. 

LABWORK 5 - PRESENTATION & BASICS OF MULTIMEDIA 
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LABWORK 5: PRESENTATION & BASICS OF MULTIMEDIA 
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Design the presentation slides as creative as you can by applying animation, slide 

transition and timing to the presentation . 

Save your slide as " LabworkS_(your matric number)" into the folder that you have 

make earlier. 

LABWORK 5 - PRESENTATION & BASICS OF MULTIMEDIA 
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PROJECT (CLO 3) 

INSTRUCTION: 

1. A GROUP Project, FOUR or FIVE (4@ 5) person for each group. 

2. The Project title is "My Lovely Country". 

3. Scope of assessment: 

a) Creativity 

b) Content 

c) Technology competency 

d) Subject knowledge 

e) Teamwork 

f) Submission date 

• mmf(o P 

4. In this project each group will be given a state. You are required to explain the advantages of 

these states in various forms . You are required to produce the following documents based on 

the information given below. 

a) Scrapbook 

i. Minimum pages are 30. 

ii. You need to describe the FIVE (5) most interesting places in the state. 

iii. Scrapbook content: 

■ Index 

■ Introduction Of Malaysia 

■ Introduction Of State 

■ Interesting Places 

■ Tips of traveling 

■ Other relevant information 

PROJECT 
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iv. You must apply the following function in any part of the description of each place of 

interest in your scrapbook: 

■ Alignment text : Justify 

■ Column 

■ Table 

■ Textbox 

■ AutoShapes 

■ Picture 

■ Header & Footer 

■ Page Number 

■ WordArt 

■ Suitable Font 

■ Suitable spacing 

■ Bullet & Numbering 

b) Brochure 

i. By using Microsoft Word you are required to produce the brochure for the FIVE (S) 

most interesting places you have chosen . One brochure for one place. 

ii. Three-fold brochure. 

c) Poster 

i. By Using Microsoft Word, create a poster about interesting places in your state that 

can attract people to visit the places. 

ii. Your poster must be neat, beautiful and creative. 

PROJECT-
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PROJECT (CLO 3} 

d) Slide presentation 

i. By using Microsoft PowerPoint create a slide presentation base on the information 

below: 

• Minimum slides are 10 . 

• Apply Slide Transition 

• Apply an animation at one object in each slide 

• Insert a suitable picture 

• Insert a suitable song 

• Create a movie clip about "My Lovely Country" duration: below 2 minute by 

using Windows Movie Maker and insert into the presentation slide. 

• Save your presentation as "My Lovely Country". 

e) Microsoft Excel 

i. Prepare a schedule of your expenses in producing this project using Microsoft Excel. 

ii. Attach a sheet of your expenses on the back of the scrap book. 

PROJECT 11111: 
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