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COURSE OUTLINE
BC101 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. | Course Learning Outcome (CLO) PLO GSA & LD
1. | Identify basic of computer system. PLO1 LD1
2. | Use internet to search appropriate data and PLO2 LD2

produce simple website.

3. | Produce documents using word processor, PLO2 LD2
spreadsheet, project management, presentation
and multimedia software.

|

Generic Student Attributes (GSA): Learning Domain (LD):
GSA1 Communications Skills LD 1 Knowledge
GSA 2 Critical Thinking and Problem LD 2 Technical Skills

Solving Skills LD 3 Professionalism and Ethics
GSA 3 Teamwork Skills LD 4 Social Skills and Responsibilities
GSA 4 Moral and Professional Ethics LD 5 Communication Skills
GSA 5 Leadership Skills LD 6 Critical Thinking
GSA 6 Information Management Skills and LD 7 Life Long Learning

Continuous Learning LD 8 Entrepreneurial Skills

GSA 7 Entrepreneurship Skills LD 9 Teamwork /Leadership Skills
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DISTRIBUTION OF STUDENT LEARNING TIME
ACCORDING TO COURSE LEARNING — TEACHING ACTIVITY

No. | Learning and Teaching Activity | SLT

FACE TO FACE

1.0 Delivery Method

1.1 Lecture [ 0 hour(s) x 15 week(s) ] 0
1.2 | Practical [ 2 hour(s) x 15 week(s) ] 30
1.3 | Tutorial [ 0 hour(s) x 15 week(s) ]

2.0 Coursework Assessment (CA)

24 Lecture-hour-assessment 1
- Test [0]
- Quiz [1

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

23 Tutorial-hour-assessment

- Tutorial Exercise [0]
NON-FACE TO FACE
3.0 Coursework Assessment (CA)
- Project [1] 4

4.0 Preparation and Review

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

— p—

4.2 | Practical [ 0.3 hour(s) x 15 week(s) ]
- Preparation before practical class/field work/survey eg: review notes, (V1] 4
- Post practical activity eg: lab report, additional references and discussion session [1]

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

4.4 | Assessment [ 1 hour(s) x 1 =1 ]. 1

- Preparation for quiz

Total 40

Credit = SLT/40 1

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




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

WEEKLY SCHEDULE
Week 1 ‘Students Registration
Week 2 & 3 1.0 — COMPUTER SYSTEM
Week 4 & 5 2.0 — INTERNET
Week 6 & 7 3.0 - WORD PROCESSOR
Week 8 Mid-Semester Break 1
Week 9 & 10 4.0 - SPREADSHEET
Week 11 -13 5.0 - PROJECT MANAGEMENT
Week 14 -17
Week 18 . Revision Week
Week 19 - 20 Final Examination

GRADING (CONTINUOUS ASSESSMENT)

6.0 — PRESENTATION AND BASICS OF MULTH

No. | Assessment Number % total
(minimum)
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
A QPFANSHFFT 4

Azelana Binti tmpong

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

WEEKLY SCHEDULE

Week 1

Week 2 & 3
Week 4 & 5
Week 6 & 7

Week 8 Mid-

Week 9 & 10
Week 11 -13

Week 14 -17

Week 18 . Revi
Week 19 - 20 : Fina

Students Registration

1.0 - COMPUTER SYSTEM
2.0 - INTERNET

3.0 - WORD PROCESSOR

Semester Break 1

4.0 — SPREADSHEET
5.0 — PROJECT MANAGEMENT

6.0 — PRESENTATION AND BASICS OF MULTIMEDIA

sion Week
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GRADING (CONTINUOUS ASSESSMENT)

No. | Assessment Number % total Week
(minimum)
1 | Quiz 1 10 w3
2 Project 1 40 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 :;EE?E\L\JETSXON AND BASICS OF 8 W14 - W17
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 with
regards to Prophet Muhammad S.A.W. May Allah give us the ability to continue our good deeds in |
this field.

Alhamdulillah, finally the module Computer Engineering for polytechnics 3™ edition published :
successfully. Referring to the 2™ 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 Norhazaliana Binti Affendi
Chapter 2 — Internet Siti Nuradibah Binti Edros
Chapter 3 — Word Processing Azeliana Binti Embong Lee Kim Thor
~ Chapter 4 — Spreadsheet Lee Kim Thor
Chapter 5 — Project Management Azeliana Binti Embong
Chapter 6 — Presentation and Nor Fiza Binti Abd Hamid, Norhazaliana Binti
Basics of Multimedia 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

1 be improved for the further edition. Thank you so much.

Azeliana Binti Embong |
Editor |
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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 Output — processing data
by user (information) requested by
user.

E—

Process — Computer action to

turn from data to
information

CHAPTER 1 - COMPUTER SYSTEM




COMPUTER APPLICATION

1.1 COMPUTER EVOLUTION

L ¥

Whirlwind core memory use in UNIVAC Magnetic drum memory of the Atanasoff-

Vacuum tube

Berry Computer

1937 - John V. Atanasoff designed the first digital electronic computer
1939 - Atanasoff and Clifford Berry demonstrate the ABC prototype
1941 - Konrad Zuse in Germany developed in secret the Z3

1943 - Britain, the Colossus - decode German messages

1944 - Howard Aiken - mechanical computer for the Navy
1945 - JW. Mauchly and J.P Eckert built ENIAC {(US Army)
1946 - Eckert-Mauchly built ENIAC-type computer with magnetic tape

input/output {UNIVAC).

1948 - Howard Aiken - electronic computer with 5000 tubes

UNIVAC 1946, Smithsonian NMAH

1950 - William C. Norris to develop the Atlas, used 2700 vacuum tubes {based on
secret code breaking,navy)

1951-53 1954 - The SAGE aircraft-warning
system was the largest vacuum tube
IBM adds computers | computer system ever built.
1951-S.A. Lebedev | 1952-Dr. H.Grace to its business
developed the introduce A6 equipment.
MESM computer in compiler {software
Russia to converts high

level language into
computer

instruction for
1951 - Remington

Rand tested UNIVAC

execution)

IBM 650

SAGE {Semi-Automatic Ground Environment)

CHAPTER 1 — COMPUTER SYSTEM



COMPUTER APPLICATION

SECOND GENERATION (1957-1963) — MINICOMPUTER - TRANSISTOR

1963 — Introduction of the first computer

1959 - General Electric Corporation
delivered its Electronic Recording
Machine Accounting (ERMA) computing
system to the Bank of America in
California

industry Standard character set — ASCII
(American Standard code for information
Interchange) that enables computers to
exchange information.

1958 - 1BM introduce the
model 604 computer using
transistors, that became the
basis of the model 608.

(first solid-state computer for
the commaercial market).

1957 — Instruction can be
stored in computer
memory and high-level
languages FORTRAN
(Formula Translator) was
introduced.

o
Inur:_sg;_lc_»_x
gty mite of et

1959 - Introduction of
the removable disk
pack, providing users
with fast access to
stored data

1960 — First introduction of 45
Business Application programming . gency

languages - COBOL (Common transistor radio
Business-Oriented Language) from Smithsonian
NMAH

Philco and Emerson transistor radios,
from Smithsonian NMAH

Maico hearing aid before and

after transistors.

CHAPTER 1 -COMPUTER SYSTEM_



THIRD GENERATION (1964-1970) — MICROCOMPUTER — INTEGRATED CIRCUIT

1964 - Jack Kilby
of Texas
Instruments
patented the
first integrated

ircuit i ; A
et B bel Integrated Circuit (1C)

1965 — Introduction of the
BASIC programming language

1969 - Development began 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 announced the System/360 all-

Minicomputer PDP-8

(DEC)

IBM System/360

CHAPTER 1 - COMPUTER SYSTE M_



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

MICROPROCESSOR

1971-Introduction of
computers built with
chips that used LSI
(Large-scale Integration)

1975 - the MITS,Inc sold
Altair personal computer
is sold in kit form.

1980 - IBM signed a contract
with the Microsoft Co. of Bill
Gates and Paul Allen and Steve
Ballmer to supply an operating

- Ted Hoff at Intel
develop Intel 4004
microprocessor

system for IBM's new PC model.

1972 - Intel made
the 8-bit 8008 and
8080
microprocessors

inch floppy disk

1976 - Jobs and Wozniak developed
the Apple personal computer;

-Alan Shugart introduced the 5.25-

1973 - IBM developed the
first true sealed hard disk
drive-Winchester

Apple Computer |

developed

1974— At Xerox PARC — First Local
Area Network (LAN) Ethernet was

Apple |l personal computer, 5.25-inch Disk
drives.

CHAPTER 1 - COMPUTER SYSTEM -




COMPUTER APPLICATION

IBM PC

1990 — Microsoft release Windows 3.0, with an
enhanced graphical user interface and the ability
to run multiple applications

1985 — Microsoft introduces

1981- Introduction of the IBM PC,
which contains an Intel
Microprocessor chip and
Microsoft’s MS — DOS operating
system.

1981- first commercial portable
computer, the Osborne weighed
24 |bs. and cost less than
$2,000.(software library)

their Windows graphical user Win(lows
interface

Windows 3.0

1984 - Apple Computer
introduced the Macintosh
personal computer.

1989- Introduction of Intel 486 —
First 1,000,000 transistor
microprocessor

Osborne 1 Portable Computer

Apple Computer

Intel 486 Microprocessor

CHAPTER 1-COMPUTER SYSTEM




CoMPUTER APPLICATION

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.

NCSA.

1993 - The first Web browser called
Mosaic was created by student Marc
Andreesen and programmer Eric Bina at

1992 — Microsoft introduces Windows 3.1.

-1BM PCD introduces ThinkPad, the
industry's first notebook with a 10.4 inch
color TFT display and TrackPoint.

1993 — Introduction of

computer systems built with

Intel’s Pentium 1995 — Intel begins shipping the
microprocessor. Pentium Pro microprocessor

intel.

pentiume

CHAPTER 1 - COMPUTER SYSTEM _
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1999 — Microsoft release Office 2000
featuring extensive web integration and
document collaboration — soon followed by
Windows 2000

1997 — The number of
Internet and World Wide Web
users estimated at 50 million.

1996 — More than
50 million PCs sold
and more than 250
million PCs in use
worldwide

1997 — Microsoft releases office 97
with major web enhancements
integrated into its application.

1998 — Microsoft releases

office 98 integrated with 2000 — Microsoft ships Windows ME and
Internet Explorer 4.0 - Windows 2000.
antitrust legislation . i
: s 2001 - Microsoft ships Windows XP and
intensifies
Windows Office XP.
2002 — Microsoft launches its .NET strategy,
featuring ease of development of Web-based
Profzssnal] services and software applications.

2003 - Microsoft Ships Office 2003

2005 — Microsoft introduces Visual Studio
2005

CHAPTER 1 —COMPUTER SYSTEM -




COMPUTER APPLICATION

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

T -
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.

AMD Processor

CHAPTER 1 - COMPUTER SYSTEM
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=
_ ‘z 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:

ik 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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COMPUTER APPLICATION

Differentiation between RAM and ROM:

RAM ROM
- Volatile Memory - Non Volatile Memory
- The contents will loss due to power - The contents is permanently store and
switched off. will not effect of power status.
- Can be Write and Read - Only can be Read
(content is editable) (contents can’t be edit)
- Contents always change due to user. - Contents are always fixed.

RAM
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.
e 1
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 SYSTEIVTE



COMPUTER APPLICATION

Joystick - 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.

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.

Light pen - Alight - 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 1 - COMPUTER SYSTEM




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.
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.

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.

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.

CHAPTER 1 - COMPUTER SYSTEM




INPUT DEVICES

Flexible keyboard

PS/2 port Mouse Optical scanner

(handheld)

Cordless mouse

Touch screen Optical scanner (flatbed)

s &

Wehbcam Microphone Joystick

CHAPTER 1—-COMPUTER SYSTEM
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OUTPUT UNIT

Output is a processed data 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.

Refresh rate — indicates how often

iii.
a displayed image is updated or

redrawn on the monitor.

CHAPTER 1 -COMPUTER SYSTEW



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.

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.

CHAPTER 1 - COMPUTER SYSTE M—m




e e ]

OUTPUT DEVICES

)|

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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STORAGE DEVICES

]

31 5 Floppy Diskettes

Internal hard disk

Pen drive (USB drive)

MP3 player/ USB drive
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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/0OS.
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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.

P
SYSTEM SOFTWARE

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

(

resources. |t 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.

- lts 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) MACOS - Macintosh was introduced their first operating
(Macintosh Operating system and microcomputer in 1984.
system) - lts 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.

- Itis 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.

- lts 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,
extd, Reiser, FS, JFS 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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OPERATING 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

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

presentation make Presentation and graphic

T

Example :- Microsoft Power Point, Paint,

Adobe Photoshop

[}

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

certain project.

1

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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“Z'“ 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

a)

Disk Defragmenters

To detect scattered computer files
fragment and move them to adjacent

location to increase efficiency.

b)

Disk Checkers

To scan the disk drive and to ensure that
the disk drive is free from corrupted files

and files that were not saved correctly.

Backup

To make a copy of all information stored
on a disk, and restore all the files later in

an event of accidental deletion.

d)

Disk compression

To transparently compress/uncompress

the contents of a disk.

e)

File Managers

To perform various common managing
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
¢) 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)

94
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. [f the file server have problem, all user will affected.

iii. Network are difficult to set up and need maintained by skilled technician.
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METROPOLITA
N AREA
NETWORK

- 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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“Z WIDE AREA NETWORK - (WAN)

WAN

China

Hong Kong Jepun

- 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
¥

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.

The computer takes a few minutes to start up. (Example desktop showing the computer
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How to shut down computer:

i.  Click at start button

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

r_®—‘ Shut Down

iii. When dialog box appears, select shut down and click ok.

s What de vou, st e compute 10 do?
Pl oo

£ your session ang s domes Wetoess 10 thet
VO 4 safehy S o g

e [

Windows
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How to start program / application:

i.  Click at Start button, start menu will appear

Norhazaliana Affendi

Internet J My Documents
Internet Explorer

kamw »

E-mail
Microsoft Office Outlack :-) My

e Windows Media Player ) My Music
W e
v -~ (3 conroipanel

0 Set Program Bccess and
Defaults
43 Windows Messenger @ Pidors ol Fanse
@ Tour Windows XP ‘0) Help and Support

Files and Settings Transfer p Search

Wizard

All Programs D

Fé{ Log Off |§ Shut Down

7 start C windows Media Player T CHAPTER 1 [Comg

ii. Place the cursor at All programs, Microsoft Office and Microsoft Word 2007 and click.

@ et Program Actmss and st et

[l © moswn orts o

W moser oofce s 07
2 Mot office el 2007
& Mrosn Office iuratn 3007

3 Mo e Frecepage 200 ’
& Mosst e iracee 207
(@ mces Oofcs Ormtene 2057
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3 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 defauit, 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.

¢) 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 - lts 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.

MName
Refresh Size

Type
i Modified

Paste Shortcut
& Groove Folder Synchronization »|  Show in Groups

Graphics Properties. .. Auko Arrange
Graphics Options »| v Align to Grid
New » | » Show Deskkop Icons

Lock Web Items on Desktop
Run Desktop Cleanup Wizard

Properties

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:

: _
1 @ Help and Support
{ pSearch

T Run...

All Programs D

I Lag OFff '6‘ Shut Down

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 p Search function

i. Click at Start button

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

Me ER Vew Faotes Tods Meb »

Q- QT D e [ ros [0 B rolder sme
Search Compenion

X Name : C mrdee Sk e 1
To Fart your search, folow the nstructions i the et pare.

What do you want te search
for?

£ Penres, mase, o video
&) Documents (word
orocesre,

3 A8 fies and foidery
& Privters, conputers, ar
owgte

@) Irformation n Fsko and
Support Center

Youmay #s0 wart to...
3 Soarch the Irmmnt-
[} hange prefuecences

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

YWhat do you want to search
for?

All Files and Folders

Printers, computers, or
people

&2) Information in Help and
Support Center

You may also want to...

£33 search the Internst
[} change preferences

iv. Enter file name

Search for all files of a
certain type, or search by
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A Click Search

% Search Results
rie Edt view ravorges iools Help

<« (> ] 1’ f’:earchii Folders ~ {5 roider sync

address | ‘_‘] >auch umc
Scarch Companion

it
£ Hilos containing the
oy e
ki e g freers o ders
frst, everywhere sige.

@) Help and Support

How to use function

i.  Click at start button

ii. Clickat !))Helpandsmport

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

help.

() Help and Support Center

@ Help and Support Center

Pick a Help topic Ask for assistance

What's new in Windows XP 3] 1nvite 3 friend to connect to your <o wih Remote Assistance
Music, video, games, and photos =
Windows basics [3] Get support, of find rtormation n Windows XP newsgroups

» Protecting your PC: security
basics

Pick a task

Networking and the Web 3] Keep vour computer u-to-date with Windows Update
Warking remotely
* System administration

Customizing your computer

Accessibility

Did you know?
Printing and faxing
= Performance and maintenance
Hardware
Fixing a problem
Send your feedback to Microsoft

-
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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)

© setProgran Access andDefuts
W Windows Cataiog
R Windows Undate

[l T Mot Officn Tous

= merosuit Offes Acess 2007
5 Woosit Office Bxcel 2007
B 2dcoerester s & mcrosaft Offce nopah 2007
< Morossft Office Outiook 2007

o
i
-
§

v Pact B Wrndows Messorger
@ Windowes Move Moker
‘"5" o Bodetre
@ dadso
3 i s S ; g

erwmwv @ ot Potatoes 6
=0 2 e CodecPack.
o worl @) M3 Cuter

i A Photo Story 3 for Windowss

How to rename a shortcut:

i. Right click at the selected icon on the desktop, choose Rename and type new name.

Pin to Start menu

Send To

Cut
Copy

Create Shortcut
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How to delete a shortcut:

i. Right click at the selected icon, choose Delete and click at delete shortcut.
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DESKTOP AND ITS ENVIRONMENT

How to create new folder:

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

Refresh

Paste

Undo Delete
& Groove Folder Synchronization
Graphics Properties.,.

@ Shortat

) Microsoft Office Access 2007 Database
ﬁ Briefcase

8 Btmap Image

) Microsoft Office Word Document

) Microsoft Project Document

&) Mcrosoft Office PowerPoint Presentation
&) Microsoft Office Publisher Document
‘ WINRAR archive

Bl Text Document

@ Wave Sound

£5) microsoft Office Excel Worksheet

B WirRar 7P archwve

How to copy file / folder:

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

Explore
Search...
Open as Notebook in Onefote
B Add to archive...
B Add to "New Folder. rar"
B Compress and email...
* B Compress ta "New Folder.rar" and email
&, Groove Folder Synchronization

£5) Scan with ESET NOD32 Antivirus
Advanced options

Send To

Cut

Paste
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How to delete file / folder:

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

Search...

Open as Natebook in OneNote
B add to archive...
BAdd to "New Folder.rar”
B Compress and email. ..

2 Compress to "New Folder.rar" and email

{2, Groove Folder Synchronization
B)Scan with ESET NOD32 Antivirus

How to rename file / folder:

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

Explore
Search...
Open as Notebook in OneNote

| add to archive...

B add to "New Folder.rar”

BB Compress and email...

$B Compress to "New Folder.rar” and email
2, Groove Folder Synchronization

Advanced options

Send To

Cut

Copy

Create Shortcut
Delete
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How to open folder/file properties:

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

Open
Explore
Search...
Open as Motebook in OnelNote
I Add to archive...
I8 Add to "New Folder.rar"
;& Compress and email..,
¥ Compress to "New Folder.rar" and email
2, Groove Folder Synchronization

5 Scan with ESET NOD32 Antivirus

Advanced options

Send To

Cut

Copy

Paste

Create Shortcut
Delete

Rename

ii. Choose general tab

General | Security | Customize|

[New Falder

File Folder
C:\Documents and Settings\norhazaliana\Desktop
0 bytes

0 bytes

0 Files, 0 Folders

b B Restory

[ Hidden
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How to open Windows Explorer:

i.  All Programs, Accessories, click at Windows Explorer

NHEFCHERER @) startup

Internet
Internet Explorer

8 1rvternet Explorer @8 Command Prompt
;3 .’Eﬂ:-naf(xft Office Outl) ‘ e 3 i
&) Outiook Express ¥ Paint
@ Windows Media Playl s> Remote Assistance ©) Program Compatibility Wizard
@ Windows Media Player G Remote Desktop Connection
v Paint B3 Windows Messenger @ Synchronize
& Windows Movie Maker @ Tour Windows XP
‘ ey @ Broderbund v
@ oautsoft 4

@ eser
== R

@ Set Program Access and Defaults
W Windows Catalog

@ Windows Update

T Activate Windows

E] New Office Document
5 Open Office Document

»
»
) Microsoft Office » 8 &) Entertainment
»
»

7)) Thinkvantage
B Adobe Reader 8 @ caculator

@0 Accessiiity
@ Communications

@) System Tools
&) Address Book

® My Documents

File Edit View Favorites Tools Help

Q- ©-

g | p Search E:l Folders

'

Address [@ My Documents

Folders

@ Desktop
20
My Music
@ My Pictures
& My Videos
&= 9 My Cormputer
@ Q My Network Places
# Recycle Bin
(£3) New Folder

X

{ _\_h

Q My Music
I

My Yideos
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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 t0

exchange data using a common software standard. Through telephone wires and satellité
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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:

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

e Exchange electronic mail (E-mail) with friends and colleagues with accounts on the
Internet; '

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

e 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.
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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 aiso 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 communicating. Restrict those browsing
inappropriate sites. Parental involvement is essential when a child is using the internet 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 WorldNet, IBM Global Network, MCI, Netcom,
UUNet, and PSINet.

ISPs also include regional providers such as New England's NEARNet 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

that 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 network 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:

e  Facebook [http://www.facebook.com/]

e  Twitter [http://twitter.com]

e  MySpace [http://www.myspace.com/]

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

e  hi5 [http://hi5.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 - IRC (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 releaset
in September 2008 for Microsoft Windows. It has soon become the fourth-most widely use!
web browser with a market share of 1.23%. The browser versions for Mac 0S 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

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:

e 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, liana 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.

e  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.

e  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
0 .
Subject: B1003-Internet notes
e« e X
e Attachment
1UUS - Intenet notes (Lhadter +)f . m— -
s, : ; WlBi003 inemet ot (6181 V}ﬁ, Léwm
5
Good Morning Azeliana, j
Attached is Internet notes as per requested. Hope it will help you. Messages |
Thank you &
forkazaliane uﬁi.lti Affadi

Jabatan Maematik, Sains& Komputer
Doliteknik Dot Dickson Slgnature

e e P S

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 Protacol (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 publishers 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 ("_&_") 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.

o 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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e  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 documents saved in a special format called PDF.

» Windows Media Player from Microsoft — for playing audio files and video files.

» RealPlayer from RealNetworks — 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.

Add-ons

3 DivX Player Netscape Plugin
npdivxplayerplugin

DivX® Web Player

<z
ﬁ DivX® Web Player

S Shockwave Flash 2
Shockwave Flash 9.0 r47

S DivX® Content Upload Plugin
DivX® Content Upload Plugin

SR TaualTM) Platfnem SF & 111 & 2]
B b N

Plug-ins

e 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 URLs 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:
e  Protocol: http

e  Computer host name: www

-
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e Second level domain name: parlimen
e Top level domain name: gov
e 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 {IPv4). However, IP
Version 6 (IPv6) is also beginning to be supported. IPv6 provides for much longer addresses
and therefore for the possibility of many more Internet users. IPv6 includes the capabilities

of IPv4 and any server that can support IPv6 packets can also support IPv4 packets.
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W
“z 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

YaHOO!

www.yahoo.com

OINg

www.bing.com

<22

www.ask.com

TECOMA

www.teoma.com
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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

&

A Google approachto email. Signin Coogle

Gmai is buil: on the idea that email can be more intuitive, eficient, and useful. Ard maybe even fun
Ater 3ll, Gmail has: {1

| Lots of space Password
Over 10254 598260 megabytes (and counting) of free storage.

Less soam 3
Keep umwanted messzges out of your inbox. Stay signed ir

2 Cant access your accourt?
Mobile access e
Get Gmail cn your mobile phone. Leem more

About Gmail  New feztures!  Switch to Gmail ~ Create an account

, Take Gmail to work with Google Apps for Business

Love Gmail, but looking for a custem email address for your company?
Get business email, caencar, and oniine docs @your_company.com. Lezrn more

Step 2:

Click button Create an account

New to Gmail? EeZHFUFIeael
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Step 3:

Fill all the required information. Then click Next Step

’ 2§ Google Accaunts

€ » C 2 nitps//acccunts google com/Sigalp service=m,

PSHIABIPR2Fmail google.cor %2 mail KZFEctmol =defaul: WA

Your Google Account is

more than just Gmail. Lesoiodml o e
Sit Noradinan Hj Fdies

Talk, ch
Choose your usemame
snuradibat aedros @gmar_zom j i
find at tynu P o ‘
=4 i7) Google com.
............... {
|
Confirm your password
Take it all with you.
Birthday
Januaary 28 0 1993
king piziurss. o by
w-turmn navigatinn G
upload your pctures autematicaly, amd Femalo s
soon oven buy things vath your pha1s using
Gongla Walls Mobile phone
= a0

Share a little. Or share a lot.

with: inends. famiy

Your cunient enizil addiess

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.

Google

Create your profile

Your profile

you- Geogle profic. If' Googke

slps friands and farv How youll appons

Siti Nuradibah Hj Edros

web, even on ads. Your profila 15 pullic,
aurrame. o as much as yno feal like adding -

u. About profies.

About Google+

Google+ is mors than just ancther site lovisd. t's a new way 13 coarmunicate Your public proflic SELRGID vour FIENGS TeCogNZE Yy
0 1 of Goog ht Sl You 8 slea,cn of ALOPRORE PI0TS
Y Ccogle product, Coogler makes it easy to share the nght things

with the right peeple. About Gacgle+.

CHAPTER 2 - INTERNET



COMPUTER APPLICATION

Step 5:

Now you already have an email. Click Continue to Gmail.

Geoge Aczounts

&«

Google :m;:r;:‘:w cantrls vz hers n

You're all et

1 2 (2]

Welcome Siti Nuradibah!

] you're ready 1
produdts ght {click your pheto
10 edit y CUIt Seitings, ard view

ent vou 21 email to show

Your new email address is snuradiban hiedres@gmail.com

Thanks for creating an account Hava fun)

€ 5 C 8 wps//maidgoogieom/mail/ Thizenedne =1 Sinbx

GOL)S'C B - St Nuradivah Hy o] [+ Snare g.

Grmail - 1 c Mace - it ¢ > o 28
Detrot Propaty - ww detrot-ropety.ca ok - Immediae 17.5% HT Yelds Fratsaanted 3 bed (lauses S37.500 .
Inbox {4

I : ”‘1‘ ) Googler team Geiting started on Google~ - Vist Googlet |1y Oii Nuwadbel. Welcome s 11:49 am
Etarre:
Impotan; 3 Gmail Toam Import your contacts and old email You can import your contacis sd e 1146 am
Sert Mat Gmail Taam Customize Gmail with colors and thames - To spice 1p y31t rhax win cc 11416 am
Crats
rr Gmail Team Get Gmail on your mebile phone - Access Gmall on your mable phone Th 1146 am

» Circles

More~

Chat and SMS

0% ful

i ©20120coge Terme & Fricacy
Ueing O M8 of yeur 13256 MB

@ Sii Nuiadibah Hj Ec

Sof slatus Fers ~

£, Call o

snuradibah.hjedros@gmail.com
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| IE 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:

v’ Suitable font v’ Background/ v" Images/Graphics
Template
v' Table v" Hyperlink v" 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.

39 Blogger Creome your frec B = Y N S v g e R x5

/aa:oun .».gooalc.com/‘cmcclogm 75 A.mcc-Uogccr&sm' ve= 1 "J‘)SCO&antmuc ahrp//www b fogger.cal mmorw& oﬂcﬂup h ﬁ 2

Google

[ Blogger

Create a blog. it's free.

Signin Googie

Emll
e P — - /anaihahrrﬂm
B 5
Eeautiful. cistomizable tempates and laysuls. Try the template
des gner
(AT 8Ccass your account?

s S*® B

Up to the minute stals Make monzy with Adsensz Cxplore Clogs of Nate

VWant 10 ‘eam more? Take 2 quick tour, watcn z vided tutcrisl of read Blogger Buzz

Step 2: New Blog

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

€ 2 C Owww.blooqsvcom;‘nonmipizl

(53 Blogger B Qo rmsmm s -

nSiti Nurgdibah 1} Cdros's blogs engusneny v+ R
o Create your blog now
You ave nct an author on zny bogs yet, crezte one now to s:ant posting' Can't find your blog?
n Reading list | Al blogs View in Goole Reader ¥
Add

Add blogs to follow in your Feading List
You are nct currently ‘ol owirg any blogs. Jse the "Add” bution to enter blogs “hat you'd liks to follow in your Reading List.
All blogs Lean more

Blogger Bazz
Tne latest from Blogger Buzz

Tne 3logger In Dra't Blog Is Being Retired

3 weeks ago by Eruce Folde'mar
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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!

Blow » Create a new blog

Title /l Best Places in Malaysia

Address l BestPlaces-Malaysia biogspot com
This biog aadress is available.

Template -

Awesome Inc. Watermark Ethereal

Travel A

You can browse many more templates and customise your blog later.

Title: Best Places in Malaysia

Address: bestplaces-malaysia.blogspot.com

Step 4: New Blog is created. Start Blogging

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

B Blogw n 3iti Nuradibeh 1§ Cdros ~

nsr_! Nuradiban Hj Edros's blogs Enatsnqx) ~  BF

Now Biog Best Places in Malaysia, B - vewseg

Your Blcg has been created! Star: pasting | Dismiss

|
n Reading list | Al blogs Viewin Google Reader 3 |
i
|
i Add blugs w folow in your Reading List ‘ |
You ara not cunently falowirg any Hogs Use tha "Acd” hutton o entes hings tha you/d ke ta fallcw in yo.r Reading | ist =4
Al togs Leamn more

Bogger Buzz
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On a Text Pane, you can edit your font, colour and type of text.

= _, e S

?" S Gerioik il e Gogle B (3 Bloggcr: Bt PlaceainMai: *

& * C  ® wwwblogger.com/blogger.e?blogiD=1137056142833446487¢ cditor/target=postpostiD=050207654061501004
Best dlaces in Mal... -Post  Posttitle m Sive  Preview  Ciose n;ﬁmmnmmv
Compose | KTRL |\~ % | F » T~ |Nomel iz z 0 mlA- S i EE D B ES% P

Below is formatting icon:

Strikethrough ~ Addor Alignment Remove

Text [emove formatting
Font Format Italic color link Video Bullet
Compose  HYML ?\fvﬂ'vNo:mal -tznmivdvifiﬁ .vES{:“ 4
Undo Font size Bold Font Text Image T Numbering Check
iz background i
size ccoglrorun Hai spelling
i break Quote

Publish button: For publish your post.
Save button: For save your post as draft.

Preview button: For preview your blog before publish.

S—
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Step 5: Add Text

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

S s e (3 Blogaer: Best Places in Mal: * tPlaces inMalaysa Pre 3 W o

€ & C | ® wwwbloggerccm/bloggerg?blogiD=113707614283344G48 T heditor/target=postpostiD=350397664061501004 A A
Best Placesin Mal... Post MALAYSIA m Sivo | | Proview | | Ciosc J ] s murndivanm earce-
compose  mm 0 x| F v T Normal WIB oz U oA Sk S “ Ry

Q » Postsettings
{ NalaySIa has its origins in the Malay Kingcoms present in the area which, from the
18th century, became subject to the British Empire. The first Britich territories were
known as the Straits Settl whose establish was followed by the Malay
kinzgdoms becoming British protectcrates. The territories on Peninsular Malaysia were first
| unified as the Malayan Union in 1946. #Malaya was restructured as the Federation of Malaya
in 1948, and achieved independence on 31 August 1957. Malaya wnited with Sabah,
| Sarawak, and Singapcre on 156 September 1963, with si being added to give the new
country the name Malaysia. However, less than two years later in 1965, Singapore was
expelled from the federation. Since independence, Mal has had one of the best
economic records in Asia, with GOP growing an average €.5% for almost 50 years. The
| economy has traditionally been fueled by its natural resources, but is expanding in the
| sectors of science, tourism, commerce and medical tourism.

Step 6: Insert Image
On a same post, click Insert image icon. Then click Choose file. Once done select the image,

click button Add selected.

Select a file x
Upload X Choose files
From this blog You may upioad mutiple fiies at once. Use JPG, GIF or PNG fies,

From Picasa Web
bums

From your phone
From your webcam

From a URL

w
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Step 7: Add new post

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

/{1 Grail: Email from Goee (@ Blogger: Best Places in Mal: in Maleysiz £ T
705514289344648 74 allpeats Wik

& & C @ wwwiloggerwnyblovyer u7blogiD=113

ﬂ V2 ) View thog ] stsnorsaivan w cros ~

My blogs Best Places in Malaysia - Posts » All (1) Alliabets ~ q &=

@ ¥ -  Pudlish  Reveritodrat W 110f*

A Oveniew g 24 '
- MALAYSIA Sﬁ;{!‘léldadlbﬁ 0w 0FE  20:0300
|2 Posts {j Edros

Al (1)

~
4

v

o
“

Fublished (1)

Q Pages
. Comnnenls
€ stas

‘T Eamings
[&@ Layout
? Iemplate
& Settings

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

your blog more information.

Best Places in M3al... -Post ISLAND:PERHENTIAN

Gomposa | WTMIL o % FeqTeltoma R 7 0 kAP lim B iE S E E S % 5P

PERHENTIAN ISLAND
The Perlientian blands (Pulau Perlientian in Matay) tie approximately 10 nautical miles (19
 km) off the ccast of northeastern West Malaysia in the state of Terergganu, approximately

40 miles (64 km) south of the Thai border. The two main islands are Perhentian Besar ("Big
| Perhentian”) and Perhentian Kecil ("Smalt Pertentiar”).
TSI £

| The small, uninhabited islands of Susu Dara Virgin Milk), Serenggsh and Rawa lie off Kecil.
The Pethentians belong 10 Pulau Redang National M ine Park, which nieans thal fishing,
collecting coral and littering are strictly pronibited. Like Besut, people here generally
speak Kelantanese Malay.
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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

From YouTube I i

My YouTube videos
From your phone

From your webcam

or/t3 et=po

=5t Places in Mal.. -Post HIGH AND CAMFRONHIGHI AND m fewriloWsfl  Froview  Clase naumm-mmu-

""“'f" e s Fodlerom -EFEEE A uw B S S EEG DY

CAMERON HIGHLAND F TR
¢ & 1 W Labels

The Cameron |lighlancs is one of Malaysia's most extensive hill stations. It covars an arsa
of 712 square kilometers (275 sq r¥). To the north, its boundary tauches that of Kelantan;
to the wast, it shares part of its border with crak. Situatec at thc northwestera tic of
Zaharg, the “Camernns” is approximately 85 kilomerars (53 mi) fram Ipch ar abour 200
«ilometers {120 mi) from Kuala Lumpur. Curing the day, the temperature seidocm rises
above 25 “C (77 “I); at right, the tempzrature can sometimes crop to as low es12 “C (54
°F). The resw) ha 2 diverse popiiaion of gxee an 34,600 peopte. 1 comp ises Malays,
Chinsse, Iadians anc other ethnic greups.

@ Publisted or

4UG/AITL U141
Paific Dayigl. Ture

9 Losation

#* Opticrs

ey = Do

The literacy rele here is sbove 38 cercent. The plateay wes first developed by Use B jtish
in the 1920s. It is made up of three aub-districts, namely Ringlet (5,165 nectares (72,760
acresil,
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Step 9: Insert Hyperlink
Highlight the text CLICK HERE, click icon Add or remove link.

_wie

BzsrPlazesin\Mal. -Post BEACH.PORTC CKSON Rucitodall  Preden  Cluse | § e
Compose ML 0 s Foe ol noma .TlnmA- AT -

; » Posrserings

PORT DICKSON i a

5 G o W Labels

Port Dickson or M'D to locals is a beach and holiday destinatior situatcd about 32 km trem

Sererpan anc 90 km ‘rom 4uala Lumpur. It s lccated in the state of Negeri Sembilan in + @ Hubished 3n

Peninsuiar Malaysia, It takes just cver an Four by car to travel from Kuala Lumpur tc Fort = ik

< & i FiuLFS

Dickson along Expressway. : Sachic Nayight Tima
! 9 Lacativr

£ Opuane

Port Dickson is amerg the tourist attractions in Neger: Sembilen. A key facter “or this coast
to be visited by mary foreign tourists and local peopte may be because this is the only
beach ia Negeri Sembilan. Furthermore, thc dlose proximity bctweon Port Dickser anc

Insert the web address. Then click button OK.

Edit Link (E3F \

— B |

Text to display: ‘Cﬁéiz AEEEv;

Link to: should this link go
@ Web address http //en wikipedia org/wiki/Part_Dickson ) ]
B R R ST

O Email address Test this fink

fiot sure what to put in the box? Firsi, find the page on
the web that you want to link ic. (A search engine might be
useful) Then, copy the web address from the box in your
browser's address bar, and paste & into the box above.

Open this link in a new window

% Add ‘rel=nofollow attribute (Leam more)
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Step 10: Edit / Delete post

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

& 2 €  © vaweblogge.com/bgger.g?biogiD=1137056142803446487 £alposts

EN 7 & ~-

My blogs Best Places in Malaysia * Posts > All (4) Alllabels ~ Q | B
m ® - Puwiish Rewerttodot § 1-40f4 < Linvs d C 25 -
ﬂ Overview
HIGHLAND:CAMERONHIGHLANDS... SmiNuragbahHl #1048 014100
B rosts Ecros
Aff (4)

SitiNuradbahHj +¢ 0@ 30 011802
Published (4) Feres

D ezges stiNuradbahHj +¢ 0@ 20 003000
Edros
W Ccommenss
A MALAYSIA siti Nuradibah Hj 0%  1(F 13052012
‘ Stats pibsio

P zemings
& Layeut

" Temolate
& semngs

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

malaysia.blogspot.com to view your blog.

3 vess v malavez = =]
8 Q| Saare Raportfouse raﬂ!;bg- i g S g St c:;;-;énq s«gnmj;.‘&

i

1

. 7 > f
Best Places in Malaysia 1
(
thursaay, 12 June 12 Hog Archave 1-:
. v 2012(13
HIGHLAND:CAMERONHIGHLANDS v June i)
HIRH ANT CAMERONW
CAMERON HIGHLAND ey
DCACH:PORTDICKION
o == The Cameros Highlands is o1e of Malassia's most extensive hill stations. I: covers an aves o7 ISLAND:FERHENTIAN
A 712 quare kilcmeters (175 sc mi). To the north, it baundary fouchss that of Kelantan <o MALAYSIA

the west it shares part of it border with Forak. Sitzated at the northwesiom tip >°
Pshang, the “Camercrs” is approdwately 05 Wioneters 153 wi) from Ipoh cr sbout 200
Klumecrs (*20wi) lum Kusla Lumper. Daiog Uie day. de enperature soldor roes above 25
"2 07 “Fiat night the temperaturs can sometimes drop t 4 cw & 12 "C (34 7. The About Me

rescrt £as & dverse population of more than 4,000 peopls. It comprises Matays. Chiresz,

Ineians anc acher athrer grops. R St Muredidah Hj Edros

Yiew 0w congdele 0iofle

Ths Lizracy rate berz b abone 88 po cer L T plateau wes st deveby=d by e Sitidin
the 1320s. It 5 mzce up of three sub-districts. name Rinzlet (5.165 1.7%
Tanah Rata 12,061 hectares 15,740 zcras)) and Ul T (53.99° hec
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COMPUTER APPLICATION

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.

e Documentl - Microsoft Word

([Wd9-0 3-8 1=

P Home Insert Page Layout References Mailings Review View
e = v = v =y | AR T
® | calibei Bodyt - 11 Bav | I =TS BEE L RN

2

AL =mm = | AaBbCCDC | AaBbCEDC AaBbC: | e& -

B 7 U-~asex,x | [A-®-A- e Llrfgnim:iwosaaa... Headingl E:\;:sg'e Edltmg

5
;
e (W) i

Paragraph

R e S Y W P T

=77 “?ﬂ 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.

Margins

v

Themes
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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.

7 O . s
Pagey References Mamnqs 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.

.| H2-0R Q ]' Documentl - Microsof

m_ Home Lori's Tab D} Insert Page Layout References Mailings Review View

s §— = [ = R
R DD @i SE4 0 =
Save New Blank Open Close Numbermg Paragraph Picture Styles Borders and Bullets and

As Document Shading Numbering
My 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.

Information about Documentl

&5 Open Permissions
Cd Close % Anyone can open, copy, and change any part of this document,
sl Protect
nra Document~ |
e
Prepare for Sharing
New @ Before sharing this file, be aware that it contains:
Document properties and author's name
Print Check for

Issues~ |
SORPES R ..t e ol AT A e it n AL LA, oML ol e )R .
Help ; Versions
@ . ) There are no previous versions of this file,
(3 options A |

£3 ext
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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.

|
5
.
5

L TN

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

e | %

rolling
Switch | Macros |

‘osition ' Windows ~ |

Lo
View Ruler

’

|
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"8l THE TEXT AREA

Just below the ruler is a large 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.

Catir Bocy) ‘- E-E-TEE (Al
B B U-dex,x & |EEsE=S )=
Paste < - | Styles ' Editing
&-V-A-A.- A A 1.'?1‘ Q-_- Ql q v .

Font : Paragraph e

¥ 3 T O o R e e

e T@ X% Insertion Point

v

e 1z

(=]

- ¥

14 [ i - » Li
Pogei 1ot | Words0 | S Engisnus) ||[Ew@ 2 8|las &0 J

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.

R S
PR ‘;f&*é‘?t‘ ErETEs e = 5 . Thaie e aswmtizal
W @=-= ~ Documentl - Microsoft Word AR X
Mnus Home Insert Pagelayout References Mailings Review | View | & 9 o EP &
= ﬂ R weblayout | @ [ G FeB8 New Window 1) g P
- (3 Outline &= Arrange All @l
Print |Full Screen _ Show § Zoom 100% __ - Switch Macros
layout| Reading = Draft > = §E spiit 44 Windows~ | -
Document Views { i Zoom Window Macros

D A e =

ST Sr e = Crie, s . ) EED T
i - e Tl T T T B s A L SN B A i A NI A Rt o e e o Jre
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COMPUTER APPLICATION 2012

Y 3.2 EXAMPLE 1
L 3

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 and 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:

v" Brand
v" Model
v Price
v" Processor Type / Speed
v Memory Type / Amount

v 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
v

Type the document above using Arial (12).

Step 1: Type the document.

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

i
1 Arial *11 -
1

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.

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.

5 |== A= @Signat v'|1 Fe:Enuation =
H 5“4 “;ngtam:lm €2 symbot -

Tedt Quick
Box~ Pads~ Cap "0"}“1 -

:"u»‘w
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Select the desired Quick Style and type the title.

Change the font type as Arial and the size = 36 L

Click the Home tab.

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

Arial SRy

Click the Bold (B) and Italic (/) command in the Font group.
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Change the letter T at 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.

A=

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.

I
l
£

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.

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

A-

Highlight the word “computer” again

Click the Bold command.

To make the words “computer” change to Uppercase text,

Highlight the word “computer” again

Click the Change Case drop-down arrow
(
 Aa~
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

i
i

Highlight the document

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

o

- —
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.

ER

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

document.
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Make 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.

FhEFFHcH

I

Select three columns from the drop-down menu. r

Put your name and registration number in a text box below of the document.
Step 9: To insert a text box,
Select the [nsert tab.

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

A

i

2a ll
<% [l

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. %
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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.

e
i save
Bl save As
25 oper®
P’ 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: 06 DKA11F1010 (EXERCISE 1 MS WORD))

Click Save.
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3.3 EXAMPLE 2 .
-

TIMETABLE DKA1S1
JUL “12

TIME

8.00 S.00 10.15 1115 12.15 1.15 235 3.15 4.15
DAY S9.00 10.00 11.15 12.15 1.15 215 3.15 4.15 5.15
BA101
Monday B-NFH
(E13)
R
Tuesday
E
&
A -
PA
Thursday X A-MNI 1
{a1s)
Friday
(]
INSTRUCTIONS:

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

e Time and Day
e Course Code
e |ecturers Name Code

e Word Art and Picture

Create your timetable as creative as possible using other toolbar in Ms Word.
Insert page numbers at the bottom right of the page.
‘Insert page Header title Computer Application (BC101).

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

Change the page orientation to Landscape orientation.

L T L S S

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 the Insert tab.

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

appears.

J Music
& Pictures
B videos

- Computer

abstract-graphic-  clip-art-book  light bulb 01 Irg Computer W
o
& 05
s ENTERTAINMEN]

border-vector rid
@u |
a EDUCATION (Hy)| ¢ I

e HAZEL JANA () VB30 note-hi PC Clipat |

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

\
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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.

Insert i Page Layout References
CRSRT R

Table | Picture Clip Shapes SmartArt
> Art -

2 000
| O O O
- O

= DDO00O00000
L I Insert Table...
4 DrawTable
{ = Conyert Text to Table.,,
e Excel Spreadsheet
: ! B] QuickTables

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.

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.

| ) Gurrent Position »

| @ Format Page Numbers.., '
= Remove Page Numbers
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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 the drop-down menu, select Bla

header or choose one of the built-in o

Text

nk or Edit Header command to insert a blank

ptions.

Quitk WordArt Drop

Box~ Partsv  ~ Cap - "M Object ~
(o
[
E
Blank (Three Columns)
] frome ot Iovoe ey
Aiphabet
{Type the document title]
Annual
[Type the document title] | [¥ear]

Enable Content Updates from Office.com...
3 Edit Header
3 Remove Header

& Save Selection 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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ut

EEE\\OeALL>G eI
- KIntat A
Lines Rectangle

B UL LN %

¥ 2 Basic Shapes
FEOANLOACORQOO®
@GOUOr Lyoois
(= (OIS IO o S (G
oG (I 7

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.

Choose Landscape command.

Landscape format means that the page is oriented horizontally.

\
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To use Save As command:
Step 8: Click the File tab.

Select Save As.

i save
B Save As
7 Openu

P 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 2 MS WORD).
(Example: 06 DKA11F1010 (EXERCISE 2 MS WORD))

Click Save.

To Save As a PDF:
Step 9: Click the File tab.

Select Save As.

Word 97-2003 Document

Word Template

Word Macro-Enabled Template
plate

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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COMPUTER APPLICATION

4.0 INTRODUCTION

Microsoft*

Excel.2010

Before begin creating spreadsheet, it is useful to be able to identify the various components

that comprise a spreadsheet. Here is a list of the most common spreadsheet terms.

[:l_]l Ho-o-|=
Home Insert Page Layout Formulas Data Review View
= .
ﬂj & Cut Calibri U -~ A A == P & Wrap Text General
&2 copy ~ o
Past - - - - £ - - 9 -
o Frormatraineer | B £ U H - A- EXE E | T& EMege&Center- | $ - % » | W0
Clipboard Font = Alignment - Number

PR
P g gty R = 0T T IS TR VR R (P SR T N S T A B

Name box _;_4

Active cell” 4

COLUMN

Worksheet tabs
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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:
o 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.

Minimize EQ

o soe .
Information about Bookl
& save s ‘
& I I {
& Open ‘; Product Activation Required [ ; .‘
& Close “ Microsoft Office Professional Plus 2010 requires » valid product ficense. Activate |
your product key now to obtain 2 valid product license. I |
Activate !
Product |
SEiea—n8 “ |
Recent . ' Restore
A5 p. Permissions Properties »
5; Anyone can cpen, copy, and change any part of this warkbook. Size
Print Protect Titte
Workbook - Tags
T, Frklroeeiralalie Categories
Save & Sen
s Related Dates
Prepa hari
T (zr gefo grisdpry ’ Last Modified
O3 re sharing this fife, be aware that it contains:
23 Options e Document properties and author's name Created Today, 3:10 PM
B (‘:.«Hm Last Printed ¢
Exit sues
Related People
Author Politeknik
- Versions 43 an
.4@ A) There are no previous versions of this file. Gk ideaidny . ot smedyet
Versions Show A Properties

S ——
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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.

T

- Home Insent Page Layout Formuias Data Renew View

b Save

Available Tempiates Blank workbook
B save s PRSI
& Open e faShons
o Close 1 \'] i \ 1
- LB w8 U

] L = J/r’ oo = _—
Recent \  Blank ! Recent Sampie My templates  New from

f { P existing
Print — Bl - ) —y S et \

- —— ' - ‘} i &
~) A 11
Save & Send sl ‘___, t f‘} La ﬁ RO - ,_’ =i
Agendas Budgets Calendars Expense Faxes Forms Inventories Invoices
Help reports
) Options — R o= - e FS ]
= = P . ! e
8 e y > =) = = | B 3 -
= = j L=F bl B — ) XEZ G
Lists Memos Plans Planners Receipts Reports h $ S j
q Create
Time sheets More
categonies

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.

o Select the worksheet, double click the appropriate worksheet tab or right click the
appropriate worksheet tab the select Rename command.

e Type the new sheet name.

e Press [Enter].

Changing Worksheet tab colours

Colouring worksheet tabs can make specific worksheet easier to locate within a large

workbook.
Insert...
e Right «click the appropriate Delete
SR lhw
worksheet tab. MoweorCopy | m  mEEEEEN

(

|

|

!qﬂ View Code
e Point at Tab Color, and colour || protectsneet.. TEHTFE
e | [ {11
{
!' Standard Colors
|

i

template appears. =

- NS SEEEERR
| | Select All Sheets | g cojor

e Select the desired colour.

#| @ More Colors...

e ———
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Inserting Worksheet

e Right click on any worksheet tab.

e (lick Insert, and Insert dialog box appears.

e Select the General tab, then select Worksheet, and click OK.

e The new worksheet is inserted in front {to the left) of the current worksheet.

e You can either insert a new worksheet by clicking Insert Worksheet tab. A new

worksheet is added to the right of all other worksheets.

I

., ,
Ov‘vl H W

|
|

i

IR RN
\
|
|

z
ol

AR NS I A IS

Moving Worksheets

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 easiel

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)

e Right click the worksheet tab to be moved. s
9|
Select Move or Copy. =
, 5
e The Move or Copy dialog box appears. P Frere
N ee— >
e From the To book pull-down list, select the o T j
| TETErmmme
§ B8A101 1
current workbook. , ; et |
2 |F |
e From the Before sheet scroll box, select 2| 2 -8
23 Ogreate acopy
where the sheet will be moved. = S

o Click OK.

Moving Worksheets (same workbook, drag and drop option)

e Click and hold the worksheet tab to be moved. A sheet icon and arrow appears.

e Drag the sheet icon to the desired location. The arrow indicates where the sheet will be

placed.

¢ Release the mouse button.
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Moving Worksheets (different workbook)

e  Open both the worksheets to be moved and the warkbook to which it will be moved.

e 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.

e  Right click the worksheet tab to be moved, then select Move or Copy.

e  The Move or Copy dialog box appears.

e 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).
e From the Before sheet scroll box, select where the sheet will be moved.

e 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.

e  Right click the appropriate worksheet tab.

e Select Delete. The sheet is deleted.
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If you are unsure of using Microsoft Office Excel 2010, you can either click on Help button or

press F1 on the keyboard.

Help button

gig9-™-i § =
Home | Inset  Pagelayout  Formulas  Data  Review  View a o 2

& z g 3 =] == 4, - a
& o Calibri -l AN ®wfE ® Ewepte Genenal > E ‘ !5' e T Pl ;““‘“5‘"" %‘r 3
Y 2 . s i lt . B P
i Copy .
ot I - v i & A~ 3 ) Center ~ - s | %3 % Condtional Format Cel | Inset Delete Format Sort & Find &
Paste o Format Painter = B-iH A EFEF FF Huegealeote- § - % W *8 ormatting - as Table  Styles~ |~ . v | DO Fiters Select™
c Font 0 Alignment 0 Number 3 Styles Celis Editing
S FA T N e e
o A T e Sl e e = - = R Seb s St 2 _
= a 8 [ it i) e S 1 S T H CHETS: SE SRl W ool (ot el M. M e 2 el a R s
el E |
S . '
2 ) Excel Help ) s | i
3 = = —m i
3 oGO0 BASR y | |
_— i i
s » P search + | E
5 51 Office com for more barp et Excw 1715 &l i
7 . | |
. =] v - |
s BaOffice |sexenne Bong |
9| More on Office.com: downloads | images | templates |
10 i i
- | |
2 - i
= Getting started with Excel 2010 i
B | !
% |
Y | 4 * Getting started with Excel 2010 i
‘1'6‘ _,_‘o * Use sparkiines to show data trends i
W * Use slicers to filter PvotTable data !
""" vard shartcuts {
o) 2 large data sets with the PowerPhot i -
2 il |
a H 1
a !
2 i i
be) i
TS Getting help
_B ng staned
s i3
* H
-17' * Function reference » sheets \ |
Z i
- |
) L
= L TR )
E)
el
.nﬂ
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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 Sheet1, 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 the

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
_ Home Pagelayout  Formulas  Data  Revew  View > @ci
=n ¥ g - =
_;j :(;"ﬂy : Calibri A = ol R EwepTer Genenal . m i ! ;— ? } ;F“’"“‘”" "‘T m
Paste - - - - iE = ™ & C . -y 3 28 Conditional Format Cell Insert Deme Fomm @ Sort & Find&
e Fromaptd B L DI E-(S-A- EXE ] EMergeaCenter~  $ - % ¢ > | Fommatting v as Table ~ Styles~ |~ Ciear = Fier~ Seled?
Clipboard . Font » Alignment 0 Number . yles Cells f\:ﬂ 09
{ A - CEEe 3 e g = Fear Sy Finvnel
7t e IO c D £ 3 G H i J « L ™M N o ) Q R
| —

Active cell

i b T b Vi il Rad e s b Ve b b b e bt
¥ ‘!a3-:5,:;&5@“:3:»3;0w:u‘m winlwin

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 you

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.

s [ a0 )

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 (50) 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, DSK001, DSK002, DSK003, then select

these series.

_1 |DpSK001
_2 |psko02
3 |pskoo3

i
5
=3

Place the mouse pointer at the right and bottom of the highlighted area. Click and hold, and

drag down the mouse.

1 |DSK001
2 |DSK002
3 |DsSKoo3
‘4 |DSK004
5 |DSK0OS
6 |DSK006
7 |DSK007
8 |DSKoo8
9 [DSkoos
10 {DSK010

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.

—_Nuu insert Page Layout Formulas Data Review View

i nColon g ‘I [ lj ™ t | % Tof Width: Automatic * | Gridlines Headings C ‘3& , m:
! =h & it ;J S5 . am —ﬁ -,ﬁ - v 588 [FF
= [A]Fonts « ( 1] Height: Automatic * L‘g view | [ view 8 Tl -

Themex :m Onenmvon Size  Print eaks Background Print s | Bring Send  Selection Align Group Rotate
Eﬂem l Area~ Tittes ] Scale: 100% < [l eint [ Print iomam Backward v Pane
Themes = Nol-al 0 Scale to Fit ¥ Sheet Opuon . Arrange
s Al pr 0.75" Bottom: 0.75" S e TV Y TR AR T T R
e | ! 01" Right- A B -3 ool SRR S s e T O R R Rl R R S "

Hcader 0.3" Footer: 03" 'F G T H 1 3 X L N ° ?
Wide
TYop: 1" Bottom: 1
Left: % Right 1"
Header: 057 Footer: 0.5° |

== Natiow

i TYop: 0.75° Bottom: 9.75"
{ | i let 028" Right: 0.257 |
| ] Headen 03" Footer: 0.3

Custom Margins..

-
=

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 BT rome et | Paeinout | Fomuiss  Data  Review
Ecotors» 77 L='
the down arrow on the Orientation Dmm,- il [3 |1_] J& ‘&
emes Margins { Size Print Breaks Bnckgrouna Print
; (O] etrects ~ i | "~ Arwea~ Titles
button. This button lets you change Themes =] " getup
| Portrait e g
Al L= L i
the orientation of your spreadsheet to > s B b= I e P s
1 _3 Landscape
portrait or landscape. 2 S——

\
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@9 o-i=
D rone st Pcelnowt | Fomuas  Osta  Remew  View

Bow- 7 RO = (5 B Dwe
mrom- O e =s @ 5 #wa Next to Orientation button in the Page Layout

Themes Margins Orientation | Slee | Print Breaks Background Print

- [@)etteas ~ - v 4 > Ay Tittes b‘gswe

o= @ L === tab is Size button. This button will let you select

i S T |

- Lo sl . the size of the paper. The 21.59 cm x 27.94 cm
3 i - (8.5” x 11”) paper size is the default selection.
5 17 x1r” }
o i
s -
e t_] 'a'!sq.:u

8
2 ssas
Lz [ s
i ::_J 1A13.69'116A54'
15 A
16 ’_] 827 x 1169
7
18 :.417;:.1.159' 5
o - !
5 0 ssxszr ¢
2 B4 UI5)
5‘] 10.12" x14.33"
Ty 85 019)
z! ‘ 747" x1042° =
% More Paper Sizes... ™
=

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:

e  Click Insert tab.

e Click Header & Footer under Text group.

Bl v oot | moeiwot  romoss  Dats  Redew  View RS \ @<t

FEEHEPR o« oD zanx 5 Q a4 Za& T

—
==
PivotTable Table = Picture Clip Shapes Smatart Saeenshot Column Lline  Ple Bar  Area Scatter Other Lne Column Wintoss Slicer | Hyperink = Ted  Header Wordart Signature Object = Equation 3
- At > . b - - \ - *  Chants~ Box &Footer - e~ -

Tables Mustrations Chants a Spaskiines Fitter Links Text )
Al - (= & Header & Footer

sl c o € F 6 T Wl [ 7 [ X [ L[ ] &1 0]cncmurmon
ent.

T

The information in the Header or
Footer will appear at the top o
bottom of each printed page.

© Press F1 for more hetp.

_ 'J,*l‘"lf*”i"ﬁj
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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.

mmwwmmmmi Desgn |

|_._l ‘ Ll 3 Dnmmmnstw

- B
_j _j j D % d & @ = s Goto Goto |

mau Foom Page Number Current Cument File  File  Sheet Picture ‘.:--m
Number of Pages Date Time Path Hame Nome Piete He ' Footer
Header & Footer Elements Mnnmn

Header & Footer

e Al L 3

=4 SESESSRNE

e : =

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:
e Look under Header & Footer Tools.

e  Click Design tab.

e
2 3 *" Ditferent First Page ¥ Scale

Format | Goto Goto | ¥ Different Odd & Even Pages ¥ Al
Picture || Header Footer "

L)

You can choose various templates of header and footer from the menu.

While inserting header and footer, you can navigate between =}
-t
them using the Navigation menu under Header & Footer, Goto Goto
Header Footer

Design tab. This allows to switch between header and footer. _ Navigstion

.
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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.

| # EF L \_) Ly SESh| gt (O -
Page Number Current Current File File Sheet Picture Format

Number of Pages Date Time Path Name Name Picture
Header & Footer Elements

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.

| m |
"? 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.
e Select a single spreadsheet cell.

e  Apply all desires formatting options to this cell.

e Click the Home tab on the ribbon.

e  Click on Cell Styles option under Styles group to open the v

cell styles gallery.

Style Indudes (By Example)

e  Click on the New Cell Styles option at the bottom of the Elnabe -Gl
[¥] Algnment  General, Bottom Aligned
gallery to open the style dialog box. it a1

[¥] Border No Borders
(S ] No Shading
e The formatting options already applied to the cell will be [Potecton Locked

listed in the dialog box. H

e  Type a name for the new style in the Style name box.
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To make additional formatting options or modify the current choices:

e  Click on the Format button in the Style dialog box to open the Format Cells dialog box.
e  Click on the appropriate tab in the dialog box

e  Make the desired changes.

e Click OK to close the Format Cells dialog box.

e Click OK to close the Style dialog box.

e The new style is added to the top of the Cell Styles gallery.

£ookl - Microsoft Excel

Formulas  Data  Review  View

(moe || agment |_ront [ sorer |_ra_| romcsen | g
&1 | category:
el | |Number

j Accounting General format cefis have no spedfic number format.

[ Eont Caldri (Body) 11, Text 1 | [Text

[lgorder  NoBorders 1 st
Gk ] No Shading |

[¥]Protection  Locked ‘

] )

To apply the new style to cells in your spreadsheet:

e  Select the desired cells.

e  Click the Home tab on the ribbon.

e  Click on the Cell Styles option under Styles group.

e Click on the new style name at the top of the gallery.

e The style’s formatting is immediately applied to the 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.

e Borders can be added to one or ali sides of a cell or block

of cells.

e Different thickness of lines can be used.

e Avariety of line styles are available.

e There are a number of colours to choose from.

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.

e  Select the cells or ranges of cells that you want to apply shading to or remove shading

from.

e  Goto 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

v

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

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, click the

and then click No Fill.

arrow next to Fill Color “&

7

&

one or more columns:

Pagelayout  Formulss  Data ""'l_;ﬂ
LT

M- A EE W g

oo/|
§
g
§

Bottom Double Border
Thick ottom Border

Top ang Gottom Border

Top and Thigk Sottom Border

Top and Doybie Bottom Border

B B

| 5] More Borders...
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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 to 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.

Calibri i
4 copy ~ e
Paf“ J Format Painter BIU-iH-|& * EET FEE HMagekCenterr §$ %

Number

Bil Nama No.
12| 1 Mond. saniB. saleh 06DSK0OFO01
_3 | 2 NurFatihah Bt. Razuan Ali  06DSK00F002

| 3 Muthusamy A/L Muniandy 06DSKOOF003
| 4 York Bin Soo 06DSKO0F004
| 5 Saiful Bahar 8. Ali 060SK00F005
| 6 John Higgis A. Sara 06DSKOOF006
8 | 7 Michelle Oven A/P Sinit  06DSKOOF007
=1

Lt

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.

Qe Be] POLITEKNIK PORT DICKSON ,
PCLITEENIE PCRY CICKSON
O ENTERIAN PENGAJIAN TINGGI

Jabatan

| 1 Mekanikal 87
_6 | 2 Elektrikal 76
7| 3Awam 74
8 | 4 Perdagangan 56
B  SIM ik, Sains & Komp: 40

10 6 Pengajian Am

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. _,, g- 3‘ ﬁY X Autosum -

: o ] g ¢m s
e Select a cell within the columns or rows to be hidden. e
,_______,,,,_:,‘ 3T Row Height...
e  Onthe Home tab, in the Cells group, click Format. Lo b [ || auoreRownegn
| =3 Column wiotn...
e From the Format menu, in the Visibility section, go to | e
| visivinty
Hide & Unhide. [‘"T..;Eer‘] Hide & Unhide 2
i Hide Columns imm
. 3 N 5 . i Hide Sheet : Bename Sheet
e  Click on the selection you wish to hide or unhide. B Rl i
] Unhide Columns ' Tab Color »
{ | Protection
L B & Protect Sheet...
}j Lock Cell
(B omat ek,

Merge and unmerge cells

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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You can split only cells that were previously merged.

CoMPUTER APPUICATION

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 3 on the Home tab under Alignment group.

Eﬁ & cut Calibri 1 A e
&3 Copy ~
Past BZID-E-5-A-E3H

-m}[,;\e Inset  Pagelayott  Formuias  Data  Review  View

dbe&Center~ $ ~ % v | %3 4 Conditional Format Cell Insert Delete Form:
Formatting ~ as Table = Styles~ - - -

Styles

e
F Format Painter

2 | KEMENTERIAN PENGAJIAN TINGGI

w

4 No. Jabatan Kapasiti
5 | 1 Mekanikal 87

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 values or dates are right-aligned. Use the buttons in the Alignment

group of the Home tab to alter the alignment.

Top Align Middle Align Bottom Align

E - ‘§WEPT¢!2

F‘ '_;‘{?_E}, 24 Merge & Center ~ ‘

Align Text Left Center 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 mathematical 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 ( /)

LW S Y

Exponentiation — caret ( A )

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 subtraction. They are considered equal
in the order of operations. Whichever one appears first in an equation, either addition or

subtraction 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:

=C1+C2

Answer

Here are the steps on how to enter the datas as shown on the picture above:
e Typea “2”incell C1 and press ENTER.
e Typea “5”in cell C2 and press ENTER.
e 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

e Then click on cell C1.
e Type a plus “+” sign.

e (Click on cell C2.

e Pressthe ENTER key.

e 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:

FORMULA FUNCTIONS

Formulas, also called functions, are a powerful feature of Excel. Functions available in Excel

are grouped into the following categories:

Home Insert Page Layout Formulas Data Review

fi Z@@ﬁJﬁﬁﬁﬁ

Insert AutoSum Recently Financial Loglcal Text Date& Lookup& Math More 4
Function vy Used ~ v v Time * Reference ¥ & Trig v Functions ~ 3

Function Library

e  Financial — formulas for calculating depreciation, interest, return on an investment, loan
payment, and mortgage.

o Logical - the logical operators of And, True, False, If, Not, and Or.

e 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.

e Date & Time — formulas for calculating the number of days between two dates, the
current date, and day of the week for a given date.

e Lookup & Reference — formulas for doing a horizontal or vertical lookup, a hyperlink, or

getting data from a Pivot Table.
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e Math & Trig — formulas for calculating trigonometric functions, logs, random numbers,
Roman numerals, rounding and truncating.

e  Statistical — formulas for calculating averages, frequency, percentile, quartile, and
standard deviation.

e Engineering —~ formulas for Bessel functions, and conversions between numbering
systems such as octal to binary.

e  Cube —formulas for working with three dimensional sets.

e 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.

Kej. Mekanikal 1677 1852

Perdagangan 1124 1003
m Worksheet Data

1|

4| 2008) 2009
3 Kej. Awam 1237] 1350
4 Kej. Elektrik 1484 1562
3

6

~ |

Plot Area I Chart Title I Chart Area

\POI.ITEKNIK POR(DICKSON
2000
! 1800 +\ Legend
| 1600 —
5 1200 gl :
& 1 54  Kej. Awam
| = 1000 + ;
-'i i 800 - ™ Kej, Elektrik
— | X sz 1 ¥ Kej. Mekanikal
p = 700 = Perdagangan
Points | | 0 4 2 .
{ 2008 2009 2010 2011
! Taghun
Axis Title Data Label
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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. Onthe Insert tab, in the Charts group, do one of the following:

e  (Click the chart type, and then click a chart subtype that you want to use.
e 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.

| Column Lline Pie  Bar Area Scatter Other
f - s - - - - Cmnsv
| B Charts o

e 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:

e Click the embedded chart to select it. This displays the Chart Tools, adding the
Design, Layout, and Fermat tabs.

e  On the Design tab, in the Location group, click Move Chart.
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Chatt Type Template Row/Column Data

&
24
l

Chmies s :-‘ﬂ ,hz. f. j} L‘ I’L L‘ L‘ i ‘ L‘ h ‘ i ‘:

Oata Chast Layouts Chart Stms

Move Chart

Choose where you want the chart to be placed:

e  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.

e Todisplay 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:

e  Click the chart

e 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.

e Type anew name.

o Press ENTER.

layout | Format

.~ e O] R .,
| (8] & & _J!!ﬁ MR-

Picture. Shapes Tm hart  Asis legend Data Data | Awe 307 aviistnn idines Dot

Chart Name:

8y Format Selection Chart 1
& Reset to Mateh Style

Current Selection

fnsert Axes Background
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T Z’ﬂ 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:

e  Column charts

e Line charts

e  Piecharts

e Barcharts

e Area charts

o XY (scartter) charts
e Surface charts

e  Doughnut charts

e Bubble charts

e Radar charts

e  Other types of charts that you can create in Excel

| 2-D Column |
Column charts ’
i ﬂ i ™ d
| !' I 1i
Data that is arranged in columns or rows | B
on a worksheet can be plotted in a column @l el ‘ @
{A 83 30|
charts. Column charts are useful for
| Cylinder
showing data changes over a period of 1 R G F ‘ & : ‘i ,
time or for illustrating comparisons among ! Ki& *5’1 *g‘ i -

items. {

(18] 104] 3]

|} 2N Chart Types...
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20 A Line charts

{ Data that is arrange in columns or rows on a worksheet can
JM 1_\:, [/\/ be plotted in a line chart. Line charts can display continuous
! i {

data over time, set against a common scale, and are

therefore ideal for showing trends in data at equal intervals.

|2

In a line chart, category data is distributed evenly along the

@l AN Chart Types...
horizontal axis, and all value is distributed evenly along the

vertical axis.
Pie charts

2-D Pie

Data that is arranged in one column or row only on ,G I&' ;d|
1 {

a worksheet can only be plotted in a pie chart. Pie =

charts show the size of items in one data series, i
3-D Pie

proportional to the sum of the items. The data T | e
®|

points in a pie chart are displayed as a percentage

il AU Chart Types...

of the whole pie.

Bar charts

-
L

Data that is arranged in columns or rows on a

worksheet can be plotted in a bar chart. Bar

[
; Wi Wj

charts illustrate comparisons among individual

items.

— e Consider using a bar chart when:

i
W[

e The axis labels are long.

e The values that are shown are durations.

W;IWE?JF'}W@
|
1]

r

i

dl AnChart Types...
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COMPUTER APPLICATION

Area charts ;
| 2DArea
Data that is arranged in columns or rows on a worksheet ‘[Ip\‘ {H :"
can be plotted in an area chart. Area charts emphasize the umu I
magnitude of change over time, and can be used to draw g M 5
attention to the total value across a trend. For example, \; Mo;mrms:

data that represents profit over time can be plotted in an

area chart to emphasize the total profit.

XY (scatter) charts

Data that is arranged in columns and rows on a worksheet can be plotted in

Scatter

S an xy (scatter) chart. Scatter charts show the relationships among the
e} | £ numeric values in several data series, or plots two groups of numbers as one
O /5\ \{ series of xy coordinates.

- A scatter chart has two values axes, showing one set of numeric data along
‘_/l the horizontal axis (x-axis) and another along the vertical axis (y-axis). It
il | 40 Chat ypes.. 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.
Stock
Other charts .!im ]| ‘.; m
- - . w
Other type of charts as shown in the picture on the right are T
8| 5| B
Stock charts, Surface charts, Doughnut charts, Bubble charts, : -
Doughnut
and Radar charts. Al
ol o
Bubbie
9
Radar
v%! B
> 3% ]
i an Chart Types... 2
\

CHAPTER 4 — SPREADSHEET gk



CoNPUTER APPLICATION

' 4.4 EXAMPLE
¥

1. Create the following worksheet and used the formulas as displayed below.

O] e | c | o | & | ¢ g

L1} MATHSCOMP CLUB'S BUDGET

2] Jan Feb Mar Q1 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 Supplies $215.00  $200.00  $150.00  $565.00
7 Software $320.00 $600.00 $130.00  $1,050.00

| 8 Projects $863.00  $761.00  $804.00  $2,428.00

i9

| 10 Total Expenses $13,451.50

Formulas to be used:

B & MATHSCOMP CLUB'S BUDG

2 | Jan Feb Mar Q1 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 1 =SUM(B5:DS)
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_.“
10 Total Expenses =SUM(E3:E8)
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SOLUTION

e Key-in the items as shown below:
A bl J c | .o | & S,
1 MATHSCOMP CLUB'S BUDGET ;
2. Jan Feb Mar Q1 Total
_3 salaries
4 Benefits
5 Wages
i}office Supplies
7 |Software
8 Projects

9]
10 Total Expenses
11|

°© Click on cell A1, and drag the mouse to E1.

3 Click Home on the Ribbon. Click Merge & Center. |-a4 & Center:~

I Al v (e é I MATHSCOMP CLUB'S BUDGET

° Click on cell B3, and drag the mouse to E10.

© Right click on the selected area. Then click Format Cells.
|« PN ™ T S e SN R R o
L MATHSCOMP CLUB'S BUDG

3 Jan Feb Mar -

{BZEI-O5-A-d%88 |
—il

T Salaries
<
Ziunefns : ;"‘
opy
__§_J‘Wages B o
6 Office Supplies Baste
_]_Jsoftware Paste Spedial...
L} Projects Insert...
A Detete...
_I_Q_(Toul Expenses Clear Coptents
By 2 -
-p—' Sert ’
=
4 [ @ insert Comment
eeat !
15 | Format Cells...
;6 1 , Pick From Drop-down List...
,17_. : Name a Range...
18| | typerink..
19

i
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Format Cells dialog box will

appears.

On the Number tab, choose
Currency.

Click OK.

Currency formats are used for general monetary vaiues. Use Accounting formats to
aign deamal pomts 1 a coumn.

] e

Enter the values as shown below:

4| A TS NP WS N — E
2 MATHSCOMP CLUB'S BUDGET
=2 Jan Feb Mar Q1 Total
3 |Salaries 2500 2500 2500

_4 Benefits

_5 |Wages 10.5 12 11

6 Office Supplies 215 200 150

7 |Software 320 600 130

L Projects 863 761 804

9 |

110 Total Expenses

1

Click on the cell B4.
Press “ = “ on the keyboard, then click on the cell B3, press “ * “ on the keyboard,

and typein  “0.25“ Then ENTER.

[ e s =83°0.25
.« —

A hesemied ¢ | o .| E ]

1] MATHSCOMP CLUB'S BUDGET ‘

o Jan Feb Mar Q1 Total |
3 [Salaries $2,500.00 $2,500.00 $2,500.00 ‘

Ilseneflts

_s_jw:ges $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

1
10 Total Expenses
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COMPUTER APPLICATION

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 2,500.00 __$2,500.00 $52,500.00
I_] Benefits $625.00 $625.00 Mﬂ
5 [Wages

_6 Office Supplies
=

Click on the cell E3.

Click Formulas on the Ribbon, then click Autosum ‘-...zs_ . 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 E8.

Click on the cell E10.

Click Formulas on the Ribbon, then click Autosum ,,f_ :

Click on the cell E3, then drag the mouse to E8. Press ENTER.

CHAPTER 4 — SPREADSHEET



A

COMPUTER APPLICATION

CHAPTER 4 — SPREADSHEET




W@PBB 0




COMPUTER APPLICATION n

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.

Microsoft  Microsoft Microsoft Microsoft

Project 98 Project 2000 Project2003 Project 2007

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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B P
"g PROJECT MANAGEMENT TRIANGLE

Scope

Quality

Cost Time

U

25
? PROIJECT CONSTRAINS

Scope
(Performance)

Time
(Schedule)

Managing your constraints
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5.1 GETTING STARTED

MICROSOFT PROIJECT 2003 INTERFACE

fype a queston for

& H z .]l.Alle, Mﬂ‘

—
Finst  [Predecessus 508 Aug 10,08 Aug1

= | TWITIF|s|sIMITIWIT|F|S|SiN

Plan and sctedule your { ¥

project’s zasks by clicking an . % i 10

iterr helna. Clisking an item el s L

dislays ol cnd iipUuctuns

for completing thet step,

Cetine the project
Cefine geneal werkno times
Lstthe tesks in the project
Crganize tacks into phaces
Schedule tasks

Lnk to or atach More tas<
information

Add colurns of custom
infarmatian

| Sel deadhies cid cuisgan
| tasks

Tdentity reks to the sroject
Add documents to the project
Publish project informasion to
the wcb

After plarning sour tasks, you
cain yu W Ui Resuurces arse
to build ysur projects team
and a37ign people to tosks.

STANDARD TOOLBARS MENU
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INITIAL STARTUP SCREEN

Task Entry
Table

o Boundary can
el be moved to

Close thus reveal more

Sidebar: columns
You don’t
need it
e ; : ; Mg
TASK NAME

Blank Gantt Chart
(fills in automatically)

: ©40.00 - CH 50000

| 0450000 04100000
B ©4100000 - CH 1500.00
e | CH 150000 . 04 200000
| 0200000 CH 250000

s | CEARTWORKS

0 = Cut (~19,000 cum)

"= Fil (= 15,000 cum)

12 ~ DRABAGE

Bl | veercecta Cran
15 | Subsod Dran
16 Toe Oran
[ . " Medan Oran

1 = CULVERT CH S0

"5 Excavatonto level

2 ! Filing of 1and or grarube matee:
EB rataleton of ppes cuvert.
2 Fling wih seiected matenal
) consiruction of wingwal

 Jdeys SH10007

Task
Sub Task

Jdays fmmmj Sat
Jdeys Mon 10M1SA7 Wad 101707
Jdeys ThutONSO7 Sat 102007

15days  Mon 10707 Wed 10170
10dsys Mon10NA7 Thy 101107
1days  FriteSeT Tue 192387
Gdays  FA10S07  Tue 10807
Ideys Wed 100007  Fn 107207
Jdeys S10M307 Tue 107607
Jdeys Wed 10A707  Fri 104902

1deys Wed 10087
Jdeys Wed 10007
Jdeys  SK10807

3duys Wed 101007

2deys SHION307 Mon 101507

2deys Tue IONGOT Wed 1047007

2dmys Thu10ABOT  Fri 104907
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TIMESCALE
SIMITWITIFISISIMIT SiSimIT TIFISISIM T S%T TIFiS
N =

R TSR |

Top Tier Padde Tier| | eotommer | Monworingtime |
M“M s e e et e St P e e et e L .t et eSSt
s [Weeks W wbek [z w x| Usefiscal year
Cout: [T = thon: [left ~] 7 Iickines
Timescale options —

Show: [ Two tiers (Midde, Bottom) -] e:[100 2% gcale separator
Preview

34 27,08 3,08 10,08 17,08 2,08
SMITWITIFISISIMIT ‘IFS#SH'IT'WIY'TF'TSA‘?SMI!W]—]_TFs_‘_.?snLrL!W]—[‘l' T

PROIJECT CALENDAR

t1
[ Tooke | promat

B Sald Team $om Erterproe

FE Sbainse Resoures.
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HIDE AND SHOW TASK

] Qutdent
] to outdent the tasks

] Indent
] to indent the tasks

1 Show Subtasks
[ to show the subtasks

1 Hide Subtask

] to hide the subtasks

STANDARD MARKERS

_! Normal Task
L1 designates ordinary task duration

_! Summary Bar
Ll designates the duration of a group of sub task

1 Critical Bar
[l designates the tasx that have critical activity

CHAPTER 5 — PROJECT MANAGEMENT



COMPUTER APPLICATION

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.

BAR STYLES

Bar Styles

Cuft Row l Pasteﬂc-wl !E_!Ml

| Task
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TASK DEPENDENCIES

Predecessors:

O Finish To Start (FS Default)

O Start To Finish (SF)

0O Start To Start (SS)

O Finish To Finish (FF Rarely Used)

Predecessors

VIEW BAR

T

CH 1000 00 - CH 1500 00

C¥4 1500 00 - O 2000 00

¥4 2000 00 - Trt 2500 00
T EARTHWORKS

Ot (=19 000 crs m)

8 (=~ 15,000 cum)

Flrg O seard on O srndoe ialent
Nstalation Of oS Culvert
¥ @y RS seteclod rmatersed
CONTWICTION OF wargrw el
Caeon & Sore RCreg

= Besdge Over Junction § At CTH 38
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GANTT CHART VIEW
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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.  Areasof the project

iii.  Sequence of work

iv.  Other

WBS is used to organize the project for scopes, schedules, estimates, and charges.

#
;’ ' ?9 EXAMPLE OF WBS

House
Project
|
o J
Site Work inside Work OutsideWork |
-Clearing -Framing -Outside Plumbing
-Excavation -Floor -Roof
-Underground -Windowsand Doors - Shingles
Utilities
-Insulation / Sheathing -Flashing
- Foundation
-Drywal -BrickWork
- Landscaping
-Drywal Texture -Exterior Finish
- Interior Finish
-Inside Plumbing
-Electric Wirng
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) Level 1 Deliverables = 100%
CCCR | ovel 2 = 100%
B | cvel 3 Work Package = 100%

Work: 45.60%
Budget: $86,000.00

1.1 Electrical

ome 5w - BRI
g} Bectrcal | 121 Excs ' : — 1.1.1 Rough-in electrical
Work: 2.80%
Budget: $5,000.00
— 1.1.2 Install and terminate

quk: 1.90%
Budget: $5,000.00

¥ 5.3 TASK INFORMATION |
|

TASK INFORMATION FORM
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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 duration of a task shortens or lengthens as resources are added or

removed from a task while the effort (work) remains the same.

Task Information

CHAPTER 5 - PROJECT MANAGEMENT
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| 5.4 EXAMPLE

MANAGING TASK

e  Foundation

e  Concrete Form

e  Pour Concrete

e  Structure

e Interior Finishing
e  Framing

e Walls

e  Mechanical

e  Electrical

e  Roofing

e  Exterior Finishing
e Hang Doors

e [nstall 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 the outline task as below:

Concrete Form and Pour Concrete
Framing, Dry Walls and Roofing
Heating, Air Conditioning, Plumbing and Electrical

Hang Doors and Install Windows

TIME MANAGEMENT

The project must start on 18/7/2012.

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 = 2.5w
Electrical = 2w

Hang Doors = 16h

Install Windows = 7d

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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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

Max Unit Std Rate

200 35/h
500 25/h
300 45/h
100 50/h
1,000 10.5/h

Initials Cost/Use

MXR 500.00

B 600.00

Create a resource calendar based on the resource pool given above.

Name

MasonCal

CarpenterCal

PlumbersCal

ElectricianCal

LabourersCal

From

9.00 AM

1.00 PM

9.30 AM

1.00 PM

7.00 AM

1.00 PM

8.00 AM

1.00 PM

7.30 AM

1.00 PM

To

12.00 PM

5.00 PM

12.00 PM

5.30 PM

12.00 PM

4.00 PM

12.00 PM

5.00 PM

12.00 PM

4.30 PM
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vi.

vii.

Assign each task based on the suitable resources.

Concrete Form
Pour Concrete
Plumbing
Framing

Dry Walls
Roofing

Hang Doors
Install Windows
Electrical

Pour Concrete

Roofing

Mason
Mason
Plumbers
Labourers
Labourers
Labourers
Carpenter
Carpenter
Electrician
Mixer

Beam

200%

200%

Shows the project’s percent (%) complete.

Show the critical path?

How long does it take to complete the project?

Save the project as EXERCISE (MS PROJECT) in your class data storage.
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Step 1:

Step 2:

SOLUTION

Type the task in the Task Name field as below.

Typeaqueston forhsip @00 R

SRR LR A

- P i

141 |Nay 8,11 May 15,11 [Mey 22,1 My 29, ‘11 Tiun 6,11 pS|
 TINITIF[SISIMIT [T F[S|SIMIT WIT (= [S({S[M[TWIT[F]S(SIN[TWITIF S[SMIT WITIF] |
—

1 " 1day?| ThusA21 k)
3 “Trusnmt =
Z3E| s Thu SH2A1 =
4 1day?| ThaSH2A1 =
s 1day?] ThusH2A1 =
i 3 1day?| ThuSm2M1 =
.7 1day?| ThusA2n1 =
i 8 Taay?| IusAz B
o {Oectrcal | 4day?| ThusA2A1 =
= 10 | Poafing | A day?| Thusnont =
H Exerbr Firishirg 1day?| Thusnmt =
2 [ HangDoors | 1day?| Thusnanmi =
| BE Instal Windows | 1day?| ThusH11 B
I | 1
8. =
i Kl A
[Reody =T

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.

| Type aquestion Fr help 1w C

= ~ | Arial 28 =

s Z
2 = - -
Wals -

‘@ [Teskheme o ormatio May 28,11 [ dun5, "1 -
|| { ! Sis ™ tirisisaliwlin |
e | e Gewra | prdecessos | Reares | Advaced | motss | cstomres
| _Soore o - feme  [Orywald Quation: 17 2| 7 Estimazod
4‘ Pour Concrete

Structure a =

i 1] Fercentconplete:  [0% : Priority: [50C =
% Inteior Finishng = ﬂ ﬂ
| - + bates— e
| Start; [Thos/izE =l E [hosnzn =
T EEEvrerorea— ool L7 ey o NP
| I Hide task bar
| - . I |} T RdiupSantbarto sunmary
| L Exterior Finishing |
5 - e B S
| 12 | inotal Windowa
I
f

- o | o] _omn |

| B silag

Then, click OK.
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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’.

& Microsoft Project - Project!

Step 4:

| X} Fructure Phace

R P
i 1@ |TaskName | Dustion | Start i 311 [ Mey 15 11 2,1 My 28,'11 1unS M1 -l
! ! G TS __ WITIFs TW[TIFIS[S MITIWIT[FIS|STM[T WITIEIS[SM[TWITIFIS[STM[TW[T ¥ ] |
1 'w\édm" 1day? Thusn2am =
[ Zoncete Form 1dey?, Thusnam =
I | our Soncete 1day?| Thusn2nt |55
| Isu:nnm:e ] 1dey?| Thusn2m =B
| erior Finshing 1 day?] ThuSA2iM =]
l =
| =
| -
i 5 Ealli. =
i h 1 day? husnzm f=} 3
| day?| Thusnam =
ks 1 i
1day?| ThusH21 ] 3
2| Thusn2m =

Double-click the Foundation task name field.
Click the Notes tab.
Type the notes “The Foundation Phase must be completed before Monsoon season”

in the notes field.

-=xN

aguedionfor help SIS

soft Project - Projecty

Foundation

| e [ Task Name: Jj Task Information

Name:  [Foundatior Quration: [167 = Estmated

[AE==Ew

Foundafion Prase must be completed before

Then, click OK.




COMPUTER APPLICATION

Step 5: Click on no. 5 to select row 5 (Interior Finishing).

Press the Delete key on your keyboard.

icrosoft Project - Project1

" Durstion | Star 1) Nay 8 11 i-rtt?.'u ‘uayz:’,‘n %ﬁ K a5, 11 7|
I | TWF[SISIMIT FISISMITWITIFISISMIT WITIFISISIM[TWITIFIS [SM|T [T [F]
& Foundation 1day?l Thusn2ni i
Concrete Fam T day: musant
T tday:] ThusA2n1
Thu 512111

Thu 512711
Thu S 2111

1cay: Ihusaznl
T tday:| Thusn2ant
""" 1day? Thusa2n1
| 1dayz| Thusn2ni
" day?, Thusn2i
I Hoayr! musaznai

IR NEEEEREER

Step 6: Select row 10 (Roofing).
Next, drag the pointer under Dry Walls task.

icresoft Project - Project1

Tl Wav B, 11 Tt Wav 22 11 Thiay 23, 11 Tans, 1 |
TWITIFISISMITWI-IF SISIMITITIFISISIM|TIW[-[F SISMT WITIFIS|SIUITWITIF
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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.

2 microsont Project - Project1

TDusion | St

1day?’ Trusn2ni
| Concrete Forn | 1day?| Trusm2ni
| Nor Conoroto 1day?| TrusAan1
| Stuctue Phase 1day?| Trusn2m
" Framng | 1day?. Trusm2mt
Tru 52111
“irusnzni
Trusn2n1

s S
N 8,11 15,11 zZN 24,1 ETEN -
TWTIFISISMITWITIFISISIMITRWITIFISIS MITWITIF[SISIMITWITIF[SISMITWITIFT |

|

7| Trusn2ni
I T dey?| Trusnani
Vday?| Trusnani

2 Trusnnt

S el

" e

Type new task below in each empty task name:
e Heating
e Air Conditioning

e  Plumbing

Step 8: Select Concrete Form and Pour Concrete tasks. J

Click the Indent icon.

2 Microsoft Projec

o b [T]

-
=
=
=
=]
=
=8
=

=R =

| > IR » =]

{ 12| Eecrcd “cay?| ThusA2n )

| o uanan @

! 3] Hang Door> “eay?! ThuSAM m

! S T irstal Windmvs “rmy? Th&AN =)

i xad 4

| ]

i |

R T B

| PN R (KT

| 25 f [& [c2es i3

; start osoft Project - P £4 or sc- Maosolt Word 3 e
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REDO the step for:
e  Framing, Dry Walls and Roofing
e  Heating, Air Conditioning, Plumbing and Electrical

e Hang Doors and Install Windows

Microsoft Project - Project1

DR Type a questior for heip

% Q 2iiEal =i

Stet o1 ’Eza.ﬂ Mey 15,11 May 22,11 Mey29," 1 Jin'5,11 <
{ TWITTF (SIS M{TWIT[F[SISTMIT WIT[F [S|S|M[- WITIT[S[SN[T WITIF[S[SMM[TWITIF] |

1 The 51211 | o=y
| | Thasn2m1 =
3 Thu 12711 =
0 1hu 5221 L d
5 [ Thasn2nt m
3 " Thasnamt | m
7 Tha 5112711 ; =
8 Thu 51241 | (i)
E RCEED =
10 Thu §A2A1 .
7 Tha SA2A11 =
12 " Tha SA2A1 [ =)
13 & Exterior Finishing | 1day?| Thus42A1 | =1
14 1 HengDoos | 1cay?l Thusn2di | ]
15 inotalWindows | 1doy?| ThuSH2A1 ' =
| H |
| - -+
| -
l 4
Tresty | Ei
7 start B 2] g N

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.

o peaces, o Ik Project Information for Project!’ x| 8 2 “enalial
= Start date: Jion 2i15011) Cyrectdate: [ThaSfi2/T1 29,1 *n 5,1 <
M | SM[TINTIF[S[S[MITWITIF] |
14 Enish dace: Thu S12]11 -] seusdate: [m

! scheduefrom:  [Project Stat D=z <] cande: andzrd |

Al tacks hagin A< <mn acpacdhie Criority; [_E-]

Then, click OK.
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Step 10: Enter the duration for each task as below.

2 Microsoft Project  Project1

Idays Men Th311 p—
Concrete Form | 3deys. men7ren | =
Puwr Cunele Ties! Mm7ront | =
= Structure Phase 12davs Mon 74811 o d
Framing 2wks Mon7ren s avaa)
Ory Waks 24wks] Mon7rant | [escnssacsmnrmmisns =)
Rootng [ odaye] Monrent | e
= Mechanical 12.5days | Mon TH841 i w = .
Heang i e
Ar conatioring | s
Panting { [ cai i
Electical T
|E) Exterior Finishing | 7days  Mon TH8A1 =T :
| llangDoors 1 10hes| Mon7r0n1 =S
nstal Windows [ossemmarnnssse)
v

Step 11: Select Concrete Form and Pour Concrete tasks.

Click the Link Task icon.

Microsoft Project - Project1

e I8 338 days Io-1'|ln1"
semys_ Mon7nny
Thes] Tu72071 |
L Structure Phase 12days Mon 7H811 |
i 2wks. Mo 7A8A1 |
24wks, Mor7nEN1 |
10cays| Mor7n8A1
125 days | Mon TA8A41 |
hes| Mor7AOAY |
Mo 7HEA1

MonTAI1 |
Mon 7nent
Mo 711811
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REDO the step for:

e  Pour Concrete and Structure Phase
e  Framing and Dry Walls

e  Framing and Roofing

e  Framing and Mechanical

& microsoft Project - Project1

\nnnun[sm\

|
388 days  Mon 71811
T 3days| Men7MBA1]
[ Thes| ThuzzAY
2 Tha 72141
T 77|

Thu 8441 i s -
TuBdnl Thutl §
»  ThuSall Tuet!l »
] : figeiierarmia sl
: oo sncasoid)
: | on e
: sz misnsmissarl
—
|ze=]
[sinascconsanmrc]
»

[u B

~| @ o &

TusAnt That
ThugaA1  Thut
| Tusani 7Tueli

ThuBant  Thut}
Mon 771841 Tue 1
| Man7ABAT| Tuei|
| man7nent me;}

Step 12: Click the View menu.
Select the Resource Sheet.

Type the resource in the Resource Sheet as below.

v

= Tyra A quection fre bain S8 3
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1 Microsoft Project - Project1

2
R

Step 13: Click the Tools menu.
Select the Change Working Time.

Shared Workspace

Links Between Projects...

Import Outlook Tasks...

Change Working Time...

Assign Resources. .. Alt+F10

Build Team from Enterprise... CtrlT

Subshitute Resources...
Resource Sharing »
Tracking »

Macro
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Click the New button.

Type “MasonsCal” in the Name field.

Change Working Time

Fo: [Standard (Project Calendar) |

Set working time for selected date(s) = ;
Legend: Select Date(s): 1 Set selected date(s) to:
D et Create New Base Calendar g time
D Name: {MasonsCal L G
{7 Edied :
Lthous | © ) [1z:00PM
On this & Make acopy of |Standard ~| galendar

Edisto IS:WPM

#1523 [imoceif et || pr—
{34 | Editsto 1 i -
(3] indvidsa doy “ ’ | | | | l Ii; | f
e | — —

Help |

Then, click OK.

Next, change the working time for Mason as below.

For:  [Masonscal -l
Set working time for selected date(s)
Legend: Select Date(s): Set selected date(s) to:
E 1 _May 2011 A  Use default
- STMTTIWIHIFTST | poworkngtme
D, ki s 2 |3 |4 |S |6 - ik thie
. 8 |9 [10 |11 13 |14
} Edited working it 7
Bho\'s = | 2 1=

On this calendar:
m Edits to a day of
the week

Then, click OK.
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REDO the step for:

Name

CarpenterCal

PlumbersCal

ElectricianCal

LabourersCal

Change Working Time

From To
9.30 AM 12.00 PM
1.00 PM 5.30 PM
7.00 AM 12.00 PM
1.00 PM 4.00 PM
8.00 AM 12.00 PM
1.00 PM 5.00 PM
7.30 AM 12.00 PM
1.00 PM 4.30 PM

For: Icavpertercal j
Set working time for selected date(s) ——
Legend: Select Date(s): | Set selected date(s) to:
Fr) g 2011 A | G usedefauk
| s[mlT[wlm[F[s] | ¢ e
Dm 451 2 {3 ]4 |5]|6 @ . ot toe
1 Edked workg 8|9 |10 |11 13 |18 o o
- hours 15 (16 |17 [18 |19 |20 |21 |~ | [o=0Am [1z:00 M
On this calendar:
[ Estoadayt 22 |23 |24 |25 |26 |27 |8 [1:00Pm [5:hem
the week 28 (30 31 | [
{34 | Editstoan
EXfo sl =

Help l

Change Working Time

For: [Pkmberscd _'J
Set working time for selected date(s)
Legend: Select Date(s): 1 Set selected date(s) to:
== 2011 A | 6 usedefauk
1 smlT[wlm[Fls] | ¢ o
e X T2 3456 |7
|| Nonwarking || £~ Nondefauk working time
[ Edted o 8|9 (10|11 T e =
+ hours 15 {16 |17 |18 |19 |20 [20 |~ | [7:00Am [1z:00Pm
©On this calendar: |
%mad&/d 22 |23 |24 |25 |26 |27 |28 [T:o0Pm [fooem
[zl 3 t
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Change Working Time

For:  |BlectriciansCal B
Set working time for selected date(s)
Legend: Select Date(s): i Set selected date(s) to:
e October 2012 A | G Usedefaul
|| Wiy SIMITIWIThIFIST | ¢ pnooworkingtime
112|345 [8
[ ] Monmorking | Nondefauk working time
Edited 1 |
i “ 78 [9 [0 12 |13 Bk 5
S 1 [15 (16 |17 |16 |16 |28 |~ | [e0aM  [1z0opm
On this calend =
F7 [ 1:00PM [5:00PM

For: Il.abonre!s(d

4
-
Y set working time for selected date(s) -
1 Legend: Select Date(s): | Set selected date(s) to:
] i
T | weri 2011 { | € Use defauk
] L[y simltiwlmmlr|s | ¢ Nonworking time
2 45|86 |2
1 [ ] Nonworkng ! b | & Nondefouk warking time
ey 8 |9 [10 |11 13 |14 i
 Edited working | | Erom: To:
L hours 5 (16 [17 |18 |19 |20 |24 Ej [7:30Am [1z:00Pm
O i 22 |23 [24 [25 |26 |27 |28 il 100 PM
msastoadayof | E [
the week 29 |30

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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T Microsoft Project - Project1

i
33days! Mon7H8A1 |
7 hrs|

Thu 72111

&
Hold down Ctr and click to selzct multiple resources

7 jcaes [ s
; start 0] Mizroscft Project - P D) o sc-Mio ord S & O

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 o
learner. A presentation program such as Microsoft PowerPoint is often used to generate tp,
presentation content. Meanwhile multimedia is a combination of text, graphics, animatiop,
audio and video which is a result of computer based technology or other electronic medi,
presentation becomes interactive when users are able to control the element of media thy

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.

[I.  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.

lll.  Think of contrast. If users use a dark background use light-coloured text and vice

versa. Refrain from using background s that will obscure the text colour.
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GETTING STARTED

To begin this lesson, open Microsoft PowerPoint 2010. The Microsoft Word window appearg

and the screen looks similar to the one shown here.

e | Inset Design TransMtions  Amimations  SideShow  Review  View

- ENsDeo- @ g

Eﬂlm“’ AN B e = Hs
Toem A1t = = =

ol L e £ Reset = AI"LEN}CS-MM Zs
e Fomstronier | e Sgsiaon~| B 7 1 & e - A A a1 AN T &iE - @s

Clipboasd 51 Siides

Click to add title

Click to add subtitle

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 - this is where you type speaker notes that you can refer to when yo!

present. You can also print speaker notes to use when presenting a slide show.

4. Minimize Button — To minimize the window.

CHAPTER 6 — PRESENTATION AND BASIC OF MULTIMEDIA“




COMPUTER APPLICATION m

007 - NI SRR ST

Maximize/Restore Button — To maximize or restore the window.

Close Button — To exit the window.

Zoom —To zoom in and zoom out the slide.

View Button - To view the presentation in Normal View, Slide Sorter View, Reading

View or Slide Show View.

Normal View

Normal View split user screen into three major sections, the outline and slides tab,

the slide pane and the note area.

Slide Sorter View gg;

Slide Sorter View show thumbnails of all slides. In Slide Sorter View user can easily

add, delete or change their order of slides.

Reading View
L2

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.

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 Provideg

user with access that frequently use. By default Save, Undo, and Redo appear on the Quig
Access toolbar. User can use Save to save a file, Undo to rollback an action user have takep

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

it more convenient for them.

—;:é’ ; *‘E 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.
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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.

T P e

Design

J & Layout
! B

“_gﬂief-et

Paste RSP O NeW e .
« <3 Format Painter | lige» = Section

Clipboard Slides

Tab - Each tab contains sets of tools to create and edit presentations.
Command Group - All related command buttons are grouped in one group.

Command Button - Button used to format slide.

-

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 20g ‘
However, instead of just a menu, it is a full page view which makes it easier to work with, 7,

get to Backstage View, click the File tab.

Insert Transitions Animations Slide Show Review View

Design

I save 2 :
Information about Presentationl
B save As
5 Open : Permissions
£ Close gg Anyone can open, copy, and change any part of this presentation,
Protect
Presentation~ |
Recent
E Prepare for Sharing
New (2 Bef ing thi i ins:
(|2 } ore sharing this file, be aware that it contains:
Check f Document properties and author's name
- r
Print Isse:es ? Content that people with disabilities are unable to read
Save & Send
Help i1 Versions
~:§ %) There are no previous versions of this file.
Ed Options Manage
Exit Versions ~
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The ruler is vertical and horizontal guides. User can use ruler to determine where they want

to place an object.

Click to add title

Click to add subtitle

If the ruler is not visible, click the View tab and check at Ruler checkbox.

An' i - ,R,

Ruler Q @ = Arrange All

Gridlines i Grayscale T Cascade
Zoom Fitto | | New 3

Guides | Window | E Black and White | window @ Move Split

Window

Show P
| Ruler (Shift+ Alt+F9)

View the rulers, used to measure
and line up objects in the
document.

|
f Zoom I Color/Grayscale

CHAPTER 6 — PRESENTATION AND BASIC OF MULTIMEDIA S



COMPUTER APPLICATION q

ADD NEW SLIDE

When you open a new PowerPoint document you will only see one slide. In order tg 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 the Slides group.

! Insert  Design  Transitions

% cut L;E] 75 Layout ~
E3 Copy ~ E Reset
5 | (N . ! | B
F Format Painter | 'slide~ T Section ~ |
= | Slides

Add a slide to the presentation.

OPTION 2:

1. Right click at the slide pane.

2. Click New Slide command.

] 4~

New Slide
5 Add Section
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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

suitable theme for their slide.

Insert Design Transitions Animations Slide Show Review View

08 L s
Page Stide % {| msmns | | mcumn

g o Clip Art Xk
Insert | SER e R ey

ok Results should be:

[ (S Al media fie types =]

[¥] Indude Office.com content

’ ! s
Table = Picture | Clip |Screenshot Photls
- | At | Alburge

Tables

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.
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INSERTING PICTURE

1. Goto Insert tab and click on the Picture command.

Home | Insert 3 Design

) BE ]

BEl @G+

Table @ Picture Clip Screenshot Photo
v Art v 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.

(@] Microsoft PowerPc 3 Documents library
gambar
& Favorites -

Bl Desktop

. Recent Places
- R Date taken: 4/6/2012 1
w4 Libraries Rating: Unrated

[5l Documents e e = Dimensions: 2592 x 34!

= o 1 Size: 6.88 MB

J’ Music

[&=] Pictures

B Videos

/™ Computer
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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.

2. Goto Insert tab and click on the Hyperlink command.

habadh Sbing

esig ‘fnnsmbn; ns SlideShow '

PRd Qi

ip Screenshot Photo = Shapes SmartArt Chart | Hyperlink Action
rt - Album ~ b4 i

images Hlystrations | Links

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.

PowerPoint

- Previous Side

- Slide Titles

. 1. INTRODUCTION
2. powerPoint

CustomSh
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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 3|

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.

- = T = =S ’;"""""—1 ) == = —=
= 5 @ @ (B W & <9 4
Cut Fade Push Wipe Spiit = 7R_evul Random Bars Shape Uncover Cover

Home Insert Design Transitions Animations Slide Show Review

Transition to This Slide
- —

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.

[

r";l d) Sound: [NoSound] ~ Advance Slide
,_ ® Duration: 0340 On Mouse Click
Effect

Options ~ | a8 Apply To All After: 00:00.00 -
| Timing
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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.

=i ot i

Home Intert Design Transitions Animations Slide Show Review

A K* & K [

Split

Antmation

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.
‘ E&Animaﬁon Pane| rE

7 Trigger ~ e
Add

Animation ~ M Animation Painter
Advanced Animation

Add Animation
Choose an animation effect to add
to the selected objects.

The new animation is applied after
any existing animations on this
slide.
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You can add audio, such as music, narration, sound bites, and maore to your presentations

To add sound, do the following:

1. Click the slide that you want to add an audio clip.

2. Onthe Insert tab in the Media group, click 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 od: that represents

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 135k Title 1: Power ... [
across all slides in the presentation. You
can even play media continuously in a loop

until you stop it by setting at Animation ‘ Start With Previous

Pane.

INSERTING SOUND

i, Clip Art Audio...

Record Audio...

Pm"‘ Pane - X

2 3% Title 1: Power ... []

Trigger: JOGETPLL.MID
| 1> JoceETPLMD D>

' Start On Click

o |

@&  Start After Previous
Effect Options...
Timing...

Hide Advanced Timeline

Remove

COMPUTER APPLICATION n

|
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6. If you want set the sound to start and stop playing at certain slide, click Effect Option.

13k Title 1: Power ... []
2Z% Title 1: Power ... []

| Trigger: JOGETPLL.MID

1> JOGETPLLMID [>

Start On Click
Start With Previous

@®  Start After Previous
Effect Options...
Timing...
Hide Advanced Timeline

Remove (

7. Play Audio dialog box will appear as shown below. Set at the start playing and stop

playing part.

Start playing
® From beginning
©) From last position

@ From time: seconds

Stop playing
© On dick
© After current slide

@ After: slides

Enhancements

Sound: ITNO Sound] [~} @

After animation: |Don't Dim (=]

Animate text: | [~

[al

=2 ' = e
=1 % delay between lsters
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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 videg
or audio files, you can optimize the media files for compatibility. This makes it easy to share
your presentation with others or take it with you to another location (perhaps to use 3

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.

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 i

option will appear. Run the Optimize for Compatibility command.

b Save ; ]
Bl e Information about Presentationl
e
&5 Open Optimize Media Compatibility
£ Close '@ Are you planning to deliver this presentation on another computer?

Optimizing media compatibility can improve your experience,
1 media file can be optimized.

About media compatibility

Optimize
Compatibility
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' “’Zﬂ PRINTING

a E ¥ ¥~ 5 "UB. rosoft PowerPoint (Tri
e =i - i S ;.*»’., -,n_~~=v-=i IR v T o
1 File Home Insert Design Transitions Animations Slide Show
I save )
Print
B save s ' o
Copies: 1
Open :
= Print
' Close CEsasaniy 3
Info Printer 7 ‘ 3
.7 Send To OneNote 2010 ttings
w
Recent Ready = Print All Slides
i & = print entire presentation

Printer Properties

New Siides
" . | PrintAll Slides
Set‘tlngs = Print entire presentation
Zm —. Print Al Slides - .
| = Print entire presentation E A ik

| Save & Send N
Slides:

Help [ Full Page Sides @

Only print the current slide

Custom Range
Enter specific slides to print

3 ‘ Print 1 slide per page
2] Options

r=e—. Collated
B3 Exit %oae b7

=123.11.23 123

. Color -

Edit Header & Footer B¢

Click the File tab.
Click Print command.

Under Print, in the Copies box, enter the number of copies that you want to print.

Lol

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:

iv.
Paper.
v. To increase resolution, blend transparent graphics, and print soft shadows in your
print job, click High quality.
[} print Layout
.m e
~
\o|| 4 5iides Vertical & Slides Vertical 9 Slides Vertical
i7! FErame Slides
(=il
Scale to Fit Pape @
» High Quali
( 6(v) ) p High Quality
Print Comments and Ink Markup
D Full Page Slides <
Print 1 slide per page
7. Click Print.

To click one slide on a full page, under Print Layout, click Full Page Slides.
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.

To print a thin border around your slides, select Frame Slides.

To print your slides on the paper that you selected for your printer, click Scale to Fit
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6.2 EXAMPLE
e =

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
Content
Number

1 Title: Myself

Subtitle : Your Name

2 Title : Everything about your name
Text :

a. Myself

b. My Father

¢. My Mother

d. My Video

3 Title : Myself

Text !
= I B 11 (o o] [ R S B e
P, oY el o) o e SO
c.  Ambition L p——
d. Hobby O S B R
e. Email address : ......conmuinmummmmmmmones
f. Like T e—
g. Dislike i e R el e i

4 Title : My Father

Text:
ay | Datelohbirthis il il TR S e
P Blace:at IR 1000 L s
c. Hobby Rtk e P e et

d.. TOCCUPATION. "1 ..covmimisasamnonssrainasssserismsiseinss
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.

4.

W ® N @

Text :

c:

5 Title : My Mother

a.

b.

d.

Daterofbirthls s s i L R S
Placelof:birthimG:. S 8E il it R 9 S
Hobby TR AT R T s

Occapation 7 eaiRes BT eSS

=

6 Title : My Video
Create a duration of 1 minute video about yourself and insert

into this slide

Insert a suitable picture in each slide.

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.

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.

Apply a different theme for each slide.

Apply different transitions for each slide.

Apply an animation in at least one object in each slide.

Create duration of 1 minute video about yourself and insert into this slide.

Optimize your media files for compatibility.

Save the document as “Myself_your matric number” into your datastorage.

Example: “Myself _06DKA10F1001”
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EBS 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.

e
|

New 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.

Table Picture Clip Screenshot Photo
v Art . Album

Tables | Images

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 MySelf.

Go to the Insert tab and click on the Hyperlink command.

e ity Sy

| Design Siide Show

BEP2d @

ip Screenshot Photo @ Shapes SmartArt Chart = Hyperlink Action
rt - Albumv A H

Images i Tustrations Links

Insert Hyperlink dialog box will appear as shown below. Under Link to, click Place in

This Document. Select the destination slide 3 and click OK.

Select a place in this document:
+~ First Slide

- Last Slide

- Next Siide

- Previous Slde

&- Slide Titles

;6. My Video
- Custom Shows

[ show and return

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.
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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 |

® & Audio from File...
Clip Art Audio...
Record Audio...

=

Start With Previous
@  Start After Previous
Effect Options...
Timing...
Hide Advanced Timeline
i Remove

| L

Play Audio dialog box will appear as shown below. Set at the start playing from

beginning and stop playing after 6 slides = click OK.

After animation: | Don't Dim

f
Animate text: i

s
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Step 5: Apply a different theme for each slide.
Click at the first slide.
Click the Design tab.
Choose one of the theme = right click at the theme = select Apply to selecteq
slide.

Continue step ¢ to the next 5 slides.

App'y to All Slides
Apply to Sded:dsua

Add Gallery to Quick Access Toolbar

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.

Home Inset  Design | Transitions | Amimations  SiideShow  Review  View

O s a8 @ &8 0 @ &1 @ |

Push Wipe Reveal Rnndon Bars Shape Uncover Cover

Tunstmnlol'htssudt
<<<<<<< R TR R T S T B D Ce e I

Continue step ¢ to the next 5 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.
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Click the Animations tab and select one of the animations to the text.

| Drawing Tools |

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 |

-

@ WVideo froni File...
Video from Web Site...
Clip Art Video...

Insert Video dialog box will appear as shown below. Select the video and click Insert.

Documents library
Includes: 2 locations

Tools v [ dnsen o] [
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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
‘l Compatibility j

Optimize Media Compatibility will appear as shown below. After complete click

Close button.
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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.

Named your file = Find datastorage directory = click Save.

New folder

(@] Microsoft PowerPc 4 Documents library
Includes: 2 locations

Bl Desktop :

‘b' Boakticis Adobe PDF Bluetooth Folder
% Recent Places

i Librasi
@Documens
& Music

- movie

File name: Myself 06DKA10F1001
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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 ap

advanced presentation. In this part, we will use Photo Story 3 for Windows.

i 6.4 EXAMPLE
&,

i
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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m uTorrent
M Acobe Brdge CSt

[ Acobe Devics Contral €34

& Acobe Drive 54

& Acobe BExendScript Toolkit CS/ |

8 Acobc Excnsion Managcr CS4 |

e it Open Photo Story 3 from start menu.
Acobe Reades 9 |

© Detauit Progiems

@ Desktop Gadget Sallery

&l DigalPersona Personal

P Ucwnioad Accelerator Plus (DAP)

€ Windows Media Certer
4 Bak

et e

A v fry. You G S e o 4237 018 ety of wavs.

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.

Note: If you import a
second batch of

R - : = photos, these will be
To edit pictures, select the picture and then click Edit. acklilat thaiend it

It also can do crop and correct coloring etc.
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e ey = |
Add a title to your pictures |
DI PUNCAK GUNUNG = R [

LEDANG ,

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.

Tip: If you want to have a
title photo at the beginning

Effects can be added to photo at this step. of your story, it might be a
good idea to have a blank

pictures and customize moticn 5

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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Add background music

Select music from files. Click preview to check
before go to the next step.

- P {

3
- 53|
R O R ) PRl S

e Bt et Gi's

What do yeu weat tn de with your stery?

Your story will save in ‘My Videos’ as .wmw file,
or you can select another location.
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Completing Photo Story 3 for Windows
b 7\ ¥

Completing Photo Story 3 for Window

To playback your story, click View your story. |t
will play in Windows Media Player.

9

Finally, save the project. If don't, you will lose

your work before.

MAINTAINING PHOTO STORY EDITING

When you begin a new project Photo Story maintains many of the settings from your

previous story.
This makes it easier to create multiple stories.
The settings maintained include the folders 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.
.pic 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

b 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.

Open MP3 Cutter software and it will
show main menu interface
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" MP3 cutter

Set the start position

Track Controller

™ Total track time NA for media file
l Time remaining  NA

Teeaapey Set the end position
Open media file : : i for media file
Current duration 0 W “

Play the media file

Bty selectiag) selection

P|ay/pa use media Start position

Save the media file
selection

file Engl position
/i\gih
Duration menu 7/

for media file

Stop media file

Volume Controller

Select new media Exit MP3 Cutter Menu
file

MAIN MENU INTERFACE

Lookin [ 201 -] eBgE
@ 2] 0. 5712 feat Charly angels - Alu padamu (CD RIP-CLEAN) (ST 12 Feat Charlys angels - Al
&} 6ixth Sense-Menyesal (1) |

MyFRecent | 5 Anuar Zain - Sedetik Lebh
Documents ﬂnﬂah-cl«}myu
@ ) KRU - Jangan Lafazkan
=] Mely Goeslaw - Kembalian Lagi Senyurmku

wa 3.?:;:0:2;';;,%“ . -To start your project, click on Open.
b 3;&5*
- Biarkan Jatuh Gnta | s 3
UL iy - Find the folder that you save the media file.
4] 5T12 - Cinta Tak Harus Memilii |
? ) 5T12 - Jangan Pernsh Berubzh |
| ot g5 » - Choose the media and click open.
Fie name: l j Dpen l
MyNewok  Flesoftpe  [Audio Fies ("mp3) =~ Concel |
D ™ Open as read-only
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Total track time |
Time remaining ‘;
]

Track Controller

e, e

Time elapsed
[T
Current duration of —_—
media file i E T TR .,_w__
Start Position of media /&d o i ﬁﬁ sz
| i
End position of media file

Length of selection

DURATION MENU

N —

[ s T B R T ST e |
! e |
i |

- Total wracktime 00:00:00
Time remaining  00:02:13 i
00:02:13

| == = =

Time elapsed

Current duration 133.284678

| Start position

End position

e — )

. X aa:snzfud;iy'wb;pd;n(d;ﬁ}ﬂsm)(sru

* [o oot Serve Moryesa (510201 5534EAn
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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 consists of
importing media such as video, pictures, audio, or music into the program and thep
manipulating these same elements to create a specific product. The interface is designed tq
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.

% Ontitled - Windz

Fle Edl Vew Toods Op Py Hep

DAH 9 O Breds | Coecions [ Colectons 5 e m

Move Tasks Bl Orag 2 ciio and drop € on the storyboand below

1. Capure Video (&)

Caphure from video device
Import video

Movie Making Tips (%
How to capture video

How to edit dips.

How to 34 ttles, effects, fransitons.
How to save and share movies
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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.

% Untitled - Windows Movie Maker
: Fle Edt View Tools Clp Play Help

‘DAH 9 O [ Bress | Coectons ' Collections 82 &G
¥ Open froject.., G0 Titles and Credits. .
b Sove Propat Cubes )
= - (3 video Effects
&)} video Transtions

Detais Options.
i Arrange Icons By » - %
iz et ) Py G0 Spaceber ‘
| ®) 200 e
Setind Trm Pt ChShis0 (%) Play Tmelne W

o Quiel ) Back  CulsARHLE Arrow
() Formard CreaRRIHE Arrom
() Previnus Frame Al Left drrow

ke Lt Chieshétes
t ) Nest Frame  Ak+Right Arow

d”m PN LY B R T T
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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 i
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 vieweq
from its extended length in minute increments or narrowly focused down to tenths of
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.”

Q0 » | T show Storyaoard

=M Dragm: .. to the timeline tu ..~ making a movie.

T S EAEEASEANIBNNNASIRRIREEIESR

Transition

Audio

AudiofMusic

Title Overlay

TIMELINE

STORYBOARD
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MOVIE TASKS, COLLECTIONS AND MONITOR

Below is a graphic of Windows Movie Maker's 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 movie making process from start to finish. 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 user’'s 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 hottom of the window (also along the top of
the timeline/storyhoard} user can play, stop, forward, or rewind the movie (or manually use

the seek slider}, split a clip or capture a still image from videc.

Movie Tasks Collections Monitor

Cerctiom Horwse 1 wwset setilind son lord B e (37
a3 widnn - miee daheny b

Seek slider

.....

Split clip
. Take picture
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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 Movije

Maker.

i To create a new project,

Select the New Project command from the File menu.

B0 Untitied - Windows Movie Maker

Edit View Tools

B new Project Ctrl+N

[ } Open Project...
I save Project
Save Project As...

ii. To save the project,
Select the Save Project As... command from the File menu.

9. Untitled - Windows Movie Maker T3
Edit View Tools Clip Play
[] New Project Ctrl+

(¥ Open Project... cirl+0
I save Project Ctrl+S

Save Project As...
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iii. In the Save As window use a file name that user will remember.

Then click the Save button.

Save Project As ? X

Savein: | 9 My Videos ¥ o2 @E-

My Computer \)

<' File name: | Tutorial] _>_ E
My Network | Saveastype: | Windows Movie Maker Projects (" MSWMM) [w]

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. This
process is done by attaching the video camera to their computer, with a special USB cable |

(which usually comes with the camera on purchase).

CHAPTER 6 — PRESENTATION AND BASIC OF MULTIMEDIA BPAE]



’J—_’—————_i

COMPUTER APPLICATION m

i In the Movie Tasks Pane,

Select Capture from video device.

B Untitled - Windows Movie Maker
File Edit View Tools Clip Play

DEH 9 O |

V

1. Capture Video )

< Capture 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.

Video Capture Wizard: Acer OrbiCam

Captured Video File
Enter information for your captured video file.

1. Enter a file name for your captured video,
—#ETUW j

2. Choose a place to save your captured video,
iBMdeeos
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iv.

Select Best quality for playback on my computer.

Then click Next.

Video Capture Wizard: Acer OrbiCam

Video Setting o=
Select the setting you want to use to capture your video. The capture setting you select
determines the quality and size of the captured video.

—ﬂ-b® Best quality for playback on my computer (recommended)
Use if you plan to store and edit video on your computer,
Digital device format (DV-AVI)

Use if you plan to record your final movie back to tape

O Other m » Video for Pocket PC (218 xbps)

Learn more about video settings.
Setting details Video file size
File type: Windows Media Video Each minute of video saved with this setting
(wmv) will consume 3 MB.
Bit rate: 512.0 Kbps
Display size: 320 x 240 pixels

Frames per second: 15

Disk space available on drive C: 26.93 GB

Click the Start Capture button.
Click Stop Capture when it is done.

Repeat this step for multiple clips.

Video Capture Wizard: Acer OrbiCam

Capture Video
Click the Start Capture button to begin capturing your video, You can capture one or more
Steps: Preview:

3. To capture another video dip,
repeat steps 1and 2.

Video captured:  0:00:00
Size of video file: 0 KB
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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, photographg,

audio or music into Windows Movie Maker.

Movie Tasks
Click the appropriate link to
import video, pictures,
audio or music.

Import audio or music
2_ Edit Movie

3. Finish Movie

STEP 3: SPLITTING THE VIDEO CLIPS

i Drag and drop the clip into the timeline.

ii. Click on the Show Timeline button.

Fie Edit View Tools Cip Play Hep

RAE V- - [Ermifc&m |68 Have u ever studied so hard ke this (1) Mz o

S — T i 7?‘5&6‘,_‘?,&‘ e oo
Movie Tasks P8 Drg 2 cip and drop @ on the storyboard below.
1.Capure Video @ S

Capture from video device

Import video

Import pictures

Import audio or music
2_Edit Movie

©

How to add titles, effects, transiti

s b a3 shvare mesiar

BA AR
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iii. Place the cursor where user wants to split the clips.

iv.  Goto Clip and then select Split.

BA&a @G

0:0050.00 0:01:00.00 0:01:10. OU A

Audio/Music

Title Overlay

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.

: Fle Edit View Tools Clip Play Hep

mawmwmlmmmmmmmad b

1.¢ Video )]

p

Capture from video device
Import video
Import pictures
Import audio or music
2. Edit Movie ®
Show collections
View video effects
View video transitions

Make tities or credits

Make an AutoMovie
3_Finish Movie )]

Movie Making Tips @

How to capture video
How to edit dlips

How to add titles, effects, transitions
How to save and share movies

Bow Tie, Horizontal Bow Tie, Vertig

P o™
S
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STEP 5: SOUNDS, STILLS AND 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.

B untitied - Windows Movie Maker
Fie Edt View Tools Cip Play Hep
D&RH B - iarm'n?cduﬁm | Faling Model (3)

o — '.?L"«-'_‘i'm‘ﬁiuﬂ‘—:‘l : -
L3 Drag a clip and drop & on the timeline below.

pe
Bk

Axl's - Andlai Dapatku Eagles Cakfornia Metallica - The Memory
Undurkan Masa Remains

Movie Tasks

1. Capture Video &
Capture from video device
Import video

Import pichures

Import audio or music

Save to my computer
Save to CD
Save to DVD
Send in e-mail
Send to the Web
Send to DV camera

Drag the audio file to the
Audio/Music track

Movie Making Tips (&)

How to capture video
How to edit dips

How to add titles, effects, transitions
How to save and share movies

................................................................

.................................................................
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iii.  Video effects can greatly enhance a video clip.
To apply an effect,
Click on Tools on the menu bar,

Then click on Video Effects.

| vid, .ﬂmﬂ!ﬁ“: N e N P e R S TR B SR Wy Y T T T TR St
N

1.Capture Video (&)

Capture from video device
Import video

Import pictures
Import audio or music

2. EditMovie  ©
3. Finish Movie ®

Easeln Ease Out

Save to my computer
Save to D
Save to DVD
Sendin e-mail
Send to the Web
Send to DY camera FadeIn, FromBlack ~~ Fade In, From White Fade Out, To Black Fade Out, To White Fim Age, Od

Movie Making Tips @
How to capture video

How to edit dips

How to add titles, effacts, transitions
How to save and share movies

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.

B A2 & S 9 (® I show storyboard

___ 0:0030.00 0:00:40.00 0: 00

Video ©

Audio/Music

Title Overlay

Ready
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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.
it Under the Finish Movie menu,

Select Save to my computer.

: File Edit View Tools Clip Play _

®

1. Capture Video

Capture from video device
Import video

Import pictures

Import audio or music
2_ Edit Movie ()]
3. Finish Movie )

< Save to my computer >

Save to DVD

Send in e-mail
Send to the Web
Send to DV camera

Movie Making Tips @&

How to capture video
How to edit dips

How to add titles, effects, transitions
How to save and share movies

ii. Type a name for the video file

Then click Next.

Save Movie Wizard

Saved Movie Fie
Enter information for your saved movie file.

1. Enter a file name for your saved movie.

ﬂ\hdeoﬂml

2. Choose a place to save your movie.

859 my videos (Browse....]

e —————— o e ——————————————r e ey ]
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When it has finished saving,

Then click Next.

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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POLYTECHNIC PORT DICKSON (?‘3
POLITEKNIK DEPARTMENT OF MATHEMATIC, SCIENCE & COMPUTER

SESSION: JUL 2012 mam{{omp

©

P

LABWORK 1: INTERNET (CLO 2)
(1/2 HOURY)

INSTRUCTION:

1. Define what is the Plug-ins?

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 /6m

LABWORK 1 - INTERNET
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20 ok DEPARTMENT OF MATHEMATIC, SCIENCE & COMPUTER
S SESSION: JUL 2012

LABWORK 1: INTERNET (CLO 2)
(1/2 HOUR)

4. List FIVE web browsers and state their developer.

5. Give SIX ethics in using Internet and describe each of the ethics.

Ethics Description

f)
/12m

LABWORK 1 - INTERNETm




b

PORT DICKSON
b
(=}

P

LITEKNIK

POLYTECHNIC PORT DICKSON
DEPARTMENT OF MATHEMATIC, SCIENCE & COMPUTER
SESSION: JUL 2012

INSTRUCTION:

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.

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 lvy League, and

Stanford University.

Apply the following formatting to the text above:

a) Justify all the text

b) Set the line spacingto 1.5

c) Bold the word “facebook”

d) Header: “Student’s Name ”

Footer: “Registration Number”

Apply suitable bullet or numbering for the items below.

Some of Facebook features:

a} Usernames

b} Friend

/2m
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LABWORK 2: WORD PROCESSOR (CLO 3)
(1 HOUR)

¢) Status updates

d} Like

e) Notification

f) News feed

g) Chat

h) Poke

i} Photos / S5m

j) Message and Inbox
5. Choose and insert some graphics to represent the article. /2m

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 /6m
7. Lastly, save the document as “Labwork2_(your matric number)” .
/2m

Example : Labwork2_DTK12F1001

LABWORK 2 —WORD PROCESSOR“
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®

2 EKNIK
SESSION: JUL 2012 mam {(omp
LABWORK 3: SPREADSHEET (CLO 3)
(1 HOUR})
INSTRUCTION:
1) Open a blank spreadsheet, key in all data / information as below into all cells.
__|AHMAD FRUIT SHOP | a
_|Purchases And Sales OfFruits | | R
NUMBER OF NUMBER
PURCHASES SALES FRUIT'S
W || " s PUR?&’;‘SES PRICEKg | OF (Sk';)LES PRICE/g | STATUS
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  |MANGOSTEEN 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
N TOTAL / 5m
|
2. Build the following formatting procedure to worksheet :
e
a) Apply a border as shown above.
/ 1m
b) Format the title (AHMAD FRUIT SHOP) and {Purchase and Sales of Fruits) alignment /1
m
to center.
. o ———,
c) Insert a new column after PURCHASES PRICE/kg and named it as TOTAL PURCHASES /2
m
(RM). . S
! / 2m
d) Insert a new column after SALES PRICE/kg and named it as TOTAL SALES (RM).
)
. / 2m
e) Apply shading to column TOTAL PURCHASES and TOTAL SALES.
e
N
f)  Merge or split cells as shown on the table. /2m
N1
)
g) Align cells content. /2m
S
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LABWORK 3: SPREADSHEET (CLO 3)

(1 HOUR})
3. Apply in formula to calculate all below:
a) TOTAL PURCHASES of each fruit. /4m
B
b) TOTAL SALES of each fruit. /4m
;-hj
c) Total for TOTAL PURCHASES (RM) and TOTAL SALES (RM). /3m
d) Use the formula of IF to find out the status of each fruit either SOLD OUT or /
7m
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 Format Cells dialog box. Select the Currency category and then select /3m
the RM symbol and decimal places : 2
S 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:
e
Chart Type: Column /2m
e e )
Chart Sub-type: Clustered Column. /2m
o
—_——)
Chart Title: “Ahmad Fruit Shop-Number of Purchases & Sales” /2m
Category (X) axis: FRUITS /2m
Category (Y) axis: KILOGRAM /Zm
Legend Placement: Bottom /2 m

LABWORK 3 —SPREADSHEET [iis]
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a SESSION: JUL 2012 mam§(omp
LABWORK 4: PROJECT MANAGEMENT (CLO 3)
(1 HOUR)
INSTRUCTION:
1. Startanew blank project by selecting MS Office Project. /2m
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 gty
Ancillary Processes 10 hours /7m
T Ty
3. Edit Task 9 (Coating) to the name Packaging. /2m
e
4. Insert a blank task above Task 5 (Annealing) and enter the new task /3
m
Internal Treatment, Duration: 6 hours.
N
5. Edit by moving the task Glass Production Process above the task Batch Mixing. /3m
S—
S
6. Locate Task 2 until Task 12 as a subtask of Glass Production Process. /3m
, I ——
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10.

LABWORK 4: PROJECT MANAGEMENT (CLO 3)
(1 HOUR)

Use Link Tasks command to link all the tasks.

Enter a Milestone task for Inspection Equipment.

Insert the task below in the Resource Sheet:

Resource Name Type Initials
LABOUR Work L
COLOR Material @
GAS Material G

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, COLORI[1]
Furnaces
Forming Processes LABOUR
Internal Treatment LABOUR, GAS[1]
Annealing
Inspection Equipment LABOUR
Labelling
Packaging
Coating
Ancillary Processes LABOUR

/8m
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&) 2PoLmERNIK DEPARTMENT OF MATHEMATIC, SCIENCE & COMPUTER
[ SESSION: JUL 2012 lllmf(omp
LABWORK 4: PROJECT MANAGEMENT (CLO 3)
(1 HOUR)
11. Save the document as “Labwork4_(your matric number)”.
Example: Labwork4_DTK12F1001 /2m
12.  Print screen the item below and save it in the MS Word document:

a) Gantchart /3m
b) Report : task New_o o E L
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POLITEKNIK P
= SESSION: JUL 2012
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.

slide slide Title Content
Number
i Introduction Presentation title and your name.
2 Chocolate Info A brief description about the
chocolate.
3 Chocolate History Information about history of
chocolate.
4 Chocolate Types List at least FOUR types of chocolate.
5&6 Chocolate 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.

/16m

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.

/10m

/10m

LABWORK 5 — PRESENTATION & BASICS OF MULTIMEDIA
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LABWORK 5: PRESENTATION & BASICS OF MULTIMEDIA
(1 HOUR)

Design the presentation slides as creative as you can by applying animation, slide /10
m
transition and timing to the presentation.

5.

6.  Save your slide as “Labwork5_(your matric number)” into the folder that you have

. /2m
make earlier.

LABWORK 5 — PRESENTATION & BASICS OF MULTIMEDIM
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PROJECT (CLO 3)

INSTRUCTION:

i I8 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

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:
= |ndex
= |ntroduction Of Malaysia
= Introduction Of State
= |Interesting Places
= Tips of traveling

= QOther relevant information

PROJECT 234-
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b)

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

Brochure
i. By using Microsoft Word you are required to produce the brochure for the FIVE (5)
most interesting places you have chosen. One brochure for one place.

ii. Three-fold brochure.

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 WAL
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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.
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