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CHAFPTER 0 Basic Operation

0.1 Mouse W 3
0.2 Mouse m%ﬁ:l -4
0.3 Mouse ceoogi€obe (o) -4
ga Ageiphe 2
0.5 Program eogadafooubadobucd -8
0.6 Mavis Beacon Teacher Typing caeo}igfges -9
0.7 Turn Off Your Computer -16
0.8 Restart Your computer -18
0.9 Sleep -18
CHAPTER 1 Using Windows 7

1.1 Windows Destop %eppts -20
12 Desktop Background -21
13 Windows Color and Appearance =22
14 Date And Time -23
1.5 My Computer -24
1.6 File 1o Copy cpeiats 27
1.7 File g0} caepagafptigts -28
1.8 File qptof :a05efpsts -30
19 Taskbar oo 31

CHAPTER 2

21
23
23
23.1
232

233
234
24
25
251k
2.6
2.7
2.8
29

The Basic

Starting Word =34

Typing The Text evofoS6om0ud -37
Editing The Dwummt%ﬁmﬁmu@% -38
Screen Movement Key (Insertion Point G&%l] -39
Select The Text anoaw 41
One Word eaipoboaf Select apbfghs -41
Multiple Words ecrnigqpscf} Select cpbigts 42
One Line m&%&ménﬁ Selecmi&gm 42
Multiple Line oxafpppfigpiof Select cpffgts 43
One Paragraph W Select 0?55& -43
Whole Doc ﬁrﬁwmvﬂmﬁoannﬁc%m% Select :\35551 -44
Delete The Text mn-ﬁnﬂﬂ&qniu% b
ndoyffjmangSc} oo 0
Saving The File 86354564 47
Saving File With New Name Wmﬁm@t -51
Save i Save As ngoﬁalqnﬁ -5l
Closing The Flhw
Creating The New Document um&ﬁm&aﬁansacmﬁﬁl
Opening The Old Fllewﬁg%&

Exit The Microsoft Word ::Erﬁg)gf:a -55

CHAPTER 3 Editing & Formatting

3.1 Insert The Text oy$3olencogspboonSiats -58
32 Replace The Text encopafzmeniciciaguSfs -58
3.3 Move The Text MW -59
34 Copy The Text O)ﬁaaa?n%m (Copy nztﬁ& 60
35 Correction Signs oscbaneoacfrpifmmeyigiats 63
3.5.1 Run On ex@3cdiEges -63
3.52 New Paragraph 0385358 -64
3.53 Leave a space (space) poafges -66
3.54 Close up Word (space) E%ﬁﬁ: -6
36 Font Box ox‘ﬁarl uEaEuEEI -68
3.7 Font Size Box cooSequaaguSmenicptafats -70
38 Style Buttom cuﬁeq: Style akptefgés =T
3.9 Alignment eoeoedats -73
CHAPTER 4 Proofing & Printing

4. Spelling and Grammar Checking (o>cptccigEaodagiobgts)- 78
42 Print Preview (Print vapo508 Bfo30ats) -79
43 Setting the Margin (sosnq€ncBimcapaySis) -81
44 Printing the Document (eogobeopo} PrintagoSfgs)  -82

CHAPTER 5 Creating Graphie

5. Creating Word An{m@ﬁ%@ﬂ@] -5
5.2 Resizing Graphic (excgsgolqy 4, [58) 91
53 Moving Graphic (eveedciiag [58e) 91
54 EthTcxi{m@%] 02
55 Format Graphic (eo0jsgofoékEes) 93
56 Deleting Graphic (exc3s5o8q05gE) 96
57 Inserting Clip Art (§aop0} adlaopbiEs) -96
58 Editing the Graphic (§ecp0} [5EEE) 08
CHAFTER & Meed To Know More

6.1 Iﬂmﬁﬁmnngowﬁ%ﬁwtm
2 Zoom St

6.3 Border and Shading aomEacigls ¢& npnﬁanﬁ&meﬁnm
6.4 Bullet and Numbering (Bullet cndfgfs o€ §icbongls) -1

6.5 Bhroscpotolic} ocdbqeants -112
66 .. e scpmobs -116
CHAPTER 7 The Basic

7.1 Starting Excel -120
72 Moving Cell Pointer (Cell PointeragjgBs) 133
73 Type of Data (mqebacochuypifodeopdfhs) -123
T4 Enlu'inglheText{ummFW} -124
7.5 Entering the Number (ocn§aqpifioboopifts) -125

1.6

1.7

7.8
19

7.10
7.10.1
1.102

7.11
7.12

7.13
7.14

.15
1.16

Entering the Formula and Functions (Formula :Qlﬁoarﬁqogﬁﬁl}
=126

Type The Following Speradsheet And Perform The Calculation

-131

Smart Copying by Dragging (8=3¢:a¢ wﬁqﬁa] -132

Changing Column Width/Row High

(Row ,§ Cﬂlumnr%i i}ﬁ&}

Auto Fill (32c332603p0580568)

Number Fill oS sefonscp oSSR
Time, Date, Month and Other
(fprmcfrpbinapapifgRts

Saving the Spreadsheet {%&)35:@5:}

Saving the Spreadsheet With New Name

[Qﬁpuémﬂwlg&}

Closing the Wurkshee:{.‘tas&a%oﬁ&;

-133
-134
-134

-135
-136

-136
-137

Creating the New Worksheet (e2go5ma08cnbgabeomtigty)

Opening The Old File (8€comtfgsatiats)
Exit The Microsoft Excel cdgf3$ogob{ats

-137
-137

-137

CHAPFTER 8
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83
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85

8.6

87
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89
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Editing & Formatting

Select the Range of Cell (Cell ogofigpio Select cpBfaEs) -146

Select the Entire Rows / Column

[Ruwm&rn}n Column mﬁgn?lo? Select nrﬁ@&]n =146

Select the Whole Worksheet

{Sheet cabpagin? Select QESEEIJ -147
Copying / Moving the Cell (18gigEsgfopepagely)  -147
Erasing the Cell {qgoSu8gEs) -149
Deleting Rows / Column

ﬂRnwsuaal Column aaan%‘r&:sﬁfd} -149
Inserting Rows / Column

{Rawsﬁug Column Gaatﬁcnﬁo?ﬁ&] -150

Changing the Row Height Column Width Exactly

(Rows 6oy Column aaacﬁe%%-ﬂi 3 -151

Changing the Slyi\:{StylcuB)E#r] -153
Changing the Fonts and Appearance (Font mgt%} -153
Formatting the Number (Number Gaarw:] -154
Quick Formating (§ffooe W; -156
Changing the Alignment (Alignment qpr3fgE) -156
Horizontal Alignment I“w Alignment qﬁ@}-li?

Vertical Alignment (6#c8c53503Es Alignment g -158
Centre Across Column (Column %mﬁ%: -158
Adding Burd:r{o.:msocc@l =159
Adding Patiern (Pattern/Color acpfypbaapbts) -160

CHAPTER 9 Charting

9.1 Creating a Chart - 0qd80o6g0§cets -164
9.2 Editing the Chart (c§e8omqpef§lgERes) -165
CHAPTER 10 Printing

10:1 Print Preview the Worksheet -174
10,2 Setting the Page :mﬂrﬂ Setting %%El} -175
103 Setting the Margin -176
10.4 Printing the Warksheet (Print cocS(gés) -177
CHAPTER 11 Database

11.1 What is Database / -182
11.2 Field Name and Record -182
113 Sorting the Database (wgyeSmcocSepio? Soobifgly)  -183
CHAPTER 12 C’l}m\-’nBuruE&'

12.1 Nero Buming -188
12.2 Data CD/DVD [gopbfgts -189
123 Audio CD [geobfas -193
12.4 Video CD [jeqSiges -194
12.5 CD/DVD Qom@: -199



