COMPUTER APPLlCATIONS IN

Word | PowerPoint | Excel
Access & Publisher

CEE2T

>

"Plus Support Files

umm'Av,.\ Revised by:
Kichol Shadract Enoch Kaggwi Mparice Kumakech Micheal

KT Dept-Seeta High School ICT Depl. Seeta High School ICT Dept. Uganda Martyrs 5.5. Namugongo
fsc. Computer Sciencs Bac. Computer Scnce MSc. Data Communication &
Makerere Universty Makerere University Sofware Enginesring - Makere Universdty




N 0 0 8

MICROSOFT WORD .....coiiitiieitiiiinnieisinsiss e sissisasiasiss s assassaasssss e s sasassssssssssnssansssssisss sessassssssassnansns 8

TOPIC ONE et ieeiieiiieiieiisiiiiiesie s aa s e s as s sa et as s ta s et s s s s s e sas s ab e asstassasssssstassnssntsssatsnssntsssasansantassasan 9

INTRODUCTION TO WORD ...t e e e e s e e bbbt s e e s s ae s saaans s

WVOFA PPOCESSIIG .......ccoooieeeeeeee et et ettt et e e ettt e e et e et ereaes e
Basic operations of word processing inCIHAe: ................coceeviuriieieeriiieeiiiiisseesisiie s sevsesiis st e s aesens

o v v v

Popular featutres of Word PrOCESSTIZ: .........cooooi ittt e e e
Common Edifing FEATUTES .............ccooouuuiiioiieii ettt eeseaeavensennaeaeeeaneennnennnnne 10
FOFIMAITIIG ..ottt e e ettt en s eanaeaaeeaanisenneeneeeaeesenns 10
Undo and Redo.....................coooi oottt teaaeaaae s ae s ne s aenaennen oo nennnnnnnnnnnne 10
SAVIng @ dOCHIMENT ..................coiiiiiiiiiiieie et ee et ese e aeaeeneneensiannnes. 10
SAVE AN SAVE AS ...ttt e aneaneaeeaeennnenneneess D1
Printing @ dOCHINEINT ..............ccoevvieiesirriisseesinaessssiiassssiisseessssiisseetansaesssstsniasssssinneessnsionseeroniasssssonreess 11
PaGE OFI@IIAIION ..o ettt et ettt e e e e e e e eeeeetanta e e eeeaetannsnnnvnnenes L1
STarting MicCroSOfi WOITA.............c.oeeeiiriiirieesieesiseieesastisseesiastissee s aesssstansasssssinnesssssionseerananssssinienss 12
Creating a Simple DOCUINENT . ...................ccooeiiiiiiiiiiiiiieee et eeeeevniaeneens 13
Exercise 1=1: TVPING EXOFCISO. ..coivuiiiiiiiiitiiiiiieisieeiee ittt st et ee st s eesaaeaabbansa s ssssesansassiassonse 17

8 0 g L T 18

DOCUMENT FORMATTING ...ttt st s n e n s en e e e nrenean 18
FONT STIPIC QI FONT SIZOS ...t ettt sttt st e ettt et as et e s anns s 18
Headers AN FOOTETS................cooovoeiieeiieeiesieseeet et ettt ettt st a s as st s st e s s e e s st sen i aenses 20
Bolding and IHALICITING ................ccocoveviiiericieiiieis ettt es ettt ettt et e ene s 22
PAGO NMUIDETIIG ...ttt sttt et et ess ettt e e s e e e st e aens s 22
TNACIIATION ...ttt ettt et et ass sttt e s e e e ns et sens s 25
US@ Of COIUMS ..ottt ettt ettt et ate st ea e es et a e et s eseanisassan 26
WWAEETTIATK. ..ottt e es et et e st e et st e e e s s enaentesnsan 29

BULLETING AND NUMBERING ......oooiiticiec ettt ettt entanteesseaneatesnnesnnens 42
BHIICIOU LISTS ...t ettt s ettt e et et e e et e s eat e e aat e east et tae s ateeertearnt s anntaesaaasnnasneaas 42
INUINBEICU LISIS ...ttt ettt e et et e e e et e st e e aata e st et tae st teeeetearnt s enntaeasaaasaeesreaas 45
MUIBTEVE] QUITINE LISIS.........c..oeccevveeevieeeeee sttt e ae e s et e eeata et e tae s ateeerteant s ennsaeasaaasaeesreaas 46

Kichui Shadrack Enock — Order the complete set of the book and learn fully: +256709660974/774568543



TOPIC FOUR ittt sssiissssisssiisisssssnssssssss snsssssss s ssssssssssssasssssssssansssnssssssassasssssssssssnnnsss 54

DRAWING TABLES AND FLOWCHARTS ...ttt 54
TNSETTIIG TADIES ...ttt et e ettt ettt e s e e s e bt e san b ee s ene s nantaenane 54
MEFGING CUIS .....ocvviveeeseeee ettt et e e sttt e e e e b e e e e et as e e e s anas e aan s st seneantssara s aansbansaenrns 55
Inserting @ CHP ATT TIAE...............ooveeiiieiriisiistiisieisitesaes s iass e ses st st essss s aaasssessesesssssaraeaeesinsraensans 56
USING @ PEIICHL ...t ettt ettt ettt e eat e e st e nae e e aee 57
TOXT ROTATION ...ttt ettt e s ettt e ean e sas e s ete e nan b ee s nesenan b aennne 59
S0r1ing COntent Of @ TADIE ...............occvvvviviiriisiieieiiiitesies s css e ses st e s sss e aassses e s e s s ara e aeessnnraessans 61
Performing Calculafions 0n the TaDIe.................oocccooveiioiiieeee e 66
FLOWCTIATTS ...ttt et et e ettt et ettt e ettt e e et es 69

GTOUPTIG STUAPES ..o eee ettt e e e s et e et et e e e e et st s e e e sttt e e e e e s e st eaassnnaeseeesassenes 71
Changing shapes 10 1ave doTIed LINES ................coovvvieeiuriiiiinieeiiesiiiiinseesisiii s sesisiine s sssssann 72

0.2 g O N I G 78

MAIL MERGE AND MAILING LABELS ..o ettt et ee e 78
Crearing MAIL JEIGE ..........cccocco oot e e e e e e e e e e e e e e e e e e e e e eesaeaeaenaenns 78
DVATA SOUTCE.......eeeeeeeeeee e e e e e e e e e e e e e e e e e e e e e e eeaasaeeeaeeaenns 80

EDITING MATHEMATICAL EQUATIONS ...ttt et s 89
SUPErSCTIPT AN SUDSCIIPI.........ovveeeeiiiiieeeetas et e ettt e e e e et et s e e e st e ereesaas e s eesassbseeserennnrrnns 89
Usitg MiICrOSOft EQUATION ..........couuuueueiiieeeeeeeee oottt e e e e e n e 90
TADIE Of COMICIIIS ... oottt e e oot e et ettt e oot et te ettt ae sttt s en e e neeas 95
EX@ICISE Gl ...t e e e e e e e e e e et e e e e e e e e et aeenaneaaans 99

g 20 T O N 100
MICROSOFT POWERPOINT ...cooviii ittt sssssssasasisessase s s sss s sessssassssassssssssssssssanssnssanans 100
TOPIC SEVEN ... iiiiiiiiiiiiisteiieiiiis i s sasasss s sse s seseass s s s s s s baasases s sesesss tasssssssssasssstnnssssssnennsssssssans 101
MICROSOFT POWERPOINT ...ttt e aab e e s as n s e 101
STArting PoOWerPOINI PFOGTAIMN. ...........c..ccceeiieeieeieeieeei et e se et e et ettt st nsnsanassasaaaasenens 101
STAC LAYOUL ...ttt e ettt e e s e ettt e e e nsn e e e e enn b ee e enenees 101
INSETTINIG INEW STIAES ...ttt ettt ee ettt te sttt ea ettt st e s e e e s e ens 102
FOrmaiting 1€ SIIUES ................oooeeveeeeiee ittt ettt et e et ee et e et e e e e e e e e aeteeee e eeaete s aeaateeaeastssansasnnnnsannnn 103
THSETTING @ PICIHIC ...ttt et et e e e e e e s s an e e e e e eaaensnnsanaes 105
TNSETIING CTIATTS c.oovvvvveeeeeei ittt et et e s e sttt aeeasas s b s e e satanaesessssasaesasanensnsassnsaraes 107
Adding Labels 10 1€ CIATT .....................ooovvvveivieiieiiieiii ittt sseesaeastesiesseasaasaaasaasasaasaeseraereieeaes 108
LIRETNG STIAES ...ttt et ettt e e e e e st e e ea e e 110
VIEWInG I STIAES ........c...ovvvvveiiiee ettt s et ettt e s e e st et e st a et e s e st e et enanasse e baaesenes 113
Slide Animation And TrANSIION ............cccoovvuiiiiiiiiiiiiiiiiiiiirieis st e s s anne 114
STIAC MASIET . ...ttt ettt et e s e st n e ee e e s e e e nanten e saeeeeasenannnnennen 114
Crearing HYPOIIIIS ...........oooooioeeeeeee et ettt ettt e ettt e e e et et eeaeee e 118

Kichui Shadrack Enock — Order the complete set of the book and learn fully: +256709660974/774568543



PART THREE ... smssssssssens 121

TOPIC EIGHT .o issssssssssssssssasssssssssssssess 122
INTRODUCTION TO EXCEL.......coiireereees s 122
Definition of SPre@dsNeer .................cocovvvevvvieeiesieieieisiiiisisiisis et 122
Starting Microsoft EXCEl PrOZIQN ............ccoovevivvreieieiiiiiisisiiiisisieiessssssssssssssssssssssssesssssssssnssses 122
CellS ANA COll AUUTESSES ..............ccovovveerieeeesiereesissie ittt ss s ssnesnes 123
COUI COMIBNI ...ttt sttt 124
EXCOIWOIKDOOK ... 125
RANGE Of CEIS ...ttt 125
Possible operations 10 GroUPed CelIS...................occvvriivisieiiisee e 126
Navigating around the MS-EXCel’S WOIKSNEE ...................cccocoovvimirniriieieeesseecesse e 126
OFUEE Of OIS ...ttt st 126
EXCICISC 81 ...t bbb 130
EX@ICISO-8=2 ...t 131
EXCICISC — 8od.ooe bt 131
TOPIC NINE oot sisiisissesiisisssssasssisissssssssssssssssssssssssssssses 132
FORMULAS INMS -EXCEL ..ot s s 132
OPCTAIS ...t ettt ettt 132
OPCIAIOTS .......cocvesiveiessieseist ettt ess st s s es s a s s et et s s Rt s st bbbttt s st 132
EITOIS 01 FOTIMUIAS ...ttt 147
EXCICISE =1 ... 150
EXCICISC 9-2......ooooeeeseee ettt ettt sttt et s 151
EXCICISC 923 ... bbbt 152
EXCICISE 9=dl.......ooe ettt 153

Kichui Shadrack Enock — Order the complete set of the book and learn fully: +256709660974/774568543



B 0.) 0 (O I3 N

MS —EXCEL FUNCTIONS ..ottt ettt ettt ste e e e sae e ae e e s sae s s e aessensaestansentaenseneen
COMMOMN FUNCIIONS .....ocovvoveivict ettt ettt e aatss e bessteenteaas s abs et e sea st abesassanssanssanseestensneins
THe SSUMY( ) FURCHIOM .....ccovvovvviiiiricniiiiiisicssiisisiss i nsiss s ssssssssssesasssnssentasssasssssssssanssnssssssassnssssses
The SAVERAGE( ) FHICTION .....cccvvvceiviiivieicisiesii ittt eis st esas s sas s e as st snais s st sassan s e e
TIhe SMAX( ) FUICHION ......cvoovvvveviiiciiieitis ittt a sttt sttt st s ea ittt s ta s s st aesas s ae s e
The SMIN( ) FURCIION. .......c..covveiviiicisieiiieicisiesis it es s s st s eita st s ea s st s ea it st s s s s s st assassar s earas
The SCOUNT( ) FURCHION ..........ccovvvcciviiiiieicisiiiiiiicis s siisseis st s esas st eatas st sraissas s i s ssas s eas e
The SPRODUCT( ) FURCTHOMN ......ccvoceuvviivieicisiisiiicis s siisseis st s esas st s estas st sraissas s s nassssan s saseennas
THe SROUND( ) FUNCHOM ..ottt et e s aes e aeaae et a et ensaassassensaeansasnssenssensan
The TSORT( ) FUINCIION ...ttt ae e
SOFTNG FUlE .....cc.oovvoiieviisiiiicisictsiit st sis sttt st a st s e ea s st aa et es s sa ettt aas s as s beane e nas e ane e ne s
Grouped and SOTTEA AATA ................cocvovviviviiriciisiiissis it ettt ssassts s s as e
The SMODE( ) FURCHOMN .......cc.occiviiiciiiiiiisicisiesis it issitssets st ests st s eaas st s sra s sas s st tsssas s easeensas
The SMEDIAN( ) FURCIION........cccovvceiviiiieicisiiiiiiicissisissiissetssiis s esiasssas s estas st s ssaisssassssassssasseaseensas
The SVAR( ) FURCIION. .......cc.covvveiviiiciiiiitisicisiesis it a s it sets st s eaas st s ea bt st s s s st s st sasas s ae s e
EmDBedding @ FUNCIION. ...........c..ccocovevvieiieisieieiieissiseistesseiesiesaes e asstass sttt ess et st e e asessaassasesae s
EXCICISE J0= 1 ...ttt et ettt et ea e s nt et e et en e e st e te et e et s anneenraenserae
EXCICISE J0=2...........o ettt ettt et et e st e e aa e e eat 2 te et an e et e te et e et s anne et aent e
EXCICISE J0=3. ...ttt ettt ettt et e e sttt e et e s nt e te et an e e at e te et e et s anneeraenterne

.
Mixed Reference
4 v Al T sarrrrr v o s r s o v v s R R R R R R R R R R R IR R R R P RN R AR R F R R P RN R AR PR R TR R R AR R PR R R PR AR R AR
.
Exercise 11-1
-
. P P

.
Exercise 11-2
-
. P
.
Exercise 11-3
-
. - O

Kichui Shadrack Enock — Order the complete set of the book and learn fully: +256709660974/774568543

170

176

179

180

200



TOPIC TWELVE ... s s e s e e s e s e ane e 201

CREATING CHARTS ..ottt e e tee e et ee e et e e e st e e e e tn e e e e ete e e aeasnaaessntaeensneesnnsneeeanrnees 201
O CTIUATT ..ot e e et a e e e se st ae e e e s sttt e e s s s ntns et ee s bntnanesseannsnrnnees 201

A chart in its oWH CRATT STEEL ........cccccovvviveveeeeeciii et resrt e s s aa e st ssnaaesea s anreeanes 204
Bar @nd Pie CIAFT.............ueeeveeeee et e e e ee ettt eteee e e e e ettt e e e e eaeeaeteastan e saaaneaaeeessssnnsnnenns 207
XY (SCAMEr) GPAPIL ..ottt ettt ettt et e e s et 209

g e e 1 P S 212
FEXOTCISE I2=2 ettt ettt e e e e e et e e e e e e e e aae e 213
TOPIC THIRTEEN ...ttt sssssssesssssssessssssssssssassssnssssssssnssnsssssessssassassssasnssns 214
THE IF() AND LOGICAL FUNCTIONS. ... oottt senire et ssrnan s s sessnaes st aessrnasssssesensnnes 214
ComparisOnN OPEFALOIS ..................ccovooeeiieieeeeeee ettt s aenens 214
Making SimpLe DECISIONS ..............cooueeieeiiiiiiiiiee ettt ettt et a e e e e e e e e e e e 214
LOGICAI FUNCTIONS .....oooooeeeserveee et eesevee ettt e e et ta e e s e st e ta e e e s s sttt e e s e s s bntes bt s ee s bntnaneeseannsnnnrees 220
SUMIF( ) and COUNTIF( ) FURCIHIONS .....cccccceuvueiiiiiiieeieeesssissiesississssiasesssessinnisiiseessssesssm 225
VLOOKUP( ) and HLOOKUP() FHIICIIONS. ......uviiiiieeeeesssiriiiiiieesseesessiissssmnesessssssssmmsimisirrim 229
HLOOKUP() FUNCEION ..ottt e e e e ettt teee e e e e e et et ta e e e e e e e e e aeastnn s aaaeaaaeeesesssnsnnnnnns 232

g R Lot A I T SRS 233

g e Nt 1 AN T S 234
TOPIC FIFTEEN ittt isssiessastsssssssssesisssssiesiessass sasess osesssiesssssasssssnssns onsssssssss 243
PRACTICAL EXERCISES ... ..ottt es et ses et esrn s s e s bn e aas s ans s e e s sbnnaaensrn s eanssnnnraen s 243
Practical EXercise 15— 1 .........cccoivvviveeiiiiieeesiissiisessss et estsaaessssni s essassasanssessssessasnsssaensanssssaesasnne 243
Practical EXETCISE 15— 2 ........oooooi oottt e e e e e ettt te et ee e e e e et stattaeae s 243
Practical EXercise 15=3..........ccooivviiiieiiiiieeesiissiiaessiss e stes s eststassssass s assasss e aaessetsssessasnsssaessasssssaesasnnes 244
Practical EXercise 15= 4 ........oocoviveiiieeiiiiieeesiissiiseisss et et et taesssass st assassaaaessentsssessasnsssaessensssssesasnnes 245
Practical EXETCISE I15= 5 ........ooou oottt ettt e ettt te et e ee e e e e e ettt battaeae s 245
Practical EXerciSe 15-0...........cccoivvviieeiiiiiieeesiiissiisessissestessestttassssssssaessasssasssssenssssessssssssaessssssssnnsssnses 246
Practical EXerCiSe 15=7 .......cccccoriveiiiieiisiieeesiissstsessssesaessestsaassssssss s assasssasasssetsssessasnsssaessanssssnssssnses 247
Practical EXercisSe 15=8 .........ooo oottt ettt e et ettt e e e et ta e s aett e ea s et taeeaennsnanesannne 248
Practical EXercisSe 15-9...........ocovivviiieeiiiiieeesiissiiaessss e saes s estttaesssass s assasssasanssetsssessasnsssaessssssssnnssinne 249
Practical EXercise 15=10)...........c.cocviueeiiiiiieeesiissiiieisissisiassestsaaesssssisaassasssasasssessssessanssssesssssssssssasnes 250
Practical EXercise 15=11 ................ooov oottt e et et e e e ettt ta e s s et e et et taeeaenssnsaesannne 250
Practical EXercise 15-12...........c.cooviveeiiiiiieeesiiissiiseisisscstesseststessssiasssaassasssasasssessssessssssssesssssssssssasnnes 251
Practical exerciSe I5=I3..........ouu oottt e e e e e ettt te e e e e e e ettt aaa s 252
Practical EXercise 15=14d...........ceeeioeeeoeeeees ettt e sttt e e s et a e e s et aae e st e easannesaaneannssnanesasnnes 252
Practical EXercise 15-15..........ccocvivviiieiiiiiieeesiiissiisessissessessestsaesssssssaassasssesasssessssesssnssssesssssssssssasnnes 253
PracticQl EXETCISE I5=T0.........ocoooouioiieiiieieee ettt e e e ettt ae et ee s e e s et sbattaeae s 253
Practical EXerCiSe 15=17.........ooeeeiieeeeeeieees ottt ae s e ettt e e e sttt ae e s st aaeesetsaeeasarnnsaaneannssnaaesasnnes 255
Practic@l EXrCiSe =17 ........ccovueeiiieeeiieesissiaeasiissssssssssestessestsaessssssssaassasssessssssnssssssssssssssessssssssnnsssnses 255
Practical EXercise 15=18...........ceeie oottt ettt e et et e e e e et taesaets e e s ansstaeeaenssnaaesannne 256

Kichui Shadrack Enock — Order the complete set of the book and learn fully: +256709660974/774568543



PracticAl EXerciSe 15=19 ..........oooo oot ee e eetet et aa e e et e e et st aasensnaesasrnteeeaansnsnaannnes 257
Practic@l EXErCiSE@ 15=200...........oooooueeieiieeiiiiieie ettt ettt et e e ettt aas e s seasssaessaaaaesan 258
PracticGl EXerciSe 15-21 ..........ccccccoiveiiiieisiiessiisisiiisssesessassaasss e aas s estssasesss s assensssessssnseseasnsnssraannses 259
PracticGl EXerciSe 15-22.........ccccooviiieieeseeiiiessiivsisiissteaestassaas s e aas s eata s asesss s assen s saesssbnteseasnsnssraannes 260
PracticGl EXerciSe 15-23 .........ccciviiiiieeieeiieess st sttt aesias s aas e aas s easa s asess st aasenssaesssbnteseasnssssraannnes 261
PracticGl EXerciSe 15=24 ..........ccoovoiiiieieiiieessiesis ittt e aesat s aas e aas s eata s e sess st aasen s saesssbnteneasnsnssraannes 262
Practic@l EXErCiSE 15=25...........oouo i oottt et ee et et e et e ettt aas e s sessasssaassaaaansan 263
Practical EXEICISEe 15=20............ccoooouioioeeiiiiieeee ettt et ettt e et e ettt eae e e aesnasstsnentaaaaeaan 264

S N I 0 P 265

MICROSOFT ACCESS .o iiirtttitmmnnnnnessnnnnmsismsssimsmsmsis s isssiisissmassssssss s e s 265

TOPIC SIXTEEN ...ccciiiinnniiiiienisiienisisesissssssnssssisssssmissssmisssssssassssssassssssssssssasssssssasses 266

INTRODUCTION TO DATABASE ... .oiii ittt s san e e 266

WRGE IS DATADASE ...ttt sttt s et e e tae s eaae s aest s aente st asenssannsesansanssannseanneens 266
Database Management SYStems (DBIMS) .......cccvereeeerieeeesiiie e eestees e sestae e s seses e eessraeessnssaeasesessaeenns 266
REIGEIONG] DATABASE. .....cc..eeeeeeeeeeee ettt ettt e e ae s eae ettt e e aa e s anaa s e eae s e entasseanssaense s stenssaennes 266
Fi@lds, RECOITS, GIA FIlBS ...t e e e e e e e e e e e e et e e e e e e e ee e et e e e es e eaeeeteaeeesaeseeesnseneenans 266
e Lo TV -3 PSSR SSPS PR 266
D oo B Y o L= ST P R S PPURUP RS PPPTP 267
CreQtiNg DAEADUSE ...ttt e e e e e et e e e e e e e e era e e s eenensaaeans 267
OPENING M S ACCESS o vuuriiaiiissiiiisiii it aesesssessessaeaesseaaaastaaaassaaaes st saasassaaessasesstasssssaasssssantesstnrsns 267
(Do fue] Lo Y= @] o] [=or -SSR 270
DOSIGNING € TABIC ...ttt e et e e et e e e e e e e aa e e s et aeeens 270
Entering data in the TADBIE ........vevi ettt ee et ee et tee st te e e e sraae s e eenasteeassnasaeaseasnssaeenns 273
OPENING EXISEING DALADUSE ..v..vveeeveeescteeiie s e e ee st e st aeares s eebae e s eratssesesasasessessesassessnsseesiareesibeenes 275
EXOICISE 16T ..ottt ettt e ettt e e e s ettt e ae e e sttt e e e e ne i nan e e aean s 277

TOPIC SEVENTEEN. ...ttt sas s st s ssasssasssssssssssasssassasssassnss 278

CREATING QUERIES ...ttt s e s b s s en 278

Working with Simple CriteriQ.............c.ooveeeeeeeeeeeeeeeeee e 278
Using an EXGCt MAECh QUEIY...........oooeeeeeeeeeeeeeeeeeeeeeee e 278
Rules for Criteria, Based on Type of Fields .............c..cooeoeooeoeeeeeeee e 278
CreQting @ QUEIY ...ttt ettt e et ae s e esaeeteens e sassesseseeanannnesennns DTS
EXAMPIE 171 oot 21O
Purpose of Query By EXample grid................cooo oo 282
Queries Based on Multiple CoNditions. ................coccooooeoeeeeeeeeeeeee e 285
Using OR Condition (Multiple Fields) ...................ooeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeaennn. 285

Kichui Shadrack Enock — Order the complete set of the book and learn fully: +256709660974/774568543



Using Or Condition (Single Field) .............c...oeee oo 286
SOrting Fields iN @ QUEKY .........ooooeeeeeeeeeee e neneeeeannnnnnnn. 287
EXAMIPIE 172 ..o e e e ae e eeeninanaannennnnn 290
SOIUtioN tO EXAMIPIE-17-2.......oooeeeeeeeeeeeeeeeeeeee et et eeaaan e eennann e 290
CreQting QUEIIES .........cooeeeeeeeeeeeeee e e e e e e e eeeeeeeeeeeeeeemeennenanaaennanennnnn 291
Using Comparison Operators in @ QUETY ..........oeeeeeeeeeeeeeeeeeeeeeeeeeeeee e 292
CalcUlQtEA QUETIES ... eeeneeeaeanannnennn 297
VT4 1= [ale Fge IOy 1o T Lot 1= ST SUSSSSRSSPR | ¢

EXAMPIE-L7-3 ... e eeeaeaeeneeenenenesnanaeerenesnsnnnnnennnenns 300
TOLQIS QUUETTES ... e e eee e aea e e e eaeaeaeeneeesemnneeesnanesennnesnnnns 308
EXAMPIE 174 ..ot et e e eeeeeanaeneninenaeneennn. 309
EXICISE 17-1 ..o e e et e et e e e e e e e e e et s en s aa e aaeaeaeann e s esstnnnaneanaaaeaenens DL
EXCICISE 172 ..o et e et e e e e e e e e e e s nnttraaanaaeaeaean e s asstannnsneanaaaeaanens 31T

TOPIC EIGHTEEN ..ottt s ssasissssssianisssssssssss s sssssssssssssssaassssssssanes 320

RELATIONSHIPS BETWEEN TABLES .....c.tticieecieectecetite e estesste e aeevteevssessaeeesseesanaessesrnssnneenssennssnsneenseens 320
TYPES Of relatioNSRIDS .......oooeeeeeeeeeee e e e eeeeen e eennnnnn. 320
One —to — 0ne RelationShip ............cocoeeeeeeeeeeeeeeeeeeeeeee e eee e enennneenn 320
EXAMIPIE-T8-1 ..ottt e et e e e eaae e e ettas e e ensesaenssnseneessnsnssesnssssseesssnsens 320
Designing related taBIes ............cceee oot eennanneennn. 320
Creating Relationships 0N tABIES ...............oooeeee oo 323
Procedures for creating RelGtionShip ................ooooeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeee e eeeana e 323
Referential INt@Grity RUIE .............c..eeeeeeeeeeee e e e 324
One-to-Many RelQtioNSAID ..........c...eeeeeeeeee e e et eeaa e eeeenaaaeneennn. 325
EXAMPIE 18-2 ..ot ettt e eeeean e aeeinnaenaenns 325
SOIUtION t0 EXAMPIE-18-2........c..ooeeeeeeeeeeee et e e ee e e aenaeeeennneannns 326
Creating Relationship... TSR 7. -
Many-to-Many Re:‘atronshrps USRNSSR 1o 14
Example-18-3: Many-to-Many Re!anonsh.-p 330
EXCICISE 18-1 ... et e e e e e e e e et et ae e e e e e ettttn e anaeaeaenens DD

TOPIC NINETEEN. ...ttt s s s e sra s e a s s s e e et same s 338

FIELD PROPERTIES ...uvitttietiiectiet ettt ss ettt et s as bbb es e et e s e b s bbb bbb e b e et es s er e e b ennasan 338
e Tag o =2 e o USROS 1 1
SELEING FIQI PrOPEILIES ...t et se e eaesnsannsenssssessnansnnreneeee 33D
Calculating the Current Age using QUErIES ................c..oeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeennn. 345
LOOKUD COIUMN ... eeennnn. 346
Lookup Column using Supplied values ..o 353
o= o = e ST USRRRSSY. 1 1

Kichui Shadrack Enock — Order the complete set of the book and learn fully: +256709660974/774568543



IN@E JOIN: .o et e e e e e e e e e e e e aaa e e e e aaaeeaaeaeeeeeeneearnernnssnnnnnn 300
(0] 1-1 T ] SRR ST RRUSSSSSSRRPRC Ju 1 -
(8o 1o s OSSPSR RRSUSSSSSRPPRC o1 -
EXAMIPIE 20-1: JOINS......ccoooeeeeeeeeeeeeeeeeee ettt et eniannn. 306
EX@ICISE 20-1 ... e et e et a e ettt aeeeanaaeaenannnnnaanann 3OD

TOPIC TWENTY ONE ...ttt niisississisisssss st e s s s esssssbasses sassssssses sesassanssssssnsnes 367

FORMS DESIGN......ceiuiieiieiieeeiieeiescitieesteeetseesassetsaesssessaessesasasanseeesnsanssansseeasseasssansteassaasnteantseasseanssennsennsees 367
e a1 L= PRSI 174
SPIE FOII ..ot et eee e seianenennn. 369
oY 4o I 7.0 | U SRUURPRUR 1 -1
FOPMI DBSIGI ..ottt ettt e e e e et ee e e e e e e st saaesaeeasaaeesssnnsnsnnnnens P2

TOPIC TWENTY TWO ittt st e s e s ssr s as s s s s e ab e e s s s s ba nn s e s e snas 385

MAKING REPORTS ...etiticieriireseresstiessreesssessssessss e sasessas sesassssss s snssnsassnsnssssessssnesssesstesssnsnsssenssssssnsesssesssnsssns 385
PIANNING G REPOIT ... seinenenn. 385
EXAMPIE 2271 ..o et neine e, 385
CaAlCUIGEET REPOIL ..., 391
Calculating the SUBLOTAIS .............c..oeeeeeeeeeee et sene e, 395
EX@ICISE 22-1 ... ettt e e e e e et n e e enateaeeneinnannn 3T

TOPIC TWENTY THREE ...ttt ssiean s e s sss s as s s s b s e e s a s s ba e e s saas 398

DATABASE EXERCISES ... uitiiiiiiecirinsviniiesirsessir s esssinsss sassesssnssesnsre e s nesssssns sasmnes sssbeeessnnessssnssessnnsensassnsssrnns 398
EX@ICISE 231 ... et et et e et e e e e earee e enrnenns 38
EX@ICISE 232 ... e et e e et e e e e et a e e e earneaeeerrnnnns 39
EX@ICISE-23-3 ... et eana e e e ennaa e e e enneeseeennnnn. GO0
EX@ICISE-23-d ..o e et e aeseeennneaeneennnnn. G0
EX@ICISE 235 ... oo e et a e et e e e et aeaeeeanneaeennnnnn. BO2
EX@ICISE. 236 ... et enne e e e aaeaeeenneeaeneennnnn. D03
EX@ICISE237 ..o e ettt e a e e e e e aa e e e enrneaeennnnnn. D04
EX@ICIS@=238 ... e ettt a e e e e e e esneaeaeeeareeaenennnnnn. G405
EXOICISE=239 ..o e ettt a e e e e e ernaaeaeeenrneaeenrnnnn. G306
EX@ICISE-23-10......oo oo ettt e a e e annnaesenennnneeeenennnnnnn D07
EX@ICISO-23-11 ..ottt et e ee et e e ettt e e e st e e s e s n e e e e ertnteaaes snnanaeeensnneaaeannnnneneenensnneees DO
EX@ICISE 23-12 ... oottt et e ettt e e e san e e e s e st e a e e ertnteaaes snnanaeennsnnenaessnnnnnensenennneees DO
o = ol 1T L TSSO X 1 4
EX@ICISE-23-14 ...t ettt e e e ettt e e ettt e e e st e e s e st e e e s entnnaaans snnananeansnnsaanesnssnnneeaesesnneees DL ]

Kichui Shadrack Enock — Order the complete set of the book and learn fully: +256709660974/774568543



MICROSOFT PUBLISHER ...t sas s s s sssasssss e s s saesueansas

MICROSOFT PUBLISHER ..........oooiiiiiniiiiiiiinsi s s sre s s s ssn s s
BUSINESS CAF ...ttt et ettt et
SIZE O TNE CATA ... e
AWAPA CITICATES ...ttt et es e e s e e ese e nenennenens
TNVITATION CAPS ...ttt et ettt
Other TMPOrTANT FOATUIES. ................cooooiiieeioeeee et

Direct to Points,

ICT books to be precise,
llliteracy to fight,

With eased Comprehension.

It will always be there,

To literates you one by one,
You won’t be challenged,
“DIRECT TO POINTS” is power.

You know how it works,

It hits the point right away,
Trumping the violent fear,
For great Technologists.

The enemy is on our way,

Thickened digital illiteracy,

The astute use DIRECT TO POINTS,
To propel POWERFUL confrontation!

Kichui Shadrack Enock — Order the complete set of the book and learn fully: +256709660974/774568543

412

412

413

413
413
416
418
420
427



Part One

Microsoft Word

Get the Complete Book from Bookshops or Call: 0709660974/0774568543

DIRECT TO POINTS

i JhiThe Bulldozer - 7"\_
\_ - 'f e
COMPUTER APPL'CAT'ONS IN

Word | PowerPoint | Excel
Access & Publisher

"_,Plus Support Files

Revised by:

Kichal Shagrack Enock Kaggwi Maurice Kumakech Micheal
ICT DygtSeeta High School ICT Dept. Seeta High School ICT Dept wmummss Namugongo
ic. Computes Science.  Bac. Computer Scence. Oata Communication &
Makerere Universty Makerere University s«;«-- 0 Enginesring - Makere Universty

Kichui Shadrack Enock — Order the complete set of the book and learn fully: +256709660974/774568543



TOPIC ONE

INTRODUCTION TO WORD

Word Processing

- Word processing 1s a program that can be used to create, edit, format, store, and print a
document that contains text and graphics. A text document 15 anything that can be keyed in,
such as a letter.

- There are various types of word processing programs:

Microsoft word
AbiWord
OpenOffice Org. Writer
La Text Edit

LyX

Corel WordPerfect
WordStar

Lotus WordPro.

Basic operations of word processing include:

1)

1)

Creation: Involves entering text or numbers, inserting graphics, and performung
other tasks using an mput device such as a keyboard and a mouse.

Editing: Making changes to the document to fix errors or to improve its content, for
example deleting a sentence, comrecting a nmusspelled name, copymg or moving a
paragraph.

Formatting: To adjust the appearance of the document to make it look appropriate
and attractive. E.g. bolding, aligming text, or changing font size.

Storing (Saving): Is the process of copying a document from the computer memory
to a storage medium such as a floppy disk or hard disk.

Printing: Is the producing of the document on paper, using a printer connected to the

computer.

Popular features of word processing:

1)
11)

i11)
)

v)

x1)
xii)

Word wrap: This feature allows a user to type conftinuously without pressing the
Enter key at the end of the line.

Spell Checker: Allows a user to check the spelling errors of the whole document and
suggest the corrections.

Grammar Checker: Reports grammatical errors and suggests ways to correct them.
Thesaurus: Suggests the alternative words with same meamng (1.e. synonyms) for
use in the document.

Find and Search: Allows a user to locate all occurrences of a particular character,
word or phrase existing in a document.

Mail merge: Create form letters, mailing labels, and envelopes and it 1s used when
letters of the same contents have to be sent to different individuals.

Automatic page numbering: Numbers the pages automatically in a document.
Tables: Allows a user to orgamize information into rows and columns.
Multicolumn: Arranges text in two or more columns that look similar to a
newspaper or magazine.
Clip art gallery: Allows a user to insert drawings, diagrams, and photographs into a
document.

Template: Allows a user to create documents with pre-defined format.
Printing: Allows a user to produce a document on paper (Hardcopy)
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Common Editing Features

1

L

0.

Inserting feature: Tlus feature helps the user to fix extra information before the rest of
the typed work. When text 1s imserted, the surrounding words automatically move to
make room for the mserted text.

Deleting: This feature 1s used to delete some of the text document. When text 1s deleted
or removed from the document, the surrounding words automatically move to fill i the
gaps left by the deleted text.

Cutting: Cutting 1s the action that makes the original part of the document to be removed
from its place to another specified location. The cut document 1s stored in a temporary
memory location called clipboard before it 1s copied from the clipboard to the new
location.

Copying: Copying is the action that duplicate the original part of the document and store
it to the temporary memory location called clipboard before 1t 1s copied to another part of
the document. The original text remains in place.

Pasting: Pasting describes the act of transfernng the contents of the clipboard (cut or
copied part of document) to the new specified location of the same or another document.
The part of the document can be cut and pasted or copy and pasted.

What is the difference between Cut - paste and Copy — paste?

1) Cut and paste collect and remove part of the document from one location to another
without leaving the original text in place.
11) Copy and paste duplicate the origmal part of the document leaving the ornginal in
place.
Formatting

Formatting involves changing the appearance of a document as suitable as user’s requirement.

Formatting can be of several types:

i

111

1v.

Character formatting: This involves changing the font, font size, or font style of the
text. The most common way to emphasize text 1s to apply boldface, ifalics or
underline character style.

Paragraph formatting: Involves text alignment, line spacing. indentations, tab
settings, and borders. A paragraph can be a single line of text or an entire page, and
may be formatted independently from the rest of the document.

Section formatting: Lets you specify page numbers, headers and footers, for
different sections or chapters of the document.

Document Formatting (Page formatting): specifies the overall page layout for
printing which includes choosing the paper size (lefter, legal, A4, A3), page
orientation (portrait or landscape) and also mvolves changing the margms (left, rnight,

top, or botto;n).

Undo and Redo

1

1.

Undo allows actions that have been performed to be reversed, such that if some text
was accidentally deleted or accidentally typed, then the action can be undone.
Redo performs the actions redoing the undone work by the undo feature.

Saving a document

This 1s the process of copying a document from the memory to a storage medium such as
floppy disk or hard disk.

Any document that has been saved exists as a file, which 1s a named collection of data,
instructions, or information.

Each file must be given a unique name if the files are stored in the same folder in the
computer.
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Save and Save As
- The “save” command allows the user to save a new document and give 1t a file name or
to save the changes (edited parts of the document) to your storage medmm.
- The “Save As™ allows a user to save the existing document with a new document file
name, especially after making some changes. Example, a file named “FILE1" to be Saved
As “FILEZ2".
Printing a document
- This 15 the process of sending a file to a printer to generate output on a medium such as
paper.
- A user can decide to choose either Portrait (horizontal) orientation or Landscape
(vertical) orientation.
- A user can also choose the paper size for the printout.
Advantages of word processing aver the Typewriter:
1 Word processing can allow the document to be formatted to look attractive
1. Word processing separate typing and printing where by a document can be typed,
saved and printed later while a fypewriter perform both fyping and printing at the

same time.

it Word processing can allow the inclusion of graphics, pictures and other form of data
while a typewriter can’t.

1v. Documents can be reviewed and corrections to be made before the final printing.

V. Word processing can perform spell and grammar check and subsequently suggests

the proper corrections unlike the typewriter.
Page Orientation
It’s a layout position in which a rectangular page is oriented for normal viewing. There are two
page orientations 1.e. Portrait Orientation and Landscape Orientation.

Portrait orientation
It 15 the layout of a page where the height (verfical size) of the page 15 greater than the width

(horizontal size).
Landscape orientation
It 1s the layout of a page where the width of the page 1s greater than the height

Print preview

-It’s a feature m application programs that enables users to have a view in their document the way
1t would look lLike 1f printed.

-The advantage of print preview 1s that you can save on wasting papers by not prinfing
unsatisfactory document before previewing it.

Footer
It's 15 a one or more lines of text that when inserted, automatically appear at the bottom of every

page of a document.

Header
It’s 15 a one or more lines of text that when inserted, automatically appear at the top of every page

of a document.

Page break
It's a marker in an electronic document that tells the document interpreter that the content which

follows 1s part of a new page.
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Starting Microsoft word
Starting Microsoft Word program follow the following steps:

1. Pomt and click Start Button at the bottom left of your desktop windows. See Fig. 1-1 below.
2. Click All Programs to access the Microsoft Office folder. See Fig. 1-2 below.

Fig. 1-1: Starting the program from the Desktop Window

‘ml Internet Download Manager

m Windows Media Center

‘KI Microsoft Office Excel 2003

»  All Programs

Shut down e

The Start button.

Fig. 1-2: Accessing Microsoft Office folder

Maintenance
Microsoft Office Help and Support
SharePoint

Startup

Turbo C++ 4.0 Windows 7 Windows 8 64Bi

1 Back

l| progre d files Jo3 Shut down | > |

3. Click Microsoft Office as seen 1n Fig. 1-2 above. A menu showing all Microsoft Office
programs will be displayed. See Fig. 1-3 below.

4. Click Microsoft Word 2010. You may also Click Microsoft Word 2007 or Microsoft
Waord 2013 1f that 1s the version mstalled on your personal computer (PC).
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Fig. 1-3: Shows a list of Microsoft Office programs
@ Microsoft OneNote 2010 Help and Support
V| Microsoft Outlook 2010

|P| Microsoft PowerPoint 2010
| B Microsoft Publisher 2010
LI Microsoft SharePoint Workspace 201
(W] Microsoft Word 2010

Microsoft Office 2010 Tools -

1 Back

| Search programs and files ,U\ Shut down | ¥ |

Fig. 1-4: The New Microsoft word 2010 file.

Wid2-0|= Documentl - Microsoft Word o |- E). e
Home Insert Page Layout References Mailings Review € A @
= Times New Roman 12+ =ri= vtz | IEEE /: Ag'i" 3

— B 7 U-aex, X & === != -
Paste - S A a - Quick Change Editing
¥ 7 - s -’\- “AaT | A A SR Y pEi Y /_l Styles ~ Styles ~ \
" pboard Font Paragraph €
o
-
v
1 >
Page:1of1 | Words:0 | BEE == 100% (- { +
The Menu bar

Microsoft word 2007/2010/2013 has a menu bar with option list that when each option 1s clicked
it displays a mbbon which has vanety of tools. The menu bar has options that include File,
Home, Insert, Page Lavout, References, Mailings, Review, and View._ See Fig. 1-4 above. Try

to explore yourself by clicking each option to observe the different tools that you can use m
Word 2010.

Creating a Simple Document

Word processing can enable its users to create documents of different kinds. This may nclude
preparing a short letter, memo, essay that may take few pages, or editing a text book that may
include thousands of pages.

A document can be created usmg a keyboard bufton combination. A user composes a document
by pressing key buttons on his’her keyboard. You need to create and type several documents to
acquure necessary typing skills or enhance your typing speed.
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The typing speed required for users to create their documents may not need to equal that of a
professional typist. However learners in their first time to use computer, especially typing usmng
word processing need to type a particular document (the size of a page) several times to master
the locations of specific key buttons on their keyboard.

Example 1-1: Type the following simple document as seen below:

A man told them the truth [Press ENTER KEY]

The painful truth [Press ENTER KEY]

They rebelled against the truth! [Press ENTER KEY]
They hacked the truth teller!  [Press ENTER KEY]

[Press ENTER KEY]

A man told them alie [Press ENTER KEY]

A suitable sweet lie [Press ENTER KEY]

They danced and cheered [Press ENTER KEY]

They were hooked and [Press ENTER KEY]
Perished in anguish. [Press ENTER KEY]

Note that every after a line you press the Enter key on your keyboard to enable the cursor to move
to the next line. The cursor 1s a small (usually dark) blinking image that marks the pownt on the
screen that can be typed.

When you complete your document should be like the one in Fig. 1-5 below.

Fig. 1-5: The simple created document.
Wl ¥~ Bl  Documentl - Microsoft Word Wi o o(El: i S

Home Insert Page layout References Mailings Review View Q’)e

A man told them the truth -
The painful truth B
They rebelled against the truth! ‘
They hacked the truth teller!
A man told them a lie
A suitable sweet lie ~
They danced and cheered %

| They were hooked and e

] PcrisheC}_iQ,;%nguish_-l .

4 Il >
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Saving a Document
After creating a document, you need to save 1t for future reference. You can save your document

(file) right on your computer’s hard disk or you can use external storage devices such as flash

disk or cd-rewntable. A document must be saved with a file name.

To save a file, follow the following steps:

1. Click File from the menu bar to display the list of file operation options. See Fig. 1-6 below.

2. Pomt and click the Save button as seen in Fig. 1-6 below. The Save As dialog box will be
displayed as seen in Fig. 1-8 below.

Fig. 1-6: Saving a File.

' Close

r@“ A9 0l= - DocumﬂﬂqTMicm;uFthd- [E@“1
Home Insert Page Layout References Mailings Review  View i 0
Il H Sawve i
Information about Documentl
ﬂ Sawve As
&5 Open Permissions

ﬂ'ﬁ]

Anyone can open, copy, and

Protect

change any part of this

document.

Document =

Note:
For all users of Microsoft Word 2007 you do not have a File option on the menu bar. You will
therefore pomnt and click the Office Button when you want to Save your file as seen in Fig. 1-7

below:

Fig. 1-7: Clicking the Office Butron for Micreseft Word 2007

/n a: HET (LN Docume Microsoft Word

L= [ o]

~ Home Insert Page Layout References Mailings Review View @
Office Button ;9.4 r.ﬁ
Click here to open, save, or print, .
'@J and to see everything else you can sh:l!s EdrtJng
_J | em—— do with your document.
| B- =
H - == 3 i 4
n ] L] '
L -
[ve=—]_a==]
g4 Press F1 for more help.

Click this Office Button to display Save options if you are using Microsoft Word 2007.
3. Pomnt and Click the Desktop option on the left side pane of the Save As dialog box as seen

m  Fig. 1-8 below.

Kichui Shadrack Enock — Order the complete set of the book and learn fully: +256709660974/774568543



4. Move the cursor down on the File name: and type My Poem to be the name of your file just
as you can see m Fig. 1-8 below.
5. Click Save at the bottom right of Save As dialog box to have your file saved on disk.

Fig. 1-8: The Save 4s Dialog Box

=_= 3
- » rrEE—— EEET )

i

Organize - Mew folder == ied

= Libraries

E‘ LEJ Systemn Folder

T Favontes Homegroup
B Desktop Q Syctern Folder

"5l Recent Places

j. Downloads

= Libraries

(1= 2 A S S -_ _

Microsoft Word
./ Templates ‘

conrad
Systermn Folder

File name: My Poem|
Save ac type: [Ward Document

Authors conrad Tags Add ateg

[ 5awve Thumbnail

= Hide Folders

l"x""' 4, Times New Roman vi1l2 ~ = A A
— B3 | B 7 U -abex X' |8 N
Paste Paragraph Styles Editing
el O ey W S i R e
Clipboard % Font [

A man told them the truth
The painful truth
™ A -ﬂwwmmﬁ
4 1l
Pageilofl | Wordsido | | |[B8R 2= 100% (o) {J
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Exercise 1-1: Typing Exercise.
Open your Microsoft Word program and type the following document as it 1s. Press the Enter
key only where you are told to do so.

Modem Literacy [Press ENTER KEY)]

Until the end of last century the term “Literacy” meant to people with the ability to read and write. A
person 15 therefore referred to as “Literate”™ if and only if he managed to attain these two basic
competencies — read and write. Persons without these skills were the ones referred to as “Tlliterates”™. Two
major classes existed amongst people who are Literate and those who are Illiterate. However, Governments
across Africa worked tooth and nail to narrow the gap that separated the two classes — the Literates and the
Iliterates. [Press ENTER KEY]

Unlike today where failure to read and write appears to be uncommon and degrading. i the last century
people with therr Illiteracy maintained their nobility throughout their lives and at the same time managed
all their affairs as it was required by their respective societies. Some even became leaders of large
communities and others became soldiers that protected their own community using their skills or high level
of intelligence. [Press ENTER KEY]

In this century (21¥ Century) when vou mention the word “Literacy”, the moral aspect of someone
knowing how to read and write does not come to mund. What comes to many people’s mind 1s that of
Computer Literacy. This 15 the Modern Literacy I am trying to talk about. [Press ENTER KEY)

The Tlliteracy as far as Computer i1s concerned. captures the largest population on earth. There are many
challenges that force larger populations to computer illiteracy like: poverty, inaccessible electricity, lack of
sensitization, opimionated people, technophobia, and many others. [Press ENTER KEY]

Digital Divide, in simple terms, describes a community with people that are having access and ability to use
digital devices (computers, phones, etc) and those ones without The divide 15 sharper given one
community and another. Those without access to digital devices make another class all together because
one can never have any touch with them even when they seem to be physically closer in distance than those
who stay miles away but possess communications devices. [Press ENTER KEY]

In this century, computer knowledge s no longer a luxury but a requirement. The whole world is going
digital in each and every operation in all sectors. It 15 now clear that any business that operates its tasks
without employing digital devices shall hardly realize its maturity or cope up with the prevailing stiff
competition. Similarly, any person in the coming new generations that may fail to acquire basic computer
skalls shall crumble into a darkened future. Such persons won't buy or sell out their goods. study or be
exposed to a vast forms of knowledge existing on the Internet. access the facilities such as telemedicine or
teleconferencing, and worst of it all. being unemployable. [Press ENTER KEY]

Save the above document as: Your name — Modern Literacy.
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TOPIC TWO

DOCUMENT FORMATTING

The most mmportant part m a document 1s its general appearance. Formatting a document 1s
making 1t more appealing to the user to improve its readability. To attract your readers depends
on the skill that 15 used to arrange and format that document.

Font style and Font sizes
Fonts can be mamipulated by changing its style or the size of the text. There many font styles and

font sizes that can be applied by users to suit their taste.
Example 2-1: This practical 1s about changing the font styles and font sizes.

Those with less knowledge argue most.
Correcting them can cause a fight

They behave like monsters!

Click here Click there....You tell them.
Yet they call themselves:

Computer programmmers

Computer net-workers

Computer wizards

Computer “Configurers”

Required:

1) Type the work in Example 2-1 above correctly

11) Change line one to font size 14 and font style Tahoma.

111) Change line two to font size 16 and font style Candara

) Change line three to font size 18 and font style Arial

V) Change line four to font size 20 and font style Arial Narrow

Vi) Change line five to font size 22 and font style Impact

vii) Fix your full name as a header and your country as a footer

vii)  Change the rest of the lines to font size 24, Bold, Italic, and Underlined.
1X) Insert a page number at the top right of your document

X) Save your work as Your Name — Argument

Steps
Part i: Open the Microsoft Word program and start typing the work as seen in the Example 2-1

above.

Part ii: Changing the line one to font size 14 and font style Tahoma.

1. Pomt and click Home from the menu bar to activate most of formatting tools

2. Highlight Line one by holding the left mouse button from the left most of line one and drag
without releasing to the nght side of the line. See Fig. 2-1 below.
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Fig. 2-1: Highlighting Portion of text

Times NewRom ~ 11~ A A" | Aa~ ﬁ*} = - =iz | EEE .}l q
= = = e ‘= f ]
B 7 U -abe x, X Eg,?.é, EEsE=EE=E = \3’!.'_'
Font Paragraph ]

Those with less knowledge argue most.
Correcting them can cause a fight
They behave like monsters!
3. Pomt and click the tiny arrow pointing down close to number 11 seen in Fig. 2-1 above. You

will see a display of a dropdown list of numbers representing different types of font sizes.
See Fig. 2-2 below

Fig. 2-2: Selecting the font size.

Times New Rom ~ 11 Tl,d[ A | Aa~ | 8 = . = e fas

C = 3= T T ‘EEET: %l a
B 7 U-ab’ ¥ w.A-[EE=== =&
10 Paragraph
11
12 X
12 Those with less knowledge argue most.
16 Correcting them can cause a fight

4. Point and select option 14 from the dropdown list as seen 1n Fig. 2-2 above.

5. To change the font style you click another tiny arrow near Times New Roman style while

the line one of Example 2-1 is still highlighted. A dropdown list of font styles will be

displayed. Note that you have to scroll to access those font styles that are at the bottom of the
dropdown list. See Fig. 2-3 below:

Fig. 2-3: Selecting the Font Style

TimeusRmEIH 'AA A" | Aa-~ ol .— f— g—

5 E-E-E EE AN

o SyTiod APAODYLILW 00 \

¢ Tahoma pEEEE &
¥ Tempas Sahs ITC Paragraph

¢} Times New Roman

0 Todiion anbic -« knowledge argue most.

€} Trebuchet MS -ause a fight

1sters!
I} Tunge

6. Click Tahoma once to have the font style changed from Times New Roman to Tahoma.
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7. Contmue with the same procedures changing font sizes and font styles as directed in Part iii
where there 15 line two up to Part VI where there 1s line five of Example 2-1 above. Your
work should look like the one in Fig. 2-4 below when done.

Fig. 2-4: Shows lines with changed font size and font styles
(W id 9 - O /= Documentd - Microsoft Word |- (=) [y

Home Insert Page Layout References Mailings Review View &2 e

Those with less knowledge argue most.
Correcting them can cause a fight

They behave like monsters!
Click here Click there.....You tell them.

Yet they call themselves:

b &

(i ]

Computer programmers L

Computer net-workers -

Computer wizards o

Computer “Configurers| 3
4 I i | »

Page: 1 of 1 | Words: 34 | |@ & =

Headers and Footers
A header 1s a short line description that when inserted appears at the top of every page mn the

document. The footer 1s also a short line description that when mserted in a document appears at
the bottom of every page.

Part vii: - Inserting header and footer
8. Pomnt and click Insert from the menu bar. The options of the Insert menu will be displayed
as seen in Fig. 2-5 below.

Fig. 2-5: Options available under Insert menu.
T ord processing icrosoft Wo @E

Home Insert Page Layout References Mailings Review View A

B j = EE LF_PZ e 5] Header - E & Quick Parts ~ g5~ Q

) [ Footer - A wordat - [§)
Pages  Table | Picture Clip Shapes ., Links Text | _ Symbaols
N = Art -  @mgb* | - | [¥) Page Number~ gy~ AS Drop Cap~ gl =
Tables Mustrations Header & Footer Text

9. To insert the header you point and click the tiny dark arrow seen on the bottom or right of
the word Header under the Insert menu.
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Fig. 1- 6: Displays options available on the Header tool

MME Insert Page Layout References Mailings Review Wiew & e_
o EE=E = ™ |Z] Header - = Quick Parts = |5~
o] [ G 88 @D (o) Gfeed A= 2 =

Pages Table Picture Clip Shapes ... Links
- = o e - Blank

Tables INlustrations

(T—
Those with less knowledge argue m
Correcting them can cause a fi Blank (Three Columns)

They behave like monste - — -
Click here Click there.....Yo

Yet they call themselvq ==

Computer programmers [Typa the document tithe]
Computer net-workers
Clomputer wizards

Computer “Configurers™ Annual

I b |
Ty the dacument Hile] | [Vear]
Page:1 of 1 | Words: 34 | o5 [Type tha documentsiste]| v

Compuler wizards
Computer “Configurers™

Enable Content Updates from Office,com...
= Edit Header
[EL Remove Header

10. Pomt and click Edit Header at the bottom of Fig. 2-6 above. The place holder to insert your
header will be displayed as seen in Fig. 2-7 below.

11. Insert your full name as the header just the way you can see 1t in Fig. 2-7 below.

12. Click Close Header and Footer when done.

Fig. 2-7: The place holder to insert the Header.

- ' - Document?

rosoft Worc

Home Insert Page Layout References Mailings Review View Dazign
E Header = g Quick Parts ~ - =—E E 3 = E
= Footer - =8l Picture - =
Date Goto Goto o Options | Position| Close Header
] Page Number ~ | g Time (8] Cip Art Header Footer 5 w7 " and Footer
Header & Footer Inzert Mawvigation Close

Those with less knowledge argue most.

(_(')r'n:-r1|'i|‘|;j them can cause a tioht
"l m

Fig. 2-8: The place holder to insert footer

Header & Footer Insert Mavigation Close

b G|

TANZANIA|

(i

4 [ [ »
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13. Follow the same procedure to msert the footer. The footer will appear at the bottom side of
every page as seen m Fig. 2-8 above.

Bolding and Italicizing
Text can be emphasized by bolding, italicizing, or underlimng. We can perform the mentioned

operations following the Example 2-1 part viii as follows:
Part viii: Bolding, Italicizing, and Underlining

14. Highlight the rest of the lines as seen in Fig. 2-9 below. Pomt and click the letters B I and
U to bold, italicize and underline the rest of the lines.

Fig. 2-9: Bolding, Italicizing, Underlining and changing the font size to 24.

=

Times NewRom » 24 ~ A" A7  Aa~ &, =~ iz ~'izr  iE i ?l T saBbCer

IE' Ty - Fh e Emphasis

B|Z|U|- abe x, x° .- A EEE

Font Paragraph .

Y6l méu Calltnemsenes:
Computer programmers
Computer net-workers
Computer wizards
Computer “Configurers”

Page numbering
Pages of your document can be numbered for easy management of, especially large documents.

Users can locate portions of the stored or printed documents using page numbers. We can use
Automatic page numbering feature to have all the pages to be inserted with umque numbers
across the whole document.

Part ix: Inserting Page number
15. Pomft and click Insert from the menu bar. A new nibbon will be displayed.
16. Click the Page number’s finy dark arrow to display the available options. See Fig. 2-10

below.
17. Pomt and select Bottom of Page and select the cenfer option as seen i Fig. 2-10 below.
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Fig. 2-10: Inserting page number at the bottom of the page
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Example 2-2: Type the following document and format it as instructed below.

Computer Case

A computer case (also known as a computer chassis, cabinet, box, tower, enclosure, housing,
system unit or simply case) 1s the enclosure that contams most of the components of a computer
(usually excluding the display, keyboard and mouse.

A computer case 15 sometimes incorrectly referred to metonymously as a CPU referring to a
component housed within the case. CPU was a comunon term imn the earlier days of home
computers, when peripherals other than the motherboard were usually housed m their own
separate cases.

The motherboard is the main component inside the case. It 1s a large rectangular board with
integrated circuitry that connects the other parts of the computer including the CPU, the RAM,
the disk drives (CD, DVD, hard disk, or any others) as well as any peripherals connected via the
ports or the expansion slots.

Components directly attached to the motherboard include:
The CPU (Central Processing Unit) performs most of the calculations which enable a computer
to function, and 15 sometimes referred to as the "brain" of the computer. It 1s usually cooled by
a heat sink and fan. Most newer CPUs include an on-die Graphics Processing Unit (GPU).
The Chipset, which includes the north bridge, mediates communication between the CPU and
the other components of the system, including main memory.
The Random-Access Memory (RAM) stores the code and data that are being actively accessed
by the CPU. Buses connect the CPU to various mfernal components and to expansion cards for
graphics and sound.

1) Typing the above document precisely

11) Strike through the header “Computer Case”

1i1) Change the font size of paragraph one to 14 and justify it and put the color orange
1) Make the second paragraph to font size 13, italic, bold and justified.

V) Indent the second paragraph to 1 inch left and 1 inch nght
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Vi) Make the third paragraph to two columns and line space of 1.5

vi1) Put your names as header and your class and school as footer. Make both footer and
header centered.

vii)  Put a comment on the word “Expansion slots™ as “Expansion cards to improve on

memory’”
1%) Insert your name as watermark and should be diagonally aligned.
X) Insert a Endnote as “Components of Central Processing Unit™

X1) Insert your name as watermark and should be diagonally aligned.

Xi1) Bold and engrave all the acronyms CPU, CD, DVD, RAM, GPUL

xi1)  Double underline the “Graphics Processing Unit (GPU)” and the underline should be
of color red.

x1v)  Insert page number at the left bottom side of your document.

XV) Copy and paste the last paragraphs under “Components directly aftached to the
motherboard” to the new page.

To format the above typed text as instructed the following procedures nmst be followed:

Part I: Typing the document.
1. Open the Microsoft word and type the document as 1t 15, in Example 2-2.
Part II: Strike through the Title of the document “Computer Case™
2. Highlight the title “Computer Case™ and point and click abe symbol to strike through the
title. See Fig. 2-11 below.

Fig. 2-11: Strikethrough

;'L,i &  Times New Roman 11 v = v i= v e i= iF You must ensure that
=l B (B 1 u - [abe| x, x* & == == = the Home option on
i J W A-Aar AA O-ie Bl g the menu bar s
Clipboard Font - Paragraph .« activated to find the
Strikethrough strikethrough symbol.

i

A computer case (also| Draw aline through the middle of  hinat, box,
the selected text,

system unit or simply s most of

Part III: Changing font size of paragraph one to 14, justify and put the color orange.
3. Highlight paragraph one. Change the size of the font to 14 and then click Justify button.
See  Fig. 2-12 below. To Justify is to align text both right and left side to appear

straight. T '

4. To change the font color click the symbol as seen in Fig. 2-12 below to
display several option of colors. Choose the color orange.
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Fig. 2-12: Using font color and justify to format text.
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Quick Change Editing
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Stylas =

aragraph =

B BEBEBNENE ter chassis, cabinet, box, tower,

ply case) is the enclosure that

computer (usually excluding the
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Part IV: Making the second paragraph to font size 13, italic, bold and justified.
Highlight paragraph two and point and click the symbols B I and Justifv to bold,
italicize and justify the text on second paragraph. See Fig. 2-13 below.
6. To change the font size you type 13 as seen in Fig. 2-13 below because the size 13 1s not

available on the dropdown list.

Fig. 2-13: Typing the font size if not in the Dropdown list.

Indentation

== % Calibri (Body) - 13| B T e i= -t EE & % A
=z M:mﬁmst%%%PW' -
Paste . Quick Change | Editing

- J A Y- A~ A ?ﬂ L AR TR | Styles v Styles» |~

Clipboard ra Font 11 Paragraph y Styles ]

A computer case is sometimes inci L2 referred to met as a CPU referring toa [
component housed within the casi'*  was a common term in the earlier days of home =
computers, mmmig ‘he motherboard were usi housed in their own
separate cases. 20

Click here to display Paragraph dialog box

You can mdent your paragraphs towards right or left. You can choose to indent both left and right

specifying the number of units 1n Inches or Millimeters to be mdented.

Part V: To indent the second paragraph to 1 inch left and 1 inch right
7. Highlight the second paragraph again. Point and click Home.

8. Click the small arrow found after the word Paragraph as seen in Fig. 2-13 above to
display the Paragraph dialog box. The Paragraph dialog box will be displayed as seen

in Fig. 2-14.
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Fig. 2-14: Upper part of Paragraph dialog box.

g W o S

|| | Indents and Spacing | Line and Page Breaks

General
|

Algnment: Justified E |
Cutline level:  Body Text E

Indentation
Left: 1" = Special: By:
Right: 1" < {none) |Z| S

9. On Indentation change the umits in inches () on the left to 17 and on the right to 17 as
seenin Fig. 2-14 above.
10. Click Ok at the bottom of Paragraph dialog box (Ok not shown here) when done. See
the result in Fig. 2-15 below.
Fig. 2-15: The resuit of left and right Indented paragraph at 1 inch.

|Clipbu.:|lcl 5} Font a Paragraph = Styles =]

A computer case is sometimes incorrectly referred to l
metonymously as a CPU referring to a component N
housed within the case. CPU was a common term in
the earlier days of home computers, when
peripherals other than the motherboard were usually

housed in their own separate cases.

The motherboard is the main component inside the case It is a large rectangular board with
integrated circuitry that connects the other parts of the computer including the CPU. the RAM,
the disk drives (CD, DVD, hard disk or any others) as well as any peripherals connected wvia the
ports or the ex]l::ansion slots. |

L) L] 3

o ow A
[——

Use of Columns
Paragraphs of text can be orgamized 1n colummns to make the best appearance of your work. You

can choose the number of columns you want your paragraph to appear.

Part VI: Make the third paragraph to two columns and line space of 1.5
11. Highlight the tlurd paragraph of your document and click Page Lavout. See Fig. 2-16

below.
12. Pomnt and click Columns: and on the dropdown list select Two to select the two columns
option as seen 1 Fig. 2-16 below.
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Fig. 2-16: Purting the text into two Columns
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Fig. 2-17: The paragraph appears in two columns
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13. To line space the paragraph at 1.5 you still highlight the thard paragraph and click Home.

14. Click the small arrow on Paragraph as you did mn Fig. 2-13 and Fig. 2-14 above to
display the Paragraph dialog box. See Fig. 2-18 below.

15. On Line spacing: click on the tiny dark arrow to display the dropdown list as seen in Fig.
2-18 below and select 1.5 lines. Click Ok when done.

Fig. 2-18: The lower part of Paragraph dialog box

Spadng
pefore:

Opt =
After: opt &

Line spacang: At:
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Preview

singl [ Iil
|| Don't add space between paragrajondle

Fig. 2-19 below.
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The lmes mn Paragraph three
will appear 1.5 lines spaced and
arranged 1 two columns. See

On paragraph dialog box,
there are several options that

you can try on your own to see
what could be the effect of

It 15 a good practice to get a
piece of text and try out.
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Fig. 2-19: The 1.5 lines spaced text and two columns arranged

|('Ii|nbnard - Font - Paragraph - Styles - I
The motherboard i1s the mamn component CPU, the EAM the disk drives (CD, DVD. Ef
inside the case. It is a large rectangular hard disk. or any others) as well as any
board with miegrated circuitry that conmects peripherals comnected via the ports or the
the other parts of the computer including the expansion slots.

(i ]

Components directly attached to the motherboard include:
The €CPU (Central Processing Unit) performs most of the calculations which enable a computer

Part VII: Name as a Header and name of the school as a Footer — both should be centered.
Fig. 2-20: The header is highlighted and then click Center button to center the header

Home Insert Fage Layout Eeferences Mallings Feview View Design

r— ) Calibri (Body) 11 v = e = vtz iE = ‘&’ % a4
| "Da | 87 g - v |8 =F==1= -
Paste . e = | m e Quick Change iting
= - J B B - A - Aa- A A L - e B ‘}l 1T, Styles - Styles - -
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1-  Computer Case

Center align tab
Part VIII: Putting a Comment on the word “Expansion Slots™
16. Highlight the phrase “Expansion slots” and click Review from the menu bar.
17. Pomt and click New Comment button. You will see a colored bar prompting you to enter
the comment. See Fig. 2-21 below.
18. On Comment [c1]: type — “Expansion Cards to Improve on memory” as seen in Fig. 2-
21 below.

Fig. 2-21: Entering a comment on a selected word
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Note:
You can remove the comment by pointing at the comment and click the right mouse button. On
the display menu you select Delete Comment to remove the comment.

Fig. 2-22: Removing a comment

Not all the time you may be removing the comment

Calibri(E~ 10 =~ A" 5~ = iE
A A =E but you may want to format your comment e.g.

= aby . v
BZIUEY-A-YJ bolding, italicizing, underlining etc.

Comment [c11: Expansion Cards to Imorove on
; - Comments are very useful in a document especially in

¥l —

situations where you want particular terms to be

é Paste Options: given extra elaborations.

=| Comments can also be useful in large documents
&) Delete Comment where users may put some brief details to remind
A Font. themselves on something to be done later in a
= paragraph.. particular portion of the text.

Watermark
Watermark 15 a background text or image that can be put in a document. Users of word program

can use this feature for various purposes.

Part IX: Inserting watermark
19. Pomt and click Page layout from the menu bar. Click Watermark. See Fig. 2-23 below.
20. Move the pointer down and select Custom Watermark. The Printed Watermark
dialog box will be displayed as seen in Fig. 2-24 below.

Fig. 2-23: Selecting watermark feature Flo 2-24: Printed Watermark dialog box
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21. On Printed Watermark dialog box m Fig. 2-24 above, select Text watermark and on
Layout: select Diagonal

22. Type your name on Text: KICHUI SHADRACK ENOCK in this case. On Color: select
red for the watermark font color. You can also choose a different color.
23. Click Apply and then click Ok. You can now observe the result.

Part X: Inserting Endnote
24 Pomnt and click References from the menu bar. Click Endnote and type: “Components of
Central Processing Unit”. See Fig. 2-25 below.

Fig. 2-25: Inserting Endnote

Home Insert Page Layout References Failings Review Vieww
=pw Add Text :\.BJ [f3Insert Endnote E i) Manage Sources
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Part XI: Bold and engrave all the acronyms CPU, CD, DVD, RAM, GPU.

25. Highlight one of the acronyms and then hold control (Ctrl) key down and highlight all the
other acronyms one after another around the document.

26. Click B to bold all the acronyms. Point one of the acronyms while still highlighted and
click the nght mouse button. The dropdown menu will be displayed.

27. Select Font... from the dropdown list. The Font dialog box will be displayed. See Fig. 2-
26 below.

28. Select Engrave to have all the acronyms engraved. Click Ok when done.

Fig. 2-26: Engraving text
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Note from Fig. 2-26 above that apart from Engrave, several other options can be selected like
Emboss, Outline, Shadow, etc.

Part XII: Double underline the “Graphics Processing Unit (GPU)” and the underline should be
of color red.
29. Highlight the text to be double underlined.

30. Pomt and click the tiny arrow near the U button. See Fig. 2-27 below.

31. Select the doubie underiine to have the highlighted text double underlined as seen in Fig.
2-27 below.

Fig. 2-27: To double underiine text and put the underline color
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32. To change the underline color click the tiny dark arrow again near the underline (L))
symbol and pomnt at Underline Color. Select the red color or any other color of your
choice.

Part XIITI: Inserfing page number
Try to follow previous example and apply the same procedures of inserting page number. Make a
reference on Fig. 2-10 above.

Part XIV: Copying and pasting portion of the text to the new page within the same document

33. Highlight the portion of the text to be copied and pasted.
34. Click the right button of your mouse. See Fig. 2- 28 below.
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Fig. 2- 28: Highlighting and Copying block of text
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35. Put the bhnking cursor at the extreme end of your document (after the last line) by
clicking the left mouse button at the end of your document.

36. Pomt and click Insert from the menu bar. See Fig. 2-29 below.

37. Click the Page Break to create a new page to paste the copied text. The new page will be
created.

38. Right click your left mouse button and click paste to have copied content to appear on the
new page.

Fig. 2-29: 4pplving the Page Break
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Example 2-3: Type the following document and perform the necessary formatting as directed in
the Required list.

STORAGE DEVICES

Compact Disk drives use lasers to read (retrieve) data from a CD, and many CD drives can
also write (record) data onto CDs. If you have a recordable disk drive, you can store copies of
your files on blank CDs. You can also use a CD drive to play music CDs on your computer.

DVD drives can do everything that CD drives can, plus read DVDs. If you have a DVD drive,
you can watch movies on your computer. Many DVD drives can record data onto blank DVDs.
If you have a recordable CD or DVD dnive, periodically back up (copy) your important files to
CDs or DVDs. That way, if your hard disk ever fails, you won't lose your data.

Floppy disk drives store information on floppy disks, also called floppies or diskettes.
Compared to CDs and DVDs, floppy disks can store only a small amount of data. They also
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refrieve information more slowly and are more prone fo damage. For these reasons, floppy disk
drives are less popular than they used to be, although some computers still include them.

Required:
1) Apply the drop cap on the first paragraph to three lines.
11) Shade the second paragraph with grey color and surround it with a thick border.
111) Set the page margin to be 2 for all top, bottom, left and right sides.
) Format the heading using the style Title and centered.
v) Indent the last paragraph 0.9 both left and right and set the line spacing double.

Drop Cap
Users can have the first letter enlarged a specified number of lines downwards. This practice 1s
known as Drop Cap. There different option format on the drop cap that users can opt.

Procedures of Example 2-3
Part I: Dropping the Cap of the first paragraph
1. Highlight the first paragraph and then click Insert from the menu bar.
2. Pomnt and click the Drop Cap tab on the right side. See Fig. 2-30 below.

Fig. 2-30: The use of Drop Cap
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Tables Mustrations Header & Footer |
STORAGE DEVICES =——| MNonc fy
Compact Disk drives use lasers to read (retrieve) data from a CD, and m — -
also write (record) data onto CDs. If vou have a recordable disk drive, you A= Dropped
your files on blank CDs. You can also use a CD doive to play music CDson - ———
DVD drives can do cverything that CD drives can, plus read DVDs. If you AE In margin
vou can watch mowvies on vour computer. Many DVD drives can record data —
If vou have a recordable CD or DVD drive, periodically back up (cop¥) ¥O0U AS  prop Cap Options...
CDs or DVDs. That way, if yvour hard disk ever fails, vou won't lose vour dawe———
3. Pomt and click Drop Cap Options... to customize the nature of the Drop Cap. This will
enable you specify the number of lines the drop cap should cover. See Fig. 2-31 below.
4. Click Ok when done. Your work should be simuilar to the one mn Fig. 2-32.
Fig. 2-31: The Drop Cap dialog box.
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Fig. 2-32: Shows the enlarged letter (Drop Cap)
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Part IT: Shading and surrounding the second paragraph with a thick border.
Highlight the second paragraph and click Page Layvout from the menu bar. See Fig. 2-33
below.
6. Pomnt and click the Page Borders tab to activate Borders and Shading dialog box. The
Borders and Shading dialog box will be activated as seen in Fig. 2-34 below.

Fig. 2-33: Showing tools available in Page layout menu
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7. On Borders and Shading dialog box click the Borders tab. See Fig. 2-34 below.

8. Point and click Box. On Style: scroll and select the thick border as you can see in Fig. 2-
34. Ensure that where there 1s Apply to: shows the word Paragraph.

9. Point and click Shading. On Fill: where there 15 No color, click the dark arrow to display
several colors. See Fig. 2-35 below.

10. Select grey color and click Ok when done.

Fig. 2-34: Applying thick borders. Fig. 35: Applying Shading _
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Fig. 2-36: Shows the bordered and shaded paragraph
|| Themes Page Setup =  Page Background Paragraph Fl
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DVD drives can do everything that CD drives can, plus read DVDs. If you have a DVD drive,
vou can watch movies on vour computer. Many DVD drives can record data onto blank DVDs.
If you have a recordable CD or DVD drive, periodically back up (copy) your important files to
CDs or DVDs. That way, if vour hard disk ever fails, you won't lose your data.

Floppy disk drnives store information on floppy disks, also called floppies or diskettes.
Compared to CDs and DVDs, floppy disks can store only a small amount of data. They also
retrieve information more slowly and are more prone to damage For these reasons, floppy disk
drives are less popular than they used to be, although some computers still include them.

Part ITI: Set 27 for all top, bottom, left, and right margins.

11. Point and click Page Layout. You will see a Margins tab as seen in Fig. 2-33 above.

12. Click the Margins tab to display the margin options. You will see a list of options for
you to choose.

13. Move the pointer and select Custom Margins... The Page Setup dialog box will be
displayed as seen in Fig. 2-37 below.

14. Click Margins tab seen in Fig. 2-37 below and change all the top, bottom, left and right
margins to 27, Click Ok when done.

Fig. 2-37: Setting the margins

= - E
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Part IV: Formatting the heading using the style Title and centered.
15. Highlight the heading “STORAGE DEVICES™ and then point and click the Center tab.
16. On Styles select style Title AaB as seen in Fig. 2-38 below. You can always scroll and
locate different styles of your choice.
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Fig. 2-38: Choosing Title Style and centering the heading.
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ompact Disk drives use lasers to read (retrieve) data from a
CD, and many CD drives can also write (record) data onto
CDs. If vou have a recordable disk drive, yvou can store
copies of vour files on blank CDs. You can also use a CD

Part V: Indenting the last paragraph to 0.9” on both left and right sides and setting the line
spacing double.

17. Highlight the last paragraph and click Page Lavout from the menu bar.
18. On Indent: set the Left: to 0.9” and the Right: to 0.9” as seen m Fig. 2-39 below.

Fig. 2-39: Indentation of both left and right sides of a paragraph.
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Floppy disk drives store information on
floppy disks, also called floppies or
diskettes. Compared to CDs and DVDs,
floppy disks can store only a small amount
of data They also retrieve information
more slowly and are more prone to damage.
For these reasoms, floppy disk drives are
less popular than they used to be, although
some computers still include them_
19. Pomt and click Home tab from the menu bar. Point and click Line and Paragraph

Spacing tab and select 2.0 as seen in Fig. 2-40 below. You can see that all the lines in the
last paragraph are spaced to 2.0.
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Fig. 2-40: Spacing the lines
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Example 2-4: Type the following document and format 1t according to the specifications given
in the Required list.

SYSTENS ANALYSIS AND DESIGN

Systems Analysis and Design 15 a six-phase problem solving procedure for examiming an
mformation system and improving it. The six phases makeup what i1s called the Systems
Development Life Cycle (SDLC). Conducting Systems Analysis and Design enables one to
explain his/her present job, mmprove personal productivity, and reduce risk of project’s failure.
The point of Systems Analysis and Design 1s to ascertain how a computer and communications
system works and then take steps to make 1t better.

A system 15 a collection of related components that interact to perform a task in order to
accomplish a goal. An orgamization’s computer based information system consists of hardware,
software, people, procedures, data, and conmumnications setups. These components of a computer

based mformation system work together to provide management with information for mmnmng the
organization.

Required:
L Change the case on the title to Capitalized each word.
11 Change the Character Space of the first paragraph to Expanded and at 1.8 points.
1. Insert an animal Clip Art and wrap it behind the text in the second paragraph.
. Set your document layout as Landscape.
V. Save your document as Your names — Analysis

Procedures
Part I: Capitalizing each word on the Title
1. Highlight the title SYSTEMS ANALYSIS AND DESIGN.
2. Point and click Home tab. Select the symbol labeled Aa to display the Change Case
options. See  Fig. 2-41 below.
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3. Select Capitalize Word from the Change Case list. Notice that each word of the title
will have only the first lefter capitalized.

Fig. 2-41: Using Change case to capitalize words.
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Part IT: To change the character space to Expanded by 1.8 points
4. Highlight the first paragraph. Click the Home tab from the menu bar.
5. Activate the Font dialog box by clicking the tiny arrow near the word Font. See Fig. 2-
42 below showing the Font dialog box.
6. On Font dialog box click Advanced tab and on Spacing: click the tiny arrow and select
Expanded then put By: .8pt as seen i Fig. 2-42 below. Click Ok when done.

Fig. 2-42: Spacing Characters.
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Part III: Inserting the Amimal clip art and wrap behind the text.

7. Pomt and click Insert from the menu bar and the click Clip Art. The Clip Art pane will be
displayed usually on the right side of your document. See Fig. 2-43 below.

8. On the Clip Art pane look at the Search for: area and type the word animal and then chick
Go. Several ammal clips will be displayed as seen 1n Fig. 2-44 below.
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Fig. 2-43: Activating the Clip Art pane

Home Insert Page Layout References Mailings Rewview Wiewr ] 9

=S| Header -
! 3 bacl E I-T:P ” = -% sager <l Q2
' é Footer =
Pages | Table | Picture | Clip Shapes ...... Llnks Text | Symbols
v ~ Art - @ #] Page Number - - =
Tables Nlustrations Header & Footer
Svstems Analysis And Design O | Clip Art - X
Svstems Analvsis and Design a| cozrch for
procedure for examining an infori=| Gymal i o I
51X phases makeup what 1s call e emuite <hould be-
Cwvecle (SDLC)_ Conducting System == =
| . - o |.. L . N All media file types |TI
4 i |3 [ -

— - - 1

9. On Fig. 2-44 select the animal clip of your choice by clicking it once.

Fig. 2-44: Showing Animal Clips
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10. Close the Clip Art pane by clicking on the letter X on the right upper side of the pane.
11. Pomt and click the right mouse button. On the menu list point Wrap Text and pomnt to click
Behind the text. See Fig. 2-45 below.

Fig. 2-45: Wrapping the text
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Part Two

Microsoft PowerPoint

Get the Complete Book from Bookshops or Call: 0709660974/0774568543
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TOPIC SEVEN

MICROSOFT POWERPOINT
PowerPomt program 1s one of the presentation software that 1s very useful for presenting highlights of

particular topic to a large audience. A topic can be summarized using PowerPoint program and eventually
1t can be projected to the targeted group of interest.

Starting PowerPoint program
To start PowerPoint program you follow the following steps:

1. Point and click the Windows Start button at the left bottom side of your desktop screen.

2. Click All Programs and then select Microsoft Office folder.

3. Point and select Microsoft Office 2007 or 2010 or 2013. The Microsoft PowerPoint program will
open as seen i Fig. 7-1 below.

Fig. 7-1: The Microsoft PowerPoint Program opens

Click to add notes

Slide Layout
There are several slhide layouts that can be used that mclude Title Slide. Which shide layout to be used

basically depends on the nature of nformation or the kind of work organization that 1s desired by the user
which 1s to be presented. The layout may be for only text. text and graphics or perhaps, having only
graphics.
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Example 7-1: Prepare a presentation that can be used to educate your society about HIV ATDS in East
Africa. Your presentation should include the following:

Slide I: The Title of the Topic and the name of the Presenter.

Slide II: The Definition of HIV ATDS.

SLIDE III: The actual ways that HTV spreads

SLIDE IV: The visible Symptoms of HIV AIDS

SLIDE V: The devastating effects of HIV ATDS in East Africa

SLIDE VI: Preventive measures to be taken to fight agamst HIV ATDS in East Africa.

SLIDE VII: A Comparison Pie Chart showing the extent of population affected by HIV AIDS if Uganda
1s 1500000, Tanzania i1s 1800000, Kenya 1s 1200000, Burundi 1s 300000, Rwanda is 500000 and S. Sudan
1000000 population of people.

The presentation should include:
1. Hlustrating image (s) that support the above topic.
1. The font size should be clear and visible when projected.
m.  Action buttons that are linked to enable the presenter link back and forth on each slide.
v.  Include minimal ammation effects.

Steps
1. On the title slide click the place holder labeled Click to add title as seen i Fig. 7-1 above and
then add the title HIV AIDS in East Africa.
2. Click agam the lower placeholder labeled Click to add subtitle and type your name as the name
of presenter, in this case Maeda Kavinje. See Fig. 7-2 below.

Inserting New Slides
A new slide 1s to be inserted every tume you want o add new content in your presentation. While inserting
the new slide 1s also important to select an appropriate slide layout.

3. To msert a new shde point and click Home from the menu bar and then click New Slide. Several
Slide Layouts will be displayed as seen i Fig. 7-3 below.

4. Select Title and Content slide layout. This kind of layout commonly used. Fig. 7-4 shows the
new inserted slide.

5. Type in the Definition of HIV AIDS as seen in Fig. 7-5 below. Notice that the defimition 15 a bat
lengthy almost covering the slide.
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Fig. 7-2: Adding the fitle slide.
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Formatting the Slides
It 1s possible to have the shide formatted such as font size, colors, font face and also putting other designs

such as background colors.

6. Select the Title placeholder where the word Definition 1s typed in Fig. 7-5 below and then click
Format from the menu bar.
7. On the colors labeled Abc you can scroll and select the color of your choice to highlight the word

Definition as seen m Fig. 7-5 below.
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Fig. 7-4: New Siide layout
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8 Insert the New Slide (Slide IIT) where you will outline the way HIV is spread. See Fig. 7-6 below.

9. Highlight the bulleted lines and click Home from the menu bar and the click paragraph ( — ")
symbol to activate the Paragraph dialog box as seen in Fig. 7-7 below.

10. On Line spacing: select 1.5 lines, as seen in Fig. 7-7. Click Ok when done. The resulting slide
should look like the one in Fig. 7-8 below.

11. Insert the new slhide (Shde IV) for Symptoms of HIV AIDS. See Fig. 7-9 below.
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Fig. 7-6: Slide Il — ways HIV spreads Fig. 7-7: Line spacing the Slide’s paragraph
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—_Click here to insert a picture

Inserting a Picture

An appropriate picture can be mserted in one of your slides. A picture can improve or double the attention
of your audience. It 1s important to select the slide layout that can allow you to add both text and a picture
and without having a picture overlapping on your text. For instance, Fig. 7-9 above shows the slide layout
with two parts, where one part can be used for fext and the other side can be used for a picture. Pictures to
be mserted can come from any source which may be office library, from the Intemet or you can have self-
prepared picfures using your own camera.

12. To insert a picture point and click the area which can allow you to insert a picture as shown in
Fig. 7-9 above. The Insert picture dialog box will be displayed as seen in Fig. 7-10 below.

13. Select the picture and click Insert to insert the picture to your slide. See Fig. 7-11 below. Note
that pictures can be got from your computer or from the Internet.

14. Insert the new slide (Slide V) and outline the effects of HIV AIDS. See Fig. 7-12 below.
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You can also use Paint Brush graphic program and draw or edit a simple picture and save it in the My
Pictures folder. You can then use the same procedures to insert the picture in your slide. This can be done
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only if the presenter has the ability to sketch a picture which can bring the same environment discussed in

the topic.

Fig. 7-11: Slide IV with inserted picture

Symtoms of HIV AIDS

15. Insert New Slide (Slide VI) and outline the preventive measures to safeguard agamst HIV AIDS.

* Rapid weight loss
* Recurring fever
i 1* Extreme tiredness

* Sores of the mousze

Fig. 7-12: Slide V — Effects of HIV AIDS

* Memory loss

See Fig. 7-13 below.

16. Insert New Slide to be used to create HIV population summarized in a pie chart. See Fig. 7-14

below.
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Inserting Charts

Fig. 7-13: Slide VI — HIV Prevention
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Fig. 7-15: The Insert Chart dialog box

Fig. 7-14: Inserting the Pie Chart

Insert Chart L& S|
= s | [ in] (=] AR | ] ] J95] [ ] -
CRS || Ucims] e8| B8 | BB Ldo| Jad | JAA]|T
E Bar r
A e 8| bia| oA | AA| b
|22 % v (Scatter) e
izl Stock - . = [ ===
Lﬁl Surfa:e W T W If;:"-{- l ———— II,-J"\/", J:b\y,}—

Dowsghrut
2z bBubble e :
y Rader @|c;a ©» (9 @& €= |
| Manage Templates... | | Set as Default Chart | [ oK ] [ caneel |

Fig. 7-16: The Microsoft Excel worksheet to edit data for the chart.

Clipboard = | | |
Al - (- S v
4 A B c | o |
= 1 Sales =]
2 1stQtr B.2 B
3 2nd Qtr 3.2
4 3rd Qtr 1.4
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M 4 » M| Sheetl %3~ [l4[ m | » 1l
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Fig. 7-17: Customizing data for the Chart

BS v £ v
The East Africa HIV pie Chart - = | - c <
. 1 | Population
Population | 2 Uganda 1500000 )
| 3 Tanzania 1800000 1
| 4 Kenya 1200000
5 Burundi 300000
6 Rwanda 500000
7 |S.Sudan 1000000
ﬂ I 0 resize chart_ata rang
9

M 4 » M| Sheet1 %2 []4 [} » [1]

Fig. 7-18: Slide VII — the Inserted Pie chart Fig. 7-19: Adding labels to a chart
. _ Populationwithtr B 7 = = = A - & - Z
The East Africa HIV pie Chart
- Delete
Population with HIV AIDS in East Africa
&4 Reset to Match Style i
T ﬂ Change Series Chart Type... b
W Tarzania it ta...
" J® Edit Data :
o Burundi 3-D Rotation.. L
u Awanda f
m5.5udan Add Data Labels

Add Trendline

: 3‘ Format Data Series...

17. Click the chart bar to insert the chart as seen in Fig. 7-14 above. The Insert Chart dialog box
will be displayed as seen in Fig. 7-15 above.

18. Point and click Pie and select any of the Pie Chart styles to msert the pie chart in your shde.

19. A Microsoft Excel sheet with default values and a pie chart will be displayed as seen in Fig. 7-16
above.

20. Edat the values to reflect the type of mnformation you want to present to your audience as seen m
Fig. 7-17 above.

21. Close the Microsoft Excel Sheet when done. Your work should look like the one in Fig. 7-18
above.

Adding Labels to the Chart
You can add labels, values or percentages on your pie chart. This can make your chart more interpretable

and therefore easily understandable to your audience. It 1s also important not to crowd your chart with all
values, labels, percentages, etc. all together. You can select only one.
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22. To add values on your chart, point on the chart and click the right mouse button. See Fig. 7-19
above. On the display menu select Add Data Labels .... It will bring the Values on your chart as
seen in Fig. 7-20 below.

23. To put the percentage values, right click again on your chart and on the display menu select

Format Data Labels... See Fig. 7-21 below. The Format Data Labels dialog box will be
displayed as seen in Fig. 7-22 below.

Fig. 7-20: Shows the data values Fig. 7-21: Format Data labels

Pﬂpulatinnwi‘l‘hHli B J === A~ n7
Population with HIV AIDSin East Africa === -

Delete
&5 Resetto Match Style

mUganoa
mTEuEa @i Change Series Chart Type...
o Eeryz .
L% dit Data..,
B Burundi =
= Rwends S0 zomten

5. Sudan

Format Crata Lapels...
% Format Data Series..

Fig. 7-22: The Format Data Labels dialog box.
Format Data Labets g NS TR, Ot

| | [ Label Options ]

Label Options

riusrmibeer Label Contams
=il I =eries Mame

Il category Mame
Border Color Valae
Border Styles | Percentage
Shadow [ Show Leader Lines
Glow and Soft Edges [ Eeseklahel ey -I
3-0 Farmat Label Positon

0 Center
Alignment —

i Ingide End

0 Dutside End

) Be<t Fit

I mmciude legend key i label
Separator | . - |

24, Point and click Close tab when done. Your work should now look like the one in Fig. 7-23 below
showing the percentages in each chart division.
Note:
Note that each slide muist contain only a summary of bulleted items and one should not crowd many items
in one slide. Ideally, they should be four to five lines to allow better spacing and ensuring of the fauly big
font size of your text. If you have more points, you can insert a new slide but you should maintain the
same subtitle as you add new points to new slides.
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Fig. 7-23: The Pie Chart with percentage values
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The East Africa HIV pie Chart
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»

Click to add notes

w w

Linking Slides

It may be desirable to most users to have their presentation slides linked up to direct access from one slide
to another. You can link your slide such that out of, say ten slides, you can directly move from slide two
to slide ten or slide seven to slide three and so on.

25.

29.

30.

31.

33.

Point and select Slide I (The Title Slide). We shall have Slide I having a link to each and every
slide and each slide must be able to link back to Slide 1.

. Pomnt and click Insert from the menu bar and then click Shapes to display various drawing

shapes and then select Right Arrow pointer as seen m Fig. 7-24 below.

. Start drawing the Right Arrow shape on the Title Shide as seen in Fig. 7-25 below.
. Continue drawing the same arrows or you can copy and paste (to copy you click on the arrow,

right click and select Copy, then Paste to another location) until they are six. See Fig. 7-26
below.

To label the arrows to describe the slides they are to link to you click on the arrow and then right
click once. You then select Edit Text from the display menu. See Fig. 7-27 below.

Contimue labeling all the arrows and you can increase the font size of the text to 32 and make the
font color black and bolded. See Fig. 7-28 below.

Point the arrow labeled Slide 2 and click on it once. You then click Insert from the menu bar and
then select Action. The Action Sefttings dialog box will be displayed as seen in Fig. 7-29 below.

. On Action Settings in Fig. 7-29 below select Hyvperlink to: and then scroll around unfil you

locate and select the word Slide... before you click Ok. The Hyperlink to slide dialog box will
be displayed as seen in Fig. 7-30 below.

On Slide Title: in Fig. 7-30 below select shde 2. Definition and then click Ok. The arrow labeled
Slide 2 will change nto a hyperlink as seen m Fig. 7-31 below.
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Flg 7-24: Display of Drawing Tools

Design Transrtmns Animations Shde Show Review View = i
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Fig. 7-25: Drawing the Right Arrow shape Fig. 7-26: Copying and Pasting the Right Arrow
HIV AIDS in East Africa HIV AIDS in East Africa
By By
Maeda Kavinje Maeda Kavinjz

> mmp

Fig. 7-27: Putting Text on the Right Arrows Fig. 7-28: Labeled Right Arrows
B /IEEEA-2-2-F
'||.r'
X ot -EQ -%3 -'-Ihﬂ-
B3 copy
|§, Paste Options:
EIE T HIV AIDS in East Africa
EE Edit Tewt
T EatPoinis By:
TH croup Waeda Kayinje
T Bringto Front
[ % sendtoBack ]E5:> ’ﬁ;> -EQ
& mpennc.
Save ac Picture...
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Fig. 29: Acrivaring Action Settings dialog box
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Fig. 7-30: Linking Slide I to Slide IT Fig. 7-31: Linking Slide I to Slide IIT

E—
Eslidea [Slide 4>
o
Hyperlink ta Slide

B
e tite: [ ] HIV AIDS in East Africa

1. HIV AIDS in East Africa

3. Ways that HIV spreads

4, Symptoms of HIV AIDS By:
5, Effects of HIV AIDS in East Africa Definition Maeda Kavirie
£. HIV AIDS Prevention e mesidess viaeca Ravinje
7. The East Africa HIV pie Chart e
—— [ Slide 5> Slicle a> |Slide7:>

34. Continue selecting the arrow labeled Slide 3 and follow the same 31 to 33 steps to make the
arrow labeled Slide 3 into a hyperlink. When you reach the Hyperlink to Slide dialog box you
select the third slide (3. Ways that HIV spreads) and click Ok.

35. Proceed hyperlinking other labeled arrows until you reach the arrow labeled Slide 7. Your work
should be like the one in Fig. 7-32 below.

36. Link all the rest of your slides (1.e. Slide II to Slide VII) back to Slide I as illustrated in Fig. 7-33
below.
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Fig. 7-32: Shows Complete Hyperlinked labels. Fig. 7-33: Linking SLIDE II back to SLIDE I

Definition

* Acquired immunodeficiency

HIV AIDS in East Africa syndrome (AIDS) is a chronic, life-
threatening condition caused by

By: the human immunodeficiency

Maeda Kavinje

® virus (HIV).
- =

Viewing the Slides
You can view your slides on full screen from the first slide to the last. This 1s the time you can also access
slides by the use of hyperlinks.
37. To view a slide point and click Slide Show from the menu bar and then click the From
Beginning tab as seen in Fig. 7-34 below. The slide will be shown in full screen as in Fig. 7-35

below.

Fig. 7-34: Showing a Slide

Mme Insert Design Transitions Animations Slide Show Review View

i '@_' From Current Slide ._: Hide Slide Play Narrations =]
- @ Broadcast Slide Show . @ Rehearse Timings [:I Use Timings )
From N Set Up Monitors
Beginning :':-t' Custom Slide Show ™ | glide Show b Record Slide Show ~ [V] Show Media Controls b
Start Slide Show Set Up
Fig. 7-35: The full screen view of Slide I Fig. 7-36: Displaying hyperlinked slide.

[siide2 > @ I’.ﬂWJ} The East Africa HIV pie Chart

Population with HIV AIDS in East Africa

HIV AIDS in East Africa

B Ugand

BTanzmna
W Xenys

u Burundi
B Rwands
u 5. Sudan

By:
Maeda Kavinje

EE> (s> (SR>

38. If you click Slide 7 n Fig. 7-35 above, the last slide will be displayed as seen 1n Fig. 7-36 above.
You can click BACK TO SLIDE I mn Fig. 7-36 to go back to the first slide.
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Microsoft Excel
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TOPIC EIGHT

INTRODUCTION TO EXCEL

Definition of Spreadsheet
A spreadsheet 1s an interactive computer application program for organization and analysis of data in

tabular form. It is an electronic worksheet divided mnto rows and columns that can be used to analyze and
present business data.

Any spreadsheet program can be used to manipulate (process) financial, statistical, accounts, and even
scientific data, provided that uwsers have leamnt the necessary functions, or tools sutable for their
respective problems.

Examples of electronic spreadsheets mclude:

1.  Microsoft Excel
ii. Lotus 1-2-3
. VisiCale
v.  OpenOffice org Calc
v.  Super Cal.

Omne of the most popular spreadsheet programs 1s Microsoft Excel. MS Excel has proved to be the most
user friendly program, equipped with many features thus widely used.

Starting Microsoft Excel Program

To start MS-Excel program you follow the procedures below:

Steps
1. Click Srart Button at the bottom left of your Window.
2. Select All Programs
3. Select Microsoft Office.
4. Powt Microsaft Office Excel 2007/2010/2012 and click once with your left mouse button.

Fig. 8-1: Starting Microsoft Excel
Mazintenance
Microsoft Office Help and Support
@ Microsoft Access 2010
LZ] Microsoft Excel 2010
(Xi] Microsoft InfoPath Designer 2010
Lﬂ Microsoft InfoPath Filler 2010
L‘f.' Microsoft Office Access 2002
li‘:‘, Microsoft Office Access 2007
éj—] Microsoft Office Excel 2003

X' Microsoft Office Excel 2007
L;B Microsoft Office InfoPath 2003
=) Microsoft Office InfoPath 2007

Back

Shut down

m o ME

Kichui Shadrack Enock — Order the complete set of the book and learn fully: +256709660974/774568543



The figure 8-2 below shows a full Microsoft Office Excel worksheet that opens after clicking Microsoft
Office Excel in Fig. 8-1 above.

Fig. 8-2: A4 full screen of MS-Excel worksheet

@I = e | = Bookl - Microsoft Excel — O ot
g Home Insert Page Layout Formulas Data Baview View w2 9 = g 22
K10 - A =
A B C D E F G H E
1 ol
2 =
3
a
5
]
r
8 -
M 4 » M Sheetl - Sheet2 -~ Sheet3 ¥ [1]4 Il k1]
Ready | [EHDO @ 100% (=) {J (+)
T Fearhr 1 TTEQIT-0 O TS T — =T

Cells and Cell Addresses
A cell 15 an mnfersection of a row and a column. A typical spreadsheet nmst have row numbers (usually

appearing at the left side of the worksheet) and column letters (usually appearing at the top side of the
worksheet). See figure §-3 below:

Fig. 8-3: Shows row and cohomn numbers

A - =
A B C D E E G

AN \
\

Bomo (WA

Row numbers Active cell Column lefters

An active cell 1s the current cell that 1s ready to accept data mput from the user. You must activate the cell
(element) that you want to enter the data. An active cell 15 always surrounded by a thuck border. For
example, Al m Fig. 8-3 above 1s an active cell.

A cell address 1s the column and row coordmates of a cell. In spreadsheet, we name or make a reference
of a cell by reading the position where a column letter does mtersect with a row number. See figure 8-4
below:
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Fig.8-4: Demonstrates cell address of every cell that has content.
F7 - &

A B C D E F
;| M

PQ

BolWw oM

The values MIN, PQ, RS, and TU are having the cell addresses of A1, B2, C3, and D4 respectively.

Cell Content
A cell can contain one of the four types of information. i.e. a label, a value, a formula, or a function.

A Label provides descriptive information about entries in the spreadsheet. A cell that contains a label
cannot be used to perform mathematical ealculations.

A value 15 an actual number entered into a cell to be used in calculations. Values can also be the result of
calculation.

A Formula 1s an instruction to the program to calculate a number. A formula generally contains cell

addresses and one or more arithmetic operators. Formulas must be entered without spaces between the
characters.

A Function mn a preprogrammed formula. Two common functions m Excel are =SUM( ) and
=AVERAGE().

Fig. 8-5: Possible contents of a cell.

=) Cell content - Microsoft Excel - = X
! E10 - (- £ | ¥
A B C D E F G H I B
1 =
2
3 Janu February March April Total
4 P 80 900 600 =B4+CAaA+DA+E
5 AQO 10 500 200 =SUN{B5:E5)
‘H 4 » M| Bheetl - Sheety -~ Sheet3 - ¥J , S I
Ready / f‘ “Iﬁ [=]} 1L

Labels Values A function A fornula

Labels describe the type of data values that follow in a particular row or column. For instance, in Fig. 8-5
above, values 700 and 400 in column B can easily be noticed that they were captured in the month of
January. Therefore, failure to fix labels makes values to lose meaning.

The formula =B4+C4+D4+E4 and the function =SUM(B5:E5) are both meant to calculate the total
values in row 4 and row 5 respectively.
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Excel Workbook
A workbook 15 a collection of worksheets stored in the same file on disk. Workbook can contain several

sheets. Besides worksheets, a workbook can include chartsheets, visual basic modules and macro sheets.
A worksheet 15 a tabular sheet orgamized in rows and columns on a computer, on which problems are
worked. See Fig. 8-6 below:

Fig. 8-6: Shows a workbook with three worksheets

|z| [ﬂ =y - = | = Bookl - Microsoft Excel — (] b
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The above workbook (Book2) has three worksheets. Several other sheets can be added within the same
workbook. This means, you can have contents m Sheetl and other contents in Sheet2 and Sheet3, yet all
the contents within all the Sheets are of one file (or workbook). When you want to see the contents of any
Sheet you have to click the Sheet name (the sheet tab) for its contents to be shown.

Range of Cells

A range 15 a group or block of cells in a worksheet that have been selected or lughlighted. When cells
have been selected they are swrounded by an outline or border. Spreadsheet program can handle data
within a range of cells rather than a single cell. To treat data in a group of cells one nmst select (lughlight)
the target group of cell range for the Excel program to mark the actual data needed for operation.

Fig. 8-7: Shows highlighted range of cells — B 2:D4

—
B2 - £ 54
A [ B[]cC[DJ[EJF] 6 [ n—
18 45 6 54 76 |45 44
2 |66 54 55 64 |53 87 77 i
Tales |56 671 45 |11 34 65
4 |69 22 32 44 |35 67 46
5 |58 45 78 56 86 |g7 65
|4R4 » »|\ Sheetl / Sheet2 / Sheet3 / |« [ m Al

The selected cells i Fig. 1-7 above can be referred together as B2:D4. To successfully highlight a range
of cells as shown in Fig. 1-7 above follow these steps:

Select cell B2 with a left mouse click.

Hold down the left mouse button without releasing.

1

2

3. Dragup to cell location D4.

4. Release your left mouse button once.
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Note that if you click anywhere on your worksheet cells, the selected range of cells shall be deselected.

Possible operations to Grouped Cells
Possible operations that MS Excel program may handle over the selected group of data include:
1) Sorting selected data.
11) Creating charts.
1) Copy and paste the selected range of cells in a worksheet.
v) Cut and paste the selected range of cells in a worksheet.
V) Deleting the selected range of data in a worksheet.
Vi) Formatting the selected range of cells.

Navigating around the MS-Excel’s worksheet
MS-Excel screen 1s very wide. Only a small section can fit on your screen display. The rest of the

worksheet 1s not seen unless you scroll to see the hidden portions of the worksheet. You can use arrow
keys on your computer keyboard to explore your worksheet or use scroll bars seen on the right or bottom
sides of your screen.

Using the arrow keys you can move around your worksheet leftward,
rightward, upward and downward. You can move the extreme bottom
end of your worksheet by holding down the control key and press the
downward arrow key at once. The same can be done by holding down
the control key and press the arrow key showing the direction of the
side you want to move.

Fig. 8-8: Shows the extreme right and bottom ends of a worksheet

XFD1048576 - I | ¥

XEX XEY XEZ XFA XFB XFC | XFD |B
1048574
1048575

1048576 [ 1

M 4 ¥ ¥ Sheetl ,” Sheet? ,” Sheet3 %1 | .l

Fig 8-8 above shows both right and bottom end sides of the worksheet. This is the result of holding down
Ctrl +— and Ctrl § . The cell XFD1048576 is now the active cell. An active cell is always
surrounded by a thick border.

Order of Cells

If cells are to be listed or arranged in thewr proper ascending order, then, the first cell should be Al
followed by B1, C1, D1, E1, F1 and so on. In other words, you have to arrange all cell addresses in the
first row before you move on to the next row.
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Example 8-1
Fig. 8-9: Order of Cells

1L

1.

A | B | c |[D|l]E|F] 6 | N
1|8 45 6 54 76 45 44 |;|
2 |66 54 55 64 53 87 77
3 |66 56 67 45 11 34 65 ||
4 |69 22 32 4 35 67 46 |
5 |58 45 78 56 86 g7 |65 N
M 4 » M| Sheetl / Sheet2 / Sheet3 |« | m | " |

List all numbers according to their cell addresses proper order that lie under the following
ranges:

a. B21:B4

b. C5:C2

c. A3E3

d. A4BS5D2E4

List down all numbers following the order of their addresses within the range of:

a. B2:C3

b. C3:Bl

c. C2:B3

d. B3:C2

List down all the numbers following the order of their cell addresses within the range of:
a. B3:C4,D2:E3

b. B2:B3, C3:D4

c. C4:D5,F4:E3

d. B2:D4, C3:ES
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TOPIC NINE

FORMULAS IN MS - EXCEL
In a formula, you need to tell MS-Excel which items fo use and which operations to perform on them. To
do so, you use operands and operators.

Operands
The operands m a formula specify the data you want to calculate. An operand can be:

e A constant value you enter in a formula itself (for example, =9*20) or in a cell (for example,
=A4*9).
e A cell address, range address, or range name.
e A worksheet function.
Operators
MS-Excel uses arithmetic operators, logical operators, reference operators, and one text operator.

Table 9-1: drithmetic Operators

Operator Explanation
+ Addition

- Subtraction

* Multiplication
/ Division

Yo Percentage

~ Exponentiation

Table 9-2: Logical Operators

Operator Explanation

= Equal to

<> Not equal to

> Greater than

< Less than

== Greater than or equal to
<= Less than or equal to

Table 9-3: Reference operators

Operator Explanation
. Range of continuous cells (For example,
. B5:D10)

The range of mnon-continuous cells (For
? example, A1 B4 ES
[Space] The cell or range shared by two references. For

example, =SUM(B1:B10 AS5:D6) adds the
contents of the cells B5S and B6, because the
cells are at the intersection of the range B1:B10
and A5:Dé6.
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Example 9- 1
The table below shows the performance of students in Kamoja SS as seen below:

Fig. 9-1: Work of Example 9-1

A B C D E F G Hli'
1 Senior One Class 2013
2 |Assessment Result
3
4 |NO. First Name Last Mame Test-1 Test-2 Total Average
5 1 Haica Joyce 78 80
6 2| Mubiru Emmanuel 89 29
7 3 Majembe Kalima 60 70
8 4 Najjuma Joy 80 89
9 5 Kitimbo Mancy B3 50
10 & | Ddumba James 67 89
11 7 Mirembe MNoeline 50 87 =
12 g Majawa Dawvis 20 77
13 9 Husein Hassan 87 77
14 10 Jomo Kalmax 70 87
15 11 |Haruna Musa 56 67
16 12 Nambi Dovice 87 70
17 13 | Kassozi Andraw 56 67
18 14 Karuma Kal))a 56 56
19 15 Kaima Morah 79 67
20 16 | Lourmo Dorah 57 75
21 17 Apio Beatrice 7 87
22 12 | Ouko Matata 22 66
23 19 Bakareha Joana i a5
24 20 Gaega Hamisi 54 77
M 4 » M Sheetl -~ Sheet2 . Sheet3 - #1[INl m |
Required:
L Type your data as seen in the worksheet above.
il Bold the headers.
i1 Calculate by the use of formulas the total of Test-1 and Test-2 for each student.
IV. Calculate the average performance for each student.
V. Save your work as “Your Name - Senior One Class 2013”
Solution
Part — I & II: Typing and Bolding the headers
Procedures

1. Type your work as seen in Fig. 9-1 above.

2. Bolding the headers you highlight (select) all the cells that contain the labels (headers) ie. the
range A4:G4. See Fig. 9-2 below:

3. Click Home and then pomt and click the letter B.
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Fig. 9-2: Highlighting and Bolding headers
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i B C D E F G H

1 Senior One Class 2013
2 Assessiment Result
3
4 [NO. First Name Last Mame Test-1 Test-2 Total Awveragel
5 1 Haica Joyce 73 80

Part — III: Calculating the Totals

This time you are to use a formula to add Test — 1 and Test — 2 for each student in the worksheet. We
construct the formula based on cell addresses. We are going to start with adding marks for Haica Jovee in
row 5, moving down to other students in subsequent rows. You can see that Test-1 and Test-2 for Haica
Joyce are located in cell D5 and ES respectively. Haica Joyce’s calculated Total should be in cell F5.
Using cell reference, the formula must turn to be DS+ES, where D5 points the value 78 and ES points the
value 80 of Test-1 and Test-2 respectively.

However, all the formulas and functions used i MS-Excel must begin with an equal (=) sign. So, the
formula to be typed in cell F5 must be typed as =D5+ES. If you ignore the equal (=) sign in either
formula or a function, none of them will work.

FProcedures

1. Select cell F5 as seen in Fig-9-1 above.
2. Type the formula =D5+ES in cell F5 as seen in Fig. 9-3 below.

Fig. 9-3: Shows a formula to calculate Total

SUM « (3 % « | =D5+E5
A B ' C D E | F & H I
Senior One Class 2013
Assessment Result

MNO. First Name Last Name Test-1 Test-2 Total Average

1 Haica Joyce 80)=D5+£5 |
2 Mubiru Emmanuel 23 29

1
2
3
a
3
6

Notice that when you type your formula the referenced cells, DS and ES5, are surrounded by coloured
borders. This can help the user to verify the comrectness of the referenced cells.

3. Press the Enter key on your keyboard. Notice that the formula won’t be seen again after pressing
the Enter key. The result of the formula 1s the one to be seen.

4. Continue with other subsequent cells to have all the Totals of other students calculated 1.e.
=D6+E6, =D7+E7, and so on.
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Part IV: Calculating the Average
To calculate the average value of Test-1 and Test-2 you also need to construct the formmla first. In tlus

case, average 1s got by having the Total divided by two (number of tests done). To have this formula you
still need to use the cell addresses.

The formula for average can therefore be: =F5/2 or =(D5+E5)/2. The first formula points at the calculated
Total value and divide by 2, while the second, points at Test-1 and Test-2 values, add them and divide by
2 directly.

Procedures

1. Point and click cell G5.
2. Type the formmla =F5/2 as seen in Fig. 9-4 below.

Fig. 9-4: Shows a formula to calculate the average
SUM - =F5/2
A B c [ b | E F | 6 |
Senior One Class 2013
Assessment Result

——
L= R LA DEERE FURY K

NO. First Name Last Name Test-1 Test-2 Total Average
1 Haica Joyce 78 8o[ 158)=F5/2 |
1 2 Mubiru Emmanuel 89 89 178

3. Press the Enter key on your keyboard.
4. Continue typing formulas that can calculate average values for other students i subsequent cells

1.e. =F6/2. F7/2 and so on.

You will leain in later chapters on how to type a formula once and copy it to other cells. For now you can
Just type them for mastery of cell addresses.

Part V: Saving the work

One of the most important tasks to do is to save your work before shutting down your computer. You
have to create a file on your computer hard disk and save 1t for future reference. Unsaved work won’t be
recovered when you switch off the power.

Computer files can be saved on other storage media like flash disks, floppy disks, compact disks (CDs) or
external hard disks. These storage devices are called flexible storages because one can easily save his
work and move with them, possibly use them elsewhere.

Procedures

1. Point and click the Office Button - from the menu bar. See Fig. 9-5 below.
2. Point and click Save with your left mouse button. The Save As dialog box shall be displayed as

seen in Fig. 9-6
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Fig. 9-5: Saving the document
;@ el ) - T - )= Book3 - Microsoft Excel -

- i : _
Office Button | Wiewr | Add-Ins @
1 Click here to open, save, or print, x -2~
~ and to see everything else you can m = -:ﬁ'
= do with your document, lasg rCells
. = | &+
Cli Editing
F | & |
1]=
2 & Press F1 for more help.
3 '
4 NO. First Nam: Last Name Test-1 Test-2 Total Average
35 1 Haica Joyce 78 80 153 79

3. Pouwnt and click Desktop button on the left side of Fig. 2-6 below.

Fig. 2-6: Typing the name of the File

T . R
Savein: | Deskiop [+] @ ~2 @ X i B ~Toos ~
I l MName Size Item type Date modified
My Recent | | Leonides Tron Roxrite. 3.W (8L, Local Disk (C)
ts 1 Mar 30 2013 "
J Nero |
-‘ | Nero 705
o J NETWORK
2 1. New folder
1. New folder (2)
, . | New folder (3) |
My Document | software |
| 1. Students |
. ) SW |
h&' 1 waki |
%. ‘ . m | v |8
ek File name: Kichui Shadrack - Senior One Class 2013 ] [ s | :
y Netwol
Places Save as type: | Microsoft Office Excel Workbook Izl
— - -
— s e ——— S ——

4. Type the name of your file using your names and the name of the class e g. “Kichui Shadrack —
senior One Class 2013” as your file name and Click the Save button at the bottom right of Fig.

2-6 above.
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Example 9-2
The worksheet contains the Arusha Shopping Center’s price increase.

Fig. 9-7: Arusha Shopping Center

1 A | B | c__ | D | E | F |
Arusha Shopping Center

Increased
Ho of Item ltem Mame Old Price MNew Price Amount %lncreased
1|Bar of Soap 3000 4000
2|Blue Band AL00 000
3 Tooth Paste 3800 4000
4|Long Ruler 2200 27ran
5 Counter Book 4700 5200
G| Mathematical Set 1500 2100
7 Black Currant 8000 12000
8 Powdered Milk 10000 12500
9 Babby Soap 3400 4000
10| School Tshirt 21000 25000
11| Computer Mouse 15000 20000
12| Toy Phone 4000 &000
13| Electnc Circuit 12000 13000
14 Apple Fruit 1000 1200
15 Mineral Water 1200 1200
16 Padlock 15000 21000
17 |Cooking oil 6000 7000
18 Kakira Sugar 3000 4000
19| Open Shoes 20000 22000
20/ Rat Trap 5000 7000
4« » [\ Sheetl ( Sheet2 / Sheet3 / | «
Required
1 Enter the data as seen m the worksheet table above.
11 Use a formula to calculate the increased price amount.
11 Use the formula to calculate the percentage of the price increased in column F.
1v. Bold all the calculated figures of the mcreased amount in Column E.
V. Shade Figures of the Increased Amount in column E with a red colour.
Vi Save your work as “Your Name — Arusha™
Solution

Part I: Entering Data
Open the Spreadsheet worksheet and type the work in Fig. 9-7 as done in the previous examples. Ensure
that accuracy 1s maintained.

Part II: Calculating the increased amount.

To calculate the increased amount you subtract the old price from the new price. Cell references are going
to be used to construct formulas. Our calculations need to start with the very first item Bar of Seap, in
the table.

From the table, the Bar of soap’s Old Price and New Price are located in cell C4 and D4 respectively.
So, in cell E4, you type =D4-C4 and then press the Enter key. See Fig. 9-8 below.
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Fig. 9-8: Calculating the Increased Amount

A | 3] . C p | E | F |
1 |Arusha Shopping Center
2
Increased
3 |No of ltem Item Name 0Old Price New Price Amount %Increased
4 1 Bar of Soap I: EDDDI 4UUU:I=D4-C1| |
5 2 Blue Band 4500 5000

Proceed to complete calculating the increased amount for all the rest items.
Part III: Calculating the %alncrease
In mathematics you calculate the %Increase by having Increased Amount divide by Old Price times 100

1e.

%Increase = Increased Amount X 100
0Old Price

But, our Old Price and New Price of the first item (Bar of Soap) are located in cell C4 and D4
respectively. E4 contains the calculated Increased Amount of the first ifem.

So, the formula fo be typed in cell F4 must be: =E4/C4*100. See Fig. 9-9 below. Remember that every
formula or a function nust begin with an equal (=) sign.

Fig. 9-9: Calculating the percentage increase

SUM v =E4/C4*100)

A | B | C | D | E | F |
1 |Arusha Shopping Center
2

Increased

3 |No of Item Item Name Old Price New Price Amount  %lIncreased
4 1 Bar of Soap 4000f 1000)=E4/C4"100]
5 2 Blue Band 4500 5000 500
6 3 Tooth Paste 3800 4000 200
7 4 Long Ruler 2200 2700 500
8 5 Counter Book 4700 5200 500
9 6 Mathematical Set 1500 2100 600

You press the Enter key to see the final result. Thereafter, you type the formulas for the subsequent items
to calculate the percentage increase ie. =E5/C5*100, =E6/C6~100 and so on. Note that the arithmetic
operation for multiplications is the star (*) sign.

Save your work following the procedures of the previous examples.
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Example 9-3

The figure below shows the monthly salary of Copper Miners in Zambia. The company gives the miners
20% Food allowance from their Basic Salary. The Taxing Body of Zambia also imposes 12% tax from
Basic salary of the miners.

Fig. 9-10: Use of Percentage (%s) Operator

A B | C D | E | F | G H | 1 |
1 |Zambia Mining Company
2
BASIC GROSS NET
3 INO LASTHAME FIRSTNAME DESCRIPTION SALARY ALLOWANCE PAY TAX PAY
4 1 Mahoga James Manager 1000000 1
5 2 Banda Maige Miner 500000
b J Chiluba Tom Accountant 700000
7 4 Kaunda Julius Miner 400000
g 5 Membe Barijje Miner 450000
9 6| Mwaka Makale Miner 490000
10| 7 Mwijasu Yusuph Miner 510000
11| 8 Uhoka Themy Miner 400000
12| 9 Mimi Joyce Accountant 78000
13 | 10 Mahoka Bnan Watchman 350000
14 | 11 Kiwala Maorah Senior Manager 1600000
15| 12 Gaga Haruna Miner &00000
16 | 13 Mwanaula Kahemba Miner 500000
17 | 14 Migiro Mary Miner 500000
18 | 15 Halega Hellen Accountant 800000
19 | 16 Kalema Jerome Miner 450000
20 | 17 Mandala Katumba Miner 460000
21| 18 Mugabe Knma Miner 430000
22 | 19 Mitama Talca Miner 300000
23 | 20 Farija Mercy Miner 330000
Required:
1) Use word wrap to format long headers

11) Use formulas to calculate the monthly allowance for each employee in the above table.
11) Construct a formula to caleulate Gross Pay in column G for each and every worker.

) Use a formula to calculate Tax amount imposed to each and every worker in column H.
V) Calculate the Net Pay for all workers.
V1) Save your work as “Your Names — Zambia Miners”

Example 9-3: Solution

PartI
Part one 1s to format lengthy headers that cannot fit properly m the cell.

Procedures
1. Highlight all the cells that you want to have their content to be word wrapped 1.e. the range of
C3:G3. See Fig. 9-11 below:
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Fig. 9-11: Highlighted cells for word wrapping.

c3 - | ﬁrl FIRSTNAME
A B [ ¢ | o | E [ F | 6 | H
Zambia Mining Company
NO LASTNAIUIFIRSTNMDESCRIPTBASIC SA ALLOWANI GROSS P!TA}'{ NET

1 Mahoga James Manager 1000000 200000 1200000 120000 1080000

no~ I na - A FAaAnmAn dAfnnn Ll alal T T,

9 L R —

You will notice that cell C3 1s selected but does not show the hughlight. Usnally the first cell that
you begin to highlight does not show the highlight but it’s selected. Point and click Home from

the menu bar.
2. Point and click Wrap Text seen in Fig. 9-12 below:

Fig. 9-12: Shows the Clicking of Foermat from menu bar.

H § ¥ Example 2-3
Home Insert Page Layout Formulas Data Review View Add-Ins
Cut - - —_—
b C Arial 10 - A A == o=@ | Siwrap Text
43 Copy oA o
|| ELE = || Sy || || B = || | | 2 M R -

# Format Painter || B £ T 7|28 7| A |E E F(|FEE | xMerge & Center
Clipboard Ma Font M Alignment F

H4 v fe | =12%*E4

B C D E = G H

Click here to Wrap Text
Part IT: Monthly Allowance
From the above question, monthly allowance for each miner 15 to be calculated from the Basic Salary

which 15 20%.

Therefore,

Allowance = 20/100 = Basic Salary.

But, in MS-Excel formulas, we use cell references. In cell F4 as seen in Fig. 9-13 below type =20%*E4.
Remember that percentage (%o) sign 1s an arithmetic operator in MS-Excel. When you type a number in a
cell succeeded by %6 sign, like 20%, means 20/100 i1 MS-Excel. See Fig. 9-13 below:
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Fig. 9-13: Allowance from Basic Salary
SUM - =20%"E4
Al B | ¢ | ©o | & PPFE ] 6 [H]

Zambia Mining Company

NO LASTNAME FIRSTNAME DESCRIPTION BASIC SAALLOWANCE GROSS TAX
1 Mahoga  James Manager 1 1000000)=20%’E4l _l
2 Banda Maige Miner 500000

M WIN =

You can now proceed to other subsequent rows to have the other workers” allowance calculated.

Part III: Calculating the Gross Pay
Gross pay 1s Total of all payments that you receive from the organization. In this case, workers get their
Basic Salary and 20% food allowance. When the two payments are added you get what we call Gross

pay.

Therefore,

Gross pay = Basic Salary + Allowance.

In cell G4 type =E4+F4 as seen in Fig. 9-14 below:

Fig. 9-14: Formula to Calculate Gross pay

2

SUM - =E4+F4
Al B [ ¢ | o | E | F [ HI[I |
1 |Zambia Mining Company

GROSS NET
3 NO LASTNAME FIRSTNAME DESCRIPTION BASIC SAALLOWANCE PAY TAX PAY
4 | 1Mahoga James Manager l 1000000I 200000] =E4+F 4l
5 | 2 Banda Maige Miner 500000

Part IV: Calculating the Tax
Tax 15 what 15 taken away from your income. In this case, the tax 15 imposed to Basic Salary only at 12%p.

Therefore,

Tax =12/100 * Basic Salary

The formula to be typed in cell H4 should be =12%*E4. See Fig. 2-15 below:
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Fig. 9-15: Shows a formula to calculate Tax

ROMAN - =12%"E4
Al B | ¢ [ o [ & [ F [ 6 [HTJTI]
1 [ Zambia Mining Company

2
BASIC GROSS NET
3 |NO LASTNAME FIRSTNAME DESCRIPTION SALARY ALLOWANCE PAY  TAX _PAY
4| 1Mahoga |James Manager 200000 1200000[=12%"E4

e s oo

M 4 » |\ Sheetl/ Sheet2 [ Sheet3 / ' <

Part V: Calculating the Net Pay
Net pay 1s the actual amount of money the employees take home after all deductions like taxes are
fulfilled. In this case payments are made of Basic pay and allowances creating the Gross Pay.

Therefore,

L\'et Pay = Gross Pay — Tax]

The formula to be typed in cell I4 should be =G4-H4. See Fig. 9-16 below:

Fig. 9-16: Calculating the Net Pay.
ROMAN - =G4-H4
Al B | C | D | E F | 6 | H | 1 |

1| Zambia Mining Company
2

BASIC GROSS NET
3 |[NO LASTNAME FIRSTNAME DESCRIPTION SALARY ALLOWANCE PAY TAX PAY
4| 1Mahoga James Manager 1000000 200000}1200000] 120000) =G4
M 4« ¢ W) Sheetl / Sheet2 / Shees / <

Example 9-4
Traders 1 Jinja Town have decided to have the price of all their products increased by 35% to cope up
with the operational costs. They also agreed to give a discount of 7% to all products if a customer takes

many products.
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Fig. 9-17:

D4 - B
A | B | [ | D | E | F | G

2

3 [NO. Product (in Kg) ©Old Price New Price Final Price
4 1 Sugar 3000 1

5 2 Maize 2000

G 3 Soya Beans 4000

7 4 Maize flour no-1 3400

G 5 Maize flour no-2 2500

9 6 Maize flour no-3 2000

10 7 Wheat flour 5000

11 g Millet flour 2500

12 9 Ground nuts 5600

13| 10 Sorghum flour 4000

14 11 Corns 3400

15 12 Sim sim 4800

16 13 Super rice 4000

17 14 Kaliro rice 3200

18 15 Liuta 6000

19 16 Beans 3000

20 17 Tilda rnice 3200

21 18 Iresh Potatoes 2000

22 19 Sweet Potatoes 2300

23 20 Cassava flour 2300
4 4 » M Sheetl  Sheet2 / Sheet3 / |« [

Required:

1) Open the MS-Excel program and type the work in Fig. 9-17 above.

11) Calculate the New Price for each and every product in the above worksheet.

111) Calculate the Fimal Price if Traders decide to give a customer a discount of 7% calculated
from the New Price.

i) In column F, find the difference between New Price and Final Price.

v) Save your work as “Your Names — Jinja Traders”

Example 9-4: Solution
Part I: Type vour work as seen in Fig. 2-17
Part I1: Calculatine the New Price — 35% increase from Old Price.

We are asked to calculate the new price basing on 35% increase of Old Price. To do this, you need to
construct a formula to calculate the amount increased only. Thereafter, you add the Old Price and

Increased amount.

Firstly,

t[nrreased Amount = 35/100 * Old P1'ice.|
Secondly,

II\'EW Price = Increased Amount + Old Priu:e|
Thus:

New Price = 35/100 * Old Price + Old Price
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Therefore, the formula to calculate New Price to be typed in cell D4 is =20% = C4+C4.

However, you can instead calculate New Price by taking (100%% + 35%) * Old Price. This can be a

shortcut. The formula will change to =135% * C4 which, 1f used i cell D4 1t will also produce the same
results.

See Fig 9-18 and Fig. 9-19 that demonstrate the two alternative formulas.

Fig. 9-18: The formula to calculate New Price.
SUM - =35%"C4+C4

A | B | C D | E |
2
3 |NO. Product (in Kg) Old Price New Price Final Price
4] 1 Sugar I 3000)=38%"C4+C4]l

OR
Fig. 9-19: Alternative formula of one in Fig. 9-18

SUM v =135%"C4

A | B c | D | E |
2
3 |NO. Product (in Kg) Old Price New Price  Final Price
4 1 Sugar L 3000)=135%*C4 |

Note that, both fornmlas in Fig. 9-18 and Fig.9-19 produce the same result.

Part III: Calculating the Final Price

Given the question in Example 9-4, Final Price 15 got after deducting the discount of 7% from New
Price of which, the discount 1s also calculated from the New Price.

The formula to calculate discount can be:

Discount = 7/100 = New Price

Final Price = New Price — Discuunﬂ

Whereby

[Final Price = New Price — 7/100 = New Price

It 1s also possible to have final price by taking (100% - 7%) times the New Price to achieve the same
answer 1.e. Fmal Price = 93% * New Price

In the worksheet, you will then type: =D4-7%*D4 or =93%*D4 1n cell E4. See Fig. 9-20 and Fig.9-21
below:
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Fig. 9-20: Calculating final price.

SUM = =D4-(7%"D4)
Al B [ Cc ] D L E |
2
3 |NO. Product (in Kg) |Old Price New Price  Final Price
4 1 Sugar 3UDUI 4UEUJ=D44{?%*D4I
OR
Fig.9-21: dlternative formula of one in Fig. 9-20
SUM - =97%"D4
A | B — ¢ | 0 [ E ]
2
3 |NO. Product (in Kg) Old Price New Price  Final Price
4 1 Sugar 3000] 4050) =97%"D4

The two formulas in Fig. 9-20 and Fig. 9-21 are meant to produce the same answer. Always use the one
you are comfortable with.

Part IV: Calculating the difference of Final Price and New Frice.

The difference should be New Price minus Final Price. In cell F4 you type =D4-E4 as seen in Fig. 9-22
below.

Fig. 9-22: Formula to calculate the difference between New Price and Final Price

SUM - =D4-E4
A | B . ¢ [ o [ €E | F |
2
3 |NO. Product (in Kg) Old Price New Price  Final Price Difference
4] 1 Sugar 3000] 4050]  39285)-D4E4 |
Example 9-5

You are given the equations Y = X*, Y=X°, Y=X* Use MS-Excel to compute the values of Y using the
given values of X.

Fig. 9-23: Shows Values of X

B3 - F=3
A | B | C [ D | E | E I
-
1 | The equation ¥ = X-., Y=X", Y=X"
2 X ¥1 Y2 Y3
3 —1
4 =]
= 5
1] A
7 3
38 2
E 1
10 0
11 A
12 2
13 -3
14 4
15 -5
16 3
17 -7
4 4 » M Sheetl ' Sheet2 / Sheet3 /
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Part Four

Microsoft Access

Get the Complete Book from Bookshops or Call: 0709660974/0774568543
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TOPIC SIXTEEN

INTRODUCTION TO DATABASE
What is Database?
- A “Database” is an organized collection of related data files.
- Data are unevaluated facts and figures that can’t portray any meaning.
- The most important non — human asset of a company 1s 1ts data.
- Typical data pertains to customers, suppliers, employees, and sales
- Information is processed data that can be used for decision making, e g. a report or sorted file.
* Examples of simple database in our day —to- day life is when we use phone book, looking in a
library’s card catalog, or take a file out of a file cabinet.
s Unfortunately, as the amount of data increases, creating, storing, changing, sorting, and retrieving
data become overwhelming tasks.
Database Management Systems (DBMS)
- A DBMS 15 a set of programs that create, manage, protect, and provide access to the data.
- DBMS organizes data in a way that allows fast and easy access to the data.
- With a DBMS you can create, modify, store, and retrieve data in a variety of ways.
Relational Database
The relational database relates, or connects, data in different files through the use of a key field, or
common data element. Good examples of relational database are Paradox and MS Access.

Fields, Records, and Files
In a relational database, a table is called a “relation”. Rows are called a tuples, records, or entities.

Columns are called attributes or fields.

Table - 1
LAST NAME | FIRST NAME | STREET CITY ZIPCODE | STATE
AKERS TED 4202 Lemon Ave OARLAND 94709 CA
BROWN JOY 345 WILLOW RD PALOALTO 94025 CA
CHANDLER | SUSAN 4572 COLLEGE AVE | BERKELEY 24705 CA
JAMES KEN 822 YORK ST SAN 94103 CA
FRANSISCO
MEAD ANN 8 ROCELYN AVE TIBURON 94903 CA
KELVIN MARY 611 ADAMS AVE QUINCY 94804 CA

- Nbotice that each box in the rable-1 above contains a piece of data, known as a data item. Each
column of the table represents a field, or attribute.
- The specific data items may vary, but each field contains the same type of data, for example, first
names or Zip codes.
- In a given relation there 15 a fixed number of fields. All the data in any given row 1s called a
record, or a tuple.
- A relation or a table 1s also called a file.
- A field 1s a complete unit of information, e.g Address field.
- A record 1s a combination of related fields, e.g. customer’s record, student’s record, etc.
- A file is a combination of related records, e.g. customers file.
Primary key
The primary key of a relational table 1s a key that uniquely identifies each record in the table. e g. social
securtty number, account number or adnussion number, etc.

Primary keys may consist of a single attribute or multiple attributes in combination.
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Data Types
Tables in database need to be designed m consideration of type of data to be stored. If a record (a

combination of related fields) is to be entered it’s obvious that different fields may have different data

types.
Common data types used in Microsoft Office Access include:
1) Text — Used for text or combinations of text and numbers. such as addresses. or for
numbers that don’t require calculations, such as phone numbers, or postal code.
i) Memo — used for lengthy text and numbers, such as notes or descriptions.
1i1) Number — Used for data to be included in mathematical calculations such as number
of items.

v) Date/Time — Used for only dates and time data format such as Date of birth or
purchasing date.

v) Currency — Used for values with monetary units such as amount in dollars, or
amount 1 pound.
V1) AutoNumber — Used for unique sequential or random numbers that are

automatically inserted when a record is added.

Vii) Yes/No — Used for Boolean values, data that can be only one of two possible values,
such as Yes/No, True/False, On/Off. Null values are not allowed.

viii) OLE Object - Used for OLE objects such as pictures, sounds that were created in
other programs using the OLE protocol.

1x) Hypertext — It 15 used to store the location of a file on your computer, a local
network, or the World Wide Web.
X) Lookup Wizard — It 1s a feature that allows the creation of dropdown list of values

that can be read from another table. This dropdown list 15 also known as combo box.

Creating Database
Several DBMS exist that can be used to create database. However, Microsoft Access 1s going to be used

throughout this book.
Opening MS-Access
1. Click Start/All Programs/Microsoft Office
2. Click Microsoft Office Access 2007/2010. See Fig-16-1 below:

Fig. 16-1: Starting Microsoft Access 2007|2010

Microsoft Office

@ Microsoft Access 2010
|&] Microsoft Excel 2010 S :

[E Microsoft InfoPath D Create databases and p‘rcgram.:-.tc tr-a‘:.L: and manage your information by
(1] Microsoft InfoPath F| using Microsoft Access
[E Microsoft OneNote 2010
| Microsoft Outlock 2010 Help and Support
ﬂ Microsoft PowerPoint 2010
| P.] Microsoft Publisher 2010

Control Panel

PTG et

Back

You should be able to see the dialog box as seen in Fig-16-2 below
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Fig. 16-2: Gerting Started with Microsoft Office Access-2007

Getting Started with Microsoft Office Access

- Open Recent Database
= i
. £ More...

rik Database .
red — [):"\_l]ﬂllﬂ\-\lmpl:rlull‘lﬂl:anulb
- 12/19/2013

= i -

Oa . K_HZ?"III Shfdrad: School Rec...

0. 0Office Online 12/18/3013
\Users\SEETA\Desktop\derrick.md

What's new in Access 20077 11222013

e e s F2% MAVAFFFDMA FI TZARFTH arcdh

Click here to create a New Database

3. Click Blank Database as seen i Fig. 16-2 above.

You will see a new display as seen m Fig. 16-3 below allowing you to type the name of the new
database on File Name:

Fig. 16-3: Creating the Database.
Blank Database

Create a Microsoft Office Access database that does
not contain any existing data or objects.

Get the latest content while working
in the 2007 Microsoft Office system

® Guide to Access 2007 User Interface

Organize all your objects using the File Name:
new, easy access Navigation Pane Database2.accdb

More on Office Online: C:\Wsers\SEETA\Documents\

Training | Templates | Downloads | |

Create
Automatically update this content fr...
Learn more

4. Erase (delete) the default database name “Databasel.accdb™ that you see in Fig. 16-3 above.
Type the name of the new database as Kichui Shadrack Enock — School Record. See Fig. 16-4
below.

Before you click Create, it 1s important to browse around and see which folder to be used to store
your newly created database.

Cancel

Students should always save their newly created databases on the desktop. It will be easier for
them to burn or transfer their work on the CD-RW or Flash disk.

Desktop allows files and folders to be viewed on top of your screen display the moment you open

your computer.
5. Click Browse button found in Fig. 16-4 below to determine the folder to store your database.
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Fig. 16-4: Typing the name of New Database

Get the latest content while working

¢ in the 2007 Microsoft Office system
® Guide to Access 2007 User Interface Blank Database
& Oroganize all your objects using the Create a Microsoft Office Access database that does
new, easy access Navigation Pane not contain any existing data or objects.
File Name:

Maore on Office Online: :
Training | Templates | Downloads Kichui Shadrack Enack - School Record| ]

Automatically update this content fr... C:\Users\SEETAY ments\
Learn mare
| Create | | Cancel |

Click here to Browse.
6. Click Desktop as seen in Fig. 16-5 below to have your file (database name) saved on your

desktop.
Note that if you click Create directly as seen in Fig. 16-4 above, your file will be saved on the

default folder namely Documents.

Fig. 16-5: Browsing to Desktop

* 1 I Desktop » v G Search Dezktop

Organize » New folder

- - e 3
» B2 Microsoft Office A Libraries
Systemn Folder

477 Favorites
B Desktop l b SEETA

- L]

File name: ‘ Kichui Shadrack Enock - School Record.accdb

Save as type: ‘ Microsoft Office Access 2007 Databases (*.accdb)

' Hide Folders Tools ~

7. Click OK graphic button in Fig. 16-5 above Notice that the folder Documents has now changed

to Desktop. See Fig. 16-6 below.
8. Click Create fo create Kichui Shadrack Enock — School Record database as seen in Fig. 16-6

below.
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Fig. 16-6: Saving File on Desktop
o Oetthe latest content while working
in the 2007 Microsoft Office system
® Guide to Access 2007 User Interface

Crganize all your objects using the
new, easy access Navigation Pane

More on Office Online:
Training |Temp|a‘tes | Downloads

Automatically update this content fr...
Learn mare

Blank Database

Create a Microsoft Office Access database that does
not contain any existing data or objects.

File Name:
Kichui Shadrack Enock - School Record.accdb
C:'\Users\SEETA \Desktop,

Create |

Fig. 16-7: Kichui Shadrack Enock — School Record Database

Home | Create External Data

Euﬁd
2a ¥
=0 =5

Fields & Columns

Database Tools Datasheet

Data Type: =[] Unique

Format Formatting *|["] Is Required

'$ % 0|8 5%
Data Type & Formatting

Relationships Object

Dependencies

Views Relationships

All Tables
Table1
E5] Tablel: Table

o Filter | |Search

Datasheet View MNum Lock

Database Objects

A database 15 composed of objects such as tables, queries, forms, reports, pages, macros, and modules.
The objects are designed and stored within a database.

Kichui Shadrack Enock - School Record, the database you have just created can potentially have many
related tables such as Students” Records, Teachers” Records, Books™ Records, etc. Many queries, forms,
reports and so on can also be created.

Designing a Table

Database tables are quite different from spreadsheet worksheet where the former gives you a ready
organized table to enter the data. The latter, doesn’t provide a readymade table for you. Instead, you have
to design the table using database facilities before entering your data.

Let’s now create a table called Studenrs Records which will be used to store records of all students in the
school. The structure of the table to be designed 1s described by the type of data fields to be included m
your table.

Table 16-2 contains the structure of the table to be designed.
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Table 16-2 The structure of Srudenrs Records table

Field Name Data Type Description

Adm No Text Student’s adnussion number in the school
FirstName Text Student’s first name

LastName Text Student’s last name

DateOfBirth Date/Time Student’s Date of birth

Class Number Student’s year of study

FeePaid Cwrrency Student’s amount of fees paid

To create the above table within the newly created database 1e. Kichui Shadrack Enock — School Record
seen in Fig. 16-7 above, follow these steps:
9. Pomt and elick Create on your left mouse button as seen in Fig. 16-8 below. You will realize a
change on your upper pane as seen in Fig. 16-9 below.
10. Click Table Design to open the new blank table object in design view. See Fig. 1-10 below.
11. Type AdmNo n Field Name column of Fig. 16-10.
12. Press the Tab key on the left side of your keyboard to move the cursor on the Data Type column.
You can also use the left mouse button to click.
13. Click the tiny arrow on the right of Data Type column of Fig. 1-10 to dropdown the list of data
types. Select Text data type.
Fig. 16-8: Creating a Table in Design View

Home M Create External Data Database Tools

Vel LYY B E

| View Clipboard Font | Rich Records Filter | Find
| - - * | Tet~ | -~ 7 -
Views Sort & Filter

Home | Creste | BdemalData  Database Tools

T Table E &5 Form = j = ﬁ
S

5] Table Templates ~ | == =2 Split Form

: | Table ‘ 5 Form Report
[l SharePoint Lists ~ Design E Multiple items %v Design

., Report
*‘-’i Design

[ Forms Reports

New Object: Table

Create a new blank table in Design
view, You can add fields, set
indexing options, and perform
other advanced table design tasks.
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Fig. 16-10: Selecting Data Tvpe

All Tables

Field Name Data Type | Description =

AdmNo

Memo

General ||_.-_.g|;._,p| Numbe:r

Field Size Date/Time
Format Currency
input Mack AutoNumber

g:?‘::.?r?\falue Yes/No f kind of values
bject Id. Press F1 for

Validation Rule OLE Obj e

Validation Text Hyperlink

Required Mo Attachment

Allow Zero Length Yes .
Lookup Wizard...
Indexed MNo P

Unicode Compression Yes | v

Design view. F6 = Switch panes. F1 = Help. Mum Lock

14. Press the Tab key again to position the cursor on the Description column. Type: Student’s
admission number in the school. See Fig. 16-11 below.

Fig. 16-11: Field Description

Field Name Data Type
|AdmNo Text

|

Field Properties

15. Continue creating other fields as shown in Table 16-2 above. You should be able to have a
complete table in design as seen in Fig. 16-12 below.

Fig. 16-12: Complete Table Design.

Field Name @ DataType Description —
. lAdmNo Text Student's admission number in the school ||
| |FirstName Text Student's first name
LastName Text Student's last name
DateOfBirth Date/Time Student's Date of birth
| |Class Number Student's year of study
FeePaid Currency Student's amount of fee paid 1

Field Properties

16. Place the cursor on AdmNo field name and click Design from the menu bar as seen in Fig. 16-13.
17. Click Primary Key button to make the AdmNo field name the primary key, the key that will
uniquely identify the record. See Fig. 16-13 below.
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Fig. 16-13: Making AdmNo the Primary key field.

i \
N Home Create External Data Database Tools Design @
.  m— - | /
% ;—_;\h 7 = Insert Rows Ea - %‘;’?
e — =" Delete Rows — -
View imary| Builder Test Validation Property Indexes
- Key Rules @Lookup Column Sheet
Views Tools Show/Hide
All Tables
Field Name Data Type | Description -
W AdmNa{ Text Student's admission number in the school @
|FirstName Text Student's first name 3
B il e - T i [T T W N PR e e
Field Properties

You can alternatively place the cursor on AdmNo and click the right mouse button the select Primary
Kev to make AdmNao the primary key.

Making the AdmNo field to be the primary key means that tlus field shall only accept unique values to be

stored in the table. No two or more students shall be accepted to have the same adnussion number.

Other fields like FirstName or Class cannot be made the primary key because it is possible for the
students to share their first name, last name, class and so on.

18. To save your table, click the Save button as seen in Fig. 16-14. On Save As? dialog box type
your table name as: Students Records and Click OK.

Fig. 16-14: Saving the Table.
——@:rﬂ 9 - & - ) s Kichui Shadrack Enock - Sc.. = © [
- Home Create Bxternal Data Database Tools Design @
% ;@:\, =1, @ Insert Rows

—

—— = Delete Rows

View mary| Builder Test
- Kﬂf
Views
Table Name:

All Tables || 21 T Students Records]|

W» AdmNo
FirstName
_'I-.-.LII-.--.- L Y [T P Y PR [ ppe—
Field Properties
Click here to Save your table.

Notice that the default table name Tablel 15 now replaced with Students Records as the name of your
created table. You should also remember that Students Record 1s a table created within a database called
Kichui Shadrack Enock — School Record.

Entering data in the Table
After finishing the design of the table, entering data 1s the next step. You need to view the interface of the

table that can enable you to enter the data.
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To view your table while in design view you simply click the View button on the upper left side of
Fig. 16-14 above. You will see a table ready for you to enter your data. See Fig. 16- 15 below.

Fig. 16-15: Table in Datasheet View. Data can be Entered from here.

All Tables
Stud... = AdmMNc - | FirstNam - | LastName ~ IDateOfBil ~  Class =~ FeePaid -
o stu.. || #*

Record: M« 10of1 M+ | & No Filter [[search | < [ »
Ready | Num Lock llﬂ-m-@rxi

After enfering your data you will have your table looking like the one in Fig. 16-16 below:

Fig. 16-16: The table showing the complete data entry.

&ll Tables || ==] Students Records
Stud... = AdmMNo - |Fir5thlame - | LastName - IDateDfBirth = | Class -~ FeePaid - =
EH stu.. ADO01 Mubiru Mark 8/9/1994 4 S700,000.00
| |ADO0OZ Kirabo Moesha 11/11/1999 2 5800,000.00
| |ADO003 Tukundane Alfred 8/10/1998 2 $750,000.00
| |ADoDa Mulindwa  John 9/2/1997 2 $790,000.00 |-
| |ADOOS Mshana Juma 2/3/1996 5 56590,000.00
ADOOG Marandu Paul 12/11/1995 6 S$700,000.00
| |ADOO7 Waweru Ann z/9,/1994 6 S590,000.00
| |ADOO0S Yuweri Daudi 4/8/1997 2 5600,000.00
ADO0S Gwokyalya Christine 4/12/1999 2 5800,000.00
| |aDo10 Olega Mathaww 1/6/1999 2 S720,000.00
| |ADO11 Mabukenya Lucia 6/8/1997 4 S5760,000.00
ADO12 Scemwezi Danis 11/12/1992 4 S200,000.00
| ADO13 Aurma Mercy 12/11/1998 2 5800,000.00
. |ADO014 Bizimana Luke 5/11/1996 5 S750,000.00
ADO15 Maeda Julius 7/9/1997 4 5670,000.00 -
Recora: M (1507115 | » » k: | & o Futer | [searen | 4 ] 4
T — )
DNote

1. If you duplicate values appearing in AdmNo (the primary key) field e.g. changing the wvalue
ADO003 to AD002, you will recerve an error message when you move the cursor to the next record
as seen i Fig.16-17 below:

Fig. 16-17: An Error Message resulting from duplicating a primary key field in the table

All Tables || | Students Record:
Stud... = AdmMo - FirstName = | LestiName - | DateOfBirth = FeePaid =« =
= stu.. | ADOOL Mubiru Mark 8/9/1994 4 5700,000.00
ADOD2 Kirabo wWoesha 11/11/1999 2 5800,000.00
# ADO02 Tukundane Alred 8/10/1993 2 4750,000.00
Microsoft Office Accsss

The changes you requested to the table were not successful because they would create duplicate values in the index, primary key, or relationship, Change the:
data in the field or fields that contain dunlicate data, remove the index, or redefine the index to permit duplcate entries and Ty again.
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2. The primary key field cannot be null (without any value). If you attempt to make any of the value
in AdmNo field null, an error message will show up as seen in Fig. 16-18 below.

Fig. 16-18: The Primary Key value (4dmNo) cannot be null.

AdmMa ~ |Fir5|:NamE - ILastName »  DateOfBirth ~ | Class ~ FeePaid - &
ADOOL Mubiru Mark 8/9/1994 4 S700,000.00
ADO0O02 Kirabo Moesha 11/11/1999 2 5300,000.00
Tukundane Alfred 2/10/1992 2 £750,000.00

x DEN 3 $790,000.00 |~
5 5 5690,000.00
6 S700,000.00

A Index or primary key cannot contain a Mull value. 6 $590,000.00 —
F- e . 2_$600,000.00

$200,000.00

3. When you enter data in the FeePaid column don’t type dollar ($) or comma (,) signs. They will

be fixed automatically.
4. Practice to enter your data one row after the other. Avoid entering your data columm by column fo
minimize risks of violating data entry rules such as fields which can not contam null values.

Close your table by clicking the X symbol at the upper nght comer of your table. The table of your
database will be closed leaving your database open indicating that 1t has one table: Srudents Records as
seen in Fig — 16-19 below:

Fig. 16-19: An open Database with a one closed table.

Filter

S5ort & Filter

All Tables
Students Records
—1 sStudents Records : Table

Ready

Opening Existing Database
There are times, perhaps, you may wish to open an existing database for reference or wanting to continue

editing its contents.
For mstance. if you want to open the database you have just created, you follow the following steps:

1. Open your Microsoft Office Access 2007/2010 program. The followmg Interface will open. See
Fig. 16-20 below:
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Fig. 16-20: Opening and Existing File

E-"More...

%] \-\Kichui Shadrack Enock ...

2. Click More... in Fig. 16-20 above to look for more files. The Open dialog box will open. See
Fig.1-21 below.

Notice that for recently stored files you sumply click the name of your database if you see it on the

list. Your database will open automatically in this case.

Fig. 16-21: Browsing Files

@ -+ 1 I Deskiop » v & Search Desktop

Organize ~ MNew folder
"~ fre e
ﬁ Microsoft Office A derrick.mdb
E Microsoft Office Access Databace

'S.'-‘r Favontec 232 KB

Bl Desktop Kichui Shadrack Enock - School
_b. Downloads R@chdh
- W Microsoft Office Access 2007 Dat... v

File name: | Kichui Shadrack Enock - School Re | | Microsoft Office Access (aced

Tools ~ Open |v| | Concel |

3. Click Open in the Fig. 16-21 above. Your database will open. See Fig. 16-22 helow.
Fig. 16-22: Opening the table in your database.
| R L =

Database Tools
El IR iy
2b) S (=]

Rich Records A Filter 7 Find

Z
A
- u -
Sort & Filter
All Tables
Students Records
@ Students Records : Table
Open

Design Views

Import
Export
Collect and Update Data via E-mail
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4. To open your Students Records table you point and right click the table name. You will see a

display menu as seen in Fig. 16-22 above.

5. You click Open if you want to open and see your data or click Design View to open your data in

Table Design View.

You can open your table in Design View especially when you want to add or edit your fields.
If you click Open, your table named Students Records will open. See Fig. 16-23.

Fig. 16-23: Shows the database and its opened table.

|

%Jﬂ.

View Clipboard | Font

- - -

External Data

=

Database Tools

A Tz
zl ? [z
il

1
Filter

Rich  Records A
Text - & 7

Views Sort & Filter

Datasheet

=1 Students Records
AdmMNo ~ FirstName ~
ADODL Mubiru
ADO002 Kirabo

All Tables
Students Records
1 students Records : Table

LastName -~ DateOfBirth -
Mark g/fo/ 1t
Moesha 11/11/1¢

Record: 14 1 of 15 L

K Mo Fiite | Sea;ch )

Student’s admission n...

Exercise 16-1

Num Lock ||E & i S| .

Create a database called Business. Within this database create a table called Product. Enter your data in
the created table as seen below:

Table 16-3
ProNo ProdName Quantity | ManfDate | Description Price
PD001 Computers 10 | 12/12/1999 | Used for stonng records 1000000
FDO002 | Tractors 15 | 09/09/2004 | They are used to clear fields 40000000
PD003 | Mattresses 90 | 07/07/2009 | Used for sleeping or resting 150000
FDO004 | UPSes 100 | 08/12/2006 | Used for storing power 200000
PDOOS Switches 23 | 09/11/2007 | Used for distributing data 5000000
PD006 Printers 78 | 09/08/2011 | Used for printing documents 7000000
FDO007 | Fridges 70 | 07/01/2000 | Used for cooling drinks only 800000
PD0O08 TV sets 69 | 01/07/2009 | Used for entertainment & news 700000
PD0O09 Flat Irons 88 | 09/03/2010 | Used for troning clothes 30000
PDO10 Wall Clocks 150 | 11/12/2001 | Used for reading time 15000
FDO11 Radios 190 | 06/09/2004 | Used for entertainment and news 56000
PD012 | Extension cables 87 | 12/01/2008 | Used to extend power fo remote 35000
devices.

Required

L. Use appropriate data types

1. Describe your fields accordingly
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TOPIC SEVENTEEN

CREATING QT_'ERIES

- A “Select query” 15 a stored question about the data stored in a database’s table. They underlie most
forms and reports, and they allow you to view the data you want, when you want.

- You use simple “select query” to define the tables and fields whose data you want to view and also to
specify the criteria that hmits the data the query’s output display.

Working with Simple Criteria

- You can limut the records that you see in the result of a query by adding criteria to the query.

- For example, you might want to see just the customers in “Zambia™, or you might want to view just
the orders with sales over Sh. 5000000/=.

- You could also want to view sales that occurred within a specific date range. By using criteria, you
could easily accomplish any of these tasks.

Using an Exact Match Query

An exact march query locates data only when there is an exact match with the criteria that you enter.

Rules for Criteria, Based on Tvpe of Fields

- Text — After you type text, Access puts quotes around the text entered.

- Number/Currency — You type the digits, without commas, or dollar signs ($) but with decimals, if

applicable.

- Yes/No —For a “Yes”, you type “Yes” or “True”. For a “No” you type “No” or “False”.

Creating a Query

To create a query you must have an existing table to whom a query 1s to extract records that satisfy a

given criferia.

To do this, let us use examples that lead us from database creation, table creation and finally query

creation.

Example 17-1

Create a Database called Kichui-Kampala Trading Centre and design a table called Customers within

this database as seen in Table — 17-1 below

Table-17-1 —Customer Table

CustID Lname Fname District Sex DateB TelNo
C001 Kalema James Jinja Male 12/09/1980 | 0773885544
Co02 Nanuiro Loy Busia Female 11/08/1976 | 0773556543
C003 Op1io James Sorott Male 09/09/1971 | 0756454243
Co04 Ajambo Mercy Busia Female 07/06/1969 | 0712345665
C005 Omondi Tom Malaba Male 08/12/1978 | 0789675655
C006 Ojambo Lamek Busia Male 01/01/1971 | 0756555655
coov Nanibi Ann Jinja Female 03/08/1982 | 0776565445
Co0s Matata Juma Busia Male 09/09/1975 | 0797876766
C009 Kisembo Timothy Mbale Male 11/12/1984 | 0756765651
Co010 Dawati Lakati Soroti Male 12/01/1980 | 0712376565
Required

1) Create the database and the table in design view Enter the data as see above.

1) Create the query i design view to display only the customers from Jinja.

1) Create the query to display only Female customers

) Create the query to display only Female customers from Busia.

V) Create the query to display customers from Albale or any other customer who 1s Female by gender.

Vi) Create a query to display all customers from Jinja or Soroti districts.
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vii) Create a query to display Busia or Male customers, Loame field should be sorted in ascending order
and the field CustID and Fname should be hidden in the datasheet view.

Vii1) Create a query to display customers from Kampala
Let’s follow the following steps to create the database, its table and subsequently creating the underlying
queries:

Step 1: Creating Database
1. Click Start/All Programs/Microsoft Office/Microsoft Office Access to start the database program.
2. Click Blank Database. On File Name type: Kichui — Kampala Trading Centre as your
database name. Browse and select Desktop to have your database saved on the desktop. See

Fig. 2-1 below:
Fig. 17-1: Creating a new Database Note:
Blank Database e |If you still have problems with database
Create a Microsoft Office Access database that does and table creation you can revisit chapter
not contain any existing data or objects. one of this book.
File Name: ¢  Where | used my name Kichui, you should
Kichui - Kampala Trading Centre.accdb 3 use your names instead.
C:\Users\SEETADesktop) * It is possible to save your files elsewhere
apart from the Desktop folder. We only use
Create | Cancel the desktop for now such that new
' learners can easily burn.

3. Click Create to have your database created. See Fig. 17-2 below:

Fig. 17-2: An New Database without Tables

External Data Database Tools

All Access Objects

Click here to open Design Tool Pane

4. Click Create from Fig. 17-2 above to open the design tool pane.
5. On design tool pane Click Table Design in Fig. 17-3 below.

Fig. 17-3: Design Tool Pane

i
Home ] Create l External Data Database Tools @
e DB @ 02852
[€5] Table Templates ~ || ZZ] Split Form ] - i -1
. Table Form Report Report Macro
[Hn SharePoint Lists ~ Design E Mumple ltems )~ Des‘gn %& Design -

Tables | Forms | \ Reports | Other

Kichui Shadrack Enock — Order the complete set of the book and learn fully: +256709660974/774568543



6. Use the field headers in Table 17-1 above and design your table on all Field Name, Data Type
and Description as seen m Fig. 17-4 below.

Fig. 17-4: Defining Field Names, Data Types and Description

A Field Name Description -
i n Text Customer's identification number [=)
| |Lname Text Customer's last name
| Fname Text Customer's first name

District Text Customer's District of origin
| Sex Text Customer's genderstatus
| DateB Date/Time Customer's Date of Birth

TelNo Text Customer's contact number v

Field Properties

7. Select CustID as seen in Fig. 17-4 above and then click Primary Key on the left upper pane as
seen in Fig. 17-5 below:

Fig. 17-5: Creating the Primary Key and Saving the Table

Design

External Data Database Tools

&= j'ﬂ Insert Rows ;
Lj_ilf &
= Delete Rows
View Primary Builder Test Validation Property Indexes
- Key Rules 5@ Lookup Column Shest

Step 2: - Enfering Data
1. Pownt and Click View i the left upper pane of Fig. 17-5 above. Your table will open ready for
you to enter your data.
2. Type your data which 15 in Table 17-1 above.
Your table will look like the one in Fig. 17-7 below when completed.
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Fig. 17-7: The complete Data Enfry in Customer Table

CustiD - Lname - Fname ~- District ~ Sex

coo1 Kalema James Jinja Male 12/9/1980 ﬂ?BBBSSdE]
€002 Namiiro Loy Busia Female 11/8/1976 077355654
Co03 Opio James Soroti Male 9/9/1971 075645424

Coo4 Ajambo  Mercy Busia Female 7/6/1969 071234566
C005 Omondi  Tom Malaba Male 8/12/1978 078967565 *
Record: 4 < 10f10 | » M b' | { loFiter | Search | ¢ ) »
Customer's identification number | Num Lock |5 6B i | &

3. Close your Table by clicking the closing button (X) at the top right of this Windows.
Step 3: Creating Queries
You are required to create a query which will display only customers from Jinja as per Example 17-1 of

this chapter.
To create this query, follow the following procedures:

1. Click Create and then Click Query Design as seen in Fig. 17-8 below:

Fig. 17-8: Crearing a Query.

| Create | ExemalData  Database Tools

®.
0 B B e @ RED
s+ == 3 split Form ] =l [ | Blank Report =5 N B

S~ Design | 5] Muttiple ftems T+ pewign |+ KL Report Wizard Derin | Wiverd Design

Forms | Reports Other

2. On Show Table dialog box shown in Fig. 17-9 select Customers table and then click Add only
once.

3. Click Close to close the dialog box. See Fig. 17-10 below showing you the Query By Example
(QBE) imnterface.
Note:
Ensure you don’t click Query Wizard instead of Query Design. Query Wizard can also be used fo create
queries but you need to be familiar with Query Design tools for more effective queries. In any case,
Query Wizards can also be used anyway.
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Fig. 17-9: List of Tables or Queries.

The Show Table dialog box
provides a means of choosing
tables that are to be used to build
the query.

A Query can be built from many
tables, other Queries or from both
Tables and Queries.

Click Tables tab in Fig. 17-9 to list
all the tables or Queries tab when

you want to list all queries or Both

tab when you want to list both

tables and queries combined.

Customers
% CustiD
Lname =
Frame
District
Sex a1
MNatalk
A L] 3
Fleld: -
Table: =]
Sort:
Show: [ ] I ]
Criteria:
(=] -
e | | gm— — — [
L Query By Example grid Field List

Purpaose of Query By Example grid
¢ Field:- This row contains the field from the Field List that you want to include in a query. This

can also contain an expression (a temporary field that you make which may contain a result of
calculated query).

o Table:- Displays the name of the table that the field 15 . This 1s useful if you are basing your

query on more than one table, especially if you have fields i the different tables that have the
same name.

¢ Sort:- Allows you to specify which field (s) to base the sort order on.
¢  Show:- Determines whether or not to display the field in the datasheet displays.

¢ Criteria:- Allows you to include, or not to include, records based on individual or combined field
values.

4. Drag or double click all the fields from the Field List to the Field: row. See Fig. 17-11 below:
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5. On Criteria: row and District colunm type Jinja. Note that where Jimja 1s typed, upwards reads
District field and sideways reads Criteria:

Fig. 17-11: Designing a Query

Customers

¥ ALy

-

Lname

Fname

] |

|4 fau)
Field: | CustiD Lname | Fname | District | Sex Sex DateB Tel =
Table: | Customers Customers :Custnm:rs qustomcrs :Customcrs Customers | Customers Cu
Sort:
Show: | , _
Jinja

6. Click Save button to save your query. See Fig. 17-12 below. The Save As? dialog box will be
displayed as seen in Fig. 17-13 below.

7. On Query name: Type Jinja Customers as seen m Fig. 17-13 and then click Ok button. If you
click Cancel button means that you don’t want to have your query saved.

Fig. 17-12: Saving and Viewing the Query.

- te External Data  Database Tools Design
=1 . aD % Za 4’ Insert Columns z % Property Sheet
.— - Df El O =" ¥ Delete Columns E TBNENI@
Vlfw Aun + 22 i:;:: SN AQd Return: Al 7| o Sl Parameters
Results Query Type Query Setup | Show/Hide
I Click here to Save your query.

Click here to View your query on Datasheet View.

8. Click View button seen in Fig. 17-12 above to see the result of your query. See Fig. 17-14 below.

Fig. 17-13: Typing the name of the query You should always name your queries using
descriptive names i.e. the name that describes what
the query does.

Query Name: auery
Jinja Customers| For instance the name given to a query linja

Customers can easily tell you this query is aimed at
displaying only customers from Jinja.
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Fig. 17-14: The result of the query — Jinja Customers

CustlD - Lname - | Fname - District - |Exprl00 - Sex =~ | DateB -~ TelN «

coo1] Kalema James  Jinja Male Male 12/9/1980 07738

]COO? Nambi  Ann Jinja Female Female 3/8/1982 07765 =
Record: M 4 |1of2 LI | {x Mo Filter | Search |{ L il | »
| Num Lock || B () sou i

9. Close your query by clicking the closing button (X) at the right upper corner.
You can also click View to view your query mn Design View in case you want to make any

adjustments.

Next 1s to create the subsequent quernies. The same steps are to be followed except looking at what criteria
the query 1s to use. Part (11) of the Example 17-1 wants you to create a query to display only Female
customers.

This can be done by typing Female in the criteria: row and Sex field as seen in Fig-17-15 below.

Fig. 17-15: Query design — Female customers.

Customers
W CustlD -]
Lname

4 [ »

e

A Ll ¥

rY

Field: | CustiD Lname | Fname District Sex DateB TelNo
Table: | Customers | Customers |Customers Customers |Customers |Customers |Customers E‘
Sort:
Show: ¥ _ ™ v
Criteria: ‘Female’
or: -

| Mum Lock || (B &8 @ ser

You can click View button at the left upper pane of the query design tools (see Fig. 17-12 above) to view
the result of your query. See Fig. 17-16 below.

You will notice in Fig. 17-16 below that only Female customers are to be displayed. This 1s so because in
the Criteria: row and Sex field in the query design (Fig. 17-15) you typed “Female™ as your criterion for a
record to be displayed.

Fig. 17-16: Darasheet View — Female customers.

District - | Sex -~ DateB -~

CustiD - | Lname - Fname -

002 Namiiro Loy Busia Female  11/8/1976 0773556543 =]
cooa Ajambo  Mercy Busia Female 7/6/1969 0712345665
Cco07 Nambi Ann Jinja Female 3/8/1982 0776565445

Record: M 4 10of3 PoM r:] ¥ Mo Filter | |[Search |
| Num Lock | 3 | e (0 sou| G
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Save your query as Female customers and Click X at the right upper corner of your query to close.

Queries Based on Multiple Conditions.

- This may be time when you want to create a query that contains two or more conditions. You
would do this, for example, if you only wanted records in the District of “Busia”™ that had sales
within a certain data range to appear in the output.

- The “AND” condition 15 used to indicate that both of two conditions must be met m order for the
row to be included in the resulting record-set.

- You can use the “AND” condition in the same field or on multiple fields.

Example 17-1 part (iv) wants you to display Female customers but only those ones from Busia. This
means that the criteria to be used are Female and Busia. Here there 1s a condition that a record will only
show up 1f a customer 15 a Female and must be from Busia.

Procedures of creating this query won’t differ as in the case of part (11) and (111) of Example 17-1. The
only difference 1s that we’re now using multiple criteria or conditions, which state that “a customer must
be Female and from Busia district”. See the Fig-17-17 below.

Fig. 17-17: Query in Design View — Female from Busia.
“11 Female from Busia

Field: | CustiD Lname Fname District Sex DateB TelMo ‘
Table: | Customers | Customers | Customers Customers Customers Customers Customers @
Sort:
Show:
Criteria: “Busia” ‘Female”

orn

Fig. 17-18: Query in Datasheet View — Female from Busia.

-3] Female from Busia
CustiD -|Lname v | Fname - | District »| Sex - DateB - TelNo '5
coo2] Namiiro Loy Busia Female  11/8/1976 0773556543

C004 Ajambo  Mercy Busia Female 7/6/1969 0712345665
Record: M 4 [1of2 oM} ‘ W& Mo Filter [ Search ]I e 3
[ Num Lock ||E &5 (D sov b

Notice that the result of the query shown m Fig. 17-18 above clearly shows that only Female customers
from Busia district are displayed in this query.

Using OR Condition (Multiple Fields)
Example 17-1 part (v) wants you to create a query that can exfracts records from the Table 17-1 that

must have customers from Mbale district or the customers should be Female. This means all customers
from Mbale even if they are males will show up and all Female customers even if they are from other
districts even if not from Mbale will also show up 1n the query. To create this query see Fig-17-19 below:
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Fig. 17-19: Query in Design View — Using OR Condition

Field: | CustiD Lname Fname District  Sex ‘DateB  TelNo =
Table: | Customers | Customers | Customers | Customers | Customers  Customers Customers@
Sort:
Show:
Criteria: "Mbale”
or. ‘Female’ -1
PE T | &

Num Lock ||B B H sa

Note that Mbale was typed in Criteria: row and Female was typed mm Or: row of Query By Example
erid. You should do this when you are using OR condition.

Note also that while typing your criteria you must ensure that you don’t nusspell or add other characters
like a period (.) 1.e. [Female.] or the comma (,) 1.e. [Female,]. They should only be mcluded if they were
typed like that in the table.

You can click View to view your query in Datasheet View. See Fig. 17-20 below:

Fig. 17-20: Query in Datasheet View — Mbale or Female customers

CustlD - Lname - Fname ~ | District - Sex - | DateB - | TelNo ~- =
002 Namiiro Loy Busia Female  11/8/1976 0773556543 E
| |coo4 Ajambo  Mercy Busia Female 7/6/1969 0712345665
| |coo7 Nambi  Ann Jinja Female 3/8/1982 0776565445

| C009 Kisembo Timothy Mbale Male 11/12/1984 0756765651
Record: 4 <« 1of4 b oM b | Cono Fiter | Search |

| Num Lock [ B (@ sav i |uez

Using Or Condition (Single Field)
Example 17-1 part (v1) gives us a situation where OR condition can be used in the same field. Fig. 17-21
below demonstrates the use of OR condifion in a single field.

Fig. 17-21: Query in Design View — Jinja or Sorofi customers

Tﬂ Jinja or Soroti customers

Field: | CustiD Lname Fname District Sex DateB 1
Table: | Customers Customers Customers Customers  Customers Customers @
Sort:

Show: _ Mo
Criteria: “Jinja"

or “Soroti”
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OR
Fig. 17-22: Alternative method — Jinja or Soroti customers

ﬁl Jinja or Soroti customers

Field: | CustiD iLname Fname District SEx DateB =
Table: | Customers [ Customers Customers Customers Customers Custom:@
Sort: [
Show _ V) v
Criteria: “linja” Or "Soroti®
on

Note that in Fig. 17-21 Jinja 1s typed in Criteria: row while Soroti 1s typed in Or: row. Alternatively, as
seen in Fig. 17-22_ you can type both Jinja and Soroti conditions 1 Criteria: row except you have to
separate them with the logical OR operator.

To view the result of this query click View button and your query will be displayed in Darasheer Fiew as
seen in Fig. 17-23 below.

Fig. 17-23: Query in Datasheet View — Jinja or Soroti customers
“3] Jinja or Soroti customers

CustiD - Lname -~ | Fname ~  District ~| Sex - DateB - -~
Kalema James Jinja Male 12/9/1980 E

C003 Opio James Soroti Male 9/9/1971

Co07 Nambi Ann Jinja Female 3/8/1982

Co10 Daati Lakati Soroti Male 12/1/1980 -

Record: 4 4 1 of4 L I | < Mo Filte |Sear:h |

Sorting Fields in a Query
You might need your query to be displayed while sorted in either ascending or descending order using
any field of your choice. You may as well decide to have other fields ludden from the display.

To do thus, let’s make the query to display Busia or Male customers. In this query we want Lname to be
sorted in ascending order and we also want CustID and Fname not to be displayed (ludden) in the
query’s datasheet view.

To sort your query by Lname Click the tiny arrow pointing down intersecting the Sort: row and the
Lname field. On the dropdown list select Ascending. See Fig. 17-24 below:
Fig. 17-24: Sorting query and Hiding fields

---------

Field: | CustiD Lname Fname District Sex | TelMa
Table: | Customers Customers Customers Customers Customers | Customers
Sort:
Show: [l Ascending ]
Criteria: Descending "Busia”
< fu]

Mum Lock @ & @
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Your final design should finally look like the one in Fig. 17-25 below:

Fig. 17-25: Query in Design View — Busia or Male customers sorted by Lname.
-2 Busia or Male customers sorted by Lname

|
Field: | CustiD Lname Fname District | Sex TelNo =
Table: | Customers Customers Customers Customers | Customers Customers El
Sort: [

Show: L] L] '
Criteria: “Busia”
‘Male”

Notice that on that Show: row some boxes are not ticked (to deselect you click on the ticked box once).
This means that the deselected fields won’t display when we apply Datasheet View feature. You can also
see that on the Sort: row we selected Ascending under the Lname to have this field appears in
alphabetical order. See Fig. I7-26 below:

Fig. 17-26: Shows Sorted data and hidden fields

= ’ = custo 5 sorte |
Lname - District - Sex =~ TelNo - -
"NElnlelel Busia Female 0712345665 E
Daati Soroti Male 0712376565
Kalema lJinja Male 0773885544
Kisembo Mbale Male 0756765651 v
Record: 4 4 |10f9 P OMH b | 'k Mo Filter | Search

Fig. 17-26: Shows Sorted data and hidden fields

=2 Bu¢ = custo 5 sorte I
Lname - | District - Sex =~ TelNo - -
‘NElylslsy Busia Female 0712345665 E
Daati Soroti Male 0712376565
Kalema lJinja Male 0773885544
Kisembo Mbale Male 0756765651 —
Record: M 4 [10f9 [ T | 'K Mo Filter | Search |

When you put the criterion that does not exist you should expect the blank display. In Example 17-1 part
(vii1) wanted you to display customers from Kampla. But those customers are not available in the Table
17-1 entries. The blank sheet will show up when you display your design as seen in Fig. 17-27 below.
Fig. 17-27: No customers firom Kampala.
CustiD - | Lname -

Fname - | District -
E 3
Record: 4 < |1 0of1 Lok | % Mo Filter [Search

Fig. 17-28 below shows a List of queries that you created in the previous examples.
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Fig. 17-28: Shows a database with a list of created Queries.

| Home [ Create

External Data Database Tools

Female Custom...

Female from B...

Jinja Customers |
Jinja or Soroti c...

Kampala custo... | |
Mbale or Femal... ¥

| Home | Create

External Data Databas

@ |y

B 7 I.[HEIEII

o SR AT B

Mavigate To Category
Custom

Object Type

Tables and Related Views
Created Date
Modified Date

Filter By Group
Tables

Queries

Eorms

Reports

All Access Objects

Font

@.
= M S - || aa |
Rich Record Fift
Totr || BT Np -

Sort & Fitter |

Mote that Fig.17-28 above shows a list of
closed queries. To open any of the queries
you select and right click your mouse
button and click Open to have your query
open in Datasheet View. You click Design
View if you want your guery to open in
Query Design View.

Note also that you can switch from one
object to another. i.e. Tables, Queries,
Forms, Reports, etc. You do this by clicking
the tiny arrow peinting down to have a
dropdown of the list of objects. See Fig. 17-
29. Select Tables to have a list of tables
instead of the list of queries seen in Fig. 17-
28 above.

If you select All Access Objects you will
have your tables displaying all the objects
you created you created in the database;
Tables, Forms, Queries, Reports, etc. listed
together.
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Example 17-2
Create a database called ImperiaiHotel. Withun this database design a table called Guesrs that will be

used to enter the information as seen 1n the Table-17-2 below

Table-17-2
GNO Lname Nationality | RoomNo | Date Rstatus AccFee NDays
G001 Maina Kenyan 89 | 01/12/2012 | Excecutive 80000 10
G002 Jimmy American 4 | 01/12/2012 | Royal 60000 20
G003 Loy Tanzaman 11 | 02/12/2012 | Executive 95000 30
G004 Dominic | American 15 | 03/12/2012 | VIP 120000 45
G005 Mathew | British 19 | 03/12/2012 | Royal 56000 15
G006 Norah Kenyan 17 | 04/12/2012 | VIP 130000 60
G007 Hilda American 12 | 05/12/2012 | Executive 95000 13
G008 Tim Brifish 9 | 05/12/2012 | VIP 140000 70
G009 Nancy American 67 | 06/12/2012 | VIP 140000 60
G010 Laura Tanzaman 81 | 07/12/2012 | Executive 96000 15
Required

1) Create the database and its table in design view

11) Populate your table as seen in the table

111) Create a query to display all the puests that are Tanzanian nationals.

v) Create a query that will display all the guests who are not in FTP rooms.

V) Create a query to display all guests who are etther Kenyan or Tanzanian nationals.

V1) Create the query to display all the .4merican nationals who booked FIP rooms.

Vii) Create a query to display all the dmerican nationals that did not book FIP rooms.

viii)  Create a query to display all guests whose accommodation fee 1s less than 90000

IX) Create a query to display all the guests whose accommodation fee 1s above 100000

X) Create a query to display all the guests whose accommodation fee 1s above 80000 but

below 120000.
1) Create a query to calculate the Total Fee paid by each customer.
Xi1) Create a query which will display New Accommodation Fee for guests who booked

FIP rooms if a 2% discount was offered.

Solution to Example-17-2
You now know how to create a database and a table within a database. After creating your database, you

are expected to have a display as one in Fig. 17-30 below.
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Downtown Bookshop and Stationers — Mbale

Twins Bookshop —Jinja

Akuwa Ekibono Bookshop — Jinja.
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