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THE NATIONAL ANTHEM
FULL VERSION

Jana-gana-mana-adhinayaka jaya he
Bharata-bhagya-vidhata

Punjaba-Sindhu-Gujarata-Maratha-
Dravida-Utkala-Banga

Vindhya-Himachala-Yamuna-Ganga
Uchchhala-jaladhi-taranga

Tava Subha name jage, TavaSubhaasisa mage,
Gahe tava jaya-gatha.

Jana-gana-mangala-dayaka jaya he
Bharata-bhagya-vidhata.

Jaya he, jaya he, jaya he,
Jaya jaya jaya jaya he.

-Rabindranath Tagore

SHORT VERSION
Jana-gana-mana-adhinayaka jaya he
Bharata-bhagya-vidhata.

Jaya he, jaya he, jaya he,
Jaya jaya jaya jaya he.

AUTHENTIC ENGLISH TRANSLATION OF
THE NATIONAL ANTHEM

Thou art the ruler of the minds of all people,
Thou dispenser of India’s destiny.

Thy name rouses the hearts of the Punjab, Sind,
Gujarat and Maratha, of Dravida, Orissa and Bengal

It echoes in the hills of the Vindhyas and Himalayas,
mingles in the music of the Yamuna and Ganges
and is chanted by the waves of the Indian Sea.

They pray for Thy blessings and sing Thy praise

The saving of all people waits in Thy hand,

Thou dispenser of India’s destiny.

Victory. Victory, Victory to Thee
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THE NATIONAL INTEGRATION PLEDGE

“I solemnly pledge to work with dedication to preserve and strengthen the freedom and integrity of
the nation.”
“I turther affirm that I shall never resort to violence and that all differences and
disputes relating to religion, language, region or other political or
economic grievances should be settled by peaceful and
constitutional means.”

INVOCATION TO GODDESS TAMIL

Bharat is like the face beauteous of Earth clad in wavy seas;

Deccan is her brow crescent-like on which the fragrant “Tilak’ is the blessed
Dravidian land.

Like the fragrance of that “Tilak’ plunging the world in joy supreme reigns
Goddess Tamil with

renown spread far and wide.

Praise unto You, Goddess Tamil, whose majestic youthfulness, inspires awe and
ecstasy
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PREFACE

Digital Workplace Skills is a vital computing abilities and competencies needed to effectively
navigate and utilize digital tools, platforms and technologies within a professional environment. These
skills include proficiency in software applications, digital communication, collaboration tools, data

analysis, cybersecurity awareness and adaptability to new technologies.

Digital Workplace skills for students encompass a range of abilities necessary to thrive in modern
work environments. Students, also need to develop critical thinking, problem - solving, adaptability

and digital literacy skills to succeed in today’s digital workplaces.

The book entitled, “Digital Workplace Skills” is drafted for the First Year Diploma students of
Polytechnic Colleges affiliated to State Board of Technical Education in Tamilnadu, as the state has
started implementing the Regulation 2023 in diploma curriculum. It is meticulously crafted to meet
the students’ academic needs, about the fundamentals of computer systems and operating systems

that run on it. In addition, it outlines the browsers and the search engines as well.

Under basic productivity tool, the most useful application, Word Processing Software is described.
The operational efficiency of any knowledge professional can expand their knowledge significantly
with an upgradation of the skills of MS Excel / Google Sheets. Hence, in this version of the textbook,
the materials have been structured with data handling, formatting, usage of functions, sorting, filtering

and chart presentations.

Creating a good presentation is much more than just clicking a few dialog boxes and typing some texts,
it requires knowledge and planning. Accordingly, this book illustrates the features of MS PowerPoint and
Google Slides. It also covers the online graphic design tools, Canva and Figma, which are used, to create,

share and test designs for websites, mobile apps and other digital products and experiences.

The textbook, also contains the fundamentals of E-mail usage, video and web conferencing tools.
Furthermore, it elucidates the Drive Sharing and Protection as Google Drive has become an integral
part of our digital lives, offering a convenient and secure way to store and access files. Finally, the book

concludes by providing a comprehensive understanding of various cybersecurity concepts.

Our primary goal in writing this textbook was to make complex concepts accessible and
understandable for students, to be achieved through a clear and lucid style complemented by illustrative
examples throughout the text. We extend our heartfelt gratitude to parents, staff and friends for their
unwavering support and encouragement throughout the development of this textbook. Ultimately,
this book aims to provide a comprehensive guide for students, contributing to their academic success
in their Polytechnic Course.

- AUTHORS
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SYLLABUS

1000231520

Digital Workplace Skills

Practical

Introduction

Being able to embrace new technology in
the workplace helps to streamline working
processes. Digital workplace skills provide
knowledge for sharingand collaborationin many
new and effective ways. It is used in a connected
digital environment providing access to share,
present, and report information effectively and
efficiently to increase productivity in a safe &
secure environment.

Course Objectives

The objective of this course is to enable the
student to

[a—y

Introduce the basics of computer hardware,
operating systems, and Internet usage.

2. Explore various office productivity tools
and text processing.

3. Apply various information analysis tools
with the help of spreadsheets.

4. Understand the effective presentation of
information.

CO/PO Mapping:

5. Identify the communication and security
tools for information protection.

Course Outcomes

After successful completion of this course,
the students should be able to

CO1: Demonstrate the ability to use various
operating systems and internet utilities.

CO2: Experiment ~ with  various  office

productivity tools.

CO3: Analyze the information gathered with
the help of spreadsheet

CO4: Explore the various communication tools
available

CO5: Identify the appropriate tools for securing
the information.

Pre-requisites:

Nil

Legend: 3-High Correlation, 2-Medium Correlation, 1-Low Correlation

Page vi ‘
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Assessment Methodology

Continuous Assessment (40 marks) End Semester
Examination
CAl CA2 CA3 (60 marks)
. Practical Test Practical Test Practical Record Practical
(Ex. 1to05) (Ex. 6 to 10) Submission Examination
Duration 2 hours - 3 hours
Exam Marks 40 40 20 100
Converted to 10 10 20 60
Marks 40 60
1000231520 L T P C
Digital Workplace Skills

Practical 0 0 4 2

INTRODUCTION TO DIGITAL WORKPLACE

Basics of computer - understanding of various computer hardware components (CPU,
® Memory unit, Display, keyboard, mouse, hard disk and other peripheral devices) and 2 ®
Y PraY, S KEY perip
operating systems (Windows, Linux)

ExNo1l

a) Basic Navigations in Operating Systems - Windows, Ubuntu etc

b) Usage of Browsers (Edge, chrome etc) 4
c) Usage of search engines (Google, Bing etc)

(Students have to use any one tool in Board Examination for each of above exercise)

BASIC PRODUCTIVITY TOOLS

Exploring office tools- word document creation, basic editing, formatting, Tables, Page Break,
Equations, Hyperlinks, and Pictures.

Ex No 2 ;
Create a document with basic editing, formatting options, Tables, Equations, Hyperlinks, Pictures
ExNo 3

Create a standard covering letter and use mail merge to generate customized letters and 4

generate labels by creating a database.

Unit III | INFORMATION ANALYSIS

Sorting, Filtering, and creation of different charts. Print Preview, Printing, Shortcuts and 3
Exercises. —using Excel /Google Sheets.

' Page vii Digital Workplace Skills

‘ ‘ Digital Workplace 2023_Final.indd 7 @ 10-06-2024 02:27:30 ‘ ‘



___IEEEN ® N = HEEN

Ex No 4

Spreadsheet creation, data handling, formatting, calculations using formulae and functions 4
using Excel / Google Sheets. (Students have to use any one tool in Board Examination)

ExNo 5

Sorting, Filtering, and creation of different charts. Print Preview, Printing-Using Excel / 4
Google Sheets. (Students have to use any one tool in Board Examination)

INFORMATION PRESENTATION

Creation of presentation, formatting, video and sound, slide animation, shortcuts - MS Power
point, Google slides. Canva, Figma —designing.
ExNo 6

Creation of Presentation, editing, saving, Slide creation, Charts, Tables, Pictures, Smart Art,
Slide Number, Header, Footer, Date, Shapes, Video and Sound. Slide Animation, Running a
slide show, Print Preview. —-PowerPoint, Google slides etc

(Students have to use any one tool in Board Examination)

ExNo 7

Designing with Canva, Figma

) COMMUNICATION TOOLS AND INTRODUCTION TO INFORMATION
Unit V
@ SECURITY @

Introduction to email and usage, overview of video and web conferencing tools, texting tools.
Productivity tools in the browser-extension, Introduction to cyber security. Information 3
management-Create a repository using Google Drive.

Ex No 8 4
a. Scheduling-meetings—Google Calendar.

b. Mail-Gmail

c. Information management- Collection of student Bio data using google forms

ExNo 9 4

Hands-on Video Conferencing Experience with Webex, zoom ,Google Meet etc (Any one
tool for board practical examination).

ExNo 10
Password protection for sheets, Google drive sharing—permission. 4
Text Books o Carey, P, Des Jardins, C., Shaffer, A,

Shellman, M. and Vodnik, S., New
Perspectives Microsoft Office 365 &
Office 2019: Introductory. Cengage
Learning. ISBN:978-0357025741

o NCERT, Chapter 1-3: Computer System,
Encoding Scheme and Number Systems,
Emerging Trends, Class XI, 2023.

Digital Workplace Skills Page viii ‘
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Reference Book

« Lawrence Miller, Kevin Strohmeyer and Mark Margevicius, Digital Workspace, 2019 by John
Wiley & Sons Inc., Hoboken, NewJersey

o AnandShinde, Introduction to Cyber Security : Guide to the World of Cyber Security, Notion
Press, 1st edition, 2021, ISBN:978-1637816424.

Web-based/Online Resources
https://www.futurelearn.com/info/blog/the-complete-guide-t
https://applieddigitalskills.withgoogle.com/
https://resources.owllabs.com/blog/video-conferencing-tools
https://www.canva.com/

https://www.figma.com/

Allocation of Marks for End Semester Examinations

A Aim 10
B Procedure 40
® ®
C Execution 35
D Result/Printout 10
E Viva-voce 5
TOTAL MARKS 100

Note: For Practical Record Submission, the printout of the work done by the students should be
submitted for every exercise. It should be evaluated for 20 marks. The same have to be submitted for
examination, on the first attempt. All the exercises should be completed. One exercise should be given by
lot or question paper received from DOTE should be followed for the end semester examination

' Page ix Digital Workplace Skills
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INTRODUCTION TO DIGITAL

WORKPLACE
EEEEEEER

Basics of compurer - understanaing of various computer haraware components (UF U, [Vlemory
unit, Display, keyboard, mouse, hard disk and other peripheral devices) and operating systems
(Windows, Linux)

Basics of Computers different sizes, shapes, and functionalities, but

A computer is an electronic device that the b?SIC components that ma.ke tpa compgter
. . remain the same. The following figure depicts
can perform a variety of operations based on

instructions fed into it. Computers come in the various types of computers.

\e ®

Personal computer

Minicomputer

Main Frame

Types of Computers

A microcomputer is a type of computer that
is designed for individual use. It is a small, self-
contained system thatincludesamicroprocessor,

A minicomputer is a type of computer that falls
between mainframe computers and microcomputers
in terms of size, processing power, and capabilities.

memory, storage, input/output devices, and Mini computers were popular in the 1960s and 1970s

an operating system. Microcomputers are but have evolved over time.
commonly used in homes, offices, and schools
) . Personal Computers (PCs) are the most
for various tasks such as word processing, web o

common type of computers used by individuals.

' Page 1 Digital Workplace Skills
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PCs are versatile and can be used for various
tasks such as word processing, web browsing,
multimedia consumption, and gaming. They
come in desktop and laptop form factors.

A mainframe computer is a large, high-
performance computer system that is capable
of handling extensive processing and data
storage. Mainframes are designed to support
critical applications that require high reliability,
availability, and security. They have been used
by large organizations and government entities
for decades.

Supercomputers are the most powerful
and fastest computers available. They are used

for complex scientific simulations, weather
forecasting, cryptography, and research projects
that require massive computational power.
Supercomputers are typically built using
thousands of processors and can perform
trillions of calculations per second.

Computers have become fundamental in
modern society and have revolutionized the
way we perform tasks. Understanding the
basic components of a computer is essential
to properly operate it and utilize it to its full
capabilities.

Some of the components that make up a
computer are represented in the following diagram.

Central Processing Unit
(CPU)
Control Unit
Input Arithmetic/Logic Unit Output
Device » ’ Device

1

Memory Unit

Central Processing Unit

Central Processing Unit (CPU)

A CPU is the primary component of a
computer that executes instructions of a
computer program. It is also known as the
“brain” of the computer. It performs basic
arithmetic, logic, controlling, and input/output
(I/0O) operations specified by the software. It
consists of a control unit, arithmetic logic unit
(ALU), registers, cache memory, and buses.

Digital Workplace Skills Page 2 ‘
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The CPU fetches instructions from memory,
decodes it, and executes it. It communicates
with other components of the computer through
buses. The speed and performance of a computer
depend on the CPU’s clock speed, number of
cores, cache memory, and architecture.

10-06-2024 02:27:31 ‘ ‘



Physical CPU

Memory Unit
. . Memory is the storage space in a computer
Central Processing Unit where data and instructions are temporarily
stored. This space is also known as the RAM
Control Unit (Random Access Memory). The computer

accesses data in the RAM much faster than it

would from a hard disk.A computer stores data

in the form of ‘1S’ and ‘0’s. Computer memory
is measured in bytes. A group of 8 bits is called a @
byte. It can store one character.

Arithmetic / Logic Unit

Registers

AC

CPU Block Diagram

Computer Memory

I l

Internal (Primary) Memory External (Secondary) Memory
Hard Blu-ray Pen Memory
RANE ROM pisk P PO s  drive  card

Types of Computer Memory

' Page 3 Digital Workplace Skills
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Primary memory is also known as main programs. The Secondary storage media
memory or may also refer to “internal memory.’ can be fixed or removable. Fixed Storage
and primary storage. All those types of computer media is an internal storage medium like
memories that are directly accessed by the hard disk that is fixed inside the computer.
processor using data bus are called primary Storage medium that are portable and can
memory. be taken outside the computer are termed as

removable storage media.These are devices

Secondarymemoryisalsotermedas “external
y 4 that are used for long-term storage of data

memory” and refers to the various storage ,
on a computer. Examples of storage devices

media on which a computer can store data and . . .
p include hard drives and flash drives.

The picture shown above lists some of the secondary storage devices such as Hard Disk Drive
(HDD), Compact Disk (CD), Solid State Drive (SSD), Digital Versatile Disc (DVD), External HDD,
Pen Drive, Magnetic Tapes, Blue Ray Disc, Floppy Disk.

Units of Memory

The storage capacity of data storage devices is measured in Gigabytes or even Terabytes.

Bit Oorl
Byte 1B = 8 bits
@ Kilo Byte 1KB = 1024 Bytes @
Mega Byte 1MB = 1024 KB
Giga Byte 1GB = 1024 MB
Tera Byte 1 TB=1024 GB
Peta Byte 1 PB=1024TB
Hexa Byte 1 EB=1024 PB
Zetta Byte 1ZB =1024 EB
Yotta Byte 1YB=1024ZB
Bronto Byte 1 Bronto Byte = 1024 YB
Geop Byte 1 Geop Byte = 1024 Bronto Bytes
Input Devices provide the means for users to control and

: : i ith th .Th i
Input devices are hardware devices that communicate with these systems. These devices

. can include keyboards, mice, touchscreens
allow users to enter data and commands into Y ’ ’ ’

. . scanners, microphones, cameras, joysticks, and
a computer or other electronic device. Input ’ p ’ > JOV ’

. . . various sensors that can detect physical motion
devices are a key component for interacting

with computers and other devices, as they or other stimuli.

Digital Workplace Skills Page 4 ‘
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KEYBOARD MOUSE

& ¢

SCANNER WEBCAM

2/

MICROPHONE LIGHT PEN

JOYSTICK

TRACK BALL

Input Devices

A very common input device

Keyboard which has a set of buttons.

Text, numbers and symbols
can be entered.

General text entry such as writing
letters etc.

Shortcuts/Commands

Mouse A mouse is a pointing device and
is common in PCs.
By dragging your finger over the

Touchpad surface, the touch pad detects the

P speed and direction by the sensors

underneath it.

Toyatiak ]oyst1ck§/ Joypads are mainly used
for playing games.

Light Pen Used like a pen over a computer.

' Page 5
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Detects movement and sends this
data to the computer

A touchpad is an input device
usually found on a laptop
computer.

Users move the joystick left/right,
forward/back and data about
the movement are sent to the
computer.

Light pens “write” on the screen
of a computer.

Digital Workplace Skills
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Name Description Uses

A trackball is a pointing device, which

Trackball is a large ball that the user spins.

They are often used by very
young people or someone
with a physical disability

Data about which direction the ball
is spun is passed to the computer

It captures audio by converting
sound waves into an electrical
signal, which may be a digital or
analog signal.

To capture audio and provide
Microphone high-quality sound input to
computers and other devices.

To input the hard copy of
documents or images to the
computer and converted them to
soft-copy images.

The scanned images can further be
edited, manipulated and printed
by using image editing software

Scanner

Digital camera uses digital optical
components to register the
intensity and color of light, and
converts it into pixel data.

They provide a means to input
Digital Camera visual information into computers
and other devices

Output Devices devices allow users to interact with and receive

Output devices are hardware components information from the computer system. These

@ that are used to receive data from a computer devices can display text, images, videos, and @

. . h f inf ion i ious fa
and display or present it to the user. These other types of information in various formats

Monitor

and resolutions.

Head Set Projector Plotter

Output Devices

Digital Workplace Skills Page 6 ‘
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Here are some common types of output
devices:

Monitor: A monitor, also known as a display
or screen, is the most common output device.
It visually presents images, videos, and text
generated by the computer.

Printer: Printers produce hard copies of
documents, images, or other content stored on
a computer. There are different types of printers,
including inkjet, laser, and dot matrix printers.

Speakers: Speakers produce audio output,
allowing users to hear sound from their computer
system. They are commonly used for listening to
music, watching videos, and playing games.

Projector: A projector is used to display
computer-generated content on a larger screen
orsurface. Itiscommonly used for presentations,
movies, and other visual displays.

Headphones or Earphones: These devices
allow users to listen to audio output privately.
They are commonly used for music, videos,
gaming, and communication.

Plotter: Plotters are specialized output
devices used to produce high-quality, large-
scale graphics or technical drawings. They are
commonly used in engineering, architecture,
and design fields.

Hardware and Software

Software and hardware are two essential
components of a computer system. Here are
their definitions and differences:

Hardware: Hardware refers to the physical
components of a computer system. It includes
devices such as the central processing unit (CPU),
memory (RAM), storage devices (hard drive,
solid-state drive), input/output devices (keyboard,
mouse, monitor), and other peripheral devices
(printer, scanner, speakers). Hardware is tangible
and can be seen and touched.

Software: Software refers to the programs,
data, and instructions that tell the hardware
how to perform specific tasks. It is a collection
of digital instructions that are executed by the
hardware.

‘ ‘ Digital Workplace 2023_Final.indd 7
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Software can be categorized into two main
types:

1. System Software: System software
includes the operating system, device drivers,
and utility programs. It provides a platform for
running application software and manages the
computer’s resources.

2. Application Software: Application software
includes programs designed to perform specific
tasks or solve particular problems. Examples
include word processors, web browsers, graphic
design software, video editing software, and
games.

Operating Systems

Operating systems are software programs
that manage the computer’s hardware and
software resources and provide common
services for computer programs. They act as an
intermediary between the computer hardware
and software, allowing applications to run
smoothly and efficiently.

Some popular operating systems include:

Windows:  Developed by  Microsoft,
Windows is the most widely used operating
system for personal computers. It provides a
user-friendly interface and supports a wide
range of applications.

macOS: Developed by Apple, macOS is the
operating system used on Apple’s Macintosh
computers. It is known for its sleek design and
seamless integration with other Apple devices.

Linux: Linux is an open-source operating
system that is highly customizable and widely
used for servers and embedded systems. It is
known for its stability, security, and flexibility.

i0S: Developed by Apple, iOS is the operating
system used on iPhones, iPads, and iPods. It is
designed specifically for mobile devices and
offers a secure and intuitive user experience.

Andproid: Developed by Google, Android is
the most popular operating system for mobile
devices. It is an open-source platform that
allows for customization and supports a wide

Digital Workplace Skills

range of apps.
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These are just a few examples, and there are
many other operating systems available for
different types of devices, such as Unix, Chrome
OS, and more. The choice of operating system
depends on the specific needs and preferences
of the user.

Microsoft Windows

Microsoft created Windows, a graphical
operating system. It lets users view and save
files, run applications, play games, watch videos,
as well as connect to the internet. It was made
available for both personal and professional use.
Microsoft released the initial version as version

H .  EEEw

1.0. On November 10, 1983, it was published
for both home computers and professional
functions of Windows. It was later available on
a variety of Windows versions.

Below are mentioned some of the most
crucial and notable features of the Windows
operating system:

Login Screen

Once the user switch on the system, the
login screen will appear. From the Login screen,
select Sign-in options and enter the appropriate
password to access the computer system.

A

r

Administrator

£  Administr...

R root
2

Desktop

The desktop screen is the primary place to display and organize icons on a screen in an operating

system or GUI The desktop screen is the screen that shows when you minimize or close all of your
windows. You can access it by right-clicking the Windows icon on the taskbar and picking Desktop,

or by clicking the Show Desktop button on the far-right side of the taskbar or by using Windows Key

(=) + D shortcut.

Control Panel

A Control panel is a feature of the Windows operating system that contains many tools that help in

configuring and managing the computer’s resources. For e.g., the control panel provides the settings
for audio, video, mouse, keyboard, network connections, date and time, installed applications, etc.

which the user can change as per his/her need.

Digital Workplace Skills
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All Control Panel ltems - O X
1 > Control Panel > All Control Panel ltems v 0 »r
Adjust your computer's settings View by: Largeicons ¥
~

BT R BitLocker Drive Encryption

RemoteApp and Desktop
Connections

@ Recovery @ Region

Q) Sound @) Speech Recognition

Security and Maintenance

Storage Spaces Sync Center

g .. . ) <
1?_'-| Administrative Tools AutoPlay tg (Windows 7) Qg
Color Management @) Credential M Date and Ti W DefaultP
o gemen 5| Credential Manager iy Dateand Time E efault Programs
a Device Manager % Devices and Printers @ Ease of Access Center EJ File Explorer Options
e ? 3 Intel(R) Rapid Storage

) File History A Fonts & Indexing Options @ Tchrslony

5: Internet Options < Keyboard @ Mail (32-bit) @ ;AOa;I6()M|crosoﬂ R

Nl Network and Sharing \@ :

«» Mouse 1 RS @ Phone and Modem Power Options

ﬁ] Programs and Features @ Quark Update Q QuickTime (32-bit) @ Realtek HD Audio Manager

Control Panel in Windows OS

H P Type here to search ‘a‘

File Explorer

It is used to display the files and folders which are on the computer. It is also known as Windows
Explorer. It gives users the ability to browse data on the hard drive, SSD, and other inserted removable
disks. It allows the user to manage the content according to their preference such as a user can delete
or rename a file, and search and transfer data. The shortcut to open the file explorer is Windows
key ®# + E
o "

I : J(El gt |omIl =
M KMo e J

Panes

< sort ., Hide selected  Options
S by~ [fisizeallcolumnstofit [ Hidden items items v
Current view Show/hide

« v 4 %> Quickaccess > v & P SearchQuickaccess

v s Quick access S v Frequent folders (9)
[ Desktop
& Downloads
[ Documents

Desktop Downloads . Documents Pictures
This PC ‘ This PC This PC =) This PC
* » » =/ .

This PC DATA 1 (E) Digital Workplace 2023 DOTE 2023
Desktop This PC ] DATA 1 (E\DOTE 2023 E. DATAT (€)
- ~ J

[&] Pictures

3 This PC

= DATAT (€)
Digital Workplace 2023
DOTE 2023
Workshop Practice 2023

XN N %N

5= Workshop Practice 2023
5] DATA1(E)\DOTE 2023

> Recent files (20)
v [ Desktop

> @ OneDrive - Personal
> & RAMESH
v [ This PC
> 1 3D Objects
> [ Desktop
> [& Documents Select a file to preview.
> & Downloads
> b Music
> & Pictures
> [ Videos
> ‘ia Local Disk (C)
> aa OLD OS DRIVE (D)
> wa DATAT(E)
> wa DATA2(F)
> & DVD RW Drive (G) Adobelndesign
> aa SRLAYOUT ()
> T Libraries
v SRLAYOUT (i)
> [ Allfiles
Alscript
Alscript-1
> || Android v
29 items EE

% 29°C Mostlyclear A & §1 ) EN

File Explorer in Windows OS
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Internet Browser

One of the major use of computers is to access the web/internet. Therefore, an internet browser is very
necessary to search for anything, view pages, do online shopping, play games, etc. There is a pre-installed
internet browser available in the Windows operating system. From Windows 10 onwards, the Edge internet
browser is the default browser, while earlier internet explorer used to be the default browser.

Taskbar

The taskbar in Windows is a horizontal bar typically located at the bottom of the screen. It provides
quick access to various features and functions of the operating system. The taskbar remains visible on
the desktop and allows users to switch between open applications, launch programs, access system
settings, and monitor important information.

Task Bar in Widows OS

Navigation in Windows Using Keyboard

To navigate in Windows using the keyboard, you can use a combination of keys and shortcuts. Here
are some commonly used keyboard shortcuts for navigation:

Keyboard Shortcut Keys

o To open the Start menu or switch between the Start menu and the

Windows key desktop.

o To switch between open applications or windows.
Alt + Tab « Hold down the Alt key and press Tab multiple times to cycle through

the open windows.

o To minimize all open windows and show the desktop.
Windows key + D : : :

 Press it again to restore the windows.
Windows key + L o To lock your computer and switch to the login screen.

« To navigate between different elements on a window or dialog box.
Tab key 1

o Use the arrow keys to move within the selected element.
Windowskey-+ Arrowkeys o Windows key + Left or Right arrow keys to snap the current window

to the left or right half of the screen.

Digital Workplace Skills Page 10 ‘
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Keyboard Shortcut Keys

o Press the Windows key + Up or Down arrow keys to maximize or

minimize the current window.

Ctrl + Esc o To open the Start menu.

(Crirdl 1 T8 « To open Search (in most apps).

Alt + F4 « To close the currently active window or application.
Ctrl + Alt + Del » To open Task Manager of the system

Ctrl + Shift + Esc » To open the Task Manager directly.

The applications in windows will appear in
a new window. Every open window features
three buttons in the upper-right corner. These
are used to minimize, maximize, or close the
window.

Uses of
Minimize
Maximize
Close

Buttons in Application Windows

= Recently added
-\_ Windows Terminal (Preview)
@ Microsoft Edge Dev
o Telegram

A

A8 Access

@ Alarms & Clock

B

36 | B&O Play Audio Control

©

[ I
Q Sleep
(') Shut down

O Restart
l nrome Lan.

[';\\__] Connect
@ O m.s

©)

Minimize - the window will hide in the
Taskbar.

Maximize - the window will be brought to a

tull-screen size.

Windows can be moved around or resized as

you please —

« To move a window, just click on its Title
Bar on the upper side of the window and
drag it.

o To resize a window, move your mouse to
any corner until you see a double-sided
arrow. Then click and drag until you
reach the desired size.

Shutting Down

o If you are using Windows 10, click the
Start button, then the Power icon, then
click shut down.

Shut Down Operation in Windows OS

‘ ‘ Digital Workplace 2023_Final.indd 11
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o If you are using Windows 8, click the
Start button to access the Start screen,
click the Power icon near the upper-right
corner, and select shut down.

o If you are using Windows 7 or earlier,
click the Start button, then select shut
down.

Real World and Industry Applications of
Windows Operating System

o Windows can make retail workers more
productive by giving them access to
cloud-based tools. The productivity
tools support employee collaboration,
operational efficiencies and customer
engagement in the cloud.

o Users at sports and entertainment venues
can use Windows for staff collaboration,
point-of-sale  operations, ticketing
services, security coordination, digital
signage management and numerous
other activities.

o Latest Windows OS frees business
users from their desks, allowing them
to work productively at meetings, trade
conferences, casual  brainstorming
sessions, client offices, at home and
nearly any other location.

o 'The energy and utility company users
can collaborate both in the office and
out in the field on a single platform that
supports all fixed and mobile devices via
a consistent user interface.

Linux Operating System

Linux is a popular UNIX-based operating
system. It is an open-source operating system
whose source code is freely available. Numerous
versions of Linux are already available on the
internet for use. Since Linux is an open-source
operating system, with enough knowledge one
can customize it as per their needs rather easily.

Components of the Linux System

The primary components of Linux operating
system:

Kernel

The Kernel is the backbone of Linux. It is
in control of the operating system’s primary
functions. It is made up of various modules that
interact directly with the hardware. The Kernel
provides the needed abstraction for system
or application programs to mask low-level
hardware specifics.

Applications
Kernel
CPU Memory | [Devices

Linux Kernel Block Diagram

System Library

System libraries are unique functions or
programs that allow application software or
system utilities to use the functionality of the
Kernel. These libraries implement most of the
operating system’s features without requiring
kernel module code access.

System Utility

System Utility is a special type of program
that is specialized to perform system-level tasks.

Bootloader

Booting is the process through which
computers startup. Your operating system
controls this boot procedure, which depends
on what program opens on the boot. When you
switch on your computer, the bootloader for
your operating system runs first.

Application Software

Most Linux distributions, such as
Ubuntu, provide dedicated app stores where
users may search for and install applications.

Digital Workplace Skills Page 12 ‘
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Features of Linux Operating System

Some important features of the Linux

operating system are

1

. Multiuser Capacity : In Multiuser Capacity,

the users can share the system resources
such as RAM, hard drive, and application
program at same time. But they have to use it
in different terminals.

. Multitasking : Multitasking allows multiple

applications to run simultaneously by
effectively dividing the CPU time.

. Security : It secures data in three ways:

Authentication: By using a password and

login ID; Authorization: By using read, write

and execute permissions; Encryption: It converts

the files into an unreadable format.

4. GUI : The command line Linux operating

system can also utilize some GUI features by
installing specific packages.

. File System : It provides a hierarchical

system to arrange files and directories. The
folders are classified into binary directories,
configuration directories, data directories,
and memory directories based on the type of
files they contain.

. Application Support : It consists of a

software repository for users to download
and install several applications, which
gives the user a vast field of applications to
download the application of their choice.

7. Open Source : This Linux code is freely

available to all, and it's a community-based
development project which helps the user
to modify the code or analyze the codes and
redistribution of codes.

. Shell : The Shell command-line interpreter

on Linux acts as a line between the user and
the kernel, which runs the program known
as commands. It is efficient and takes less
time and space while executing the tasks.

‘ ‘ Digital Workplace 2023_Final.indd 13

9. Portability : Here the term portability doesn’t

mean the smaller size. Here, it means that
Linux supports different kinds of hardware,
which means that the software can perform
similarly on different types of hardware.

Benefits of Linux

Linux is much different from other operating

systems in several ways.

o It is an Open Source Operating System
that allows programmers to create their
own bespoke operating systems.

o It provides various applications with
various characteristics from which to
pick based on your requirements.

o A worldwide development community is
looking at numerous methods to improve
its security, which is very safeand resilient.
You don’t need to scan it routinely with
an anti-virus program. Linux is used by
companies such as Google, Amazon, and
Facebook to defend their servers since it
is very trustworthy and stable.

o Above all, Linux is completely free, and
you may install it on as many computers
as you wish.

o An entirely trouble-free operating system
does not cause viruses, spyware, or
computer slowdown.

o Real World and Industry Applications of
Linux Operating System.

» The biggest real-world use of Linux is on
servers, especially web servers.

o Linux is so popular on supercomputers
that 100 percent of the current
supercomputer installations run some
version of Linux.

o While Linux powers supercomputers, it’s
also perfect for simpler machines. The
best-known Linux-powered single-board
computer is the Raspberry Pi.
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« Linux and open source are powering the
revival of older games.

Practical Experiment
Experiment #1

i. Basic Navigations in Operating Systems
- Windows, Ubuntu

ii. Basic Internet - Understanding
browsers (Internet Explorer/Edge,
chrome)

iii. Efficient use of search engines (Google,
Bing)

This experiment will help the students to
understand the fundamentals about how to
work with the desktop, open and close windows,
and turn off the computer. The students will be
able to use the web browsers and search engines.

Step 1: Power on the computer by pressing
the power button.

o® & &=

Recycle Bin Microsoft Zoom Canva
Edge
McAfee s

&= Media Player
Messaging

Microsoft 365 (Office)
Microsoft Edge
Microsoft Office 2013
Microsoft Store
Microsoft Whiteboard
MiKTeX 2.9

Mixed Reality Portal

Mobile Plans

Movies & TV

Ll
o
-

-
/_—‘
L _al
[ == )
-~ ”
|l
s

A

-

>,.
N
il

NetBeans
Netflix

News

OBS Studio

L Type here to search

Step 2: Once the computer has finished
starting up, the desktop will be shown first.
Desktop is the main workspace for the windows
computer. From desktop, we can view and
manage files, open applications, access the
Internet, etc.

Step 3: Using the mouse, click the Start
button, then select the desired application
or click All Programs to see a complete list of
applications (An application—also known as a
program—is a type of software that allows the
user to complete tasks on the computer).

Note: There is no Start menu in Windows
8, so the applications will be opened from the
Start screen. Click the Start button to go to the
Start screen, then click an app to open it.

Step 4: Open the application by clicking the
left button of the mouse. In our example, we'll
open Microsoft Edge. The application will
appear in a new window.

S

Cisco Webex Adobe
Meetings Acrobat

Create

See all your mail in one place
Sunday

2 ® B =

And more...
k

~

Get Organized

OneNote...

Microsoft Store

Haze

Q68
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B ([ Newtab
c a

i) Import favorites  For quick access, place your favorites here on the favorites bar. Mar

Q_ Search the web

‘34’C v

= MyFeed Following News Sports Play Money Gaming Weather

# " India Today
Zolo'co-founder's LinkedIn post on, Bengaluru traffic
congestion is ‘damn true’, says Internet

83 Q9 D2

Top stories

Step 5: Efficient use of Search Engines
Search Engines

Search engines are online tools that allow
users to search for information on the internet.
They index web pages and other online content
to provide relevant search results based on user
queries. Search engines play a crucial role in
helping users find information, websites, images,
videos, news, and more.

Here are some well-known search engines:

1. Google: Google is the most popular and
widely used search engine globally. It

‘ ‘ Digital Workplace 2023_Final.indd 15

Watch

' Page 15

®

Shopping  Health

7 . ( z
(v Personallze\/ { Content visible
P\ e

¢ Nearby incidents

Madurai Road is closed from
Sangillyandapuram to CRA W...

% ThePrint - 7h ago

Why is the demand for
Innova Hycross over the
roof? There is a hybrid...

b9 9 O

Opinion

provides comprehensive search results and
offers various additional services like Google
Images, Google Maps, Google News, and
more.

Bing: Bing is Microsoft’s search engine and
is the second-largest search engine in terms
of market share. It provides web search,
image search, video search, and news search,
among other features.

Yahoo: Yahoo Search is another popular
search engine that provides web search
results, news, and other services. Yahoo
search results are powered by Bing.
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i.  Open the Google page by entering www.google.co.in in the address bar.

www.google.co.n

Gmail Images b

(Google

o)

=

Google Search I'm Feeling Lucky

Google oferedin: R} s Bewth TG sl ] 33,3 0RWIS Y

@ India ®

\ §

ii. Type the search word or sentence in the search box and press enter or click “Google Search”
An example is given below.

o -

www.google.co.in

Gmail Images  3::

Google

Q. indian culture « X

O, indian culture

<=
o)

O, indian culture and tradition

O, indian culture drawing

O, indian culture essay

O, indian culture vs western culture

India O, indian culture and heritage

O__indian culture images b
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iii. The search results will appear as shown below

0 @ indenculture - GoogleSearch X +

S O 0] www.google.co.in

Google indian culture

Indian culture is

Special Broadcasting Service

Efficient Searching in Google

1. Use quotes to get an exact match

A regular search on Google makes a shallow search. This may result in pages that may or may not
contain all the words you mentioned in your search query. But if you wrap your search query in quotes

then Google will do a deep search.

Go gle "google search" X 4 Q
https://searchigoodie.com » search-console » about ¢
Google Search Cepsole Tools
Search Console to help you measure your site's Search traffic and performance,

fix issues, and make yqur site shine inj Google Search

https://www.google.com » séarch » about ~ :

Google Search - Staj\jn the Know with Your Google App

The Google app can help you plai your next evening out (or in), with the perfect dinner, the right

results.

movie, and much more. Phone ima

Ul ...

|Google Search

' Page 17 Digital Workplace Skills

‘ ‘ Digital Workplace 2023_Final.indd 17 @

10-06-2024 02:27:42 ‘ ‘



____IEEEN ®

2. Search within a specific site with site:

If you want Google to return results from within a particular website, just add site: before the

question you are searching.

O £ - e

« C ® httpsy/A gle.coi q=site%3Ahttps%3A%2F%2Fservicesindiagovin®%2F +postaldiei=alelZMO90%0eseMPh.. A ¢ M = @ R @

Tracking News Services Maps Images Address Box Charge

About 1,900 results (0.22 seconds)

1 india.gov.in
hitps:/iservices.india.gov.in » service_url_redirect
Track Consignment
Tools - Track Consignment - Locate Post Office - Find Pincode - Calculate Postage.

1 india.gov.in
hitps:/iservices.india.gov.in » service_url_redirect

Speed Post

Meet the Secretary - Meet the DG - Postal Services Board; E-Books ... ltems through Postal

Channel - More Information on International Mall Services.

' india.gov.in
hitps/iservices.india.gov.in » service_url_redirect §
Complaint registration
Register a Complaint. Contact details of Circle Public Grievances Nodal Officers(Please click
here). PDF Icon [525 KBJ; If complainants fail to get internal ...

g ndagovin
nitps /iservices india. govin » service_url_redrect 3

Google site:https//services india gov.in/ postal X & & Q

Jobs

@ E -
s
b

Al filters ~ Tools SafeSearch ~

~

3. Exclude a term from search results with -

If you don’t want a term or phrase to appear in your search results, then just add - in front of that

word.

(im} J G sports news -cricket - Google Se X l+

YouTube

o https:/www.youtube.com s channel  §

Sports News
YouTube's news
stories and more.

p ive up-to-date coverage on the latest sports

m Indiatimes.com
https:/timesofindia.indiatimes.com » Topic  $

Latest News on Uttar Pradesh Sports
Check out for the latest news on uttar pradesh sports along with uttar pradesh sports live news
at Times of India.

m DAZN
https:/www.dazn.com en-IN > news  §

Sports News | DAZN News India

Latest sports news from DAZN News India, featuring the latest news, analysis & insights, as
well as exclusive interviews & stories.

@ S seots
http:/iskysports.com  transfer-centre

Transfer Centre

sports news -cricket X & @ Q
oogle

Feedback

= [

<& O &  https://www.google.co.in/search?q=sports+news+-cricket&ei=D4mIZO-IE7zgseMPs7aLuAw&ved=0ahUKEwivzPfO7ff AhU.. A 1y m &= ® R

X
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4. Search images of a particular size with imagesize:

If you want to search images of a particular size, then use the tag imagesize: in your search query along
with the width and height in pixels.

G galaxyimage size 1200x920- Ge X | v - 8 x
¢« > c (S 5 1 KEWjumO Q2-cCeqQl image+size+1 Icp=CoNpbWeQAZoECCMQI... 12 % D @ » O M
@ AOLMail 2 AOLcom @ BabylonSearch R FreeHotmail G Google [ SuggestedSites &3 Welcome toIndian.. HD HD Wallpapers (Hig.. @ TNEB Online Payme.. @ TNTBESC @ Cakulate the dayof.. @ Government of Tam... » All Bookmarks.

Google galaxy image size 1200x920 v & Q @ m M

4
8- 8 B S [ | el ESN EESN B

Did you mean: galaxy image size 7200 x 920

M My Modern Met @ ESA/Hubble 'w Wikipedia @ ESA/Hubble @ Adobe Stock @ Hubble Space Telescope
2.2-Gigapixel Photo HD image of Pinwheel Galaxy File:Cartwheel Galaxy.jpg - Wikiped..  barred spiral galaxy NGC 1300 High Resolution Galaxy Images - Brow..  Gravitational Lensing

& Unsplash @ NASA ¥ New Scientist & Unsplash & Unsplash @ 4K Wallpapers @ EsA/Hubble
20+ Galaxy Pictures [HQ] | Download Hubble Surveys Gigantic Galaxy | Epic cosmic radio burst finally s.. 20+ Galaxy Pictures [HQ] | Download 20+ Galaxy Pictures..  Galaxy Wallpaper 4. HD image of Pinwheel Galaxy

ﬁp Type here to search 3 W m € o P C Partlysunny A

5. Search for a particular filetype with file type:

If you want to get search results that contain a particular file type such as PDF or PPT, then add
filetype:<extension> (without the angular brackets).

[ | G tomil history filetype:pdf - Goog! X | =+ - a X

<« O () https;//www.google.co.in AY&ved=0ahUKEw

Go g]e tamil history filetype:pdf X & & Q O m
Images News Books Videos Pdf Essay Book pdf In english Ppt All filters ~ Tools SafeSearch ~

About 55,80,000 results (0.34 seconds]

® Alagappa University
htips/mis.alagappauniversity.acin » uploads PDF
HISTORY OF TAMIL NADU (BEGINNING TO 1947 AD)
examining Tamil history, historians examine literary, archaeological, epigraphic and numismatic
sources. The foremost source of ancient Tamil history is the
220 pages

© Amazon AWS
hitps:/Roppersnotes-main.s3 ap-south-1.amazona... POF

HISTORY & CULTURE OF TAMILNADU
Sources for the study of early Tamil culture. © Tamil culture - Dated back three centuries before
the Common Era (CE). o Tamil traders and sailors

M
D e
History of Tamil Nadu upto 1336 A.D

While examining Tamil history, historians examine literary, archaeological, epigraphic and
numismatic sources. The foremost source of ancient. Tamil history is

niam Sundaranar University
msuniv.ac.in » Download  Pdf PoF
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Exploring office tools- word document creation- basic editing, formatting, Tables, Page Break,

Equations, Hyperlinks, and Pictures.

[EXPLORING OFFICE TOOLS: ]

Definition of Office Tools:

Office Tools are application software that
helps the users to perform office-related tasks
easily and efficiently. They are used to create
presentations, reports, documents, databases,
etc. Hence, users can perform such tasks with
less time and effort.

Types of Office
Examples

Tools and their

1. Word Processor Tool

2. Presentation Tool

3. Spreadsheet Tool

4. Database Management Systems.
5. Email

1. Word Processor Tool:

This software manages the text documents
activities. It helps to create, edit and save the
text files. The software can either run on the
hardware as a desktop application such as
Microsoft word (offline). Or on the other hand,
it can also be cloud-based such as Google docs
which can be accessed anywhere, anytime, from
any place (online).

Certain examples of word processors are as

follows:
° MS—WOI'd
o  WordPad

o WordPerfect
o  LibreOffice Writer
«  Google Docs

2. Spreadsheet Package

Spreadsheet Package is a software that
allows users to store, process and modify data
in a tabular form easily. It includes accounting
functions and formulas to manage tabular data.

Examples of some spreadsheet software
are:

o MS-Excel

o LibreOffice Calc

o Google Sheets
3. Presentation Tool

A Presentation Tool is one of the office tools
which is used to display the data in the form of
slides. We can format and edit the text in the
slides, insert media like graphs, tables, charts,
images, audio, video in the slides, and also we
can present the content in the form of a slide-
show.

Examples of some presentation tool are:
e MS-PowerPoint
o Lotus Freelance
«  Google Slides

o  LibreOffice Impress

Digital Workplace Skills Page 20 ‘
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4. Database Management System

Database Management System is a software
that manages data by storing them in tables to
form a database. A database is an organised
collection of data accessed on a machine. User
can store, read, update and can delete data based
on his/her needs.

Examples of some Database Management
System are:

«  MySQL
o PostgreSQL
e  Oracle Database

o Microsoft Access.
What is MS Word?

MS Word is a proprietary word processor
developed by Microsoft. It has to be installed
on the system or it has to be configured
while buying the system. It has many features

@ which allow you to format and edit your files,
documents, letters, reports, etc.

Quick Access Toolbar Ribbon Tabs

‘ ANV W 7
‘ I Home | Insert  Page Layout
e
B

References

* Calibri (Body)
=3
Paste o |(| Bz~ sbe ot hare| | B2 A -

1 A= =

Clipboard & Font

Tab
Selector

Title Bar

® [T [ [

Where to find MS Word on your windows?
Start > Microsoft Office > MS Word.

Components of MS- Word:
Office Button:

o New: This option allows us to create a
new, blank file in MS Word.

o Open: This option allows us to open an
existing file from the local storage on our
computer.

o Save: This option allows us to
permanently save a file to our computer
after finishing the work. Additionally, we
can save the changes to the current file

using this command.

o Save As: This option allows us to save a
copy of the active file with the desired
file name and file extension to a desired
location on the computer storage.

« Print: This option allows us to take a ®
hard copy of the desired document on
paper through a printer. Alternately, the

Window Controls

Jocumenti®Microsoft Word

@ I

%"ﬁmav '

2. Replace

849 | naBbccDd AsBbCcDd AaBBC(

& +| | TNormal |TNoSpacing Headingl - Change =
Styles - 1§ Select

Styles 3| Editing

Horizontal Ruler

Vertical
Scroll
Bar

Browse
Buttons

Page: 1 0f 1 | Words: 0 | English (United States) \.}

Document Information

‘ ‘ Digital Workplace 2023_Final.indd 21

Digital Workplace Skills

@ 10-06-2024 02:27:46 ‘ ‘



print option can help us save a copy of
the active document to a PDF format.

o Prepare: This option allows us to
prepare the active file for distribution.
In particular, the prepare option helps
us view and modify the document
properties accordingly. Furthermore, we
can also inspect the hidden metadata of

a specific file using this option.

o Send: This option enables us to send or
share the desired files directly through
e-mail, upload them to A Drive, or post

to a specific blog.

o Publish: This option enables us to

distribute the

desired document to

1
2
3
4.
5
6
7

people. We can even create a specific blog

article with the content inside the file.

o Close: This option helps us to close an
active document in a corresponding

Office program.
Quick Access Toolbar:

Quick Access Toolbar lies next to the
Microsoft Office Button. Itisa quickly accessible,
customizable toolbar that comes with a set of

commands such as Save, Undo, Redo, etc.

Title Bar:
It lies next to the Quick Access Toolbar. It

displays the title of the currently open document.
Ribbon:
The Ribbon is a user interface element which

was introduced by Microsoft in Microsoft Office
2007. It is located below the Title Bar.

It comprises seven tabs;

Home

Insert

Page layout

References

Mailing

Review

View

Each tab has specific groups of related

commands. It gives you quick access to the

Home

commonly used commands that you need to
complete a task.

This menu has many text formatting options

line spacing, etc.

like bold, italic, underline, strike through, font
colour, font size, font style, alignment, bullets,

Home Tab
(B TR Documentl - Microsoft Word — [m) =<
| — I Home I
| B i CadiEs ¥ [Seachyy 11 -lAS AT |[EZ|]= - = - EE e 2] AaBbCcDc || AaBbccDc AaBbCi % ?:::E; T
pte L |lm 2 @ am oo A |- A== == 2 = T Mormal | 1Mo Spaci... Heading1  _ Change e e L
Clipboard = Font = Paragraph = Styles = Editing
=] 11~ . 5_1.5,.ﬁ : 1 ,._.ru,ﬂg!'
Clipboard Font Paragraph Styles Editing
Insert

Insert tab is used to insert additional contents like pages, tables, hyperlinks, page numbers,

equations, pictures, equations to an existing document.

7o IO CC mentis Vicrosort Word e X
L“y Home I Insert I Page Layout References Mailings Review View Developer @
1 [£) Cover Page ~ D @ El@ @ % “ & Hyperlink =l Header ~ 3l Quick Parts ~ [ Signature Line ~  TT Equation ~

) Blank Page = e = A Bookmark =l Footer ~ A Wordart - (33 Date & Time £2 Symbol ~

= Page Break TEPIE Ricture ‘i:f Shavpes Broartiit Achaik "4 Cross-reference | (%) Page Number ~ ;‘;d, AS Drop Cap - 48 Object ~
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Page Layout
Under the Page Layout tab comes options like margins, orientation, columns, lines, indentation, spacing, etc.
e~ = T =
(.,n?\, [ o) Documentl - Microsoft Word
L/ Home Insert Page Layout | References Mailings Review View ©
l n 1 [1yOrientation ~ ¥=~ |4 Watermark ~  Indent Spacing 3
| = " = 13 Size ~ £~ {Nrage Color~  EE 0cm s (3= iopt =
Themes Margins __ A S =1 e= < |Arrange
- - == Columns ~ be ~ Q Page Borders || £5 0.cm v || =110 pt = -
s Page Background Paragraph fa

References

This tab is the most useful for those who are creating a thesis or writing books or lengthy documents.
Options like citation, footnote, table of contents, caption, bibliography, etc. can be found under this tab.

D\ H9-0 )¢ MyTem - Microsoft Word (Trial)

i = e ¢

&) r

Home Insert Page Layout References Mailings Review View @

% (2 Add Text ~ AB‘ [y Insert Endnote 3 Manage Sources % (2 Insert Table of Figures =) Insert Index §+ =)
[ |3 Update Table ‘ AB Next Footnote ~ (3 style: aPA -~ ) Update Table ‘ ‘ _J Update Index E
Table of Insert Insert e Mark Mark
| Contents ~ ‘ Footnote = Show Notes Citation ~_g}! Bibliography ~ } | Caphon %) Cross-reference ‘ Entry Citati
Table of Contents Footnot: | itations & Bibliogra) { Captions Cindex ) {able of Authoriti
o1
Mailings tab

It is the least-often used tab of all the tabs available in the Ribbon. It allows you merge emails,
writing and inserting different fields, preview results.

"Hd9-0R&QAE)s mail merge 3.docx - Microsoft Word = LE @

Home Insert Page Layout References l Mailings l Review View @
| =3 Envelopes || Start Mail Merge ~ = ) Address Block - Q%j [ 4] @ NI‘] 2y
2 Labels [l Select Recipients ~ — _g Greeting Line Lo ¥ | ¢23Find Recipient |
: o : Highlight Preview Finish &
_,'{ Edit Recipient List || Mmerge Fields 34 Insert Merge Field ~ [2) Results | = Auto Check for Errors || Merge ~
 GortMailMeg> | (Witednsetfied® | PreviewReul> ,

Review

Spell check, grammar, Thesaurus, word count, language, translation can all be tracked under the
review tab. It helps you proofread your content, to add or remove comments, track changes, etc.

)
~ Home Insert Page Layout References Mailings Review l View Add-Ins Acrobat @
) Research [~ G A Delete ~ D ‘ 2% Final Showing Markup - %2 Reject ~ iﬂ 1 E |
< Thesaurus & #) Previous |3) Show Markup ~ 93 Previous - |
Spelling & Track  Balloons Accept Compare Show Source Protect |
Grammar 43 Translate 33 Commem 2 Next Changes~  ~ [B] Reviewing Pane ~ 92 Next v Documents ~ || Document ~
SFroofing> - CTracking > C Changes> Slompare>  Protect >

View

The page can be set in different views and layouts, which can be added and optimised using the
view tab on the Word document. Margins and scales are also available for the benefit of the users.

Home Insert Page Layout References Mailings Review View l Add-Ins Acrobat @

E,J m" @ Web Layout-] V! Ruler | Document Map Q ‘ (JJOnePage | 3 NewWindow | 1) View Side by Side @ .
|4 outline ' Gridlines Thumbnails .Two Pages = Arrange All 137 synchronous Scrolling E
Print  Full Screen _ 5 Zoom 100% Switch Macros
layout Reading (=] Draft Message Bar =) Page Width || ] Split 214 Reset Window Position | windows ~ -
|
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Window Controls:

These are a set of three buttons in the top
right corner of the program window. The right
button,displaying an x, is the Close button which
is used to close the current document. The left
button is used to minimize the program window
to the taskbar. The middle button is the Maximize
button, which maximizes the Word 2007 window.
Help:

It is located below the Window Controls
in the top right corner of Word window, this
button brings up the Word Help window.
Ruler:

The horizontal ruler is used to set tabs and
indent text. You may use the vertical ruler to set
vertical location of text in the document.

Tab Selector:

Repeated clicking of the Tab Selector shows
five tab markers and two indent markers. By
choosing the desired tab or indent marker and
clicking on the horizontal ruler, you can set tabs
or indent text.

Status Bar:

On the left hand side, the status bar displays
document information such as the current page
number and total number of pages, word count,
language, proofing error notification, etc.

View Buttons:

These buttons allow you to use five different
document views:

«  Print Layout View

o  Full Screen Reading View

o Web Layout View

o Outline View

o Draft View
Zoom Tools:

The Zoom slider lets you zoom out or zoom
in the current document. The zoom range is
from 10% to 500%.

Vertical & Horizontal Scroll Bars:

The vertical scroll bar is located at the
extreme right of the Word 2007 window while
the horizontal scroll bar is at the bottom of the
window just above the status bar.
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Text Area:

Framed between the rulers and the scroll
bars is a large area looking like a blank sheet of
paper. This is the text area where you type the
text of the document.

Ex. No. 2 REPORT PREPARATION

Create a document with basic editing,

formatting  options,  Tables,  Equations,

Hyperlinks, Pictures.
Aim:

To create a document with basic editing,
formatting  options,  Tables, = Equations,
Hyperlinks, Pictures using Microsoft word 2007.
Procedure:

Step 1: Click on File & New - Blank
Document. This opens a new blank document.

Step 2: Page Setup
1) Margins:

Page Layout = Margin > Custom Margins
Set  Top = L.5, Bottom = 1.5 Left 2 1.5,
Right = 1.5 Click OK.

File Home Insert Design Layout Reference]
@ D@ [E = Breaks ~ Inde
. ) D - {()Line Numbers~ | 3=|
Margins|Orientation Size Columns _ .
v I v - v bc Hyphenation ~ =€i
Normal m
Top: 1" Bottom: 1" b o [
Left: 1" Right: 1"
Narrow
Top: 05" Bottom: 0.5"
Left:  0.5" Right: 0.5"
Moderate
Jope: 1" Bottom: 1"
Left. 075" Right: 0.75"
Wide
Top: 1" Bottom: 1"
b Left: 2" Right: 2"
Mirrored
m Top: 1" Bottom: 1"
Inside:  1.25" Outside: 1"
Office 2003 Default
Top: 1" Bottom: 1"
Left: 125" Right: 1.25"
- [Cortom Vargine—|
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r
Margin&
Top: jl'ﬁ - L%i Bottom: iy iw
Left: 1 = Right: ir +
Gutter: '0‘ 5 Gutter position: Left
Orientation
Portrait  Landscape
Pages
Multiple pages: ic;r;nialiii . :I
Preview
(o) [ cance

2) Orientation:

Page Layout - Orientation = Portrait

0. d9 084>

Home Insert | Page Layout References
Ax E E] [ 24 Orientation -'EI »= Breaks ~ ,
Al i

o Size:

Page Layout -> Size 2> A4

e Columns:

To divide the page into two sections, Page
Layout - Columns - Two

» Page Borders:

Page Layout = Page Borders > Select
the border setting, style, color, width of
the border.

« Page Color:

Page Layout = Page Color = Select the
color you want as background color.

o Watermark:

Page Layout > Watermark =  Select
Custom Watermark -> Select Text
Watermark. Type

Where is Borders and Shading in Microsoft Word 2007 and 2010.do

t Page Layout ‘ References | Mailings Review View

By lj =] = Breaks ~ ﬁ A Watermark ~  Indent

— — £ Line Numbers ~ Ml Page Color~  EE Left: 0c¢h

rtation Size Columns Genko .

- - - be” Hyphenation ¥ | getting Q Page Borders | == Right: 0 ch
Page Setup M Page Background I
|2| 121 141 161 181 1121 114 1161 1181 1200 1221 1241 12€

™ | [} [} ) L] [} [] L) L) L [] [] L
Borders and Shading

' Page 25

®

‘ ‘ Digital Workplace 2023_Final.indd 25

Digital Workplace Skills

10-06-2024 02:27:49 ‘ ‘



Borders and Shading ?

Borders  Page Border Shading

Preview

Click on diagram below or
use buttons to apply borders

[
-

B

B

ﬁ = .
3
8

Apply to:
\ Paragraph

3) Title and Paragraph Formatting
(i) Title:

Home -> Font Group -> Font Face =
Times New Roman

Home = Font Group -> Font Size = 16
Home = Font Group = Bold (B)
Home > Font Group = Underline (U)

Home -> Paragraph Group > Center

Margins Orientation Size

-

% 'H Breaks

[ Line Numbers ~

B O

=& Right:

-

Page §

Left
Right

== More Columns...

| Indent
5=
2= Left

£ Right:

o
g

o
g

B Colors
H HEEENENEN

I““I“I
Standard Colors

EET  FEEEEN

D No Color

o
Printed Watermark >
() No watermark
(") Picture watermark
Select Picture ‘
Scale [Aubo | - ] /| washout
@ Text watermark:
Language: ted States ~
Text: CON=IDE‘J|IAL“ S ‘_—\7]T|
Font: Calibri =
Size: Auto =
Color: [ SemltransparetD
Layout: @ Diagonal () Horizontal
[ appy | [ ok Cancel ||
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ii) Heading:
« Home - Font Group = Font Face = Times New Roman
« Home = Font Group - Font Size - 14
+ Home = Font Group = Bold (B)
« Home = Font Group = Underline (U)

o Home > Paragaraph Group = Left aligned.

iii) Paragraph:
o Home = Font Group > Font Face - Times New Roman
o Home - Font Group = Font Size = 12
o Home -> Paragaraph Group -> Justified.

o Home - Paragaraph Group = Line Spacing 21.5

iv) Bullets & numbering:

o To add bullet points or to number the points. Home = Bullets & Numbering

® 10 - A A'| Bl - I EE LT AaBbCcDc  AaBb( ®
][22 A o | Pty el ‘B
= Bullets Numbering
® command command
araaaar—. b ' 3

ype the objectives | Buletl.lbray

‘ None D @ O [ -
Education ‘ [ | | | | | | | | |

B.S., Computer Gr| | o || e | | ‘
o ||| > || Y
»  Member of Hon|

Experience ; , -

[Type the job title| - Change List Level »
[Type the company )
Define New Bullet...

[Type job responsibi
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19-0)> LOGIC GATES - Microsoft Word - o
Home | Insert  Pagelayout  References  Mailings  Review  View
b Cut = or - XL L == e . |
P Klme e Rosan - [a | [@) | === e 80 (]| [ aaeoceod| asebceoc AaBbC: AaBbee AQAB aasbec. acsbceo. acsveeod L AN |4

. 2
7 Format Painter B 7 U -hex % A-|[®- A~ IEE B WSO 8- T Normal | T No Spaci.. Heading1  Heading 2 Title Subtitle  Subtle Em.. Emphasis . g:::’o'r X
woard ™ Font £ Paragraph i Styles ~

. RN AEEEN e Li® 5300 et e e ————
Change the spacing between lines

of text.

You can also customize the amount
of space added before and after
paragraphs.

Logic Gates are basic building
block of electronic system. It is an
electronic circuit having one or more input
and an output. The relatibnship between
input and output is based on certain logic.
Based on this logic gates are named as
AND, OR., NOT, NAND, NOR, Ex-OR.
etc.

AND Gate

AND Gate output 1 only when all
the inputs are 1 otherwise 0.

1 Words65 5 English (United States) |

£ Type here to search

Step 4: Insert WordArt, Shapes, Pictures, Header & Footer, Tables, Equations, Hyperlinks:
o Word Art:

WordArt enables you to display text graphically by applying colours and effects to text. You can apply
vary styles of word Art by Insert - WordArt

Review  View @
Q) B .%_E] ‘% % " A__é | Signature Line ~ n SZ
Hyperlink Bookmark Cross-reference | Header Footer Page 1 Text Quick ordAl Dr—op @Dat.e&ﬂme | Equation Symbol
‘1 v ~  Number~ || Box~ Parts~v| ~ |Cap- "$d Object ~ ‘ v v
Links [ Header & Footer J w N
Wardirt yordA wordar, Wordhi Woraart : Y
Wizt WordArt WordArt viorazr: Wertiet "
jordirt oAl wouaw  Worddrt WordAp W
Word 2007 WordArt f
o %
DropDown wordaet Trdhne Horddet Wl ol © ¢

o Shapes:

To draw the logic gates, Insert > Shapes - ‘+’ symbol appears on the screen. Draw the mouse and draw.
To add text inside the shape, select the shape. Right click, select Add Text from the list. Type the text.
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To draw the logic gates, Insert = Shapes—> '+ symbol appears on the screen. Draw

the mouse and draw.

To add text inside the shape, select the shape. Right click, select Add Text from the list.

Type the text.
[ ]
& | Cut
= a3 copy
[ Paste
|| AddText
To add Truth table of logic gates Inser - - S
Text inside the table is formatted as Order N
i. Home> Font Group = Font F{ @, Hyperlink...
ii. Home-> Font Group = Font S Set AutoShape Defaults
% Format AutgShape...

o Table:

To add Truth table of logic gates Insert = Table .

Text inside the table is formatted as

a) Home = Font Group = Font Face = Times New Roman
b) Home = Font Group = Font Size - 8

@ @H‘!'UV LOGIC GATES - Microsoft Word - 8 X @

Home | Insef™ T TROTINOOL Thgences  Maiings  Review
QB T AR HE4 LT

o =
Table 0:.:

Coer Bank Page Piture Bookmark Crosseference  Header Footer  Page  Tet Quick Wordat Diop ;
Pager Page Break © v Numbers Borv Patsr v Cap- 'MIODjed~

Pages 315 Table Links Header & Footer Tet Symbois
N e T e e

N
| ~—\D Gate

AND Gate output 1 only when all

%%g%%%%%%% inputs are 1 otherwise 0.

3 InsertTable...

4 Dowlable

& Excel Spreadsheet
2 Quickables »

Pagetof1  Words 671 English findid)
to

H P Type here to search
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¥ LOGIC GATES - Microsoft Word

it Page Layout References

Times New Roman -

¢ W AID == TR T | aseoceoc] assbeeo AaBbC AaBbee AQB sesbec

fe Font

B 7 U-shex, x Aa-|¥-A- EEBE=| - -

:
§

R | s -1 - N2 -0 -3-H8

o Pictures:

the inputs are 1 otherw

Table Tools

Mailings  Review  View  Design  Layout

fs

Cut

Copy

Paste

|nsert

Merge Cells

Distribute Rows Evenly
Distribute Columns Evenly
Dray Tabie

Eorders and Shading...
Cell Aignment

AutoFit

Insert Caption...

CEBEEREE B8O

Tabie Properties...

T Normal

T No Spad.. Heading 1

Heading 2

Title

Styles

Subtitle

Subtie Em...

408bC

Empha

[RCIE JCRURES o e T oo

12

D

T IR

R e

L

» |'E!u Autofit to Contents
|5 AutoFit to Window
| B Fized Column Width

To insert pictures, Insert = Pictures.

)5
Cover Blank Page
Page~ Page Break v

Pages

Table

out References

LOGIC GATES - Microsoft Word

Mailings Review

Picture To{ ) Insert Picture

View Fol

Clip  Shapes SmartArt Chart | Hyperlink Bookmark Cross-ref

PR
| Tables | lllustrations |

E

Organize v

2 e ] S 140+
of1] o
1{o] o
| R

4 & « Users > New > Downloads >

New folder

v

o

o}

P Search Downloads

Date modified

16-07-2023 23:23
16-07-2023 23:22

04-07-2023 20:57
04-07-2023 20:55
04-07-2023 20:36
04-07-2023 20:29
04-07-2023 20:26
04-07-2023 19:56
04-07-2023 19:53

| =

v

o @

Type A

PNG File
PNG File

JFIF File
PNG File
PNG File
JPG File
PNG File
PNG File
PNG File
>

(¥, Microsoft Office V " Name
@ OneDrive v Today (2)
[s] AND gate
| 8 This PC (5] ORgate
3D Objects
' > : v Last week (7)
[ Desktop
- @ openfilel
‘ [ Documents (&) openfile
& Downloads 8] oracle
D Music [&] lotus ppt
&) Pictures @ pptimage
8 Videos (8] liboffe
. Windows (C) [8] asheets
v <
File name: |

Tools ~

L Type here to search

o Header:

Page:1of 1 | Words: 85 | & English (India) |

| | Anpictures |
Cancel

To insert student name, register number, subject name in the header Insert - Header. Type the contents
and close the header.
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®§ \H9-0)> LOGIC GATES - Microsoft Word Header & Footer Tools
Home Insert Page Layout References Mailings Review View ‘J‘ Design L
£ =D B [=5] [3]F] =P (5, Previous Section | Different First Page £+ HeaderfromTop: | 1.25em & =\
28R EEHE I3 & :.B8
— (5} Next Section | Different Odd & Even Pages | £3dv Footer from Bottom: 1.25¢m 5 \
Header Footer  Page Date Quick Piture Clp  Goto Goto - Close Header
- - Number~ &Time Parts~ At Header Footer :‘Jun) to Previous V! Show Document Text ;;] Insert Alignment Tab and Footer
Header & Footer Insert Navigation Options Position | Close
@ ..1...‘......,..-z.y.s-.-‘---s«wsw.;---erﬂs-n'm«-«n---xz»-‘u‘ Close Header and Footer
| Close the Header and Footer Tools.
= You can also double-dlick the
document area to return to editing
- it.
= C Practical Rajan.9
2250498
=3 Logic Gates b lens o
. L T T
Logic Gates are electronic circuits B T
having one or more input and an output. T[T [

The relationship between input and output
is based on certain logic. The types of NOT Gate:
gates are AND, OR. NOT. NAND, NOR.

AND Gate is1.

AND Gate output 1 only when all the A ~I>(F out '

inputs are 1 otherwise 0.

XOR, etc. NOT gate accept only one input. It output
1 when input is 0 and output 0 when input

A | out=A_
0
. I = o
Page:10f1 | Words:208 | <35 English (United States) |
R Type here to search O & 8 = M o B

« Footer:

To add page number, date and time Insert = Footer. Add page number and date in the footer using

footer design tab and close the footer.

vii) Equations:

Select Insert = Equation or press Alt and =. You can use a built-in formula, To create your own, select

Insert New Equation.
)\ Hd9-0 KA-)? UNIT 1l - Microsoft Word X
T3 < 9
nonemeumt References  Mailings  Review  View ‘ )
= [ | BE ‘ ! ak L j =1liAZ = A= 2signature Line *
NS DLHBEPREQ B 4 040 074210
Cover Blank Page  Table Picture Clip Shapes SmartArt Chart  Hyperfink Bookmark Crossreference Header Footer  Page Ted Quick WordAt Diop Equation|Symbol
| Page~ Page Break . At v - *  Number~ Box~ Patst - Cap- 'S4Objed~ . -
‘ Pages Tables lustrations Links Header & Footer Ted | Buitin -
> . |Areaof Circe
- A=ar
Binomial Theorem
(x+a)‘=Z(:)xia""‘
=0 L
Expansion of a Sum
ne nln-1)x*
(“’y‘:l+ﬁ+ ot
Fourier Series
- nax .MX
,&)=%+;(%NST+b"SlnT)
b &
TU| insert New Equation
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viii) Hyperlinks:

A hyperlink is a piece of text or an image in an electronic document that can connect readers to another
portion of the document or a different webpage.

Select the text or image you want to make a hyperlink. Select the Insert - Hyperlink in the Links group.
The shortcut key is Ctrl + K.

i H9-0 /\ s Document1 - Microsoft Word

Home | Insert [ Page Layout References Mailings Review View
208 B LEP2NQ 2 = B3

| Cover Blank Page || Table Picture Clip Shapes SmartArt Chart || |Hyperlink|Bookmark Cross-reference || Header Footer Page
‘ Page~ Page Break ‘ v ‘ Art v ‘ 1 > > Number ~
[ Pages || Tables || lllustrations J Links Header & Footer

Insert Hyperlink (Ctrl+K)

Create a link to a Web page, a
picture, an e-mail address, ora
program.

Press F1 for more help.

The Insert Hyperlink dialog box appears. If you selected text, the words will appear in the Text to display:
field at the top. Type the address you want to link to in the Address: field.

Insert Hyperlink ? X

linkto:  Text to display: || ScreenTip..
Look in: ’ Documents E @ D
~

Existing File
or Web Page Adobe Bookmark...
CF!T: L books
older
Camtasia Studio Target Frame...
Place in This Canvas Course Creation
Document Browsed X
Pages Custom Office Templates
,D epub
Create New Recent FeedbacI'tHub .
Document Files My Received Files
My Safes v
Address: | v
E-mail l

Address

Step 5: Spelling & Grammar:
1. Spell Check:

Spell checkis a feature that checks for spelling errors in a document. Spelling can be checked simultaneously
with grammar.

Select Review - Spelling & Grammar. Theshortcut key is F7.
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\ HY9 -0|&@-)+ Picture Tools | UNITII - Micr
Home Insert Page Layout References Mailings Review View Format

v [fd I—;u 7 a% ETranslation ScreenTip ~ IJ ﬁ B @ E;/

I

Set Language =
Spelling & |Research Thesaurus Translate o New  Delete Previous Next Track Balloons
Grammar i23) Word Count Comment - Changes~  ~
Proofing Comments
Spelling & Grammar (F7) SNNN——A e L e e 2 e e e 3

Check the spelling and grammar of
text in the document.

Spelling and Grammar: English (U.S.)

‘| Not in Dictionary;
'| |1 enjoyed meeting with youand touring the - l Ignore Once I
|

2 Add to Dictionary
0
Suggestions:
N e

1t _AutoCogect
[¥] check grammar
(o) [

Step 6: Saving the file:
® i) Save: ®

To save the word file, Office Button = Save. Type the name of the document as your need and then click
OK.

ii) Save As:

To save the word file as PDF, Office Button = Save As = Other formats. Choose the file types as PDF
and then click OK. The shortcut for Save As is F12.

VEBEI s L@BII9 019
4_1N¢ﬁ Open U - abe | X, X* | hd ;v -
ﬁ Close Save a copy of the document
> Document
ﬂ Sawe =— | Save the file as a Word Document. e
B saveas »
@)  word 97-2003 Document Template
Save the document as a template that
Prepare 4 can be used to format future documents.
& Publish » I\ Word 97-2003 Document
¢ Send N = | Save a copy of the document that is fully
compatible with Word 97-2003.
kQ Web Page Preview m 5 OpenDocument Text
L& Restrict Permission 4 Save the document in the Open
Q | Document Format.
Page Setup... »
_g ) B Eoracxes
(&, Print Preview tsamy Publish a copy of the document as a PDF
ﬁ Print or XPS file, =
. . <—]] Save as Another File Type 2
G| View Document Propertics.. & Open the Save As dialog box to select °
@@ Open Recent File... from all possible file types. ~
4 X  Exit Word >
g O "o R———cw
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Step 7: Printing The Document:

i) Print Preview:

Click the Microsoft Office button - Print
—> Print Preview. The document opens in Print
Preview format.

ii) QuickPrint:

Microsoft Office button > Print >
QuickPrint

When you use this option, all pages of your
document are printed. This print process does
not take you through the Print dialog box, so you
cannot select any print options.

iii) Print:

Select Microsoft Office button > Print >
Print. The Print dialog box appears. Select the
pages you want to print. Select the number of

copies. Select a printer from the drop-down list.
Select Ok. The shortcut for printing is Ctrl +P.

Open

Save

Save As

4

Preview and print the document

Print

@ Print
E Select a printer, number of copies, and
other printing options before printing.

@ Quick Print
Send the workbook directly to the

default printer without making changes.

& Print Preview
Preview and make changes to pages

before printing.

LRENEZECCO@

Prepare

Send

Publish

Close

>

>

>

{ ) Excel Options ] [ X Exit Excel

Print LDl ®
Printer
Name: ’ @ HP Officejet Pro L7700 series v [ Properties ]
Status: Idle [ Find Printer ]
Type: HP Officejet Pro L7700 Series
Where:  IP=192.168.1.105 Print to file
Comment: Manual duplex
Page range Copies

(©) Current page Selection

ranges separated by commas counting
from the start of the document or the

section. For example, type 1, 3, 5-12
or plsl, pi1s2, p1s3-p8s3

Print what:  Document showing markup |w| Z0oom

Print: [Al pages in range

E Pages per sheet:
Scale to paper size: | No Scaling v

|@| &I Number Ofms _

©) Pages: | @] Colate
Type page numbers and/or page

1 page
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OUTPUT

Logic Gates

Loax Gates QU ASSH000, < wowits
haveg one or more mpat and an owtpat.
I'he relatocshnp between mpat and owtpat
u based on cerm bogic. Ihe fypes of
gates are AND, OR NOI, NAND, NOR,
XOR, ex.

AND Gate

AND Gase outpat 1 only when all e
mpats are 1 otherawese O

1 O

.

wl=lzle
S B B R B

wlzlele

OR Gate

=D
OR Gate output O only when both the
mpats are 0 otherwese |

~ i = v -

“1 l1~1"I»

.«
L
1
1

Result:

XOR Gate:

It outpats 1 when e two mputs are
different from cach other.

P

Ouen B R

a4 4 g

.
~ L3
12
=
12

NOT Gate:

NOT gate accept only one mpat. |11 outpast
1 when mput w 0 and outpat O when mpat

s L

NAND GATE:
11 & the Complement of AND gase.

P

Ot =

ddd o -
deddedw

1]
1 ]
1]
Ly

NOR Gate:

It & the Complement of OR gatke.

=)

B

“l«lzlz]»
wlzl=lzl ¥

elelel -

Thus to create a document with basic editing, formatting options, Tables, Equations, Hyperlinks, Pictures

using Microsoft word 2007 was done successfully.
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[MAIL MERGE ]

What is Mail Merge?

Mail Merge allows you to use a spreadsheet
of contact information to assign automatically
a different address, name, or other piece of
information to each copy of a document.

Ex No 3.

Create a standard covering letter and use
mail merge to generate customized letters and
generate labels by creating database.

Aim:

To create a standard covering letter and to
use mail merge to generate customized letters
and generate labels by creating database using
Microsoft word 2007.

Procedure:
Step 1:
Open a Microsoft Word document.
To create the merge, go to the Mailings > Start

Mail Merge drop-down arrow to select “Step-by-
Step Mail Merge Wizard.”

You'll see a sidebar open on the right which
walks you through the mail merge process. Mark
the Letter option at the top and click “Next:
Starting Document” at the bottom.

Mail Merge SR

Select document type
What type of document are you
working on?

(® Letters

O E-mail messages

O Envelopes

O Labels

O Directory

Letters

Send letters to a group of people.
You can personalize the letter
that each person receives.

Click Next to continue.

Step1of 6
% Next: Starting document

Step 2:

Next, choose the Use the Current Document
option. Click “Next: Select Recipients” at the
bottom of the sidebar.

@\nvult&@')=
L el

Home Insert

Envelopes Labels

|
\

tart Ma
Merge ~

Page Layout References Mailings |I Review
L=‘ 2 =
87 | =
Select Edit Highlight Address Greei
Recipients ¥ Recipient List || Merde Fields Block Lin

Create

Letters

Envelopes...
Labels...

Directory

PRNODE DD
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i Step 3:
M ) p
ent ]
croremors || e | Choose Select Recipients = Type a New List.
| Finish
== Click Create
How do you want to set up your
latterc> — X
T Start from & template
O start from existing document
Use the current document :'
Start from the document shown =4
here and use the Mail Merge
wizard to add recipient sh & ‘
information. rge
nish
Mail Merge v x
Select recipients
O Use an existing list
O select from Outlook contacts
Type a new list
Step20f6 Type the names and addresses of
recipients.

@ Next: Select recipients

=
°
%

[@@Q = =|ss

o & dx NG

11:16 AM
7/14/2023

R 34°C Partlysunny A

5

|

Create new recipient list

HI

In the New Address List dialog box type recipient information in each column as appropriate. There are

many options available in the New Address List dialog box such as
o New Entry Use to add new records to your mailing list data source.

o Find Search through a data source for a specific record to edit.

o Customize Columns
down to change the order.

o Delete Entry Remove a selected entry. Enabled if you are creating or own the data source.

This lets you add, delete, or rename columns. You can also move them up or

New Address List

Type recipient information in the table. To add more entries, click New Entry.

<

| NewEntry | | Eind.. |

| Delete Entry | I Customize Columns... |§ |
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o
Customize Address List
e

Field Names

- Add...
First Name

Last Name
Company Name
Address Line 1
Address Line 2
City

State

ZIP Code

Country or Region
Home Phone
Work Phone
E-mail Address

. I

Move Up

- | Move Down |

To add new fields Choose Add. Type a field
name and then select OK.

Add Field ? X

Type a name for your field

6).¢ Cancel

When youre done adding all the people you
want to your list, choose OK.

In the Save Address List dialog box, give your
new file a name, and then choose Save 2 OK.

Step 4:
Click Next: Write your letter.

Place the insertion point in the document
where you want the information to appear. Select
Address block, Greeting line, or Electronic postage
from the task pane. A dialog box with options will
appear based on your selection.

Finish &
Ermors || Merge -

Finish

O Use an existing kst

O Select from Outlook contacts
@ Type anew st
Type a new list

Type the names and addresses of
recpients.

& create...

Create new recipient list

Save Address List

A (&) « Documents > My Data Sources

Organize ¥ New folder
~
~
[iw Microsoft Office v Rame
2 aan
This PC &
NN R eck EMPLOVYEE LIST
I Desktop hgouig7sdwuySer056er
Documents MAIL
¥ Downloads MANI12
b Music My Data
2
[&] Pictures iy e
B vid Z) my list
ideos
21 NFW

‘e Local Disk (C:) Vv <

File name: | My Data Source

Save as type: | Microsoft Office Address Lists

~ Hide Folders

X
v [J) L Search My Data Sources

= @

Date modified Type 4
4/8/2022 1:04 AM Microsoft Of
4/8/2022 12:01 AM Microsoft Of
2/13/2023 3:23 PM Microsoft Of
2/13/2023 4:08 PM Microsoft Of
4/8/2022 1:09 AM Microsoft Of
3/11/2023 3:34 PM Microsoft Of
7/14/2023 11:27 AM Microsoft Of
2/10/2023 2:42 PM Microsoft Of
3/3/2023 10:28 AM Microsoft Of

4/8/2022 12:10 AM Micrasoft OF

>
N
v
Tools ~ I Save I l Cancel
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References Mailings ‘ Review View

Document?2 - Microsoft Word - g X

DBl

- : ==l 2% Match Fields
Edit Highlight Address Greeting Insert Merge

:cipient List | Merge Fields Block  Line Field~ 2] Update Labels

Write & Insert Fields

Insert Address Block

Specify address elements
[ Insert recipient's name in this format:

Preview
Results | 2 Auto Check for Errors

[ Insert company name
2zzz) [A1nsert postal address:
O Never indude the countryj/region in the address
O Always indude the country/region in the address
To @ Only indude the country/region if different than:

|United States

[ Format address according to the destination country/region

Matdll-;lsidsmidmﬁfyﬂ\emnectmdanmlsﬁwyw

S L]

&

Finish &
Merge ~
Finish

Preview Results

? X Writeyourletter
If you have not already done so,
Preview write your letter now.
Here is a preview from your recipient list: To add recipient information to
DD your letter, click a location in the
A document, and then dlick one of
the items below.
Mr. Ravi Kumar
6th Cross
A NaigBe | Greetingline...
Chennai, 600001 044 234578 -} Blectronic
abcind@gmail.com =i Foseos
2 More items...
When you have finished writing
Correct Problems yoltleﬂ_u,ddcﬂext.'nmyou

If items in your address block are missing or out of order, use

[ o ][ Cemal]

Step4 of 6
@ Next: Preview your letters
& Previous: Select recipients

Page Layout

References Mailings

Document2 - Microsoft Word
Review View

- Times New Roman

-2 -|[A W[ =4 - (e e R[]

IAaBchD< AaBbCcDc AaBbCi A

(B2 U-sex o a|[ @A) [ B2

7 No Spaci... Heading1 H

]

Font

Paragraph P

From
XXXX,
YYYY,
2222

To
«AddressBlock»

«GreetingLine»,

With reference to your advertisement, I would like to apply for the post of Software
Analyst in your esteemed Company. I assure you that I would do my best for the uplift the
position of the company along with my career growth.
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Step 5:

Click Next: Preview your letters in the task pane once you have completed your letter to preview the

letters to make sure the information appears correctly.

Step 6:

Write your letter
If you have not already done so,
write your letter now.
To add recipient information to
your letter, dick a location in the
document, and then dick one of
the items below.

|2) Greetingline...

More items...
When you have finished writing
your letter, dick Next. Then you

can preview and personalize each
recipient’s letter.

tlist:

ssing or out of order, use
address elements from your

— >
@)
]: M;"_,
Finish & ‘
Merge ~ |
Finish
S D MaiIMefge S s

Step 4 of 6

@ Next: Preview your letters

Click Next: Complete the merge.

Word - = s
@

o @4 Find ~
Bbccoc AaBbCi AaBbce AADB aasbcc. assbeco aasbeene % = repinee’|

|| -ac

- . i y . is lI=pen |
p Spaci... Heading1 Heading2 Title Subtitle Subtle Em... Emphasis - sty":'sgf ls Setect - |
Styles = Editing |
G — 51| Mail Merge b

Preview r letters

One of the merged letters is
previewed here. To preview
another letter, dick one of the
following:

Recipient: 2
eﬁ Find a redipient...
Make cha
You can also change your
recipient list:
@ Editrecpientlist...

Exdude this recipient

When you have finished
previewing your letters, dick
Next. Then you can print the
merged letters or edit individual
letters to add personal comments.

the post of Software
pest for the uplift the

Step 5 of 6
@ Next: Complete the merge
Previous: Write your letter
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= =] >

@

aBbCec.
Subtitle

AaBbCcD«
Subtle Em...

AaBbCcD«
Emphasis

A

Change
Styles ~ ‘ Ly Select

= || Editing

4 ¢

@A Find ~

‘ 3ic Replace

Mail Merge <~

Com te the me

Mail Merge is ready to produce
your letters.

To personalize your letters, dick
"Edit Individual Letters.™ This will
open a new document with your

x

Click Edit Individual Letters. Click All

Merge to New Document ? x

merged letters. To make

change:
to all the letters, switch back to
the original document.

Merge

&) Editindividual letters...

[Merge to new document

Step 6 of 6
4= Previous: Preview your letters

NEEEEEy S S (+)
Partly sunny A~ O & d= Flbr'f L A “P A EG
Output :
_g_' ) * Document2 - Microsoft Word
Page Layout References Mailings Review View

fimes New Roman

-z -l a|[#) = - 8= - )R a2 )

B L U ex XAV A (EE B0 o

Font f

Pa.

‘ AaBbCcDc ’
1 Normal

AaBbcede AaBbCi AaBbce AQA
Title|

Styles

1 No Spaci... Heading 1 Heading 2

To

Mrs. Priya Raman

Cybertech Solutions

7/22

Gandhipuram

Coimbatore, 644 001 0436 252487
cbtech@gmail.com

Dear Mrs. Raman,,

With reference to your advertisement, I would like to apply for the post of Software
Analyst in your esteemed Company. I assure you that I would do my best for the uplift the
position of the company along with my career growth.
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Result:

Thus to create a standard covering letter and to use mail merge to generate customized letters and to
generate labels by creating database using Microsoft word 2007 was done successully.

MS- Word Shortcuts:

Ctrl+A It allows you to select the entire content of a page. (Select All).
Ctrl+V: It is used to paste the copied data.

Text Formatting Shortcuts

Ctrl+I It allows the user to italicize and un-italicize the selected text.

Alignment Shortcuts

o oo memsemenmesnne (]

Ctrl+L It is used to align the selected item to the left of the screen

Ctrl+E: It is used to align the selected item to the center of the screen.

Ctrl+N It allows the users to create a new or blank document.

Ctrl+S It is used to save the document or a file.

Ctrl+P It is used to open the print preview window for the current page or document.

Ctrl+F It provides users with the option to find or search text in the current document .

Ctrl+Z It is used to undo the last performed action.

Digital Workplace Skills Page 42 ‘
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Introduction:

Information: Meaningful and organized data is
Information.Analysis means detailed examination
of Data.Analysis of Information is helpful in
decision making. Excel and Google sheet are tools
used for Analysis & Hence help us in decision
making.

SORTING AND FILTERING
Sorting:

Arranging of Data in the sheet entirely or partly
in ascending or descending way.Sorting data helps
you quickly visualize and understand your data
better, organize and find the data that you want,
and ultimately make more effective decisions.

Steps for Sorting Based on Text, Number,
Color:

' Sort Warning =)

Microsoft Office Excel found data next to your selection. Since you have not
selected this data, it will not be sorted.

[ sot J[ comce |

1. Select a column of alphanumeric data in a
range of cells, or make sure that the active cell
is in a table column containing alphanumeric
data.

2. On the Data Tab, Sort & Filter Section Click
Sort.

3. 1If the entire column with data is not selected
“Sort Warning” Dialog Box will get open with
options “Expand the selection/to continue
with current selection”. In “Expand the
selection” option all column will get affected by
the sorting”Continue with current selection”
option affects only the selected columns.
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After selection of any one of the option. Click
Sort

Sort ? X

Sort by
First z] Type: |Text
Using: Paragraphs

| ©cndng
:] O Descending
v
Then by
Second z] Type:  Date
Using:  Paragraphs

Z} O As¢ending
E (@) Descending

Then by

+| @ Ascending

V] ype |Text
z] O Descending

Using: Paragraphs
My list has

Header row No header row

Options... Cancel

4. Sort Dialog Box will get open where we can
add/delete/copy multiple level of Sorting.

We can sort by any column header and on the
values/cell color/font color and on any order

ascending/descending.

5. Optionally, you can do a case-sensitive sort
also.

6. After selecting required options. Click OK
button.

Sorting Data on One Column

To sort range of Cells on the basis of one
Column

1. Click a cell in the Column that contains the
data you want to sort on.

2. On the Data tab, in the sort and filter group.
3. Click Sort A to Z button/Sort Z to A button.
4. Excel Sorts the data as per selection.

Sorting Data on Multiple columns
1. Select the cell range with two or more columns.

2. On the data tab, in the sort and filter group.

Digital Workplace Skills
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3. Click the Sort button.
4. 'The Sort dialog box opens, in that
Under sort by select the column to be sorted

Under order select A to Z /Z to A Button for
Text

Select Smallest to Largest/Largest to Smallest to
sort numbers

Oldest to newest /newest to oldest for date and
time

5. Click add level button to add new column to
sort

6. Click Ok button
Sorting data by color
You can sort a range of cells on the basis of the

font color of the data /background color

1. To sort range of Cells on the basis of font/cell
color Column

2. Click a cell range that contains the data you
want to sort on

3. On the Data tab, in the sort and filter group,
click the sort button

4. 'The sort dialog box opens

5. Under the column in the sort by box, select the
column that you want to sort

6. Under sort on, Select cell color/font color

7. Under order click the arrow next to button and
then, depending on the type of format, select a
cell color or font color

8. In the last list box select on top to move cells
that contain cell/font color to the top. On
bottom to move cells containing the cell color /
font color to the bottom

9. Click on Add level to specify next cell color /
font color

10. Click ok button
11. Excel Sorts data according to the options
Filtering:

Data Filtering is the used to filter the data that
meets certain criteria as per the need of user.

Excel provides two ways to filter cell ranges -

1. On the basis of specific values in the cell range

2. On the basis of specific conditions for values in
the cell range

Steps for Filtering Data:

» Select any cell within the Range

« Go to Data tab = Sort and filter group,
Click the Filter button

o The filter control appears next to each
column heading

o Click the filter control of the column header
on which you want to specify filter condition

o The filter menu appears, it displays list of
unique values in the column

e Remove Check Mark from data not to
display

o Click ok button.

(Excel displays rows with unique values
selected)

Filtering Data by color:

If the cells in same column has different colors
then this filter will be in enabled state. User can
utilize the filter to visualize different data in the
different Colored cells.

o Click the filter control of the column that
has color formatting

o In the menu that appears, select filter by
color and select the font/cell color to filter

Custom Filter:

The custom filter helps you to filter data based
on specific criteria for values in the cell range

Using this feature, we can do two combinations
(and/or) of criteria in single column. It also has the
feature of Pattern Matching using the symbol? or
* to match a single character/series of character
while filtering.

Filtering Data by Number/Text:

Here we can utilize the various number filtering
options like greater than, less than, equal, in

Digital Workplace Skills Page 44 ‘
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Home Insert Page Layout Formulas Data Review View
g From Access B B - @ Connections Al . { Clear
@ From Web 1 = ‘Q 1 Properties - £ P j?., & Reapply
From Other Existing Refresh : il Sort Filter 7
(HJFromText  sources~ | Connections | All~ =2 Edit Links 7 Advanced || ¢
Get External Data Connections Sort & Filter
Al - ‘(‘ ,ft l Sr.No
F PR PR — p— D E F G H I
Sr.No |EmpID |Name Departm |Grade |Joining |Marital |Salary
1 v (v (v (v|ent [+ (v |Date [+ |Status [+ (~]
2 |1 1 Radha CSE I 1/5/2022 |Married |50000
3 |2 2 Sundar EEE II 5/7/2012 |Married |75.,000
between, Top 10, Above Average, Below Average or Charts

Text filtering option like contains, not contains,
begins with, Ends with.

Select any cell within the Range

Go to Data tab > Sort and filter group,
Click the Filter button

The filter control appears next to each
column heading

Click the filter control of the column header
on which you want to specify filter condition

The filter menu appears

Select Number/Text Filter an click any one
of predefine condition / Custom Filter

A Custom Auto filter dialog box appears

a filter
condition from first list box a value from the

Under show rows where select

Second list box
Click ok that displays the filtered data

Removing Filter

Select the column heading on which filter
has been applied

On the data Tab > Sort and filter Group
Click Clear Button/Filter Button

Filter button removes Filter criteria and Filter
Control.

Clear Button removes Filter Condition.

‘ ‘ Digital Workplace 2023_Final.indd 45

Charts are the visualizing tools used to analyze
the data. Excel provides a variety of chart types that
you can choose from when you create a chart.

Elements of a Chart

The different parts of a chart are known as the
elements of a chart

1. Chart Title-Heading of Chart

2. Chart Area-Area within which chart element
displays

3. Plot Area -Area Bounded by Two Axes

4. Axes-Line Boundary of Plot Area
X Axes-Horizontal Axes, usually use to
represent Category/Time intervals
Y Axes-Vertical Axes Use to represent Values
of Category

5. Axes Titles-X Axis,Y Axis description

6. data Series-Set of Values in a worksheet used to
plot the chart

7. data Table-Values in plotted in the chart.
displayed below the chart in a grid

8. data Labels show the values of different data
points in a chart

9. Legend-Represent the data Series and its Color

10. Grid Lines-Horizontal and Vertical line that

is used to identify each value in the chart to
identify easily.
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1 [sr.no [~IName [v|Gendef~]Age [v]Departme|~]Subjeci~|Subject~]Subject~]Subject~]subject ]
2 | 1 AAA Male %1 Sort Smallest to Largest 45 50 90 91
£3 2 BBB Femal¢%| sortLargest to Smallest 54 53 89 90
4 3 ccc Femalé Sort by Color > 38 39 70 75
> 4 DDD Female & | clear Filter From “Subject1 50 67 AB 90
6 S EEE Male I , 53 60 70 75
7 6 FFF Male 24 sa sa 90
8 7 GGG Femal{ mmmmiiimbas ke 8 Bt 90
9 8 HHH Femalé¢ [ (Select All) A D Nk Eot-. 82
10 9 m Femalé @ 37 Greater Than... 91
11 | 10 JJ) Male Greater Than Qr Equal To... | 90
12 12 KKK Male Less Than... | 75
13 13 L Femalé Less Than Or Egual To... 90
14 | 14 MMM Female¢ Between... 75
15| 15 NNN Male 90
16 . Top 10...

17 : Above Average

18 OK Cancel Belgw Average

19 | . Custom Filter...

20| Male

Creation of different Charts:

For most charts, such as column and bar charts,

you

can plot the data that you arrange in rows or

columns on a chart. Some chart types, however,
such as pie and bubble charts, require a specific

data arrangement.
Steps to Create a Chart

1.

On the worksheet, arrange the data that you
want to plot in a chart.

On the Insert tab, in the Charts group, do one
of the following:

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

To see all available chart types, click a chart
type, and then click All Chart Types Button

Insert Chart dialog box opens, click the arrows
to scroll through all available chart types and
chart subtypes, and then click the ones that you
want to use.

2. Select the cells that contain the data that you
want to use for the chart. Click Ok to create the Chart
3. To cancel a selection of cells, click any cell on The chart is placed on the worksheet as an
the worksheet. embedded chart
‘ Gender Ratio
Analysis
Male 6
Female 8

= Male

= Female
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20
s0
70
60
M so
A
R
m Subjectl X
asiiz 1§ 40
T
20
10
°
(x \! H9-®- )s PTC - Microsoft Excel Chart Tools = g X
Vet ; s
- Home  Insert Page layout  Formulas Data  Review  View Design  Llayout  Format @-r°
Plot Area - ] =l ] [ =l [hds] 3 (] Chart Wall - A 4] Lines - p
bl (@ i ‘o] o] da] (0] o] ] | A k)
By Format Selection | Chart Floor 144 Up/Down Bars ~
2 Picture Shapes Text || Chart Axis Legend Data Data Axes Gridlines || Plot Trendline Properties
d Reset to Match Style - Box Title Titles* ~  Labels~ Table~ - - Area~ 3-D Rotation . [#)] Error Bars ~ .
Current Selection Insert Labels Axes Background Analysis
Setting of Label in Chart: L
Navigation

Go to Chart Tools = Layout Tab => Labels
Subsection

We have the following items

Chart Title: Used to Set and Position Chart
Title

Axis Title: Used to Set and Position Axis Title

Legend: Used to Set and Position Legends

Data Labels: Used to Set and Position Data
Value as Label in the Chart

Data Tables: Used to Set and Position Table of
data used to plot chart in the Chart.

To utilize Labels in Chart:

Click any one option given in the Labels
Subsection => Select any option given in the
popped up menu as per our need.

Print Preview and Print
Print Preview
It is good to preview the page in-order to avoid

wastage of papers & to check whether it is as per
our need.

‘ ‘ Digital Workplace 2023_Final.indd 47

Go to Office Button = Print = Print Preview
The Preview Page has following buttons

Next, Previous button to navigate to the pages
one by one.

Zoom to view the content in preview page in
larger size.

Show Margin Check box to Show the margin in
all four sides of document. We can Drag Marker
Guide and set the Margin

Close Print Preview: It will exit from the Print
Preview Page to Normal View.

Print: After verifying documents we can click
Print to Print the Document.

To Set the Page Setup before printing the
pages
Go to Office Button > Print = Print Preview

—> Click Page Setup Icon => Page Setup Dialog
Box will get open.

Page Setup Dialog Box has following Tabs

' Page 47 Digital Workplace Skills
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"‘ L!n ) V» = | ’ N F I T IvIILIUDUIL LALCTH
~ Print Preview
@] ':gg q [ Next Page
- _& Previous Page —
Print Page Zoom . . Close Print
Setup Show Margins Preview
Print Zoom Preview
SeN Emp 11 [Name Deparem |Gade  romes Mo Balry
ot Dase St us
1 1 Radha (SE 1 VSN 2022 Marnmed 8 0000
2 2 Sa ndar EEE 1 ST/2012 Marmned 75000
CSt 90000
Page Tab: Page Setup ? X
Orientation: B S
. X . Top: Header:
Select the option Portrait (Vertical) or 0.75 5] 0.3 [
Landscape (Horizontal) depending on the need to
print more columns or Rows in a Single Page.
Left: Right:
Scaling: 0.7 %] 0.7 %]
You can enlarge or reduce the proportional size
of the printed by choosing percentage in the Adjust gottom: Eooter:
. 0.75 |+ 0.3 &1
o : :
to % Normal Size. PP
[] Horizontally
Or [ vertically
Sheet can fit to a specified number of Pages
Options..
Paper Size:
I OK I Cancel

Paper Size can be any of the standard paper Size
like Letter, A4...etc

Page Setup ? X

i i Margins Header/fFooter  Sheet
Orientation

@ @ Portrait O Landscape
Scaling
@® Adjustto: | 100 -3~ % normal size
Ofitto: |1 [${page(swideby |1 [&]tal

Paper size:  Letter

L<l<]

Print guality: | 300 dpi

First page number:  Auto

o ][ one
Digital Workplace Skills
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Print Quality: It Specifies the number of DPI

the printed characters would be.

Eg.200 dpi (Dots per Inches)

First Page Number: Auto

Margin Tab:

On the Margins Tab of the page setup dialog
box, we can Specify the top, bottom, Left, Right
Margins for your sheet as well as we can set the
data centered Horizontally /Vertically/Both. We
can also specify the Left Margins of Header &

Footer.

Sheet Tab:

Sheet tab lets you to specify which data to

appear on Printed Pages.

Page 48 ‘
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It also Specify whether to print grid lines, Row/
Column Heading, Notes added to cells

Print Area: To Print the same region of
Worksheet. Enter the range of cells to Print or drag
over that range on worksheet while the pointer is
on the Print Area text box.

If you dont want to specify range, we can
select the portion of the sheet to print just before
printing. Then choose to print the selection in the
print dialog box.

We can also choose one or more rows/Columns
to repeat on each page.

This feature helps us in identifying the data with
the above row/column Labels.

Print Section defines to print grid lines, Row/
Column Heading, Notes added to cells according
to the selection in the check box

Header/Footer Tab:

This Tab allows you to add header and/or footers
to your printed pages.

Default Header is sheet name, Default footer is
Page Number. We can add custom Header/Footer
using the Custom Header/ Custom Footer Button.

Page Setup ? X

Page Margins

Hegder:
(none) ZI

Custom Header... | | Custom Footer...

[[] pifferent odd and even pages
[[] oifferent first page

[ Scale with document

[ Align with page margins

Options...
[ox ][ coance |

Print:

It is used to create the physical copy of the
created Worksheet
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Page Setup ? X
Page  Margins Header/Footer
Print area: R ]
Print titles
Rows torepeatattop: | .5
Columns to repeat at left: ‘ 7.5

Print

[ Gridines Comments: ‘ (None) ZJ
I hi T
[ Black and white Cell errors as: ldisplayed EI
[ oraft quality
[J Row and column headings
Page order
(® Down, then over = BIF &
QO over, thendown | ==fz/=l==
E .gIE' 38

[ gptons... |

I

Steps to Print the Sheet:

1. Check the printer is turned on, is on-line and
has Sufficient Paper in the tray of the printer.

2. Click on Office Button and Click Print (Ctrl+P).
So that the Print dialog box will open.

Set the following values as per requirement

Print What: This section specifies whether to
print selection/Active sheet/Entire Workbook.

Copies: This section has the box to input number
printed hard copy of the document required.

Print Range: Here we can select all pages /
limited pages as per our requirement.
3. A message box will appear and show that the

Excel is printing. Printed Papers will push out
of the Printer.

Name: [ Send To OneNote 2007 | Propertis... |
Status: Idle

Type: Send To Microsoft OneNote Driver Find
Where:  Send To Microsoft OneNote Port:

Comment:

Print range Copies

@u Number of opies: (B 5]
Orage(s) Erom: To:

PST*;OE (O Entire workbook |jjg| ﬂﬂ Ed calte

(@ Active sheet(s) Table
[J 1gnore print areas

[ ][ o |
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Shortcuts for Various Activities in a Keyboard Shortcut

spreadsheet. Italic Ctrl+I

Keyboard Shortcut Underline Cul+U

Open G0 ScectAll Culea
Swe  Curles GoTo lawwe

Cat G New  Cule
Copy  CicktC Pomcuwr

Paste QU Awosm Al
Find  Culek Tl o

Replace " [ColeH I Hyperlink CurleK

Preview

Bold  [CultB | Fiter  CurleShifiel

Comparative Study of Excel and Google Sheet

Differences

2 Mainly used for Solo User. Mainly used for Team Work. (i.e., Collaboration)

4 Internet is not necessary Internet is Required

® ®
I s

It can be open,edit in any system using a
Browser.

6 It is Operating System,Hardware Specific.

Similarity

Data Formatting Options are available(Limited

2 Data Formatting Options are available OiperfemE e )

4 Charts are Available Charts are Available(Limited Chart types)
6 Cloud Storage is available(One Drive) Cloud Storage is available(Google Drive)
Software Used :

Microsoft Excel 2007 & Google Sheets.

Windows 10.
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Ex.No:04. Spreadsheet Creation, Data handling, Formatting, Calculations using Formulae and Functions

Aim:
i To Create an Spreadsheet
ii. ~ To do Data Handling Operation

ili.  To Format the cells and data.

iv.  To do Calculations using Formulae and Functions(Using Excel & Google Sheet)

Procedure:

i)  To Create a Spreadsheet with Data of Students in college.

Excel Google Sheet

Step 1: Switch on the Computer.

Step 2: Goto Start = Microsoft Office =>Move
Mouse Cursor above Microsoft Office Excel 2007 &
Right Click to Open. A New Blank Workbook will
Open.

Step 3: To Rename the Sheet: Right click on the
default sheet name given by Excel in sheet tab . Click
rename. Enter any name you prefer. (Eg. Student)

Step 4: Select any one Cell in the selected Sheet. For
eg.Al i.e., Column A and Row 1.

Step 5: Enter Headers Sr.No., Name, Gender,
Department, Subject 1, Subject 2.... etc in the same
row and Subsequent columnsie., B1, C1, D1....etc

Step 6: Enter Data below the Headers one by one.

Step 7: Go to File 2 Rename. Enter the Name for
Eg.“PTC” The file will get saved automatically

Location : Note the location where file is saved
File name: Give any name(Eg.PTC)
Save as Type: Excel Workbook.

Step 8: Click Save
Output:
A B C D E F G H 1 J

1 Sr.no Name  Gender Age Department Subjectl Subject2 Subject3 Subjectd SubjectS
2 1 AAA Male 16 CSE 75 45 50 90 91
3 2888 Female 15 CSE a5 54 53 89 90
a4 3 ccc Female 16 CSE 37 38 39 70 75
5 4 DDD Female 17 CSE a5 50 67 AB 90
6 5 EEE Male 16 CSE 59 53 60 70 7
7 6 FFF Male 15 CSE 45 34 54 69 90
8 7 GGG Female 18 CSE 54 67 67 91 90
9 8 HHH Female 15 CSE 38 AB 70 80 82
10 9m Female 16 CSE 76 78 89 95 91
1) 10 J)) Male 16 CSE 80 80 83 97 90
12 11 KKK Male 16 CSE AB 50 67 91 75
13 12 1L Female 16 CSE 39 AB 60 70 90
14 13 MMM Female 16 CSE 50 39 54 69 75
15 14 NNN Male 16 CSE 52 67 67 91 90

Step 1: Switch on the Computer/Mobile with
Internet Connection.

Step 2: Sign Into “sheets.google.com” with your
Google Login Credentials. Click New +

= [ sheets Q search £}
e —— o I

Untitled spreadsheet

Step 3: To Rename the Sheet. Right click on the
default sheet name given by google sheet. Click
rename from the pop up Menu. Enter any name you
prefer.(Eg. Student)

Step 4: Select any one Cell in the Newly Created
Sheet. For eg.Al i.e., Column A and Row 1.

€ | 8 https:/jdocs.google.comfspreadshee C'H'Goug\e ﬁ\ T8 A »
N
New Sheet a Short Tutorials v
File Edit View Inset Format Data Tools Ac Comments
S e A~ P § % 0 00123 Arial - 10 =~ More -
f)(
] A B c D E
1 -~
I8 A
2
3
4
5
6
7
8
9
b/
Add Sheet [o I @l
0“ Sheet! ~ ©

Step 5: Enter Headers Sr.No.Name,Gender,Depart
ment,Subjectl,Subject2....etc in the same row and
subsequent columnsie., B1,C1,D1....etc.

Step 6: Enter the Data below the Headers one by

®

one.
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Result:HenceanExcel Workbook withName_ :“PTC.
xlsx” SheetName “Student” with Headers Sr.No.,
Name, Gender, Department, Subject 1, Subject 2 &
Data created

Excel Google Sheet

Step 7: Go to File > Rename. Enter the Name “PTC”
The file will get saved automatically.

Output:
A 8 (e ) E F G H | -
1 Sr.no Name Gender Age Department Subjectl Subject2 Subject3 Subjectd SubjectS
2 1 AAA Male 16 CSE 75 45 50 90
3 288BB Female 15 CSE a5 54 53 89
4 3 ccc Female 16 CSE 37 38 39 70
5 4 DDD Female 17 CSe 45 50 67 AB
6 S5 EEE Male 16 CSE 59 53 60 70
7 6 FFF Male 15 CSE 45 34 54 69
8 7 GGG Female 18 CSE 54 67 67 91
9 8 HHH Female 15 CSE 38 AB 70 80

10 sm Female 16 CSE 76 78
11 101 Male 16 CSE 80 80 83 97
12 11 KKK Male 16 CSE AB 50
13 12 1L Female 16 CSE 39 AB 60 70
14 13 MMM Female 16 CSE 50 39 54 69
15 14 NNN Male 16 CSE 52 67 67 91

8A8I8RBESI8I8R

Result : Hence a Google Sheet with Name_: “PTC”
Sheet Name “Student” with Headers Sr.No., Name,
Gender, Department, Subject 1, Subject 2 & Data
created.

ii) Data Handling:

Insert, delete, and update one Student record in the Existing “Student” Sheet.

To Open Workbook

Step 1: Goto Office button on Top Left Corner =
Click to get dropdown and Click Open

Step 2: “Open Workbook Dialog Box” Will Open.

Select the file created during Ex.04 (Eg.PTC.xlsx) /
Create a Worksheet with Student data

Step 3: To insert 1 Record: (15, LLL, Male, 18, CSE,
53,57,45,91, 78)

o Select any Cell where we need to insert the
record.

o On right Clicking the mouse a menu will
Pop-up.
o Select Insert from the Menu.

o Now a sub menu with options “Shift Cells
Right, Shift Cells down, Entire Row, Entire
Column” will appear.

o To insert a row, select “Entire row”™ menu
item

Enter the data to be inserted in the New Row & click
OK Button

o DPress Ctrl+S Key to Save the Changes made

Step 1: Open the file Created in google Drive

Step 2: To insert 1 Record: (15, LLL, Male, 18, CSE,
53,57,45,91, 78)

Click a cell then Right Click the Mouse.

A menu will popup. In that select 1 row above.
Enter the data to be inserted in the New Row.
i.e.,, 15, LLL, Male, 18, CSE, 53, 57, 45,91, 78

Step 3: To Delete the data of Student with Name
“NNN”: Click a cell with Data “NNN” then Right
Click the Mouse.

A menu will pop up In that select Delete Row.

Step 4: To Update the age of “KKK” as “17”:
Double Click on the cell to update (i.e., Select the
Cell beneath the Column with Header age and In
the Row with Name of Student “KKK” ). Enter the
data “17” in the cell.

Step 5: To Replace/Update Data Department
“CSE” with “Computer Engineering”: Press Key
Ctrl+H. The“Find and Replace” Dialog Box will Pop

up.

Digital Workplace Skills
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Excel Google Sheet

Step 4: To Delete the data of Student with Name
((NNN”:

+ Select the Cell Containing data “NNN”.

« Then Right Click the mouse a menu will Pop-
Up.

« From the Menu select “delete”

« Now another Sub menu with options “Shift
Cells right, Shift Cells down, Entire Row, and
Entire Column” will occur.

o To delete 1Row, select the “Entire Row”
option & click OK Button

o Press Ctrl+S Key to Save the Changes made

Step 5: To Update the age of “KKK” as “17”:

o Select the Cell beneath the Column with

Header “age” and In the row with “Name of

Student” as “KKK” where data to be updated.

o Then double click in the cell/ Press F2, Press
delete/backspace to clear existing data and
Enter New Data “17”.

o Press Ctrl+S Key to Save the Changes made
Step 6: To Replace/Update Data Department
“CSE” with “Computer Engineering”:

o Press Key Ctrl+H. The “Find and Replace”

Dialog Box will Pop up.

Step 7: In that dialog box, Enter “CSE” in “Find
What” text box, “Computer Engineering” in
“Replace With” Text Box. Click Replace All Button.

Step 8: Press Ctrl+S Key to Save the Changes made.

**This Step is very Important to save data. (Ctrl+S).
Use the Shortcut Key to save the data after addition/
deletion/updation of data

Output:

In That Enter CSE in Find What, Computer

Engineering in
Replace All

Replace With Text Box. Click

Step 6: The file will get saved automatically.

Output:

1 |sr.no Name  Gender
2 1 AAA Male
3 2888 Female
4 3. ccc Female
5 4 DDD Female
6 5 EEE Male
74 6 FFF Male

8| 7 GGG Female
5] 8 HHH Female
10 sm Female
1 10 Male
| KKK Male
13 2w Female
14 13 MMM Female
15 15U Male

Age Department

16 Computer Engineering s a5 50 90 91
15 Computer Engineering 45 54 53 89 90
16 Computer Engineering 37 38 39 70 75
17 Computer Engineering 45 50 67 AB 90
16 Computer Engineering 59 53 60 70 s
15 Computer Engineering a5 3 54 69 90
18 Computer Engineering 54 67 67 91 90
15 Computer Engineering 38 AB 70 80 82
16 Computer Engineering 76 78 89 95 91
16 Computer Engineering 80 80 83 97 90
17 Computer Engineering AB 50 67 91 el
16 Computer Engineering 39 AB 60 70 90
16 Computer Engineering 50 39 54 69 s
18 Computer Engineering 53 57 a5 91 78

Subjectl Subject2 Subject3 Subjectd Subjects

Result: Hence in google sheet with Name PTC,
SheetName : Student Insertion, deletion, Updation
of data was done.

Pleaslos . c D] E  —ry 6 | u [ J
1 |Sr.no Name  Gender Age Department Subjectl Subject2 Subject3 Subjectd SubjectS
2 1AAA Male 16 Computer Engineering 7 as 50 90 91
3 2888 Female 15 Computer Engineering 45 54 53 89 90
4 3.ccc Female 16 Computer Engineering 37 38 39 70 s
S 4 DDD Female 17 Computer Engineering 45 50 67 AB 90
6 5 EEE Male 16 Computer Engineering 59 53 60 70 s
7 6 FFF Male 15 Computer Engineering as 3 54 69 90
8] 7 GGG Female 18 Computer Engineering 54 67 67 91 90
— 9 8 HHH Female 15 Computer Engineering 38 AB 70 80 82
10 9m Female 16 Computer Engineering 76 78 89 95 91
nj 10 Male 16 Computer Engineering 80 80 83 97 90
12 11 KKK Male 17 Computer Engineering AB 50 67 91 s
13 U Female 16 Computer Engineering 39 A8 60 70 90
14 13 MMM Female 16 Computer Engineering 50 39 54 69 s
15 ’UL Male 18 Computer Engineering 53 57 a5 o1 7

Result: Hence in Fxcel Workbook with Name
PTC.xlsx, SheetName : Student Insertion, deletion,
Updation of data was done.
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Excel Google Sheet

Highlight Student Mark in Green color who got Highest Mark in Subject1 & Red color for who got Lowest
Mark in Subject 1. Make the Header Bold, Use Font: Arial, Font Size:12, Thick Border, Alignment: Center

‘ ‘ Digital Workplace 2023_Final.indd 54

Step 1: Open the workbook with Student details
Step 2: Select the Subject] Column Using Mouse.

Step 3: In the Home —> Styles = Conditional
Formatting

Select New Rule = “New Formatting rule Dialog
Box” will open

Step 4: Select the following option in the Dialog Box

Select Rule Type: Format all cells based on their
Values

Edit the rule description:
Format Style: 2 Color Scale
Minimum:
Type: Lowest Value ;Colour:Red
Maximum:
Type: Highest Value ;Colour:Green
Step 5: Select the Header Text in the “Student” Sheet.
Click Home Tab = Font sub Group
—>Click B button or Press key Ctrl+B
Step 6:
o Select all Cells with Data & Header.
o Select Ctrl+Shift+F or Select Home Tab =
Font Sub group.
o Select Font Name = “Arial’, Font Size = 12
from list of options available
o In Home Tab > Cells Subgroup = on
Clicking Format Button a drop down will
occur in that select Format Cells/Right click
the mouse on a cell, a context menu appears
in that click format cells

o Format Cells dialog box will occur = In
that select Border tab, Set Line Style = Thick
Color: Black.

o Select all Border line in preview diagram
then Click OK.

Step 1: Switch on the Computer/Mobile with
Internet Connection.

Step 2: Open the file “PTC” stored in google Drive.

Step 3: In the Menu = Format = Select Conditional
Formatting = Conditional formatting rules window
will open. Select Tab Color Scale.

Set Following options

Apply to Range: Enter the cells of data to be
formatted(Cells Containing Marks of Subject1)

Format rule

Min Value & Color
Max Value & Color
Click Done

Step 4: Select the Header Text. Click Format = Text
- Click B or Ctrl+B

Step 5: Select the Cells with Data. Select Format =
Font Name = “Arial”, Font Size = 12,

Step 6: In the Format Menu = Alignment => Select

Text Alignment parameter

Center; Middle;

Output:
A [ c ) E [3 G H 1 ]
Sr.no | Name Subject3 Subjects
1
2 AAA 50 90 91
3 BBB omp g g 53 89 920
4 CCC_|Female omp g g 39 i 75
s DDD_| Female 7 Al 90
6 EEE | Male 0 ¥ 75
7 FFF_| Male 4 69 90
GGG _| Female 14 91 90
9 HHH | Female AB 0 80 82
10 l_|Female 7 89 | 95 91
1 _ 10 JJJ Male 8 7 90
2 1 KKK | Male 1 75
131 LLL |Female 0 90
1“1 MMM _| Female 4 69 75
15, 15 LLL | Male 45 91 78

Result : Hence the formatting of Google sheet
“Student” was done.
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 In the Alignment Tab in Format Cells Dialog
Box

Set the text alignment parameter Horizontal: center;
Vertical:center;

In Border tab Set Line Style = Thick Color: Black.
Select all Border line in Preview Diagram then Click
OK.

In the Alignment Tab
Set Text Alignment parameter

Horizontal:center;Vertical:center;

Output:

A 8 H 1 3

Sr.no | Name Subject4 | Subjects

1
2 AAA 45 50 90 91
3 BBB_|Fi 54 53 89 920
4 CCC_|Fi 38 39 70 75
5 4 DDD_|F 50 67 AE 90
6 EEE 53 60 7 75
7 3 34 54 [ )
8 GGG_|Fi 6 7 90
9 HHH | Fi AB 0 82
10 [ 7 89 91
nl 1 JJ 80 83 920
2| 1 KKK 50 67 1 75
131 LLL AB 60 0 90
1841 MMM 39 54 69 75
15 15 LLL 57 45 91 78

Result : Hence the data and cell in the excel sheet
“Student” was formatted

Excel Google Sheet

iv) Calculations using Formulae and Functions

Calculate Total, Average, No of Subjects (Absent), Maximum, Minimum using Functions and percentage

using Formulae

Step 1: Open the workbook with Student details
Step 2: Add a new Column “Total” after “Subject5”
Step 3: All Excel formulas and Functions start with
an = sign, followed by the function name/Formulae
and a section in parentheses to provide ranges or
arguments.

You can type your range in, or you can select it using
your mouse or input device.

o Select the Second Cell in newly created
Column “Total”

o Type the formula in the formula bar “=
SUM(Cell Range)” and Press Enter. The
function output displays in the cell.

« Use Mouse to Select the Result Cell, Click
hold fill handle and drag to fill formula in

the cells beneath that till last row.

Step 1: Open the file “PTC” Created in google Drive.
Step 2: Add a new Column “Total” after “Subject 5”.

Step 3: Select the Second Cell in newly created
Column. Type = SUM(Cell Range)

o Select the Second Cell in newly created
Column “Total”

o Type the formula in the formula bar “=
SUM(Cell Range)” and Press Enter. The
function output displays in the cell.

o Use Mouse to Select the Result Cell, Click
hold fill handle and drag to fill formula in
the cells beneath that till last row.
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Excel Google Sheet

Step 4: Using the same method as in Step 3,
you can calculate the average, minimum value,
maximum value, and count in next Columns
ie, L2, M2, N2, O2

No of subjects in which student was absent=
COUNTIF (Cell Range,’AB”)”

AB represents the value for student absent for
Subject

Average = AVERAGE(Cell Range)

Maximum = Max(Cell Range)

Minimum = Min(Cell Range)”

For eg. Cell Range is range of cell in which
relevant data available -F2:J2

Step 5: Using the same method as in Step 3,
you can calculate the Percentage of Marks in
Another Column using Formulae

Percentage “= (Cell with Total Marks secure by
student/Sum of Maximum Marks of all subject)
*100%”

For eg. = (K2/500) *100%

Output:

stno | Name |Gender| Age Department

Result : Hence the functions Sum, Average, Max,
Min, Count & formulae Percentage were used to
calculate the Values

Step 4: Using the same method as in Step 3, you can
calculate the average, minimum value, maximum
value, and count in next Columns i.e., L2, M2, N2,
02

No of subjects in which student was absent=
COUNTIE(Cell Range;’AB”)”

AB represents the value for student absent for
Subject

Average = AVERAGE(Cell Range)
Maximum = Max(Cell Range)
Minimum = Min(Cell Range)”

For eg. Cell Range is range of cell in which relevant
data available -F2:J2

Step 5: Using the same method as in Step 3, you
can calculate the Percentage of Marks in P2 using
Formulae

Percentage = (K2/500)*100%

Output:

inimurfaverage

2|33

Result : Hence the functions Sum, Average, Max,
Min, Count & formulae Percentage were used to
calculate the Values

Ex.No.05 : Sorting, Filtering and creation of different Charts, Print Preview, Printing

given Worksheet

Aim: To (i) Sort, (ii) Filter, (iii) Creation of different Charts, (iv) Print Preview, (v) Printing of data on

Procedure:

i) Filtering:

Filter/Select all Male Student in the department.

Step 1: Open the workbook with Student details
Step 2: Select the Gender Column Using Mouse.

Step 3: Go to Data Tab = Click filter button from
Sort and filter Sub Group. A filter control appears
next to the column heading. Click the filter Control.
Filter menu occurs It will display the unique values
in the Column. From that select “Male” & Click OK

Step 1: Switch on the Computer/Mobile with
Internet Connection.

Step 2: Open the file Created in google Drive.
Step 3: Select the Gender Column Using Mouse

button
Page 56 ‘
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Excel Google Sheet

Output: Step 4: Go to Data = Click Create filter. A dropdown
list icon will be created. Click the dropdown
T . © o w0 o 1w ors |list. It will display the unique values. From that

deselect”Female”.

§tno | Name [Gender| Age |  Department |Subjecti]Subject2Subj i jects "
1 v M 2 v v ¥ rotal | v Jbsent) | ¥ fuaxin ¥ |Minie ¥ Javers, ¥ Output.
.

2 1 ] A% | Male | 16 JComputer Engi 4 0 9 91 | oJ s ] o2
6 5 | EEE | Male ] 16 JComputer Engi 5 0 | T 75 317 o sl s e Al s | cloo £ £ ] H I " X L
7 6 | FFF | Male | 15 [Computer i U 4 [ 90 292} of %] 3¢ s
[0 | 0 e | 16 FO IR I I | o & e i i el K s
u| 11 | KKK | Wae | 17 E N T I T T o s o | & —t— — —t—
15 15 | LLL | Male | 18 5| 45 ] 9|8 24 of s el e 6|5 JEEE ] Male | 16 JComputer Engneery
- 7 FFF | Male omputer Engineering

1110 |30 | Wale |16 _|Computer Engineerin

12 [ 11 _|"RRK | Wale |17 _|Computer Engineerind _A8

15[ 15 | LLL | Male ‘omputer Engineerin 5

Filter/Select all Students whose Total is between 300 to 400

Step 4: Select the Total column. Step 5: Select the Total column.

Step 5: Go to Data Tab = Click filter button.A | Step 6: Go to Data = Click create filter. A dropdown
dropdown list will be created. list will be created.Click the dropdown list. It will

A filter control appears next to the column heading. display a menu in that select filterby Condition.

A new box below menu with list of Conditions will
be available in that select “is Between” now 2 more
box will open.

Click the filter Control.It will display a menu in that
select number filter.

Another Menu will open in that select “between” A

custom Auto filter dialog box will popup. In that box Enter 300 and 400.

@ 7. Gageses - v -0 x

In that dialog box Set following values for Parameters | . . s oo —y=7

@ C f e 98 o ‘M. @

Show rows where i o s o 050 T s

be@§ M o8 nA Q9w o =[N+ BIEANBHELoh-A 0 BARYR I a

Total is greater than or equal to: 300

s
=

Select option: and

Is less than or equal to : 400 and Click Ok

Sort by cokr

o | e forfa | |«
efelelele
HAR

Filter by color C
» Fiter by condition L [
Output: o C -
—]
nd
g
Alb|c]o 3 foloeon o) il | N0
 Fiter by values
Sty Qe
§tn0 | Name [Gender| Age | Department Subjects +E sudes Bowe |
b3 I I I N L I Y P (s T T B v
2 ; ﬂ lale | 16 [HENE NN 3 of s « m
3( 2 | 888 [Fema] 15 EHIERERERE| q o 4 &
6 5 | EEE [ Wae | 16 BB [ E D
o[ 7 | 0666 JFemale| 18 [l ERERE: e D .
A M 7161981 o s o And Click Ok
Output:
Al b |¢c|o £ Fol 6 | H | L[l L N|o|p
§rno | Name |Gender| Age |  Department |Subjectt SuchS«bjecn Subjectd] Subjects )
] NootSujects|
ol b B I S I T (] T e e
2 ; ﬂ Male | 16 JComputer Engineerin A ERERE] 31 gl ol 02
3( 2 | 888 [Female] 15 |Computer Engineerin EHERERE] 331 o | 662
6 5 | EEE | Wale | 16 JComputer Engineern 8 1600 3] Bl s 64
8| 7 ] 666 [Female] 18  JComputer Engingerin [J G T 3] B
15 15 ] LLL | Wale | 18 [CompuerEngineein LI I L I Y £ I
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Excel Google Sheet

Filter/Select all Students whose name starts with ‘B’

Step 7: Select the Name column.
Step 8: Go to Data = Click filter.
A dropdown list will be created.

A filter control appears next to the column heading.
Click the filter Control.

It will display a menu in that select Text filter. Another
Menu will open, in that menu select “Begins With”.
A custom Auto filter dialog box will popup.

Show rows where

Step 7: Select the Name column.

Step 8: Go to Data = Click filter. A dropdown
list will be created. Click the dropdown list. It will
display a menu in that select filter by Condition.
A Drop down box with list of Conditions will be
available in that select “Text Contains” now Another
box will open Enter B in the box

@ ¥ Conge oo x +

€rc 8 2 m 0 o e 0@ :
PIC # & 8 . Shar
B 9 & o0 6une @

Edt View boert Fomat Dats Tods Etenskos Heb

b e@g M - ¢ XA MW ad - -[R]+BIFANBHE-FE-t-h-A-0oPD@DYRI

Name Begins with : Enter the value B and Click Ok ]
Output:
T D £ P c | # o L N o ¢
§to | Name | Gender| Age |  Department |Subjectt | Subj i 4| Subjects| Q
1 0 s v v v v v v v ¥ Jrotal | v fiswsent) ¥ fusasin ¥ Jutinie ¥ Javera, ¥ - s = B vw | - ot
3[ 2 | 888 [Female] 15 ompmevEngmeenn_ 54 53 89 90 3] [ G R u 5 e m

And Click Ok

ii) Sorting:

Sort/Arrange the Students Based on Total and Age

Step 9: Select the Department column. Go to Data
—> Click Sort button on Sort and Filter Group.
Sort Dialog box will popup. In that Set following
Parameter

Sort by: Total

Sort on: Values Click Add Level
In that Set

Then by: Age

Sorton: Values Click Ok

Output:

Step 9: Select the Header along with data. Go to
Data = Click Sort Range = Advanced Range
sorting options. Sort Range Dialog box will popup.
In that select the option Data has Header Row.

Set

Sortby: Total

Click Add another Sort Column
In that Set

Then by: Age

Click Sort
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iii) Creation of Charts

Excel Google Sheet

Display the Gender Ratio in Computer Department using Pie Chart(Embedded)

Step 10: Count the Male, Female Students in the
Department.

Step 11: Summarize the data beneath the existing
Student Details Data

Male 6
Female 8

Step 12: Select the Summarized Data. Go to Insert >
Charts Subsection = Click Pie > Select first Chart
Type in 2D Pie. Embedded Chart get displayed in
the Same Sheet

Step 13: Select the Embedded Chart by clicking
on the Chart. So that Chart tools Menu will get
displayed.

Step 14: Goto Layout Menu => Click Chart Title =
Select Above Chart.

Step 15: Change the default Chart Title in the Chart
with “Gender Ratio”

Step 16: Goto Layout Menu > Click Data Labels =
Click More Data Label Optionfrom dropdown List.

Step 17: Format Data Labels Dialog box will popup.
In that Label Contains Subsection Select Category
Name, Percentage & Label Position: Center. Click
Close.

The Chart Will contain the Category & Percentage
at Center

Output:

Gender Ratio

Analysis

ale
Femate [

mmale
mremale

Step 10: Count the Male, Female Students in the
Department.

Step 11: Summarize the data beneath the existing
Student Details Data

Male 6
Female 8

Step 12: Select the Summarized Data. Go to Insert
—> Chart

An Embedded Chart & Chart Editor will be opened
in the Same Sheet.

Step 13: In the Chart Editor we can Select
Chart Type : Pie Chart

Step 14: Goto Customize Tab in Chart Editor =
Select Chart and Axis Title

In the List box Displayed Select “Chart Title” and
Enter the Title “Gender Ratio” in the Box Below
Label Title Text.

Step 15: Goto Customize Tab in Chart Editor =
Select Legend

Set Position as Labeled

Output:

Gender Ratio

Analysis

ale
Female [

mMale

mFemale

iv) Print Preview:

Using Print Preview check whether the all data are within the Margin. Margin width is equal in all side.
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Step 18: Click Office Button = Click Print = Select
Print Preview.

Step 19: In the Preview Page. Click Print Preview
and select the option Show Margins.

Step 20: If any side of data is outside border adjust
it using Mouse

Step 21: Go to Page Setup. Select the margins TAB
and Set all borders of equal width. (i.e., Top :1%
Bottom = 17, Left = 1”, Right = 1”

Step 16: Go to File = Print. It will show the Preview
and Margins.

Step 17: In the Margins Drop Down Select Custom
Numbers. Change the width Equal in all side. (i.e.,1”
in all sides of Preview Page.

v) Print:

Print 2 Copies of all pages in Landscape orientation.

Step 22: Click Office Button = Click Print = Select
Print Preview.

Step 18: Go to File = Print. It will show the Preview.

Step 23: In the Preview Page Go to Page Setup. Select
the Page TAB and Set Orientation to Landscape.

Step 24: In the Preview Page .Click Print.
Step 25: In the Pop up Print dialog box.
Select the Local Printer Name

Enter Number of Copies to 2& Click Ok
Output:

Print ? X
Printer

| Neme: |cg5Send To OneNote 2007 | Propertes... |

| Status:  Ide

| Type: Send To Microsoft OneNote Driver

Where:  Send To Microsoft OneNote Port:
Comment:

| Find printer...

[ Print to file
Print range Copies
@al Number of copies: | [ <
Opage(s) From: | |3 To: =

gt;ie:og O Entire workbook IjE @ KISEs

@ Active sheet(s) Table
[J 1gnore print areas

| Preview ok || cancel

Result : Hence an Excel Workbook Sorting,
Filtering,Chart creation, Print Preview, Printing of
data on given Worksheet were done.

Step 19: In the Page Select the Page Orientation to
Landscape. Click Next.

Step 20: In the Pop up Print dialog box.
Select the Local Printer Name

Enter Number of Copies to 2 & Click Ok
Output:

Print ? X
Printer
| Name: | Send To OneNote 2007 | Properties... ]
| Status:  Ide
| Type: Send To Microsoft OneNote Driver
Where:  Send To Microsoft OneNote Port:
Comment:

[ Print to file

Print range Copies
@al . Number of copies: |H| —H
O Page(s) From: B 1o: | B

Print what [jy |jj§] [ Collote
O Selection O Entire workbook
@) Active sheet(s) Table

[ 1gnore print areas

Preview | ok || Cancel

Result : Hence using google sheet Sorting,
Filtering,Chart creation, Print Preview, Printing of
sheet were done.
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Information presentation refers to the process of

conveying and organizing information in a way that
is clear, engaging, and easily understandable to the
intended audience. Information presentation can
take various forms, including oral presentations,
written reports, slide decks, infographics,
interactive websites, and multimedia content.
The choice of presentation format depends on the
nature of the information, the audience, and the
desired outcome.

MS POWERPOINT:

Microsoft PowerPoint is a widely used
software application for creating and delivering
presentations. Here is an introduction to
PowerPoint and its benefits:

INFORMATION PRESENTATION

AR R EERER

Presentation Creation: PowerPoint allows
users to create visually appealing and professional-
looking presentations with ease.

Visual Enhancements: PowerPoint enables the
integration of multimedia elements such as images,
videos, and audio files into presentations.

Slide Organization and Structure: PowerPoint
offers a slide-based structure that allows users to
organize their content logically.

Animation and Transitions: PowerPoint
provides animation and transition effects that can
be applied to individual elements or entire slides.

Collaboration and Sharing: PowerPoint offers
collaboration features that allow multiple users to
work on a presentation simultaneously.

PowerPoint
@ Home
D New

ZZ Open

Good morning

v New

Blank Presentation

Recent Pinned

Account

Feedback

Options

PowerPoint Signin & ? = (] X

Welcome to PowerPoint

More themes —>

[ Name Date modified
AN
a colors (1) 9/1/2022
Downloads
{25 short-a-e-i-o-u_Reading-3-letter-w... A [+]
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Barded Berte

Ovegaet

Presenter Tools: PowerPoint includes various
tools to assist presenters during the delivery of
their presentations.

Audience Engagement: PowerPoint supports
interactive elements like hyperlinks, buttons, and
quizzes, which can be included to engage the
audience and encourage participation.

Wide Compatibility: PowerPoint files can be
saved in various formats, such as PPT, PPTX, PDE,
or as video files. This compatibility ensures that
presentations can be accessed and viewed across
different devices and platforms.

Bl AT (ol (ot Ja &k K W = 5.3

e s | 8 T U S & - A s = = o=

rayn ® Ovaning 5 tanng A

Seerer (@ Gy haembnty Cosdte go

WAy Fost Presentatan - Powe® oot T + O %
ate Cobn
New
2
Suggeted warches P Sudeasn  Ox 4)  lducation Bhue  Penoned
Take a @ |- j
tour &= .
Pl Procestaton Wk oove 10 Pomer Pownt

a‘%?s :

* 1‘ 3 |
* MAIN EVENT
DROPLET ,%3 252526264

4 = -
SUCE
Shce Crbmral

. AR08
o N INTEGRAL

Integration with Other Tools: PowerPoint
seamlessly integrates with other Microsoft Office
applications, such as Word and Excel.

Professional and Personal Use: PowerPoint
is extensively used in business settings for sales
presentations, training sessions, project updates,
and meetings.

Overall, Microsoft PowerPoint provides a
versatile and powerful platform for creating,

editing and delivering presentations.
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CREATION OF PRESENTATION:

Launch PowerPoint: Open the PowerPoint
application on your computer. You will typically
find it in the Microsoft Office or Office Suite folder.

o °
©WELCOME TO MS POWERPOINT
° ©

Choose a Presentation Template (Optional):
To choose a template, click on “New Presentation”
or “New” and browse through the available

templates.

[ e

soiws  (F O ey v
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B © 5 & Basts - PowerPoint \mmhnr.ammhul m

Trarsitions. Animations  Siide Show Record Review View Help \: Tell me what you want to do

e e -

Sue - Background
Themes Variants = Customize A
m| =22
= Format Ba:l:;:::xnd ~ :
Lo
i e
S22 SN Z
L1101 = BN == il
T FET &
=) ety toan | [ Recet Backgrouna |

Add Slides: Once you have a new presentation Insert Content: Populate your slides with text,
open, you can start adding slides. Click on the images, charts, graphs, and other content to convey
“Insert” tab in the top menu, and then click on your message. To add text, click on a text box or use
“New Slide” Choose the slide layout that best fits the “Text Box” button in the “Insert” tab. To insert
your content (e.g., title slide, content slide, picture images or other media, click on the “Pictures” or
with caption, etc.). Repeat this step to add more “Media” button in the “Insert” tab and select the
slides to your presentation. desired file from your computer.

Customize Slide Layout: Select a slide and Format and Design: Use PowerPoint’s
customize its layout as needed. You can change the formatting and design tools to enhance the
text size, font, and color, add bulleted or numbered appearance of your presentation. You can apply
lists, and adjust the alignment of text boxes. To themes, change the color scheme, add background
modify the slide layout, click on the “Home” tab images or patterns, and format shapes and objects.

in the top menu and use the various formatting
options available.

Basis - PowerPoint

[EE Gl Animations  SideShow  Record  Review  View  Help  Q Tellmewhatyouwanttodo

BC — = = = B i i = : — i = = 4} Sound: [No Sound) |*| Advance Slide
] | i « € i - | (-[\ € o | N —a
—J E‘ = —l L 5 — (] O | g L) = u = © Duration: (0200 "| () On Mouse Click
Nane Fade Push Wipe Spit Revesl Cut  RondomBars  Shape  Uncover  Cover Flash FalOver  Drope  Cutsins  Wind
3 ApplyTo i ) After: (000000
Preview Transition to This Slide Timing ~
e [ s Y

. - ; B eri Al
P oxor ox % ox ox X x ow % % . K %EES

Appesr Fade Flyin Floatin Splt viape

Animation

Prevew Aremation Asvances Amation Tiwng ~
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Add Transitions and Animation: To make your presentation more engaging, you can add transitions
between slides and animate individual elements. Click on the “Transitions” tab to select slide transitions,
and use the “Animations” tab to apply animation effects to text, images, or other objects.

Review and Edit: Review your presentation to ensure accuracy, consistency, and flow. Check for spelling
and grammar errors, adjust the slide order if needed, and make any necessary edits or refinements. Use the
“Review” tab for proofreading tools like spell check and thesaurus.

Check
Accessibility - - - Comment Comments ~ —

Prosting Accessiinty Insights tangusge Comments Compare ink ~

Preview and Test: Before presenting, preview your slideshow to ensure everything appears as intended.

Play the slideshow by clicking the “Slide Show” button in the bottom right corner or pressing F5 on your
keyboard.

Gy @ T = 4 1] Play Namations [
R0 - ¥ /'ﬁ) =) # Montr, Atomatc
fom  Fom  CutomSide | Salp  Hde Rehesse g, 7 UseTmings

Begnning CumentSide  Show~ | SideShow Sie Timings . 7] Use Preserter View

(2 Show Media Controls
start Shde Show setp Monters ~

1 e———— U Animatian DV X | Coamat Dictirn v X

Save and Share: Save your presentation by clicking on the “Save” or “Save As” button in the top left
corner. Choose a name and location for the file on your computer. If you want to share the presentation with
others, you can save it in different file formats such as PPTX or PDE. Use the “Share” or “Export” options to
send the presentation via email, upload to cloud storage, or share it on online platforms.

O R ol i e o B - S

Good evening
“ Now
— Titte Levem R e
1 1 TSSO Rk
[T [ Wi s Yt B P iy o presamption b [ ———
Maws Burns 3
ﬂ Pienad

Mowe presestatons 3

That’s it! You have successfully created a presentation in Microsoft PowerPoint.
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FORMATING OF PRESENTATION: Bold, Italic, and Underline: In the “Font”
section, you'll find the buttons for bold (B), italic
(I), and underline (U). Select the text and click
on the corresponding button(s) to apply the
formatting.

Launch MS PowerPoint: Open the PowerPoint
application on your computer.

Choose a Presentation: Start a new presentation

or open an existing one.

Text Alignment: In the “Paragraph” section,
Select Text: Click on the text box or highlight

you'll find alignment buttons (left align, center
the text you want to format.

align, right align, and justify). Select the text and
Font Formatting: To change the font type, size, click on the desired alignment button.

or color, locate the “Font” section in the Home Bullets and Numbering: To add bullet points

. Click h i .
tab. Click on the respective dropdown menus or or numbering to your text, select the text and go

1 i i . <« b2 . . <« b
buttons to select your desired options to the “Paragraph” section. Click on the “Bullets

or “Numbering” buttons to apply the formatting.

Font ? X
Font | Character Spading
Latin text font: Font style: Size:
+Heading Regular .
All text
Font color Underline style|  (none) . Underline color |3 »
Effects
@ [ strikethrough ] small caps @
[[] pouble Strikethrough [] Allcaps
[ Supersaript  Offset: [] Equalize Character Height
[ subscript
[ ok ][ cancal |
Paragraph ? X
i Indents and Spacing :
General

Alignment: | Centered

Indentation

Before text: ?Ocm :—:j Spedial: ’(none) v | By: :
Spacing

Before: 0 pt = Line Spacing: ' Single ZI At |0 =
After: 0 pt ——C~

] o] [ cone
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Bullets and Numbering ? X Paragraph ;] X
Indents and Spacng
General
L —_— n Alignment: 7061&& 3
. None | R— - Indentation
* B - Before text: 0am 5 Spedal (none) ZI By: g
] — DORN— I v smv‘ : = ) = : <
- e B v i‘;" :: (81 ge spacng: | Sige v| at |0 :
3 =
[ e ) g —_— 1.5lnes
AAAA — Doudle .
seer [100 3| %oftext Picture.... | Tebs.. | Elaictly gl |
Color [ &» w Customize...
Reset OK Cancel
— I | | Text Effects: To apply text effects, go to the
Line Spacing: In the “Paragraph” section, “Drawing Tools” or “Format” tab (depending on
you’'ll also find options for line spacing. Click on your PowerPoint version). Look for the “Text
the “Line Spacing” button and choose the desired Effects” or “WordArt Styles” button. Select the text
spacing from the dropdown menu. and choose from various text effects available.
d9-0)+ \m'*‘ Presentation’ - Microsoft PowerPoint - 8 X
BINNOO0 - £z es sape - R shape fu - A'H-'-‘ 1 Heigne: aceem =
e DLEEREEEEE [AIAARES 3 3 2 B 22 TES
2\ giow
A e
AN Taestorm

Shape Formatting: If you want to format a shape, click on the shape to select it. In the “Drawing Tools”
or “Format” tab, you'll find options for changing the fill color, outline color, shape style, and more.

) H9-0)+ Drawing Tools Presentation1 - Miq

Home Insert Design Animations Slide Show View Ij Format \l

NN\ OO O+ ¢2 it shape - Qsmpe Fill ~

N D000 00 D (AIA

TRNAN { } W [& Text Box J Shape Effects ~ j— -
Insert Shapes Shape Styles WordArt Styles

Image Formatting: To format an image, select the image and go to the “Picture Tools” or “Format” tab.
From there, you can adjust the image’s brightness, contrast, color, add borders, crop it, and apply various
artistic effects.

@Hfl o)+ | Picture Tools Presentation - Microsoft PowerPoint - 68 X

Home inset  Design  Animstions  SideShow  Review  View ]—H.'\ “
o = & — T C — - % ¥ 1 g B

P e e R o | - - S o - - R R ;E~zm~iw Aimrase bie | o0 Qe (S8t

QyRecolor = gReset Picture 9 e s - 2t Selection Pane ate - || O I warn 4 o ‘
Agust Picture styes Anange sze

Slide Background: To change the background of a slide, go to the “Design” tab. Look for the “Background
Styles” or “Format Background” button. Choose a predefined background or customize it by selecting colors,
gradients, patterns, or pictures.

.@Hv o) Orawing Tools Presentation! - Microsoft PowerPoint - 8 x
Home  inset | Design | Animations  SlideShow  Review  View

B W---j----D----H--ﬁ’"‘—”‘m-

= o o i
Example . |}

Qg Format fackground.
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Slide Layout: If you want to change the layout of a slide, go to the “Home” or “Slide Master” tab. Locate
the “Layout” section and click on the “Layout” button. Choose a layout that suits your content

Orawing Tools Presentation - Microsft PowerPoint = 0 X
view || r-n ! o
| Ruler @ @r S Amange At |
@g@gngm“z (SR B B
Sorter lnc Show Master Moster | (] Message Bar g Pure Back and White. mﬁ!u-ns- Windows
| Maaros |
.gisj d49-0) Presentation! - Mrosch PowerPoint - 6 X
= SadeMaster | Home et Animations  Review  View v
4 Delete =) ﬁ&m
SriIg ) e 7 emcaground syes - e a8
Shae aster 'Nﬂ! Shde Cose
ke Uyt o Pesene | Uit aceager= "o s ot $a% Onentaton= | Masterew
ot Master Master Layout £Gt Theme ackground s Page Setup Close.

Click to edit Master title style
T * Click to edit Master text styles
—Second level

* Third level
— Fourth level
» Fifth level

Shde Master  "Office Theme™ 3  Enghsh (United States)

Animation and Transitions: To add animations or transitions to your slides, go to the “Animations” or
sy »

: »
Transitions” tab. From there, you can select various predefined animations or transitions and customize
their settings.

W9-0)¢ - o0 x
@ﬂllﬂ. Home Insent
2|k it 4 2

e DT LT e TSI FF T al SE g i

- | @

Presentation! - Mirosch PomerPoint
| anmatons | Revew  View

13 Appy To Ax © Automatcay Aftee: 0000 D
Transiion to This Sage

Slide Design and Themes: For a more comprehensive design, go to the “Design” tab. There, you'll find
different themes and design options that can be applied to your entire presentation

@Uﬂ 0)s Presentation? - Mirosch PomerPoint - 6 X
Meme  inut | Oeugn | Animations  SideShow  Review  View “
I cotors -
I---QEE!-_--------! L
asmmse [Gemeas - |~ Mo Boapround Gaphics:
Bacrground

Remember to save your presentation regularly as you make formatting changes

ADDING AUDIO AND VIDEO TO PRESENTATION:
Adding Audio:

Launch MS PowerPoint: Open the PowerPoint application on your computer.

Choose a Presentation: Start a new presentation or open an existing one

Slide Selection: Select the slide where you want to add the audio or create a new slide specifically for the
audio.

Insert Audio: Go to the “Insert” tab and click on the “Audio” button. A dropdown menu will appear.
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Audio Options: From the dropdown menu,
choose the audio option that suits your needs:

Audio on My PC: Select this option if you have
an audio file saved on your computer.

Online Audio: Choose this option to search for
audio files available online.

Record Audio: Select this option to record
audio using your computer’s microphone. Inserting
Audio File: If you chose “Audio on My PC,” browse

your computer to locate the audio file, select it,
and click the “Insert” button. The audio file will be
added to your slide.

T Q [

Equation Symbol = Video %

......

Symbols

m Insert Audio

« v 4 D > ThisPC » Music »

Organize New folder
A
> % Quick access :—l

{ | | iTunes

Name

EI Microsoft PowerP
> <@ OneDrive

v [ This PC
[ Desktop :
Documents |
<& Downloads |
B Movies

v v v

[&] Pictures

X
v O Search Music L2
= M @
Date modified Type
2/29/16 3:39 PM File folder

2/18/1610:37AM  MP3 File

>
> D Music
>
>

& Local Disk (G) ., I

1 >

File name: Iminden_something_small

Adjust Audio Settings: After inserting the
audio, you'll see a speaker icon on your slide. Click
on it to reveal the “Audio Tools” tab. Here, you
can control the audio settings, such as playback
options, volume, and looping.

Playback Options: In the “Audio Tools” tab,
you can set the audio to play automatically or when
clicked. Choose the desired option from the “Start”
dropdown menu.

Volume and Looping: Adjust the volume by
moving the volume slider or selecting the volume
percentage from the dropdown menu. If you want
the audio to play continuously, check the “Loop
until Stopped” box.
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)\ [ Start: |On Click
ol [ piay Across Siides
Volume
["] Loop until Stopped

Audio Options

" [] Hide During Show

[ Rewind after Playing

Adding Video:

Launch MS PowerPoint: Open the PowerPoint

application on your computer.

Choose a Presentation: Start a new presentation

or open an existing one.

Slide Selection: Select the slide where you want

to add the video or create a new slide specifically

for the video.

Insert Video: Go to the “Insert” tab and click on
the “Video” button. A dropdown menu will appear.

Video Options: From the dropdown menu,
choose the video option that suits your needs:

Video on My PC: Select this option if you have
a video file saved on your computer.

Online Video: Choose this option to search for
and insert videos available online.

Inserting Video File: If you chose “Video on
My PC,” browse your computer to locate the video
file, select it, and click the “Insert” button. The
video file will be added to your slide.

@ x| T

Hyperlink Action Comment

|

2 4

Text Header WordArt

------

T QO ..

Equation Symbol Video Audio  Screen

& Downloads # A Name
[&] Pictures » E] butterfly
Instructor
PowerPoint 201€
PP2016
Word 2016

[3 Microsoft PowerP
s OneDrive
8 This PC

[ Desktop

|Z] Documents

" i £

Date modified Type

2/2/1612:00 PM MP4 File

File name: | butterfly

| |videoFites &

Tools ~ m Cancel

Box & Footer d 8 ~  Recording
Links Comments Text Symbols E"‘ Online Video...
' ‘D ! udeggnwnc... [}
@InsmVidec X
« « 4 | « Documents > videos v &  Searchvideos »
Organize v New folder e @

Plcn’r flowers

Adjust Video Settings: After inserting the video, you’ll see a video player on your slide. Click on it to

reveal the “Video Tools” tab. Here, you can control the video settings, such as playback options, volume, and

video styles.

Playback Options: In the “Video Tools” tab, you can set the video to play automatically or when clicked.

Choose the desired option from the “Start” dropdown menu.

b 3 CBx [

Design Transitions

Fade Duration

Fadeln: 00.00
Play Add Remove Tnmk [
Bookmark Bookmark | Video [F] Fade Out: |00.00
Preview Bookmarks Editing
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Video Controls: You can control the video
playback using the playback controls on the video
player, such as play, pause, and seek.

Attracting Pollinators - PowerPoint

lransitions Animations Slide Show

Review

Video Styles: In the “Video Tools” tab, you
can apply various video styles to enhance the
appearance of the video on your slide.

Format

Playback

View

- | L# Video Border ~

Q [J Video Shape ~

ki

Video Styles

@a Video Effects ~

%

Remember to test your audio and video playback
during your presentation to ensure everything
works as expected.

ADDING SLIDE ANIMATION:

Launch MS PowerPoint: Open the PowerPoint
application on your computer.

Choose a Presentation: Start a new presentation
or open an existing one.

Select a Slide: Click on the slide where you
want to add animations or create a new slide.

Access the Animation Tab: Go to the
“Animations” tab in the PowerPoint ribbon at the
top of the screen. This tab contains various options
for adding animations to your slide elements.

Select an Element: Click on the element you
want to animate. It can be a text box, image, shape,
or any other object on your slide.

Choose an Animation: In the “Animations” tab,
you’'ll find a variety of animation options. Click on
the “Add Animation” button to reveal a dropdown
menu with different animation effects.

Preview Animation: As you hover over
each animation effect in the dropdown menu,
PowerPoint provides a live preview of how the
animation will look on your slide. This allows
you to preview different animation effects before
applying them.

Apply Animation: Click on the animation
effect you want to apply to your selected element.
The animation will be added to the element, and
a number will appear next to it indicating the
animation sequence.

Customize Animation: After applying an
animation, you can customize its properties by
clicking on the “Animation Pane” button in the
“Animations” tab. The Animation Pane allows you
to manage multiple animations on the slide and
adjust their timing, order, and other settings.

Animation Pane: In the Animation Pane, you’ll
see a list of all the animations applied to the slide.
You can reorder them by dragging and dropping,
adjust the duration and delay, and specify the start
options for each animation.

Drawing Toots
Design | Anmations | SkdeShow  Revew  View

=L L)

Presentation2 - Microscht PowerPoint =

E il I CY . JcaE

Transtion to This Side
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Advance Slide
V' On Mouse Click
["| Automatically After: 00:00 3 |

Animations Slide Show

Custom Animation v X

A2 | %
W pera | foneme| |T7 K » L= § Tiigasr~ 13
Modify: Fade or Pulse Teeter Spin =] Effect Add Animation Pai
start: () on cik ~] Options~ Animation~ *¥ Animation Painter
Property; l ‘v] ation ™ Advanced Animation
R Mo v

(15 & Titl 1: Welcome |,/ |

Animation Options: To further customize an animation, right-click on the animation in the Animation
Pane and select “Effect Options” from the context menu. This opens a dialog box with specific options for
that animation effect.

AutoSave O Q B = 03-modify-animations - PowerPoint

File Home Insert Draw Design Transitio Animatic Slide Shc Review View Help Design Format P B -
% i?] /I\ ‘ i\_—*,_ f|= Animation Pane ‘ [> start: |On Click ~  Reorder Animation
Preview | Animation IEEER Add 75 Trigger ~ ®Duratlon: 01,00 | Aove Earlier
v Styles~ Options~ | Animation ~ 7“3 Animation Painter @ Delay: 00,00 i er

Preview Animatll Direction d Animation | Timing ~
4 Good vs. Bad o
4 — /l\ Float Up
1= .

l \ \l/ Float Down .

bf g Presentation
5 S Sequence
- = '® f)
!ﬁ = | .OOO As One Object [5 S o B |
\ y [o] ; « Overview of the content & purpose
R * Hook them with a story, quote, or humor
6 [.. ..O All at Once B
& ‘ . -Poverfulvisuals o L

| ., Ml o o Onebyone INLY + Series of main points in logical sequence

7 : |- Cue audience the conclusion is beginning
Level at O ing
; i Mgt 2T D L R « Brief summary of the presentation
| " O Q 3
ooo Level One by One 4

| & [ :
* = r 2

l o s=ane— ~ 4

=Notes [B 55 B T -84

Timing Options: In the Animation Pane, you can also set the timing options for animations. Click on
the “Timing” button next to an animation to access options such as triggering animations on a click or
automatically after a specified time delay.
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Animation Preview: To see how the
animations will look in your presentation, click on
the “Preview” button in the “Animations” tab. This
allows you to view the animations in real-time and
makes any necessary adjustments.

Multiple Animations: You can apply multiple
animations to a single element or apply different
animations to different elements on the same slide.
Use the Animation Pane to manage and control the
sequence and timing of multiple animations.

Slide Transition: In addition to individual
element animations, you can also add slide
transitions between slides. Go to the “Transitions”
tab in the PowerPoint ribbon and choose a
transition effect from the options provided. This
adds a transition effect when moving from one
slide to the next.

Remember to preview your animations
and transitions to ensure they enhance your
presentation and convey your message effectively.

SHORTCUTS:

Here are some commonly used shortcut keys in
MS PowerPoint:

General Actions:

Ctrl + N: Create a new presentation.
Ctrl + O: Open an existing presentation.

Ctrl + S: Save the current presentation. Ctrl + P:
Print the current presentation.

Ctrl + Z: Undo the last action.
Ctrl + Y: Redo the last undone action.
Ctrl + X: Cut the selected item.

Ctrl + C: Copy the selected item.
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Ctrl + V: Paste the copied or cut item.

Ctrl + A: Select all items on the current slide.
Ctrl + F: Find text or objects in the presentation.
F5: Start the presentation from the beginning.

Slide Navigation:
Ctrl + Home: Go to the first slide.

Ctrl + End: Go to the last slide.
Ctrl + Page Up: Go to the previous slide.
Ctrl + Page Down: Go to the next slide.

Slide Number + Enter: Go to a specific slide by
entering its number.

Text Formatting:

Ctrl + B: Bold the selected text.

Ctrl + I: Ttalicize the selected text.

Ctrl + U: Underline the selected text.
Ctrl + Shift + >: Increase the font size.
Ctrl + Shift + <: Decrease the font size.

Ctrl + Shift + F: Change the font of the selected
text.

Slide Show:

F5: Start the presentation from the beginning.

Shift + F5: Start the presentation from the
current slide.

N: Go to the next slide.

P: Go to the previous slide.

W: Hide or show the pen and pointer tools.
B: Display a black screen.

W: Display a white screen.

Esc: End the slide show.

Object Handling:
Ctrl + D: Duplicate the selected object.

Ctrl + G: Group the selected objects.
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Ctrl + Shift + G: Ungroup the selected group of
objects.

Ctrl + Shift + N: Bring the selected object to the
front.

Ctrl + Shift + B: Send the selected object to the
back.

These are just a few examples of shortcut keys
available in MS PowerPoint. Using shortcut keys
can help you navigate and work more efficiently
within the application.

CREATION OF PRESENTATION WITH
GOOGLE SLIDES:

Google Slides is an online presentation app that
lets you create and format presentations and work
with other people.

1. Go to Google’s home page and click on
the grid in the upper right hand corner. From
there, click on the Drive icon. You will be redirected
to a log in page if you are signed out, if not you will
be taken to your Drive.

You can also just type in https://slides.google.
com, log in if you haven't already, and will be taken
to the Slides page.

If you don't have a Google account, learn to
create one now!

% O »® :
Gmal Imagel  iii b
& M
News Gmall Meet
= | e|¢c|B
Joog e Contacts Drive Calendar
or type a URL 4 a( * o
Tronslate Photos Duo.
o
e i Shopping

Web Store Add shorteut

- = wiki

2. From your Drive, click the blue New
button on the left side of the page. Select “Google
Slides” from the drop-down menu.

For more options, hover over the arrow on the
right edge of the Google Slides option, where a
smaller drop-down menu will appear. From here
you can select to create a presentation from a
template or a blank slide.

° Drive Q,  Searchin Drive
2w
' 5 Folder 2
:
l a File upload }
[&) Folderupload cuments
B Google Docs >
{ Google Sheets > " i
i Google Slides > T
| Google Forms > |
More > ‘
——————— wiki

3. If you are on the slides page, select an
option from the top of the page to create a new
slide.

You can press the white square with a plus sign
for a blank slide, or click one of the templates.

Click on the Template Gallery option, where
more templates will show up.

Untitled presentation % B ©®
File Edit View Insert Format Slide Arrange

+ v pbaad P~y TR\

COl A L2

-

o~

wiki

4. Name your slide and select a theme. You
will also be prompted to select a theme for your
presentation. This demonstration will use the
“Luxe” theme. To name it, click the “Untitled” text
on the top to rename it. This will appear in the
browser bar when you or someone is viewing the
presentation.

Be sure to add a title and subtitle by clicking
where you are prompted to add text.
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cwikiHow
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A Presentation made in Google Shides

- CERE T How
5. Add new slides. At the upper left hand
corner, there is a small + button. Click on this to
create the default title and body slide. If you want
a different structure, click the small down arrow
right next to it. This will lead to a large drop-
down menu of many different layouts for various
purposes.

You can also change a pre-existing slide’s layout

by clicking the layout option on the upper editing
i H Untitled presentation %% @ &

le Edit View Insert Format Slide Arrange Tools Add-ons Help Lastedit was secondsg
~ & P Q- REB-QA N~ & £ == MavenPro v = 36

2 3 4 s 3

Titde and two columns Titke coly. One cakuma text

6. Insert images. Go to the upper editing
bar and click insert. From there, find Images in
the drop-down menu. A window will pop up with
various image options: you can upload your own
image from your computer, take a picture with
your webcam, paste an image URL, find an image
from your Google photo albums, find a picture
from your drive, or search for one online with
Google, LIFE, or stock images.

7. Add text. If you want to add a text box,
click the box with a T in the upper editing bar (this
is if you don't already have an open space with a
“click to add text” prompt). You can edit the texts
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Insert Format Skde Arrangé L'A'oors Add-ons Help Lasteditwas seconds ago

& Image » 4 Upload from pi I3 o ~
—_ IR DR AU T YR e {
e Sox Q searchthe web
® Audio
W Video I
o Q) shape » % Photos
Table » © ByURL
& Chart » B Camern

& Disgram
A Word art
\ Line >

) Special characters

& Animation How

& Lnk CteK to do anything

2 Comment  Ctrl+Alt+M

font and size, make it bold, underlined, or italic, all
of which are right next to each other in the editing
bar. There are also options with alignment and line
spacing in the editing bar. Click on more, located
at the right edge of the bar, to adjust indent and
add a numbered and/or bulleted list.

tation #* ® &
nsert Format Slide Arrange Tools Add-ons Help Lasteditwas seconds ago

Q-vg\vé.l‘s?:m v o= 14 4+ e A
=y

1 2 3 SRR A SR e e O

8. Animate. Right click text or a picture,
preferably the one you want to animate first, and
navigate to the bottom of the drop-down menu
where it says Animate. Your selected element
should be highlighted in blue. From there, click on
the rectangle that says Fade in, which is the default
animation. Select an animation from the drop
down menu. Beneath it is another rectangle that
says On click, click on this to choose if you want
the animation to occur manually or automatically.
You can check if you want it to animate by
paragraph, which is recommended for bulleted
lists. Underneath that you can adjust the speed of
each animation by dragging the bar. As you add
animations to each element by clicking the blue “+
Select an object to animate”, they will begin to pile
up. Click on each one to edit it.
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Change the transition from slide to slide by
clicking the default “Slide: No transition” at the top
of the sidebar. You can choose whether to apply to
all slides or just one.

Preview your animations by clicking Play at the
bottom of the sidebar.

Remove an animation by clicking the small x on
its rectangle, and drag each animation up or down
to change the order.

vin e E

t Format Slide Arrange Tools Add-ons Help Lasteditwas seconds ago
CANEABR-o N~ s = OCcopy crlsC =
(IO 2 3.1 [ Paste Ctrl+V )

(R Paste without formatting  Ctrl+Shift+V
Delete

Alt text Ctri+Alt+Y

wikiHow

Order >
A Presentation made in G
Rotate »

O p—— T W ()

Center on page »

& Comment Crl+AltsM

& Animate

@ Format options

T —

. Cropimage
Click to add speaker notes Replace image » wiki

9. Whenyouaredoneediting, press theshare
button to edit permissions for your presentation.
Search for people you want to share with by their
names or email, and edit permissions by clicking
the pencil icon next to it- they can either view it,
edit it, or comment on it. Clicking the button also
gives you your unique presentation link which can
be accessed by clicking “Get shareable link”. When

you are done, click Done.

= X

9.0.0 * O » @ :

a ) Present ~ | @ Share

~ ) Themes X

Focus

~

o oa O

Click to add title wiki
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10. View the finished product by clicking
“Present” on the upper right hand corner.
Navigate from slide to slide by using arrow keys or
the arrows at the bottom of the screen. Click the
squiggle at the bottom to turn on the laser pointer,
the four outreaching arrows for fullscreen, name
of the current slide to navigate to another one, and
the gear for settings. You can also turn on presenter
view, which allows you to accept audience Q&A
and view speaker notes.

= ol 9(

=id.gac7f379819.0.0 * O * @ :

B P t -

/B Presenter view

Present with audience Q&A and X
view speaker notes

Present from beginning  Ctrl+Shift+F5 _

5] Present on another screen 7
=4 S/

Click to add title

PRI

+

DESIGNING WITH CANVA:

Canva is a browser-based design tool that makes
it easy to create great images.

Benefits of Canva:

o DPre-sized social media images.

« Designer type templates get your graphics
started.

o Lots of size and shape options.

o Search for stock images and pay a small fee
to use — or use the free stuff.

» Save your images to edit or download later.

o Easy to make multiple, similar graphics
from a template.

How to use Canva:
Step 1: Select Size and Shape

Head over to Canva.com. If it’s your first time,
you’ll have to set up an account.

Click the ‘create a design’ button in the top right
corner.
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# Apps >

Play with Canva

Recent designs

@ Creatcateam
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You might want to try...

Doc
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Design

¥ Docs.
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(R Home
O O 6 O 0O © 0 6 ©
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&2 Getideas Present
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Whiteboard Presentation (16:9) Instagram Post (Square) Video
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e * 00O

XY - [)

Custom size

=

Poster (Portrait)

v - o x

Upload

A4 Documer

You can pick from ‘custom dimensions’ or a range of pre-selected sizes. Canva makes it easy to start your

design by including templates for the optimal sizes on many social media platforms.

Step 2: Add Your Text

Go to ‘text’ on the left-hand menu and there are options to choose a simpletextbox. Or some font

combinations and effects.

Choose a font combination idea to start with. Type in the quote you want to use. Select the one you want

and then use the round dots in each corner to make it bigger.

Little purple lines will appear to help you get it in the center.

Add a heading

Add a subheading

eppy
BIRTHDAY

DALE

Thﬂﬂl}‘ Ml(;:;EL
you;.

HUGE SALE

0 o=

Position

@ C

Pagel/1

+ Get Carwa Pro

®.

am 8 0
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Add a heading

Add a subheading

Welcome to canvd <

) (.

teppy
BIRTHDAY

MICHAEL
DALE

 Notes Page1/1 e wx B VO
Step 3: Add background color:
P v by L L TSI | ® - x @ M x @ - o° — I-

o 8 -

9
?
i
{
|

Welcome to canva @

SN0 ERES
SEN NEER
Sl NEBR

i . we B 0

Step4: Finish and save:
Give your quote a name so you can spot file on the computer. It will default to the words on the screen or

sometimes ‘untitled’

F Unttied- Figms X | M iobox (14047 - sogne X | [ coma - WohooSearch i X | @ Home - Coma X | @ Home-Cone X | @ Home-Cana X | B Uniteddesgn-0oc X @ wurpsgashien i X Vi RGeS
€ 9 C @ canvacom/design/DAFmIrzZWQFg/wieNirO_uUNmGgM1_4NThw/edit 2% 00
Onnimate (505 Position
d ® ¢
<

Welcome to canva

7 Notes. Page1/1 . am 8 SO
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Then use the ‘download’ button to download it. Select your favorite format.

Your quote is ready to use!

F Untitled - Figma X | ™ inbox (14047 - snanu. X | [ canva - ahooSearch B X | (@ Home - Camva. X | @ Home-Cama X | @ Home-Caa X | B Untiteddesign-Doc X @ Your paragraph text X o it L s
& 3 C @ canvacom/design/DAFmIrzWQFg/wieNirO_uNmEgM1_4MNThw/edit e % » 0 O
Your paragraph text + Get Canva Pro S) + IR (T, Share
© Animate  ( 50s  Position < Download
type
d & ¢
(22 e csieo ] v
size
Sa de { t
Download

Welcome to canva

Inclusivity
| Sk

: 5 % _a
heps ) himBgM1 i Twredes 7 N0t Page1/1 o amx 8 . @

DESIGNING WITH FIGMA:

Figma is a powerful design tool that helps you to create anything: websites, applications, logos, and much
more.

By learning to use Figma, you’ll take your first steps into User Interface Design and User Experience
Design. These skills are essential for building a great portfolio for yourself and potentially for your own
company.

Introduction

Let’s begin by creating an account on the Figma Website. You can do this here: Figma.com.

O | F foma tecotioonme s x | € Meroso Edge x|+ - o x

5’ T I DTN o ctaoc o rroe | | &

How you design y, align ¢, .
and build ® matters.
Do it together with Figma.

B e

+ ® 4 ® 0O

w updates [KBIReadY for eV

>

x 1
c*“':-q FIGMA'S ANNUAL CONFERENCE IS HERE AND WE'RE STREAMING LIVE ?
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Click “Get started for free” and sign with google account.

Start

B foma-WhooSearchResults X F RecensandSranng-figme X 4

€« > c (a

Tell us about yourself

M&Nelcome to Figma;I 74
I

GPTCSE |
’ Student or educator v I
I For teaching or taking a class v I

from presets and template.

[ foma-VahooSearchResults X P RecentsandSaring-Figme X |

¢« > c (a

Start from presets and templates

Start from presets or templates from our community
D E - =
Material 2 Kit Una Tem... KitF..
Blank iPhone 14 Desktop Design
s0xsus wioxw2e O musioen @~ Ip—

- =g

. E—
,i_'ll

=

10S 15 VI Kit for Figma

@ soun

I'll get started on my own

Select ‘Blank canvas,

We

are going to build our first draft page.

x|® X P Uses-rome x S LI
¢« > c (a ex » 00 :

T

Owsin Prtctyze
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How to Make a Frame in Figma

First we will create a frame. This is the same as
a page, and it’s where our design will live. You can
size a frame however you want depending on your

H .  EEEw

This example will be a website, so we will select
the Desktop Frame - but you can also create mobile
application frames, or even custom frames.

o Select the Frame tool from the top menu

requirements.

o Select the Frame size on the right panel
B Urotied - Figma X . M O X
€ > c (a e % » 00O ¢

How to Add Grids and Columns in Figma

Before we start with the design, you will want
to add grids that help you keep the alignment of
content for your page consistent.

You can add grids to a frame and customize
them. For example, I often prefer 12 grids as this is
the default for website development.

jlo—-n-"- X+

+ Select the frame you wish to grid
« Select Layout Grid on the right panel

e Select Columns and 12 units

How to Use Shapes in Figma

Use the shapes and elements in Figma to create
squares, circles, lines, and more. These are the
fundamentals for creating a design on a page.

Vi e O K

e® 00 !

€ > C (8
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I'll start with a simple rectangle which we will Select Square Shape tool
use to create our hero navigation section for the « Create a square

top part of this home page. « Begin to shape and size it

P Untited - Figma. x B

« > c (a e % » 00 :

F Unttied - Figme. X B

€ > c (& 1 1QKS! 0 2 % » 00O

How to Add Images in Figma

You can add images from an online source or locally to your page. Images are an important part of
designing a website, especially for the hero section.

Digital Workplace Skills Page 82 ‘

‘ ‘ Digital Workplace 2023_Final.indd 82 @ 10-06-2024 02:28:44 ‘ ‘



P Unttied - Figme X

Lets add a logo as our first image which we will
add to the top left of the screen.

o Drag and drop an image from you local

computer

o Import an image from the shapes image

upload option

o Resize and place the image on the design

@ Open

«

> v A B> ThisPC > Pictures

Organize v New folder

> @ OneDrive - Perso

v @ ThisPC

>

v

M Desktop
Camera Roll
& Documents
4 Downloads
@ Music
PN Pictures
3 Videos
% Windows (C:)

== Local Disk (G:)

Saved Pictures.

INATURET

File name: | NATURE1

X
v C O Search Pictures
Oo- @ @
| custom Files v

‘ ‘ Digital Workplace 2023_Final.indd 83

' Page 83

®

Digital Workplace Skills

10-06-2024 02:28:46 ‘ ‘



I [ [

How to Add Text to a Design in Figma

To add text to a design, select the text tool and
place it on the page. The font will default to Roboto,
but you can change the font family, size, and color
at any stage.

In this example we will use right panel to change
the color and size of the font, and later the font
family as well.

H .  EEEw

Select the Text tool

Add “About” text as the start of the

navigation

Ensure the size and color are 24 and white

P Uminied - igma *x o+

Layers e Page
# Frumat
T e

amouT

€ > C

How to Label Elements and Create Groups in
Figma

Working with lots of layers in Figma can get
confusing, so label all your elements as soon as
you create them. Even better is to group different
sections and shapes with labels such as “Hero
Background” or “Navbar”.

Select your element/s and right click to
group or press Ctrl + G

Name your group

Places groups inside groups for each section
of your page to improve readability once
your page gets large

1o - TEXT

VIEW

Bex 00O

LR T
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Conclusion: AIM:

Figma is simple to start using, but there’s a lot to
learn to use it to its full potential. With the basics
of shapes, images, and text, you can easily get
started prototyping a website, designing a mobile
application, and much more.

LAB EXERCISES:

Ex No 6: Creation of Presentation, editing,
saving, Slide creation, Charts, Tables, Pictures,
Smart Art, Slide Number, Header, Footer, Date,
Shapes, Video and Sound, Slide Animation,
Running a slide show, Print Preview using MS
PowerPoint.

LAB EXERCISE: To do a presentation for
“Introduction to Renewable Energy Sources” using
MS Powerpoint.

To create a presentation of minimum 5 slides
for Renewable Energy Sources to present in a
presentation using MS Powerpoint.

Procedure:

1. Launch Microsoft PowerPoint on your
computer.

2. Choose a Presentation Template or start with a
blank presentation and choose a “theme” from
“Design” tab.

3. Click on the “New Slide” button in the toolbar.
Add Slide 1 - Title Slide.Add title for the
presentation, eg., “Introduction to Renewable
Energy Sources.”. Include your name and date
(optional).

@Iﬂ'o . Presertationt - Mecrene P omerd ot - o

o o e . . - S I

g

s

Click to add notes:

INTRODUCTION TO
RENEWABLE ENERGY
SOURCES

BY
(STUDENT NAME)

Digital Workplace 2023_Final.indd 85

' Page 85

®

Digital Workplace Skills

10-06-2024 02:28:47 ‘ ‘



B [ ® H .  EEEm

4. Add Slide 2 - Introduction.

\li'! o) Presentation] - Micresoft PowerPoint - 0 X

Mome | Wset  Desgn  Anmatioas  SideShow  Redew  View «
* cut ot - - lM!-o-m- a\\0o00 - 3 shage il - £

E& o ‘J Syrese )2 ]['.@ AL L5 0- % o Lo | o

" Pormat Puintrs || s 33 Delete: " denll *‘3 PRl =L ICE] chaos-m AN ) Al ,.,,. o Shapetrtecs - | [ Select~

Clgbowd o) Shdes J = Paragraph 12 “ tdeng |

INTRODUCTION TO

— INTRODUCTION

o
ST NANE

» Renewable energy is generated by sources that can be replenished within a
relatively short period of time. Solar, wind, water, biomass, and geothermal are
all renewable energy sources.

Green energy, while similar to renewable energy, is a subset of sources that
have the highest environmental benefits.

» This emit low carbon, and include renewable energy sources along with
nuclear power

» Renewable energy sources have been used to generate heat and power for
much of human history, and more relatively recently, electricity. Renewable
energy makes up 12% of primary energy use in the United States and 11%
worldwide

5. Add Slide 3 - Solar Energy and convert the contents into “Smart Art”. Go to the “Insert” tab
and click on the “SmartArt” option. Choose a SmartArt graphic category, such as process, hierarchy, or

relationship
® ®
@@: D-l'l Animations ShdeShow  Review  View 'D.:u—‘“.| e —— e

ko - K)o BN NO0O - B (g Amwn

s Aow GI-—-- ALLDS G- zs--o—- \

Jv—-m — ﬂun- !TIE EL L ) Conmert to Smartaet = ‘i\’\( )ﬁ' 5 Qmm ‘
;M—J;m;_v

INTRODUCTION TO

s SOLAR ENERGY

3 b e
oo 0t e s
r—--ﬂﬂnﬁh.lnﬁ

e S ———
s e ot of s

Click to add notes.
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INTRODUCTION TO
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Presentation) - Micresoft PowerPomt

B ESIS[Er

SOLAR ENERGY

Solar radiation is light

also known

as electromagnetic radiation - that

is emitted by the sun

While every location on Earth

receives some sunlight

mount of solar radiat

reaches any on:

Solar tec

on the Earth's

surface varies.

hnologies capture this

radiation and turn it into useful

forms of energy

{H 4

6. Add Slide 4 > Wind Energy. Go to the “Insert” tab and click on the “Pictures” option. Browse
your computer for the image file and select it. PowerPoint will place the image on your slide. Use the sizing
handles to adjust the image’s size and position, and use the image tools to apply effects, crop, or format the

image

INTRODUCTION

INTRODUCTION TO
RENEWABLE ENERGY'

SOURCES
8y

(STUDENT NAME)

AR
T et ot o e s ey s S
P

SOLARENERGY

X
« v 4 & > ThisPC > Downloads v O L Search Downloads
Organize v New folder v ™M @
A Name Date modified Type Size )
v o Quick access
Woekop 21| ¥ Tod2y@
Thmeats o [8) 4 Wind_Turbines 01-08-2023 13:33 JPG File 40K8
@ Documents # [8] Grey, Black and Yellow Modern Professio...  01-08-2023 12:06 PNG File 2,080KB
Pictures » 1 V Yesterday (32)
[} ComeraRoN [8) WhatsApp Image 2023-07-31 2t 1.11.02PM  31-07-2023 15:32 JPEG File 27k8
e 8] WhatsApp Image 2023-07-31 2t 1.10.52PM  31-07-2023 15:32 JPEG File 2K8
o 8] WhatsApp Image 2023-07-31 at 11041 PM  31-07-2023 15:31 JPEG File 30K8
- [8) WhatsApp Image 2023-07-31 at 1.10.20 P...  31-07-2023 15:31 JPEG File 27x8
i TECHNOVA'Z3-H 8] WhatsApp Image 2023-07-31 at 1.09.04P...  31-07-2023 15:31 JPEG File 23K8
> @ Microsoft Office F (&) WhatsApp Image 2023-07-31 3t 1.10.07P...  31-07-2023 15:29 JPEG File 30K8
) [8) WhatsApp Image 2023-07-31 2t 1.09.57P...  31-07-2023 15:28 JPEG File 30K8
¥ (@ OneDeve [S] WhatsApp Image 2023-07-31 at 1.0945P...  31-07-2023 15:28 JPEG File 28K8
+ B ThisPC [8) WhatsApp Image 2023-07-31 2t 1.09.33P...  31-07-2023 15:27 JPEG File 19K8
> PDObjects [8) Whatsapp lmage 2023-07-312t1.0933P...  31-07-2023 15:27 JPEG File 19K8
D un . a AAAS AT A4 s annarn A4 AT AR AF s amrs e A n
File name: [ v I IAI Pictures |
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7. Add Slide 5 = Hydroelectric Power. Go to the “Insert” tab and click on the “Chart” option. Choose
the type of chart you want to insert, such as a bar chart, pie chart, or line chart. Enter your data into the chart

spreadsheet, and PowerPoint will generate the chart for you.

Insert Chart

L3 Templates
|2¢  Line
@& Pie
E Bar
RA  Area

A

L}

N

88
sl

A

=&

z) EE &

N EER

35 XY (Scatter) AA
i Stock -
@ Ssurface

t — 5] L
: ?:..? W il W N )‘V
W Radar

]l |- |l _ o | v

Manage Templates... | | Setas Default Chart oK Cancel
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8. Add slide 6 = Tidal Energy. Go to the “Insert” tab and click on the “Table” option. Specify the
number of rows and columns for your table, and PowerPoint will insert a blank table. Fill in the table cells
with your desired content, and use the table tools to format the table’s appearance.

@H" 9)* Table Toos INTRODUCTION SOURCES - - 0 x
Mome  Wset  Desgn  Anwations  SkdeShow  Rewew  View  Oesspn  Layout w

TIDAL ENERGY

POSITION COUNTRY CAPACITY

UNITED STATES 3,389 MW

Bl +voRoELECTRIC POWER

Ml

PHILIPPINES 1,894 MW

1,333 MW

Click to add notes

9. Add Slide 7 = Geothermal Energy. Go to the “Insert” tab and click on the “Shapes” option. Choose
the desired shape from the dropdown menu, and then click and drag on the slide to draw the shape.
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GEOTHERMAL ENERGY

» FLOWCHART

TURBINE GENERATOR

Click to add notes.

SHoeTorT | “Concoune' (J  Engush fUnited Staten |

10. In the above slide, go to the “Insert” tab in “and click on the “Video” or “Audio” option. Browse your
computer for the media file and select it. Use media tools to control playback, adjust settings, or trim the
media file

@9-0)* Pictune Toats | Movie Toats INTRODUCTION SOURCES -

D omt et oo oo Sethow  Mevew  Vew | foma | Optaes D
b b pmomelmer QR R AL G

Preview  sace Show Bingte Sendto Selection ASgn Group Retste | £ .
Volumes  I'] Play Full Screen Froots Back+  Pane . . f vean: [CO SIS

GEOTHERMAL ENERGY

» FLOWCHART

TURBINE GENERATOR

11. Add Slide Number, Header, Footer, Date: To add slide numbers, headers, footers, or the date to your
slides, go to the “Insert” tab and click on the “Header & Footer” option. In the dialog box that appears, check
the boxes for the elements you want to include and customize their settings as desired.
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Header and Footer ? X

Side  Notes and Handouts

[ Date and time
(® Update automatically Apply

8/1/2023 Cancel
Language: Calendar type:

English (United States) [v || |Western v

OFixed

8/1/2023

Slide number

Footer

copyrights reserved

12. Add animations to your slides from the “Animations” tab. Apply entrance, exit, emphasis, or motion
path animations to individual elements on the slide.

=B T T TEFIFTEr SFEF T SRR R

i3) Apply To A1

Transition to This Slide

13. Save your presentation, click on the “File” tab, select “Save As,” and choose a location on your
computer to save the file.

14.  Go to the ‘View’ tab and click “Slide Show” to preview the presentation.

Home inset  Design  Animations Siide Show [view | @
D.@.IIUW EE.. EEE""""' i)
O 'r?: o] e e (| ieesspe (bl n-r-«u-uvm m@mw om
Presentation Views

Result:

A presentation of 5 slides from Renewable Energy Source is created successfully.

Ex No.6: Creation of Presentation, editing, saving, Slide creation, Charts, Tables, Pictures, Smart Art,
Slide Number, Header, Footer, Date, Shapes, Video and Sound, Slide Animation, Running a slide show, Print
Preview using Google Slide.

LAB EXERCISE: To create a Timeline using Google Slides.

AIM: To create a Timeline using Google Slides.
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PROCEDURE:

1.  Open your Google Slides presentation. Add “Title Slide” with heading as “Timeline Presentation”
and select a “theme” for the slide.

[ Untited presentation - Google < X v - 8 x

€>C a4 Q7RN6RQT: P e % 0O :

P Untitled presentation % b &
File Edit View Insert Format Siide Arange Tools Extensions Help

(e
O H O- § Slideshow ‘./‘ @ share e

QMews + <+ o @S F Q- R @ @ \ - [ Bakpound Layout Theme | Transition ~ Themes ®

TIMELINE

Click to add title

PRESENTATION

Momentum

Click to add title

Click to add subtitle

2. Add a new slide from “+” button. Select “Insert” and select “Diagram” In the diagram select
“Timeline”

[0 Untitied presentation - Google © X | o v = 0 X

€>cC a Q7RA6RQ)

Untitled presentation & o &
File Edit View Insert Format Side Arrange Tools Extensions Help

Q Merws + v @ image .
[ Textbox
, % i | PP SR
3 Video
Q) Shape L
2 @ Table .
— @ ChaTt
o th Disgram -
A Wordart
A\ Line .
Special characters
B comment CrisAlteM
+ New side Ctriem

3. Select the Timeline template from the right sidebar. Configure your diagram by using the Dates and
Color drop-down menus.

4. Edit the different field texts and add information to the timeline.
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) Untitted presentation - Google < X | o

€ >C @

0.847

Untitled presentation & B @ SevdwoOrive
File Edit View Insert Format Side Arange Tools Extensions Help
QMews +v o @@ T Q- R @ @ \ - @ Backgound  Layout | Theme | Transition

L 3 i L] L 2 1 L] ! ] L $ L

v - 0 x

sew 0O

o m o- (=] @D 0
& & Timeline x

CONTINUE MAKING CALENDAR FOR MAKE FINAL LIST OF
CAMPUS VISITS DEADLINES YOUR TOP COLLEGES

] Lorem ipsum dolor sit amet, it amet, L it amet,
consectetur adipiscing. consectetur adipiscing, consectetur adipiscing.

W COLLEGE APPLICATION TIMELINE

CONSIDER APPLYING
EARLY
Lorem ipsum dolor it amet,
‘consectetur adpiscing. —_— — —_—
e S e S
= = ==

5. Rename the presentation.

[2) untitled presentation - Google < X |

€ >C @

|w VMELINE PRESENTATION QN =R0 L1
File Edit View Insert Format Side Arrange Tools Extensions Help

QMes ++ 6 e @F Q- REE Q\N-3 7= = adl

-(M)+ 8B 7 UA P2 @ E-1z2=-12-FFX

& Timeline X
6. Select “File” and select “Download”. Select “Microsoft PowerPoint(.pptx)
) Untitied presentation - Google S X | ==
€ > C @ docsgoogh Q7RN6RQT3 .0_847
Untitled presentation % B &
@ File Edit View Insert Format Slide Arrange Tools Extensions Help ®m @
Q @ New "B N 2 /smm a0 - (-(W+B 1T UA? @ E-==-j=-F 3K !
© Open o 1 N 2 i 3 § 4 i 5 y 0 ", 7 q [ i 9 "
1 ) Import slides
D Make a copy >
_ &* Share >
2
= Emall S
= (ol a I BB 7 ol o
D "~ [——— APPLICATION TIMELINE
2R 0DP Document (.0dp)
& Move PDF Document (.pdf)
& Add shortcut to Drive Plain Text (txt)
8 Movetotrash JPEG image (jpg. current slide)
PNG Image (.png. current slide)
€ Version history > Scalable Vector Graphics (.svg, current slide)
@ Make available offline '
CONTINUE MAKING CALENDAR FOR MAKE FINAL LIST OF CONSIDER APPLYING
@ Details CAMPUS VISITS DEADLINES YOUR TOP COLLEGES EARLY
® Language ¥ Lorem Ipsum dolor sit amet, Lorem Ipsum dolor sit amet, Lorem ipsum dolor sit amet, Lorem ipsum dolor sit amet,
consectetur adipiscing. consectetur adipiscing.
@ Page setup
Print preview
& Print Ctri+P
RESULT:

Thus the “Timeline” presentation has been designed successfully using Google Slides.

Ex No.7 (a) : Designing with Canva
LAB EXERCISE: To design Event poster with canva.

AIM: To design Event poster with canva.
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PROCEDURE:
1. Sign Up for a Free CANVA Account.

Cansa Home

Templates

v Features v

Learn v

Plans v

< Log in to your account

Log in with Google
(£) Log in with Facebook

Log in with Apple

Email/Cell

dorothyfelker@gmail.com

Password

2: Type “Event Poster” in the Search Bar.

@ Home -Cana

€ > C @ amacom

+

= waa Design spotlight v

Personal
Free81

+ GetCanvaPro
(A Home
B Projects

B Templates

@ srand Hub (]

8 Apps

Business v

Education v

Plans and pricing v

Learn v

What will you design today?

You might want to try...

N
Design

Visual

business event poster

Sports event poster

Event Poster (Portrait - 42 = 59.4 cm)

Search for event poster

STAR
NIGHT

3 Science Fair Event Poster (Landscape - 59.4 = 42 cm)

Seeall
‘cument (A4 Portrait)

L7

Flyer (A4 21 % 29.7 cm)

[Sensing request

BUSINESS
CONFERENCE

— ﬁ
f

More like this

BUSINESS
CONFERENCE
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4: Select “customize this template” And Edit the title and the needed information.

[ X @ Grey Back ans veb - x (@ Uratied desgn - Poster Pomats X | 4 v - o x
C . « 0@
1, Share
Positior

COLLEGE
CONFERENCE

5: Click “Share” and select “download”.

Grey, Black and Yellow Modern Professional Business Confe +

Share this design

People with access Edit

°+
@ . @®
CONFERENCE @ onyy -
1:] 2 © @
%0 >
O] >
= >
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6: Select file type as ‘png’ and download.

COLLEGE
CONFERENCE
2023

S l !
® DREW FIG JAMIE CHASTAIN ®
Principal Student Rep

OLIVIA WILSON

Vice -Principal

OPIC AND DISCUSSION
Day 1- How To Start Your Business 2 5 - 2 6

123 Anywhere St., Any City,
March 2023 . Y

Day 2 - How To Grow Your Business
xom aum dolor sk emet. consectety @ Register Now! @]

.l Govt Polytechnic Register at : www.govtpoly.com
'. c°||ege Phone: +123 456 7890 | Email : hello@reallygreatsite.com
RESULT:

Thus the Event poster using canva is designed successfully.
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Ex No. 7 (b): Designing with Figma
LAB EXERCISE: Designing an mobile app screen with figma.

AIM: To design mobile app screen with figma.
PROCEDURE:

1. Open up your Figma file, and create the Frame for your app screen: Hit “F” to select the frame
tool and pick ‘iPhone8’ from the right of the window. Change the background color.

P Ustres - igme x I v = 0 x

€ 9 C B fomacom/fieyHTWGBITWSIRR QWMSYIWSOWWYEY O e e 0O

= ovemet-t

Trame Do

- e

” o 2
.o ¢ o
B Copcoment
— +
Laper

Pass von v @
- B+
Woec: ox o -
thects +
Copart +

2. Add a column grid: Click ‘+ icon in the “Layout Grid” and give count as ‘3’ , Gutter as ‘16’ and
Margin as ‘16.

B Uneres-Fgme x + v - 6 x

€ C & figmacoms e = esignit s QWMSCVIWSOWWYREY -0

% Phenet

Frame Do =
B Clocoment
Layour gna oo+

e x [[pomee o -
-
™ 9o+

— - W et owr @ -

(375 0]
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3. Add the name of your app: Press “T” to select the text tool and click the frame and type out the app’s name.

F Unsied - Figms x ¥

v - o x

€ >C a8

cew 0@ :

% Whones -1

T PHONE A5

4. Reposition the title: Drag on the text and move it around the frame to reposition it.

B United - Figms x BF

€sc e -1

PHONE APP

5. Create the username field: Select the Rectangle tool “R” and click and drag the rectangle about 250
pixels wide and 30 pixels high. Change the opacity setting from 100% to 25% to make it semi-transparent.
Press “T” and click anywhere in the frame and type “Username” and set font size as ‘16.

P Uwwses-Fgme x 4+

PHONE APP
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6. Duplicate the username field to create a password field: Copy(Ctrl+C) the rectangle and text tool
created above and paste it (Ctrl+V) and drag it to the position and rename the as ‘password.

7. Create ‘Sign In’ button: Select the Rectangle tool “R” and click and drag the rectangle. Press “T” and
click anywhere in the frame and type “SIGN IN” and set font size as 20’ Select the frame again and use the
setting in the right sidebar to change the corner radius to 6.

X I Oesgnyowfestbumon-Fgms X | + v = 08

€« C @ figmacom/file/yHKn W83 TWYSXDIRIGE/Untitied Nype = Jesgninode-«d = 0- 1 &mode = desgnict = QWMSVAWSOWWynEY e w 0O

PHONE APP

® RESULT: ®

Thus the mobile app screen using figma is created successfully.
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Introduction to email and usage :

Emailis short for electronic mail and it is defined
as the transmission of electronic mail/messages
from one internet user to another. Email software is
intended to communicate important information
for both personal and business needs.

Sending a message using email is much like
sending a letter(mail) to a person to their home
address. But here the letter(mail) is written digitally
on a computer or mobile instead of handwritten on
paper and it is sent to their email address instead
of their home address.

Email Service Providers:

Email service is provided by various software
firms. Some of them are Google, Outlook, Yahoo,
Neo, Zoho, Campaigner, Hubspot. A person
needs to create their own email account in any of
the email service provider platforms. Each email
account is assigned with a unique email address,
which is also known as email id or user id.

Email Address:

An email address consists of two parts, a local
part and a domain. The general format of an email
address is local-part@domain. The domain part
specifies the email service provider. The local-part
is unique for each email id and it is chosen by the
user which is not yet taken by anyone else in that
domain. It is always good to choose a professional
readable and memorable user id.

In general, the local part can have these ASCII
characters:

o Lowercase letters: abcdefghijklmnopqrstu
VWXYZ,

Digital Workplace Skills
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o Uppercase letters: ABCDEFGHIJKLMN
OPQRSTUVWXYZ,

« Digits: 0123456789,
o Special characters: 1#$%8&*+-/=2A_"{|}~,

o Dot:. (not first or last character or repeated
unless quoted),

o Space punctuations such as: “(),;<>@[\]
(with some restrictions).

Google’s mail or Gmail:

Gmail is the most prominent email service.
Gmail can be accessed from the web using a
browser and as an application in mobile devices
to send or receive emails. The domain part of the
Gmail address is always “gmail.com”.

If a person named “Jakson Dev” who was born
on 20.5.2007 is creating a gmailaccount,he can opt
for jacksondev@gmail.com or jacksondev.2007@
gmail.com or jacksondev20.5.2007@gmail.com
and choose whichever is available.

Gmail account creation steps:

To create a Gmail account, follow these steps:

1. Go to the Gmail account creation page:
Open web browser and visit https://www.google.
com.

Click Sign in > Create account

2. Fill in the required information: On the
account creation page, provide the following
information:

a. First name and last name: Enter your legal
first and last name.

10-06-2024 02:29:06 ‘ ‘
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b. Username: Choose a unique username for d. Confirm password: Re-enter the password
Gmail address. to confirm it.

c. Password: Create a secure password for e. Birthday: Enter your date of birth.
your account. f. Gender: Select your gender.

Create your Google Account

to continue to Gmail o
First name Last name
Username @gmail.com

You can use letters, numbers & periods

Password Confirm

Use 8 or more characters wilh a mix of letters, numbers & o All f G 1
symbols ne account. o oogle

O ShowW BasEwRERd working for you.

Slon Ininstesd

3. Set up recovery options: Provide a phone number and/or an alternate email address that can be used
for account recovery and security purposes.

Google

Mahesh, welcome to Google

D Sgmail.com

i Phone number (optional) ]I

—

@ Google will use this number only for account security. Your @
number won't be visible to others. You can choose later whether 1o
use it for other purposes.

|( Recovery email address (optional)
We use 1t to keep your account secure

° l[ Month - Day Year

Your birthday

Gender ~

4. Verify phone number : Google may require you to verify your phone number to ensure the security of
your account. Follow the on-screen instructions to complete the verification process.

Google
Verify your phone number

To make sure this number is yours, Google will send you
a text message with a 6-digit verification code. Standard
rates apply

=2
*

me— (254) 326 e

Baci E
wwilci
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5. Review and accept the Terms of Service and Privacy Policy: Take some time to read through the
Terms of Service and Privacy Policy provided by Google. If you agree to the terms, check the box indicating
your acceptance.

You’re in control

Depending on your account settings, some of this data
may be associated with your Google Account and we
treat this data as personal information. You can control
how we collect and use this data now by clicking “More
Options” below. You can always adjust your controls
later or withdraw your consent for the future by visiting

My Account (myaccount.google.com).

More options ~~

Cancel

6. Click “Next step” or “Create account”: Once
filled in all the required information and agreed to
the terms, click the “Next step” or “Create account”
button to proceed.

7. Complete the setup process: After creating
a Gmail account, the user will be directed to the
Gmail interface after that they can start to send and
receive emails using their new Gmail address.

Besides mail service, with a gmail login a
user can access other services of google such as
Hangout, Google calendar, Google forms, Google
Meet, Google Drive, etc.

Google Calendar :

Google Calendar is a free online calendar that
keeps track of events and shares them with family,
friends, or co-workers. Google Calendar helps
to set reminders and to send invitations at the
scheduled time. You can get reminders as emails or
even as text messages to your cell phone.

One of the main advantages of Google Calendar
is its sharing abilities. Family, friends, and others
can share calendars with each other to keep track
of meetings, appointments, birthdays, etc.

Overview of video and web conferencing
tools:

Video conferencing tools:

Video conferencing is an online technology
that allows limited users in different locations
to hold full duplex face-to-face meetings using
smartphones, tablets, or via desktop computers.
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Usage of video conferencing tools:

o Video conferencing is largely used to
conduct routine company meetings,
addressing board members.interviewing
job candidates. job training sessions.

o Video conferencing tools are providing
convenient features to schedule, conduct or
attend and record online meetings.

« Video conferencing saw a huge boost amid
the global COVID-19 pandemic.

There are many video conferencing tools
available for free of cost and on a premier basis.
Some of the most commonly used tools are
Google Meet, Microsoft Teams, Zoom, Skype,
Webex Meetings. But the drawback with video
conferencing is the stability and quality of the
video conference may fluctuate with the speed and
reliability of the data connection.

Web conferencing tools:

Web conferencing is a real-time online event
which allows an unlimited number of users from
all over the world to participate.

Web conferencing tools are useful to conduct
webinars, online training/workshop/classes with
mass participants. Most of the time, the trainer/
host is only allowed to share audio/video/screen
to everyone in the meeting. The participants
communicate via chat and they are allowed to share
their audio/video/screen only after the approval of
the host.
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Web conferencing tools are provided by
platforms such as Webex, Zoom, Click Meeting,
Google Meet, Zoho Meeting, GoToMeeting on the
premiere basis.

Google Calendar can be used to schedule a
video/web conference with Google Meet, Microsoft
Teams , Zoom.

Texting tools:

Texting tools/applications allows us to send/
receive text messages on mobile phones with
internet connection.

Features of texting tools:

o Texting tools identify sender/receiver by
their mobile phone numbers rather than by
their email id

o Besides text messaging, they have the
feature to send multimedia documents as
attachments.

o Group communication is more convenient
in texting tools than email communication.

o Texting tools such as whatsapp have also
features for individual or group voice call
and video call.

Initially texting apps replaced the usage of SMS
services for personal affairs. Later it also started to
replace email usage for business communication
among team members and leaders.Commonly used
business purpose texting tools are Connecteam,
Telegram, Signal, Whatsapp, Discord, Viber,
Messenger, LINE, WeChat, etc.

WhatsApp

WhatsApp is one of the most popularly used
messenger apps across the globe because of its
user-friendly design, reliability, security, and
speed. WhatsApp Messenger is more suitable for
personal and official purposes.

Along with messaging, whatsapp has features for
payments, location shareability, audio/video calls,
and document attachments. To extend its service
to small company owners (ranging from small
scale to medium-scale companies), WhatsApp
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launched WhatsApp Business in 2018. However,
its main focus is to facilitate companies who want
to promote their brand or assist customers on
WhatsApp.

WHATSAPP LOGO WHATSAPP BUSINESS LOGO

Important Features of WhatsApp Business :
1. Contacts Labels

Through this feature, 20 custom label names
can be created to sort contacts accordingly and use
them to mark individual contacts or groups. This is
a convenient feature to organize data productively.

Label chat

B  New customer
New order
Pending payment

Paid

Complete

NEW LABEL

2. Message Automation

In the WhatsApp Business app, there are three
kinds of message automation functions:

1. Quick replies,
2. Away messages, and

3. Greeting messages.

Digital Workplace Skills
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< Quick replies s Greeting message : = Away message SAVE i

/thanks Send greeting message Send away message

Greet customers when they message you . Automatically reply with a message when .
Thank you for your business! We look forward the first time or after 14 days of no activity you are away.
to working with you again
Message Message
Use quick replies to create keyboard shortcuts
(® for frequently sent messages. To send, type / Welcome to tech2! You can get all your Hello, thank you for your message. We're
and select a message. Learn more tech news updates in one place here. not here right now, but will respond as 7
Confused about which gadget to buy? 7 soon as we return.

We shall help you there as well. We look
forward to working with you.

Schedule
Greeting messages are only sent when the Always send
@ phone has an active Internet connection. Leam Send an automated message at all times

more.

@ Away messages are only semt when the phone
has an active Internet connection. Learn more.

Greeting Message: When someone messages Some of the salient features of this platform
the Whatsapp Business number for the first time are:

or after a long time, a Predefined Greeting message . Broadcast messages to unlimited people

will be sent to the contact number.

o Add multiple users to handle chats
Away Message: When someone interacts with

® the WhatsApp Business number during those « Connect with CRM to manage conversations ®

people are busy or when they are away from the . Generate advanced analytical reports

office, the user gets custom automated responses

based on the trigger. » Integrate with third-party applications
Quick Message: Predefined text for a set of « Receive a green-tick verified badge on your
usual situations that can be linked with relevant WhatsApp Business account profile

short terms. Just by typing the short term, a few
: J VP g o Build a chatbot for WhatsApp to support
lines of message can be quickly sent to any of the
customers, generate leads, collect feedback
customers or employees.
and much more!

3. Message Statistics
eosage Statistie 5.4 Browser Extension For Productivity

Message statistics report gives out a detailed o )
o ) Browser extension is a piece of software that
analysis in WhatsApp Business such as the number )
i . adds features to a web browser. Browser extension

of messages sent, delivered, read, and received. ) .
is also known as a plug-in or add-on.

WhatsApp Busi API
AlsApp Business Browser extension can be downloaded directly

WhatsApp Business API platform focuses on from web browsers like Microsoft Edge, Google

mid-size to large-scale companies by providing Chrome, Firefox or from third-party software
tons of automation features and builds bots. developers.Each extension typically focuses on
WhatsApp Business API account only through one function such as Add blogging, PDF printing.
the API provided by WhatsApp Business Solution Browser extensions boost productivity by making
Providers (BSP). This is a paid platform where it easier to access various helpful tools.

users get charged based on message sessions.
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Some popular browser extension of Google
Chrome to improve productivity are

1. Save to Google Drive

2. Print Friendly & PDF

3. OneTab

4. Right Inbox

5. Dashlane - Password Manager
6. Todoist

Some popular browser extension of Microsoft
Edge to improve productivity are

1. Grammar and Spell Checker-

LanguageTool,
2. QR Code Generator
3. Enhancer for YouTube

4. Dark Reader

Introduction to Cyber Security:

In Today’s world, most of the government
and private organizations are computerized. And
most of the people are also doing their personal
communication and finance digitally. Hence
digital data has become a rich asset, which needs
to be secured.

As a consequence of it, a new crime area is
evolved to theft digital data by hacking either the
system or network or website or online login. This
kind of crime is known as cyber attack. Cyber
means relating to computers or computer networks.
Cyberattacks can have serious consequences,
including financial loss, reputational damage, and
even physical harm.

Cyber security is the technique of protecting
computers, servers, mobile devices, electronic
systems, networks, and data from theft, damage,
modification or unauthorized access.

Cybersecurity is essential for protecting our
digital assets, including sensitive personal and
financial ~information, intellectual property,
and critical infrastructure. The importance of
cyber security is to secure the data of various
organizations like email, yahoo, etc., which have
extremely sensitive information.

‘ ‘ Digital Workplace 2023_Final.indd 105

' Page 105

®

The primary cypher security process are as
follows:

1. Anti-Virus Protection:

Antivirus software blocks malware and other
malicious viruses from entering user’s devices and
compromising data.

2. Strong Passwords:

It is secure to create a strong password with
at least one lowercase letter, one uppercase letter,
one number, and a symbol of length at least eight
characters and a maximum length of 64 characters.

3. Two-Factor or Multi-Factor
Authentication:

Two-factor  authentication means along
with a strong password addition of one more
authentication method such as a Personal
Identification Code, mobile another password,
trusted device authentication or even fingerprint.
With multi-factor authentication, addition of more
than one additional authentication method along
with a strong password.

4. Avoid Phishing Scams - suspicious of
emails, phone calls, and flyers

Always be suspicious of irrelevant unknown
sender’s emails and messages and should not open
any link in those emails or messages.

5. Protect sensitive Personal Identifiable
Information (PII)

Personal Identifiable Information (PII) is
any information such as name, address, phone
numbers, data of birth, Social Security Number,
IP address, location details, or any other physical
or digital identity data. Most of the people use
their PII information in their passwords. In
the new “always-on” world of social media, one
should be very cautious about the information
they post online. Adding home address, birthdate,
or any other PII information on social media for
public view will dramatically increase the risk of
a security breach. Hackers use this information to
their advantage!
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Information Management

Information management refers to the processes
and tools used to collect, store, organize, and share
data within an organization. Effective information
management ensures that information is available
to the right people at the right time, enabling better
decision-making and improved productivity.

Need for Information Management:

Data and information are corporate assets that
are created or gathered by a company. Because they
can make the business more valuable, they need
protection. Data and information have a lifecycle:
It’s useful for a period of time, but at some point it’s
no longer valuable. Hence proper management of
information is essential.

Cycle of Information Management:

In order to support a business needs,
Information management(IM) can encompass a
cycle of organizational activities. They are,

Gathering data,
Analyzing,
Categorizing,
Contextualizing, and

Archiving or deleting

Google Forms:

Google Forms is a free online software
program for creating surveys,questionnairesand
information crowdsourcing. Google Form is a
great way to gather responses from people.

A Google account is needed to make a Google
Form, but you don't necessarily need an account
to answer the questions in a form. Google Form
can be personalized with question types, a header
image, and a color theme.

From a one-question form to a long multi-
section quiz, a Google Form eliminates the need to
decipher and tally responses on sheets of paper or
individual email responses.

Google Forms can compile all the standard
survey fields-such as text, multiple choice
questions, dropdowns, linear scales, and grids—

to serve all sorts of data collection needs. They
can be used to collect contact information on
a website, gather inventory data, collect votes,
obtain feedback, evaluate a product or service, test
knowledge with a quiz, or replace a basic customer
intake form.

It is possible to get feedback about a photo
or audio or video by including them in the form
itself And also it is possible to upload the file as a
response.

The four steps to collect information using
Google Forms are

1. Create questions

2. Create a form

3. Send a form

4. Receive and review responses

Information repository

An information repository is a central place in
which an aggregation of data is kept and maintained
in an organized way, usually in computer storage. It
may be just the aggregation of data itself into some
accessible place of storage or it may also imply
some ability to selectively extract data.

An efficient information repository is essential
for effective information management. Cloud
storage(repository) is the best option to ensure the
availability of consistent and updated information
to all the stakeholders in the organization with
their relevant access privilege.

Cloud storage:

Cloud storage is a cloud computing model
that enables storing data and files on the internet
through a cloud computing provider that can be
accessed through the public internet. The provider
securely stores, manages, and maintains the storage
servers, infrastructure, and network.

Advantages of Cloud Storage:

1. Cloud storage enables us to access our data
from anywhere in the world with internet
access.

2. Cloud storage enable to store large amount of
data without buying a physical storage devices
such as hard disk
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3. Cloud storage keeps the data safe from
hardware failure issues such as disk failure,
physical damage or loss of storage devices.

Prominent cloud storage service providers are
Google Drive, Dropbox, Microsofts Onedrive,
iCloud, Amazon drive, etc.

Google Drive:

Google Drive is a cloud-based file storage and
synchronization service developed by Google. It
enables users to store and access files online. The
service syncs stored documents, photos and more
across all the user’s devices, including mobile
devices, tablets and PCs. The user must create or
sign in to a Google account to use google drive
service.

Google Drive can be accessed on the web using
browsers such as Google Chrome, Microsoft
Internet Explorer and Edge, Mozilla Firefox,
and Apple Safari. There are also mobile apps for
Android and iOS.

Drop Box:

DropBox is a prominent cloud storage provider
in the world. Dropbox cloud storage is a great
place to help teams get organized and add files to
one central location. File sharing with Dropbox is
quick and simple using phone, tablet or computer.
With DropBox it is possible to share files as large as
one’s cloud storage space quota (2 GB and up). It’s
easy for team members to see where everything is,
and which files are the most recent—and in need of
immediate attention.

Ex 8(a) Scheduling Online Video Conference Meeting using Google Calendar

Aim:

To schedule an online video conference in Google Meet using Google Calendar.

Procedure:

Step-by-step guide to schedule a Google Meet video conference using Google Calendar :

Step 1. Open Google Calendar by visiting calendar.google.com and sign in with your Google account.

N e A ] oo o 7

<& A bhttps: le. u/0/r/month?pli=1

C @
= E Calendar Today < > July 2023

sun MON TUE
_l_ Croate ~ 25 26 27

July 2023 <

s M T w

v
R EEY - T

&\ search for people

My calendars. ~
karthig selvaraj

Birthdays

Tasks

23 24 25

Other calendars + A~
30 N Aug 1
Holidays in India

Terms - Privacy

WED THU FRI SAT
28 29 30

® 1pm Drawing class ® 11:30am Online Class

® 2:15pm Maamannan | <]

5 6 7 8

26 27 28

Step 2. Create a new event by clicking on the “+” button or selecting an available time slot on the calendar

and select Event.
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(3 nhttps://calendar.google.com/calendar/u/0/r/month?pli=1

Today

. Event <
‘ Task l E
30

10 1 12 13 14

16 17 18 19 20 21

8

24 25 26 27 28

8

L) 1 2 3 B

2. search for people

My calendars
karthig selvaraj

4 sirthdays

Tasks
Other calendars -+

Holidays in India

<

SUN
25

16

23

30

July 2023

MON
26

17

24

a

Step 3. In the event details window, enter the title, date, time and other relevant information for your

O e X | G oo K| (= cosecorss -« [ e K| & e X B

&) https://calendar.google.com/calendar/u/0/r/month?pli=1

meeting.
< -> C R
= B Calendar Today
SUN
|— Create ~ 25
July 2023 < >
s M T w T F s 2
25 26 27 28 29 °
2 3 4 s 6 7 8
9 10 n 12 13 14 1s
6 17 18 19 20 21 22 o
23 24 25 26 27 28 29
30 n 1 2 3 4 s
2\ search for people
16
My calendars A
karthig selvaraj 23
Birthdays
Tasks
Other calendars -+ A
30
Holidays in India

<

>

July 2023

MON
26

3

@® 4:30pm Online Drawir .

10

17

24

31

Online Drawing Class

Event Task

Monday, July 3 4:30pm - 5:30pm
[ Allday Time zone

Does not repeat ~

Find a time

Add guests

Join with Google Meet

meet.google.com/cot-ccvx-wtb
Up to 100 guest connections

Add location

AdA AdAocsrrintinn nr attanhmanto

b e

[n]
X
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Step 4. In the “Add guests” field, enter the email Step 5. To enable Google Meet for the event,
addresses of the participants you want to invite to click on the “Add Google Meet video conferencing”
the Google Meet. option below the date and time fields.

- A = X
. -7 b
Find atime
Does not repeat  ~
2, |add guests
Organizer
4 . guest1@gmail.com * »
&’| Add guests * Calendar cannot be shown (®
Guest permissions o
karthlg Sewaraj Invite others - See guest list v
o o
' guest1@gmail.com * )
©  Addlocation
* Calendar cannot be shown (9)
Giist . =  Add description or attachments
uest permissions
e - = karthig selvaraj @
D Mod|fy evem N Free - Default visibility - Do not notify
Invite others More options
See quest list

| Step 6. Save the event by clicking the “Save”

(v button at the top or bottom of the event details
@ window. @

®  Addlocation

i- ~=-  urganizer
or ptins @ s w
* Calendar cannot be shown ®»

Guest permissions Set as default

[0 Modify event
Invite others
See guest list

(=] Join with Google Meet @

meet.google.com/hnv-ukxb-mdw
Up to 100 guest connections

D
X

©  Add location

Add description or attachments —

= karthig selvaraj @
Free - Default visibility - Do not notify

R F

Step 7. After Save the Event, the following popup will appear. By clicking the send button in the popup an
email invitation can be sent to the participants, including the Google Meet link. They can join the meeting
by clicking on the link at the scheduled time.
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1011 i ] o ] o

<« G ] (3 https;//calendar.google.com/calendar/u/0/r/month?pli=1 A {a G {; @ zo

Would you like to send invitation emails to Google
Calendar guests?

@ Back to editing Don'tsend Send

«s BV E 8 0@ -°

Output:

1. The scheduled video conference is successfully added in the google calendar.

O o X[ G- ] = oo [ | € s x| B s % % O ®

« C m ()  https//calendar.google.com/calendar/u/0/r/month/2023/6/12pli=1 A G = @ %
= B Calendar Today < > June2023 Q @ @& Month ~ # @
SUN MoON TuE WED THU FRI SAT
+ Create ~ 28 29 30 3 Jun1 2 3 0
June 2023 < > 7 B : X @
s M ¥ w T F s . .
% » % n @ 2 3 . . - ® Online Drawing Class - o Y
Saturday, July 1 - 1:30 - 2:30pm
4 s L] 7 8 9 10
n 12 13 14 15 16 17 °
18 19 20 21 2 2B 24 Join with Google Meet g
25 26 27 28 29 30 ° meet.google.com/bbg-evdo-ygo Ll
2 3 4 S5 6 7 8 n 12 13 17
1 yes, 1 awaiting 8 +
) FE:F'
- S : c karthig selvaraj
¥ Organizer
My calendars A = & abc@gmail.com H
18 19 20 24
karthig selvaraj 0 30 minutes before
Birthdays (9 karthig selvaraj
Tasks
~ Going? Ye N B
Other calendars + A 25 2 27 9? L d s v 0
: @ 1:30pm Online Drawir
Holidays in India o Ziso . |
>
Terms - Privacy

2. The organizer successfully joined the meeting by clicking on the “ Join with Google Meet” button.

Digital Workplace Skills Page 110 ‘

‘ ‘ Digital Workplace 2023_Final.indd 110 @ 10-06-2024 02:29:14 ‘ ‘



Result:

By following the above steps in the procedure, successfully scheduled a Google Meet in Google Calendar.

Ex 8b

Aim

Sending a Job Application mail.

To send a job application email with an attachment of a resume through Gmail.

Procedure.

1. Go to mail.google.com and sign in your professional Gmail account

2. Click on Compose icon to type a new email

« > C & mail.google.com/mail/u/0/#inbox

= M Gmail Q, Search mail

¢/ Compose Q = O~ o 3

K Inbox 1

Yr Starred

® Snoozed [J ¥ Karthiga Selvaraj,
B> Sent

) Drafts

v More O % me

Labals L [ +r Karthiga Selvaraj
® Work

Karthiga Selvaraj

RR14CSO01 JEBA VEER.

[l < Karthiaa Selvarai (.

3. Type the content in the body of the email.
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To |

Subject

Dear Sir/Madam,

fit
®

1-16 of 16

Il internship ac...
First year name list
ATTENTANCE.xI...
SECOND YEAR NAME LIST - karthig selvaraj att...
SECOND YEAR ...
phd interview ppt
B PhD second ver...
second year internship list updated
CSE Il YEARINT...
Share request for "over all Internal marks™ - Sh...

over all Internal ...

Share reauest for "over all Internal marks" - Sh...

| am Arivu Azhagan, a final year diploma student in the stream of computer engineering. | want to apply for the
post of junior engineer in your company. | have attached my resume for your kind reference.

Kindly consider this email as my job application
Thank you,

With regards
Arivu Azhagan

S e T~ B I

Sans Serif ~

D -
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4.  Attach the resume by clicking the Attach Files icon

Reg : Job application for junior engineer o= o 2%
To | Cc Bee
Reg : Job application for junior engineer

Dear Sir/Madam,

| am Arivu Azhagan, a final year diploma student in the stream of computer engineering. | want to apply for the
post of junior engineer in your company. | have attached my resume for your kind reference.

Kindly consider this email as my job application.
Thank you,

With regards
Arivu Azhagan

© & sSansSerif ¥+ 7T+ B I U A~ =+ i=

5. Type the subject of the email and recipient’s mail id in the appropriate places.

1]
linl
ml
¢
A

Reg : Job application for junior engineer

abc@gmail.com é‘ﬁ———
Reg : Job application for junior engineer é\__ .

Pear SirMadam,

Iam Arivu Azhagan, a final year diploma student in the stream of computer engineering. | want to apply for the
post of junior engineer in your company. | have attached my resume for your kind reference.

Kindly consider this email as my job application.
Thank you,

With regards
Arivu Azhagan

© & sansSerif ¥+ 7T~ B I U A ~

CD:: 0056
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6. Send the mail by clicking the Send button.

Reg : Job application for junior engineer = £ 2X
abc@gmail.com

Reg : Job application for junior engineer

Dear Sir/Madam,

| am Arivu Azhagan, a final year diploma student in the stream of computer engineering. | want to apply for the
post of junior engineer in your company. | have attached my resume for your kind reference.

Kindly consider this email as my job application.
Thank you,

With regards
Arivu Azhagan

Resume.docx (10K) X

© @ sansSerif + 7T+ B T U A~ E~ IE =

. Ac->©@l;l&?' .

linl
lml
¢
A

&

Output:
Check whether the mail is successfully sent or not in the Sent section.
C @ https//mailgoogle.com/mail/u/0/#inbox ®» A O @ 8 &
= M Gmail Q_ Search mail e o ®
o~ ¢ i -Tofm < >
/ Compose
&  Primary © Promotions 2, Social
& Inbox 2
¥¢ Starred [ sY me, Mail 2 Reg : Job application for junior engi - Address not found Your message wasn't delivered to ab... Jul2
@® Snoozed Resume.docx
— [] ¢+ Google Security alert - A new sign-in on Windows karthigagptc@gmail.com We noticed a new sign-in to you... Jul2
) Drafts
vl More [[] ¢ karthigaselvaraju Drawing class - Drawing class join soon Join with Google MeetMeeting link meet.google.com/mob-eg... Jun28
Result: Procedure:

Thus the email job application with an To create a Google Form, follow these steps:

attachment of a resume is successfully sent through

Gmail. 1. Access Google Forms: Go to forms.google.
Ex 8c: Google Form Creation for Student com and sign in with your Google account.
details collection

Aj 2. Create a new form: Click on the “+ Blank”
im: .

, button to start creating a new form.

To create a Google Form to collect students

academic and personal details.
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> C M @  https//docs.google.com/forms/u/0/ A Bl @ @
= B Foms Q search # @
Start a new form Template gallery $ H
-ﬁ H | - 5 ”

< — = P
Blank Contact Information RSVP Party Invite T-Shirt Sign Up
Recent forms Owned by anyone v B iz 0O

No forms yet
Click + to create a new form.

3. Add Form Title and Description :
Enter the form Title as “Student Details” and form description.“Please enter the details properly”

<« C @ &  httpsy//docs.google.com/forms/d/19BX104JRB1-m9rA82q0jloX0xLzOYHO! 871/edit A v Qe @ @

a Untitledform [ Y  Allchanges saved in Drive D © o e Send H

. @

Student Details 9

‘ Please enter your details properly. Tr
=

Untitled Question =

O option 1 =

3. Add questions as form field :

Click on the “+” button to add a new question. Choose the appropriate question type for each contact
detail you want to collect. For example, you can use the “Short answer” question type for name, email, and
phone number fields.

< C M @  https;//docs.google.com/forms/d/19BX104JRB1-m9rA82q0jloX0xL.zOYHOSKcRbhKCt871/edit A s G = @ ‘
E Untitledform [ ¥y Al changes saved in Drive - T e e Send :
= Short answer
Questions  Responses  Settings .
— = Paragraph !
-
Student Details @ Mutiple choice
Please enter your details properly. Checkboxes e
1 (©® Dropdown L
Question =
¢ File upload a
— Tr
O - e+ Linear scale
(O Add option or add "Other" ooe " . =
1333 Multiple choice grid
>
| E8E Checkbox grid =
O
N—
(5 pate
© Time Activate Windows
Go to PC settings to activate Windows.
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&« > O M ® https://docs.google.com/forms/d/198X104)RB1-m9rA82q0jloX0xLzOYHOSKcRbhkCt87l/edit A Y a = @
a Untitledform [3J Yt  Allchanges saved in Drive @ @ o c

Questions  Responses  Settings

Register Number.

Short answer text

Department E @ Multiple choice - E
(O civil Engineering X Tr
(O Mechanical Engineering % =)
=
(O Electrical & Electronics Engineering X =
O &C 1 Engineering X —
O Computer Engineering & X Activate Windows
Go to PC settings to activate Win
(O Add option or add "Other"
W x=
4. Mark Important fields as required : a. Name - Short answer
Add form fields for Name, Date of Birth, b. Date of Birth ~ Date
Register Number, Department, Email ID, Address. ¢. Register Number — Short answer
Mark Name, Register Number and Email ID d. Department — Multiple choice
as required and add the following details with e. Email ID - Short answer
appropriate answer type. f. Address - Short answer

5. Preview the form: Click on the eye icon at the top-right corner to preview and submit the sample form
to test the requirement.

&« C M @  httpsy//docs.google.com/forms/d/19BX104JRB1-m9rAB2q0jloX0xLzOYHOSKcRbhKCt871/edit A Bl @

a Student Details 3 ¢ ® ® b e

Questions  Responses . Settings

e _ _ __________ _______

®
Student Details 3
Please enter your details properly. Tr
This form is automatically collecting emails from all respondents. Change settings g

(3}
Name * —]

—
Short answer text
Date of Birth *
Month, day, year ]
—Activate Windows

p
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6. Send the form link :
Select the “Send” button to share the form via Email, or share the shortened url in student’s whatsapp
group.
<« > C @A (6] I 104JRB’ i 20YHC 871/edit Ak Qe @ d
a Student Details [ Yy  Alchanges saved in Drive @ © o e H
Questions Responses  Settings T
Deparamens @  © witpechoce  ~ ®
3
O civil Engineering X
Tr
O Mechanical Engineering X =
O Electrical & Electronics Engineering X =
O Ek & C X =
(O Computer Engineering X
(O Add option or add "Other"
Send form X
Collect email addresses Verified - Output :

Check the responses by clicking the response
fahis H @ ol ] section icon to view the summary of the response
- and individual response.

T (
. student1@gmail.com X ) Enter names or email addresses
Subject
@ Student Details @
Message
I've invited you to fill out a form:
[ nclude form in email
2+ Add editor Cancel a

< C m ()  https;//docs.google.com/forms/d/19BX104JRB1-m9rA82q0jloX0xLzOYHOS5KcRbhkCt87l/edit#responses A v B @ |

a Student Details [ Y¢ ® ® o e

Questions  Responses . Settings

eee

3 responses ViewinSheets  }

Accepting responses Q

Summary Question Individual
Who has responded?
Email
karthig: com
karthig ju@gmail.com (1)

karthigagptc@gmail.com
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C M A hp googl p d/1£8rNrImW_Wkdk3N7Ajr8IQdrLXX44nALuSvXuR2vjhg, resourcekey#gid=410179319 A Gl @ @
Student Details (Responses) % B & D B - & share o
File Edit View Insert Format Data Tools Extensions Help
6 e &§ 100% - $ % 9 9 123 pefaul. ~ | —(10]+|B 7 5 A|[d @ - E-i-p-A-] ~ B
83 v | fx karthigaselvaraju@gmail.com
| A B c [ 3 F ) H a

1 Timestamp Email Address Name Date of Birth Gender Register Number. Department Email ID Addre

2 71112023 23:34:47 Anjaan R 8/1/2012 Male 123 Electronics & Communic: student1@gmail.com @

3 | 71112023 23:35:58 Veeran S 22972012 Male 12345 Computer Engineering  student2@gmail.com

d °

s -

6

7

. Q

9

0

m

9 +

3

4

5

3

7

8

9

Result: 1. Access Google Meet: Open web browser and

Thus a Google Forms is successfully created to
collect students” academic and personal details.

Ex 9: Hands-on Video Conferencing
Experience
Aim:
To explore the functionalities of video
conferencing tools such as Webex, Zoom, Google
® Meet, goto Meeting.
Procedure:

(a) Google Meet :

Step-by-step guide to getting started with
Google Meet:

D | o drive-Search

XIAWM-WIX|EWX|EMV-MIXIWMVM:X|QMM-&X’UGW:MM

go to the Google Meet website (meet.google.
com) or open the Google Meet app on a mobile
device.

Sign in to Google Account: Sign in Google
Account with email address and password.

3. Create a new meeting: Click on the “New
Meeting” button and then select any one of the
ways to create a meeting among the available three
options based on the need.

3(a) Create a meeting for later : Click on this
option to create a meeting link and copy the link to
share with participants.

x|+ = (=]

& > G @ nips//meetgoogle.com/?pli=1

£ Google Meet

Premium video meetings.
Now free for everyone.

We re-engineered the service we built for secure business
meetings, Google Meet, to make it free and available for all.

G  Create a meeting for later yde or link

+ Start an instant meeting

nnnnn

in Google Cal;

H P Type here to search

‘ ‘ Digital Workplace 2023_Final.indd 117

B A Y O ¢ @ % &

o A @

3:05PM « Mon, Jul 3

®
0

Get a link you can share
Click New meeting to get a link you can send to people
you want to meet with
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D | drive - Search X | & MyDrive-Google Dri x | [E] DWS Syllabus_June20 X | ] Unit-V-GoogleDocs X | (5] Google MeetVideoC: X = L# Google Meet x |+ - (=} X
o n+ A N
< OC % htyy meet.google.com/?pli=1 A m = % :. )

Here's the link to your meeting X

Copy this link and send it to people you want to
meet with. Be sure to save it so you can use it
later, too.

meet.google.com/eha-rnwa-rqf

: - ~ ENG 314PM
P Type here to search / 8 4B 33°C Mostlycloudy ~ &3 & N =]

3(b) Start an instant meeting:

(i) By clicking this option, the meeting will be started immediately and add participants by clicking the

“Add others” button.
@ O | @ drive-Search xlowm-wmﬂawx[au&v-wouxlawmmax]um-W.h x[+ - o X @
€ C O nitps//meetgooglecom/uay-cofe-eiq G At Ot e ! & - (b

Your meeting's ready

With others you want

meet.google.com/uqy-eofe-efq 0

o People who use this meeting link must get your
permission before they can join.

Joined as karthigagptc@gmail.com

3:19 PM | uqy-eofe-efq

L Type here to search ‘%

(ii) By clicking the “Add others” option , a pop window will appear. In that add email id of people to invite
or select the email id’s among suggestions.
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D | @ drive-Search X | & MyDrive - GoogleDri X | ] DWS_Syllabus June20 X | [E] Unit-V-GoogleDocs X | (5] Google MeetVideoC: X | (M Meet- ugy-eofe-efq X | =+

&« C ) https://meet.google.com/uqy-eofe-efq 6 A v (= ®

Add people

-t Invite

Enter name or email &-d—

Suggestions

.% Karthiga Selvaraj

karthigaselvaraju@gmail.com

137firstyear@gmail.com
137firstyear@gmail.com

chitra.natarajan1991@gmail.com
chitra.natarajan1991@gmail.com

Nushrath Fathima

nuchrath latheef@amail com

A Type here to search =} &8 33°C Mostly cloudy

(iii) After adding the email id’s click on “Send email” button to send the invitation for meeting.

O | o drive-Search X | & MyDrive-GoogleDri X | ] DWS_Syllabus_June20- X | EJ Unit-v-GoogleDocs X | () Google MeetVideoCc X | L# Meet-uqy-eofe-efa X |

<« C A n

//meet.google.com/uqy-eofe-efq o A & m = ®

Add people
&t Invite

} Karthiga Selvaraj X Enter name or email
- gy

137firstyear@gmail.com
137firstyear@gmail.com

Mha chitra nataraian1001@amail ram

Sending email as karthig selvaraj (via Google Meet) <meetings-
noreply@google.com>

karthig selvaraj <karthigagptc@gmail.com> is inviting you to join a
video call happening now

o People you invite here can join the meeting
without asking to be admitted

L Type here to search r>\ i £ &8 33°C Mostly cloudy

(iv). By clicking the “Join Call” button in an email invitation, he/she can join the meeting.
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5[ e ] & ot x| 2 s ¢ [ O x| ] - | @ G x| s e 3 [+~ 0

& C O hups//mailgoogle.com/mail/u/1/#inbox/FMfcgzGtvsTcGwhnRwmiXrvCXhmHBjq Adr Ot R 8 & - @
= M Gmail Q_ search mail = ® @& =
<« B2 0 ® ] A m D i 10f6520 < > mm~v

o/ Compose o @ B
a PPo Happening now: karthig selvaraj is inviting you to a video call D (isexx (= v o]
¥ Starred Karthig selvaraj (via Google Meet) <meetings-noreply@google.com> 153AM (1Bhoursago) Yy ¢ 3 @
@® Ssnoozed oRey:

D  Important -
B sent A Meet
O Drafts 12

» D Categories karthig selvaraj <karthigagptc@gmail.com> is inviting you to join a video call +
v More happening now
Labels or
®  Boxbe Waiting List
JOIN CALL
® Cs101lab 1
® gate
meet.google.com/uqy-eofe-efq
® ogpt
5 Activate Windows

A koo Go to Settings to activate Windows.
® m.ematerials

Bl o wperecoena B
3(c) Schedule in Google Calendar :
By clicking this option, the Google calendar page to schedule the meeting will open.
(i) Enter the Title of the meeting.
(ii) Enter Date & time of the meeting,
(iii) Add guest’s email id.

(iv) Finally click on the “Save” button.

- ;

C 0 A http le.com, tedit?vc &pl A Gl @& @

x |Add title &~ 1 | @ L'__ i

Jul3,2023 7:30pm to 8:30pm Jul 3,2023  Time zone
Event Details Find a Time Guests

[ Allday Doesnotrepeat ~ : g !
o ©0x | s e °

meet.google.com/gax-viok-pje - Up to 100 guest connections

QD°

Guest permissions

@ Add location [0 Modify event +

Q1 Notificaton ~ 30 minutes - X Invite others

See guest list
Add notification

(9 karthigselvaraj @ ~

3 Busy ~ Defaultvisibility ~ @

| B I U |I=

() i .
% Activate Windows

Go to PC settings to activate Windows.

Add description

Digital Workplace Skills Page 120 ‘

‘ ‘ Digital Workplace 2023_Final.indd 120 @ 10-06-2024 02:29:28 ‘ ‘



B [ ® H .  EEEm

(v) After saving the schedule, a pop will appear. Click on “Send” to invite the guests.

e [ = <~~~ [ e A e

® nttps//calendar.google.com/calendar/u/0/r/eventedit?vcon=meet&dates=nows&hl=en&pli=1 A Yo C ¢ @ 2

Would you like to send invitation emails to Google
Calendar guests?

@ Back to editing Don’t send Send

« C @M &  https//calendar.google.com/calendar/u/0/r/month?hl=en&pli=1 A% Sl @ @

SUN MON TUE WED THU FRI SAT
+ Create ~ 25 26 27 28 29 30 Jul
7 B N X @ 11:30am Online Class @ 1:30pm Online Drawir

@ = [ calendar  teay < > July2023 QA @ @& wmwm- oz @ @
o
@

July 2023 < > . .
. ® Online Drawing Class L
s L T w T F s
2 o Monday, July 3 - 9:30 - 10:30pm 7 8 °
25 2 27 28 29 30 1 L -
® 9:30pm Online Drawir
2 o 4 s 6 7 8
o o .
1% 17 18 19 20 21 2 71 meet.google.com/gax-viok-pje
9 10 14 15
23 24 25 26 27 28 29 29ues's
)
N 1 2 3 4 s 2 2yes 5]
2 e karthig selvaraj +
Search for people 1 ¥ Organizer i
) 1 7 2 2
B Karthiga selvaraj
My calendars ~ 0 30 minutes before
karthig selvaraj | (9 karthig selvaraj
23 24 ‘ 28 29
Birthdays ;
Tasks Going? Yes No Maybe v
]
Other calendars + A g‘
30 3 Aug 1 2 3 4 ) 5
Holidays in India Activate Windows
>
Terms - Privacy

(vii) Guests will receive the invitation email and they can attend the meeting by clicking the “Join with

Google meet” button.
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&« C @ O nhtps//mailgoogle.com/mail/u/1/#inbox/F VjsrdfzM ZKdznZDv A Bl @ @
= M Gmail Q search mail = ® @& @
€« 2 0 ® 2 0 @ m D 105526 < > mm~
¢/ Compose * B
& b P Invitation: Online Drawing Class @ Tue 4 Jul 2023 03:00 - 04:00 (IST) 2 B o]
(karthigaselvaraju@gmail.com) D libexx
¥r Starred (]
© snoozed karthigagptc@gmail.com @ 7:29PM (O minutesago) Yy €
D  Important ome:~ 2
B> Sent Jul Online Drawing Class Agenda
D) Drafts ) 4 View on Google Calendar Tue Jul 4, 2023
» D Categories Tue pr When  Tue Jul 4, 2023 03:00 - 04:00 (IST) No earlier events +
v More Who  The guest list is not available 03:00 Online Drawing Class
No later events
Yes Maybe No More options
Labels a5
@ Boxbe Waiting List
o : " ——~
» t Join with Google Meet
= Tuesday 4 Jul 2023 - 03:00 - 04:00 (India Standard Time - Kolkata) <
® gpt ”
® jobopp Organiser Meeting link 'A(T\\/fi/teian('iry:'J:s .-
karthigagptc@gmail.com Go fo PC settings to activate Windows
B e materh meet.google.com/gax-viok-pje >
-
L |

>

4. Join a Meeting : To join a meeting as a guest enter/paste a code or link in the text box and click “join’
if someone has provided you with a meeting code or link.

D)1 o oons | g | Gt s | s | e a [+ O

€ > C ® @ hitps//meet.google.com B A% G - @ @

# Google Meet 732PMTue, duld @ [ & i o

Premium video meetings.
Now free for everyone.

We re-engineered the service we built for secure business
meetings, Google Meet, to make it free and available for all.

Get a link you can share
Learn more about Google Meet Click New meeting to get a link you can send to people
you want to meet with

5. Audio and video settings:

(i) Before joining or starting a meeting, turn on or off the microphone and camera by clicking the
microphone and cameraicon respectively. Choose your preferred microphone, speaker, and camera devices.
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N - - o~ e L N e L

« C M (3  httpsy/meetgoogle.com/gax-viok-pje o AdG 8 = @ @
karthigagpt L.
H Google Meet N e

Ready to join?
No one else is here

Camera is off Join now (%] Prosent

Other joining options

Microphone (Conexant SmartAudio HD)

ystem default

' Microphone (Conexant SmartAudio HD) L0 Use Companion mode

§

& Microphone (.. ~ 4) Speakers (Co.. [ Lenovo EasyC..~

6. Meeting controls:

After joining a meeting, at the bottom of the screen sharing screen and accessing chat functionality will
be available along with microphone and camera control.

(i) Screen sharing:

To share the screen with others, click on the “Present now” button in the meeting controls. You can
then choose to share your entire screen, a specific window, or a Chrome tab.

€ 5 O M &  https//meetgoogle.com/gax-viok-pje

Present

3 Your entire screen

& Awindow
. : Atab
karthig selvaraj D Best for video and animation

1
10:21 PM | gax-viok-pje : 2 EI I'IAO Loé

O R
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(ii). Chat and collaboration:

A chat feature to send messages, links, notes, or ask questions to all participants or individuals privately
during the meeting.

€ - O Q (3 hitps://meet. google.com/c v o G {‘_ @ .

In-call messages

Let everyone send messages

Messages can only be seen by people in the call and
are deleted when the call ends

You 1049PM
hi

@ karthig selvarsj [send a message

karthig selvaraj
10:53 PM | gax-viok-pje N B © @ o

« B YA &

@ 7. Manage meeting participants: The host or co-host can mute or unmute or remove or add participants &
if necessary and controlling who can present or share their screen.

[ | £ MyDive-GoogleDriv X | ™: Happening now:karth X | L (@) Meet-gax-viok-+ x] (# @ Meet-gaxviok-r X {Q Unit-V - Google Docs X | Google Meet Hands-C. X | + - olEl
- C M ) bttps;//meet.google.com k-pje ; S Q = @ &

People

X All muted 2+ Add people
Let everyone turn on their microphone Q

Q_ Search for people
mwmeeri  Jb Pinto screen

Contribe [ Start watching

K
o » @ Remove from the call

",2 Karthiga Selvaraj \q\

k

karthig selvaraj
Karthiga Selvaraj

1:11 PM | gax-viok-pje E @ = @ = E nAo fa

1:11PM

* NG o w23

Collaborative online whiteboard: Open Google Jamboard window in a separate tab or window by
clicking the “Activities” menu and share the screen to present the whiteboard.
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O | & MyDrive-Google Driv: X | M Happening nowkarthi X | L« @) Meet-gax-viok-: X gax-viok-pje~4Jul20. X | 5 Unit-V-GoogleDocs X | | Google MeetHands-0' x | + = L “}
<« > C @M () https;//meet.google.com/gax-viok-pje?pli=18authuser=1 O A S & = e

Activities

‘ Whiteboarding

Collaboratively brainstorm and sketch ideas

ADD-ONS

Karthiga Selvaraj
Activities

23:39 | gax-viok-pje

1139PM
£ NS ez

8. End the meeting: When the meeting is finished, click on the red “Leave” button to exit. The host, you
can choose to end the meeting for all participants.

| D | & MyDrive-GoogleDriv X | ™ Happening now:karth X | L4 @) Meet-gaxviok-r x] (8 @ Meet-gaxvioks X [E Unit-V - GoogleDocs X | | Google Meet Hands-C: X | + - 5 IEN
2> C ® © https:;//meet.google.com/gax-viok-pje A b a Tt @ 2

k

karthig selvaraj

Karthiga Selvaraj

Leave call
2

11:22 PM | gax-viok-pje H -« (D -1 E I:Ao fé

11:22 PM

2 NG oz

Procedure: (i) Go to the Zoom website (zoom.us) or
download the Zoom app from your device’s
b) Zoom: app store.
Step-by-step guide to getting started with Zoom: (ii) Click on “Sign Up” or “Sign Up, It’s Free” to
create an account using your email address
1. Create a Zoom account (for first-time users): or log in with your Google or Facebook
account.
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© (1) WhatsApp x @, One platform to connect | Zoom X +

& x (- https://zoom.us| G & ﬁ) a o

Q Search Support 1.888.799.9666 Request a Demo Join Host Sign In

Contact Sales

Q) Our approach to Al will change the way you work watch now

One platform to
connect

More connected, more collaborative, more intelligent.
Zoom's Al-powered platform helps you do more.

Plans & Pricing Sign Up Free

https://z00m.us/signup

©
®

R Type here to search
2. Joining a Meeting:
« If youre invited to a Zoom meeting, you’ll typically receive a meeting link or ID via email or other

messaging platforms.
 Click on the provided link or open the Zoom app and enter the meeting ID to join the meeting.
@ WhatsApp X @ Join Mesting | Zoom x |+ v - o8 X
€ > C @ usdéwebzoomus/join c e L0 :
200Mm Support  Schedule f| Join || Hostv  Whiteboard B I

Join Meeting

Meeting 1D or Personal Link Name

( }aner Meeting ID or Personal Link Name ]

Join

Join a meeting from an H.323/SIP room system

© 2023 Zoom Video Communications, Inc. All rights reserved. Privacy & Legal Policies English ~ e
H L Type here to search it @ . ) Q) ENG .

3. Scheduling a Meeting (for hosts): o Fill in the meeting details, such as the date,

« Log in to your Zoom account on the Zoom time, topic, and other settings you may
. need.
website or app.

« Save the meeting, and Zoom will provide

o Click on “Schedule a Meeting” or “Host a
you with a unique meeting link and ID to

Meeting” to create a new meeting.
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® WhatsApp X @ Schedule a Meeting - Zoom x 4+ v - (=] X

& > C @ usOdwebzoom.us/meeting/schedule G 2 % & 0O 0 H

Q Search  Support  1.888.799.9666 Contact Sales  Request a Demo

Zoom Products Solutions Resources Plans & Pricing Schedule § Join Hostv  Whiteboard ,j

PERSONAL

< Back to Meetings
Profile

Schedule Meeting

Topic [{ My Meeting ]] e
Webinars
Personal Contacts + Add Description
Whiteboards

When [B 07/31/2023 ] [ 130 V] [ PM VJ
Recordings

Duration [ 1 v ] hr [ o v] min
Settings
Scheduler ) )

Your current plan can only support 40 minutes per meeting. X

Reports Need more time? Upgrade Now

ADMIN
Management Cancel e
ﬂ P Type here to search

4. Starting a Scheduled Meeting (for hosts):

« If you scheduled a meeting, you can start it by clicking on the “Meetings” tab in the Zoom app or
website.

« Find the meeting you want to start and click “Start” to begin the session.

® WhatsApp X @ Meeting Information - Zoom x  + v = (=] X
€ > C @ usDdwebzoom.us/meeting/79043282111 G e w & 0 0
Q_ search  Support 1.8 9.9666 Contact
Zoom Products Solutions Resources Plans & Pricing Schedule  Join  Hostv  Whiteboard ,j
1
PERSONAL

My Meetings > Manage "My Meeting”

Profile

Details

Topic My Meeting
Webinars

Time Jul 31, 2023 01:30 PM India
Personal Contacts
Whiteboards Meeting ID 790 4328 21

Recordings Security v Passcode eiBDo

Settings ¥ Waiting Room
Scheduler
Attendees Enable Continuous Meeting Chat
Reports
Invite Link https://usO4web.zoom.us/j/790432821117pwd=sLZA79Jxgy6qCboG4GXINOXOECY7VF.1 r-

ADMIN
fa Save as Templat
Managemem '® Copy Invitation Edit Delete p e
H R Type here to search =13 C R ] 25

5. Joining a Meeting (for participants):

+ Click on the provided meeting link or open the Zoom app and enter the meeting ID.

o If the meeting requires a password, you'll need to enter it before joining.
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6. Navigating in a Meeting:

« Once youre in a meeting, you can mute or unmute your audio using the microphone icon.

« Turn your camera on or off using the camera icon.

o+ Use the chat feature to send messages to participants or hosts.

« Depending on the meeting settings, you may have access to screen sharing, whiteboard, and other

collaboration tools.

7. Leaving a Meeting:

o To leave a meeting, click on “Leave Meeting” at the bottom right corner of the Zoom app or window.

Result:

Thus, the hand on experience of video conferencing tool Google meet and Zoom is successfully done.

Ex10(a):

Aim:

Password protect for Sheets

(i) To protect an entire Excel workbook with a password

(i) Procedure to protect entire Excel Workbook with a password :

1. Open the Excel workbook.

2. Click on the “Office” button located in the top-left corner of the Excel window.

@»g 9-0-): student details - Microsolt Excel - 0 X
View  Team @-1°x
T Recent Documents
\j New = X Autosum ~ ﬁr
1 student detals “ ‘@'w"”‘” o W Li & [En | @rn~ & |
Condttional Format _Cell mun Oelete Format Sort& Find &
(5 oven RCrAmmITI0Y o2 || B | R e center =i [ ERCEOTY S e ‘ ‘-Zaw' Fiter - Select~ |
T AMDECE B 1L mignment 5| Number 5| Styles Cells JU Editing
e o e - ¥
. ormula Bar =
§ ITFORM 2022 - karthiga 11 wlf—l 6 [ w | o [ o ] &k | b | N | O B s B S|
Bl s >
7 MOHAN PRABA... =
. 8 Bookt =
@ @ Bint > 9 Bookt = @
11YEAR (11 SEM) CONSOLIDATED INTERNAL MA... -4
@ Prgpare > | &S intemal-1 L]
B New Microsoft Office Excel Worksheet @
La send > BB =
o0 =
L7 ewisn > B0 =
EARUN EASUDOSS "
B oo |
| [ Excel Options | [ X xitexcel |
157
16
17,
181
19
204
al
&
2| tiv
25
73“‘15""'115"&42 Sheet3 /%) A . m ]

H £ Type here to search

=

»

3. From the menu, select “Prepare” and then click on “Encrypt Document”.

g9 o) student details - Microsoft Excel - o x
@ - = x
D New Prepare the document for distribution. ([Cener ﬁ @ ? % @ £ AutoSum ~ ﬂ n
> Erop ] Fin -
= @ View and edit workbook properties, such $ - % o Conationst Fomwt' _con || msert Detste Forgut || B Sort & Find &
[ Qpen a5 Title, Author, and Keyword: Formatting ~ as Table - Styles \ - - - | Clear~  Filter~ Select~
e R styies J cas eaiting j
Gheck e workbook for idgen metodots
= = orperson atior @
7 tm— I rw— p— x [ v [ m [ ~n [ o[ »p [ o rn [ s [ 7y
R saveas > 08 ? IncTease the sEcuniy of the wWorkbook by
dding encryption. I
gl e [ e
Grant people access whie restrcting their >
ability o edit, copy, and pri
] papare > Add a Digital Signature
Ensure the integrity of the workbook by
adding an invisible digital signature.
Cgd st |y macastom
Let readers know the workbook i final and
AL eupiish > make it read-only.
Run Compatibility Checker
o Check for features not supported by earler -
T close versions of Excel
[ T
@ ) [ estexcer ||
e =2
a6
17
18
15
20
21
22
23
24
25
M 4 » ¥ Sheetl | Sheet2  Sheet3 ¥J d
Ready |

-
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4. A “Encrypt Document” dialog box will appear. Enter a strong password with the combination of letters,

numbers, and special characters.

@ao o

@n ¥ oot
Calibri
&) 42 Copy

| Home | inset  Pagelayout  Formulas  Data  Review  View  Team

[ ) [ ]

Clipboard i) Font

Y Format Painter (B 2 u-|[E-|[>- A ===Fx

student details - Microsoft Excel

©® - o x

(Esch o] b | Concamonal’ rermat e

Styles

SR Wrap Text

[ Merge & Center ~
-

Number ~

Alignment

= 5 () S o

Insert Delete Format

Sort & Find &
L2 Clear~  Fitter~ Select~
Cells J Editing

A6

G

£

A

I

[.e [ o [ e [ ® [ & [ w [ o [ » J x [ v [ w [ ~n ] o J e [ o [ r J

S

i

]

Raj
Kamal

Address
11, first street
12,Last Street

phone number
9723
9345

[ 4
1 Name
2
3
4
s

Encrypt Document ? X

Enaypt f this file

M 4 > »| Sheeti | Sheet2 Sheet3 ¥J

Ready |

Password:
.o

Caution: If you lose or forget the password, it cannot be
recovered. It is advisable to keep a kst of passwords
their doalns\tr_neshaufeglux.

o] [ comen

£ Type here to search ‘,«

5. Click “OK” to apply the password protection.
6. Confirm the password by entering it again in the confirmation dialog.

7. Save the Excel workbook to ensure that the password protection is applied and close it.

Output :

(i) Password is required while opening the workbook again.

o
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B s = % || Al B

Pa;; o ‘B Ao lleo| A Alignment Number Styles Cells

7 | [ [ A - v v -
Clipboard ™= Font

Home | Insert Pagelayout Formulas Data Review View Team @@

«@ |

= -4

A )

Editing
¥

Password

‘student detals.xisx’ is protected.

password: |

o] [ cona
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Ex 10 (b) Sharing Google Drive Documents with permission
Aim: To share a google drive document with appropriate permission.
Procedure:

Steps to share Google Drive documents with specific permissions:

1. Go to https://drive.google.com and sign in with Google Account

2. Open the document to share.

3. Click on the “Share” button at the top-right corner of the page.

C &) httpsi//docs.google.com/document/d/1eYSC8Mm_VKSQYWallwH4PgFebU6_xiGRSc4qeSqbryd/edit A

Quizz % m &
File Edit View Insert Format Tools Extensions Help

6 2 & A § 100% v | Normaltext ~ | Aral ~ |—-(n]+|B I U A 2 o @ E|=~1=

1 1 2 3 5 6

Do O L iyt B, L I [ [ e B e G B T )

1. Pvhatis your favioure colour?

2 a. Black
b. White 9
c. Green

g 2. What is your faviourite food?

3 a. Dosa

b. Briyani +
c. Curd Rice

|
Activate Windows
Lj‘o to Settings to activate Windows.

H P Type here to search .’

4. The “Share with others” dialog box will appear. In the “People” field, enter the email addresses of the
individual to whom the document needs to be shared.

O | & MyDrive-GoogleDr X | B Quizz-GoogleDocs X | B Quizz-GoogleDocs X | M Inbox - karthigagptcé X = [ Unit-V- Google Docs X | () Protect Google Sheets X | + - a X
<« C ( htps;//docs.google.com/document/d/1)-dDD54QTbVHr4JtFAAC)SiHI3_D3PMO8V7_L3uSXXE/edit?pli=1 O m = A z. l;\

Share "Unit-V"

‘ abc@gmail.com F

People with access
karthig selvaraj (you)

karthigagptc@gmail.com

General access

Restricted «

Only people with access can open with the link

[ e Copy link )

NIFTY
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5. Choose the appropriate permission level among the roles: View, Commentor, Editor as per the need

and click on “Notify people” checkbox.

6. Click on the “Send” button to share the document with the specified permissions.

0 | & MyDrive-GoogleDri x | B Quizz-GoogleDocs X | B Quizz-Google Docs X

& O ® https;//docs.google.com/document/d/1eYSC8Mm_VKSQYWallwH4PgFebU6_xiGRScdqeSqbryd/edit

R Type here to search

Output

< Share "Quizz "

Q0 @

(@ abc@gmail.com X

Notify people éq

Viewer

Message

M Inbox - karthigagptcé X | [E] Unit-V - Google Docs X | (2] Protect Google Sheets x | + - o

Q@ ¢ O vt @ % €

Commenter

v Editor

]

&8 32°C Mostly cloudy

X

®

The recipients will receive an email notification with a link to access the shared document. They will be

able to open the document in their own Google Drive and perform the actions based on the permission level

granted to them.

E M Gmail Q Search mail gt ® & @ @

2 o~ c¢ 1-500f5519 < > mmv B
& Primar Promotions 2, Social —

O inbox S Y Ferns N Petals, Team Bark, First... =

\fr Starred 7> karthig selvaraj (v. Document shared with you: ‘Quizz * - karthig selvarg) shared a document karthig selvaraj (ka... 12:34AM @

® Snoozed B Quiz

I Important - R . °
[ ¢ 2 RanjithaHR “[ You are SELECTED ] for personal interview with 48,000 per month salary and You are eligible - H Jul1 -

B> Sent

[ Drafts 7 [J ¢ D karthigagptc 2 Student Details - I've invited you to fill out a form: Student Details Please enter your details prop... Jul1

Result:

Thus, the google drive document is successfully shared with appropriate permission.
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