Chapter I Word

Labl WD39

Chapter 2 Word

Chapter 3 Word
Start Chapter 1
PowerPoint

Labl - WDI130 &

Lab2 WD196 &
WDI197

Finish Chapter 1
PowerPoint

Chapter 2 PowerPomnt
Chapter 3Powerpoint
Review for midterm
Open LAB

Lab2 PPT61-63

Lab2 PPT132-133

Midterm
Chapter 1 Excel

Labl — EX 58-59

Chapter 2 Excel
Chapter 3 EXCEL

Labl — EX126-129
Labl EX209

Chapter 1 Access
Chapter 2 Access

Labl AC66 & 67
Labl AC132 & 133

Chapter 3 Access

Labl AC201-202



WDS8. Word Chapter 1 Creating, Formatting, and dng a Word Document with Pictures

In the Lab

Dasign andlor concepss,
chapter. Labs are listed in order of increasing difficulty.

Lsb 1: Creating & Flyer with a Ficture.
bl

Center aichool o
Fig Figure 1-78 i X
4 Iyer, Ur A Toolbar to undo
yourlis acion
N File for St S
Lt Peorm th fllowing
1. StareWors, Displey ormaring s n e
pe the fyer 1
s I Viord fags = speling
and correct them.
3 name, Lab 1-1 5
4 et the headiine andthesigrature
5. Change the theme colors 1o Concourse:
: c Appy the
et ol G Fill- Do e, Acen v Shadon:
v oy cop e

Studying Al ight?
[

enecgy buking techriques.
Clsses s $15,00p ssson
Sessons st four weeks

(Clases meet i the StudentSences Centortice  week

Call 552838 r st0p by 10 g uptody 1

Figure 1-78 (a) Unformatted Flyor



ronting, Formating,and g a Word Dcument with P Word Chapter 1 W50

% Chang »
signatureline to Dark Red, Accent .

o Rocknell

Lerus helpyoul Dark Red, 5
Talicize the word, a, in the signature line.

i i
i Studying All Hight?——
|

LET US HELP YOU! Our expert instructors teach
effective study habits, time management skills

|
I
|
|
|
I
|
|
| and energy-building techniques. |

| * Classes are $16.00 per session —

"] » Sessions last four weeks .

e * Classes meet in the Student Services Center I
twice a week 1

Figure 1-78 (b) Formatted Flyer



WD 130 Werd Chaptr 2 Cresting a Research Paper with Crations od Refereeces

Mok !

d by Carolina Doe, s0 ” Chicago
instead of Dalls
4, Chang the Foomote Text syl t0 12-poins Times New Roman, dovble-spiced paragraphs with a
fieseline indent
5 : : 7 e

6. U Pane to display page 3. U i i dlise
bibliogrsphy). C i ot

fied by your
Modified, and

e fle name, Make It Right 2
specified by you instructor.

Design andior create acocument using the uldelines, concepts ‘and skills presented
chapter, Labs are lsted in order of increasing dificuty. _

Lab 1: Preparing & Short Research Paper
Problen:

business clas. Your

i

piper ¥
shownin

One Web.
Figure 283 on pages WD 131 and WD 132, which discuses game controles

InstutonPerform the folloving s
‘Start Wond, I nccessary, display e e

2. Modify the Normal syl to 12-point Times New Roman font
3. Adjuselin spacing 0 double

4. Retnove space below (afer) pragraphs.

5.0 ¢ h

6. Create  header w momber pages.

2471 Center and type the tide.

8 sm e line ndent o anedhlfnchfor v;ngnplh it by of the research paper
o

283

Figure 2-830). Edic the
ed according to Figures 2-83a and 2-83b.

MLA. Asy ;
citations so that they are display
10. h

2830

s il s

o -
publication medium forcach work (shown in Figure 2-83¢).




Cresing  Researc Papr wih Gitions and Refrerces Word Chaptar 2 WO 131

(b) Page 2

Kinble?

(@ page 1

Kimbie |

iy Kimble
M Longhens
St i01
om0 202
From One Cotllerto At

i experinc bt oo i it st cons of e

s ool B 9]

Figure 2-83




WD 132 Word Chapter 2. Cresing a Research Pager wih Ctations and References

G —

(9 Page3

12
o A, W Gomers W 14 e 2012 W 28 2012

e R

s Papes as the il name.

rescarch paper above the itle of yous printed research paper.

In the Lab

ashortresearch pap

o about frends n cu\lun igure 2-80N
mmumng o
ford. 5

b 2: Preparing a Research Repert with a Footn:
» Yous 1anll:(;{ﬂmlm: earolledinan Eike Lnglmh fass Your assignment i to
prep

oo
prepore

Instrctions:
1. Stare We 12-poine

the VN de

=




WE 195 o Chaptr 3 Gaating s Bl e il  Lthasd i T

Porirm &g fllcing
1 e e colory i

S .
o, Add e company nameNOutaL ol Storage o the

2k :
N\ the s ;ukumcl/hl(! nm,,\/(uum,‘

a‘\;‘ o,
il ok i
Bl 1
i Comhees w;.\,m,,@.h,
: i3 T
5
Lab 2: Craating a Lettr with a otterhead and Table
Frtion [ e Publc
i he gk
i Tk " opandb 375" i and righe

353
e down b e npproite b o 1 o s et
B i Format he

hape and s exe s indicated i the e
5 i iy

o the s fgur. Copy '

4 Save the lenehesd ith the e name, Lab 3.2 Libary Leterhead
5. Createthe fter shown in Figure -3, following these gudlines

b Se 4 mark n the. e dte lne,

e e
nsertand centerth table, Forma the bl 2 specifedin the fgure
Bollerch st s you type it Convertthe e-ml addees o relar et
z 2
{nsirctor, Saveshe lcer with Lab 3-2 Library Letser s the fle name.




g s et v erhesd o T Word Chapiar W 107

£ kot ot
© Yo oyt ety

et

=

ey o o

Figure 3-83




‘Creating and Ediing a Prasentation with Clip Art. FoiwerPaiot Chapter | P61

L 2 Creaing 2 Presenttion with Bullted Lists and Cips

)unds

Vitam

o rg..m 183 Khmugh 15550 on pages PO G PP 65

- T

‘The Sunshine Vitamin
Are You D-fcient?
Presented by Jim Warner

‘Whyls Vitamin © important?
We need Vitamin D
Vitalto our bodies
Promotes absorption of cacium and magnesium
For healthy teeth and bores
Maintains calcium and phosphorus in blood

Daily Requirements
Howrmichido yetesdt.

5 meg (200 1)

it meg (400:600 1U)

Vitamin D Sources.
Sunshine
s our primary source.
Vitamin manufactures by our body afer exposure
Three times a
For 10-15 minstes
Foods and Supplements
Contained in few foods.
Some fish fiver ofs
Flesh offtty fihy
Fortiied products
Milk and cereals
Available 3s supplement

Vaario 6oy
esarh begen 1924

Instituted policy o fortifying foods with Vitamin D
Wilk ~food of choice:
Other counties
Fortified cereal, bread, margarne

e ———_e—_____}

Figure 1-82

. She
D

Gttt



re———

Pefro the illcing tosks

Create new presenttion i the Sfsice docurment heme:

v\h\wn«u\ \}» anm 1-82,

cncae he e side show

inky e 585 e
e

e

o

“The Sunshine Vi, 7

e oo e

Chinge th ool of
the e est 1 O
colorin the Standird
Colorson) and b s
ofthe bt wxc o Light
B s i e
Standard Colors
B e i

1-83d. Chanige .hmlm
of the

(2) Stide 1 (Titte Siide)

and the text above the.

Gk g et e

+ Vi o our bodies
Promotessborpion of
e

oo

b
oo boos




Cresting and Eiting aPrsentaton with At FosearFsint Chaptes

ified by

the file name, Lsb 1-2 Vitamin D.

+ s ur primary source + Concaned i ewonds
Viamio manufacwred by Some o verei
posre -

|l
Vitamin D Sources

(@ slide 3

ry

= Research began in 1924
Found to prevent rickts
+ United States and Canada
nstucad polcy of fortyingfoods withViamin D
Mk~ food of choice

« Other countries
Fordfied cereal bread, margarine

Figure 1-83 (continued)



prin

Lab 2: Creating a Presentation with a Shape and with WordArt
Problen:. With  small i
i - You work par Are Us, and
i Business Fair
¥ » he Data Files for 5
Nore e i will b required Data Fi the
i is i Data Files for § or contaet

g the req

el
“reate a new presentation using the Austin document theme.

: ¥ i Figure 278
Apply the Tide O $lide 2, the Two C lide 3, e i
Caption layout o Slide 3.
wansparency to 35%.

4,0nSlde 1, b fecing Apply e Bl Bl

i 36 X4T Blu,
ind then move n Figure 278 Increasel

e ot A O e,
Warm Mate Bevel.
L Us,
Avply yle Fill - Green, Accen 1, Metal Bevel Rof
6. On Sld i . I e it e Do, Do s Do R e

X2
Figure 2-78b, Insert the Pl Dcion shape focated in the Flowchart rea, apply the
Subtle E
15“><SH3 3 Type Assets,

SCTRn e o a7 ot e K o
vl Dt i i S the s 0 24 poin

. On Side 3, bold the ite text.

Bo o
525", and then sharpen he picare 0%,

8. On Slide 4, it Cart Ching
36 poin and bold this ext. 24 pointand then
these words.

9. Apply the Shape transiton t0all sldes. Change the duration (0 01

e 2 v 3

file name, Lab 2-2 Small Business Loans.




2w

Business
§ Loans. , r
e

(@) Stide 1

Make o Greal Presentation—Igse]
i

Sot youner

e
e
[E25,

(@slide 3

(@ siidea

Figurs 2-78



6 Apply
hesders,

Adjstche counn sies o

Crete the grand wral forthe s cont o

llds i cac ol il

oy editing the range for the SUM funtion i th cll.

14w, Mle T Righ 11 Exos Pl oo Goobe Sl e i we el
ity e

Desian ouidelines,
chapter Labs 1,2, and 3 arelisted in order of increasing dificulty.

1 : Anpus R Anshls Wkt

it
one shown n Figure |

Figure 170



resing 3 Virkaheet v Embedd Chat Excol Chaptor 1 EX58

Instructions: Pesforns he folowing sk
1. St Excel Ener the \mrbheum’e.\l!mm‘) oy Shop i AT and e woslshck e
! s the

actvites, and annual revenes shown i Table 1-7

Toble 1-7 A Hsaithy Sody Shop Annual Revenues

Atinta Boston NewYork  Phosnix
A Tasias0 581,55 Bs36700. Ery
oot o 5250956 7634585 sieaza
s S5 dsags 0 T 0153
ooty 59025 ss70371 71920 assonsn
oo s sz sssas a0 2e21500)

§ grand tonl.

3. Format the worksheet el with the Tide eell style. Genter the e across colunins A through G,
Donot Sisplage

5 Li-poine Constany bold font,and cenerit across
colums A through G.

5. Use G " Sl sie o G with the
0 3 i range:A9:GOwith e Toul el eyl Genner he e e
in row 3. Apply i . y he

e

5 P Clustered G pp

he 24,10 2
in Figue 179, he cart

so thatitis displayed inthe ko

Dacker 25% eclor

58 i Lab 1-1 A Healthy Body Sh i

9. Preview and print the workshect in lindseape orienttion.

10,5 7545 fior Niew York Weight Training
(el D7), 67,238, F5).A
company orals i cell €3 should equal $1.723,8645.

i a

i the changes,
it the assignment s specified by y

Lab 2: Semiannual Sales Analysis Worksheet
Frtien: '

e ofcell phoncs, DVDs,




EX 126 Excel Chapter 2 Foreulas functions, and Formatting

A
M

e il

P el s
Ml o bl cound he sl and sl 9t e spes v
restof the vorkshee

parated from the

0 11 the column P
Adjust the colamn widths of columns Fand G to best i
3. Spell check y are found, bt ig o
ater the vahies in the Product coluran,
el o thatll products are included in the caleulaton.
6. The toal les caleulations shoold be:
Total Salés = Units Sold * (Cose+ Profe)
e FAF13 50 that isused.
xl,,xm the value with the appr s function
8.1 ould 2
m-mm (o tab | Nuber gmup) 'lhry are currently i Currency format
@ fivd dolar sign.
o i the aversge of % P
imalid,
1
Make It Right 21 Dion Designwear Profic Analsis Careected, Submit the revised
e ey o B
In the Lal
Design andlor crea ideling s
chapter. Lobs 1,2, i s arer mcveanngd cuty.
L90 € Mt A doite Riees v
Partsa

Chicsg i

277y Ach

desired. The customer datain Table 26 i available for test purposes,




Formula, Funcons and Formating Excel Chapter 2 EX127

Intractions Bt 1:

new bl

Table
for each customer: Assume o negaive unpaid monthiy balances.

Aficionado Guitar Parts

Monthy Accounts Receivable Balance Report

stan

saai0
sz

Figure 2-77
Furform e illing sk
1. Enter and format the worksher il Aeftonadi duitas Passs wdvorkihestaibile
ey L m e e o G
tle

¢ the Ti
oo e st AL 30
calumns A through the background color ofcells AT and A2 to the Red stan
e Clangl o e ol AR Sk A o R e o e ok
border sround the eage AL

12,00 poines, Change the heights of row  to 36.00 poins and row 12 (0 300 Bivs
slesinron 3

Cener the iy the Heading 3 cell ey e ARG,

pply the To o o s st i Chinge the

e it rmg 14 3 i
B e s Tl 246 he g A
-

Fand the new balance
I the remaining

% * (Beginning Balance ~ Paymeats - Crudis)
Jance + Purchases - Credits - P

& Deterine e touls o 1.

then copy the range BI2:B14 to C12 e



X128 Excel Chapter 2 Formulas, Funcions, a0 Formatting

b i
Currency ign to the
cells containing numerie data in the ranges BG4 and B11:G14,and b) assign a pumber style
vith to decimal places and s y i =
GI0.
9. Use w charg fonton 4 red background
cellin the range F4F10 thie conains a value greater than 10
10 Change i tothe
) ified by your instructor. Change the

worksheet header with your name, course number, and other information as specified
nstructor,

p Save the
Lab2-1 Part 1A Receivable Balance

12 4. Pri her page. Close

2: Inthis pare of the evercise, you will create 2 3-D) Bar chart on a new worksheet in
the warkbook (Figure 2-78). If necessry, use Excel Help to obuin infortmtion on inserting a chart o1
asparate sheet in the workbook.

Lab 2-1 Part 1 Af G vable Balance Report
. Lab 2-1 Part 2 Afcionad

1. Ope

art 1.
GuitarParss Accounts Recelvable Balance Report.



Formilas,Funcion and Formatisy Exce Chaptar X129

se the T Thicis,
i g

P ena e i olon slect Clusered Barin 3D n te 3-D
St e When hechartis iy onth worksees, ik he Move Char buton (Chart Tools

bl New sheetand then

59 Bar Chirt for the sheet name. Click the OK button (Mose Chart dilog box). Change the
bt colo t the Green standid color
When th . lick he Series 1

ek the Shipe Fill burcon (Chart Tools Format tab | Vmpe Styles group), and then sdlect

Orange, Aceent 1, Lighter 60% in the galery (columna 5 e of the bars i the.

hart. Click the Shape Fill button (Charc l'mkhrmxrrzbhlupc les group) and hen sl
the Chart “Tool

21 i bove G che Charc Tl gl nsemary e the i right

side of the worksheer

S0 hen s Accoiints Ruceivanle st charclon

s Bar Charttab o
reorder the sneets in the workbook. Preview and print the chart.
ik th
Oliver Tonn 10 $482.73, &

o255 o 7o After copyin
fermul il 4 50 he cnge 51D ik the At il Opions bcon and then elick Fill
ithout F FI0.

i coll G11 should equal $3,720.
5 Prosiexs

and prin

‘Lab 2: Sales Summary Worksheet
You hive been asked o build o [T ——

worksheet for a sart-up company, Electry

o, that analyzes the financing needs for [N

.
:lv}e e o
) 255000

ot s200

oy 2000

s s1000 si000

otoving g The ol s
atthe staing balance for. oy

S



A5 Access Chapher 1 Datbases 354 Dtabss OBfcts A nrodiction

Make it Right

Concting Erors 1 the TiiaSrucse
psractions: Start Access. Open the Beach Renals database. See th inside back cover of this book

e book.

resore Figure i i ou

Seldisa
able

heading.

name should be Rental Units,noc Renals.
hange the database

formay specified by your

Figure 1-92

D e, modify, andlor concepts, and skills
presented in this chapter Labs are listed in order of !ﬂuuslng difficulty.

Lab 1: Creating Objects for the ECO Clothesiine Database
Problem:ECO Clothes i

o . : ety Blbie:sich 48 ba

Customer table. The S rhe comp
¢ 1-93. 1-93h)
0 emplogs:

chis s 3 duabaseand hasasked o youe bl
Insrutions

Daa orsee

1. Imorsthe Lb 11 Cusemer Data woskbook o th Cosomer e

2, Add the captions:
i e

changes o the layout of he wble.




Databases and atabase Objects An Irogcion Accss Chapter 1 ACS7

RS

(5) Sales Rep Data (Excel Workbook)
Figure 1-83

Rep Number icld, Comm Rae i N el and Bse Py VD 2 Cueny s cype. The

mhelmﬁddnhm-fmklnualli

Single, o Lt e

6
Save the changes to i tagoucof the table

7.C
Query Wizand for the Custonter

S G o

Rtp Namber e U
Customer Query.

8. Create and save the repore shown

in Figure 1-94 for the Customer

able. The report should incude

9. Change the datsbase properties,
a5 specified by your instuctor.
Submic the revised database in
the format specifed by your
instructor.




A 132 Accoss Crmpter 2 Quehyiog  Database

pr—
Figure 2-91 The
o 5 i
Balince,Sitier N
the query with your changes.
Figure 2-918,
hgee. G

" o B

Figure 2-91 (b) Incorrect Crteria Query

the formatspecifed by your instructor.

kil

Desi te, modi
presented e ‘meamgment:velm:dmmdgreim(reawg ifficuty.

Lab 1: Querying the ECO Clothesline Database
. s




Querying Dvtabase Access Chapter 2 AC 133

Inseractions: Us In che Lab 1 of Chape= 1 AC
assignment,or sce your i i fochiconk,

Mm Ll

1.0 4
e Paid, Adsin che d
ab2-1 Step | Query.
2. Create g i ¥ Nanie, and id fields for
e 000, the query as
Lab -1 Stp 2 Query
3. S y felds for all
e e s S i £ Sy L -1 o o
4G Save the
query asLab 3-1 Scep 4 Query,
5, Createaqy ¥ . The query.
the query

i

4. Sore
percent of te records in

the query as Lab 2-1 Step 6 Quer

the query reslt.
5 Soenbie, ik N il

C C Name, and

Save the query a5 Lab 2-1 Step 7 Query.
(Openthe Lab 21 Step 7 Query in Desgn view and remove the Sals Rep table. Add the Amount

5
Save thequery as Lab 2-1 Step 8 Query:

. Crete o oy e kb2t
Step Query.

10, i 51 b2-i
<n=r1 NJM’}

.G . s o
Step 1 Queny:

12.C Figore 202 amone

13, fo ¥

Figure 2-92



Maintaiing a Database Access Chapter 3 AC201

cascude the update or the delete.

B

& mmwammﬂ::
= 7‘:4
—_—
Pl
i,
e

Design, create, modify,a guidelines, cor d skill
i scmmer s s are listed in order whn(rusmg

Lab 1: Maintaining the ECO Clothesline Database
it e e

the expansion. T h ,and
i i s valid the database;

p fediin ch b 1 of Chapter 2 - 132 for chis asignment,
e for i

Pfm e filling task:
. ()pa\ the ECO. i D
. Adda Lookap fed, 3 Cusomer Tyt the Cusomer e The i shouid uppan\ﬁn) e

eld re SAL
(Salons,Seudios i mvesi( Gl SPG (Spordng Gods) and WAIN (Woren Wer):Sav e
changes o the srucur

ot



AC202 Access Chapter 3 Malntaining # Database

p—

3. Usi
Customer Type Update Query.
Open the Customer ble and makethe following changes. You can use ether the Find button or
Filier By S

2, Change the customer type for customers CY12, ENI9, LB20, RDDO3, TT21, and TW56 10 SAL.
b, Ghange the customer ype for customer WS34 t0 SPG.

. Change the mame of customer LB20 to Le Beauty Salon & Spa.

e Y

the records o change:

Seed s e of the able.
i i changes.
SPT, y Sustomer Type feld.
i g WYMot st Ty el
. Ensure that any letters entered in the Gustomer Number field appear as uppercase
. Mke Castomer Name a required feld.
R

iypeof WMN,

Wit
S il Lowton, TN sum ey

add xhe fecord. Sav the sl form s Customer Sl Form,
jstomer table

9

(che rhany tble, Caseade chewpdte b ot th delec.
Add the G 891 0 <o Ml R e el ol Bl
Cusomer Name eld. - she hinge 0t

1w  your st
the Lal
Lab 9 g Energy i
Prilem: T ¥ 7 i iy acq
is goi You sow

Jso need
Use the database modified in theIn the Lab 2 of Chapter 2 on page AC 134 for this ssignment.
Dan i

i the Daa
information on aceessing the required les.

Peform theflling tasks:
1. Open the MoreTems dcabse rom the Dac Files for Stdents

2.6 query for the



