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The CompleteVISUAL ™ step-by-step computer trainin
developed and organized based on the Instructional Design
the effectiveness of the learning process.

Most of the tasks in each chapter fit into a
tasks are summarized to
screen illustrations

chapters are independent
training, so you can start training from the modules

les s than 10 key steps

g manual is specially
concepts , to ensure

single page for easy reference. Most
and accompanied by  actual
Every step you go through is practical and relevant. All

No exercise files need to be installed prior to the

that best suit you or your

trainees. However, the module sequence that we suggest is designed to optimize

your computer learning process.

WORKING WITH WORDART. SMARTART AND PHOTO ALEUM

Creating Designer-guality SmartArt Graphics

A SmartArt graphic is a visual representation of your information and ideas. You can
create SmartArt graphics by choosing from among many different layouts to quickly,
easily, and effectively communicate your message. In Office PowerPoint 2007, you can
quickly convert slide text to 3 SmartAn graphic and add 3 shaps from within 3 SmartArt

graphic. In addition, you can also add animation to youwr SmartArt graphic.

You can add a3 ou can change the Layout of The SmartArt Styleisa

shapetoa the SmartAn graphic easily by COMDINSTIoNot vanows etiects, sueh
SmartArt using the Layouts style galery. as line style, bevd, or 3-0, which
Graphic. Tao ses all the availsble layouts wou can apply to the shapes in your

SmartArt graphic to credte 3 unique

lick the Maore button t
e ore bumon e and professionaly designed look.

to the layout thumbnail.

Section name. Each
section groups related
chapters to make sure you
learn all the related features
and skills in complete
details.

Chapter name. Each
chapter is an independent
learning unit. No exercise
files need to be installed
prior to the training. This
lets you start your training
anywhere or anytime you
like.

Chapter introduction.
Each chapter begins with a
presentation and illustration
to prepare you for the
concepts you will learn.
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Click the Office Button >> Open. Click the Office Button to expand the menu, and then click the
Open command.

Press <Shift>+<Tab> Hold down the Shift key while pressing the Tab key on the
keyboard.
Type Photo from Kevin Jeff. Type the phrase Photo from Kevin Jeff.

Handy summary. Each
task concludes with a
summary that reinforces the

. Task Name. Each task consists of a series of fully key steps in the task. It also
illustrated step-by-step instructions, which help you serves as a cue card for a
through the hands-on activities. specific task.

ORICING WITH WORDART. SMARTART AND PHOTO ALEUM

How o Lhange 1. Click the SmartArt graphic tha .
. graphic that you wantto change.
A SmartArt The Smadis gonhlc s selecisd PosesPoltt actvedes the Smarkist Tools 6 ylsual s.tep_by'Step
Graphic Colors butian sbave the Aoban instructions take you
_ ) ] through hands-on activities
2. Under the Smartfrt Tools, click the Designtab. —— to accomplish each task.

PowrmPolnt displays all the Dechn jools for the SEmadd s amnhic.

These instructional actions
appear in bold.

3. Click the Change Colors button.

FPowrePolnt displays & galery of the oyt \apaut wih dfismed theme oolors

54:":"::.- -.-u_- .;::'E.:'Il:;eg:;t.'s do chaoss, you can polnt do & lepoud S The important commands or
e keywords are highlighted in
e | roms this font and style.

Q ,,l‘q ) ' The text that you need to

] type in appears in this font
Pt Thcese Cotors 4 and styles .

Colortul ‘
| 3 h 4 A Ee Detailed descriptions
R i
- s y w w and explanations on
¥ ot B s Aol each step help you to learn
maice s et e | := = ‘= =2 more about the step that you
i et - - " have just performed.
e e Aot 1
fmanenton: ] an B dp B
buticn sbae e W w Y w
Aceerd 1
# Badoes you dacide
which heme Colors. ‘
o Choos e, youw can
polnd bo & lagront Bo L =

display a lve
prevlew of e skl

4, Click the theme colors for the SmartArt graphic you “‘Actual screen

wiant from the gallery. d i
FomeFolnt agples the selscisd theme miors for the Smakide ganhic illustrations such as the

dialog boxes and the result
outcomes are displayed to
show you how they appear
on screen. This helps you
to learn visually and

e effectively.
u A rectangle or circle is used
-. to draw your attention to the
— Appropriate tips, tricks, part of the illustration that
"7 and shortcuts that you may you are dealing with.

find useful are included to further
enhance your skills.
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Objectives:

G ettl n g When you have completed these
lessons, you will be able to:
Started

What 6s new in Office
Create an Excel workbook
Create a new default  Excel workbook

Create a new E xcel workbook using a
templ ate

Work with Ribbons
Get Excel and Microsoft Online Help
Run Office diagnostics

Repair and recover a corrupted
workbook

Navigate around the cells in
worksheets

Select cell ranges in  a workbook
Enter text into a cell

Enter a number as a value or label a
cell

Enter a date into a cell
Use Undo and Redo

Use AutoFill to enter text and sequence
numbers

Use Pick List to enter data
Enter data into a range of cells

Save and open a workbook
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Creating An Excel 2007 Workbook

There are different ways to create a workbook. Normally you create a workbook within
the Excel application. However, you can also create an Excel workbook without starting

the Excel application.

To create workbook from the windows desktop:

Right-click on the windows desktop, select
New >> Microsoft Office Excel Worksheet
from the menu.

|Z) Eolder
m Shortcut

E_] Microsoft Office Access

ﬂ Briefase
Bitmap
Arrange Icons By ¥ B9 Microsaft Office Word Docume
Refresh 52'_] Microsoft Office PowerPoint Pr
#] Paint Shop Pro 9 Image
‘lé] Microsoft Office Publisher Docy
Undo Delete Ctrl+Z ED winzip File
NVIDIA Control Panel ) Text Document
@‘ Wave-tudio
i Groove Folder Synchronization 3
5 2P acive i
Properties [

The Excel icon
appears on the

desktop.

Type in the file name and
press <Enter>.

The workbook is created and saved
in the desktop folder.

)

My Mew
Wiarkbioak,

To create workbook from within the Excel application, you can

1. Create new default workbook.

2. Create a new workbook

using a template. There

Blank and recent

are 7 installed templates | msiwsam
in Office Excel 2007. YOU | e,

Microsoft Office Online

can also create your own | o
template.

Budgets
Calendars
Expense reports
Faxes

Forms
Tnventories
Invoices

Lists

Memos

Purchase orders
Receipts
Reports
Schedules

Statements

=[ie)

Installed Templates

Billing Statement

Blood Pressure Tracker

e Billing Statement

~

=]

Expense Report

-

v Time Card

Sales Report

© 2007 ComputerTrainingManual.com
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How To Start
Excel 2007

1.Click EEEEERT on
the taskbar.

2.Click All Programs
>> Microsoft Office
>> Microsoft Office
Excel 2007.

1. Click W Start button on the taskbar.

The Start menu appears.

2. Click All Programs >> Microsoft Office >> Microsoft

Office Excel 2007.

The Microsoft Excel application starts.

All Programs .

f@ Microsoft Office
I #%ingMPEG Player

I 1P

I Microsaft Office Tools 3

1

i

SEEEELEL] >

v, Microsoft Office Word 2007

Microsoft Office Access 2007

Microsaft OFfice Excel
Microsoft Office Groove 2007
Microsoft Office InfoPath 2007
Microsaft OFfice Onelote 2007
Microsoft Office Qutlook 2007
Microsoft OFfice PowerPoint 2007
Microsoft Office Publisher 2007

Excel displays the following screen. A new blank workbook is created
automatically, as shown below.

A CEECEES

a

| Home | nset Page Layout
B "’ Calibri -l - AT

Clipboard & Font

paste ) &A=
e (B uo[E][S A B

Bookl - Microsoft Excel

Formulas  Data  Review

N

i) )

==—ol®] |5 |cenea

w8

PE AR L
2 -

Conditional Format  Cell ||, so
Formatting - as Table - Styles - || (ZFormat v || &2 Filter - Select
styles

@ - = x

5% Delete ~
& Find &

Cells Editing

[ m - |

W 4+ M| Sheetl  Sheet? . Sheet3

7]

K L ™M N o

| <]

Reacy | P9

[0 Daowenc 5 o

© 2007 ComputerTrainingManual.com
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How To Create a
New Default
Excel Workbook

i suvvary [

1.Click the Office
Button >> New.

2.Click Blank
Workbook.

3.Click the Create
button.

B TS e

You can create a blank
workbook quickly by
pressing <Ctrl>+<N>.

1. Click the Office Button >> New.
The New Workbook dialog box appears.

|

=)

2. Click Blank Workbook.

New Workbook

2X]

Templates s Y

Blank Workbook
| Blank and recent
Blank and recent

w

Installed Templates
My templates...
Mew from existing...

Microsoft Office Online

Featured Blank Workboef 5,y workb ook
Agendas Recently Used Templates
Budgets

Calendars

Expense reports Persona

Faxes

Forms
Inventories

Personal Monthly

Invoices Budget

Lists
Memos

Plans

3. Click the Create button.

A new blank workbook is created.

© 2007 ComputerTrainingManual.com
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How To Create A
New Excel
Workbook Using
A Template

B suvvarRY [

1.Click the Office
Button.

2.0n the left pane,
under Templates,
click Installed
Templates.

3.Click the template
you want.

4.Click the Create
button.

1. Click the Office Button >> New.

The New Workbook dialog box appears.

2. On the left pane, under Templates, click Installed

Templates.

The installed templates appear in the center pane.

Templates
Blank and recent

Installed Templates

My templates...
New from existing...
Microsoft Office Online
Featured

Agendas

Budgets

Calendars

Expense reports
Faxes

Forms

Inventaries
Invoices

Lists

Memaos

Plans

~

® >

Installed Templates

Billing Statement

Billing Statement

Blood Pressure Tracker

Billing Statement

ol B [~ =)

| | Your Company Name
2| Seo Addren
3| Addren2
City, ST ZIF Cods
5
[

3. Click the Billing Statement template.

There are seven installed templates. You can also add your own templates.

4. Click the Create button.
A new Billing Statement workbook is created, as shown below.

© 2007 ComputerTrainingManual.com
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