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This textbook, Computer Applications for Secondary Schools Vocational Stream,
has been written specifically for Form Two students in the United Republic of
Tanzania. It has been written in accordance with the 2023 Vocational Stream
Curriculum for Ordinary Secondary Education as adopted from the 2024
Vocational Education and Training Authority Curriculum Mapping.

The book consists of One module which is Office Applications. The module
contains illustrations, activities, and exercises. You are encouraged to do all
the activities and exercises, as well as other assignments that your teacher wil]
provide. Doing so will enable you to develop the intended competencies

Tanzania Institute of Education
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Office applications j

Using a computer; the task of recording, organizing and manipulating data, and
subsequently, presenting it in an attractive manner becomes much neater and
casier. The set of computer applications that enable a person to perform these
rasks are called productivity applications. However, in Microsoft Windows,

these applications are called office applications.

This module comprises three units, namely spreadsheet applications, database

applications, ar
enable you to use office applicatio
sumeric calculations on data; create

id presentation applications. Competencies developed will
ns to create spreadsheets and perform

databases and store data efficiently; as

well as, create beautiful presentations and print handouts.

To cover this module effectively the followi
laptop,
fiware for spreadsheets, databases, and

of preference; computers (desktop,
as well as productivity (office) so

presentations such as the Microsoft Office

ng tools are recommended, in order
notebook, tablet, or smartphone),

Suite that includes Microsoft Excel,

Microsoft Access, and Microsoft PowerPoint.

Unit 1 : Spreadsheet applications

This unit consists of five elements which
are: starting and closing a spreadsheet
application, navigating the worksheet
interface, entering and formatting data,
manipulating data using formulas,
and working with charts and graphs.
Competencies developed will enable
you to use spreadsheet applications.

Element 1: Starting and closing
fvorkbooks and worksheets in a
Spreadsheet application

\

By the end of this element, you will be
able to: identify spreadsheet applications,
start a spreadsheet application, create
a workbook, save a workbook, add a
worksheet to a workbook, rename a
worksheet, and close the spreadsheet

application.

encies developed will enable
e, save and close a

orksheets within

The compet
you to open, nam
workbook as well as W

it.

ications
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Introduction to spreadsheets . . '
A spreadsheet is a document in which data 18 organized in rows and columns, [n

this organization, data can casily be analyzed and manipulated ir.l many ways.
Software that manipulate spreadsheets are known as spreadsheet applications. There
are various spreadsheet applications including Microsoft Exce!, Apple Numbers,
OpenOffice Cale, LibreOflice Calc, Goggle Sheets, Excel 365, Airtable, Gigasheets,
Quip, Smartsheets, and Zoho Sheets to name but a few.

For leaming and practical demonstration of spreadsheet applications in this book,
we will use Microsoft Excel (MS Excel) 2016 running on the Microsoft Windows
11 operating system. However, any other spreadsheet application running on any
operating system can be used depending on the availability. It is important to note that,
although there can be some differences between spreadsheet applications in terms of
appearance and how things are done, the final results of all practical demonstrations
shown in this book will be the same regardless of the spreadsheet application used.

Starting Microsoft Excel
To start MS Excel, follow the steps in Activity 1.

Achvity T e e

Starting MS Excel
Steps: e
1. Click on the Start Button u ‘on the left side of your computer screen.
2. From the Search box type “Excel”. See Figure 1.

n/t[
d (Qexce] =
&« @( Apps)(Documen@ (Web )
Best match
I uExcel
Apps
Search web

Figure 1: Searching for Microsoft Excel

rlications T
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3. Press ll}c Enter key on the keyboard or click on the “Excel” icon that appears
on the list.
MS Excel will open and appear as shown in Figure 2.

| @ Boodd - Bred
| Good morning
v New

:ﬁl <

Blank workbook Welcometo Excel  Formula tutorial ~ Power Query tutorial

Recent  Pinned
D Name

History o L Sl e M e i e

§0i0 i
|
!

Figure 2: The initial MS Excel window

Note: The procedures shown in Activity 1 may vary slightly from one spreadsheet
application to another, or when using different operating systems.

Creating a workbook
A workbook is a file that spreadsheet applications use to organize data. To create a

new workbook in MS Excel, follow the steps outlined in Activity 2.

Creating a new MS Excel workbook
Steps:
I. Open the MS Excel application. You will see the Blank wor

shown in Figure 3.

kbook icon as

v New
et | |
5 iTake a tour
| -
Blank workbook Welcome to Excel

Figure 3: Blank workbook icon

v Computer

splications

A
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5 Click on Blank workbook as shown in Figure 4 or press Ctrl + N,

-

v New

=

N | slw

Blank wiorkbook

Click here to create a new
workbook

Figure 4: Creating a new workbook

Adding a worksheet in a workbook

When a new workbook is created for the first time, it creates a single worksheet
named Sheet! by default. A worksheet is a collection of cells where data are kept and
manipulated. Cells are arranged in rows and columns. The rows are labeled using
numbers while columns are labeled using letters as illustrated in Fj gure 5,

A HY Co v par-bw | P uea ®© - o =x
fle D wet Pt fomis Dl Rewew View bep  Accha [ &5 ]
rj—:a Cotm M JAK | T= @, [ s [ 4] ] R} - o1 | E} [ﬂ
( A
“'1 1 n-B-|2-A- Ex3a37 V%9l W E oo n-p Rstie | Conmeptt C---;J-u
o % d B2 et upa P fema - D0t bk Dot v Oeiock
Sz & ey - Mprare e e G [ Rasom Aere kroren v
ny vl Xv & T =SS
3 v
: R N Y [} ’ ) " [ 11 L™ N o oo @ ke Koy = Blw
F —_—
| 3 L J
! .
‘ ] . '
| .
‘ - Columns
.
S
L
"
» L _Bows
u
-
0
o]
7
= =
"
»
n
a
£. 7 Shawtt - ‘
| e Py
—
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You can |n:<crt many worksheets in one workbook of a spreadsheet. To insert a new
\\-orksht‘t‘il lﬂji workbook, click on the plus (+) sign at the bottom of the active sheet
as shown in Figure 6(a). A new worksheet, named Sheet2, will be added as illustrated

in Figure 6(b).

2 13 ]
13 14
i 15
15 ' 16
16 17
L 18
8 19
® E
7 ; C Nt Sheet! | Sheet2

Ry Sheetl | + t1 +

Click the + sign Alows suarkehaat
(@) ‘ (b)

Figure 6: Adding a new worksheet |
\

Renaming a worksheet
You have seen that a workbook can contain multiple worksheets. By default, these

worksheets are named in sequence as Sheet!, Sheet2, and so on. When a workbook
is opened Sheet] becomes the active worksheet by default. This default naming of
worksheets is not convenient as it does not tell the kind of information contained in

a particular worksheet.
It is therefore a good practice to rename the worksheet by assigning it a meaningful

name that will tell what kind of information is in the worksheet. To rename a
worksheet follow the steps in Activity 3.

Renaming a worksheet

Steps:
I. Right-click on the name of the sheet you want to rename, for example, Sheet!

as in Figure 7.

Applications
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14 A i
13 15
14 | 16 13
15| 17
ot 8l
A% 19 -
185 20|
e il il —
20 | == -
21 ? I <. > §sheet| +
= -
< > Sh_eeﬂ ‘ ok Figure 9: Highlighted worksheet name
3. Type the new name, for example,
List of Students as in Figure 10,
Right click here 1 e R I
14 | |
Figure T Worksheet name 15“ ._,W..___hw_,*_:‘;;..._,.‘.n,_.,..;_A‘y_,,____A D e
2. Choose Rename from the options | | ] = AECTRAE ST .
menu as shown in Figure 8. You ||17] TN S N
will see the name Sheet] L e N
highlighted as in Figure 9. 19| | L N
sy . |l ] L
T S A e el IOT
- v ¢ > Listof Students
. ot o Copy. \ T
: Z :::‘_ - Figure 10: Renamed worksheet
o Whlder >
, " B 4. Press Enter to finish r_enaming
I the worksheet.
; T e Note: When renaming a worksheet,

the sheet name cannot be blank, cannot
contain more than 31 characters, and
cannot include certain special characters
like /,\, 2, *, :, [,or].

Figure 8: Renaming a worksheet

(&) CamScanner
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saving a workboeok

after making changes in a workbook, it should be saved to retain the changes when
vou close the file. The next time you open the file you should be able to see the
changes vou made in the workbook if you had saved the file. Activity 4 outlines the

sieps of saving a workbook.

ssving 8 workbook
Steps:
| Chek on the File tab as shown in Figure 11.

@B YU 8- 5 ookl - bxeel
é; Catdn Jn JAa A ==T) 4
’ -EH- 2-A- EE= =3
| & 1 y-@-2-A- ===
| o Font &
.J i X v k&
‘; [ o 0 E E s
[ 1
|2
53 Clike here
| &
:S
7 Figure 11: File tab

2. Click Save As as shown in Figure 12.

|

@ ookt - lned
C]

() Home

[y tew

P Open

.- Ciick here

Figure 12: The Save As option

—
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1 Select the location to save the workbook as shown in Figure 13,

Ca) Copy Link

Save e ORI e s KL
Other locations

Save As -
%1 This PC

History

: '@b Add a Place
Print
Share [~ Browse

Figure 13: Selecting a location to save the workbook

4. Type the name of a workbook, for example Students Annual Results, in the

~ file name box as in Figure 14.

[« FESTP

&« 9 v 2 | @ Decumenss v C | | SeschDocuments

X

»p

Oganse v New folder B ©
> 23 OneDive Nome Dutemestas Yype
& Downlosds - Shencnt 12224301 P Setan
Woitey # T3 Cuntomn Offce Templates AW PN Fée tolder
3 oamslt s (53 My Dota Sources TR Fie tolder
— n_ - .w_._..: 7 Onelicte Notebools L2008 24 AM File fokder
&= a,.u:‘.-"__- .“.;i =7 DOMUMINTS L272004 543 P Fe folder

Fin nome [ Svdorts Al Rena{ ®

Soembpe Licd Weboek

Auhors  Adewn

O Sove Thumbnad

A Hede Foidon

Type the name of the Workbook

Figure 14: Naming the workbook

5. Click Save to save the workbook as shown in Figure 15. Note that once saved,
by default, an MS Excel file will have the extension .x/sx appended to its file

name. The extension helps the operating system to determine the right

application to use when opening the file.

Computer Applications

e
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N e T e

Gl Sme As X
¢« > v 1 B> Occuments v C | | SearehDocumants V3
Organise v New folder H - c

a Name ~ Date modified Type
r 9 Custom Office Templates 8/9/2024 11111 PM File foldar

e -9 7 DOMUMENTS /2772024 $.46 PM File folder
» “ OneDrive

oA B () My Dota Sources 6/7/2024 1123 PM File folder

1 OneNote Notebooks $/31/2024 2:42 AM File folder
@ Desitep & sk Downloads « Shorteut €/10/2024 3:31 PM Shortcut
4 Dewnlcads #
L tudents Annual Resuits [ )
Save s ype | Excel Workbook v
Authors:  Admin Tags: Add atag
(O Save Thumbnail
% Vi Pobiesh Toos + [ See ) | Concd |
AN
Click here

Figure 15: Saving the workbook

Note: The File menu view is also called the backstage view. This is because the
commands in this menu manipulate the entire workbook rather than the actual content
in the worksheet. The same applies to all the other office applications.

Closing a workbook

After you finish working on your workbook, it is time to close it. To properly close
the workbook, it is advised to save it first. Saving your work means you can find
and use it again later. Click on the close sign “X” at the top right corner to close the

workbook as shown in Figure 16.

7

o B
| B gna Finda
| O~ Fite~ Select~
I tdting ;uml 7";‘

Click here
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1. What are the different ways you can
start MS Excel?

2. How can you quickly create a new
workbook in MS Excel?

3. How do you save your work before
closing MS Excel?

4. Irene was learning to use MS Excel.
While working on a computer, she

- successfully opened MS Excel,
created a new workbook, added a
worksheet, and renamed it. However,
the power suddenly went out right
after she finished these steps. When
she later restarted MS Excel on the
same computer, she couldn’t find her
workbook; explain why.

5. IntheFile menu, whatis the difference
between Close and Exit commands?

6. Open and close MS Excel using

two different approaches. Which

approach do you prefer? Why? &

-

Element 2: Navigating the spreadsheet
window

By the end of this element, you will be
able to recognize different components
of the MS Excel window and locate the
commands to use. The competencies
developed will enable you to navigate
a window of a typical spreadsheet
application and use its different features
to perform your desired tasks,

Recognizing  components  of
spreadsheet window

A window of a typical spreadsheet
application contains different
components as illustrated in Figure 17,

A brief description of some of these
components is as follows.

Workbook: This is a collection of one or
more worksheets, where you can store
and manipulate data.

Worksheet: This is an individual tab
within a workbook where data is entered
and manipulated. Within a worksheet,
you will find the following components;
Cell: A cell is the smallest unit in a
worksheet, identified by the intersection
of a row and a column (e.g. A1). The cell
that is currently selected and ready for
data entry or editing is called an active
cell.

Row: This is the horizontal group of
cells. Rows are labeled with numbers
starting from 1.

Column: This is a vertical group of cells.
Columns are labeled with letters starting
from A.

Fill handle: This is a small black square
at the bottom right comer of an active
cell. If you click on the square and drag
the mouse without releasing the click,
the fill handle populates all the adjacent
cells (in the direction of the movement of
the mouse) with data.

Name box: A place where the name of
the active cell is displayed.

Formula bar: A place ‘where you can
enter or edit texts and formulas.

Title bar: A place where the name of the
workbook as well as the name of the
spreadsheet application are displayed.
File menu: A place where commands
for managing a workbook are fOU_"d'
These include creating new and openin®
existing workbooks, saving workbooks:
and printing a worksheet.

e’
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Quack access 10 »/bar. This is a customizable toolbar for frequently used commands.
7450 This is the toolbar at the top of the MS Excel window that contain tabs with
vanous commands and tools.

S har: A place where information about the current worksheet is displayed.
Comext memu: The context menu is used to improve user interaction with spreadsheets
using the popup menu anywhere within a worksheet. The menu opens when you

nght-click on either a cell or column header, or row header in the spreadsheet

File Tab
Quick Access
Toolbar
'R ._v—(—-rlkhl P ees ®w - o x
e e e i e D bewe Ve by Aovka J¢— Ribbon Tabs =3
n = v .ax XZx(ge. g b = Hwsegivmmey: Hme - L v Y P
-8 S is-5-0-5- FEIDD @ :"'-""'“" Eh‘m'p'g-u:’-—«..%u
a Uiarm- Hivwa: O~ 4 Dot b4 Dot e v
— e s 6 Neme & W |~",V"—,-']';,H'>‘\‘ ‘."._" ”.r......... L
. - 5 T 0. v
! _,.,,._ ks == L L] _'_ . - o : ve
vt r
“« £9
: i
| &
——
, Actrve cell F}
P
[
l H
o t]
H
Worksheet tab(s) hand
J Fu ConlcxtMcnn'
; s ] : :
el 28 8 ~-—t—1r ™=

Figure 17: Components of a spreadsheet application window

Navigating the spreadsheet window
lavi g 4 4 ' i

Navigating the spreadsheet window can be done using different techniques that allow

tasy movement from one component to another. The following are techniques that

¢an be used to navigate an MS Excel window.

Buasic navigation t&)(iun.s'

Arrow keys: Move up, down, left, or right within the worksheet, Figure |8(a) presents

the arrow keys.

St . "

S::'” bars: Use the horizontal and vertical scroll bars to n

. Figure 15(b), _

F,"”"’ Click: Click on any cell to make it active and therefore, editable as shown in
gure 18(c),

Jove around the worksheet.

. ; yplications
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r e 1 d ol -
3 s i a-
o b 4 l
DAE X851
Rt aca -y Ril
T 4 P ';‘.“"“’—"“—‘“B‘” -
= A ' it Sl B )

Vertical
N [ scroll bar
.
2= ee =]  scrollbar
(@) Arrow Keys bar _ (b) Scroll bars
Chipboad Font :
LIS T |
‘” . A ES Y C D :
1
2 i ! fo s
3
3 : — -
6
7 et
' -
(c) Active cell

Figure 18: Basic navigation options

combinations include:
Navigating within q worksheet
Ctrl + Arrow: Jump to the edge of the data repj

Ctrl + Home: Move to the beginning of the worksheet (cell Al),
Ctrl + End: Move to the last cell with data,

Navigating between worksheets
Sheet Tabs: Click on the sheet tabs

Ctrl + Pg Up: Move to the previous sheet.

Ctrl+ Pg Dn: Move to the next sheet,
Using the ribbon: You can access dj

at the bottom to switch between sheets.

ipulate the workbook

saving and printing worksheets o the entire workbook.

, Such as Opening, closing,

sorting data. ‘
Insert tab: Contains commands for addjg,,

: n of different o
Such objects include charts, images, speci

jects into the worksheet,
al tables ang €quations,

Computer A
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OW labeled with function
Symbo] ([; ). Iti
and fonnulas i

Follow the steps in Activity 5 o navigate
in MS Excel.

G e SET L

Navigating in Excel
Steps:

1.

Launch ms Excel,

Open an existing workbook or
Create a new one.

\

Open a new Worksheet in MS Excel
and type your first name in cey Al,
Now, go to cell address 71896 and
type your surname, Using a keyboard
shortcut only, g0 back to where you
wrote your first name, Again, using
only a keyboard shortcut, go back
to where you wrote your surname.
What shortcuts did you use in the two
i0s?
. ¥ ::17::1:' l(::y combination allows you th

& consearer
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switch between different worksheets
within the same workbook?

3. What is the purpose of the name box
n MS Excel?

4. How can you open the navigation

pane in MS Excel?

. Which feature allows you to quickly
find and jump to specific elements
like tables, charts, and images within
a workbook?

6. How can you quickly navigate to a

specific cell in MS Excel?

7. What is the function of the Scroll
Lock key in MS Excel?

8. How can you quickly move to the
beginning of a worksheet?

9. Which feature in MS Excel helps
you navigate large workbooks by
providing a list of all sheets and
elements?

10.Mpoki was recording results of]
an experiment in MS Excel. After
inputting about 15 values, he tried
to save his work using keyboard
shortcuts. However, he accidentally
pressed a key combination that
moved his cursor back to the first
cell instead of saving the file. What
keyboard shortcut might Mpoki
have mistakenly used? What is the
keyboard shortcut he should have

used to save the work? 3

Element 3: Entering and formatting
data

By the end of this element, you will be
able to associate data types to different
data values, enter data in a spreadsheet,
use efficient data entry tips, and format

Computer Applications

Y

data. The competencies dcvclopcd will

enable you to populate your spreadsheet
with data.

Associating data types to differeng
values

A spreadsheet accepts different types of
data including the following:

This numbers
including integers, decimals, percentages,
and other numeric values. For example,
156, 2.45, and 75%.

Text: This represents text information
such as names of people, like Mariam,
and John, and names of places like
Tanzania and Kariakoo.

" This represents
alphanumeric data, which consist of a
combination of letters, numbers, and
symbols, for example, a car plate number
“T959-AVU”. o "
Date and Time: These represent dates and
times, such as 25/12/2024, and 12:00.
Logical: This represents quantities that
are either TRUE or FALSE, for example,
whether a given day is a holiday.
Currency: This represents monetary
values formatted with currency symbols

and decimal places, for example, TZS
1,000,000.00, or $100.50.

Number: represents

Alphanumeric:

Entering data in a spreadsheet

In this section, you will learn how to
enter data into a spreadsheet. To enter

data into a spreadsheet, follow the steps
outlined in Activity 6.
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Entering data in g Worksheet

Steps:
1.

-
-
d

g
§
l

Start MS Excel.
Create a new workb
Click on the cel) \\\‘h
active and will be K

OOk or open ; X1
Cre you want to e
1ghlighteq as

2 i - |
o —

4 %

5

)

7

Selected Cell

Figure 19: Active cell

4. Type the data you want to enter; this can be text, a number, or a date as

shown in Figure 20,
A2 v (X fx!|| Tanzania

-1 IS B8 | C | D | E
1 f i b 3 e .
2 [Tanzania 20 e TN i E
. T e PR e
4| § § | B
e | 1 L
6 e e | i
B | | | |
~‘;J, [ | |

Figure 20: Entering data into a cell

mputer Applications
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5. Press Enter or Tab to finish. Pressing Enter will make the cell below the
current cell active, as shown in Figure 21(a), while pressing Tab will make
the cell to the right of the current cell active as shown in Figure 21(b).

(e o7 ——]
4 A | 8 &e | e
1 AR l,m___i-_,,_m ] A [ B l C
2 |Tanzania i EF 1 ARG A
3 g = i 2 |Tanzania
4 /'y j RN R 3 SR S Y sl i il .
- I T N S | R i 2 k
- — M B R e
6 i
Clicking “Enter” to P
move to the cell Clicking “Tab” to
below move to the right cell
(a) (b)

6.

Figure 21: Navigating using Enter and Tab keys

Save your work.

Note: Alternatively, you can quickly copy data or formulas to adjacent cells by
clicking on the Fill Handle and dragging it over the cells you want to fill as shown
in Figure 22(a). The result is illustrated in Figure 22 (b).

I- Cumruter Ail)“m'ﬁ(‘)‘ns W

(k2 v|1[X v £ Tonzamia n v|i[X v f|| Tanzania
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1 | ? £
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s [
s | |
3 4 ‘
5
i
Clikc and hold, then | ‘
di"m .4 | —
(a) (b) L
Figure 22: Using the Fill Handle to Sill data
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Tips for efficient data entry

Entering data into a spreadsheet
application can be a tedious and repetitive
task especially when you have a large
quantity of data to enter. To address these
challenges. spreadsheet applications
offer features that help users become
more efficient when entering data. Some

of these features include:

ayto-fill: Use the Fill command in the

3 ? .
Editing group of the Home tab to quickly

g1l cells with repetitive or sequential

data.
Data Validation: Set validation rules

using the Data Validation command in
the Data Tools group of the Data tab
to ensure accuracy of your data. For
example, you can restrict cell -entries
to be of a particular data type (such as
numbers only) or to only a certain range
of values.

Freezing panes: Keep important headers,
columns or rows in view while scrolling
through your data by using the Freeze
Panes command in the Window group
of the View tab.

Keyboard ~ shortcuts: Use keyboard
shortcuts to speed up the process of data
entry; for example Ctrl + C for copy and
Ctrl +V for paste.

Usually, entering data in a spreadsheet
involves filling many cells in a worksheet
l:;h data of different data types. This is
» ::ﬂ 4 populating a worksheet. F ollow

tpsin Activity 7 to quickly populate

a - :
;ibie with students’ information in MS
el

Activity7
Populating a worksheet
Steps:

1. Start MS Excel.

2. Create a blank workbook, and
save it as Students Registration.

3. Rename Sheetl to Form Two.

. Select Al and type ID in it.

5. Pressthe Tab key on the keyboard
to go to cell Bl and type NAME.

6. Pressthe Tab key on the keyboard
to go to cell C1 and type CLASS.

7. Press the Tab key on the
keyboard to go to cell D1 and
type REGISTRATION.

8. Inthe cells B2 to B11 enter the
following names: Zawadi, John,
James, Ally, Mariam, Janeth,
Angela, Sylvester, Mbwana and
Brenda.

9. In cell C2, type Form Two.
Proceed to fill cells C3 to C11
using the Fill command. You can
do this by first selecting all cells
from C2 to C11, and thereafter,
clicking on Fill, and then Down.

10. In cell D2, type the number 201.
Proceed to fill cells D3 to D11
using the Fill command. This
time click on Fill and then
Series.... A dialogue box will

pop up. Note that the series is

automatically configured to be

Applications
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in Column format; of a Linear type, with a Step value of 1. Click OK.
éompare and contrast the results you obtained in this step against the results

you obtained in step (9).
11. Proceed to fill cells A3 to A1l using the Fill command after typing number |

in cell A2. Figure 23 has been provided as a guide for the data you have to

fill.
12. Save your work.

Ei,, % cmd  -n - E-L‘jp Genernsl ﬂcmwt«m-g ID”[p“
'Em BIu- AxN =SB fs % 7 | 5 fommatas Tobh* oA
e @ DA BT|® 943 | I8 Cotstytes = Bl g &
Cpbeard 1 Fant nl  Augnment Number Styles J | -
8 w1 x Je | ‘product vl
VLY S xSt BN NEETA (SN R Pt @ P R el WO BT A
10 NAME  Cuss REGISTRATION
2 1Zawad  FomTwo 201
o3 John
\.Af 4 James
s Aty
6 Marlaam
7 Jarath
s Angels
9 Sytvester
10 Mbwana
1 Benda
“ | v + —
13 L i M
< Form Two Sh'ﬂzlml ‘® N ] E]
Rty 8 Rl m o - 1 + 100%

Figure 23: Populating a worksheet with data

Formatting data and cells

Formatting is the process of making changes to the default layout as well as appearance
of data in a workbook. Formatting makes a worksheet more appealing. MS Excel
offers many features that allow you to format a worksheet in different ways.

Formatting the content of cells: There are several ways in which the content of cells
can be changed to fit the desired look, including the following;

Changing font style: In MS Excel, you can change the font style and font size. This
means you can change the default font to a different one that you like. To change the
font style, follow the steps in Activity 8.

Activity8
Changing font style

Steps:
1. Start MS Excel.

‘)

Computer A

P |

@ CamScanner
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= Inthe Font Eroup, click the dmp-down AITow next to the current font name,
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or press the Enter Key 1o apply it. Refer to Figure 24,
Using the Format Cells dialog:
I, Rightclick on the selected cells and choose Format Celys, ;
2. Inthe Format Celjs dialog box, select the Font tap, :
3. Choose the desired font from the Jist and click on jt.
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Figure 24: Selecting font style

see K ull' “)
i b 5 N press En
me of it in the box then p! e
: :xact name of the font, type ' highlight o
No!lc ‘ '");OU knowlthcbcxl;uitl:liicim change the font color or the hig
apply it, Ou can also bold, e, - ooy
content of 4 el using commands in the Font group

ont size, follow t
anging font size: To change font size, fc

\

' Agtivity 0.
he steps outlined in Activity

ications
omputer Ap licati
Con s

(] CamScanner


https://v3.camscanner.com/user/download

. g

[Activity 9

Changing font size
Steps: | ‘ .
1. Go to the Home tab, and then go to the Font Size section. .
2. Click the down arrow in the Font Size to show the list of available font sjzeg.

3. ‘Select the preferred font size then press Enter to apply it.

Note: In the drop-down list of font sizes, if the required font size is not in the list,
type it manually and press Enter to apply.

Changing cell alignment: Cell alignment is the way of arranging the position of
content in a particular cell. There are various alignment options such as Align Left,
Center, Align Right, Justify, Top Align, Middle Align, and Bottom Align. Activity
10 illustrates how cell content alignment can be done. '

Activity 10

Changing cell alignment
Steps:
1. Start MS Excel and open an existing workbook or create a new one.
2. Select cells or a range of cells whose content you need to align as shown in
Figure 25. To select a range of cells, click on the first cell in the range and

drag the mouse to the last cell in the range. The selection can be done both
down a column or across a row.

Ay

Mariam
'Janeth e
Brenda i A

Selected cells

mtﬂimimlbiwlmlé

Figure 25: Selecred cells
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3. Select Home

then go to the Alignment section as shown in Figure 26.

File Home Insert Pagelayowt Formulas Data Review View Help

2 A v | =
E] [g l LCM "]m “’] A" A | == @ Do 22 Wrap Text
P:md B I U-H- oA EEEEE | EMegeaCenter ~
Clipboard 3/ Font 1 Alignment

J

~

Alignment section

Figure 26: Alignment tools

4. Select the desired alignment option then click on it. For example, in Figure
27(a), the content of column B has been aligned to the right. Choosing Center
aligns the content of column B to the center as shown in Figure 27(b).
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Note: To get information about each élignment option, hover the cursor over

particular alignment option and a tooltip with a description will

in Figure 28.

1. The spreadsheet shown in F igure 29 was created in
the worksheet in MS Excel

H

te mset  Pagelayot Formos Data Review View  Help
T o P S PP
'*%'t‘
v

(8T u-Beoc A EF)E|T T Bropacow -

ooy visjw (N,

Dialog box with
description

Figure 28: Tooltip describing content alignment
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S DTS SO,

Start MS Excel tben create a workbook named Form II students. Populate the
ﬁf_St worksheet with data about all students in your class (registration, first name
middle fame, sumame, gender). Label the columns accordingly and give th;
worksheet a title that reflects the content. Save your work and exit MS Excel.

!J

‘.J‘

Qpen the worksheet you created in question 2. Add a second worksheet and name
xt. Girls then add a third worksheet and name it Boys. Move all the records about
girls from your worksheet in question 2 to the Girls worksheet and do the same
for the boys’ records. Delete the gender column from each of the new worksheets.
Save your work and exit MS Excel.

4. In questions 2 and 3 above: :
() What do you think was the reason to separate the data into two worksheets?
(b) Why do you think the gender column was no longer needed after splitting the

data?

5. Spreadsheets are very versatile, capable of accomplishing many tasks that are
beyond data analysis. In this question you are going to use MS Excel to prepare
your weekly class time-table. To do this, you can adapt the template shown below
to suit your specific situation. Format the timetable nicely and print it for use.

Monday Tuesday | Wednesday | Thursday |Friday

0700-0800
0800-0900
0900-1000
1000-1100
1100-1200
1200-1300
1300-1400

Formatting cell values: In addition to changing the appearance of the content of the
cells, you can also change how the values are represented. For example, for cells
containing numbers, you can format the numbers to reflect whet
or decimal numbers with decimal points. The content could als
currency with an appropriate currency symbol.

her they are integers
o be formatted as a

a date, time, text, or fraction, to
nce it restricts the kind of values
g data, for example,

Similarly, the content of a cell can be formatted as
name but a few, This kind of formatting is useful si
that a cell can accept and therefore, avoids entering the wron

@ CamScanner
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i cel
entering a name instead of a number. To format cell values in MS Excel, follow the

steps in Activity 11

Formatting cell values

Steps:

1. Start MS Excel and open an existing workbook or crf:ate a new one.

2. Select cells you want to format by clicking and draggmg yo.ur- mouse over these
cells, or by holding down the Ctrl key and clicking on individual cells.

3. Open the Format Cells dialog by right-clicking on th.e se:lected cells and
selecting Format Cells from the context menu as shown in Figure 30.

e toms wun Iofima 0 KK $ 0%
(4 P L ‘Cf)f"‘-"-‘-'"',"
e
C R Corr=amm.
| e

TUT TS

Format calls option
seloctad

Figure 30: Selecting the Format Cells option

4. In the Format Cells dialog box, select the Number tab as shown in Figure 31.
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5. Select the desired format category and click OK to apply the changes to the
selected cells.

Changing the appearance of a cell: A group of cells in a worksheet form a table.
Sometimes, for the sake of clarity or simply visual preference, you would want to
change the appearance of a cell. For example, you can show one or more borders of
the cells in the table. In this way, for example, you could “draw” only the top and
bottom borders, or all borders around all cells. Moreover, you can also adjust the
sizes of the cells by adjusting the row height or column width. Alternatively, you
could combine several cells to form one large cell, an action that is commonly known

as merging the cells.

Applying borders to cells: Applying borders in a worksheet will improve legibility
of your data. In MS Excel, a border can be applied using the ribbon commands, the
Format Cell context menu, and keyboard shortcut commands. To apply borders to a

cell, follow the steps in Activity 12.

Applying borders to a cell

Steps:
Using the Ribbon commands
1. Start MS Excel and open an existing workbook or create a new one.

2. Select the cell or cells you want to apply borders to as shown in Figure 32.

M Vi A ) name
A | B C D

1— s mmil

2 |4

3

4

E

|
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3. Click on the Home tab in the ribbon.
4. 1In the Font group, click the arrow next to the Borders button as shown i in

Figure 33.

agyv-Q- Qv T Qudents Anoual Results « Dxcel

fle  Nome Iuet Psgelmout Formuas Dsta  Revew View
| &]X i(.n.i -II-A‘A'fES@’/-

E petonomtontss € Border options
T Top and Bettom Border

2 Top and Thgk Bottom Border

2 Top and Doyble Bottom Bovder

Figure 33: Border options

5. Click on the border option you want to use. For example, All borders was

selected in Figure 34(a) and consequently, all cells were bordered on all sides
as shown in in Figure 34(b).

'™ _Nu_: ovh Poge \ayedt. . Noieches, Dake evlrs 2
2 |2 i Rt Home Inset Pagelayow Formalas
Yoe - X} - i - A
> £33 e m— P
o Py BT USE-[S-A-
~ Oobons & Font &
R r PR
“ A B C
1 {NAME AGE
2 |John 15
3 Dames 17
4 {any 14
5 |Mariam 16 i
6 [Janeth 18
7 [Brenda 17
38 A
All b
| selec:erger All border
| applied
| (@) )
I -

Figure 34: Cells with borders on all sides
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Using the Format Cells context menu

1. Select the cells where you want to apply borders.

2. Right-click on the selected cells and choose Format Cells.
3. In the Format Cells dialog box, click on the Border tab.
4. Choose the border style you want to apply then click OK.

Using Keyboard Shortcuts

1. Select the cells where you want to add borders.

2. Press Alt + H+ B + A to apply all borders. ‘
Note: You can customize the border style, color, and thickness in the Format Cells
dialog box. To remove borders, follow the same steps but select No Border from the

options.
eet: The Merge Cells command combines two or more

Merging cells ina worksh
en used to create a title, header, or

adjacent cells into a single larger cell. This is oft

Jabel that spans multiple columns Or FOWS. Merging cells is useful for organizing and

formatting data. Merge Cells is found in the Home tab. It has the options Merge &
Center, Merge Across, and Merge Cells. You can also reverse the merging using the

Unmerge command.
Note: When multiple cells are merged, only
remains; other values are lost.

the value or formula in the top-left cell

To merge cells ina worksheet, follow the steps in Activity 13.

Merging cells
Steps:
1. Start MS Excel.
Create a new workbook, an
Rename Sheetl to Students.
Type STUDENT INFORMATION in cell Al. -
s John,

d save it as School.'

el el

In cell A2 type NAME, and proceed to fill cells A3 to A5 with the name

James, and Ally respectively.
6. Similarly, in cell B2 type AGE,
values 15, 17, and 14 respectively.
7. Incell C2, type REGION and procee
Tanga, Morogoro and Kilimanjaro respectiv
8. Select cells Al to CI.
9. Go to the Home tab on the toolbar.
10. Click the Merge & Center button int
35(a). If you want different option

and proceed to fill cells B3 to B5 with the

d to fill cells C3 to C5 with the values

ely.

shown in Figure

he Alignment group as .
w next to 1t as

s, click the drop-down aIro
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<hown in Figure 35(b). I %
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(a) Merge and center option (b) Other merging options

Figure 35: Merge options

If the cells contain data, a warning will appear to caution you on the possibility

of overwriting data in the merged cells.
I1. Click OK to merge. The two images in Figure 36 shows cells before and after

the merging operation.
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Selected cells to merge (A1, B1 and C1) Merged cells (A}, 81 and C1)

Figure 36: Merging cells (e |

Adjusting column width: Adjusting the column width in MS Excel means changing the
width of a column to better fit the data within it. This can help make your spreadsheet
more readable and organized. Adjusting column width can be done in either of the
following ways.
Manual Adjustment: You can manually drag the boundary on the right side of
the column header to increase or decrease the width.
Autolit: This feature automatically adjusts the column width to fit the longest
picce of data in the column. 8
Setting a specific width: You can enter a specific number for the column width
through the Format menu.

witer Applications

(&) CamScanner
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The steps in Activity 14'demonstrate how Note: The same steps used for adjusting
to change the column width in MS Excel. column width are used when adjusting
row height; therefore, follow the same

‘m“ A steps when adjusting the row height.

Adjusting column width Note, however, that when using the

Steps: mouse, you will have to drag the mouse
vertically.

Using the mouse

1. Place your cursor on the right edge W
of the column header. 1. How do you enter data into a cell in
2. When the cursor changes to a MS Excel? :
double-headed arrow, click and
drag horizontally to adjust the 2. What is the purpose of the AutoFill
width. feature in MS Excel?
Using the ribbon 3. How can you format a number as
I. Select the column(s) you want to currency in MS Excel?
adjust. ;
5 Go to the Home tab, 4. After typing data into a cell' how
3. Click on Format in the Cells do you move to the next cell in the
group. same row?
4. Choose CU“"_"" w'fm" ) 5. What does the keyboard shortcut
5. Enter the desired width and click Ctrl + C do?
OK.
6. What does the keyboard shortcut
Using AutoFit Ctrl +V do?
1. Select the column(s) you want to
adjust. 7. What is the shortcut command Alt
2. Double-click the right edge of the + H + B + A used for?
column header, or go to the Home
tab, click Format, and choose g The figure below shows part of a
AutoFit Column Width, worksheet containing scores for
three assessment components for
Using the context menu 15 form Il students at Mtakuja
I. Right-click the column header. Secondary School. The second and
2. Select Column Width from the thirdcolumnsconstitutecontinuous
context menu. assessment  while  the fourth |
3. Enter the desired width and click constitutes the final examination
OK

score. Use the worksheet to answer
the questions that follow. )

eeeeations___ A
@ CamScanner
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(a) What is the name of the

active cell?

How do you- make the

heading titles fit in the

columns?

Suggest a data type for each

column.

Rearrange the records in

descending order of the

Registration field.

9.. Reproduce this worksheet in

MS Excel and save it.

Open the worksheet you created

in question 9 and use it to

perform the following activities.

(a) Insert a column between the
third and fourth columns
and label it Total CA.

(b)

(©
(d)

10.

(b)
second and third columns.
Label the column after Final
Exam, Final Score.

Make Final Score the sum
of Total CA and half of Final
< Exam. 4
Element 4: Manipulating data using
formulas

By the end of this element, you will
be able to perform basic arithmetic,
calculating the minimum, the maximum,
and theaverage of givendatain MS Excel.

(©)
(d)

Make Total CA the sum of|

Computer Applications w

—

You will also be able to perform logica]
functions on data. The competencies
developed in this element will enable
you to use spreadsheet applications to
manipulate data using formulas.
Performing basic
operations

Basic arithmetic operations such as
addition, subtraction, multiplication,
and division can be done easily using a
spreadsheet application.

arithmetic

Addition: Follow the steps in Activity
15 to perform addition in MS Excel.
Note that for instructions where you
are supposed to type content appearing
between quotation marks, you do not
type the quotation marks.

Activity 15 i)
Addition in MS Excel
Steps:

Using the addition operator (+)

1. Start MS Excel and create a new
workbook or open an existing
one.

2. Click on the cell where you want
the sum to appear.

3. Type “=" in the formula bar to
start the formula.

4. Click on the first cell you want to
add.

5. Type “+”,

6. Click on the next cell. Repeat
steps (4) and (5) for all cells you
want to add.

7. Press Enter. An example is
shown in Figure 37.

PO i

@ CamScanner
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Figure 37: Addition using the “+” operator
Using the SUM F unction
1. Click on the cell where you want the sum to appear.
2. Type “=SUM(".
3. Select all the cells you want to add.
4. Type “)” then press Enter.
Using AutoSum :
1. Select the cell where you want the sum to appear.
2. Go to the Home tab.
3. Click on the AutoSum button (%) in the Editing group.
4. MS Excel will automatically select the range it thinks you want to add.
ssary, and then press Enter.

Adjust the range, if nece

ctivity 16 t0 perform subtraction in MS Excel.

Follow the steps inA

Subtraction:

Performing subtraction in MS Excel
Steps: _
Using the subtraction operator )
Click on the cell where you want the re
Type “=" to start the formula.
4 you want to subtra

Click on the cell containing the number

Type “_”
Click on the cell
Press Enter.

sult to appear.

ct from.

tract.

you want to sub

ontaining the number

AR I R S
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Using the SUM Function with negative numbers

1.

LS I oS ]

Click on the cell where you want the result to appear.

Type “=SUM (*.

Select the cells you want to subtract, ensuring that the number to be subtracteq
is negated first.

Type “)” then press Enter.

Multiplication: Follow the steps in Activity 17 to perform multiplication in MS Excel.

Activity 17 % ]

Performing multiplication in MS Excel

Steps:

Using the multiplication operator (*)

1.

SIS

Click on the cell where you want the result to appear.
Type “=" to start the formula.

Click on the first cell you want to multiply.

Type “*”.

Click on the second cell you want to multiply.

Press Enter.

Click on the cell where you want the result to appear.
Type “=" to start the formula.

Multiplying Multiple Cells
1.
y 3
3.

4.

Enter the cell references you want to multiply, separated by asterisks. For
example, “=A1*B1*C1”.
Press Enter.

Using the PRODUCT function

1.
2.
3.

Click on the cell where you want the result to appear.
Type “=PRODUCT *(*.
Select the range of cells you want to multiply by clicking and dragging over

them.
Type *)” then press Enter.

Division: To perform division in MS Excel, follow the steps in Activity 8.

- ..ar Annlications w
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Performing division in MS Excel
Steps:

Using the division operator )

I. Click on the cell where you want
the result to appear.
Type ™ =" to start the formula.
Click on the cell containing
the number you want to divide
(dividend).
4. Type =/
Click on the cell containing the
number you are dividing by
(divisor).
6. Press Enter.

W o

i

Using the QUOTIENT Function

1. Click on the cell where you want

the result to appear.

. Type “=QUOTIENT(*.

3. Enter the cell reference for the
dividend; followed by a comma,
and then the cell reference for the
divisor.

7. Close the parenthesis “)” and
press Enter.

o

Calculating average

There are four different ways through
which you can calculate the average
of numerical values in a set of cells in
a spreadsheet. The steps in Activity 19
demonstrate how to calculate an average
of cell values in MS Excel.

Calculating average
Steps:

Adding and dividing by the

number of cells

1. Click on the cell where you want

the result to appear.

Type “=".

Type “(".

4. Add all cells using “+” (as
explained in Adding using the
plus sign “+” section).

5. Close the parenthesis «)”

6. Type “/”, followed by the number
of cells whose average is to be
calculated.

7. Press Enter.

w o

Using the AVERAGE Function
1.~ Click on the cell where you want
. the average to appear.
2. Type “=AVERAGE(.
3. Select the range of cells whose
average you want to calculate.
4.  Type “)” then press Enter.
Alternatively, the AVERAGE function
can be added from the function library
by clicking on the Formulas tab, then
More Functions in the Function
Library group. Select Statistical,
then choose AVERAGE and proceed
as above.
Using the Average command from
the Editing group
1. Select the cell where you want
the average to appear.
2. Go to the Home tab.
3. Click on the AutoSum button ()
in the Editing group.

4. Choose Average from the

resulting drop-down menu.
5. MS Excel will automatically
select the range it thinks you

Com;nm-r Applications
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select the range
{o evaluate: Adj the range, |
necessary and then press Enter
Fill'di“ | Using 2 library functil(:n
e i i re you want
;n some - €ases you are interested in {. Click or! the celi ::: i :iml)l'm -
finding the maximum and the minimum the maximum 0
oup of cells. You can use to appear-
2. Goto the Formulas tab.
Functions in the

values in @ L i
> % MS Excel to do this

3. Clickon More

library functions 11 i
task very casily. Follow the steps 10 )
find the maximum and Function Library group-

4. Select Statistical, then choos€

MAX or MIN.
5. Enter the range o
to evaluate in the

f cells you want
Number field

Finding the maximum and minimum then click OK.
values -
Steps: Using the logical IF function
Using the MAX and MIN Functions The MS Excel IF function runs a logical
1. Click on the cell where you want test and returns one value for a TRUE
the maximum orf minimum value result, and another for a FALSE result.
to appear. For  example, th i
2. Type «=MAX(" to find the “=]F(A1>70, I’)’Pass "F('3 ail '7’?xpr¢58\:/(;lr;
maximum value or type «=MIN(*“ insert the text «pass” in the target cell

if the value of cell Al is greater than
70 or “Fail” otherwise. The IF function
can pe combined with other logical
functlops like AND and OR to extend
gle logical test. To test conditions in M5
A):f;:\:i,t;o;llo.w the steps in the example in

to find the minimum value.
3. Select the range of cells whose
maximum/minimum you want to

.' find.
4. Type*)” then press Enter.

Using AutoSum

1. Select the cell where you want
the maximum or minimum value
to appear.

2. Go to the Home tab,

e e e
2500 G S gt s batie
A7 S B e L 2

Using the IF function

3. Click on the AutoS
. Sum button (X
in the Editing grou ) oy
p.
4, Choose Max 1i . ¢
d se Max or Min from the Open an MS Excel worksheet
5 l\;(;p.down menu. then type the number 80 i Il
. Excel wi 3 BS. nce
will automatically 2. Press Ent
Inter to move to cell BO:

-

Comp
; ute icati
ll(r/\jJ:!u‘.llums w

)
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LY

10.

l.

In cell B6 type the expression
“=]F(B5>80, “TRUE”",
“FALSE™)”. This expression
checks if the value in cell BS is
greater than 80. If it is, the cell
B6 will display TRUE;
otherwise, it will display FALSE.
Press Enter.

Now observe the content of
cells B7 to B12 after typing the
following formulas.

In cell B7 type “=IF(B5>75,
“OK”)” then press Enter.

In cell B8 type “=IF(B5>85,
“OK”)” then press Enter. .
IncellB9type*“=IF(B5>75,10,0)”
then press Enter.

In cell B10 type
“=JF(B5>85,10,0)” then press
Enter.

In cell B11 type
“=JF(B5>75,"Yes”, “No")”
then press Enter,

In cell BI2 type
“=[F(B5>85,"Yes”, “No")”
then press Enter.

Which function would you use to
add up a range of cells?

Which function would you use to
find the average of a range of
cells?

What does the IF function do in
MS Excel?

How do you find the maximum
in a range of cells? How do you
find its minimum?

. After editing data in a worksheet,

. Which sign is used for arithmetic
. What is a function library in a

. Baraka receives 30,000/- every

arithmetic operations?

what will happen if the close
button is clicked before saving

the file?
division in MS Excel?

spreadsheet?

month as his pocket money. Use

MS Excel to find the following:

a. The amount of money he
saves every month.

b. The item that he spends most
of his money on.

c. The item that he spends the
least amount of money on.

d. The amount of money he will
have saved if he maintains his
spending habits for a whole
year.

Baraka’s Monthly Budget

3. What is the “**” sign used for in/

1 | Bus fare 8,000

2 | Snacks 4,000

3 | Stationeries 5,000

4 | Entertainment 3,000

5 | Offerings 4,000

6 | Gifts for siblings 3,000
10.  Open the worksheet you created

in Question 9 of Exercise 4, and

do the following:

(a) Add two columns to the
worksheet, namely, Grade
and Status.

(b) Determine the grade of each
student based on the ﬁnalJ
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score using the following
grading: 0-20: F, 21-40: D,
41-50: C, 51-60: B, 61-75:
B+, 76-100: A,

Determine the status of each
student using the criteria:
F-D: Fail, C-A: Pass.

d. Determine the pass rate.

e

Element 5: Visualizing data using
charts

By the end of this element, you will be
able to create different types of charts.
The competencies developed in this element
will enable you to visualize data using charts.

Visualizing data using charts

A chart is a visual representation of
data. Charts make it easier to visualize
data. Charts can also help to summarize
data, identify trends, patterns, and make
comparisons in the data. Spreadsheets
offer various types of charts to suit

different needs, these charts include the
following:

Column  Chart: 1deal for comparing

different categories, _

Line Chart: Great for showing trends
over time.

Pie  Chart:  Useful for displaying
proportions or percentages,

Bar Chart: Similar to column charts but
with horizontal bars.

Area Chart: Combines elements of line
and bar charts to show trends over time,
Scatter Chart: Displays relationships
between two variables.

Map Chart: Represents
geographically.

data

Computer Amvlicnti(ms

s

Stock Chart: Used for financial data like
stock prices.

" Surface Chart:  Shows relationships

among three data sets in three dimensiong
(3D).

Radar Chart: Compares multiple data
series on a circular grid.

Follow the steps in Activity 22 to create,
formét, and customize bar charts in MS
Excel.

Steps:

1. Open an existing workbook or
create a new one and populate it
with some data.

2. Select the cells you want to
include in the chart as shown in
Figure 38.

A HI-C- 0., Sburts Anonsl Fenads - (el

Fle  Mome et Pagelsyout  Foemdas 02 Pavew  Vew
[Temes Moo Poman -[: :IA A-'x;@p.
S I yu-8-¢.4. EEZag

s

EeEA s | cilgito A e
1 | CROPS PRODUCTION

| T
| 55 s

Selected cells 1o
include into chary

Figure 38: Selected cells

OO NS v AW

3. Goto the Insert tab on the ribbon
then in the Charts group, choose
the type of chart you want

(e.g., column, line, pie, bar,

o
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etc.). Refer to Figure 39.

| P sexch

@ B Y- 0 00 7 SutenAvaifoud - bed

ram_-_gnpqum-uwm-mw
? ﬂ'iﬂﬁg

L

E S g @ R supes - D Smatta [h
PrectTable Me e S0 B St g ommented M & - umw
* Q POModes - s @ L~ v
I S ... B ——  oem 4 "
ou wlli v f. . 7 7 ) & B
A B C pEl € r G |H I
Chart options

Figure 39: Choosing a chart type

Click on the type of chart you desire (An example of a Bar chart is

4,
given here). MS Excel will insert a Bar chart into your worksheet as
shown in Figure 40.
"_IB'E) (5. Gv o Students Annus Reslts - Excd P sewch
Fle Home Inset Pagelayout Formulas Data Review View Help g_c_-_lﬂ Format
dE D ,
o o= o 114 D0 [l B l-l.ll.lsl Touod okl 11,1 Al
Owttens -
Chan2 v i A S e
A E C D E*___ F G H | J
1 | CROPS PRODUCTION BY REGION “F o 1 w,,_,,_,-,_,,‘_‘,__,___,’,
AMOUNT OF MAIZE w <
2| —ow IN TONNES CHART TITLE E]
3 MOROGORO 93 -~
4 IRINGA 30 o
5 RUVIMA 20 o ]
6 MANYARA 80 70
7 DODOMA 30 J o
& KATAVI 87 r 50 Q
5 !’ ©
10 | 30
1| 2
12’ 10
13 0
'41 L MOROGORO  IRINGA ltMMA MANYARA DODOMA KATAVI
15 | o J

; 8 Figure 40: Inserted Bar chart
. .Cusfomlzmg the Chart Title: Click on the chart title to edit it as shown
in Figure 41(a). An example of a chart with an edited title is shown in

Figure 41(b).
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RUVUMA  MANYARA DODOMA  KATAW

qmmﬁm IRINGA
YARA DODOMA KATAVi /

ML"‘L————’/

—

T
CROP PRODUCTION BY REGION
100 1
90 1
80 1
100 o ]
90 ol
” A
0 ‘5: ]
» 0]
40 20 1
0 10 1
20 o
10
0

Click here to edit title
(@) )

Figure 41: Editing the chart title

6. Customizing Axis Titles: Add titles to the X and Y axes by clicking on the'
chart and then selecting Chart Elements (the plus sign) and checking AXIS
Titles as shown in Figure 42. :

CROP PRODUCTION BY REGION
:
%
E &
3 &
A 10
10
0
oip eg? & &
‘P‘pb & ""\oﬁ" $ Qox!’" &
iF ‘
Click here to edit Click here t
the Y axis title X axis title e
oy

Figure 42; Labeling chayy axes

7. Customizing the Legend: Adjust the |
selecting Chart Elements, and then
8. F art: '
(l)rmat your chart: Use the Chart Design ang p i
colors, styles, and other formatting Option orimat tabs Jo oo
S

as illustrated in Figure 43-

@ CamScanner
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Figure 43: Chart design and format

| Feses

1. In the year 2024, the world population by continent is as shown in the table

below. Use these data to do the following in MS Excel.

(a) Find the world’s population.
(b) Find the percentage of the world’s population living in eac

h continent.

(c) Create a suitable chart for visualizing these data.
(d) According the chart you created, what can you say about the
distribution of people in the continents of the world?

Continent Population
Asia 4,950,363,066
Africa 1,515,135,021
Europe 744,756,859
North America 613,119,734

Computer Applications
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ow show

. bel
3. The table Tanzania for &

s monthly average
elve m

temperatures (degrees Fahrenheit)

i 1
onths: January — December, Use Mg'

: the cities in ' '
one of (he' lize the data and comment on the weather in the city.
Excel ‘O/\’lsuaF b | May | Jun. Jul. | Aug. [ Sep. [Oct. |Nov. Dec,
Month 16:11. eb. 50 |45 |50 56 |58 |58 |59 m
Temp. : e :
Unit 2 : Database applications for a Partlcular piece of information fy
¢ five elements a particular form II student; the exercise

This unit consists O
namely, familiarizing ;
applications, creating tables, creat}ng
queries, creating forms, and creatn?g
reports. Competencies developed will
enable you to create databases, insert
data in tables, retrieve and manipulate

data; and finally, generate reports.

with database

Element 1: Familiarizing with a
database application

By the end of this element, you will be
able to define the concept of databases;
and to open and close a database
application. The competencies developed
will enable you to define databases and
use their different features. '

Introduction to databases

Take a moment and imagine all the
information that your school has kept
fabout you. This information would
include, for example, your personal
details, your examination res'ults from
tests and examinations that you hay
taken so far, as well as your parent ’
guardian’s information, e

Now imfigine having to keep all this
information for all the students at yo

school! It surely requires a ot ofs); .
However, this is only the beginﬁise'
Now, try to imagine what it takes (o loogI;

plications

now becomes much tougher! Right? §o
how can we make this job easier? The
answer is to use a database application,

A database application is a computer
application that manages databases. A
database is a collection of data such as
words, numbers, videos, pictures or other
files stored in tables. The data are usually
organized in such a way that their storage,
manipulation and retrieval are easy.

The storage, manipulation and retrieval
of data are normally done using queries.
Sometimes, to make data entry ad
retrieval easy, forms are used. Finally,
reports are created to organize dat
in a database in a printable forma
Tables, queries, forms and reports &¢
collectively called database objects.

There are many database applications,
including Microsoft Access, LibreOffict
Base, and FileMaker to mention but ®
few. .In this module, however, we w
Practice with Microsoft Access 2016 5 .
con_les Within the Microsoft Office ik
which is widely used.

_?Pening MS Access
0 start the application, follow the steps

in Activity 23,
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Aclivity 23

Starting MS Access
Steps:
I. Click op the Star¢
2. Inthe Search b

See Figure 44,

button,
X type “Access”.

B Accounting Software
1) Accessories+19-INT-3003 exe

Figure 44: Opening Microsoft Access

3. Click on the Access icon. MS Access will open.

Creating a database in MS Access and closing the application

When you open MS Access you will see a window similar to the one shown in Figure
45. From here, you can create a new database by following the steps in Activity 24.

CamScanner
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Activity 24

New

is_uv(h for ontine templates

(Access 2007 = 2016 fde format) - Access Sonin 1

9]

Suggested searches:  Databuse  Business  logs  Industy Lhts  Personsl |

. Cuntom web app

e

RS

i

s 3

)

Figure 45: Opening Microsoft Access

% : "\w)

Creating a database

Steps:

1. Open MS Access.

2. Click Blank desktop data
the name of the file. Type the name MyFirstData

anuter AP,

Figure 46: Cre

Sositr) B

Blank desklop database

apes]

ating a new database

base. A popup box appears where you can type in
base as shown in Figuré 46.



https://v3.camscanner.com/user/download

3. Click on Create to create and open the database.

Once a new database is created, you are now ready to populate it with data. This is

because the newly created database contains a default table called Table! as shown in
1 7 ~ NS N - . . .

Figure 47. You can proceed to close MS Access by clicking on the X mark as shown

in Figure 47.

lM e 12 G TR0 Yo d 1) Nowe & Coplion ety oot | ] R @
| v e o 7 - "l I Octou Voice S Nty Gepeoniion  [Fermaliing o1 L) Ui
| * Vo T Mo Puser - I e B e Mg Yoo - N Y e
Ve e 3 Datow L1 i T wastng Tiod vebdmon ) ol
All Access Obye_. ® « |3 ™\ ____ -
. il BCTTT] »
T - . . L
2w i
| Click here to close
I
I
il
i
I
n
il
- [T R, AR TTHR, AV, 71 — W Ammemmenas e s e s ]
| Dmsw—e e - : M

Figure 47: Closing Microsoft Access

Navigating MS Access
Just like you did before, open MS Access an
previously created database at the left pane on the window as

Clicking on the file name opens up the database.

d this time you should be able to see the
shown in Figure 48.

AN TN
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11 see the following:
" that contains different

screen: is the toolbar
u can see five tabs; File, Home, Create,

¢ window

Looking at th
The Ribbon at

commands, orga
External Data,

and publish the file.

and bolding.)
i at make up the database.

Create: Commands t0 create t
ther getting data from other applications,

External Data: Commands to allow for eith
such as Microsoft Excel, of sending data to these applications.
he database works behind

Database Tools: These are commands that deal with how t
the scenes (what you do not s€€ directly)-
king on different objects 1 the database, YOU will notice that new,

As you keep wor
relevant tabs will appear as needed.

(copying, pasting,

| the objects that have been

The Navigation Pane on the left side:

created in a particular database. These objects are tables, queries, forms, and reports.
You can switch to any object in your database at any point in time by simply clicking
onitin the navigation pane. In Figure 49, the navigation pane is still empty since you

have not created anything yet. And, finally;
A blanl\i workmg area, cccupying the remaining Space, where the object that you ar¢
currently working on will be displayed. This is the space containing Tablel in

Figure 49.
b( a 12 () 3 Date & Time L)'!\_l 2 Mod l
Viow ',','." dumber Currency Em Delete | 53 Defouk Value r;xuoaw a1
R }C:Wh'i .......... HMY::::“ if‘e"""‘:va.....: b
TAll Access Obje... @ O\ ‘ O
e O e —
. (New) i ;
0 vt :
|
Nevigation pane
Working area
i;.;n;;,w;,_m,w.__ PR TN A T RN T e

Figure 49: Parts of the MS Access windo
w

m—tar Applications m
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2.

Create a blank database named
InventoryManagement and save
it on your computer. Identify and
briefly explain the purpose of
the following tabs on the ribbon:
a) File b) Home c¢) Create d)
External Data e¢) Database
Tools

Use the Navigation Pane to
explore how objects (such as
tables, queries, forms, and re-
ports) are organized.

In the Create tab:

(a) Create a table called
Products.

(b) Create a query in Design
View.

(c) Create a simple form for
the Products table.

Open the Report Wizard
and navigate through it (no
need to generate a report

(d)

yet).

Open two existing objects such

as a table or a query.

(a) Use the tabs at the top to
switch between these
objects.

Close one of the open
objects and confirm that it
no longer shows in the tab

= bar.

Open an existing database
and add the Save and Undo
commands to the quick access
toolbar.

Open the Products table and
switch between the following

(b)

Datasheet View.,

(a)
(b)
(¢)

Design View,
Briefly explain the
difference between these
views.
7. Usethe Help feature (by pressing
F1) to search for ‘“creating
queries” and note down one
3 useful tip you found. S5,

Element 2: Creating tables and
entering data '

By the end of this element, you will be
able to recognize tables in a database,
create tables in Datasheet View as well
as Design View; rename tables, enter data,
save tables, and close a database.

The competencies developed in this
element will enable you to create
tables, name them and save them for
future use.

: Recbo'gni-zingbtables in a database

A table is a way of organizing data in
a grid of rows and columns. Table 1
is a typical example of a table which
contains information about some
students. Database applications also use
tables to organize data. When you create
a new MS Access database a table named
Tablel is created by default as it was
shown in Figure 49,

Table 1: Student identity information

views: 4

Registration | Surname | First Name | Age
201 Mtemi Zawadi 15
202 Tembo Kulwa 14
203 Ngurumo | Juma 17
204 Mwembe | Baraka 16
205 Mtama Neema 15
206 Mponda | Fadhili 16

or Applications
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Form Two

Note: In MS Access, the rows, columns and data stored in a table have speci
Specifically, you will see:

A Field: This is a column in the table.

A Record: This is a row in the table.

A Value: This is a data item in the table.

Iname,

Creating a table in the Datasheet View

In the Datasheet View, a table is created and displayed as a grid with columng gpg
rows just like in Table 1. You can therefore also enter data into your table 55 soona; |
you create it. To create a table in Datasheet View, follow the steps in Activity 25,

Creating a table in the Datasheet View

Steps: .

1. Start MS Access and open an existing database or create a new database.
If you open a new database, you will notice a blank table called Tablel
already created by default. Just ignore this table for now.

2. Click on the Create tab and then click on Table. Table2 will be created as

shown in Figure 50.
e e e v e Bk i o S S
v ’ o PRI R ) )
t:é B 12 & %“‘"""‘ ‘x’ | ElName &Caption 1 Modity Lookups m ‘ @ |
View  Shot Number Currency s Delete ’no"‘“"vﬂ"f‘w”_w fi Modify Expression [m Unique {
T 1 More Filds » ¥2Fied Sie | T R b e W S [N e
o a4 o openes | | persaaies | ok
|All Access Obje... @ « [ Taer \C3 mamed x
| searcn. o D« ClcktoAdd -]
[ Tabies . . (New) |
| O vevier ;
| 2 ravie2
f
1
Fleld named ID created

|
|
|

I | Record M« Tory ]

-~
¢ BT TTAR B7rrremt | e s SR -
Datasheet View R - AT *‘_y

Figure 50: Creating a tapje i, the Datasheet View
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Note also, that the first Field in Table2 has also been created and it is called D.

Creating a table in the Design View

In ﬂ}e Defign View, you cannot display or enter data in your table. However, in the
Design View, you can specnfy the field names and data types in each column of the
table. To create a table in the Design View, follow the steps in Activity 26.

Creating a table in the Design View
Steps:
1. La}mch MS Access and open an existing database or create a new database.
7. Click on the Create tab and then click on Table Design. Table2 will be
created

mal Data Database Tools

M AB 12 = 3 Date & Time L>‘<.l [ Name & Caption £ Modify Lookups | ] <1 1 Required
== i eSS |
v_-' St = VG/NO De;cte T Defauit Value fx Modify Expression | [Formatting i Unique e
Tet [ More Fields E::.)FleldSiI!L o E‘;’:ChicmoSemngS' $ %+ % 5 1L Indexed °
Views Add & Delete . Propedties | Formatting | Field Validati A
] 1 - =
Al Access Obje.. © « [ L1tk h TN
s ™ |, Ol Descigtor o] e on e "okl peom
_— @@ . e | | (wwn
| - st e L T —
=R L ‘
=R - ey
- e

\ § v

Ndlldg.u- Re
‘) B \ahguzsTot
| ™ L U
1 ¥ AN
{ ubduls et Home
| 1 J (T s
l o Y R T [T L
| - me”CAld | ‘ |
| B S = T I I
!1 - FodPoper s i

e

'1 vt gty
1
1 Al mmeran e up n b thander lang
{ Ihe ~g speant Pt "1 wip on Veld
{ .
|
|
Mu S R AL B ot 5 &l‘] [

Figure 51: Creating a table in the Design View

Note, in Figure 51, that two more tabs appear on the ribbon; Fields and Table. They

have been labeled as Table Tools. Note further, that, in any table you create, you .can
toggle between the Design View and the Datasheet View by selecting the desired

.

view from the View command in the Home tab as shown in Figure 54

nputer Ap Zlications



https://v3.camscanner.com/user/download

ﬁ PivotChart View
Design View

BRI "' o eormat Painter
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Datasheet View @ «
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‘B‘zf PivotTable View -
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Figure 52; Different table views

Entering data and s
types

Ir? MS Access, you must specify what
kind of information goes into each field.
After you have created your table, when

pecifying data

e either text,
combination of text and Numberg

255 characters, for €xample
345678, and T 114 ABC

Long Text; This is ei

or a

up to
»James, (7 2

Computer Ap lications

characters, for example, a page of a book
Number: This is numeric data that &
be used in mathematical calculations, f
example, 216, 200000980, and 23577
Date/Time: These include date and ti"
values for the years 100 up to 99?9' i
Currency: . These are numeric ti;ﬂ
that can also be used in mathe{lls ok
calculations allowing numbers Wit

up to four decimal places. pat ¢
AutoNumber: These are numbers tA‘ccess‘
Automatically generated by MS A¢
When a new record is created. MS s
increases the number by | troffn this
'écord to the next and the Valuef.lon.
field are always unique in each ¢

ces

|
|
|
|
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es Noo These allow only two values
in the field at a time. These values can
either be Yes/No, True/False, or On/Off

dnachmeni: These are complete files
containing different types of data, for
example, a .pdf document, an MS Word
file, or an MS Excel file.

Hiperlink:  These are addresses of
resources that can be accessed through
the internet, for example, https:/www.
tutorialspoint.com/ms_access/ms

access_data_types.htm.

To specify the data types and populate
a table created either by default when
opening MS Access, or in the Datasheet

View, follow the steps shown in Activity
27

Specifying data types and entering

data in a table created in the Datasheet
View

Steps:

1. Start MS Access and open an
existing database or create a new
database.

2. Create a new table in the
Datasheet View or open any
existing blank table.

3. Note that the /D field is already
created,

4. Click beside the /D field on Click
1o Add. A menu of data types will
appear. Select Short Text as
shown in Figure 53.

Design

Elef B & | o8

r‘:'xbdchlm i % |
: roperty Indexes | Creste Data  Rename/ | Relationshi
£R Modity Lookups | Sheet | Macros ~ Dd::.:xro¥ 5

| showmide |Field, Record & Table Events

Field Name I Data Type ]
. S  AutoNumber |
= . _|rong 1ext )
_ |Number
__|rarge Number
__|Date/Time
_____|Cumrency

_ |AutoNumber
_|Yes/No

~ |oLe object
Hyperlink
Attachment
- |catculated
Lookup Wizard...

__Relatiq

o i R

Figure 53: Defining field data typev

5. In the highlighted field name
Fieldl, type Surname then press
Enter. When you press Enter,
you will be taken to the next field.

6. Repeat steps (2) and (3) to create
two more fields, namely, First ,
Name which is of data type Short
Text and Age which is of data
type Number.

7. Proceed to fill the table by
entering the data given in Table

2

Table 2: Students’ Names and Ages
Surname | First Name | Age
Mtemi Zawadi 15
Tembo Kulwa 14
Ngurumo | Juma 17
Mwembe | Baraka 16
Mtama Neema 15
Mponda Fadhili 16

8. Your table should look similar to
that shown in Figure 54.

Computer Ap Zlications
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Figure 54: Table populated with data

In the table you created in Activity 27:

1. Highlight any of the values (1
possible to do so? If you can ¢
from being changeable?

2. Ifyou could not change the values
make these values changeable?

3. Add another field named Pgg
size photos of each student.
(a) What is the data type of this field?
(b) Upload the photos to the table,

-6) and attempt to change the values. Is it
hange the values, how can you prevent them

in question 1 above, what can you do to

sportSizePic where you can upload passport

PEn an existin datab N ih
the Design View. g ase or create a new database A

2. Note that there are no ap

Computer A,PI’_““.‘Qli(ms‘W _/
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3. Proceedt

Table 3: Field name

o insert the field names and dat

Figure 55: Defining data in MS Access

s and their data types

a types as shown in'Table 3.

Data Type

Guardian

4. Your table will b

Departure time
i

e similar to that sho

Field Name

Registration Number

Surname Short Text

First Name Short Text

T
Town Short Text
‘/'—f o

Date/Time

Departure Date
L —T —
Date/Time

Short Text

wn in Figure 56.



https://v3.camscanner.com/user/download

—
{ \ P st ) tf r'l
Bl mewn Cweabn ey et

Wee  Temams Bomis Tan Weidete
" R Ll ]
L l—qwl-h—k

[,
’3'._}\3"4;{15';5\
— T e e P bt PR A
< Bagrareion N .
T - L gt Yo H
pontet

o

all Accexs Obje.. B = L

R rrn —eme
T w— z  Yows Shert Tost
T v | Depetwre bete Dera/Tvme

| shont Tost

|
i
| e gats type determanad the Lind of veiued
H Tt gsens Gan store in the Pesd. Press P1 for
} Raip 80 Gat2 Bypet.
1

:; e
1] Vst angn Bl T

P

Figure 56: Creating fields in a table in Design View

eed to populate the table as before. Use

5. Toggle to Datasheet View and proc
the data given in Table 4.
Table 4: Students ' travel information
Registration | Surname First Name | Town Departure | Departure Guardian
Date Time

201 Mtemi Zawadi Mtwara 28/06/2024 | 10:00 Mother

202 Tembo | Kulwa Dar es salaam | 30/06/2024 | 11:00 Grandfather |
203 Ngurumo | Juma Dar es salaam | 30/06/2024 | 11:00 Father |
204 Mwembe | Baraka Mbeya 29/06/2024 | 06:00 Father |
205 Mtama Neema Morogoro 101/07.2024 | 14:00 Mother
206 Mponda | Fadhili Songea 29/06/2024 | 05:00 AU o

ing data in a database, it is important to assign one of the fields, in every
table, as the Primary Key. A Primary Key is the field that is assigned to uniquely
distinguish between cach record in a table. For example, in Activity 27 each student
can be identified uniquely via their ID whereas in Activity 28 the same students have
unique registration numbers, but with slightly different information in each table.

When stor

k between records that

ntify a record uniquely allows you to lin
. To assigh &

The ability 10 ide . .
{ in separate tables in a database as you will see late

are related but kep : : yol |
primary Key (0 a table, follow the steps shown in Activity 29, |

e —pUtET Ap ’“__;;‘,_’,l,i_(,mj —W '
.« |
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Assigning the Primary Key in a table in MS Access
Steps:
1. Launch MS Access and open a tabl i
e creat ign Vi
G ahih drsaied Astivi 3 ated in Design View, as for example,
W}.nle in De.sign View, select the field to be made the Primary Key
Click on Primary Key'command in the Design tab shown in Figure 57.
Alternatively you can right-click on the field name Registration and select

P.rimary Key from the context menu that pops up. This is also shown in
Figure 57. '

w10

Tl

Edernal Data Database Tools

B[f]A g t=v BV B & )\

Delete Rows

B |

| View [prmanBuider Test Validation Propety Indexes | CreateData _Rename/ | Relationships  Objet |
| Rules @Mlookum Sheet % Macros~ DeleteMacro | Dependencies |
| - oo : | ShowMide el RecorddTblebuents  Retonshps | &
|| Al Access Obje.. © « |22 EITMEERN ( : X
= ———— Field Name EEiaTpeae . Desctption{optonal] B
i . . ) S
* ||~ Registration  Number  rg Xy € Clickheretomake
|| - . ¥ Sumame ,4,_{_,5!\0'3193‘]*-—-————*' ot Registration the PrimaryKey |
S wa FistName shotTed % L et st SN Gt |
= RN | |DepartureDate v:::'”"“f_ i Paste e B A S S
Departure Time ;___}/_”“"}S,, A S TR SRR
j~ " |iX Deletthows | Er o S
B - | ————
b—- m— Sp—" ____——————' (;}
L BRY o D e BN %"-"""' e — s e W
o TR ; Field Properties
The data type determines the Kind of values
} Musmmnmhmrmd.nmmu
help on data types.
:i“;w'—'—‘ w‘ : i S SRS > e
Y anm— — B
=== —_—_
Design view. F§ = Switch panes. F1 = Help-

Figure 57: Assigning a Primar)': Keytoa table in MS Access
w ] 1 indi it is the
5. A small key will appear beside the Registration field to indicate that 1t 1

Primary Key in this table as shown in Figure 58.
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Figure 58: The Primary Key

Note: When a table is created by default as you create a database, or when a table is
created in Datasheet View, the /D field automatically becomes the Primary Key.
For a table created in Design View, the primary key has to be assigned manually as
described in Activity 29.

Saving tables and databases

As it was previously emphasized, it is important to name the databases we creat
as well as the tables inside them with meaningful names that reflect what is stored
inside. Moreover, you have to save your work so that your data is retained for futue

“lse- Follow the steps in Activity 30; to save a table, as well as save a database
close 1t.

Saving,
Steps;
Saving a table

naming and closing tahles and databages

2. In the database, ope Opgn an existing database or create a new databasé:
3. Right - click on’ tl?c :Iaf)? eXisting table or create another table.
€ name, 3 ;
name will appear, ¢. A context meny with a space to input the
4. Type the desired name for he

it i ; > 1N
Figure 59, the table g been table and click 0K to save, In the examP le

na . -
med Studenys Travel Information.

Computer AJ)J)limlinns
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Figure 59: Saving and renaming a table in MS Access
5. Alternatively, select the table that you want to save and rename and click on
Save Object As in the File menu. Proceed to type the desired name and click

OK to save.

Saving a database
1. In the currently open database, click on Save Database As in the File menu.

2 A window similar to that in Figure 60 will appear. Here you will have an
option to save your database in different formats.

Fila Types Save Database AS
= D i Tae
o Saw v b U AT ) Db
{ s d < B e 1 oy 0 ol b e w8
b e
ko o & ins 5 Dhshat PIp
Yt § gy Bl wel b (o g i [ L
A sew SR eyt AW
sbwrd
T 1 ke MO
Prhnge o s 1) ek § 0l e o L wrgad o 0 e S
s vy .
L et
Sl @ gt dhaan wgieh & W o0 A by g 0
o ks P g -
Lﬁ; pa— UL
- b datebase

Figure 60: Choosing database Sformats

3. Select Access Database which is the default format. Click Save As.
4. Apopup will appear to warn you in case there are objects in the database that
are left open. This is shown in Figure 61.

| v
@ CamScanner
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Save As
File Types Save Database As
o : : e en ] 0] Datadane
] o s T B AN G At 20023
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Click here to close all
open objects

Figure 61: Warning to close open objects in the database

Click Yes to allow MS Access to proceed to saving the database.

A window will appear where you can select the location to save your database
and specify the name of the database.

Type the desired name for the database. In the example in Figure 62 the
database has been named Form Two Students.

W @ x
Cr 1 B Ondn s Documens VO Sewh Decumenty »
New toider - % Reglace e N

| Orprce © e @ = TH Y |
l & Ovarbeets # % ey N *Cole ] St Sty
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Ehows 78 B ves PADIAN i lege e
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J D M
W v
l ) Moo e
‘ @ O
‘ o The K v «F “”'.:'.“".'”:,.1:‘.,".:.'7'.«‘.':"5:72‘:2‘3 »
h.-[lm”. Tl ﬁ
! - bce Fokten Toet rc;d_]
Click here to save the
database

Figure 62: Saving q database in MS Access

8. Click Save to save the database, Just like

before, R
appended to the file name. In MS Ao an extension will be

the extension is .accdb.



https://v3.camscanner.com/user/download

| eeoso

1. Assume that you have joined an
organization that keeps track
of its customers’ information
using MS Access. Each
customer's record should contain
the following fields: CustomerID
(2 unique identifier), F, irstName,
LastName,Email, PhoneNumber,
and, City. Create a simple
database to manage the customer

records by performing the

following tasks:

(a) Create a new database
named
CustomerManagement.

(b) Design a table named

Customers with the fields

listed above. Ensure that:

(i) CustomerlD is set as
the Primary Key.

(i1) Email is required and
must not allow
duplicates.

Enter 5 sample customer

records into the table.

(c)

(d) Save and close the table,
then reopen it to verify the
data.

(e) Sort the customer list by
City.

(f) Use a query to display only

customers from the city of
Dar es Salaam.

2. You have been tasked with
designing a simple database to
manage a library’s book
collection. The database nccds: to
store the following information

for c.ach book: BookID (a unique
identifier for each boo

o k), Title,
uthor, ISBN, YearPublished, and,

Cat "801?‘. Create the database by
performing the following tasks
(a)  Create a new table named
Books with the fields
listed above.
Set BookID as the
Primary Key.
Try entering two records
with the same BookID.
What happens?
Now, remove BookID as
the primary key and set
ISBN as the Primary
Key instead..
Enter duplicate /SBNs
into two records. What
behavior do you observe?
Why is it important for a
table to have a Primary
Key?
What criteria should you
use when selecting a field

to be the Primary Key? 5

(b)
(€)

(d)

()

(8)

Element 3: Creating queries

By the end of this element you will be
able to describe queries, create queries
and manipulate data in tables using
queries. |
You will also be able to link tables in
a database. You will create and use the
SELECT query, the APPEND query, the
UPDATE query and the DELETE query.
The competencies developed in
this clement will enable you to :fdd,
manipulate, modify and delete data in a
database.

@ CamScanner
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Description of queries . ; _

A database query is a statement that can insert, retrieve, 'mampylate, modify or
delete data stored in a database. There are four types of queries, which are SELECT,
APPEND, UPDATE, and DELETE with which you can view, add, modify, calculate,
summarize, combine data from different tables, and erase data from a database,

Creating SELECT queries

The SELECT query is used to fetch or retrieve data from a database. It allows users
to access the data and retrieve specific data based on specific conditions. There are
different ways that you can fetch data from one or more databases as outlined in the
following sections.

From several fields in a table: This is useful when you want to view or access only
part of the records in a particular table. Suppose you want to find out, from the Form
Two Students database, where each student will be travelling to.

Recall that in the Form Two Students database there is a table named Students Travel
Information that contains this information. Instead of displaying the entire table, a

SELECT query can be created to query the Students Travel Information table for just
this information,

To create this query, follow the steps in Activity 31,

Aclivity 31~
Creating a SELECT query
Steps:
I Start MS Access and open the Form Tio Students database,

y B C!ick on the Query Design command in the Create tab. A popup will appear
with a list of all the tables in the database as shown in Figure 63,
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Flgure 63:

Selecting a table 1o query
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3. Sclect the table you want to work with by e
selecting it and clicking
named Students Tran

ither double-clicking it or si
g1tor simpl
Add on the POpUp menu. In th &

el Information is selected A
Click Close to close the POPUP. The table § .

. . . y tudents Travel | ; .
appear in the main working area showing its fields, avel Information will
Sclcq the fields you want to extract from the table by double-clicking them

In this example the fields First Name and Town were selected as shown in |
Figure 64.
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Figure 64: Creating a SELECT query

6. Click on the Run command in the Design tab,
7. The results of running the query are shown in Figure 65.
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Figure 65: Results of a SELECT query
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L

From multiple tables

tables at once only i
relationships. For examp!
and Students Travel Information, €0
users. However, MS Access canno

e Itis possible to extract records from my]s:
f the tables are linked. The links between tables are ultiple
g, we can clearly see that our two tables, Names an dCalled
ntain different kinds of information for th Ages
t establish this link automatically. Thee Z:Tcl

a

practice is to have one field, preferably the Primary Key, form one table (the
Travel Information in this case) as a field in the second table (Names dfudents
The l"rimary Key in the table Students Travel Information is known a and Ages),
Key in the table Names and Ages. To relate two tables as explainedsélfgreign

: W the

activities in Activity 32.

Creating a relationship between two tables
Steps:
; gtraer;t]:iti ::‘f,e,: ga:(:( open the F orm Two Students database.
i ey by adding the Registration field to the Names and
3. Click on the Relationships command in the Database Tools tab

4, Just like in the previ
: previous section £
tables » 2 popup will ith a i
in the Form Two Students database as sﬁgazagnw;‘t'h o b
igure 66.

in the databas

Show Table
S
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B

':Jn

Select the two tables that you want to link_in th:

, In this ¢
Students Travel Information by clicking Add each :iSI:;eN ames and Ages and
6. Click Closeto remove the popup dialog b '

OX.
7. Choose the Primary Key

: : in one table which is a Foreign Keyi
table. Click on this field from the first table and drag it ti the z e X, 4

in Fi econd table.
For example, in Figure 67 the field Registration was chosen. WS

8. Upon releasing the mouse, a popup dialog box as shown in Figure 67 will
appear. _
9. Up to this point, the records between the two tables are about to be linked by

linking the fields named Registration in tables named Students Travel
Information and Names and Ages.

10. Click Create to link the two tables.

i
i
{8
e
i

Figure 67: Linking tables

I1. The two tables will appear with a line joining them as shown in Figure 68.
e
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Database Tools

fxternal Data
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wﬁ_ W Students Travel Information
. —— ;
e . S e ¥ Registration
Sumame Sumame
3 Names and Ages First Name First Name
£ Students Travel Information Town
Departure Date
8w Departure Time
Guardian

Figure 68: Linked tables

It is now possible to extract meaningful information from the two tables at once. The
procedure is similar to that demonstrated in the previous activity. Follow the steps in
Activity 33 to create a query to review records from multiple tables.

Creating a query to view records from multiple tables
- Steps:

| ; (S:tlar:( MS Access and 0pc.:n the Form Two Students database.

! . Clickon the Query Design command in the Create tab. Just like in the
previous section, a popup will appear with a list of all the tables in the
database.

3. Select ¢
ctany two tables that you created previously, for example, Names and

Ages and Students Travel Informat; i ' '
i as seen in Figure 69, formation. You will see the tables linked by alin¢

4. Click Close to close the popup.

5. Selectt
ect the fields you want to extract from the table by double-clicking them-

| hO ] 4 1 ]
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Figure 69: Selecting fields from two tables
6. Click on the Run command in the

7. The results of runnin
Note that Figure 69 a

Datasheet View

Qthm
® e et Pows  *1" bnsant Columes
QI*! =‘u—t Or:vw En 1% Defeta Rows X Deleta Cohumvs 'E () Popory hue
. : xDelete 14 Duta Defirition Tabde 0N Builder o rstan a1 W ;
- Qs o Quen s ‘
i Guenyt B s i
o AR (L e — T
e g B Weawss Moer |
e . |— 202 Kubwa 14 Grandfather
B | 2 e
& Sy e : 204 Baroka v
5 ey 16 Aunt
208 Fadhili
i
|
!
|
|
{
e ¥
\ Woihede b M| G s rma | Sawn
Pecond ]
e e )

Design tab,

g the query are shown in Figure 70.

nd Figure 70 are the same query but in Design View and
respectively,
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o R

_ . queries): In this case, you can view g

With variable field .vahl;’]s (pgé?ézgtgel‘(]il"s vah{e matches that of the parameter. Foy;
those records tjor which the Spuery was set out to display Registration, First Name,
example, in F‘g_“re 7, the ?abl es Names and Ages and Students Travel Informatigy,
Age and Guardian from tAectivity 33. However, here there was a restriction that only
Simi:‘:ir tt? th;;ixciln:ﬁ::g:mrdian is “Mother” or the Registration is “>203”, are to be
records for

displayed.
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Figure 71: Query with parameters

This was done by specifying the Criteria in the Guardian and Registration fields as
shown in Figure 71. The results are shown in Figure 72.

[T Teuke e T L 1= L s
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Figure 72: Results of running a query with parameters
CY:::: r?an also. specify t}}e Parameter(s) so that the user is prompted to enter the
a. Queries created in this way allow for the SELECT criteria to be variable. The
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procedure is the same g before wit

aped \\?'thin Square brackets i, Place t)hfe Xce

of unning the query g POPUP s tyyg : € crit

for the cnteria for the Guardiay, field a0 ; e ¥
te Registration fielq, also shown i, 1 o the se

St, re i
] cond, re . ’ queSlmg
0 Figure 73, "*QUesting for gy Criteria fo,

Figure 73; Prompting for user input of parameters
Summarizing data: The SE
tXample, you could count

ACtivity 34 to count the number of records in a table and display minimum and
Maximum ages.

LECT query can also be used to summarize data. For

the number of records in a table. Follow the steps in

UL b

‘Slsing the SELECT query to summarize data
teps:

l. Open the query created in Activity 33 in Datasheet View.
Select the Age field. —_—
Click the Home tab and click on Total as sh(:iwn in Figure 74.
The total will a pear at the bottom of the field. : e
Click on the drgp-down menu and select Average.‘You will see the n
5.5, equal to the average of the ages in the t?ibl]t:j-
i e Le) Ang Le1 o L Reglstraflon. ‘e ' Record the result.
. Click on the drop-down menu and select Mlmmu.m.um
8. Repﬁ:at steps (5) and (6), but this time select Maximum.

" AN

wv AW
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e (T8 ] 2] oo [ S0
Beady
Figure 74: Summarizing data with a Select query
Creating an APPEND query

(the source) to another (the
e and hence one needs to be
a query is created like

This query is used to add records from one table
destination). It usually changes the destination tabl

careful before appending data to a table. To append data,
before. However, after creating the query, clicking on the Design Tools tab allows

for the normal query to be converted into an APPEND query by clicking on Append.
Follow the steps in Activity 35 to add records to a newly created table.

Activity35
Creating an APPEND query
Steps:
;' gri::tzhahfaill:ccess and open the Form Two Students database.
. fields: /1D Reg?sa;:::?o:r[;:’el InfDo’ in Datasheet View, with the following
s ‘alion, Town, Departure Dat, '
A gemfmb;g t[cj ;SS'gn appropriate data types R Rperite Lime
. Create a C -
Ao et fromTh?:u.se‘Zdto extract the Town, Departure Time and Departure
enis Travel Information table. Check the query i

Datasheet View to see th
e eresults, -~
to those in Figure 75. s. You should be able to see the results simil2"

Computer Applications
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e

-

rﬂe

4. Back in the Design Vi
you to specify the table to move t

OK as shown in Figure 76.

Forn vow

5. You will see a warning that a numbe

be affected.
6. Click Yes to append t

o TOW'_"__;I{D‘epartureTi v [DepartureD v
TR | 1000:00AM  6/28/2024

Daresslaaam  11:00:00AM  6/30/2024
Daressalaam | 11:00:00AM  6/30/2024
Mbeya G00:00AM  6/29/2024
Morogoro | 2:00:00PM 7/1/2024
songea  5:00:00AM  6/25/2024
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— maa to sppend
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specifies
' table

Figure 75: Query to extract travel information from a table

ew, click Append. A dialog box will appear prompting
he data to. Select Travel Info, and then click

| =%
A preview of fields that }
| will be added to the ;
1 specified table {
il. !—]’n
: > hawa B ® 4]

Figure 76:Appending data to a table

r of records (6 in this case) are about to

he data into the table as shown in Figure 77.

Aaraniitor AnDlicatinns_

@ CamScanner
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Figure 77: Completing appending data into a table

7. Check the Travel Info table in Datasheet View to see the added records. You
will see results similar to those shown in Figure 78.
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Igure 78;
Bure 78: Dasq appended to a table
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Note

1. When creating Travel Info, the field ID with data type AutoNumber was created.
The values in the /D field were therefore being automatically updated as new
records were being appended to the table.

2. When appending data to Travel Info, there was no Registration field in the source
table which resulted into the Registration field in Travel Info to remain empty.

Creating an UPDATE Query

The UPDATE query is used for modifying existing records in a table. There is no
creation of new records, instead, the query simply goes to the specified records
and changes the value of a specified field. Note that any field whose data type is
AutoNumber cannot be updated.

The creation of an UPDATE query follows the same procedure as you previously
saw with the APPEND query in the sense that a basic SELECT query is created first
and thereafter converted to an UPDATE query. You have an opportunity to view the
results of the query once you create it but before you run it.
Follow the steps in Activity 36 to update records in a table.

Creating an UPDATE query
Steps

1. Create a SELECT query.

2. Click on the Design Tools tab and select Update. The query will change from
a SELECT query to an UPDATE query. You will notice one more row labeled
Update to, added to the fields’ description at the bottom of the screen as
shownin Figure 79.

3. Click Run in the Home tab. A dialog box will appear where you can select
the table in which to update the records. In Figure 79, Students Travel
Information was selected and it can be seen as an inset.

4. Once Students Travel Information appears, select fields to update. In Figure
79, the Guardian field was chosen. In this field, the records should be
updated to “Parent” as shown in the Update to box.

Note two things:
(a) “Parent” is written in quotation marks because it
(b). In the Criteria box, there is text reading

means that only records with values “Mothe

is a record of text data type.
Mother” Or “Father”. This text

r” or “Father” should be changed
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T U

g. ((;Iicﬁ 1\11(;5;,10diﬁed table and observe the changes. Figure 82, shows N,
. Ope

and Ages before, and after deletion.

——y

Fadhili
(New) Before deletion

#Deleted #Deleted

5 Mtama Neema
(New) Specified records

#Deleted

(New) After deletion, before saving

Figure 82: A table w

#Deleted

deleted

ith deleted records

1. Create a parameter que
be 16, or the guardian not to be a parent.
2. You are tasked to mana

information in a table p

(a) Create a database and popula

(b) Extract useful insights from ¢
tasks:

ry as described in Activity 33, specifying the Age 0

8¢ a student database that contains the following

amed Students: StudentID (Primary Key),
FirstName, LastName, Gender, Ag

obtained by surveying 100 sc

(1) Create a SELECT query to display only the students

e, Course, HomeCity and FavoriteSubjec!
te the Students table with records

hool mates, .

he data by performing the following

Computer /\pplimliuns_

y
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favorite subject is “Computer Applications”.

(i) Create a query to find students aged more than 16 years.

(iii) Modify the previous query to show only the F irstName, LastName,
Age, and FavoriteSubject fields.

(iv) Use a parameter query to allow the user to search for students
from a specific city. (Hint: Use [Enter City Name:] as the
parameter.)

(v) Sort the results of any query to show the youngest students at the
top.

3. How can you save a query for future use in MS Access?

4 Discuss in groups, to determine what the APPEND query could be useful
for.

5. Repeat the steps in Activity 37 by deleting those records in the Guardian
field (in the previously created table Students Travel Information) that are
not “Parent”. '

6. Repeat the steps in Activity 43 by replacing those records in the Town field
(in the previously created table Students Travel Information) that are not

“Dar es Salaam” with the word “Upcountry”.

-

Element 4: Creating forms
By the end of this element you will be able to create Bound Forms and Unbound

Forms. Moreover, you will be able to define and distinguish between Bound Forms
and Unbound Forms. The competencies developed in this element will enable you
to create user friendly interfaces through which to interact with your databases.

Defining database forms and their types
A form is a user interface that can be used to interact with a database. Itis the graphical

user interface that is used for, alternatively, populating tables and writing queries.
You can therefore use forms to view, add, erase, or modify data in the database.
hich forms can be used in a database. Forms can either
objects. Bound Forms are linked to only one
hereas Unbound Forms cater to more than one

There are different ways in W
be tied to an object or used for all
object, such as a table or a query W
object.

Just like with all the other database objects, forms can be created either directly (by
clicking Create then Form); through the Design View (by clicking Create then
Form Design), as well as through a wizard (by clicking Create then Form Wizard).
In the activities below you will create forms of different types using different methods.

Creating Bound Forms
There are three different types of bound forms depending on how the records are

displayed:

Computer Applications
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Activity 40—

Creating a Split Form
Steps
I Open the object for which you want to create a form. In Figure 85, Students

| Travel Information is opened. :
‘ 2. Click on the Create tab and then click More Forms. A dropout meny will
| appear. Choose Split Form. A form will be created with the same name g
i the object. In Figure 85, the form is called Students Travel Information,
i 3. Click on the Form View in the Home tab to start adding the new record. I

Figure 85 record number 7 is getting created.
4. Save your form.

T S e . pots o Meosidtee  a
[All Access Obje.. 8 « |3 bt ™
P 3 (] Students Travel Information
| Tebles + o) — g SRR N B
g“"":: || v T T ey
| 0 Vet ity i o e
! Quenms iy | | | DepartireDute {29200 -
| @ - 1 == ﬂ
EL ] ] e —
{ | B I { i Town |
- (] —— L }
P " | T cepateute [
[T | Y
! Fsthame [T ——— TR I S
Departure Time
Registiation + | Symame ] ’]
Srecords | i ———— L ____________ —
M‘ mn Tembo Guardian r“'m‘“—"‘""----—'——“j
In a split ) j: o, A __.I
[ form :M Mumg 8 new record
| 1 ™ Mpondy
| t .
i S e '*_‘:'" MNan e o . [Dapand s Do T S
e R vy m Tembo ::: :':‘uu. Wum u:un: mm
%: ey ™ DWeisan NN utowan e
s e :: VDR VNN 000AM  Paret
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N i v s e
i\ e XA T T g e —

Figure 85; Creating q Split Form

A Creating unbound forms
The most important type of unbound

imp forms al.e th . . . .
P . en e assist 1n
organizing the different objects i the qvigation Jorme. Tee

database for eas u can
. : y access. For example, you ¢2
put together all forms and queries that refer (o o particular table. Follow the steps i

| Activity 41 to create a nay for the Form Two Students database.

1gation form

Computer Applications
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Creating a navigation form

Steps:
Preparing objects
1. Open the Form Two Students database.
2. Open the Students Travel Information table and create a form with the same

-

name.

3. Create two queries and nam
is a SELECT query to display Registration an
is a SELECT query to display First Name and Town.

4 Create two forms, one for each of the two queries created in step 3).
Remember that to create a form for a query, the query has to be in Datasheet
vView. Then name the forms Identification and Home like their respective

queries.
5. Open the Names and Ages table and create a form with the same name.
6. Create a SELECT query named Ages displaying /D and Age.
7. Proceed to also create a corresponding form for the Ages query.

e them Identification and Home. Identification
d First Name, whereas Home

Creating the navigation form
1. In the Forms group in the Create tab, click on Navigation. A dropdown

menu will appear with options on how to organize the navigation form.
Select Horizontal Tabs and Vertical Tabs, Left.

2. A navigation form will appear ready for objects to be added. In the first
horizontal tab, type the name All Data.

3. Drag the form named Students Travel Information and drop it on the first
vertical tab.

4. Repeat draggin

Students Travel Information.
5. Go to the next horizontal tab and click on Add New. Edit this tab’s name

to Age Info and press Enter. You will notice that the previously created

vertical tabs disappear.
6. Proceed to add the forms Names and Ages, and Ages as the current vertical

tabs.
7. Save your form, which should be similar to that shown in Figure 86.

g and dropping the forms Identification and Home below

Computer Applications
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Activity 42 )

Creating a table report

Steps:
L.

oL

20

f}t\::)esztna.l table for which you want to print a report. In Figure 88, Table3 g
Open the table in the Datasheet View.

At the Home tab, click Create then Report.

The report will open in the Report View which is similar to the Print Viey
in Figure 88.

Change the view to the Design View and attempt to adjust the widths of the
columns in the report table for a more pleasant-looking report. The Design
View in the example of Figure 88 is shown as the insert in the red box. You
can also adjust the column widths in the Layout View shown in the insert in

the blue box in Figure 88.
Once you are satisfied with how the table looks you can click on the Print

View and save your report.
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Figure 88: Multiple views after creating a Report

L e 2

you need 0 generate repqrts

1. Youarc tasked tom
for the school administration.

anage a Students database and

wing
The administration requests a report sho

course, GPAs and

including student name, (s
student performance by course, inclu ‘ £studen
city. Additionally, they want the report to display the total numbefo/.
/_’-——-_

splications
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R .

in each course. The Students table contains

the following fields: StudentID
(Primary Key), FirstName, LastName, Gender, Age, Course, City and, GPA.
Perform the following tasks:

(a) Create a report based on the Students table that shows the following
fields: FirstName, LastName, Course

, GPA, and, City.
(b) Group the report by Course so all students in the same course are listed
together.
A

Search through the internet to learn about other types of database reports.

J

Unit 3 : Presentation applications
This unit consists of six elements, namely,
application, navigating the presentation appl
adding content directly or from external fil
working with transitions, animations, slide s
Competencies developed in this unit will ena
design theme, and animate, and print presen

opening and closing a presentation
ication window, creating slides and
es; designing and formatting slides,
hows, and saving and printing slides.
ble you to create a presentation, apply a
tations using MS PowerPoint.

Element 1: Opening and closing a presentation application
By the end of this element, you will be able to open and close an MS PowerPoint
application. You will also be able to describe pres

entations and distinguish between
different presentation applications. The competencies developed in this element will

enable you to launch as wel] as exit from presentation applications.

Introduction to presentations

Presentation entails the act of showing your work, idea, or product that you have
crafted or designed to others. Before the introductio

n of computers, people used to
show and share their ideas and works through speech, writing, drawings on pieces of
Paper or sculpture carving.

\

@ CamScanner
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: ication
tation application feat f
Element 2: Na‘-igatilng a ptre;;'l‘ will be able to identify different features of Mg
4 his element,
By the end of t

ncies developed will
the commands (o uSe. The Corpitif)n and use its Ziﬁerem
PowerPoint and locate indow of any presentation applica
jgate a w
enable you to navig

features to perform desired tasks.

erPoint window
Prataciing Y1 4 Izlibi?lrl:;z::;tion applications and learned h: hd tO}? yon
In Element I, you learne lement, you will learn more abqut the MS Owe; oint
MS PowerPoint. In thll)S ;1 il ’in the other office applicatvlons, the comman ; are
windo.w.(:n h:sp:;z::v;rinothe’ ribbon which contains tabs, groups, and commands as
organized an

shown in Figure 93.
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Figure 93; Parts of the Ms PowerPoint window

File menu (A): Contains ¢
Home, Insert, Draw, De
and Help,

Quick access toolbay (B):
Undo. You can add more
Title bar (C); Displays
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| iting MS
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a presentation.

Slide pane (F): Displays the slide Yyou are currently working on,

Notes pane (G): Used for typing any notes you want to use during a presentation.
Zoom slider (H): Used for zooming the slides in or out within the window.

View buttons (I): Used to quickly switch between Normal, Slide Sorter, Reading,
and Slide Show views.

Status bar (J): Displays mes sages and feedback

on the current state of MS PowerPoint.
Slide area (K): This is the current slide.

Outlinetab (L): Focuses on the content of your presentation rather than its appearance.
Use the Outline tab when you want to add large amounts of text to a presentation.

Navigating the MS PowerPoint window

Now that you have the basic knowledge of the MS PowerPoint window and the
function of some of the tabs and commands, the next step is for you to familiarize
yourself with the commands that you will use to create your presentations. Before you
start creating presentations, you need to learn how to move around in MS PowerPoint,
This section shows you several ways to navigate through your presentations.

Scroll bars: These are the most basic ways to navigate in MS PowerPoint. The
vertical scroll bar is located on the right side of the window and is used to move
up and down in the presentation window. The horizontal scroll bar is located at the

bottom of the slide pane and is used to move left and right when a slide doesn’t fit
entirely in the window. Figure 94 shows how to navi

gate the presentation using
scroll bars and the slide tab.

A T
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= Navigating in
‘0 PowerPoint

o Using scroll bar and slide tab
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Slide tab

0-{ Scroll |

croll bar
Figure 94: Parts of the MS PowerPoin window -
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~ content to the slides. The competencies developed in

Click and drag a scroll bar to move quickly around a presentation or click on
small arrows at the top/bottom of the vertical scroll bar and the left/right of the
horizontal scroll bar to move up or down one slide at a time; provided that the curren:

slide fits entirely in the slide pane.
Navigation keystrokes: You can also use keyboard shortcuts, or navigation keystrokes

to move around in a presentation. Table 5 shows how to navigate MS PowerPojnt

using keyboard shortcuts.

Table 5: Keyboard shortcuts

Keyboard shortcut | Action to presentation

Home Move to the beginning of a line
End Move to the end of the line

Page Up Move to the previous slide

Page Down Move to the next slide

Ctrl + Home Move to the beginning of the
Ctrl+ End Move to the end of a presentation

¢ pane to quickly jump to2 specific

Slides tab: You can use the Slides tab in the outlin
line pane, click the slide you want

slide in a presentation. On the Slides tab in the out
to navigate to. MS powerPoint jumps to the selected slide.
Element 3: Creating a presentation

By the end of this element, you will be able to crea presentation and add

te a new
you to

this element will enable
tation.

create slides and add appropriate content to them to make a presen

owerPoint
pened MS Power

ntain the information YO
ideos,

Point, you can start
u intend 0

and charts:

Creating a new presentation in MS P

After you have prepared your content and o
creating slides and adding content. Slides co
present to your audience. This includes text, pictures, tables, v

[nformation is usually presented in different slide layouts.
o slide: There are several slide layouts, as sho

Creating a ney 95
can create a new presentation, such as the one that appears when you ft’
entation based on a template layout

powerPoint, or you can create a new pres
@ CamScanner

95. You

wn in Figure MS
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Figure 95: Creating slides from the Home tab

From the Home tab: To create new slides, click Home in the menu tab, select New
in the ribbon, and then select the layout you want. To add more slides, double-click

on the New Slide tab, and new slides will appear below existing slides.
Using keyboard shortculs: Another way of creating slides is by using a keyboard
short. Press Ctrl + M to add slides as shown in Figure 96. When preparing slides,

d to select the type of layout based on the nature of the contents you want to

you nee
ur content is a two-column text, you may prefer a

put on a slide. For example, if yo
Two Content layout, instead of a Title and Content layout.

O H 9V T v Moo

|
|
1

Figure 96: Creating slides using the control key
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Deleting a slide: 1f you have created a slide and realize that you don’t wapt it

anymore, you can delete the slide by right-clicking on it and selecting Delete as
shown in Figure 97.

e —
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- { ]

] ==
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l; | AR ' e
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| ; 63

Delete

Selected
slide

Figure 97: Deleting an unwanted slide

Activity 43 guides you to create a new presentation in MS PowerPoint.

Creating a new presentation in MS PowerPoint
Steps
1. Click New Slide on the Home tab.
2. Select the Title Slide layout; the slide view will be opened as shown in
Figure 98.
3. Type the title and subtitle of your presentation.

yed
_The

more

By default, when you start a new presentation, the Title Slide layout is displa
first, prompting you to click to add a title and a subtitle, as shown in Figure 98
Title Slide layout allows you to type a title and a subtitle only. You can add m
slides as you wish, depending on the length and type of content in your Pr"se"mnon'

Computer Applicati



https://v3.camscanner.com/user/download

CUCKTOADDTITLE

AT AT H

Figure 98: Creating title and subtitle of a presentation

Inserting a new slide and adding contents

Whenever you start a new presentation, it wi
layout. You can insert as many slides as you need with a variety o

the steps in Activity 44 to insert a new slide.

Il contain one slide with the Title Slide
f layouts. Follow

Inserting a new slide
Steps
1. Click on the Home tab.
On the Slides group, click on New Slid

e; the office theme layout will appear.
ut; in this case, click on the Two Content layout.

Choose the desired layo
he one in Figure 99.

The window will look similar to t

Type the title of your slide. '
5 Add content to your slide, (click on the words «“Click to add text” and start

typing)
6. To add a slide of a diffe

7 Click on the layout you want to use

w1

g~

rent layout, click on New Slide.
for the new slide.

.39-09.“—!-'—#—- P = 0 x
™ "'"E"'"""‘"'""‘""“""""""‘"""""""‘_
@ Wwoan @ O 4,,)
E 22 R bmain [ :E T ik Meda
- 1 .“ - o . .

i y— L an i Commats - ) v
h—l;; -
vt Chick 1o 2dd tle |

‘Q;ld-—
"y W o34 st W o3 st
3 GEsen | ARYD
‘ aOma | a0mda
s .
L [ ]
v
.
. Ok 10 obd rwten :
saivws @ (e mpiiied Wiamtrd Rt ‘-— 'Du-—- . H e - W S

Figure 99: Two Content layout
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04 presentation

d to present data in rows and columns. Usually, columns

< that make it easier for the reader to refer to the data in
llows the use of tables to present your data. This can
ble icon in a slide pane and specifying the number of rOWS
nsert Table command to create a table. The steps in

dd a table to your presentation.

Adding tables and charts t
Adding a table: Tables are us€
and rows have labels or name
each table cell. MS PowerPoint a

be done by selecting the Ta

and columns, or using the I
Activity 45 should guide you on how to a

[Activity4S

Adding a table to a presentation
Steps:

From the Insert command in the ribbon

1. Click on the Insert tab.
On the Insert tab, click the arrow for table insertion.

y 3
3. Specify the number of rows and columns and a table will be inserted.
4, Click OK.

Within a newly created, empty slide

1. Insert a slide with the Title and Content layout.

2. On the slide, click the Insert Table icon. A dialog box will pop up.

3. On the Insert Table dialog box, specify the number of rows and columns (see
Figure 100)

4. Click OK.

mh“m

Figu - }
gure 100: Adding a table 1, a presentation
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. i

{dding q chart: : 4

{dding 7> Charts are graphical representations of data, Charts include bars,
lines. or columns that v

Charts created in MS p

Adding a chart to a Presentation
Steps

1. Click on the Insert tab.

2. Click on the Chart icon. A dialog box will pop up.

3. On the Chart dialog box, choose the type of chart you want to insert.
4. Click OK.

Or :

I. Insert a slide with the Title and Content layout,

2. On the slide, click on the Insert Chart icon, A dialog box will pop up.
3. Choose the type of chart you want to insert as shown in Figure 101,

4. Click OK.

-
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e
i
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=
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Figure 101: Adding a chart 10 o presentation
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Inserting images
MS PowerPoint comes with anoption of inserting images which are in your computer
Or an extemal storage location. The steps in Activity 47 show you how to add an

fmage 1o your MS PowerPoint presentation.

Inserting images
Steps
I. Click on the Insert tab.
2. On the Insert tab, click on the Picture icon.
3. On the Insert Picture dialog box, choose This Device. MS PowerPoint asks
you whether to “Insert picture from your computer” or “From other computers
You are connected to”. (See Figure 102). Click on This Device.
4. Select the image you want to insert from your device as shown in Figure
103(a).

Click Insert, and the image will appear as shown in F igure 103(b).

O H2 UF ¢ st - et p '--u-’

- 4 ™y . 'S i
Flgure 102: Inserting an image from a device
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Exercise 13

1. Create a presentation with 6 slides that you will use to introduce yourself as
follows:
(a) The first slide should have the Title and Subtitle layout where the title
is your full name and the subtitle is “Interesting Facts and Figures” -
(b) The other 5 slides should look as depicted in Figure 104. |

Outline My Hometown My Family
2 ias FE - Father B ™

« My Hometown

« My Famiy
* Education
* Hobbies
b ¢
Education
Primary School = Secondary school
— s -3
—Foends — Friends
— FReOTE e — Favorite subject 3
- Fasorte med —Favorre meal 3
—Games and sporss  —Games and sporis B Choose content and layout

according to your
preference

o —

(c) What layouts have you used?

2. Prepare another presentation describing your current school to guests.

Element 4: Customizing the appearance of slides in a presentation
By the end of this clement, you will be able to choose and apply the setup of the
slides, change the theme of a presentation and, change- the slide background. The

competencies you develop will enable you to change the slides to the style and color

of your choice.

Designing slides
In MS PowerPoint, slides are designed through the Design tab. The Design tab has

a ribbon that contains commands to allow you to customize various aspects of your
presentation. These commands are categorized into three groups: Themes, Variants

and Customize, as shown in Figure 105.
The Themes commands group enables you'to change the look and feel (overall
appearance) of your presentation.

Variants allow you to modify the font of the presentation or the effects applied to the
presentation elements, as well as the presentation background.

Computer Applications
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The Customize group allows you to change the slide orientation from landscape to
portrait and vice versa.

—

Themes Variants Customize
Figure 105: Design ribbon

A.iA.

Applying themes

Changing a theme: A theme is a predefined set of colors, fonts, and effects that may
be used to instantly change the look and feel of your entire presentation. It is the
overall visual look and scheme of a presentation in MS PowerPoint. Here are the
steps to change the theme:

| 1. Click on the Design tab.

| 2. Select a theme from the available options.

J 3. Double-click on the selected theme

| Follow the procedure in Activity 48 to change the theme of your slides.

Activity48 =~

Changing the presentation theme
Steps:
1. On the Design ribbon, click the More dropdown arrow: a window with all
the available themes will appear (see Figure 106).
2. Select the desired theme and it will be applied to your slides.

Y Beowse bor Themes.
j Sove Cument There..

Figure 106; Applying a theme 1o g presentation
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Changing the background of a slide: Choosing an appropriate background for a

presentation is very important, it is the first thing your audience is going to notice.

This section will show you how to apply a background to a presentation.

Applying apreset background: The easiest way toapply a background toa presentation

is to use one of MS PowerPoint’s preset backgrounds. To do this, follow these steps:
1. Click the Design tab on the ribbon and click Background Styles in the

Background group. The Background Styles gallery will appear.

Click the background you want to apply. The selected background will be

applied to the presentation as shown in Figure 107.

r9

s ™~ -

W » e S—
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T} fomatmsagond v

i Format Background v X

Figure 107: Background formatting

Formatting slide background: By default, all slides in your presentation use a \a_rhite
background. It is easy to change the background style for some or all of your slides.
Examples of backgrounds you can use ar¢ Solid Fill, Gradient Fill, Pattern Fill,
and Picture Fill. Follow the steps in Activity 49 to practice how to change the slide

background.

Changing the slide background
Steps
1. Onthe Design ribbon, click the Format Background command. The Format
Background pane will appear on the right (see Figure 108).
2. Select the desired fill option. ;
3. Click Apply to All to apply the selected background style to all slides in your
presentation.
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Figure 108: Formatting slide background

m = ‘ 1‘

1. Create a poster like the one shown in Figure 109 starting from a blank slide.

N —

very i 2
Everyone must observe distipline and strictly adhere to examination rules.

From 15"~ 25 November
For information, call: 0123 456789

Figure 109; 4 poster slide l
M Qe slis ‘
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Element 5: Working with transitions, animations, and slide shows

By the end of this element, you will be able to apply transitions and animations to

YOU JITSERISUORS. The Competencies developed will enable you to apply transitions,
and animations, and run a slide show of your presentation.

Applying transitions

Transitions refer to effects applied when moving from one slide to another while
presenting. T.here are many transition options available in the Transitions tab of
MS PowerPoint. These transitions are divided into three categories, namely, Subtle,
Exciting, and Dynamic Content, as shown in Figure 110.

Fue Home Insert Drn‘btsign'ﬁmmlmnmsmshw:mmmb P Tell me

G Sound (o sound] < Adwnceside |
(© Durtion: | 0200 < | [ On Mouse Click i
RPN S P LB |
Push Wipe solt i
m B
Cover Flash
]
Wind Prestige Fracture Crush
m oW
Dissohve  Checkerboa... Blinds Clock
m @O O D
e Sovich Flp Gallery

2 O

Zoom Random

E = = = = I &

Pan Ferris Wheel Conveyor Rotate Window Orbrt Fly Through
———

s ’ Rusal
L

Figure 110: Categories of transitions in presentations

Note: Transitions can help you to automatically move from one slide to the next,

without clicking anywhere.
The steps inActivity 50 will guide you onhow to apply transitions in your presentation.

Applying transitions
Steps
1. Select the slide to which you want to apply a transition.
2. Click on the Transitions tab.
3. On the Transitions tab, choose the required transition (see an example in
Figure 111).
4. Click on the selected transition to apply the effect.
Click on More to explore more types of transitions.
6. Click the Apply to All button to apply the transition to all slides.

W
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Figure 111: Available categories of transitions

Applying animations

Animations make objects move on the screen. In an MS PowerPoint presentation,
text and graphics can be made to move around a slide. Animations are very useful
in making a presentation more dynamic and help to emphasize points. However,
you should be very careful in using animations because too much of them can
be a distraction. Figure 112 shows different types of animations available in MS
PowerPoint. Follow the steps in Activity 51 to apply animations to objects in a slide.

A‘ﬁ' rﬁ m’?h w w w » |
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* o K * &
Transparency  Object Color Compleme...  Line Color Fill Color  Brush Color FontColor  Underline
*

Bold Flash  Bold Reveal Wave

Exit
Wk B %

Dissppear Fode Fly Out Float Out : \t Sﬁ Wh*nl
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Random Bars  Shrink & Tu.., Zoom Swivel Bounce

Figure 112: Categories of animation in Ms PowerPoint
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Using animations in a presentation
Steps
1.

Select an object you want to animate.

2. Click on the Animations tab.

3. On the Animations ribbon, choose the animation style you want to use as
shown in Figure 113.

4. In the Timing group, use the Start, Duration and Delay options to set up

when, how and for how long, the animation will play.

You can apply more than one animation on a single object by using the Add

Animation command in the Advanced Animation group.

Click on Preview in the Preview group to see how the animation will play

during the presentation.
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Figure 113: Animation style options

Creating slide shows
A slide show is a display of slides, in sequence, in such a way that they occupy

the entire computer screen during a presentation. The Slide Show tab comes with
different commands in three groups, which are Start Slide Show, Set Up, and

Monitors, as shown in Figure 114,
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Figure 114: Slide show ribbon

The Start Slide Show tab contains commands for displaying your slides in a
presentation mode. In the slide show mode, slides are displayed in full screen. For
example, commands in the Start Slide Show group enable you to start a slide show
~ from the first slide or from the slide you are currently working on. Next, the Set-Up

group contains commands that enable you to practice your presentation and set up
the slide show. Meanwhile, the commands from the Monitors group are used to set
up display monitors that you will use during the presentation. For example, you can
use two monitors at the same time to give your presentation.

LLxercise 15

Using the presentation you prepared in Question 1 of Exercise 14.
1. Apply a transition of your choice to all the slides.

2. Apply animations to all the photos in your presentation

)

Element 6: Saving and printing slides
By the end of this element, you will be able to save and print presentations as slides

or handouts. The competencies developed will
enable you to shar i
in hard copy. y € your presentations

Saving a presentation
Once you have created and designed a presentation or made changes to it, you need to
’

save it as you may want to use it in the future. To save a newly created presentation,
follow the steps outlined in Activity 52,

|
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Saving a presentation

Steps
1. Click the Save button on the quick access toolbar. The Save As dialog box
will appear.
2. Altemnatively, press Ctrl + S; or you can also click the File tab and select

Save. (See Figure 115)
You can also specify the drive and/or folder where you want to save your
presentation in the Save As dialog box where you can choose different
locations in your computer.
4. You can also choose to save your presentation in a format different from
the default pptx in MS PowerPoint. For instance, you can select the portable
document format (.pd)f) as shown in Figure 116.
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Figure 115: Séving a presentation
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Figure 116: Saving a presentation
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ation, depending on the purpose,
n be printed to help the audience
Iso serve as handouts, which the

aking notes. Print settings are applied using the printing
to specify what you want to print from the slides. MS

nt layouts, as described next.
lides are printed in full. It is 2 layout that would be

dit a printed copy of your presentation. The
-page slide printing.

esentation »
lable for printing @ present

of a presentation ca
Printed presentations cana

Printing a pr
Several options are avai
For example, a custom version
follow your presentation.
audience can also use for t
pane, by performing page setup
powerPoint has four different pri
Full-page layout: In this layout, s
most useful if you need to review Or €
steps in Activity 53 guide you to set up full

Full-page slide printing

Steps
1. Click on the File tab. ;
5 Click on the Print tab; the printing set-up window will appear as shown in

Figure 117.
3. In the Settings options, select Print All Slides.
4. Select Full Page Slides in the Slides option.
5. Click on the Print button.
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Cop) of the pn?scnlalion at the time of presentation. The optional space allows the
audience 10 write notes on each slide. Activity 54 guides you on how to print slides
as handouts.

Printing slides as a handout

Steps:
1. Preview the presentation in the Print pane.
2. In the Settings options, select Print a Handout.
3. Print the handout version of the presentation, with three slides per page.

Figure 118 shows an example of a handout printout.

&
I

Figure 118: MS PowerPoint handout

Outline layout: This layout prints a text outline of a presentation. You could use this
layout 1o review the organization of your presentation as you prepare to deliver your
presentation. Activity 55 guides you on how to print an outline of your slides.

Printing an outline of a presentation
Steps:
1. Click on the File tab.
2. Click on Print.
3. In the setting and printing layout options, select Print All Slides,
4. Select Outline in Slides option; the printing set-up window will appear as
shown in Figure 119.
5. Click Print.
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Figure 119: Printing a text outline

| rocise 16

- Prepare an MS PowerPoint presentation with twenty-four slides and print all |

slides in handout format each with six slides, in total, you will print four
pages only.

Select the first slide as the current page, Print it in layout mode- full-page. J

BN e

[ Spreadsheet applications

1.
;5
3.

What is a spreadsheet?
What is a workbook?

Describe two methods that YOou can use to close an open workbook in MS
Excel.

What are keyboard shortcuts? Give three examples of keyboard shortcuts that
are used in MS Excel,

Describe at least five data types accepted in MS Excel.

What is “AutoFill” as it applies to MS Excel?
Tulia, a Form II student, attained the following scores in different subjects

during the mid-term examinations: 94,45, 67, 89, 82, 59, 58,72, 51, and 90.
Describe the different ways yoy can find her average score using MS Excel:
Assume that for the average score ji, Question 7, an average score of 50 and

above would be considered a PASS, whereas one below 50 would be

Computer Appli('.l_linnsw
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considered a failure. Show a logical formula you would use to determine if
Tulia passed or failed the mid-term exams.

9. Describe the different types of charts available for data visualization in MS
Excel

Database applications

10. What is a database?

11. Mention 4 database objects. Briefly describe the 4 objects.

12. Define the following terms: a) Ribbon b) Navigation Pane.

13. What is a table in a database?

14. Describe the following items in a table: Field, Object, and Record.

15. Briefly describe the four main types of queries. Which, among the four, is
described as the basic query?

16. What is the difference between the APPEND and the UPDATE queries?

17. Differentiate between a Bound Form and an Unbound Form.

18. Briefly describe the three types of bound forms.

19. What is a report in the context of databases?

Presentation applications

20. Mention different presentation applications that you know of.

21. How do you start MS PowerPoint?

22. Which tab can be used to change the background color of slides ina
preseniation?

23. Which function key on a keyboard is used to start a slide show view?

24. You have opened a saved MS PowerPoint presentation from your computer
and made some changes. After the changes, you decide to close. What will
happen to the presentation?

25. What is the keyboard shortcut for inserting a new slide?

26. What is the navigation keyboard for jumping to the end of a presentation?

27. You have created twenty slides and you discover that the tenth slide is wrong
and you want to delete it. Which is the right way to delete that slide?

28. You have taken some photos of your classmates who were celebrating
birthdays using your mobile phone. You want one photo to be inserted
in the MS PowerPoint presentation. How would you insert the photo into the
presentation?

Applications
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