
        

 

 

Available online at  www.worldscientificnews.com 
  

2016 

Lubna Zaghlul Bashir 

MAIN  TASKS  IN  

MICROSOFT  OFFICE 

http://www.worldscientificnews.com/


World Scientific News 39 (2016) 1-110 

 

 

-2- 

Acknowledgements   

Praise be to god, lord of the whole creation  

 



World Scientific News 39 (2016) 1-110 

 

 

-3- 

WSN 39 (2016) 1-110                                                                                     EISSN 2392-2192  

 

 
 

Main Tasks in Microsoft Office 
 

 
Lubna Zaghlul Bashir 

 

Technology University, Baghdad, Iraq 
 

E mail address: lubna_zaghlul@yahoo.com 
  

ABSTRACT 

Microsoft Word is a word processing program that is used to create professional looking 

documents such as reports, resumes, letters, memos, and newsletters.it included many powerful tools 

that can be used to easily create and edit documents, and collaborate with others. this book provides an 

overview of the word user interface and covers how to perform basic tasks such as starting and 

existing the program ,creating, saving, opening, closing, editing, paragraph formatting (including line 

spacing, indenting and creating bulleted or numbered list)and document formatting (including headers 

and footers), and printing documents, applying styles and other automatic formatting options, creating 

tables, applying borders and shading to text and tables, and inserting graphics into document and 

getting help. Microsoft Excel is a tool that can be used in virtually all careers and is valuable in both 

professional and personal settings. Whether you need to keep track of medications in inventory for a 

hospital or create a financial plan for your retirement, Excel enables you to do these activities 

efficiently and accurately. Microsoft Excel includes the knowledge and skills required to analyze 

information in an electronic worksheet and to format information using function specific to 

spreadsheet formatting. Topics include the ability to use formulas and functions, sort data, modify the 

structure of an electronic worksheet, and edit and format data in worksheet cells. Elements also 

include the ability to display information graphically using charts, and to analysis worksheet data as it 

appears in tables or graphs. Microsoft PowerPoint includes the knowledge and skills required to 

communicate effectively with presentation software, and to use simple functions specific to creating 

and editing presentations. This work explain the ability to create and modify slides in presentation, 

create different types of presentation output and identify the most effective ways to use a presentation 

program to communicate with others. 

 

Keywords: Microsoft Word; word processing program; electronic worksheet 
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1.  Microsoft Word 2013 

 

Microsoft words is an efficient and full  featured word processor that provides you with 

all the tools you need to produce a wide variety of document types, everything from simple 

documents, such as memos and outlines, to complex documents, such as newsletters and 

internet  ready HTML pages. 

 

d1. Starting Wor .1  

 Start all programsMicrosoft office2013 word2013 

 Desktop icon  

 My Computer C: Program files   Microsoft Office   Microsoft word 

         The extension of files in word documents are (* .doc (.      
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1. 2. File menu  

Info. information about document such as file path, document title, author, file name,… 

 

New. When starting word, it opens to a blank new document. By default this new document is 

named "document1" until saving the file and give it new name.     
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 Open. Frequently you will be opening an existing document that you typed or that someone 

else typed so you can read it or make modifications to it. Opening an existing document as 

follows: 

Opening a Word Document 

 Click File Menu, and then click Open.  

 Ensure that the look in list box displays the name of the folder containing the 

document 

 Click the document's name  

 Click the Open button 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Save. Word provide several ways to save documents. You can save the active documents you 

are working on, whether it is new or existed previously. You can save all open documents at 

the same time.   

Saving a new unnamed word documents 

 Click Save from File Menu or click on toolbar.  

 If you want to save the document in a different folder, locate and open the folder. 

 In the File Name box ,type a name for the document 

 Click Save. 
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Save as. you can save active document with a different name or in a different location. 

 

 

Print. Printing a word document provides hard copy that can read, review, and modify with a 

pen or pencil. You can print the document using the print command in the File Menu or by 

clicking the Print button. 

Printing the active word document 

 Click Print from File Menu or click  . 

 Make any needed changes in the print dialog box, such as paper range, number of 

copies. 

 Click the ok button in the print dialog box  
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Close.  

When finish a document and want to move on to another activity, you close the document.  

 

Closing a Document 

 Click File Menu  

 Click close 

 Click yes, if necessary, to save changes. 

 

Undo. The undo typing button on the tool bar cancels last editing changes .actually 

undo stores a number of previous editing changes. These can be seen by clicking on the down 

arrow next to the undo typing button. 

Redo. A related feature is the redo button , on the tool bar. Redo repeats recent actions, 

such as typing and formatting.  

 

1. 3. Home Commands   

 

 

Clipboard. If you want to copy or cut more than one item and then be able to paste them into 

different places in the document, you must use the office clipboard. 

 

Using the Office Clipboard 

 To open the clipboard task pane, select the Home command and select Clipboard 

.the clipboard appears in the task pane. 

 Select and copy each item to the clipboard. 

 Place the insertion point where you want the first item to be pasted. Then return to the 

clipboard and with the mouse, point to your first item and click, word automatically inserts 

the item into the document. 

 Repeat the last step as needed to paste other items from the clipboard into the 

document. 
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Cut  Copy, Paste. using word you can cut text or copy it from one location in a document 

and move or paste it to another location in the same or different document. Since this is one of 

the most used features of word processing, cutting, copying, and pasting can be done in 

several other convenient ways: 

 Key board short cuts. 

 Tool bar clipboard.  

 Right click mouse. 

 

Cutting, copying and moving text 

 Select the item wants to move or  copy 

 To move the item, click Cut from Home, Clipboard, or click on the Home, 

Clipboard, or press Ctrl +X from Keyboard. 

 Click where wants the item to appear 

 Click Paste from Home, Clipboard, or click on the Home, Clipboard, 

or press Ctrl +V from Keyboard. 

Or 

 To copy the item, click Copy from Home, Clipboard, or click on the 

Home, Clipboard, or press Ctrl +C from Keyboard. 

 Click where wants the item to appear 

 Click Paste from Home, Clipboard, or click  on the Home, Clipboard, 

or press Ctrl +V from Keyboard. 
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Format Painter. copy formatting from one place and apply it to another. 

Double – click this button to apply the same formatting to multiple places in document. 

Font.  font enables you to choose from several font attributes, you can control the font, the 

font style, and other character attributes such as strikethrough, superscript, and shadow. 

 

Working in the Font Dialog box 

 To change the font, click the Font drop-down box and select the new font by name. 

 

 To change the Font Style to italic, or bold italic, make the appropriate selection in the 

font style box.  ,  

 To change the size of the font, select the appropriate size in the size scroll box. 

.use  to increase the font size, and  to decrease the font size. 

 For underlining, click the Underline Style drop-down box and select an underlining 

style.   

 Use clear formatting to clear all the formatting from the text selection. 

 To change the color of the font, click the Font Color drop –down box and select a 

new color, and select  to change background of selection text. 

 To select any special effects, such as Strikethrough , Superscript , or 

Subscript , select the appropriate check box of the dialog box. 

 Use change case  to change all the selected text to upper case or lower case or 

other common capitalizations. 

 As you make the various selections in the font dialog box, a sample of what the text 

will look like appears in the preview box at the bottom of the dialog box. After you 

have made all your selections in the font dialog box click ok. 
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Paragraph. Alignment of text refers to the horizontal position of text in relation on the right 

and left margins, text flush with the left margin is left aligned, text flush with the right margin 

is right aligned. Text positioned exactly in the middle of the left and right margin is centered, 

text flush with both the right and the left margin is justified. 

 

Aligning Text Left, Right Centered, and Justified 

 Select the text you want to align left. 

 On the Home, Paragraph, click align left button or use CTRl+L from the 

keyboard. 

Or 

 Select the text you want to align with the right margin 

 On the Home, Paragraph, click align right button or use CTRl+R from the 

keyboard. 

Or 

 Select the text you want to center. 

 On the Home, Paragraph, click center button  or use CTRl+E from the 

keyboard. 

Or 

 Select the text you want to justify. 

 On the Home, Paragraph, click justify button or use CTRl+J from the 

keyboard. 
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Another setting that greatly influences the amount of white space on the page is line spacing, 

when you consider whether you want your text single spaced or double spaced, those text 

attributes are controlled by changing the line spacing. 

Changing Line Spacing 

 Select the line spacing drop – down on the Home, Paragraph, a list of line 

spacing possibilities such as 1, 1.5,2, and so on will appear, select the line spacing 

you want to use. 

 To change the line spacing on the indents and spacing tab, click the line spacing 

drop – down box and select one of the chooses(single, double, 1.5,at least, 

exactly, multiple). 

 The line spacing option selected is influenced by the point size entered in the text 

box. 
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Bullets and numbering. bullet lists or numbered lists are especially effective for helping the 

reader of document identify the important points or steps, with word can quickly add bullets 

or numbers to existing lines of text. 

Adding Bullets or Numbering 

 Select the items wants to add bullets or numbering to 

 On the Home, Paragraph, do one of the following: 

 To add bullets, click Bullets   button 

 Or 

 To add numbering, click numbering  button 

 

 

 

 

 

 

 

 

Decrease indent . Decrease the indent level of the paragraph. 

Increase indent . Increase the indent level of the paragraph. 

Left to right text direction . Set the direction of text to be displayed from left to right. 

Right to left text direction . Set the direction of text to be displayed from right to left. 

 Sort . Alphabetize the selected text or sort numerical data. 
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  Show paragraph mark:  When typing in a word document, you insert nonprinting 

characters like spaces, tabs, and paragraph marks. At times you need to be able to display 

these nonprinting characters to see where each paragraph ends, or to find extra spaces or tabs. 

When these none printing characters are displayed, they show as the following characters on 

screen; 

 Space: dot (●) 

 Paragraph: paragraph symbol (¶) 

 Tab: right arrow (→) 

Showing or hiding these formatting marks is a simple task. 

Shading . Color the background behind the selected text or paragraph. 

  

Border . Customize the borders of selected cells or text. 

 

Styles. Change the set of styles, colors, and fonts, used in this document. 

 

 

Editing: include: 

Find and Replace. to search for selected text in opening documents, and replaced with 

another. Find and replace dialog box appears. In find what write the word you search for and 

in Replace With write the word you want to replace the old word with itوthen click replace 

all to replace all words in document.   
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Go to. to allow user to transfer between the pages of document. 

 

Select all. To modify or edit text or a graphic you must first select it. One of the first mottos 

learned when learning word "select then do" .you can select any amount of text. When 

selected, the text appears on the screen highlighted as white characters on a black background. 

Probably the most common method of selecting text is to use the mouse. To do this, you 

position the mouse pointer at the start of the text you want selected and hold down on the left 

mouse button as you drag the mouse across the text. When you stop moving the mouse 

pointer and release the left mouse button you are done selecting text. You can also select text 

using only the keyboard, press the F8 function key to turn on the extend (or select feature), 

the EXT indicator becomes active on the word statues bar as soon as you press on of the 

arrow keys on the keyboard. To select all the document use Select All from Home, Editing.  

 

1. 4. Insert Command 

 

 

Pages: include: 

Cover Page: Insert a fully formatted cover page. You fill in the title, author, date, and another 

information. 



World Scientific News 39 (2016) 1-110 

 

 

-19- 

 

Blank Page. insert a new blank page at the cursor position. 

Page break. start the next page at the current position. 

Tables. insert or draw table into the document. 

Inserting an Empty table 

 Click where you want to create a table. 

 Click Insert, Table button . 

 Drag to select the number of rows and columns you wants 

 Release the mouse button to produce the blank table 

 

1. 4. 1. Table-Design commands 

 

 

 

Table Style option. Display special format to header row or total row or banded rows, or first 

column or last column or banded columns. 
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Table Styles. Choose a visual style for the table.(can change the types of borders, gridlines, 

and even the colors used in Table). 

Applying table style 

 Click the Table 

 On the Table, click Table design. 

 In the table styles box, click the style you want 

 

Draw borders: include: 

Draw table. it used to draw table in document, the mouse pointer becomes as pencil drawing 

tool. 

Erase. erase table borders. 

Pen color. change pen color. 

 

Line style. change line style use to draw borders. 
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Line weight. change line weights use to draw border. 

 

1. 4. 2. Table-Layout commands 

 

Table: include: 

Select. select the current cell, row, column, entire table. 

View gridline. show or hide the gridlines with the table. 

Properties. open table properties dialog box. 

Rows & Columns: include: 

Delete. it is easy but be careful when deleting rows or columns when you are working with 

tables that contain information. Because the data also deleted. 

 

Deleting Rows or Columns 

 Click in table for position of row or column to delete 

 Click insert ,table-layout, rows &columns , Delete 

 Choose Rows or Columns 
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Insert row above: add new row directly above selected row. 

Insert row below: add new row directly below selected roe. 

Insert column left: add new column directly to the left of selected column. 

Insert columns right: add new columns directly to the right of selected column. 

Adding Columns or Rows to a Table 

 Click for position in table. 

 Select the number of columns or rows to insert. 

 Select rows and columns from Insert ,table-layout  

 Click Columns to the right or Columns to the left. 

 Click Rows Above or Rows Below. 

 

 Merge. Include: 

 Merge Cells. to merge cells i.e. make them one cell. 

Merge Cells 

 Select the cells you want to merge , then  

 Click Merge Cells, from Insert, Table-layout, and Merge. 

 

Split Cells. To split one cell to two cells or more cells do the following: 

Split Cells 

 Select the cell you want to split it. 

 Click Split cells from Insert, Table-layout, and Merge. 

 Dialog box appears , 

 Define numbers of Rows and number of Columns you want the cell split to them. 

 Click OK. 

 Split Table. command used to split table from selected location for writing. 

Cell size. include 

Auto fit. used to Place border of table auto fit to contents. 

Height. set the height of selected cells. 

Width. set the width of selected cells. 

Distributed rows. Distributed the height of the selected rows equally between them. 

Distributed columns. Distributed the width of the selected columns equally between them. 

Alignment. Alignment the text in the cells. 

Text direction. Change the text direction within the selected cell. 

Cells Margins. Customize cells margins and spacing between cells. 

Data. include 

. To sorting data in table Ascending or Descending. Sort  

Repeat header row. Repeat the header row in every page. 

Convert to text. Use to convert table to text. 
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Convert table to text 

 Select the rows or table that you want to convert to paragraph. 

 On the Insert Table- layout, point to Data, and then click Table to Text. 

 Under Separate text with, click the option for the separator character(coma, 

tab, space, paragraph or other) you want to use in place of  the column 

boundaries 

 Paragraph marks separate rows.  

 

 Formula. you can place formulas in tables that can do a Varity of calculations. 

Place Formula in a Table 

 Click the table cell where you will place the formula. 

 Select Insert Table-Layout, Data, Formula, the formula dialog box appears. 

 In many cases, the formula dialog box will use cell position to interpret the best 

formula to insert into the table. 

 If you want to paste a different formula into the table cell, select and delete the 

formula provided. 

 In the formula box, type an equal sign (=) and then click Paste Function drop – down 

list to insert a new formula. 

 To specify the cells to be acted on by the formula, place the starting and ending 

addresses of the cell grouping  

 Click ok to place the formula in the table. 

 

Illustrations. Include: 

Pictures. insert a picture from file. 

 

Inserting a picture 

 Place the insertion point where you want to place the picture in the document. 

 Select insert, illustrations, Picture, and then select From File on the context menu, 

the insert Picture dialog box appears. 

 Use the Look In box to locate the drive and folder that contains the picture file. After 

you locate the picture, click the file to view a preview. 
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 After you select the picture you want to insert into the document, click Insert in the 

lower- right corner of the insert Picture dialog box. 

 

 Online pictures. find and insert pictures from a variety of online source. 

Shapes. insert readymade shapes such as rectangles, circles, arrows, lines, flowchart symbols and 

callouts. 

 

Smart art. insert smart art graphic to visually communicate information. 
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Chart. insert chart to illustrate and compare data.  Bar, pie, line, area and surface are some of 

the available type. 

 

Screenshot. Quickly add a snapshot of any window that is open on the desktop to the 

document. 

Apps for office. insert an app into the document and use the web to enhance the work. 

Online video. find and insert video from variety of online source. 

 

Links:  
Hyperlink. create a link to a web page, a picture, e-mail address, or a program. 

Bookmark. create a book mark to assign a name to a specific point in a document 

Cross-reference. refer to items such as headings, figures and tables by inserting a cross 

reference such as, ”see table 6 below”, or “turn to page 8”. 

 

Comment. add a note about this part of the document. 

 

Header and footer: include: 

Header. edit the header of document .the content in the header will appear at the top of each 

printed page. 

Footer. Edit the footer of document .the content in the footer will appear at the bottom of each 

printed page. 

 



World Scientific News 39 (2016) 1-110 

 

 

-26- 

Adding a Header 

 Click Insert, Header and Footer. 

 Click header to create a header, enter text or graphics in the header area. 

 When you finish, click close. 

Adding a Footer 

 Click Insert, Header and Footer. 

 Click footer to create footer, enter text or graphics in the footer area. 

 When you finish, click close. 

 

Page Numbers. insert page number to the document. 

Inserting Page Numbers 

 Select insert, header &footer, click Page Numbers. 

 Context menu appear select from it, top of the page or buttom of the page or 

page margins or current position. 

 Select format page number to made  options you want, for example ,to show 

or hide the page number on the first page or other format options 

 Click Ok. 

 

Text: include: 

Text box. A text box is a movable, resizable container for text or graphics. You can use text 

boxes position several blocks of text on a page or to give text a different orientation from 

other text in the document. 

Creating a Text Box 

 Select Insert, Text , click Text Box button  

 To insert a text box with a predefined size, click the document. 

 To insert a text box with a different size, drag its sizing handles until the text box is 

the size you want. 

 To maintain the text box's width to height ratio, hold down shift while you drag the 

sizing handles. 

 Position the text box by dragging it to the location you want. 
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Word art. insert decorative text to the document. 

 
Drop caps. create a large capital letter at the beginning of the paragraph. 

Date and time. to insert the date and time in cursor location.  

Symbols. include 

Equation. insert common mathematical equations or build up your own equations using library 

of math symbols. 
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Symbol. Special characters and symbols are characters that can’t be found on your keyboard 

and that are not part of what is considered to be the standard character set. 

Insert Symbol  

 Place the insertion point in document where wants to insert the special character or 

symbol, select Insert, Symbol, the symbol dialog box appears. 

 To insert a symbol, make sure the symbol tab is selected on the insert dialog box. 

 After you select the symbol set, click to select the symbol you want to insert. 

 After selecting the symbol, click the Insert button. 

 When you have finished inserting symbol, click the close button on the symbol dialog 

box. 

Embed video. insert movie from file and convert to flash video format. 

 

1. 5. Design Commands 

 

Themes: include: 

Themes. change the overall design of the entire document include, colors, fonts, and effects 
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Document formatting: 

 

Colors. change the colors for the current theme. 

Fonts. change the fonts for the current theme. 

Effects. change the effects for the current theme. 

Page background: include: 

Watermark. insert ghosted text behind the content on the page. 
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Page color. Choose a color for the background of the page. 

Page Border. A border can be placed around any text paragraph, also add shading to text. 

 

Place a Border around a Text Paragraph 

 Place the insertion point in the paragraph that you want to place the border around, if 

you want to place a border around multiple paragraphs, select all the paragraphs. 

 Select the Page layout, Page Background menu, and then Page Border, the border 

and shading dialog box appears. 

 Make sure the Borders tab is selected on the dialog box; you are provided with several 

settings for how the border should appear around the text. 

 In the setting area of the dialog box, select the type of box you want around your text, 

choose box, shadow, 3- D or Custom by clicking the appropriate setting sample, the 

custom option enables you to create a border that uses different line styles for the 

various sides of the border. 

 



World Scientific News 39 (2016) 1-110 

 

 

-31- 

Adding Shading to the Paragraph 

 Select Page layout, Page Background, Page Borders, the Borders and Shading 

dialog box appears. 

 Select the Shading tab. 

 To select a fill color, click one of the colors on the color palette in the Fill area. 

 To select a pattern for the fill color, click the style drop down arrow and select a 

pattern from the list. 

 Use the apply to drop – down arrow to designate whether the current paragraph or 

selected text should be shaded. 

 When you have completed your selections, click ok. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

1. 6. Page Layout Commands 

 

Page setup: include: 

Margins. Select the margins sizes for the entire document or the current selection 



World Scientific News 39 (2016) 1-110 

 

 

-32- 

Changing left and right page margins 

 On the Page layout, click Page setup, click the Margins  tab, and then enter 

the setting you want 

 Click Default to have word save the new default settings in the template on 

which the document is based. 

 

Orientation. Other page attributes that you need to control in documents are the paper size 

and the page orientation. 

Controlling Paper size and Orientation 

 Select Page layout, Page setup, Orientation the page setup dialog box opens. 

 Click the Paper tab on the dialog box. 

 To change the orientation of the page to portrait or landscape, select the orientation 

tab and click the Portrait or the Landscape option button as needed. 

 Finally , in the apply to drop – down box , select whole document to apply the new 

settings to the new document or this point forward to apply the settings to the 

document from the current page for word. 

 When you complete editing the setting click ok. 
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Size. To select new paper size, click the size drop – down box and select the paper type. 

Column. Word will place selected text into its own section and set it in the number of 

columns you specified  

 

Display Multiple Column Format on the Same Page 

 Select the text will appear in the columns. 

 Choose the Columns option from the Page Layout, Page setup. 

 In the Number of Columns field, specify the number of columns you desire. 

 In the Apply to box, make sure it says Selected Text. 

 Click your mouse on OK. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

1. 7. Refrences command 

 

Table of contents. add a table of contents to document. 

Footnotes. add a footnote to document; footnotes are automatically renumbered as you move 

text around the document. 
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Inserting a footnote or an endnote 

 On the References, Footnote. 

 Select Footnote or Endnote 

 Under numbering, click the option you want. 

 Click Insert (word inserts the note number and places the insertion point next to the 

note number). 

 Type the note text. 

 Scroll to your place in the document and continue typing. 

 

 
 

Citations & Bibliography. cite a book, journal article, or other periodical as the source for a 

piece of information in the document. 

Captions. add caption to a picture or other image. 
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Index. include the selected text in the index of the document. 

Table of authorities. add the selected text as an entry in the table of authorities. 

 

1. 8. Mailing commands 

 

 
 

Create. create and print envelops and labels. 

Start mail merge. to create a form letter which you intend to print or e-mail multiple times, 

sending each copy to different recipient. 

Write &insert fields. highlighted the fields you have inserted into the document. 

Preview results. replaces the merge fields in your document with actual data from your 

recipient list so you can see what its look like. 

Finish. complete the mail merge. 

Acrobat. merge document to PDF files and send them by e-mail. 

 

1. 9. Review command 

 

 

Proofing: include 

Spelling &grammar. Microsoft word provides several ways to check spelling and grammar. 

Checking Spelling 

 Choose the error you want to correct, right click a ward with a wavy underline. 

 Click the correct word or spelling from a list. 

Or 

 Click on the Spelling and grammar from Review, Proofing, or click   

button to check the spelling and grammar in the entire document. 

 Select the correct spelling of the word, or correct the word in the spelling and 

grammar dialog box. 

 If the word is correct and just one not recognized by word, click ignore and 

move to the next error. 
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Research. open the research task pane to search through reference materials, such as 

dictionaries, encyclopedias, and translations services. 

 

Thesaurus. Suggestions other words with a similar meaning to the word you have selected. 

Finding Synonyms using the Thesaurus 

 Select the word you want to find a synonym. 

 Select the Review, point at Proofing, and then select Thesaurus. 

 To replace the word with a synonym, place the mouse on the synonym in the synonym 

list, and then click on the drop – down arrow that appears to the right of the synonym. 

Click Insert from the menu that appears. 

 

Translate. translate the selected text into a different language. 

Comments. include 

New Comment. add a comment about the selection. 

Delete. delete the selected comment. 

Previous. navigate to the previous comment in the document. 

Tracking. include 
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Track changes. Track all changes made to the document, include insertion, deletions, and 

formatting changes. 

Balloons. choose how to show revisions to the document. 

Changes: include: 

Accept. accept the current change and move to the next proposed change. 

Reject. reject the current change and move to the next proposed change. 

Compare. compare or combine multiple versions of document. 

Protect. restrict how people can access the document. 

 

1. 10. View command 

 

Document views: include: 

Print layout.  this view is useful for editing headers and footers, for adjusting margins, and 

for working with columns and drawing objects. 

Full screen reading. view the document in full screen reading view in order to maximize the space 

available for reading or commenting on the document. 

Web layout. in web layout view, you can see backgrounds, text is wrapped to fit the window, 

and graphics are positioned just as they are in a web browser such as Microsoft explorer or 

Netscape.        

Outline.  you can collapse a document to see only the main heading, or you can expand it to 

see all headings and even body text. 

Draft. you should work in normal view for typing, editing, and formatting text. Normal view 

shows text formatting but simplifies the layout of the page so that you can type and edit 

quickly. In normal view, page, boundaries, headers and footers, backgrounds, drawing 

objects, and pictures that do not have the "in line with text" wrapping style do not appear. 

Show/Hide: include: 

Ruler. use the ruler to set the tabs on the ruler itself. This enables you to visually check the 

position of the tab stops and makes it easy for you to change the type of tab at a particular tab 

stop and delete unwanted tabs. 
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Grid lines. turn on gridlines to which you can align objects in the document. 

Document map. open the document map, which allows you to navigate through a structure 

view of the document. 

Thumbnails. open the thumbnails pane, which you can use to navigate a long document 

through small pictures of each pages. 

Message bar. open the message bar to complete any required actions on the document. 

Zoom: include: 

. The zoom command uses to zoom in and out on the documen Zoom  

 

Window. open a new window containing view of the current document. 

Micros. Record a macro or access to other macro options. 

  

1. 11. Acrobat commands 

 

Create adobe PDF. Create adobe PDF from current document. 

Create and Email. Create adobe PDF and attach to new email. 

Review and Comment. Create adobe PDF and imitate a shared review. 



World Scientific News 39 (2016) 1-110 

 

 

-39- 
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2.  Microsoft Excel 2013 

 
         Microsoft Excel is an electronic Spreadsheet program that enables you to store, 

manipulate, and chart numeric data .Researchers, statistician, and businesspeople use spread 

sheet to analyze and summarize mathematical, statistical, and financial data. 

Excel enables you to create and modify worksheets, and chart sheets. A work sheet is 

divided into vertical columns and horizontal rows. The rows are numbered and the columns 

are labeled from A to Z, then AA to AZ and so on to column IV .the intersection of a columns 

and a row is called a cell. Each cell is given a cell address, like a post office box number, 

consisting of its column letter followed by its row number, for example, B4,F7,C9. 

 

2. 1. Starting Microsoft Excel 

 Start all programsMicrosoft excel 

 Desktop icon  

 My computer C: Program files   Microsoft Office   Microsoft Excel 

 

The extension of worksheet files are (*.xls) and chart sheet files are (*.cls) 

 

 

 

2. 2. File Menu 

New: it is used to create new workbook. 



World Scientific News 39 (2016) 1-110 

 

 

-41- 

 

 

Open: if you have a workbook you previously saved that you would like to work on, you 

must open the file first, before you can make any changes. 

 

Opening an Existing Workbook 

 Open the File Menu, and select Open, or click the open button . The open dialog 

box appears. 

 If the file is not located in the current folder, open the Look In drop-down list box and 

select the correct drive and folder. 

 Select the file you want to open in the files and folders list. 

 Click Open to open the currently selected workbook. 
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Save: the first time you save a workbook, you must name it and specify a location where it 

should be saved. 

Saving workbook 

 Open the File Menu and select Save, or click the save button  on the title bar. The 

save as dialog box appears. 

 Type the name you want to give the workbook in the File Name text box. 

 To save the file to a folder or drive, select a location using the Save in list. 

 Click Save to save your workbook. 

 

Save as: it is used when you want to save a copy of workbook under a different name or 

different location. 

Saving a Workbook under a new Name or Location 

 Select the File Menu and select Save as. The save as dialog box opens, just as if you 

were saving the workbook or the first time. 

 To save the workbook under a new name, type the new filename over the existing 

name in the File Name text box. 

 To save the new file on a different drive or in a different folder, select the drive letter 

or the folder from the Save In list. 

 Click the Save button or press Enter. 
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Print : to print the workbook, follow these steps: 

Print Workbook 

 To print a portion of the worksheet, select the range of cells you want to print, to print 

only a chart, click it. 

 Select the File Menu and then select Print (or press Ctrl+P) .the print dialog box 

appears. 

 Select the options you would like to use: 

1. Print range- enables to print one or more pages. 

2. Print what- enables you to print the currently selected cell, the selected worksheet, or 

the entire workbook. 

3. Copies – enables you to print more than one copy of the selection, worksheet or 

workbook. 

4. Collate- enables you to print a complete copy of the selection, worksheet, or 

workbook before the first page of the next copy is printed. 

5. •   Click ok 

 

Close: you can easily close the current workbook. Click File menu then select close or Click 

the close (X) button in the upper right corner of the workbook. 

Undo: You can undo just about any action while working in Excel, including any changes 

you make to a cell's data. To undo a change, click the Undo   button on the title bar. (Or 

press Ctrl+Z). 

Redo : You can also undo an undo. Just click the Redo  button on the title bar. (Or press 

Ctrl+Y). 

 

2. 3. Home Commands 

 

Clipboard: include 
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Cut: moving data is similar to copying except that the data is removed from its original place 

and placed into the new application. 

Move Data 

 Select the cell(s) you want to move. 

 Click the Cut  button, or (Ctrl +X) or (select Home, Clipboard, Cut). 

 Select the first cell in the area where you want to place the data, to move the data to 

another worksheet, change to that worksheet. 

 Click Paste , or (Ctrl +V) or (select Home, clipboard, Paste). 

 

Copy : when you copy data, you create a duplicate of data in a cell or range of cells. 

Copy Data 

 Select the cell(s) that you want to copy, you can select any range or several ranges if 

you want. 

 Click the Copy  button or (Ctrl +C) or (select Home, Clipboard, Copy). The 

contents of the selected cell(s) are copied to the clipboard. 

 Select the first cell in the area where you would like to place the copy.  

 Click the Paste   button or (Ctrl +V) or (select Home, Clipboard, Paste). Excel 

inserts the contents of the clipboard at the location of the insertion point. 

 

Clipboard: you can use office clipboard to store multiple items that you cut or copy from an 

excel worksheet. You can then paste or move these items within Excel or to other office 

application. 

Using the Clipboard 

 Select the Home, and then select Clipboard. The Clipboard task pane appears. Any 

items that you have cut or copied appear on the clipboard. 

 To paste an item that appears on the clipboard, click in a cell on the worksheet, and 

then click the item on the clipboard. It is then pasted into the selected cell.  

 

Format Painter: copy formatting from one place and apply it to another. 
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Double – click this button to apply the same formatting to multiple places in document. 

Font: include 

Font : font enables you to choose from several font attributes, you can control the font, the 

font style, and other character attributes such as strikethrough, superscript, and shadow. 

Working in the Font 

 To change the font, click the Font drop-down box and select the new font by name. 

 
 To change the Font Style to italic, or bold italic, make the appropriate selection in the 

font style box. ,  

 To change the size of the font, select the appropriate size in the size scroll box. 

.use  to increase the font size, and  to decrease the font size. 

 For underlining, click the Underline Style drop-down box and select an underlining 

style.  

 To change the color of the font, click the Font Color drop –down box and select a 

new color, and select  to change background of selection text. 

 To add borders to the cells use  button. 

 As you make the various selections in the font dialog box, a sample of what the text 

will look like appears in the preview box at the bottom of the dialog box. After you 

have made all your selections in the font dialog box click ok. 
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Border :  you can add borders to selected cells or entire cell ranges.  

Adding boarders to Cells 

 Select the cells around which want a border to appear. 

 Select the Home, Font and chose Borders. The format cells dialog box appears. 

 Click the Border tab to see the boarder options. 

 Select the desired position, style (thickness) and color for the border. 

 Click ok or press enter. 

 

Alignment: include 

Alignment: you can change both the vertical and the horizontal alignment of data in the cells.  

Alignment text in Cells 

 Select the cells or range you want to align. 

 Select the Home and then select Alignments. The format cells dialog box appears. 

 Click the Alignment tab. 

 Choose one of the options (horizontal, vertical, orientation, wrap text, shrink to fit, 

merge cells) to set the alignment. 

 Click ok. 
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Wrap text: make all content visible within a cell by displaying it on multiple lines. 

Merge & Center: Joins the selected cells into one larger cell and center the contents in the 

new cell. 

 

Number: include 

Number: the numeric values that you place in your Excel cells are more than just numbers. 

They often represent dollar amounts, a data, or a percentage. Excel format cells dialog ox 

offers a wide range of number formats and even allows you to create custom formats. 

Numeric Formatting Options 

 Select the cell or range that contains the values you want to format. 

 Select the Home and select Number. The format Cells dialog box appears. 

 Click the Number tab. the different categories of numeric formats are displayed in a 

category list. 

 In the Category list, select the numeric format category you want to use. 

 Click ok to assign the numeric format to the elected cells 
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General: choose how the value in the cell are displayed: as percentage, as a currency, as a 

date and time, etc. 

Accounting number format ($): choose an alternate currency format for the selected cell. 

Percent Style (%): display the value of the cell as percentage. 

Comma Style (,): display the value of the cell with a thousand separators. 

Increase decimal : show more precise values by show more decimal places. 

Decrease decimal : show less precise values by show fewer decimal places. 

 

Styles: include: 

Conditional formatting: its allows to specify that certain results in the worksheet be 

formatted so that they stand out from the other enters in the worksheet. 
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Apply Conditional formatting 

 Select the cells to which you want to apply the conditional formatting. 

 Select the Home, style and select Conditional Formatting; the conditional 

formatting dialog box appears. 

 Be sure that Cell Value is selected in the condition 1drop – down box on the left of 

the dialog box. 

 In the next drop down box to the right, you select the condition. The default is 

between. Other conditions include equal to, greater than, less than, and other 

possibilities. Use the drop – down box to select the appropriate condition. 

 After selecting the condition, you must specify a cell or cells in the worksheet that 

excel can use as a reference for the conditional formatting. for example if you select 

less than as the condition, you must a cell in the worksheet that contains a value that 

can be used for comparison with the cells that you applying the conditional formatting 

to, click the shrink button on the conditional formatting dialog box, you are returned 

to the worksheet, select the reference cell for the condition. 

 Click the expand button on the conditional formatting dialog box. 

 Now you can set the formatting that will e applied to cells that meet your condition. 

Click the Format button in the conditional formatting dialog box and select the 

formatting options for your condition in the format cells dialog box then click ok. 

Format as table: quickly format a range of cells and convert it to table by choose pre-defined 

table style. 
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Cell Styles: quickly format a cell by choosing from pre-defined styles. 
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Cells: include 

Insert: it is use to insert a single cell or a group of cells. 

 

Inserting Cells 

 Select the area where you want the new cells inserted. Excel inserts the same number 

of cells as you select. 

 Select the Home and then select Cells, choose insert. The insert dialog box appears. 

 Select Shift Cells Right or Shift Cells Down. 

 Click OK. Excel inserts the cells and shifts the adjacent cells in the direction you 

specify. 

 

Rows and Columns : you might need to add rows or columns within the worksheet. 

 

Inserting Rows and Columns 

 To insert a single row or column, select a cell to the right where you want to insert a 

column or below where you want to inset a row. 

 To insert multiple columns or rows, select the number of columns or row you want to 

insert. To insert columns, drag over the column letters at the top of the worksheet. To 

insert rows, drag over the row numbers. For example, select three column letters or 

row numbers to insert three rows or columns. 

 Select the Home, Cells, and then select Insert Rows or Columns. Excel inserts rows 

above your selection and columns to the left of your selection. the inserted rows or 

columns  contain the same formatting as the cells 

 

Sheet: when you create a new workbook, it contains three work sheets. You an easily add 

additional sheets to a workbook.  

 

Insert sheet 

 Select the worksheet that you want to be to the right of the inserted worksheet. 

 Select the Home, Cells, then choose insert. 

 Select sheet. Excel inserts the new sheet to the right of the previously selected sheet. 

 

Delete: you can remove cells and then shift surrounding cells over to take their place. 

 

Delete data 

 Select the cell or range of cells you want to remove. 

 Select the Home, cells and choose Delete. The delete dialog box appears. 

 Select shift cells left or shift cells up to specify how the remaining cells in the 

worksheet should move to fill the gap left by the deleted cells. 

 Click ok. Surrounding cells are shifted to fill the gap left by the deleted cells. 
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Format: change Row height or column width or protected sheet or hide sheet. 

Row heights: adjusting row heights as fallow: select the row or rows and then select the 

Home, Cells, Format point at Row Height .in the row height dialog box appears type in the 

row height and the click OK.  

Column width: adjusting column width as fallow: select the column or columns and then 

select the Home, Cells, Format point at Column width .in the column width dialog box 

appears type in the column width and the click OK.  

Protection: it used to locking cells in a worksheet. 

Hiding workbooks, worksheets, columns, and rows: 

 

Hide Data 

 To hide a row or column in a worksheet, click a row or column heading to select it ,the 

right click within the row or column  and select hide, from the shortcut menu that 

appears. The row or column will be hidden. To unhide row or column, right click the 

border between the hidden item and rows or column that are visible, and then select 

unhide from the shortcut menu. 

 To hide a worksheet, click its tab to select it. Then open the Home, cells, format 

menu, and select hide sheet. To unhide the worksheet, select Home, cells, format, 

sheet, and then unhide. Select the worksheet, to unhide n the unhide dialog box that 

appears and then click ok. 
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Editing: include 

AutoSum: adding a group of cells is probably one of the most often used calculations in an 

Excel worksheet. Because of this fact, Excel makes it very easy to place the SUM function 

into a cell. Excel provides the Auto sum button  on the standard tool bar. 

Using Auto Sum 

 Select the cell where you want to place the SUM function. 

 Select Home, Editing, Click the Auto sum button  . 

 If the range of cell address that Auto sum selected is incorrect, use the mouse to drag 

and select the appropriate group of cells. 

 Press the enter key. Auto sum calculate the total for the selected range of cells.  

 

Fill: to create a custom series using fill. 

Entering a Custom Series 

 Enter the first value in the series into a cell. 

 Enter the second value in the series into the next cell. For example, you might enter 10 

into the first cell and then 20 into the second cell. This lets excel know that the 

increment for the series is 10. 

 Select both cells by clicking the first cell and dragging over the second cell. 

 Drag the fill handle of the second cell to the other cells that will be part of the series. 

Excel analyzes the two cells, sees the incremental pattern, and recreates it in 

subsequent cells. 

 

Clear: you can delete only the formatting of a cell without deleting its contents. The 

formatting of a cell includes the cell's color, border style, numeric format, font size, and so on. 

 

Clear Data 

 Select the cells you want to clear. 

 Open the Home, Editing, and point at Clear. The clear submenu appears. 

 Select the desired Clear option: 
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 All: Removes the cell contents and other attributes. 

 Formats: Removes the cell formatting only. 

 Contents: Removes the cell contents only 

 Comments: Removes the cell comments only. 

 

Sort: you can sort a list ascending (0 to 9, A to Z), or descending (Z to A, 9 to 0) orders. 

Sorting a list 

 Select a cell in the field you want sorted. 

 Click sort ascending  or sort descending  buttons from home, Editing, sort. 

 

Filter: filtering is an excellent way to find a subset of records to work with that match a 

particular range of values. 

Filtering a list 

 Select a cell within the active worksheet list. 

 Choose Home, Editing, Filter. 

 Click down arrow beside the desired field name. 

 Select a value or a custom filtering option. 

 Choose, Home, Editing, Filter, show all to remove the filter. 

Example: work sheet below includes student name and degree, to display only successful 

students execute the following:  
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1. Select the cells which we want to filtering it 

2. Select Home, Editing, Filter, combo box appears beside the field. 

3. Click arrow beside degree, subtotal appears, select customize from it, dialog box appears 

,select appropriate conditions from it, in our example, the degree is greater than 50 then 

click or equal 50, then click ok.  

4.   Only records contain successful students is appears. 
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Example: Enter the following data 

 

 Display employee record they work in science collage. 

 Display the female employee only. 

 Display all records. 

 Display the two maximum salary. 

 Display the five minimum salary. 

 Display employee record they work before 2000.  

 Display employee record in code 1,2. 

 Display employee record they work between 2000 and 2003. 

Find and Select: Suppose you've entered particular label or value into the worksheet and find 

that you have consistently entered it incorrectly. Great way to change multiple occurrences of 

a label or value is using Excel's Replace feature, you can locate data in the worksheet and 

replace it with new data. 

Using the Find and Replace Feature 

 Select the Home, Editing, and then select Find. The Find and Replace dialog box 

appears. 

 Type the text or value that you want to find into Find What text box. 

 Click in the Replace With text box and type the text you want to use as replacement 

text. 

 Click Find Next to find the first occurrence of your specified entry. 

 When an occurrence is found, it is highlighted. Click Replace to replace only this 

occurrence and then click Find next to find the next occurrence. 

 If you want to find all the occurrences, click Find All, you can also replace all the 

occurrences of the entry with Replace All. 

 Click OK. 
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Go to: you can also quickly go to a specific cell address in a worksheet using the go to 

feature. Press ctrl + G or select Home, Editing, Go To. Type the cell address you want to go 

to into the reference box, and then click ok button. 

 

 

2. 4. Insert Commands 
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Tables: create a table to manage and analyze related data 

Illustrations: it is used to insert pictures or online pictures or shapes or smart art or 

screenshot into the worksheet. 

Apps: insert an app to your document and use the web to enhance your work. 

 

Charts: charts enable you to create a graphical representation of data in a worksheet .you can 

use charts to make data more understandable to people who view your printed worksheets. 

The following are the major chart types and their purposes: 

Column – similar to the bar chart, use this chart type to emphasizes the difference between 

items. 

Line – use this chart type to emphasize tends and the change of values over time. 

Pie – use this chart type to show the relationship among parts of a whole. 

Bar - use this chart type to compare values at a given point in time. 

Area – similar to the line chart, use this chart type to emphasize the amount of change in 

values over time. 

Scatter – similar to a line chart, use this chart type to emphasize the difference between two 

sets of values. 

 

 

 

2. 4. 1. Chart-Design Commands 
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Chart Layouts: include 

Add chart element: 

 

 

  Axes: change the formatting and layout of each axis. 

 Axis title: display major and minor tick in x-axis and y- axis. 

 Chart Titles: you can add a chart title on the titles tab. 

 Data Labels: add data labels (labels that display the actual value being represented by 

each bar, line, and so on) by clicking the data labels tab. 

  Error bars: add errors bars to the chart. 

 Gridlines: display horizontal and vertical lines on the chart. 

 Legend: you can delete the legend by clicking the legend tab and deselecting show 

legend. 

 Lines: add other lines to the chart, such as drop lines or high –low lines. 

 Trend line: add a trend line to the chart. 

 Up/down bars: add up /down bars to the chart. 

 

Quick layout: change the overall layout of the chart.  
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Change colors: customize colors or styles. 
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Chart styles: to choose chart style. 

 

 

Data: include: 

Switch row/column: By default Excel assumes that your different data series are stored in 

rows. You can change this to columns if necessary by clicking the Switch row/column 

option. 

 

Select Data: next, Excel asks whether the selected range is correct (you can select the data 

you want to chart before click chart wizard). You can correct the range by typing a new range 

or by clicking the shrink button and selecting the range you want to use. 
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Change chart type: change chart from type to another one. 

Move Chart: finally, Excel asks whether you want to embed the chart (as an object) in the 

current worksheet (or any other existing worksheet in the workbook) or if you want to create a 

new worksheet for it. Make your selection and click ok button. Your completed chart appears. 

 

 

 

2. 4. 2. Chart-format Commands 

 

 

Current selection: include 

Chart elements: select chart element so that you can formatted. 

Format selection: lunch the format dialog box to fine tune formatting for the selected chart 

element. 

Reset to match style: clear the custom formatting of the selected chart elements back to the 

overall visual style applied to the chart. 

 

Insert Shape: insert readymade shapes such as rectangles, circles, arrows, lines, flowchart 

symbols and callouts. 

 

Example: Enter the following data 
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 Draw the relation between Product and Quantity. 

 Draw the relation between Product and Price. 

 Draw the relation between Price and Quantity. 

 Draw the relation between Product and Quantity and Price. 

 

Example: Enter the following data, and then draw the expenses over three months. 

 

 

Example: Enter the following data Powers = (50, 100,………1000) and Cubes Side = (10, 

12………48) then calculate Reaction = Power/Cube Area and draw the relation between 

Power and Reaction. 

 

Example: enter the following data: X = (0, 45, 90, 135, 180, 225, 270, 315, 360) then 

calculate Sin(X), Cos(X), Tan(X). Then draw Chart illustrate the relation between all 

variables. 
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Example: enter the following data: X= (5, 10 ….50) and calculate X
2
, X

3 
then draw the 

relation between variables. 

 

Filters: filter data. 

 

Links: create a link to a web page, a picture, e-mail address, or a program. 

Text: include 

Text box: A text box is a movable, resizable container for text or graphics. You can use text 

boxes position several blocks of text on a page or to give text a different orientation from 

other text in the document. 

Header / Footer: the contents of a header (at the top of the page) or footer (at the bottom of a 

page) repeat automatically for each page that is printed. 

Word art: insert decorative text to the document. 

Signature line: insert a signature line that specifies the individual who must sign. 

Object: insert an embedded object. 

Symbol: Special characters and symbols are characters that can't be found on keyboard and 

that are not part of what is considered to be the standard character set. 
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2. 5. Page Layout Commands 

 

 

Themes: include: 

Themes: change the overall design of the entire document include, colors, fonts, and effects 

Colors: change the colors for the current theme. 

Fonts: change the fonts for the current theme. 

Effects: change the effects for the current theme. 

 

Page setup: include 

Margins- the margins tab allows to select the top, button, left, and right page margins, and to 

center the worksheet both horizontally and vertically on a page. 

Orientation: Print orientations (prostrate or landscape). 

Size: use to specify paper size. 

Print area: you don’t always have to print an entire worksheet; instead, you can easily tell 

excel what part of the worksheet you want to pint by selecting the point area.  

Breaks: a page break is the point at which one page ends and another begins. 

Background: choose an image to display as background of the sheet. 

Print Titles: specify rows and columns to repeat at each printed page. 

 

Scale to fit: include: 

Width: shrink the width of printed output to fit a maximum number of pages. 

Height: shrink the height of printed output to fit a maximum number of pages. 

Scale: stretch or shrink the printed output to percentage of its actual size. 

 

Sheet options: 

Sheet right to left: switch the sheet direction so that the first column is on the right side. 

Gridlines: show lines between rows and columns in the sheet to make editing and reading 

easer. 

Headings: show rows and columns headings. 
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Entering Formula: you can enter formulas in one of two type: by typing the enter formula, 

including the cell address, or by typing the formula operators and selecting the cell reference. 

 

Type Formula 

 Select the cell where you will place the formula. 

 Type an equal sign"=" into the cell to begin the formula. 

 Enter the appropriate cell references and operators for the formula the formula also 

appears in the formula bar as you type it. The cells that you specify in the formula are 

highlighted with a color board.  

 Press enter when you have finished the formula, and Excel calculate the results.   

 

Enter formula by selecting cell address 

 Click in the cell where you will place the formula. 

 Type the equal sign"=" to begin the formula. 

 Click the cell whose address you want to appear first in the formula. You can also 

click a cell in a different worksheet or workbook. The cell address appears in the cell 

and in the formula bar. 

 Type a mathematical operator after the value to indicate the next operation you   want 

to perform. The operator appears in the cell and in the formula bar. 

 Continue clicking cells and typing operators until the formula is complete. 

 Press enter to accept the formula and have Excel place its results into the cell. 

Some of operators that you can use and how you would use them in simple formula. 

 

2. 5. 1. Order of operators: the natural order of mathematic operators as follows: 

1. Exponent (^) and calculations with parenthesis.  

2. Multiplication (*) and division (/). 

3. Addition (+) and subtraction (-). 

You can force the precedence of an operation by using parentheses. 
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2 .5. 2. Library Functions: The most common functions used in excel application list in 

following table: 

 

Description of function function 

Absolute value of x, │x│. ABS(x) 

= (-1 or 0 or 1) for (x<0 or x = 0 or x>0). SGN(x) 

Square root of x. SQRT(x) 

The largest integer not exceeding x. INT(x) 

Create random number value between 0 and 1. RAND(x) 

Sin of x, x in radians Sin(x) 

Cosine of x, x in radians Cos(x) 

Tangent of x, x in radians Tan(x) 

Arctangent of x,  Atan(x) 

The value of e
x
 Exp(x) 

The natural logarithm of x.ln(number)  LN(x) 

The base-10 logarithm of x.log10(number) Log10(x) 

Logarithm of  x to base you specify.log(number, base) Log(x) 

 

Example: enter the following data then execute the operators in excel worksheet. 
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Simple formula Operator  

= A1^3 A1
3

 

= A1+B1 A1+B1 

= A1-B1 A1-B1 

= A1*B1 A1×B1 

= A1/B1 /B1  ِA1 

= A2+B2*C2 A2+B2×C2 

= (A2+B2)*C2 (A2+B2)×C2 

= (A1+B1)/(C1-D1) A1+B1 

C1-D1 

= A1+B1/C1-D1 A1+B1-D1 

        C1 

= A1*B1/2 A1×B1/2 

= A1*B1/(C1*D1) A1×B1 

C1×D1 

= A1+B1+C1/3 A1+B1+C1 

        3 

= (A1+B1+C1)/3 A1+B1+C1 

        3    

= B1*(2+C2) B1x (2+C2) 

= B1*2+C2 B1x2+C2 

=A1^2+B1^2+C1^2+D1^2 A1
2
+B1

2
+C1

2
+D1

2
 

= (A1+B1+C1+D1)^2 
2

A1+B1+C1+D1)) 

= (A1+B1)/C1 A1+B1 

    C1
 

= ABS(A1), example: abs(8) = 8, abs(-9) = 9 ׀A1׀ 

= INT(B1), example: int(7.1) =7, int(7.9) = 7 Integer (B1) 

= INT(C1), int(-9.2) = -10, int(-11.1) = -12 Integer (C1) 

= D1^0.5 or D1^(1/2) or SQRT(D1) 
1D 
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 (- B1 + sqrt (B1^2-4*A1*C1))/(2*A1)= 

a*2

c*a*4bb 2 
 

 (- B1- sqrt (B1^2-4*A1*C1))/(2*A1)= 

a*2

c*a*4bb 2 
 

 exp(A1)= e
A1

 

= (1-exp(A1))/(1+exp(A1)) 1- e
a1

/1+e
a1

 

 ln (A1)= ln(A1) 

 Log10(A1)= Log10(A1) 

= log(a1,5) Log5(A1) 

= Sin(A1*3.141592/180) Sin(A1) 

= Cos(B2*3.141592/180) Cos(B2) 

= tan(C3*3.141592/180) Tan (C3) 

= 1/cos(A1*3.141592/180) Sec(A1) 

= 1/Sin(B2*3.141592/180) Csc(B2) 

= tan(B1*3.141592/180) Tan(B1) 

= Log(B1,7)- Sin (A1*3.14/180) +C1*D1 Log7 B1 –Sin A1 +C1 x D1 

= Ln(D1)- Log10(D1^2) Ln D1 – Log10 D1
2

 

= sin ( C4*3.14/180) Sin(C4) 

= Cos( (A1*3.141592/180)^2) Cos (A1
2
) 

= Cos (A1*3.141592/180)^2 Cos
2
(A1) 

= (Sin(A1*3.14/180)+Cos(B1*3.14/180))/Tan(C1*3.14/180) Sin (A1)+Cos(B1)/Tan(C1) 

= sign(A1), = 1 if a is positive or -1 if a is negative Signature(A1) 

= sign(D1), example: sign(7) = 1, sign(-7) = -1 Signature(D1) 

= RAND(1), its return random value between 0, 1, example: 

0.87965431  

random (A1) 

= ln(((A1)+abs(A1-3))/(2*A1+5)) 

5A2

3AA
Ln




 

= (Sqrt(A1^2+1) - 2*A1)/abs(A1) 

A

A21A2 
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= A1*tan(A1*3.14/180)/(A1+tan(A1*3.14/180)^2 

2)TanAA(

TanA.A


 

= (log(A1,3)+1/A1-A1^3)/(10-A1) 

 

A10

A
A

1
)A(3Log 3





 

= ln((A1+abs(A1-3))/(2*A1+5)) 

5A2

3AA
Ln




 

= sqrt(cos(A1^3/(5*(A1-1))*3.141592/180)) 

)1A(5

A
Cos

3


 

= (abs(A1-B1)-1/2)^2/(A1+B1) 

BA

)2/1BA( 2




 

= (sqrt(A1+1)-sqrt(3*a1))/(A1^2-2) 

2A

A31A

2 


 

= sqrt(sin(A1*3.14/180)/(3*(A1-1))) 

)1A(3

SinA 3


 

= sqrt((2-X1^2)/sqrt(a1+(B1^2-1)^5)) 

52

2

)1b(a

x2
Y




 

= ln(abs(3*exp(X1)-9))/sqrt(3*X1^2) 

2

x

x3

9e3ln
Y


 

= log10((1-exp(-2X1))/(1+x1)) 

















x1

e1
10logY

x2

 

= X1^2+A1*abs(b1-c1^2)-Exp(X1) x22 ecbaxY  

= sin(x1*3.14/180)^2+cos((X1*3.14/180)^3) Sin
2
(X) + Cos(X

3
) 
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2. 6. Formula Commands 

 

Insert Function: Functions are ready made formulas that perform a series of operations on 

specified range of values .every function consists of the following three elements: 

1. The "=" sign, which indicates that what follows is a function (formula). 

2. The function name, such as sum, that indicates which operation will be performed. 

3. A list of cell address, such as (A1:H1), which are to be acted upon by the function. Some 

functions can include by commas such as (A1, B1, and H1). 

Some of Excel functions that probably used most often in worksheets: 

 

Example Functions 

= Average(B4:B9) Average 

= Count(A3:A7) Count 

= if ( A3>1000, "bonus",no bonus") If  

= Max(B4:B10) Max 

= Min(B4:B10) Min 

= Sum(A1:A10) Sum 

 

Using function feature: the insert function feature leads you to through the process of 

inserting a function and specifying the appropriate cell address in the function. 

 

2. 6. 1. Use Function Feature 

 Click in the cell where you want to pace the function. 

 Click the arrow button next the auto sum button and select more functions. The insert 

function dialog box appears. 
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 To search for a particular function, type a brief description of what you want to do in the 

search for a Function box. Then click Go to conduct the search. You also can select a 

function category, such as financial or statistical, using the select a category drop – down 

box. In either case a list of functions is provided in the select function dialog box. 

 From the functions list, select the function you want to insert. Then click ok. The function 

Arguments dialog box appears. This dialog box allows you to specify the range of cells 

that the function acts upon. 
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 Next you must enter the range of cells that will be acted upon by the function. Click the 

collapse button on the far right of the Number1 text box in the Function arguments dialog 

box, this return you to the worksheet. 

 Use the mouse to select cells that you want to place in the function. Then click the expand 

button on the right of the function arguments dialog box. 

 Click ok. Excel inserts the function and cell addresses for the function into he selected cell 

and displays the result. 

Example: Enter the following data: 

 

 Calculate sum of columns B, C, D, and E. 

 Calculate the Average of columns B, C, D, and E. 

 Calculate the Max and Min value in each row. 

 Calculate the sum and average of each row.  

 In each columns, If the values > = 100. print "Over", else print "Below". 

 Count the number of values in each row.  

 

Example: Enter the following data: 

 

 
 

 Calculate sum of columns Rice, Tea, Sugar. 

 Calculate the Max and Min value in each column. 

 Calculate the Average of columns Rice, Tea, Sugar. 

 Count the number of values in each column.  
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Example: Enter the following data: 

 

 Calculate sum of column grade. 

 Calculate the Average of column grade. 

 Calculate the Max and Min value in grade. 

 In column grade, If the values >=50.print pass, else print 

poor. 

 Count the number of values in grade.  

 

 

Example: Enter the following data: 

 
 

 Calculate sum of columns A, B, C, D. 

 Calculate the Average of columns A, B, C, D. 

 Calculate the Max and Min value in each row. 

 Calculate the sum and average of each row.  

 In each columns, If the values > = 50. print pass, else print poor. 

 Count the number of values in each row.  

 

Example: Enter the following data 

 

 

 Calculate the total of each product. (cost * ordered) 

 Calculate the adjusted total of each product. (total – discount) 

   Summation of adjusted total. 
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Matrix Multiply: the condition to multiply matrices is number of columns of first matrix 

equal to the number of rows in second matrix. 

Matrices Multiply 

 Select the cells you want the result display on write "=" in first cell. 

 Click Insert Function from Formula, choose MMULT. 

 The dialog box appear, select the range of  matrix by drag the mouse ,and select the 

range of second matrix in the same way. 

 Click Ctrl + Shift + Enter, the result display in selected cells. 

 

Example: to calculate the result of multiply two matrices, first size (2×2) and the second size 

(2×3). 

 

 

Matrices Inverse: to calculate matrix inverse fallow these steps: 

Matrices Inverse 

 Select the cells you want the result display on write "=" in first cell. 

 Click Insert Function from formula , choose MINVERSE 

 The dialog box appears; select the range of matrix by drag the mouse. 

 Click Ctrl + Shift + Enter, the result display in selected cells. 

  

Example: calculate the matrix inverse for the matrix size (2×2). 
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Function Library: include: 

Auto sum: display the sum of the selected cells directly after the selected cells. 

Recently used: brows and select from list of recently used function. 

Financial: brows and select from list of financial functions. 

Logical: brows and select from list of logical functions. 

Text: brows and select from list of text functions. 

Date &time: brows and select from list of date & time functions. 

Lookup &references: brows and select from list of lookup &references functions. 

Math & trig: brows and select from list of math &trigonometry functions. 

More functions: brows and select from list of statistical, engineering, cube, information 

functions. 

Define names: Create, edit, delete, and find all the names used in the workbook. 

:Checking the formula:   Formula Auditing 

 Trace precedents: we select the result, and want to know from where it is, rows 

appear to cells that caused the result. 

 Trace dependents: we select the cells that special perform formula on it and Excel 

display row to cell contain this formula result. 

 Remove all rows: to remove all rows that appears. 

 Show formulas 

 Error checking: formula errors caused error results, There is some tools help in 

define error such: 

####: column is thin 

#value: can’t convert string to value. 

#div/0: divided by zero. 

#name: names cannot define to it. 

#N/A: invalid formula. 

#ref: invalid reference. 
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 Evaluate formulas: lunch the evaluate formula dialog box to debug a formula by 

evaluating each part of formula individually. 

 

Example: to know the reference of the value (30) we select A5and select trace precedents, 

arrow appears to four values caused the result. 

 

Calculation: specify when formulas are calculated. 

2. 7. Data Commands 

 

Get external date: import data from Microsoft access data base or from web pages or from 

text files, or from other data source. 

Connections: display all data connections for the workbook. 

Sort & filter: sort & filter a list of data. 

Data tools: include: 

Text to columns: separate the contents of one excel cell to into separate columns. 

Remove duplicate: remove duplicate rows from the sheet. 

Data Validation: it is used to check correction of data. For example, we want enter data 

values between 0 and 100, when enter number out of data, Excel display message, "the 

number you entered  is not valid", that is the number is refused or we want only positive data, 

when enter negative number it s refused. 
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Consolidate: where you need to combine revenues from several regions or calculate 

productivity static's several departments. Excel consolidation tools allow you to better 

manage, organize, and present your information. 

 

Goal Seek: also called backward solving, lets you begin at the finish line and then work 

backward to solve a problem. 

Using Goal Seek 

 Select Tools, Goal Seek. 

 In the Set Cell text box, enter the cell containing the outcome formula. 

 In the To Value text box, enter the desired target value. 

 In the By Changing cell text box, enter the input cell that Excel may change to 

achieve the target value. 

 Click ok. 



World Scientific News 39 (2016) 1-110 

 

 

-79- 

Example: to change the summation of four values from 20 to 30, In the set cells text enter the 

cell A5, in the to value text box, enter 30, in the by changing cell text box, enter A1.after 

using goal seek the value of A1 change to 15, the value of A5 change to 30.  

 

Out line: include: 

Group: tie a range of cells together so that they can be collapsed or expanded. 

Sub group: ungroup a range of cells that were previously grouped. 

Subtotal: subtotaling describes the process of grouping records together in a worksheet list 

and inserting new rows for computing average, sums, minimums, and maximums. 

 

Create Subtotals 

 Sort the list by the field for which you want to calculate subtotals. 

 Select any cell in the worksheet list. 

 Select data, outline, and then subtotals. 

 Specify the sort field that contains the groupings, the desired summery function to 

calculate, and the fields you want to subtotal. 

 

Example: to create subtotals to sporting sales, the  first step is sorting the data  rows by sport 

type, then select subtotal, dialog box appears, select appropriate function from it, the 

summation of columns which contain sports sales, summation each type alone, then all 

summation. 
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2. 8. Review Commands 

 

Proofing: include: 

Spelling : Microsoft office provides several ways to check spelling and grammar.  

Checking the spelling 

 Click the Spelling button (or select Review, Proofing, Spelling), the spelling 

dialog box appears. Excel finds the first misspelled word and displays it at the top of 

the spelling dialog box, a suggested correction appears in the suggestions box. 

 To accept the suggestion in the suggestion box, click change, or click change all, to 

change all occurrences of the misspelled word. 

 Click ok to confirm that the spelling check is finished. 

 

Research: open the research task pane to search through reference materials, such as 

dictionaries, encyclopedias, and translations services. 

Thesaurus: Suggestions other words with a similar meaning to the word you have selected. 

Translate: translate the selected text into a different language. 

Comment: you can add comments to particular cells although the comments are not really 

considered cell content these comments allows you to associate information with a cell , 

information that does not appear with the workbook when sent to the printer.  

Adding Comments to Cells 

 Click the cell in which you want to place the comment. 

 Select Review, Comments, new comment. A comment box appears next to the cell. 

 Type your information into the comment box. 

 Click anywhere else in the worksheet to close the comment box. 
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Changes: include: 

Protected sheet: prevent unwanted changes to the data in a sheet by specifying what 

information can be change. 

Protected workbook: restrict access to the workbook by preventing new sheet from being 

created or by granting access only to specific people. 

Share work book: allow multiple people to work in a workbook at the same time. 

2. 9. View Commands 

 

Workbook views: include: 

Normal: In normal view, page, boundaries, headers and footers, backgrounds, drawing 

objects, and pictures that do not have the "in line with text" wrapping style do not appear. 

Page Layout: view the document as it will appear in printed page. 

Page break Preview: a page break is the point at which one page ends and another begins. 

Custom views: save a set of display and print setting as a custom view. 

 

Full screen: view the document in full screen mode. 

Show /hide: 

Ruler: show or hide ruler. 

Grid lines: show or hide grid lines. 

Message bar: show or hide message bar. 

Formula Bar: show or hide formula bar. 
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Headings: show or hide headings. 

Zoom: to enlarge or reduce the view of the current worksheet, use the zoom feature. Simply 

click the zoom button on the standard toolbar or click View, Zoom and select the zoom 

percentage. You want to use from the following: 25%, 50%, 75%, or 200%. 

Window: open a new window containing view of the current document. 

Micros: record a macro or access to other macro options. 

 2. 10. Acrobat Commands 

 

 

Create adobe PDF: Create adobe PDF from current document. 

Create and Email: Create adobe PDF and attach to new email. 

Review and Comment: Create adobe PDF and imitate a shared review. 
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3.  Microsoft Power Point 2013 

  

Power Point full featured presentation graphics application capable of creating dynamic 

slide shows. Slide shows can contain audio, video, graphics, and be fully iterative. The 

screens can be projected, printed, converted into overheads, or published on the web. 

Presentations can be delivered by a speaker, displayed in an elf running kiosk, or published as 

web pages with treaded discussions. 

 

3. 1. Starting Power Point  

 Start All ProgramsMicrosoft Power Point 

 Desktop  icon  

 My computer C: Program files   Microsoft Office   Microsoft Power Point 

ppt)*.the extension of files created  in power point are (     
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3. 2. File Menu 

New: creating a new, blank presentation takes only a click. Click the New button   on the 

file menu or click the Blank Presentation link on the new Presentation task pane. 

 

  

 Open: you have met with Victoria and discussed some changes that need to be made to 

repurpose the existing presentation. You will begin your review of Victoria's excising 

presentation by opening it in power point. 

 

Opening a Presentation 

 Select File Menu, Open, or click the open button  , the open dialog box appears. 

 If the file isn’t in the currently displayed folder, select the Look In drop – down arrow 

to choose from a list of other drives and / or folders. 

 Browse to the location containing the file and double – lick it to open it in Power 

Point. 
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 Save: after you create a new presentation, it makes sense to save it. To save a presentation. 

Saving a Presentation 

 Select File Menu, Save, or just click the save button  on the title bar. The save as 

dialog box appears. 

 In the File Name text box, type the name you want to assign to the presentation. 

 The save in box sows in which folder the file will be saved. Click the Save In drop-

down arrow and select one from the list that appears. 

 Click Save.  
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Print: using the Print option of the File menu pens the Print dialog box, which allow custom 

printing selection. 

Printing a Slide Show 

 From the File Menu, select print. 

 In slides sized for box, click the desired option usually letter paper (8.5x11in).click 

OK. 

 Click the Print Preview  button from the sub menu 

 Use Options to add Header and Footer. 

 Use Options to change the Colors/Grayscale. 

 Use Options to select Scale to fit Paper. 

 Click the Print  button. 
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Print Preview: Power Point's Print Preview screen provides options for selecting what to 

print (slides, notes, handouts, or outline). 

Close: you can close a presentation at any time. Note that although this closes the presentation 

window, it does not exit Power Point. 

 

Closing a Presentation 

 Select File Menu, Close, or click the presentation Close (x) button. If you haven’t 

saved the presentation or if you haven't saved since you last made changes, a dialog 

box appears, asking whether you want to save. 

 To save your changes, click yes. 

 

Undo: the undo button of the standard toolbar can be used to correct many mistakes made 

while editing.  

   The redo button will repeat an undone action.:Redo 

 

3. 3. Home Commands 
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Clipboard: include 

Cutting, Coping, and Pasting Slides 

 Changing to Slide Sorter view, or display normal view and work with the outline or 

slides panes. 

 Select the slides you want to copy or cut. 

 Open the home, clipboard menu and select Cut  or Copy  to either move or 

copy the slides, respectively, or you can use the Cut or Copy toolbars buttons.(from 

the key board press Ctrl +C to copy or Ctrl +X to cut). 

 In Slide Sorter view, select the slide after which you want to place the cut or copied 

slides, or on the outline pane, move the insertion point to the end of the text in the 

slide after which you want to insert the cut or copied slides. 

 Select the home, clipboard menu and choose Paste, or click the Paste  toolbar 

button. Power Point inserts the cut or copied slides.(from key board press Ctrl +V to 

paste an item that you cut or copied). 

 

Format Painter: copy formatting from one place and apply it to another. 

Double – click this button to apply the same formatting to multiple places in document. 

 

Slides: include 

  New Slide: it is used to insert a slide into a presentation at any time and at any position in the 

presentation. 

Inserting a New Blank Slide 

 On the outline or slides pane, select the slide that appears just before the place where 

you want to insert the new slide (or in the slide sorter view). 

 Choose the home, slides and then New Slide, or click the new slide button 

 on the power point toolbar. A new blank slide appears in the power point 

window. Along with the slide layout task pane. 

 In the slide layout task pane, select the slide layout that you want to use for the new 

slide. 

 Follow the directions indicated on the slide in the slid pane to add text or other 

objects. 

 

Duplicate New slide contains a duplicate option that can be used to copy objects. This 

selection can be accessed with the shortcut keys Ctrl+D.  
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Slide from outline: if you have created a document in Word that includes outline style 

headings and numbered or bulleted lists, Power Point can pull the headings and the text from 

the document and create slides. 

Creating Slides from a Document Outline 

 Choose the home, slides, new slides menu, and then choose Slides from Outline. The 

insert outline dialog box appears. 

 Use the Insert Outline dialog box to locate the document file you want to use. 

 Double – click the name of the document file. 

 

Slide Layout: the slide layout sets the format of the text and graphic content of a slid. When a 

blank presentation is opened or a new page added to an existing presentation, the slide layout 

task pane displays .the slide layout task pane shows standard presentation page layouts 

containing various combinations of text and graphics. 

 

 

  Reset: reset the position, size, and formatting of the slide placeholders to default setting. 

  Delete: you can delete slide from any view. 
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Deleting Slides 

 Select the slide you want to delete. You can delete multiple slides by selecting more 

than one slid. 

 Choose the Home, Slides, and then choose Delete Slide. The slide is removed from 

the presentation. (Or press Delete key on the keyboard).  

 

Font: include: 

Font :The font dialog box offers you control over all the attributes you can apply to text. 

Attributes such as strikethrough, superscript, subscript, and shadow are available as check 

boxes in the dialog box. 

 

Using the font dialog box 

 To change the font of existing text, select text by clicking and dragging the I-beam 

pointer over the text in a particular text box. 

 Choose the Home and then Choose Font. The font dialog box appears. 

 From the Font List, select the font you want to use. 

 From the Font style list, select any style you want to apply to the text, such as Bold or 

Italic 

 From the Size list, select any size in the list, or type a size directly into the box. 

 In the Effects box, select any special effects wants to add to the text, such as 

Underline, Shadow, or Emboss. You can also choose Superscript, Subscript. 

 To change the color of the text, click the arrow button to the right of the color list and 

click the desired color. 

 Click OK to apply the new look to the selected text. 
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Paragraph: include 

Bullets and numbering: it is used to add bullets to selected paragraph on the slide.  

Making a Bulled List  

 Click the paragraph that you want to format for bullets. 

 Select the Home, paragraph menu, and then select Bullets and Numbering. The 

dialog box appears. 

 Select the bullet style you want to use from the list Power Point provides. 

 Click OK. Power Point formats the selected text into bulleted list. 

 

 

Alignment: it is used to change paragraph alignment: 

Changing text alignment 

 Click anywhere inside the paragraph wants to realign. 

 Select the Home, paragraph menu and then select Alignment. 

 Select Aligns left , Center , Align right , or justify  to align the 

paragraph as required. 

Drawing: include: 

Shape: it is use to insert an Auto shape onto a slide. 
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Adding shape  

 In the slide view, display the slide on which you want to place the picture. 

 Click the home, point at Drawing, and then select auto shapes, the dialog box appear. 

 Click he sample that best represents the object type you want 

 Click ok, Power Point create the Picture on your slide.  

Editing: include: 

Find And Replace: Power Point's Find and Replace commands allow representation to be 

searched for specific characters. 

Find Text 

 Click the home, editing menu and then click Find. 

 Enter the search string and select the appropriate options. 

 Click the Replace button to specify a replacement value. 

 Do one of the following. 

 Click Find to locate the next occurrence of the find what string. 

 Click Replace to update the current occurrence of the find what string with the  

Replacement value. 

 Click Replace All to replace all instances of the find what string with the replace with 

string. 

 

Select All: it is used to select all slides. (In slide sorter view). 

 

3. 4. Insert Commands 

New slide: add slide to the presentation. 

Table: it is used to insert a table onto an existing slide. 

Creating a Table 

 Display the slide on which you want to place the table. 

 Select the Insert menu and then choose Table. The insert tale dialog box appears. 

 Enter the number of rows and columns that you want to have in the table. 

 Click ok. He table appears on the slide. 
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Images: include 

Pictures: insert picture from computer. 

Online Pictures: find and insert pictures from a variety of online sources. 

Screenshot: quickly add a snapshot of any window that is open on the desktop to the 

document. 

Photo album: create a beautiful presentation for your favorite photo collection. 

Illustration: include 

Shapes: insert ready – made shapes, such as circles, squares and arrows. 

Smart art: insert smart art graphic to visually communication information. 

: Charts are used to represent numeric data graphically. Charts 

Create a Microsoft Graph 

 Select the most appropriate content layout for the slide that will contain the chart. 

 Click the chart  icon in the content placeholder to activate Microsoft graph. 

 Enter the data to be charted in the datasheet with headings in the first row and column, 

and data in cells that can be referenced with a letter and number 

 Use the chart menu to select chart type, subtype, and option. 

 Right click on any chart object to format it. 

 Click the slide background to exit Microsoft graph. 
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Apps for office: insert an app into your document and use the web to enhance your work. 

Links: include: 

Hyperlink: create a link to a web page, a picture, e-mail address, or a program. 

Action: are ready made buttons that can be placed on a slide to intuitively control slide 

progressions. Once a button is placed on slide, it is assigned a hyperlink that controls its 

action. 

Create and link an Action Button 

 Select the slide to contain the Action Button. 

 Click the Auto shapes button of the drawing toolbar, pause over Action, and select he 

desired button. 

 Click and drag the button on the slide surface. 

 Click the action button and follow the steps to set a hyperlink. 

 

Comment: add a note about this part of document. 

Text: include: 

Textbox: insert the text box to document, or insert text box to selected shape. 
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  Header and Footer: a header is any text that prints in the top margin of pages, and footer is 

ay content that prints in the bottom margin. Slide headers and footers can be added and 

updated using the header and footer option of the view menu in either the normal or slide 

sorter view. They can also access from print preview. 

 

Word art: insert decorative text in your document. 

 

 

 

Slide number: to insert numbers to the slides. 

 To insert date and time to the slides. : Date and time 

Symbols: to insert symbols to the slides. 

Object: insert an embedded object. 

Video: add video to your presentation. 
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Audio: insert audio from your computer or a Varity from online resource. You can also 

record audio with a microphone. 

 

3. 5. Design Commands 

 

Themes: you can apply a different template to your presentation at any time, no matter how 

you originally crated presentation. 

Apply different Design  

 Select Design, themes. 

 Click the template that you want to use in the list. The template is immediately applied 

to the slide in the slide pane. 

 When you have decided on a particular template, save the presentation.  

Variant: include 

Colors: change the colors of current themes. 
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Fonts: change the fonts of current themes. 

 

Effects: change the effects of current themes. 

 

 

Background Styles: changing the color of a slide background can be accomplished by 

adjusting the background component of the color scheme, or using the background color 
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menu. The back ground color menu can also be used to change the slide background to a 

texture, fill pattern, or picture. 

 

 

 

3. 6. Transition commands 

 

Transition to this slide: control the visual effect that displays between slides in a slide show. 

The available transitions range from mild to dynamic in their impact. All slides can use the 

same transition, or different transitions can be assigned to each slide. 

Apply Transition to this slide 

 Select the slides the transition will be applied to. 

 From the Transition to this slide. 

 Select a transition effect. 

 

Timing: include 

Transition sound: select a sound to play during the transition between the privies slide and 

current slid. 
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Transition speed: choose how fast to animate between the privies slide and current slid. 

Apply to all: set the transition between all slides in the presentation to be like the transition 

you have set up for the current slide. 

On mouse click: wait until a mouse click to move to the next slide. 

Automatically after: move the next slide after a certain numbers of seconds. 

 

3. 7. Animations Commands 

 

Preview: preview the animations and slide transition you have created for this slide. 

Animations: choose an animation to apply it to objects inside the slide. 

Animation pane: any object on a Power Point slide can have motion added to it using 

Custom Animation setting from the custom Animation Panel of the task pane. Using custom 

animation, each character of text on a slide can be controlled indecently, grouped by word, or 

animated by paragraph. 

In addition to animating text, Power Point has the ability to animate graphics, charts and 

drawn objects. 

The start options of an animation are set to control when it begins to play. other 

animations options are available from the timing tab of effect option selection these option 

will allow more complete control of start times, delay between animation, the speed of the 

action, the duration of an animation, how each animation is repeated, and the trigger that 

initiates the animation. 

Adding Animation pane to text 

 In normal view, select the text object to be animated. 

 From the Animations select Custom Animation. 

 In the custom animation task pane click Add effect and select the desired effects. 
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3. 8. Slide Show Commands 

 

Start slide show: include: 

From beginning: start the slide show from the first slide. 

From current slid: start the slide show from the current slide. 

Present online: select a service to present the slide show online. 

Custom slide show: displays only slides you are select. 
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Setup: include: 

Set up slide show: set up advance options for slide show. 

Hide Slide: sometimes a single presentation can be customized to meet the needs of multiple 

audiences or presentation form. 

 

Hide a slide 

 Select the slide to hide on the slides tab in normal view. 

 On the Slide Show, set up then click Hide Slide. 

 

Rehearse Timing: to set time for each slide. 

Set Slide Trimming While Rehearsing 

 Active the timing feature 

 On the Slide Show menu, click Setup Show 

 Under Advance Slide, click Use Timing, if Present 

 Set the time for each slide 

 On the Slide Show menu, click Rehearse Timing 

 Rehears the show to set trimming automatically as you advance. 

 At the end o the show, click yes to accept automatic timing or no to start again. 

 

 

 

Monitories: include: 

Resolution: choose the screen resolution to use for the full screen slide show. 

Use presenter view: show the full screen slide show using presenter view. 

 

3. 9. Review Commands 
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Spelling: as you enter text, it is checked against the dictionary. When a word I not found in 

Power Point's dictionary, it is marked with a red wavy underline for your review. 

Correct Words Marked by Spelling Checker 

 Edit a word with a red wavy underline to correct the spelling manually. 

Or 

 Right click on a word with a red wavy underline for suggestions and then do one of 

the following: 

 Select the correct spelling from the list of suggestion. 

 Select ignore all to ignore this word in the current presentation. 

 Select add to dictionary to add this word to the dictionary for all presentations. 

 

 

3. 10. View Commands 

 

 

Presentation view: include 

Normal  : when creating and editing a presentation, normal view will be used to move 

between slides and from object to object within slide. The normal view containing the outline 

pane, slide pane, notes pane, and task pane. The outline pane contains two tabs, the outline 

tab and the slides tab. the outline tab displays an outline of the current presentation 

consisting of the titles and text from each slide. The slides tab displays the slides of the slide 

show a thumbnail sized images. 
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Slide Sorter  : slide sorter view shows thumbnails of the slides in presentation slide sorter 

view provides the ideal environment for arranging slides in the appropriate order for your 

presentation. 
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Slide Show  :  Before you show your presentation to an audience ,you should run through it 

several times on your own computer , checking that all slides are in the right order and hat the 

timings and transitions between the slides work correctly.  

 

 
 

Note Page: this view provides a large pane for creating note for your speech. you can also 

type these notes in normal view, but notes page view gives you more room and allows you to 

concentrate on your note text.  
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Slide Master: a side that contains the master layout and color scheme for the slides in a 

presentation. 

 

Hand out master: open handout master view to change the design and layout of printed 

handout. 

Note master: open notes master view. 

Show /hide: include: 

Rulers: view the rulers, used to measure and line up objects in the document. 

 

Grid: when grids are turn on ,dotted lines display at regular intervals on each slide .when 

guides are activated, one horizontal and one vertical line are added to the slide to be 

positioned as needed to align slide objects.   

 

View direction: from left to right or from right to left. 

Zoom: include:  

Zoom: the zoom command uses to zoom in and out on the presentation. 
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Fit to window: zoom the presentation so that the slides fill the windows. 

 

Color/gray scale: include 

Color: view this presentation in full colors. 

Gray scale: view this presentation in gray scale. 

Pure black &white: view this presentation in black &white. 

 

Window: include 

New window: open a new window containing the view of current document. 

Arrange all: tile all open program window side by side on the screen. 

Cascade: cascade the open document windows in the screen so that they overlap. 

Move split: move the splitters which separate the different sections of the window. 

 

Micros: view the list of macros, from which you can run, create, or delete a macro. 

 

3. 11. Acrobat Commands 

 

 

 

Create adobe PDF: Create adobe PDF from current document. 

Create and Email: Create adobe PDF and attach to new email. 

Review and Comment: Create adobe PDF and imitate a shared review. 

 



World Scientific News 39 (2016) 1-110 

 

 

-109- 

CONCLUSIONS 

 

1. Microsoft Word is a versatile word processing program that offers flexibility in 

correcting and revising your work, as well as a number of stylistic options to improve 

your document’s presentation.  

2. This work will teach you how to change the overall layout of your document and use 

built in applications of MS Word. 

3. This work introduces the fundamental skills necessary to get you started in using 

Excel. You will find that just a few skills can make you very productive in a short 

period of time. 

4. Microsoft Excel is a full-featured spreadsheet program that helps you quickly and 

efficiently develop dynamic, professional workbooks to summarize and present your 

data.  

5. Microsoft Excel offers a comprehensive look at the features of Excel that most people 

will use most frequently. 

6. Microsoft PowerPoint is a full featured presentation program that helps you quickly 

and efficiently develop dynamic, professional-looking presentations and then deliver 

them to an audience.  

7. Microsoft PowerPoint offers a comprehensive look at the features of PowerPoint that 

most people will use most frequently. 
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