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Learn Office 2007 » Before You Begin

4.2 Scrolling in a Window Containing Folders and Files
When a window is opened on screen, some of the files or folders may be hidden from view. The
horizontal and vertical scroll bars are used to access the hidden contents of a window.

To view the full list of contents in a window, do the following:
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To view the full list of details for files or folders in a window:

» To view the columns on the right-click the right scroll arrow on the horizontal scroll bar.

« To view the columns on the left-click the left scroll arrow on the horizontal scroll bar.
Alternatively, click and drag the scroll box right or left on the horizontal scroll bar.

4.3 Scrolling in an Application Window

When a document is opened in an application, such as Microsoft Word, the page on the screen
represents an A4 page. There may be one or more pages in the document and, therefore, the entire
document may not be visible at once. Use the vertical scroll bar as described in Section 3.2 to
scroll down or up to view the complete document.

Home Inset  Pagelayout  References  Maings  Review | View | 0]
‘ =] B fuulu Document Map Q 1 dlonepage =, E D Je\mwsmeuy;m E@ |
Dt 2 Gridines [ Thumbnail: [@rwopages | 4% Synehronous Seroling =2
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| Document Views Show/Hide Zoom ‘Window Macros

The equivalent European organisation, CENELEC, uses the results of IEC as a basis for its deliberations and

the work s carried out by CENELECTC64, in which most European countries participate. Ireland, Scroll down to

represented by ETCI, has been an active member of CENELEC since 1973. Harmonisation of wiring rules in VieW the

Europe has been a gradual process, and the 4th Edition represents a significantadvance.

complete

Where itis found necessary, countries are permitted to retain special requirements or "Special National

Conditions” (SNCs) which are justifiable on account of local conditions. Ireland has negotiated successfully document

for several SNCs, e.g. for bonding and bathrooms.

The international standard format followed up to now by the three editions of the National Rules has

facilitated comparison with other national rules, and the 4th Edition will follow this more closely.

The Main Technical Changes in the Fourth Edition

The following are some of the major changes:

«  Chapter 41 and Chapter 61: Fault loop impedance tripping times are all 0.4 sec, the 5 sec time
applies only to special cases e.g. distribution networks.
B2 Wndowsbr * | @ exb metworke far | T Fourth E4 n Ne « P EEO 307
R
i o L . tnsert Home  Poge Page Up/

Alternatively, within an application window, use the up and down — Page Down
arrow keys on the keyboard to scroll up and down. o] e [ 520 keys

or
Use the Page Up and Page Down keys. v _— Up/Down

arrow keys
=)
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Module 4 € Spreadsheet Learn Office 2007

1.1.3 Opening a Spreadsheet

To open an existing spreadsheet, do the following:

Open Excel. N
. ol - Bookl [t
Select the Office Button. B
]
Select open. Office Button j s Recent Documents ;

]
J Open

The Open window opens.
Select the location of the file by clicking the Look in arrow and choosing a drive and/or folder.

Select the file. 1 Px
Click open_ Lookin: | ) Module 4 Spreadshests data files M ©® 3 XoE-
3 My Rerent
Documents 1. Select the Look
B Deshiap in: arrow to choose
ar., . the drive and/or
My folder in which the
S file is saved
;) My Mebwork.
—TR=s 2. Select
the file
3. Click Open
File pame: \ v
Files oF BYPe: | )l Excel Files (., *xlsa; *, xbsm; *.xlsb; * xlam; *.xdbx; *.dbm; * xls; *.xlt; *.htm; *\htmu *.mhit
b
b e To display the Open window using the keyboard, hold down the CTRL + O.
1

Opening Recent Documents

Documents that have been opened recently can be accessed by selecting the Office Button and
then selecting a file from the Recent Documents list.

./EE\Q o = - 5 salexls
: Select a recently opened
Recent Documents file from the Recent
| New Documents list
1 salexls =
']
J Open

Vil

=
I E: Convert
i -

To change the number of documents

listed in Recent Documents, select Popular Display Enter the
the office Button and then Excel Formulas Show this number of Recent Documents: |17 -~ e numb:}r Of
. recen
Options. Select the Advanced Frooting Rulerunis documents
button and, in the Display section, == ::::j:rﬂ:j:‘"t“”“““' that should
enter the number of documents that i Show fundtion ScreenTips display
i ustomize Show chart element names on hover

you Want to dISplay- o Show data point values on haver

#dd-Ins Far cells with comments, show:

Trust Center ) Mo comments or indicators

@ Indicators only, and comments on hover
LIS O Comments and indicators
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Learn Office 2007 Module 4 »> Spreadsheets

1.1.4 Closing a Spreadsheet
To close a spreadsheet, do the following:
Select the Office Button.
Select Close.

-
T changes have been made to the file, a message will appear asking if you want to save
note the file before closing.

Click Yes to save the file.
Click No to close the file without saving.
Click Cancel to cancel the message and return to the spreadsheet.

1.1.5 Creating a New Spreadsheet
To create a new spreadsheet, do the following:
Select the Office Button.
Select New.
The New Spreadsheet window opens.

Select Blank and recent R @
from the Templates list. s - Blank Workbook

Blank and recent

Select Blank Workbook. Blank and recent

My tes
Click Create. j
Blank Workbook

Select Blank _—" coense epors
Workbook :

Column (A)

A new blank spreadsheet opens.

A B E D E
Row (1) —— 1

Cell (A1)

Wy | L

1.1.6 Saving a Spreadsheet to a Location on a Drive
To save a spreadsheet for the first time, do the following:

Select the Office Button.

Select Save.

The Save As window opens.

Select the correct drive and/or folder from the Save in menu.

Enter a name in the File name box.

Click Save.
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Module 5 € Databases Learn Office 2007

2.4.1 Creating a Form
To create a data entry form for the Members table, do the following:
In the Navigation Pane, ensure the Members table is highlighted by clicking it.
On the ribbon, click the Create tab.
In the Forms section, click
the Form button. l:;«a\ - Qs

-
- Hoeme Create External Data Database Tools

C — -
e==pEl i == ===

- . EEINEE m[:
Table Table SharePoint Table Form | Spit Multiple —

Templates = Lists~  Design %Furm tems 5= MC
Tables F

A new form is created, and the first record in the table is displayed.

I B Members ' b8
:| Members
iz
i Member Number: |1
First Name: Padraig
Surname: Hallington
Address 1: 1The Grove
Address 2: Larchton
Age: 24
Yearly Fees: £€1,000.00
Active:

Photo:

Membership Level: |2

Record: M 10f7 LI Y Search

The form is in Layout View, which is intended for defining the placement of elements.

Data can be viewed but not added or modified in Layout View, enabling elements to be
positioned and resized by clicking them and dragging with the mouse.

The layout consists of labels, which display the name of each field, and controls which are
used for data entry.

A label/control pair is generated automatically for each field in the Members table.

The type of control is dictated by the type of the underlying field. So the name and address
fields use TextBox controls. The Active field uses a CheckBox control and the Membership
Level uses a ComboBox.

Data can be viewed but not added or altered in Design View.

In a real-world application, the form might act as a front end for more than one table, and may
or may not have controls for all available fields, as dictated by the person who designed it.

! ! The same navigation toolbar that was seen in table DataSheet View is again present

note at the bottom of the screen and can be used to move between the records in the
| underlying table.
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Learn Office 2007 Module 5 P> Databases

2.4.2 Form Design View

The contents of a form are actually defined using Design View.

To change to this view, do the following:
Right-click the form in the Navigation Pane.
Select Design View.

+# Form Header

=| | Members
# Detail
L rrrrr P
ll\ embelr Mumber: lMemberNumber
|Fi st Nane: |First II'\IameI I
Syrname: Surn;me I
|A dresqg1: |Addrlessl I I I I I I I I I I I I I I I I |
|A dresq 2: |Addrlessz I I I I I I I I I I I I I I I I |
iAge: iAge I I I I I
lY; arly Fees: lYearIly Fees
|A*‘tive:
Photo: Phato
_WFW?FWFE"EVE|. Membership Level .
# Form Footer

The process of automatically creating a form as described above generates a view similar to that in
the above illustration. Using this view, controls for field labels and fields can be added and edited.

2.4.3 Naming and Saving a Form
To save a form, do the following:

Click the Save icon, beside the Office button, at the top left
of the Access window.

External Data

Calibri

If this is the first time the Form has been saved, a window

. . Save As
will open prompting for a name.
Enter a relevant name. e |
Click OK to save.
oK ] [ Cancel ]
2.4.4 Opening and Closing a Form
. All Tables |«
Opening a Form Members A

To open a form, do the following:
Start Microsoft Access.
Open the required database (see Section 2.1.1).
The objects comprising the database are listed in the
Navigation Pane.

I
! | Each database object has a different icon.

note Forms are displayed like this: /

% Members

E Members : Table
'ﬁj Active Members
'ﬁj Competition Results
» % Members

B Members

Competitions
j Competitions : Table

'ﬁj Competition Results

»

Unauthorised Photocopying is Unlawful
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All Tables >l «

* Double-click the desired Form to open it in Form View. '%mbers &
Members : Table

EH Active Members

Alternatively, right-click the Form name and select Design _ )

View or Layout View to open in in that mode. g Competiion Resuls

- [ | Qpen

M:::ibem Layout View
mpetitions

E Competitions : I%

@ Competition Rg

Design View % |
Export 3

Rename

Hide in this Group
Delete
cut

Lopy

Rb &>

View Properties

Closing a Form
To close a form do the following:
o Click the Close X button at the right of the Access window.

Do) @ © - - | ¥ Golf Club: Database (Acces... | Table Tools - B Xy
ey — N
‘ Home | Create External Data Database Tools Datasheet @
Close X button
% [, | || Calbri -1 - |£.§ £.§||v11 | = 4] ? Vz- | a8
% s ryE=s| - B T op e
Vujw Cuptinarﬂ |A ‘||ﬁ ‘||§ v| = EZHEb/ | Recllrds ?_, Fitter N4 Flgﬂ

Views Font £l Rich Text Sort & Fitter

Members F3 Member Nu - | First Name - | Surname - | Addressl - | Ac
Z Members : Table ! Padraig Hallington 1The Grove  Lan
B Active Members 2 Jack Sparrow No 14 Shi
1 Compettion Resuts 3 Bill Bailay 17 Clarke Villa: Glu
4 Ekaterina lvanova Flat 6 Ma
&= wembers 5 Bob Kapur The Deanery | Hel
Wembers 6 Rev. JC Penney Old Rectory  Bor
Competitions ES 7 Jennifer Zhongyu Flat7 Kok
EH competitions : Table 8 Franka Potente 15 Heiligestras Har
25 Competition Results 9 Dick Vandyke Hilltop Cottage Bal
* (Mew)

Record M <1018 | » W b= | Giorier [[search <0 »

Datasheet View [ [ EEEE

2.4.5 Navigating Records in Form View

When viewing a form in Form View, the standard navigation toolbar is displayed at the bottom of
the screen. Clicking on the different sections of the toolbar will change the form to display
another record.

Previous record Current record Next record
/
|Reu:urd: 4 4 |2of2 F K

/ . ‘I_ New record

First record Last record

2.4.6 Headers and Footers in a Form
New items, such as the date and time, can be added to the form header or footer.

To add new items, do the following:
¢ Open the form in Design View.
« In the Controls section on the ribbon, click the Date and Time button.

£] Tte bl A SN T L= W Select
D'ate and 1" [#] Page Numbers BEOMGOES ["‘:\ Use Control Wizards
Time \%E ) Text Label Butten — . .
button Dateand Time | gox EdEe 5@&@0 3% ActiveX Controls
Controls
312 Unauthorised Photocopying is Unlawful
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» A new blank slide o

appears with a
default slide layout
(Title Slide layout).

Click to add title

B T e

1.1.6 Saving a Presentation to a Location on a Drive
To save a presentation for the first time, do the following:
+ Select the Office Button.
» Select Save.
The Save As window opens.
« Select the correct drive and/or folder from the Save in menu.

+ Enter a name in the File name box. 1. Select the Save in
. arrow and choose a

¢ Click Save. drive and/or folder in

which to save the file

Save As

@ Save in: ‘B My Documents "’| @ D X E'A M

B My Recent
Documents

@ Deskkop
ay

Documents

2

Computer

"a My Metwork,
Places

2. Enter a file name in

the box. The default ||
file name given to a
presentation when

saved for the first time

is Presentation1. E m -

File name: \TPresentat\nnl .ppkx b |

Save as bype: ‘PuwerPU\nt Presentation (*.pptx) R |
A

-
3. Click Save /

Alternatively, click Save on the Quick Access Toolbar to save a file. .lﬂ

f f é When saving a presentation for the first time, clicking Save or Save As from the Office
note Button menu will result in the Save As window opening. Subsequent changes to a
| presentation can be saved by selecting the Save option from the Office Button. This will
save the presentation with the same name and overwrite the original file.

The keyboard shortcut to save is CTRL + S.
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1.1.7 Saving a Presentation under Another Name
To save an existing presentation with a different name, do the following:

Select the Office Button.

Move the mouse over the Save As menu option.

The Save a copy of the document sub-menu opens.

Select PowerPoint Presentation.

The Save As window opens.

Select the PowerPoint
Presentation option to

H Save As | F

save the file in the

default file format

Prepare  »

7 Publish *

- Pre:

_J‘\ Close

Select the correct drive and/or folder from the Save in menu.
Enter a name in the Filename box and click Save.

1.1.8 Saving a Presentation as Another File Type
A presentation can be saved in a variety of different formats. See the different formats listed below.

Save a copy of the document

bs PowerPoint Presentation
Save the presentation in the default file
format.
PowerPoint Show
Save as a presentation that always opens in
Slide Show view.
@ PowerPoint 97-2003 Presentation
Save a copy of the presentation that is fully
compatible with PowerPoint 97-2003.
Find add-ins for other file formats
€9 Learn about add-ins to save to other
formats such as PDF or XPS.
5—]| Other Formats

Open the Save As dialog box to select from
all possible file types.

| ] PowerPoint Options | |X Exit PowerPaint

Presentation (.pptx)
Design Template (.potx)
PowerPoint Show (.ppsx)

Windows Metafile (.wmf)

GIF (.gif)
JPEG (jp9g)
PNG (.png)

Outline/rtf (.rtf)

Rich Text Format

When a presentation is saved in Rich Text Format, it retains all its formatting features and saves
in a format that enables it to be opened and viewed in outline view. This format loses all the
graphical content that exists in the presentation.

To save the presentation in Rich Text Format, do

the following:

Select the Office Button and then move the

cursor over the Save As menu option.

The Save a copy of the document sub-menu

opens.
Click Other Formats.

The Save As windows opens.

Print »
Prepare  »

&
Ll
=
H Save As | b
J'_;‘]
)

Click Other

l../ Publish »
Formats -

J Close

LI Pre:

Save a copy of the document

Save the presentation in the default file

i@ ] PowerPoint Presentation
format.

L PowerPoint Show
53 5l

Save as a presentation that always opens in
Slide Show view.

@ PowerPoint 37-2003 Presentation
Save a copy of the presentation that is fully
compatible with PowerPoint 97-2003,
Find add-ins for other file formats
0 Learn about add-ins to save to other
formats such as PDF or XP5,
=—] Other Formats

Open the Save As dialog box to select from
all possible file types.

| £ Powerpoint Options | X Exit PowerPoint |

Unauthorised Photocopying is Unlawful
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Select the Save in arrow and then select the correct drive and /or folder.

Enter a file name into the File name box and then click the Save as type arrow.

Select Outline/RTF (*.rtf).
Click Save.

1. Click the Save
as type arrow

3ave as tYped | outline RTF (*.rtf)

PG Portable Metwork @raphics Format (*.pnag)
TIFF Tag Image File Format {*.tif)

Device Independent Bitrmap (*.brmp)

windows Metafile (¥, wmf)

Enhanced Windows Metafile (*.emf
Cutline/RTE (*,rtk)

Template

2. Select Outline/RTF (*.rtf)

A template contains standard content that will appear on all slides in a presentation. A template
can be used repeatedly with other presentations. This saves time and effort when creating a new
presentation. Templates are saved with a potx file extension and, unless another location is
specified, will automatically save in the following location: C:/Documents and Settings/

Computer Name/Application Data/Microsoft/Templates

To save a presentation as a template, do the following:

Select the Office Button and then move the mouse over the Save As menu option.

The Save a copy of the document sub-menu opens.

Select Other Formats.

The Save As windows opens.

Select the Save in arrow and then select the correct drive and/or folder.
Enter a file name into the File name box.

Click the Save as

Save As
type arrow. Sarve int |@ Templates y| @ o X CuE-
Select PowerPoint || mrecen: | [Dicras
T I t t Documents | = nocument Themes
emplate (pO X). [} Desktop (2 Smartart Graphics 1. Choose the
Click Save. PRI ~ correct
Dacuments drive/folder
My
Compukter
'ﬂg}the:th 2. Entera
file name
3. Select
PowerPoint 4. Click
Template Save
(*.potx)
File name:  |presentationl potx | v
Save a5 type: |PowerPDint Template (* pok) v|
s
-
. | To save atemplate in a previous version of PowerPoint, select PowerPoint 97-2003
note template (*pot).
Save 35 LYPR! | powerPaint Presentation (. ppbx) f*:
PowerPoint Presentation (%, pptax) ~
PowerPoint Macro-Enabled Presentation (*.pptm) E
PowerPoint 97-2003 Presentation (*.ppt)
PowerPoint Template (*,potx) L
- PowerPaoint Macro-Enabled Template (*,
i late (*pob)
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