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At MCGRAW-HILL TECHNOLOGY EDUCATION, we publish instructional

materials for the technology education market, particularly computer instruction

in post-secondary education—from introductory courses in traditional four-year
universities to continuing education and proprietary schools. McGraw-Hill Tech-
nology Education presents a broad range of innovative products—texts, lab

manuals, study guides, testing materials, and technology-based training and

assessment tools.

We realize that technology has created and will continue to create new medi-
ums for professors and students to use in managing resources and communicating
information to one another. McGraw-Hill Technology Education provides the most

flexible and complete teaching and learning tools available and offers solutions for
the changing world of teaching and learning.

McGraw-Hill Technology Education is dedicated to providing today’s instruc-
tors and students with the tools that will enable them to successfully navigate the

world of Information Technology.

McGraw-Hill/Osborne—This division of The McGraw-Hill Companies is
known for its best-selling Internet titles Harley Hahn's Internet & Web Yellow

Pages and the Internet Complete Reference. For more information, visit Osborne at
www.osborne.com.

Digital Solutions—Whether you want to teach a class on line or merely to
post your “bricks-and-mortar” class syllabus, McGraw-Hill Technical Educa-

tion is committed to digital publishing solutions. Taking your course on line
does not have to be a solitary adventure, nor does it have to be a difficult one
We offer several solutions that will allow you to enjoy all the benefits of

online course material.

Packaging Options—For more information about our discount options,
contact your McGraw-Hill sales representative at 1-800-338-3987 or visit our

Web site at www.mhhe.com/it.
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The Advantage Series

Goals/Philosophy

The Advantage Series presents the What, Why, and How
of computer application skills to today’s students. Each lab
manual is based upon an efficient learning model that pro-
vides students and faculty with complete coverage of the
most powerful software packages available today.

The Advantage Series builds upon an efficient learning
model that provides students and faculty with complete
coverage and enhances critical thinking skills. This “problem-
solving” approach teaches the What, Why, and How of
computer application skills. This approach was further
strengthened last year when the lead author of the Advan-
tage Series, Glen Coulthard, met with members of the
Microsoft Office Team to ensure that all the pedagogical
features of the book are compatible with the requirements

and standards of Microsoft.

The Advantage Series introduces the “Feature-Method-
Practice” layered approach. The Feature describes the com-
mand and tells the importance of that command. The Method
shows students how to perform the feature. The Practice al-
lows students to apply the feature in a keystroke exercise.

About the Series The Advantage Series offers three levels
of instruction. Each level builds upon the previous level. Fol-
lowing are the three levels of instructions:

Brief: covers the basics of the application, contains
four chapters, and is typically 120-190 pages long.

Introductory: includes the Brief Lab manuals plus
four additional chapters. The Introductory lab manuals
are approximately 300 pages long and prepare
students for the Microsoft Office Specialist Core
Exam.

Complete: includes the Introductory lab manuals plus
an additional four chapters of advanced level content.
The Complete lab manuals are approximately 600-800
pages in length and prepare students to take the
Microsoft Office Specialist Expert Exam.

Office 2003: includes the Brief lab manuals for
Word, Excel, Access, and PowerPoint, plus three
chapters of Integrating with Microsoft Office 2003.
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Features of This Book

The Feature layer describes the command or technique
. : . " and persuades you of its importance and relevance. The
An atcractive new design that makes it easy for students
- : A Method layer shows you how to perform the procedure,
to follow and succeed with the material. : .
and the Practice layer lets you apply the feature in a
hands-on step-by-step exercise.

New and Improved Features:

An increased number of screenshots enhances visual ap-
eal and helps students successfully complete the Hands- ; ;
P P : p o Instructions: The numbered step-by-step progression for
all hands-on examples and exercises are clearly identified.
Students will find it surprisingly easy to follow the logi-
cal sequence of keystrokes and mouse clicks and will no

longer worry about missing a step.

On Exercises.

More vigorous end-of-chapter contents available on the
Web site.

Updated Case Studies and Hands-On Exercises.
: : s , o In Addition Boxes: These content boxes are placed
Better implementation of design elements and shading v ;
R s strategically throughout the chapter and provide
for “Feature, Method, Practice” areas. ; i :
information on advanced topics that are beyond the scope

Chapter Prerequisites of the current discussion.
Self-Check Question Boxes: At the end of each module,
: Sy A - a brief self-check question appears for students to test
Learning Objectives: At the beginning of each chaprer, a . e PP
e A : T o, their comprehension of the material. Answers to these
list of action-oriented objectives is presented detailing : _
questions appear in the Appendix.

Each lab manual features the following:

what is expected of the students.
Chapter Review: The Command Summary and Key Terms

Prerequisites: Each chapter begins with a list of prereq- : -
: - provide an excellent review of the chapter content
uisites that identify the skills necessary to complete the - =
: and prepare students for the short answer, true/false
modules in that chapter. : v 3
and multiple choice questions at the end of each chapter.

Chapters: Each lab manual is divided into chapters. X :

4 ! Hands-On Exercises: Each chapter concludes with

hands-on exercises that are divided into Step-by-Step and
On Your Own that reflect different levels of difficulty. In
the Step-by-Step exercises, students are given step-by-step

Modules: Each chapter contains three to five independent
modules, requiring approximately 30-45 minutes each to

complete. Although we recommend you complete an en-
tire chapter before proceeding, you may skip or rearrange instructions and directions on how to complete a task.
However, in the On Your Own exercises, students are pro-

the order of these modules ro best suit your learning needs.
vided with instructions that allow for greater opportuni-

Case Studies: Each chapter ends with a Case Study. The : j ;
< ties to apply the software to a variety of creative problem-
student is introduced to a fictitious person or company \ :
solving situations.

and their immediate problem or opportunity. Through-
Appendix: Preparing to Use Microsoft Office. Each lab

out the chapter, students obtain the knowledge and skills
manual contains an Appendix that teaches students the

necessary to meet the challenges presented in the Case
Study. At the end of each chapter, students are asked to fundamentals of using a mouse and a keyboard,
illustrates how to interact with a dialog box, and
y : describes the fundamentals of how to use the Office
Feature-Method-Practice: Each chapter highlights our T :
dho o oo 2003 Help System.
unique “Feature-Method-Practice layered approach. ;

solve problems directly related to the Case Study.



Features of This Lab Manual

Vii

Instructions

The numbered step-
by-step progressions
for all hands-on exam-
ples and exercises are
clearly identified. Stu-
dents will find it easy
to follow the logical se-
quence of keystrokes
and mouse clicks and
will no longer worry
about missing a step.

step by step @

Figure 4.39

Creating range
names

In Addition
Boxes

These contentbk

are placed strategically
throughout the chapter
and provide informa-
tion on topics that are
beyond the scope of
the current discussion.

Self-Check

Question Boxes \

At the end of each
module, a brief self-
check question
appears for students to
test their comprehen-
sion of the material.
Answers to these
questions appear in
the Appendix.

/\/\/\—;

Hands-On
exercises

1. Creating and Using Range Names

In this exercise, you will practice working with named cell ranges in constructing formulas. To begin, you
will use existing labels in the worksheet to define the range names automatically and then paste those

names into the worksheet
1. Open the dara file named EX04HEO1
2. Save the workbook as “Departments” to your personal storage location
3. To begin, name cell B8 “Tortal” using the Name Box in the Formula bar.

4. Use the existing worksheet labels in A2 through A7 to define range names for the dara stored in
cells B2 through B7. After choosing the Insert (%) Name #) Create command, your screen should

appear similar to the one shown in Figure 4.39

£ Microsoft Office Excel 2003 ~]Jepl

rtments

In Addition MAKING EFFICIENT USE OF RANGE NAMES

Range names facilitate the entry of formulas and functions in a worksheet. By using range names in
place of cell references, you are less likely to make data-entry errors when constructing complex
formulas. For those cells on a worksheet to which you must refer frequently, consider naming the cell
ranges immediately. You can always delete, rename, or redefine these range names at a later date.

depending on the result, perform one of two calculations. Because the
more complex problems, it is covered in Chapter 6 of the Advantage Series’ Introductory and Com-

plete editions.

4.2 When mighe you use the Function Arguments dialog box or Inserc
Function dialog box to enter a function into the worksheet?

Self

43 Creating an Embedded Chart

Since the earliest versions of spreadsheet software became available, users have been able to display their nu

merical dara using graphs and charts. Although these graphics were acceptable for in-house business re
ports and school projects, they often lacked the depth and quality required by professional users. Until
now! You can confidently use Excel 2003 to produce visually stcunning worksheets and charts that are suit-

able for electronic business presentations, color print masters, published reports, and Web pages.
Many types of charts are available for presenting your worksheet data to engineers, statisticians, busi
ness professionals, and other audiences. Some popular business charts—line charts, column charts, pie
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Features of This Lab Manual

4.1.4 Entering Natural Language Formulas \J\
SRR, Feature-Method-

wal Feature : i S
Another alternative to cell references is a special type of expression called a natural language ractice
formula. Like a range name, a natural language formula allows you to bulld a formula using the row
and column labels from the active worksheet. In effect, a natural language formula uses implicit range Each chapter highlights our
8 tural formulas t k effectively, however, the worksheet must be or-
names. In order for natural language ulas to work e ively. T «Feature-Method-

ganized in a table format with distinctly labeled rows and columns
Practice” layered approach.

The Feature layer describes

« SELECT: the cell where you want the result to appear
* TYPE: = (an equal sign) the command or technique and

o TYPE an expression, such as Revenue-Expenses, using the actual row and column labels persuades you of its

» PRESS: ENTER) importance and relevance. The

to perform the procedure;

You will now use natural language formulas to calculate an expression in a worksheet. Ensure that no

workbooks are open in the application window. while the Practice layer lets
1. Open the data file named EX0414. you apply the feature in a
2. k as 2 stora tion.
Save the workbook as “Natural” to your personal ge local hands-on step-by-step
3. Before you begin, you will need to review some configuration settings: ;
CHOOSE: Tools #+ Options exercise.
CLICK: Calculation tab

This tab. as shown in Figure 4.10, enables you to specify calculation options and dictate whether
Excel recognizes labels in formulas.

Figure 4.10

Options dialog
box, Calculation
tab

Transiton Custom Lsts Chart

Revenue
Expenses 32,508
Profie
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CaseStudy INTERIOR FOOTBALL LEAGUE (IFL) -

The Interior Football League consists of eight elite football teams in as many communities. The IFL is

© automanc O Mol Calc Now (75)
© Automatc except ables

1
2
3
5
3

Each chapter ends with a Case
Study. Throughout the chapter,

run by a small group of dedicated volunteers who handle everything from coaching to administration X
students obtain the knowledge

An ex-player himself, Doug Allen has volunteered for the organization for the past four years. In addi- .

9 RS y and skills necessary to meet
tion to fundraising, Doug is responsible for keeping records and tracking results for all of the teams in the challenges presented in the
the league Case Study. At the end of each

Shortly after the end of each season, the IFL publishes a newsletter that provides various statistics chapter, students are asked to

solve problems directly related
to the Case Study.

and other pertinent information about the season. In the past, this newsletter required weeks of effort

followed by days of typing results into a word processor. After enrolling in an Excel 2003 course, Doug

now realizes that worksheets and charts can help him to complete his upcoming tasks. Specifically, he




Features of This Lab Manual

Chapters

Each lab manual is
divided into chapters.
Each chapter is com-
posed of three to five
modules. Each module
is composed of one or

more lessons.

New Desigh ——— >

The new Advantage
Series design offers a
more vibrant colored
environment overall,
including a shaded
area where the
Feature-Method-Prac-
tice and numbered
step-by-step instruc-
tions helps maintain
the focus.

% CHAPTER 4: Creating Tables, Chapter Summary

Charts, and Command Summary
Diagrams Key Terms
4.1 Creating Tables Chapter Quiz

1.1.1 Creating the Table Structure
§.1.2 Navigaung a Table and
Entering Data

Short Answer
True/False

Muluple Ch
4.1.3 Formattung Table Cells SulaplTCheRs
4.1.4 Sizing and Moving a Table Hands-On Exercises

ating

PP 96 Microsoft Office 2003

or

* CLICK Insert Clip Art button ( ) on the Drawing toolbar
* CLICK. “Clip art on Office Online™ link in the task pane
* CLICK: a category

or

* TYPE: a search keyword

Sl Practice "SRR i SRR |

You will now open a short presentation that currently contains three siides. Your objective will be to lo~
cate clip art for slides 1 and 3 of the presentation. Ensure that no presentations are open in the appii-
cation window.

1. Open the PPO311 data file.

2. Save the presentation as *Designing Products” 10 your personal storage location. Your screen

should now appear similar to the one shown in Figure 3.1. If the task pane is displaying on the
right side of your screen, close it now by clicking its Close button ().

Figure 3.1

“Designing
Products™
presentation

Designing Successful
Promotional Products

100 thements of Groat Design
« Alzarcon-grabbng cantent
* Cuwr, ConCse messogs
« Personsl tone
« Mfectve color wee
« Graphics that communscate
) 7 Developmont Considerations
© Mow often wil s document
Do revemd rd pubdbated’

Welcome to Lincoln Community College
Division of Continuing Education

el

* What 15 the tmeine?

« Who wi werk on s

o What are oot
T

¥ | Coek 10 80 notes

3. Go to the second slide and search for an appropriate image:
CLICK: on the Siides tab in the Outiine and Siides pane
(Note: More space is now available in the Siide pane )
CLICK: on siide 2 thumbnail
CHOOSE Insert + Picture + Clip Art
The Insart Clip Art task pane should now appear on the right side of the screen.
A4 F p need to well, 50 search for a communication-related image:
TYPE: communicaton in the Ssarch for box
Your screen should now appear similar 10 the one shown In Figure 3.2.




