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Dear learner

Welcome to the Practical Book for Computer Applications Technology Grade 11.
Please read the information below about the book before you start using it.
This book provides you with all the information you need to cover the Grade 11
Computer Applications Technology curriculum. It will also help you develop the
skills, attitudes and values you need to be successful in your studies.

Each chapter in the book has the following features, which are meant to help

you learn:

e Overview
This is an overview of the contents and the units of the chapter.

e Learning outcomes
These are the objectives that are addressed in the chapter. It states what
you should be able to do by the end of the chapter and gives you an idea of
what will be expected of you as a learner. After completing each chapter,
ask yourself, ‘Am | able to do everything stated in the learning outcomes?’.
If not, you should revise the content covered in the chapter.

¢ Introduction
The introduction is a brief summary of why you will be learning the content
that is covered in the chapter. Sometimes it will give you a brief background
of how far technology has come, while at other times it will just give you a
short summary that introduces the content that will follow in the chapter.

e Activities
These cover questions you have to answer based on the content presented
before them. Activities will help you check whether you have understood the
content presented in the book or not.

e ‘Something to know’, ‘Take note’ and ‘Tip’ boxes
The boxes provide extra, interesting content that might caution you to ‘take
note’ of something important; or give you additional information. Note that
the content in these boxes will not be part of your exams.

® QR Codes, Videos and Screen captures
These will link you to online content. When you are in the eBook, you can
easily access the links.

e Revision activities
This is a revision activity based on what you have covered in the chapter.
Take time to answer the questions on your own. You teacher may also use
these to assess your performance during class.

e At the end of the chapter
This is a checklist to ensure you understand all the content cover in the
chapters. These criteria are linked to the learning outcomes at the beginning
of the chapter.

Before getting started, watch the video in the QR code in the margin.

‘ Gr11_CAT_Practical_LB.indb 5

O]
INTRODUCTION

Before getting started, watch
the video in the QR code.

https://www.youtube.com/
watch?v=nKlu9yen5nc

2019/09/20 11:53 AM


https://www.youtube.com/watch?v=nKIu9yen5nc
https://www.youtube.com/watch?v=nKIu9yen5nc

/;/

You can use the QR codes on these pages to link to online content for further information on these topics.

MICROSOFT SUPPORT 63 INTEGRATING ACCESS 210
Chapter 10 Chapter 15

MOVE AND COPY CELLS AND THEIR CONTENT 145 TO FIND OUT MORE ABOUT THE W3C STANDARDS 219
PRINTING IN EXCEL 150

Chapter 13

CHARACTERS THAT DEFINE INPUT MASKS 190

A\

Gr11_CAT_Practical_LB.indb 6 2019/09/20 11:53 AM ‘



vy
iy !

FILE MANAGEMENT IN o
WORD PROCESSING |

CHAPTER OVERVIEW

Unit 1.1:  File management

By the end of this chapter, you will be able to:

e Understand how a file managing application is used.
e Print a document.

e Use different print options.

e Printto PDF.

e Share a document through email or on the cloud.

INTRODUCTION

Microsoft Word is the most popular word processing program for creating a wide variety of
different text-based documents that can be customised to suit your needs. It is simple to
use and is packed with features to help you make good-looking, effective word processing
documents.

Each new update has brought better and more advanced features to the program, like
advanced page layouts and creating a table of contents with a single click.

File management is all about organising your computer, deleting unnecessary files and
folders as well as sorting files and folders. In Grade 10, you learned how to restore, move
and view files and folders on your computer using a proper file management system.

Furthermore, you learned about the different file types.

This activity will refresh your memory of the work you learned in Grade 10.

TERM 1 | CHAPTER T FILE MANAGEMENT IN WORD PROCESSING
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& Activity 1.1

Do this activity on your own and answer the questions that follow:
1. Briefly explain what folders (directories) are and their role in file management.
2. What does the figure below show an example of?

C:\Schoo\CAT\Assignment1.docx

3. What does the C:\ refer to?
4. Draw a diagram to indicate the following folders and subfolders in a structure (use these names
to create folders and subfolders):
a. You have files for school, gaming (World of Warcraft and Dot4), music, other (Random files)
and personal.
5. Describe how the files on a computer can be organised to make it easier to find the appropriate files.
6. Fill in the following table based on these file paths:
a. c:\Games\WorldofWarcraft\WoW.exe
b. e:\Videos\Comedy\Game night. mp4
c. c:\Program Files (x86)\Calculator.exe

# DRIVELETTER  FOLDER  SUBFOLDER  FILENAME  EXTENSION
a.
b.

C.

7. Match the term in Column A with the correct description in Column B.

COLUMN A COLUMN B

7.1 | Textfiles A | This identifies the type of file and how the computer should
interpret it.

7.2 | qif B | In Microsoft Windows, you will find deleted files here.

7.3 | Archives C | This is used to store plain text.

7.4 | Folder D | Animation files are files that interpret moving images

7.5 | File extension | E | You use this to paste files.

7.6 | Recycle bin F | These are the type of files that can combine and compress
multiple different files into one file.

7.7 | CTRL+V G | You use this to cut files.

7.8 | CTRL+X H | Another word for ‘directory’.

8. List ONE difference between a .txt and .docx file.

... continued

COMPUTER APPLICATIONS TECHNOLOGY | GRADE 11 | Practical Book
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1

‘ Activity 1.1 ... continued

9. You created a word-processing document in Word for your father and saved it as Organogram.
When he wanted to open it, Windows displayed the following message (refer to the
screenshot below):

How do you want to open this file?

Adobe Acrobat Reader DC
bdsLauncher.exe

Internet Explorer

Notepad

Office XML Handler

Paint

RAD Studio 10.3 Setup

VLC media player v

-]2]3] Jajola] -

OK

When you examined the file, you found that it was saved as follows:

B Organogram.dox

a. Explain the importance of file extensions by referring to the scenario above.
b. Explain one way in which the problem can be solved.
c. List two ways screenshots can be taken on a computer.

10. Give TWO advantages of file compression.

TERM 1 | CHAPTER T FILE MANAGEMENT IN WORD PROCESSING
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UNIT

1.1 File management

A file manager is a built-in application that is used to organise files and folders. To open the
file manager, double select the This PC icon. The This PC folder will open in a new window.
From here, you can start working with your files and folders. When working with a file
manager, take note of the following:

e File names should be short.

¢ File and folder names should indicate the contents.

® File extensions determine the type of program that is used to open that specific file.

Managing your files is all done by selecting File in the top left-hand corner of a Word
document, which opens the File menu:

Document! - Word Gnnomney I 2@ B2, - 650%

Info

Protect Document
Control what types of changes people can make to this document.

Inspect Document
Before publishing this file, be aw:
% Documen properties

Manage Document
Q|7 here ae o wnsavea cnanges. Grestea Todey 751 A4
1anage

ﬂ Caryn O'Mahony

Figure 1.1: Word 2016 File menu

In this menu, you can change or do variety of things with the options here, including change
or view properties, set printing options, send the document as either an email, PDF or
Take note internet fax, and convert the document to different formats.

74

Note that in all the
examples in the
subsections below, all the

actions will be done in the

File menu in Microsoft
Word. This means that all
the steps in the examples

In this section, you will learn how to use the File menu, or Backstage View, to view and
change properties, print and export, send to and share word-processing documents.

Step 1: Open a Word document

will assume you have an Step 2: Select File, Info.
open Word document and A
that you have selected File

to open the menu.

Step 3: This will open the Backstage View that you will use in this section.

COMPUTER APPLICATIONS TECHNOLOGY | GRADE 11 | Practical Book
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PROPERTIES

The file properties window shows you a range of information about a file. There you can see
the name of the document, given protection, inspection and management options. You can
also see all the document properties, including dates on when it was last printed, the last
time it was modified and when it was created. You will be able to see who has made
changes and who created the document. The Properties menu can also give you a link to
the file’s location on your computer’s hard drive.

You can access the Properties menu in Microsoft Word to see the properties of word

processing documents.

#38  Guided activity 1.2

Step 1: Select Info to open the Info page.

Step 2: Select the arrow next to properties.

Inf 1
@ Properties ~
Save
Save As
Step 3: Select Advanced Properties.
. Properties -
PTOpeI'tIES ¥ &
A ‘ ize 381KB
Pages 19
Ad .
E d I Iﬂp erties Words 4022
See more document Total Editing Time 46 Minutes
properties Title Add a title
Tags Add a tag
Comments Add comments
Template Neormal.detm
Status Add text
Categories Add a category
Subject Specify the subject
Hyperlink Base Add text
Company Specify the company

Figure 1.2: Advanced properties

Gr11_CAT_Practical_LB.indb 5

Related Dates
Last Modified
Created

Last Printed

Related People

Manager
Author

Last Modified By

Yesterday, 22:45
14/11/2018 20:35

Specify the manager

Add an author

CO Caryn O'Mahony
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& Activity 1.2

1. Open Act1.2(CAT).docx
a. Change the author of the document to your own name and surname.
Insert a title for the document in capital letters. Bold the title.
Write a few sentences about why you chose CAT as a subject.
Change the font to Bookman old style, font size 16.
. Save the document.
2. Open the Act1.2(Answer) word processing document and use the 2Water document to answer
the questions that follow.
a. How many paragraphs appear in the document?
b. What is the first word that appears on line 100 in the document?

® a0

PRINTING

When you want or need to print a Word document, there are a number of things you can do
to minimise the amount of paper and ink you use. These can be accessed in the Print menu
after you have selected File in the ribbon.

Print

Copies |1 3

ol

2

int

Printer

3 Microsoft XPS Document W... -
Ready
Printer Properties

Settings

“= Print All Pages .
—

The whole thing
Pages: o)
[[= PintOneSided  _|
Only print on one side of th..
Collated

<

123 123 123

D Portrait Orientation ~

5 s
21cmx29.7 em

Normal Margins
Left: 254cm  Right: 254.

1 Page Per Sheet -

Figure 1.3: Print menu

You can choose to print the entire document or just selected pages (for example, pages 31—
40), or only print odd or even numbered pages. You can also choose how many copies you
want to print, what quality settings to print at and how many pages per sheet to print. You
can also choose to print single- or double-sided copies.

#38  Guided activity 1.3

Step 1: Select the Print command to open the print settings menu.

Print

... continued

COMPUTER APPLICATIONS TECHNOLOGY | GRADE 11 | Practical Book
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1

#38  Guided activity 1.3 .. continued

Step 2: Select the arrow next to Print All Pages.

Document

] Bt

I_?' Print Current Page
] Just this page

D“H_p, Custom Print
i Type specific pages, sections or ranges
Document Info

Document Info
List of properties, such as file name, author and title |

v Print Markup
Only Pnnt Odd Pages
Cnly Pant Even Pages

L The whole thing

Step 3: Change the setting to Custom Print.

rhgh  Custom Print
DJ Type specific pages, sections or ranges

Step 4: Enter the page range in the box the page settings.

Pages: | 22 ‘

Step 5: Select the arrow next to Print One Sided.

Print One Sided -
Only print on one side of th..
Print One Sided
Only print on one side of the page

Manually Print on Both Sides
Reload paper when prompted to print the second side

o N || I

Step 6: Select Manually Print on Both Sides.

[¥]. Manually Print on Both Sides
*E# Reload paper when prompted to print the second side

Step 7: Select Print.

Print

TERM 1 | CHAPTER 1 FILE MANAGEMENT IN WORD PROCESSING | UNIT 1.1 File management
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#38  Guided activity 1.4

Step 1: Select the Print command to open the print settings menu.

Step 2: Select the arrow next to Print All Pages.

Document

[ ] i e

I_?' Frint Current Page
] Just thes page

D"'\_’k Custom Print
i Type specific pages, sections or ranges
Document Info

Document Info
List of properties, such as file name, author and title |

¥ Pont Markup
Only Pnnt Odd Pages
COnly Pant Even Pages
The whole thing

Step 3: Select Only Print Odd Pages or Only Print Even Pages.

Print Markup
v Only Print Odd Pages
Only Print Even Pages

Step 4: Select Print.

=

Print

To print more than one copy of a document, change the number in the Copies box next to
the Print button.

Figure 1.4: Number of copies

COMPUTER APPLICATIONS TECHNOLOGY | GRADE 11 | Practical Book
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To change the quality of the printing, select Printer Properties below the name of the printer.

Select the colour: full colour or black. By selecting Economode or Draft mode, ink or toner
is saved, as the printer will print in a lower quality.

Lastly, you can choose how many pages you want to print on a sheet by selecting the arrow
next to 1 Page Per Sheet and choosing how many pages should be printed on a sheet
of paper.

1 Page Per Sheet
2 Pages Per Sheet

I%I 4 Pages Per Sheet

EDE 6 Pages Per Sheet

EEED 8 Pages Per Sheet

0]
EEEﬁ 16 Pages Per Sheet

IE Scale to Paper Size »

1Page Per Sheet -

Figure 1.5: Number of pages per sheet

EXPORT/PRINT TO FILE

You can also print your Word document to PDF. A PDF is a Portable Document Format file
which means that it cannot be changed, but only viewed on the computer. Instead of

producing a printed copy of your document (a hard-copy) Word converts the document to
a PDF.

#38  Guided activity 1.5

Step 1: Select the Print command to open the print settings menu.

Step 2: Change your printer to Microsoft Print to PDF by selecting the arrow next to the printer name.

Printer
Microsoft Print to PDF

'{% Ready T

... continued

TERM 1 | CHAPTER 1 FILE MANAGEMENT IN WORD PROCESSING | UNIT 1.1 File management

Something to know

Always make sure to select
black if you want the printer
to use ONLY the black
cartridge to print. This is
because the printer will still
use some of the ink or toner
from the colour cartridges to
print in grayscale.
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#38  Guided activity 1.5

Step 3: Select Print.

=

Print

... continued

Step 4: Choose where to save your PDF in the Print to file dialogue box and give your file a name.

@ Printtofile

— « 4 Il » ThisPC » Deskiop

Organize = New folder

L] Harme

v or Ousck acoess
Canyn

» m Micresoft Word Sparmow

v i OnelDrive
v [l This PC
» 3 3D Objects
» A Desidtop
4 Documents
» < Downloads
» B Music ol
Fulelumc:l
Save as type: | Printer Files (*.pm)

[0 5ave Thumbnad

A Hide Folder

w O Search Desitop

Diate modifeed Type

File folder

File foal s

R s

©

Step 5: Select OK.

Saving different Word documents

a report, for example.

COMPUTER APPLICATIONS TECHNOLOGY | GRADE 11 | Practical Book

You can save your Word document in different file formats. The different file types are:

e Document saves the file as *.docx and uses the Word document format.
e Word 91-2003 Document saves the file as *.doc. This eliminates compatibility issues when
sharing with people who have older versions of Word.
e (OpenDocument Text saves the file as *.odt. This format is compatible with Word and open
source applications like OpenOffice and LibreOffice, but you might see formatting differences
and some Word features aren’t available in .odt files.
e Template saves the file as *.dotx. You can set up styles in a template for different types of
documents (more on that later) and then use the template to apply those styles to a document
you created. With a template, there is no need to reformat the document every time you create

Gr11_CAT_Practical_LB.indb 10
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1

the drop-down menu.

e Plain text saves the file as *.txt. This format only keeps the text, no images or formatting at all.
This also saves space on your hard drive as it can reduce the size of a document substantially.

e Rich Text Format saves the file as *.rtf. RTF files keep the formatting information and images
but can be opened on other word processing platforms.

e Single File Web Page saves the file as *.mht/*.mhtml. This is a web archive file that holds
HTML files, images, animation, audio and other media content.

You can also press F72 on your keyboard to open the Save As menu and choose the file type from

Figure 1.6: Saving different Word documents

SEND TO/SHARE

original file will still be
available to be edited.

@ Save As X
+ « Sparrow » Project textbooks » TTRO v O Search TTRO 2
Organize *  Mew folder > @
I This PC ®  Name & Date modified Type
:. 3D Objects HE CAT Gr 11 theory Chapter 1 General Conc...  11/10/2018 22:02 Microsoft Word D...
B Desktop 8 Gr 11 CAT.docx 26/08/2018 12:42 Microsoft Word D...
[Z Documents
& Downloads
J’i Music
=| Pictures
B videos
= 05(C) v £ >
File name: | CAT Gr 11 theery Chapter 1 General Concepts (181011).docx w
Save as type: | Word Document (*.doax) ‘
Alikhors Word Dacument (*.docx)
IO o rd Macro-Enabled Document (*.docm) A
Werd 97-2003 Document (*.dec) Something to know
Word Template (*.dotx)
Word Macro-Enabled Template (*.dotm)
Word §7-2002 Template (*.dot] Note that when you save or
PDF *.pdf) .
XPS Dercument (*xzx) prmt_ g document to EDF
e Singlep File Web Page (*.mht;".mhtml) the original document is not
i & Web Page (*.htr™ html)
Web Page, Filtered (*.htm;".html) rep'aCEd by the PDF. The

To share a word processing document, you can choose to send it as an email attachment.
When you send a document as an email attachment, you will send a copy of the document

to everyone you choose to email.

A word processing document can also be shared to the Cloud. OneDrive, Google Drive and

Dropbox are examples of cloud storage.

Gr11_CAT_Practical_LB.indb 11
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You can share a word processing document using any email program, you just need to

attach the file. To do this using Gmail, follow the steps in the example below.

#38  Guided activity 1.6

Step 1: In the email window, select the paper clip icon (this indicates an attachment).

Em:i-cans

Step 2: Select the document you want to send and select Open.

€ Open X
e v A <« Desktop » Grade 11 CAT Practical v O Search Grade 11 CAT Practical @
Organize = Mew folder F= - | o
~
I Desktop o+ e Name v Date modified Type kel
¥ Downloads Screenshots_Grade 11_CAT Practical_Jun...  2019/06/1310:16..  File folder
Documents Supporting documents created 2019/06/12 2:26 PM  File folder
[E] Pictures A @ CAT Gr 11 Prac Chapter 1_File managem...  2019/06/10 7:35 PM  Microsoft Word C
Grade 10 CAT T [0=] CAT Gr 11 Prac Chapter 2-Templates and ... 2019/06/10 7:57 PM  Microsoft Word [
Grade 11 CAT Pr @ CAT Gr 11 Prac Chapter 3-Editing (COM1...  2019/06/10 7:37 PM  Microsoft Word C

[:] CAT Gr 11 Prac Chapter 4-Page and Docu...  2019/06/10 8:20 PM  Microsoft Word T
@ CAT Gr 11 Prac Chapter 3-Electronic for... 2019/06/11 7:42 PM  Microsoft Word ©
[0) CAT Gr 11 Prac Chapter 6 - Styles (190218...  2019/06/10 8:45PM  Microsoft Word L
g Dropbaox @ CAT Gr 11 Prac Chapter 7 - Mailingsand ...  2019/06/11 2:34 PM  Microsoft Word C
@ CAT Gr 11 Prac Chapter 8 - Spreadsheet f...  2019/06/11 513 PM  Microsoft Word C

Screenshots_Gra

Supperting docy

el 3] CAT Gr 11 Prac Chapter @ - IF functions a..  2019/06/11 308 PM  Microsoft Word
[ This PC @ CAT Gr 11 Prac Chapter 10 - Working wit...  2019/06/11 3:20 PM  Microsoft Word L w

o v < >

File name: | CAT Gr 11 Prac Chapter 2-Templates and Inpt ~ | | Al Files (*) ~|

| Open | | Cancel ‘

Step 3: Once the document has been uploaded, you can select Send.

Documents

To Brix Els Cc Bee

Documents

Regards,
Caryn O'Mahony

CAT Gr 11 Prac Chapter 2-Templates and Input ... (242K) x

“ ~ SansSerif ~ T~ B I U A~ E-~- = -

MA@@@&!b

& Activity 1.3

1. Open the PrintToPaf.docx document.
a. Save this document as a PDF, using the same file name.
b. Close the word processing document.
c. Attach the PDF file to an email and send it to your teacher.

COMPUTER APPLICATIONS TECHNOLOGY | GRADE 11 | Practical Book
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REVISION ACTIVITY

1. The secretary has created the following folder structure on her computer’s hard drive, but she
needs some help in organising the files and folders. Use the DATA folder for this question.

Data
20086 2007
{ Archive } [ Flight S::hedules] TourTrlansport J
Overseas } Contacts ]
a. Select ALL the files of 2KB in the 2007 folder, and then delete them. 2

b. Move the Archive folder so that it becomes a subfolder of the 2007 folder.
2. Open the Departures word processing document that is stored in the Tour Transport folder.
a. Change the author property of the document to your name and surname.

S

S

b. Make sure the file is Read Only so that it cannot be changed. )
3. You have been asked to create a printable advert for a new shop opening. There is a
women’s and children’s section. (22)

a. Create the advert on a blank word processing document using appropriate alignments, fonts
and sizes, tab stops, margins and layout.

b. After you have created this advert, save it as a PDF in the Data folder as Revision
Activity PDF.
You will need:

Alogo

Name for the shop

At least three items per section with clear pricing

The different sections (women’s and children’s)

Double-line page border

Margin of 1 cm all round

Portrait orientation

Images

Two pages long

TOTAL: [30]

AT THE END OF THE CHAPTER

CANYOU ... YES NO

1 Use file manager on the computer?

Print a document?

Print a document using a range of pages?

Change the number of copies before printing a document?

Use print to PDF?

DO B~ W N

Send a document using email or the cloud?

TERM 1 | CHAPTER 1 FILE MANAGEMENT IN WORD PROCESSING | UNIT 1.1 File management
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=\l

awwrex  TEMPLATES AND INPUT DATA IN
2  WORD PROCESSING

CHAPTER OVERVIEW
Unit2.1:  Templates and styles
Unit 2.2:  Import/export data

By the end of this chapter, you will be able to:

Use built-in templates.

Create templates from existing documents.
Link objects in a word processor.

Import data from other file formats.

INTRODUCTION

Templates are sample documents that already have some details in place. These details can
be changed by the user. The user can then use the template to create, edit and manipulate
the document and then save it as a normal word processing document.

COMPUTER APPLICATIONS TECHNOLOGY | GRADE 11 | Practical Book
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UNIT

2.1 Templates and styles

Templates save the time and effort it takes to set up and style general documents, such as
CVs and reports, since they only need to be set up once to be used over and over again.
Styles, on the other hand, are predefined ways of formatting text elements in a document,
including giving headings specific numbers, font sizes, colours and line spacing.

Microsoft Word comes with a number of pre-built templates for a variety of different types
of documents, but it also allows you to create a template of your own with your own styles
and document formatting.

In this unit, you will learn how to use pre-built templates in word processing software and
how to create your own templates. You will also learn how to change, edit and create styles
in a word processing document.

TEMPLATES

A template is a document that is formatted to a specific style. You can change the font type,
size and colour using the formatting tools that you have learned about in Grade 10. It also
contains fields that you can fill in. These fields are labelled with the information they should
contain, which makes creating the document even easier.

CREATING YOUR OWN TEMPLATE

You can create a template from a word processing document. To save a document as a
template, refer to the example below.

$38  Guided activity 2.1

Step 1: Open a blank document and create a document to be used as a template.
Select File and then Save As.

Print

Share

Export

Close

... continued

TERM 1 | CHAPTER 2 TEMPLATES AND INPUT DATA IN WORD PROCESSING | UNIT 2.1 Templates and styles
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#38  Guided activity 2.1

Step 2: Double-click Computer or This PC.

@ This PC

Step 3: Type a name for your template in the File name box.

Il Save As

v
+ « TTRO > Prac activities > Activities ~ O | Search Activities r
Organize = Mew folder = - [7]
Chapter 2 *  Name - Date modified Type i
Grade }1.CAT P 9 (Activity 1.1) Menudoex 2019/06/13 11:32 . Microsoft Word D
Screenshots_Gras

B9 (Activity 1.1).docx

Il Microsoft Word B2 (Activity 1.2) Nutrition.docx 2019/06/13 11:32 . Microsoft Word D
53 (Activity 1.2).docx 2019/06/13 11:33 . Microsoft Word D
p Dropbox @ (Activity 1.3) Review.docx 2019/06/1311:33 . Microsoft Word D
& OneDrive @ (Activity 1.4) Adoption_contractdoox 2019/06/13 1133 Microsoft Word D
@ (Activity 2.3) Pangolins docx 2019/06/13 1134 Microsoft Word D
8 This PC B3 (Activity 5.2) Pie Chartdoo: 2019/06/13 11:34 . Microsoft Word D ¥
i gl = ' ' >
File name: b

2019/06/13 1137

... continued

Microsoft Word D

Save as type: Word Document (*.docx)

£

Authors:  Celeste Baskerville Tags Addatag

[ Save Thumbnail

~ Hide Folders Tocls = | Save

| Cancel

Step 4: For a basic template, select the template item in the Save as type list. In Word for example,

select Word Template.

Word Document (*.docx)
Word Macro-Enabled Document (*docm)
Word 97-2003 Document (*.doc)
ord T TR
Word Macro-Enabled Template (*.dotm)
Word 97-2003 Template (*.dot)
PDF (*.pdf)
XPS Document (*xps)
Single File Web Page (*.mht;*.mhtml)
Web Page (*.htm:*.html)
Web Page, Filtered (*.htm;*.html)
Rich Text Format (*.rtf)
Plain Text (*.txt)
Word XML Document (*.xml)
Word 2003 XML Document (*xml)
Strict Open XML Document (*.docx)
OpenDocument Text (*.0dt)

Word Document (*.docx)

Step 5: Browse your computer to find the folder you want to save your template to.

Step 6: Select Save.

Save Cancel
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1

N

Q Activity 2.1

1. Create a new template.

a.
b.
c.

Open any one of the in-built letter templates.
Change the ‘Normal’ text style to: Colour: Red, Text size: 11 pt.
Save the document as MyTemplate and close the document.

2. Convert a document to a template.

a.
b.

C.
C.

Open Act2.1(Statement).docx.

Next to ‘Bill To’ section, add a field that will automatically insert the user name of the person
using the template.

At the ‘Date’ section, modify the field so that it automatically inserts the current date.

Save and close the document.

3. Create your own template.

a.
b. Create your CV.

c.

d. Save and close the document.

Open a blank document.

Create at least one heading style and one font style that you feel will enhance your CV.

TERM 1 | CHAPTER 2 TEMPLATES AND INPUT DATA IN WORD PROCESSING | UNIT 2.1 Templates and styles
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UNIT

2.2 Import/Export data

You can import data from other file formats or even entire files into a word processing
document. This will insert the entire content of the file into the document you are working
on. You can also use copy and paste to do this, but by using the importing method you will
be sure that you do not miss any text to copy.

To import data, follow the steps in the following guided activity.

#38  Guided activity 2.2

Step 1: Open only the document that you want the data to be copied to. Place your cursor in this
document where you want the data be inserted.

Step 2: Select the Insert tab.

ile iew View Deve u want to do
B [:3pictures T SmartArt B Get Add-ins W E‘ﬂ 2 -I-j [7] Header - - [ - | TTEquatio
e || = [:@ Online Pictures gl Chart ] [ I@ e |l : [2] Footer - = - B Q Symbo
- 7€ | Dshapes- o Screenshot- | & MyAddins - Wikipedi | Ontne | LIS Comment | oy b \yper - | ot o gy
Tables lllustrations Add-ins Media Comments Header & Footer Text Symbols. ~

Step 3: Inthe Text group, select Object.

€ Symbol ~

E]: %' 7T Equation -

Text ,_
Box~ —

-

Step 4: Select Text from File.

.|:|:|,

B8] Object..
“ [F] Textfrom File..

Step 5: Choose the file you want to import data from in the pop-up window that appears.

Range:

e

File name: |[ETEEE, v| | Al Files (2 v|

Tools = | Insert |v| ‘ Cancel ‘

Step 6: Select Insert.

& Activity 2.2

1. Import data from a text file.
a. Open a new blank Word document.
b. Import the data from the Example_Data text file. Make sure that the text is unformatted.

... continued
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& Activity 22 .. continved

c. Convert this data into a table (see example below).

Index of the volume cf mining producticn

Month 2009 2010 2011 2012 2013 2014
Jan 78 B&, 2 B&, 4 83,9 B9, 8 91,2
Feb B2, 86 BB, 1 90,2 B3 BB, 2 B3, 5
Mar 92,86 102,8 102, 2 96,5 93 91,6
Epr g0 90,4 100,5 g1 92,2 93,6
May 98,1 91,5 99,6 102, 6 101,7 97,9
Jun 102,898 103,8 103,2 108,2 103,6 88,5
Jul 102,3 101,7 96,6 103, 8 105,535 100
Lug g9g, 1 107,8 10Z,8 104, 6 106,2 58,8
Sep 95,8 109,5 106,1 98,8 98,8 104,7
Oct 98,7 103,7 93,3 84,8 105,4 103
Nowv 100,7 108,5 104 99,4 103, 3 1035,1
Dec 98,5 106,1 104,7 95,1 104,6 101,535
Year 95,4 100 99,1 96 99,5 97,9

d. Save the document as Example_Data.docx and close the document.
2. Import data from a Word file.
a. Open a new blank Word document.
Import the data from 2Trade_Handel as a link.
Insert a page break. Then on the next page import the data from 7Water.
Insert a page break. Then import the data from 2Trade_Handel again, but not as a link.
Save the document as Trade_Handel(imported) and close the document.

P a0

You canimport tables and other objects from a spreadsheet into a word processing document.

#38  Guided activity 2.3

Step 1: Place your cursor in the document where you want to insert the data.
Step 2: Select the Inserttab.

Home Design  layout References  Mailings Review View Developer Help  Format @ Tell me what you want to do

[ Pictures T SmartArt : + Header - - | mE -
B = § B Get Add-ins W/ Y L ] el ’@ s
|| [:2 Online Pictures glj Chart e i e | [ Footer = 4 - g Qs
s 2% | £ shapes - sScreenshot= | My Add-ins - Wikipedia V" e - il [£] Page Number = o - aj -
- ideo Box
Tables llustrations Addins Media Comments | Header & Footer Text Symbols A

Step 3: Inthe Text group, select Object.

>

Il
(il

q

4

Text

Step 4: Select Object.

B~ &~ | T Equation ~
4- B

= € Symbol ~
ext =
Box~ — @
Text |@ Object...
@7 Text from File..

... continued
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#38  Guided activity 2.3 .. continued

Step 5: Select Create from File.

Create New | Create from File

Step 6: Select Browse to select the file you want to import.
Step 7: Select the file you want to import and then select Insert.

[ Browse X
« v P « TTRO * Prac activities v | Q| | Search Prac activities P
Organize ~ New folder = -~ [N o
~
Documents »# * Name Date modified Type
b PicHes # Activities 2019/06/13 208 PM  File folde
Activities 9 Example form.docx 2019/06/13 11:32..  Microsoft
Chapter 2 B Excel examplesxisx 2019/02/19 3:04 PM  Microsoft
Screenshots_Gra Gyms.xlsx 2019/02/19 3:04 PM  Microsoft
Supporting doct @ Hotels.pptx 2019/06/13 207 PM  Microsoft
Raids csv.xlsx 2019/02/19 3:04 PM  Microsoft|
Eﬂ Microsoft Word
23 Dropbox
#& OneDrive
‘= This PC
3 Netwark ] <8 >
File name: |E)(ce| examples.xlsx W | |AII Files (**) v |
Tools ~ | Insert | | Cancel |

Step 8: Select Link to file if you want to insert the data as an image with a link to the source
document. This will ensure that the table in Word will update if you make changes to the
original spreadsheet.

Object ? X

Create New Create from File

File name:
C:\Users\celesteb\Desktop\TTRO\Prac activities\Excel examples.xlsx | [ Browse...
D Display as icon
Result

Inserts the contents of the file into your document and

creates a shortcut to the source file. Changes to the source
I file will be reflected in your document.

[« ]| concel

... continued
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N

#38  Guided activity 2.3 .. continued

Step 9: Wait until the data has been imported. You should see something like this:

Student! * lastname |1 First name |~ Grade |~ Class numb~ Term * Tern~ Tem|~ Tern* |
| 1398755752 Andrews Steven 10 108 SO%  50% 50%  S50% |
| 6753284081 Becker Andries 12 12A 63% 71% 68% 75% !
| 2651281199 Chetty Amita 11 11€ S6%  58%  60%  64% |
| 8179513253 Cline Elizabeth 10 10A 62% 65% 66% 66% |
4522822265 De Jong Willem 12 120 5% TI%  T7% 9% |
5455100907 Dlamini Kagiso 12 12C S0% 45% 45%  S50% |
| 4556651505 Duma Lerato 111c¢ 80% 72% 85% 90% |
| 9857172796 Fischer Christopher 10 10C 4% 46%  S50%  51% |
| 9747248726 Kelley Grant 11 118 3% 38% 40% 45% |
| 6769637561 Khumalo Dineo 10 10D 7% % 73%  75% |
19421498780 Landry Andrew 11 1A S1% 60% 65% 60% |
| 5237048214 Matlanyane Mpho 12 12C S6% 55% 58%  56% |
| 3805686898 Matse pe khosi 10 10E 65%  64% 62%  63% |
| 3486544111 Morrison Richard 12 128 95% 93% 96%  94% |
5.7455591432 Mthembu Bongani 11 11B 85% B8% B88%  90% .
12421512328 Ngobe Khethiwe 12 128 7% 5% TT% 9% |
{ 1185090006 Nkopane Thapelo 11 11D 93% 9% 93% 94% |

& Activity23

1. Import data from an Excel document.
a. Open a blank Word document.
Import the data from the 2Det_Bes.xIsx document. Note: Do not import it as a link.
Insert the following as a header to the document: “Grade 11: Name and Surname”.
Next to the table, re-import the 2Det_Bes.xIsx document as an icon.
Insert a page break. Then import the data from 2Det_Bes.xIsx again. This time import it
as link.
. Save document as Import_spreadsheet.docx and close the document.
2. Use a text file to import data from an Excel document.
Open a blank Excel document.
Open the text file Example_Data.
Select all the data in Example_Data and copy it.
Select the first cell the Excel document and paste the data you copied from Example_Data.
Save the Excel document as NewExampleData. xIsx.
Open a blank Word document.
Import NewExampleData.xIsx as a link.
Save the document as NewExampleData.docx and close the document.

o a0

Se oo o

You can also insert whole files into a word processing document as an object. The benefit
of this is that the entire file is saved in the document and can be opened at the same time
as the original document, even by other users on other computers. This means that you will
not need to send two attachments in an email or make copies of more than one document.
It also eliminates the danger of the file path becoming invalid, like when you link to a
document.

A file path is the route to follow to find a file that has been saved and shows which directory
to search in and which folders you must open to find the file again.

TERM 1 | CHAPTER 2 TEMPLATES AND INPUT DATA IN WORD PROCESSING | UNIT 2.2 Import/Export data
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To do this, follow the steps in Guided activity 2.4.

#38  Guided activity 2.4

Step 1: Place your cursor in the document where you want to insert the data.
Step 2: Select the Insert tab.

File Home Design layout References Mailings Review View Developer Help  Format Q' Tell me what you want to do 8 Share
[ [ pictures &) SmartArt + & @ + [*) Header - B~ - | T Equation -
@ [i3 Online Pictures yj Chart iRk VW E?é . Q [2) Footer~ 4~ | Qsymbol-

Pages | Table | . .. & My Addeine - Wikipedia | Online | Links | Comment | ~ .~ . . T e =

Step 3: Inthe Text group, select Object.
a=| B-[2-

4 - B3
Text -

=3~
Box ~

Text

Step 4: Select Object.

- BB |

| B8] Object..

* [E] Textfrom File...

T

Step 5: Select Create from File.
Create New | Create from File

Step 6: Select Browse to select the file you want to import.

Step 7: Select the file you want to import and then select Insert.

Il Browse X
«— v « TTRO > Prac activities v O Search Prac activities P
Organize ~ New folder =~ [ o

Documents # ™ Name Date modified Type
PR Activities 2019/06/13 2:08 PM  File folde
Activities I Example form.docx 2019/06/13 11:32 .. Microsoft
Chapter 2 Excel examples.xlsx 2019/02/19 3:04 PM  Microsoft
Screenshots_Gra Gyms.xlsx 2019/02/19 3:.04 PM  Microsoft
Supporting doct @ Hotels.pptx 2019/06/13 2:.07 PM  Microsoft
Raids csv.xlsx 2019/02/19 3:04 PM  Microsoft
Iﬂ Microsoft Word
&+ Dropbox
#& OneDrive
& This PC
¥ Network o] B 2
File name: | Excel examplesxisx V| |AII Files (*.%) V|
Tools | Insert | | Cancel ‘

... continued
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1

#38  Guided activity 2.4

Step 8: Select Display as icon if you want the file to be imported directly into the Word document.

Select OK. Click on the icon to open the file.
Object ?

Create New Create from Eile

File name:

Ch\Users\celesteb\Desktop\TTRO\Prac activities\Excel examples.xlsx | Browse...

[ Link to file
;Displgy as ican;
Result
Iy
Inserts an icon that represents the contents of the file into X h

your document.
— Excel examplesxlsx
Change [con...

| 0K | | Cancel

Step 9: Wait until the file has been created and imported. You should see something like this:

Lorem ipsum dolor sit amet, consectetur adipiscing elit, sed do eiusmod tempor incididunt ut labore et dolore
magna aliqua. Ut enim ad minim veniam, quis nostrud exercitation ullamco laboris nisi ut aliquip ex ea
commodo consequat. Duis aute irure dolor in reprehenderit in voluptate velit esse cillum dolore eu fugiat nulla
pariatur. E)‘(cepteur sint occaecat cupidatat non proident, sunt in culpa qui officia deserunt mollit anim id est
laborum.

3

Excel examples.xlsx

REVISION ACTIVITY

1. Open the Chapter 2_Revision Activity word processing document, which contains an overview of

the Harvest Food Festival.

1.1 Follow the instructions below to the first page of this document so that it appears similar

to the one in the example below.

A FEAST FOR THE SENSES

—]
i
>
'_
(7
Ly
[V
(=)
o
o
w
=
(7
L
=
(0%
<
o

Date 24 to 26 November 2017
Venue Coetzenburg Sports Ground

NOTE: The WordArt and changed picture may appear slightly different from that which is

shown below.
1.2. Format the heading “HARVEST FOOD FESTIVAL” as follows:
e Apply any WordArt of your choice to the heading.

Gr11_CAT_Practical_LB.indb 23
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REVISION ACTIVITY ... continued

e Rotate the WordArt by 90 degrees.

=
S

e Crop the picture so that only the fruit and basket display. 2)

e Apply a soft edge oval frame to the picture. 2
1.3. Insert the file Fruits.docx as a linked object below the image. The file must be displayed

as an icon. 3)

2. The organisers of the festival needs to know how many learners will attend the festival.

Make the following changes on page 2:
2.1. Open the spreadsheet 2Harvest and work in the Attendance worksheet.
a. Copy and paste the information found in the worksheet as a linked table on page 2
of your word processing document. 3)
b. Modify the tear-off slip part as shown below. Remember to update any changes. (13)

HARVEST FOOD FESTIVAL
VENUE: Coetzenburg Sports Ground

School
Grade
Age
Name

Surname
Tear-off slip

Ma-ny thanks! We would like to attend
Number of learners
Total payment

e (Change the row height of all the rows of the table to exactly 20.
Merge and centre row 11 of the table.
Remove the cell borders of rows 10 and 11 of the table as shown.
e Insert a row at the bottom of the table.
e (Change the outside border of only the bottom three rows to a double-line border.
e Make sure the font for the entire table is Cambria and 14pt.
e Type your information in rows 4-8.
2.2 Insert a 3pt shadow-page border for the entire document. 3)
Save and close both documents.

TOTAL: [30]

AT THE END OF THE CHAPTER

CANYOU ... YES NO

1

Use a built-in template in a word processor?

Create your own template in a word processor?

Link objects in a word processor?

MW N

Import different file formats into a word processing document?
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CHAPTER

EDITING 3

CHAPTER OVERVIEW
Unit 3.1:  Editing

By the end of this chapter, you will be able to:

e Use Paste Special.
e Use Find and Replace.

INTRODUCTION

In Grade 10, you learned about the basics of editing in a word processor, as well as using
Find and Replace. In this section, you will learn about using Paste Special. You will also learn
about the different techniques that you can use when replacing in a document.

TERM 1 | CHAPTER 3 EDITING
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UNIT

3.1 Editing

PASTE SPECIAL

When you are pasting something you have copied, you can choose how you want to paste
it. Paste Special in Microsoft Word allows you to do various things when pasting from other
sources. When you have copied text or graphics from another file, select the drop-down
arrow under Paste in the Home ribbon to see Paste Special.

Em Copy

¥ Format Painter

Paste Special...
Set Default Paste...

Figure 3.1: Paste special

You will get different options depending on what it is you want to paste. For text, you will get
the following options:

Paste Special 7 x

Source: Microsoft Word Document
CAUsers\celesteb\Desktop\Grade 11 CAT Practical\CAT Gr 11 Prac Chapter 3-Editin...

(@) paste: Microsoft Word Document Object [ pisplay as icon
_ |Formatted Text (RTF)

Rl e Text

Picture (Enhanced Metafile)

HTML Format

Unformatted Unicode Text

B Inserts the contents of the Clipboard into your document so that you can edit it using Microseft Word.

| oK | | Cancel

Figure 3.2: Paste Special options for text

For graphics, you will get the following options:

Paste Special ? X

Source:  Unknown

As:

@ paste: Formatted Text (RTF) ~ Display as icon
Bitmap

Picture (Enhanced Metafile)
HTML Fermat

Picture (GIF)

Picture (PNG)

Picture (JPEG)

Unformatted Unicode Text

~) paste link:

Result

=y

B

| oK | ‘ Cancel

Figure 3.3: Paste Special options for graphics
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& Activity3.1

1. Copy and paste text.
a. Open a blank word processing document.
b. Open the Act3.1(Party) document, and then select the text from the words “Blocos are
groups”, to the words “suitable for families”, then copy the selected text.
Paste these words without formatting into the new document.
Then paste the same words with their original formatting.
Then paste the same words as a Microsoft object.
. Save (with an appropriate name) and close the document.
2. Copy and paste pictures.
a. Open a blank word processing document.
b. Open the Act3.7(Flora) document, and then select the picture of the flowers and copy it.
c. Paste it as a JPEG in the new document.
d. Open the Flora document again, and select the text from the words “Fynbos is the major
vegetation” to the words “best to exclude them”, then copy them.
e. Paste it as animage in the new document.
. Save and close the document.
3. Copy and paste mixed content.
a. Open the Act3.1(Party) document, and then select all the content from the words “Individual
Blocos” to the words “popular with young people”, copy the selected text.
Paste it as formatted text.
. Insert a page break. Then Paste the same content as unformatted text.
d. Save and close the document.

~oae

FIND AND REPLACE

As you learned in Grade 10, you can use the Find and Replace function in Word to find and
replace words or phrases. You can do this by either selecting Replace in the Home ribbon
and opening the menu or by pressing Ctrl+H to open the menu.

There are other replace options you can use, like those shown in Figure 3.4. Once you have
opened the Replace command, you need to select More>>.

Find and Replace 2 X
Find Replace GoTo
Find what: H
Options: Search Down
Replace with: |
Replace ‘ | Replace All ‘ | Find Next ‘ | Cancel ‘
Search Options
D Match case D Match prefix
D Find whaole words only D Match suffix
D Use wildcards
[ sounds like (English} O Ignore punctuation characters
[ Find all word forms (English) O Ignore white-space characters.
Replace
| Format ~ | ‘ Special ~ ‘ | No Formatting ‘

Figure 3.4: Find and Replace options
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If none of these replace options have been chosen, all instances of the word will automatically

be replaced.

* Find whole words only: For example, if you choose to replace the word “man” with
“person”, things like “manual” will be changed into “personal’”. You will then need to
go through the document and correct this, which can take a very long time. Tick Find
whole words only to prevent this before you replace.

* Match case: If you tick Match case, only words where the case in each character
matches the search term will be replaced. For example, you would select this if you
wanted to replace “CAT” the subject (and not “cat” the animal) with “Computer
Applications Technology”. Only CAT in upper case will be replaced.

* Format: You can also replace text that is formatted in a particular way using the Format
option. For example, if you wanted to replace all the examples of the word “CPU” that
are in bold with “central processing unit” in green text, you can use that option for
formatting the text to green.

e Special: Using the Special option lets you replace punctuation and special characters.
For example, you can replace any white spaces with non-breaking spaces, or em
dashes (—) with en dashes (-).

In the Find What box, type everything you are looking for. Click in Replace with and type in
the words/phrases which must replace what was typed in the previous box. Do any
necessary formatting while in this box.

& Activity32

1. Find and replace a word.
a. Open a blank Word document.
Open the Act3.2(Statistics) document and select and copy all the text.
Paste the content with its original formatting.
Find the word ‘healthy’, and delete it.
Find the word ‘fastfeed’ and replace it with ‘fast food'.
Find the word ‘fries’” and replace it with ‘Fries’.
Replace the word ‘people’, with the word ‘humans’ bolded.
. Save and close the document.
2. Find and replace a sentence.
a. Open the Act3.2 (Tips) document, and select the text from the words “Don’t believe what you
read” to the words “your kid's mud pies”, then copy them.
b. Paste the content at the end of the document with its original formatting.
Find the words ‘healthy food tips’ in the document and replace them with ‘dietary
cuisine suggestions’.
d. Remove any double spaces. Replace them with single spaces.
Remove any sentences that start with the words ‘Just make'.
. Save and close the document.

S@ o a0 o
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1

REVISION ACTIVITY

1. Open the Chapter 3_Revision Activity word processing document and edit and format this
document according to the instructions below:
a. Adjust the logo to appear as follows: 3)

O
8.5

b. Group the two parts that make up the logo and resize this logo to 5 ¢cm x 5 cm to appear to

the left of the words Travel Safely. 4
c¢. Setand apply appropriate tabs so that the text below the first paragraph appears
as follows: (4)
Bali February 2008 R 7918,00
Iberia June 2008 R 14 135,00

d. The word “insurance” has been spelt incorrectly as “insurrance”. Replace the incorrect

spelling with the correct spelling and highlight the corrected text with the colour yellow.  (3)
e. Set the text on only the first page to be fully justified. ()
. Set the paragraph spacing in the document to 3pts before and after each paragraph. 3)
g. The word tour was mistakenly used instead of the word travel. Replace ALL occurrences

of the word tour with the word travel in bold. (4)
h. Place a red 2pt border around ALL the text under the first heading ARE YOU PLANNING

AN OVERSEAS TRIP?. )
i.  Use the document: 3Highlights.docx. Copy the text in this document and paste special

as a Microsoft Word Document object at the bottom of the document. @)

Save and close the document.
TOTAL: [30]

AT THE END OF THE CHAPTER

CANYOU ... YES NO

1 | Use Paste special in a word processor for different file types?

2 | Use find and replace in a word processor?

3 | Use the different options available in word processor to find and replace word/s
in a document?

TERM 1 | CHAPTER 3 EDITING | UNIT 3.1 Editing
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CHAPTER

4 PAGE AND DOCUMENT LAYOUT

CHAPTER OVERVIEW
Unit4.1:  Page layout and design

Unit 4.2:  Document layout

Unit4.3:  Paragraphs

By the end of this chapter, you will be able to:

e Add themes and cover pages to Word documents.

e Add section breaks and headers and footers to Word documents.
e Customise bullets and numbering in paragraphs.

INTRODUCTION

In this section you will learn to select themes and cover pages to enhance your word
processing documents. You will use section breaks, headers and footers to give your
documents a more professional look. and lastly, you will find out how to customise bullets
and numbering in your documents.
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UNIT

4.1 Page layout and design

THEMES

Microsoft Word comes with a variety of themes designed to allow you to customise
documents instantly. Each theme uses a variety of colours, fonts and styles to make the
document consistent without you needing to create a template for the document.

Themes are found under the Design tab in Microsoft Word. You can customise themes by
changing the colours, font, paragraph spacing and effects in the document. You can then
choose to set your created theme as the default theme for Microsoft Word documents.

Using themes allows you to format the whole document quickly, especially if you have used
the Styles in the Quick Style gallery to apply headings and title styles to sections in your
document. Themes do not overrule the style, but enhances the style (for example, making
all the level 1 headings the same colour).

#38  Guided activity 4.1

Step 1: Select the Design tab.

File Home  Insert Design Layout

Title
Hesding |

File Home  Insert [ESESGIMM Layout References  Mailings  Review

Title

e —— s

Step 3: To change colours, select Colors and select the colour scheme you prefer.

n n | _%,r‘ngmphSpuing-
Colors Fonts

- « (D Setaz Default

Custom -~

Custom 1

Custom 2

i

Custom 3
Orffice

Office

Qffice 2007 - 2010
Grayscale
Blue Warm
Blue

Bluell

Blue Green
Green

Green Yellow
Wellow

Yellow Orange
Orange
Orange Red
Fed Orange
Red

Red Violet

Viclet

n EER ! ]
I
i

WViclet Il -

Custormize Calors..,

... continued
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3“ Guided activity 4.1 ... continued

Step 4: To change fonts, select Fonts.

=/ Paragraph Spacing - o

[©]Effects - =
erma
~ | @ Setas Default i
Office |
Office
Calibri Light
Aa Calibri

Office 2007 - 2010
A Cambria
a Calibri

Calibri

Calibri
Aﬁ Calibri

Arial

Arial
_J_Aa ! Anal

You can format the text elements in a theme exactly the way you would format text that has
not been styled using a theme.

& Activity 4.1

1. Apply a theme.
a. Open a blank word processing document.
b. Import the text from Act4.7(Guide) with its original formatting.
c. Apply the Crop theme to the document.
d. Save the document as Act4.7(Guide_Theme) and close the document.
2. Change a theme.
a. Open a blank Word document.
Import the text from Act4. 1(Guide) with its original formatting.
Apply the Headlines theme (or any theme on the computer).
Change the theme colour to Red Orange.
Change the page colour to an appropriate background of your choice.
Change the theme font to Century Gothic.
. Save the document as Act4. 1(Guide_ThemeZ2) and close the document.
reate your own theme.
Import the text from Act4. 1(Guide) in its original formatting.
Apply any theme of your choice.
Create and apply your own customised theme colour. Name it "MyStyle’.
Create and apply your own theme font. Name it ‘MyFont’.
Add a page border.
Save the document as MyTheme.docx and close the document.

o
T o0 TP OoOQ@ O 20D
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COVER PAGE

You can also add attractive cover pages to documents using built in tools. To insert a cover
page, follow the steps in Guided activity 4.2 below.

#38  Guided activity 4.2

Step 1: Select the Insert tab.

Design  Layout  Ref

Mailings Review View Developer Help Format Q Tell me what you want to do

N - [i2 Pictures I SmartArt . : * [] Header - TE -
: FZonlmeMme; .?cnan S W C?é Ll | () Footer - SR Q:
9% | ™5 | D shapes- a+Screenshot- | #9 My Add-ins - Wikipedia 33’:: I @IE | e e s &) -
Tables lllustrations. Add-ins Media Comments Header & Footer Text Symbols ~
Step 2: Select Cover Page.
% D
™1
Cover Blank Page
Page ~ Page Break
Pages
Step 3: Choose the cover page you want.
Built-in [=]

. -

|V
|

Mot 14r
[A——
Austin Banded Facet
L A T
==
Filigree Grid Integral -

Step 4: Complete the text fields with your own text on the cover page.

w2

5/
(,"’EE "iﬁ

[DOCUMENT TITLE]

| Document subtitla]

e

™
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Using a cover page is very important for large documents and reports. In your PAT, you will
need to use a cover page that will have all your personal details on it, making it easier for
your assessor to see who the document belongs to.

& Activity 4.2

Complete the following activity on your own.

Note: Go to the options setting and change the ‘User name’ field to your name and surname.
1. Apply a cover page.
e Open a blank document.
e Apply a cover page of your choice.
e Assume that this cover page is for an essay about global warming. Fill in the empty fields
(placeholders) on the page with appropriate content.
e Save the document as GloballWarming and close the document.
2. Create a cover page.
Open a blank document.
Apply a cover page of your choice.
Change the position of at least ONE element on the page.
Change the colour of at least ONE element on the page.
Change the font size of at least ONE element on the page.
Insert and position a text box of your choice.
In the text box write a short paragraph explaining what elements you have changed on the
cover page.
e Save the document as CoverPage and close the document.
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UNIT

4.2 Document layout

Section breaks are used to divide documents into sections to format individual pages. Each
page can have different layouts including columns, headers, orientation and spacing. In this
unit, you will learn about the different types of section breaks.

SECTION BREAKS AND SECTIONS

There are different types of section breaks:
e A Next Page section break starts the new section on the following page.
This-chapter-will-refresh-your-memory-on-the-basics-of-how-computers-work, the-different-types-of-computers-

there-are-and-their-typical-features.-You-will-then-learn-about-how-computers-are-categories-and-how-ICT-has-
made-the-workplace-a-faster,-more-efficient-place-to-be.-

Page Break- 1

e A Continuous section break starts the new section on the same page. One of the most
common reasons for using this type of section break is if you’re using columns. By
using this sort of section break you can change the number of columns without
starting a new page.

This-chapter-will-refresh-your-memory-on-the-basics-of-how-computers-work, -the-different-types-of-computers-

there-are-and-their-typical-features.-You-will-then-leam-about-how-computers-are-categories-and-how-ICT-has-
made-the-workplace-a-faster,-more-efficient-place-to-be.-1

1 ction Break (Continuous)

® An Even Page section break lets you start a new section on the next even-
numbered page.
This-chapter-will-refresh-your-memory-on-the-basics-of-how-computers-work, the-different-types-of-computers-

there-are-and-their-typical-features.-You-will-then-learn-about-how-computers-are-categories-and-how-ICT-has-
made-the-workplace-a-faster,-more-efficient-place-to-be.-q

F Section Break (Even Page).

® An Odd Page section break lets you start a new section on the next odd-
numbered page.
This-chapter-will-refresh-your-memory-on-the-basics-of-how-computers-work,-the-different-types-of-computers-

there-are-and-their-typical-features.-You-will-then-leam-about-how-computers-are-categories-and-how-ICT-has-
made-the-workplace-a-faster,-more-efficient-place-to-be.-1

W Section Break (Odd Page)

e Apart from Section Breaks you will also notice Page Breaks, these will not create a
new section, but will move text below the break to the top of a new page:

This-chapter-will-refresh-your-memory-on-the-basics-of-how-computers-work, -the-different-types-of-computers-
there-are-and-their-typical-features.-You-will-then-learn-about-how-computers-are-categories-and-how-ICT-has-
made-the-workplace-a-faster,-more-efficient-place-to-be.-

Page Break- '.1,

e A Column Break is used when a page is divided into columns and you want to move
text to the top of a column.

This-chapter-will-refresh-your-memory-on-the-basics-of-how-computers-work,-the-different-types-of-computers-

there-are-and-their-typical-features.-You-will-then-learn-about-how-computers-are-categories-and-how-ICT-has-
made-the-workplace-a-faster,-more-efficient-place-to-be.-

Column Break

When working with breaks remember to use Show/Hide to see where the breaks are placed.

TERM 2 | CHAPTER 4 PAGE AND DOCUMENT LAYOUT | UNIT 4.2 Document layout

Gr11_CAT_Practical_LB.indb 35 2019/09/20 11:53 AM



#38  Guided activity 4.3

Step 1: Place your cursor where you want the section break to start.

This-chapter-will-refresh-your-memory-on-the-basics-of-how-computers-work, the-different-types-of-computers-
there-are-and-their-typical-features.-You-will-then-learn-about-how-computers-are-categories-and-how-ICT-has-
made-the-workplace-a-faster,-more-efficient-place-to-be.-

1 Section Break (Continuous)

Step 2: Select the Layout tab.

File Home Insert Draw Design Layout References Mailings Review View Developer Help P search
D [Ii_“l D =) Breaks Indent Spacing ~ 1 0 E'—ll} [E= align -
S . 3l LineNumbers~ | 3= ieft Dcm  * |l ZBefore Bpt = , ) [ Group
Margins Orientation Size Columns - = Position Wrap  Bring Send  Selection
bt Hyphenation - =% Right Dcm I|3Zafter |Bpt z Text~ Forward - Backward~ Pane =Rotate
Page Setup Paragraph o Arrange

Step 3: Select the drop-down arrow next to Breaks.

¥ Breaks - Indent Spacing
Page Breaks |

L Page
|' T Mark the point at which one page ends
| 1 and the next page begins,

- Column
Indicate that the text following the column

break will begin in the next column.

\ Text Wrapping
’—‘] Separate text around objects on web

pages, such as caption text from body text.
Section Breaks
MNext Page

'l = Insert a section break and start the new
1 section on the next page.

N, Continuous
Insert a section break and start the new
section on the same page.

3 Even Page
[. -[\ Insert a section break and start the new
section on the next even-numbered page. '«

Step 4: Select the type of break you want to use. It will be inserted where you placed your cursor.
The section break we chose here was Next Page.

This-chapter-will-refresh-your-memory-on-the-basics-of-how-computers-work, -the-different-types-of-computers-
there-are-and-their-typical-features.-You-will-then-learn-about-how-computers-are-categories-and-how-ICT-has-
made-the-workplace-a-faster,-more-efficient-place-to-be.-

Section Break (Next Page)

l |

& Activity 43

Complete the following activity on your own.

Use section breaks.

Open a blank Word document.

Import the content from Act4.3(1Artists) in its original formatting.

Insert a continuous section break after the words “in South Africa (insert citation here).”.

Insert a next page section break after the words “engages with issues in modern culture.”.

Insert an even page section break after the words “multiple exhibitions in South Africa and abroad.”.
Insert an odd page section break after the words “internationally as well as in his home country.”.
Insert a column break after the words “attraction and repulsion that cowhide evokes in the viewer.”.
Save the document as Artist(Your Name) and close the document.
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1

HEADERS AND FOOTERS

Headers and footers are usually used in multi-page documents to give descriptive information
about the document, such as the title, revision date, author’s name or even images. This is
also where page numbers are inserted.

Using headers and footers together with sections allow you to add different numbering
styles to different sections. For example, the first few pages of a document contain Roman
numbers (i, i, iii, etc.) and the rest of your document Arabic numerals (1, 2, 3, 4, etc.).

#38  Guided activity 4.4

Step 1: Select Insert.

Q Tell me what you want to do

file  Home [NUENSM Design Layout References Mailings Review View Developer  Help

= i r 5 e S =
B D [:3 Pictures = SmartArt B+ Get Add-ins W ﬂl:é e +j [©) Header I:A— 8-z T Equation
= 5 [2 Online Pictures g Chart === [2 Footer - 4-5 € Symbol -
ges fable inc -~ Wikipedia | Online inl Comment Text
- € | (O shapes~ e Screenshot= | 4% My Add-ins s e [2) Page Number~ | oo -
Tables lllustrations Add-ins. Media Comments Header & Footer Text Symbols ol

Step 2: Select Header or Footerin the Header & Footer group.

"':] || Header~
D Footer ~
Comment

[ Page Number ~

Comments Header & Footer

Headers and footers use different information depending on what type of document you are
creating. This could be a date, the name of the document or even the author’s name.

#38  Guided activity 4.5

To add a date and time (that can be automatically updated):
e Double click on the Header or Footer.

[Header | In this section we will look at each of these stages and how they work together. We willalsa

... continued
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#38  Guided activity 4.5

e Select Date & Time in the Insert group.

02 ) ED

Header Footer Page Date & Document Quick Pictures Online
Parts ~

Insert

v *  Number~ | Time
Header & Footer

=1

Info -

... continued

a0

ag

Pictures

e Select the date format you want to use.
Date and Time

Available formats:

10/16/2018

Tuesday, October 16, 2018
October 16, 2018
10M16/18

2018-10-16

10.16.2018

Oct. 16, 18

16 October 2018
October 12

Oct-18

10/16/2018 3:38 PM
10/16/2018 3:38:20 PM
338 PM

3:38:20 PM

15:38

15:38:20

e Tick the box for Update automatically.

[ ok ]| cancel

e Select OK.
To insert the file path, file name or author name:
e Double click on the Header or Footer.

[Header] " In this section we will look at each of these stages and how they work together. We willalso |

Loale okl Al

iake

Pt

i

COMPUTER APPLICATIONS TECHNOLOGY | GRADE 11 | Practical Book

... continued

Gr11_CAT_Practical_LB.indb 38

2019/09/20 11:53 AM



1

}“ Guided activity 4.5 .... continued

e Select Document Info in the Insert group.

=S o [ag

Date & Document Quick Pictures Online

Time  Infox  Parts~ Pictures
Author
File Name - 5
File Path

Docurnent Title

[ Document Property »
il Field.. !

e Select the appropriate item, in this case, it is the File Name.
e This should automatically insert the information you selected.

CAT Gr 11 theory Chapter 1 General Concepts (181011).docx

Header | In this section we will look at each of these stages and how they

When you use different sections, you can choose to link or unlink your headers and footers.
The headers and footers in a Word document are automatically linked to each other across
sections. To unlink (or re-link) headers and footers, follow the steps in the example below.

#38  Guided activity 4.6

Step 1: Double-click in the header or footer of the section you want to unlink.

z o
[Footer Secin 2:]" % 111
4
Header Section 2- "We have great news," said they. "We saw a wonderful grand lady at the church- E/J‘

Step 2: Select the Design tab under Header & Footer tools.

Take note

Header & Footer Tools Your screen may look
slightly different; it depends
Design on the program you're
working in

.. continued
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#38  Guided activity 4.6

Step 3: Select Link to Previous to unlink your header or footer from the previous section.

- —-— |_E|(_ Previous
= =
[Z] Next

Goto Goto
Header Footer (E;l Link to Previous

Mavigation

If your sections are unlinked, you can select Link to Previous to link them again as well.
Step 4: Select the arrow next to Page Number in the Header & Footer group.

—

— =i

N | 3 =2
Page Date & Document

Numbers Time Info-~

B Top of Page »

[&) Bottom of Page »
| Page Margins »
| @ Current Position »

B Format Page Numbers...

E';'( Remove Page Numbers

Step 5: Select Format Page Numbers and then select Start at.

Page Number Format ? X

Number format: 5- 1 rg . El

] Include chapter number

Chapter starts with style: | Heading 1 _Vl
Use separator: |- (hyphen) 'V|

Examples: 1-1, 1-A

Page numbering
() Continue from previous section

@ startat: |1 =

[ ok | concel

Enter the number you want to start with and then select OK.
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1

Page numbers help you track where you are in a document and are useful when the
document has been printed and you need to sort it.

You can have different types of page numbers as well — you can choose to have the first
page be different from the rest (for example, not have a number), you can choose to have
different page number layouts for odd and even pages, and you can even start numbering
your document at a specific number.

#38  Guided activity 4.7

Step 1: Select Insert.

File Home Insert Draw Design Layout References Mailings Review View Developer Help £ Search

B Cover Page - @ lf_| F Iz t(} A ™ |:|:I:| T B ) 7 | @lLink - F B @ D
Ny i Get Add-ins i

o o te O % U A& G-+ W E8 | ot i

i Table Pictures Online lcons SmartArt Chart Screenshot OM Add- . Wikipedia Online Comment | Header Footer

L] - Pictures - oMY ns Video LTE| Cross-reference o -

Pages Tables Illustrations Add-ins Media Links Comments Header & Footer

Step 2: Select Page Number.

[M] Header - : %

@ Footer ~
@ Page Number - Box~ AZ U:l

Header & Footer Text

‘! Add Page Numbers

MNumber the pages in your
document,

You can choose from a variety of
pre-defined looks or select your

own format.

@ Tell me more

Step 3: Choose where you want the page numbers to be.

E Page Number - ' BI{;-:, A
a Top of Page b
@ Bottom of Page b
@ Page Margins r
@ Current Position [
% Format Page Numbers..,

E?( Eemove Page Numbers

Step 4: Choose the type of page numbering you want.
Step 4a: To have a different first page, make sure the Different First Page box is ticked.

Different First Page
L] Different Odd & Even Pages
M Show Document Text

Options

... continued
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3“ Guided activity 4.7 ... continued

Step 4b: To have numbering for odd and even pages, tick Different Odd & Even Pages. If you have
selected this option, remember that you will have to insert the page number in both an
Odd page and an Even Page to be displayed.
[] Different First Page
Different Odd & Even Pages
Show Document Text

Options

Step 4c: Go to the Header or Footertools and select the style that you want to use. You can also do
this manually.

Top of Page » sert | Navigation

Bottom of Page » ] Simple
Page Margins ¢  Plain Number 1

=

IC

Current Posttion r
1

Format Page Mumbers..,

TP PR

Bemove Page Numibers

: : Plain Number 2
ctive gutline of your document.

to keep track of where you are or q
ent around.

jo to the Home tab and apply Heat
in your document. Plain Number 3

Page X
Accent Bar 1

1lPege

*

Step 4d: Use the Format Page Numbers menu (in the Page Numbers drop-down) to either have
numbers carry on when there is a section break or to start numbers from a specific number.

& Activity 4.4

Complete the following activity on your own.
1. Apply headers and footers.
e (Open a blank Word document.
Import the text from Act4.4(Global).
Insert the Facet (Even page) header.
Change the header’s font colour to yellow, bold, 14 pt.
Insert the Facet (Odd page) footer.
Change the footer’s title to "African Art’.
Change the footer’s subtitle to “Copyright@2019’.
Save the document as GlobalHeader(YourName) and close the document

... continued
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‘ Activity 4.4 ... continued

2. Modify the header and footer elements. Z
e (Open a blank Word document.

Take not
e Import the content from the document Act4.4(Top15SA), in its original formatting. ai@ NI01E
e (Change the footer as follows: Go to the options setting
o Align the page number in the centre. and change the ‘Username’
o Add the author name and align it to the right-hand side. field to your name

e (Change the header as follows: and surname.

o Add the date (YYYY-MM-DD) that automatically updates on the right-hand side.
o Add the file name and align it to the left-hand side.

e Save the document as Top15SAHeader(YourName) and close the document
3. Unlink and link footer sections.
Open a blank Word document.
Import the content from Artists in its original formatting.
Add a next page section page after the words “multitude of cultures surrounding them.”.
On the first page, Use Page Number to align the page number to the bottom left.
Change the numbering format for the section before the section break to A, B, C, efc.
Restart the numbering for the section after the section break.
Save the document as ArtistsFoooter(YourName) and close the document.
4. Unlink and link header and footer sections.

Use the Plain
Number options in all cases.

e (Open a blank Word document.
e |mport the content from Artists in its original formatting.
e Add a page break after the words “that engages with issues in modern culture.”.
e Add a next page section page after the words “multiple exhibitions in South Africa and abroad.”.
e Add an odd page section break after the image below “Figure 3: Freedom Fighters 2024”".
e Add a next page section page after the words “internationally as well as in his home country.”.
e (On the first two pages:
o Use Page Number to add the page numbering on the top of the page (centre aligned).
o Remove the numbering on the footer of the first 2 pages.
e Onpage 3:

o Use Page Number to add the page numbering on the top of the page (left aligned). Z

o Remove the numbering on the footer. Take note

e On the last two pages:
o Use Page Number to add the page numbering on the top of the page (centre aligned).
Hint: Use the Plain Number options.
e Save the document as ArtistsPageNumber(YourName) and close the document.

Make sure that the
appearance of the odd and
even pages match.
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UNIT

4.3 Paragraphs

In Grade 10, you learned how to apply basic formatting to a paragraph and how to add
bullets or numbering to your text. You can customise these bullets and numbers by using
the tools in the Paragraph group in the Home ribbon.

#38  Guided activity 4.8

Step 1: Select the text section you want to have in a list.

To play soccer for a school team, all students must have the following equipment:
Soccer boots

Game kit (jersey, shorts and socks)

Practice kit (jersey, shorts and socks)

Shin guards

Water bottles (2 per player)

Kit bag

Goalkeeper gloves (if the player will be or is playing in the goalkeeping position)

Step 2: Select Bullets or Numbering in the Paragraph group.

-— 3— i- _—
==== 1= = = = | '=- -
Paragraph a Paragraph I

Step 3: To change the bullet or number style, select the drop-down arrow and select the bullet/
number you want to use.

N .. |[EEE | 8 .
S EEAMERAEEESIE A | ‘AaBchD i e m |22 2| 9 || asBbeen] a

Recently Used Bullets Numbering Library T

11— |1
* None 2.1 2. |
1
Bullet Library 3.1 3
] None D ® O | ] + 1) l. A
Fi12) 1. B.
1 2) . C.
* A o
oV i
ri|a) a i 1
i & Change List Leve b) b. i
) n| o
Define Mew Bullet... c) C. iii.

Step 4: To change the level of the bullet/number, place your cursor on the line you want to change.

. l[)escrihe the information processing cycle.

¢ Discuss different types of computers and their typical features.

Step 5: Select Increase Indent or use the Tab key on the keyboard.
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MULTI-LEVEL LISTS

Sometimes you will need lists with multiple levels. If your levels are not too complex (for
example, you need a sub-bullet under a main bullet), you can very often just place your
mouse cursor at the start of the sentence you want to make a second level and press Tab
on your keyboard. This will automatically move the bullet or number further from the margin
and add a different number or bullet style at the start.

However, when your list becomes complex (such as numbered headings or multiple lists in
lists), you will need to set up a multi-level list.

#38  Guided activity 4.9

Step 1: Select the text or numbered list you want to change.

Dog food brands
Royal Canin
Hills

Eukanuba
Bobtail

Epol

Cat food brands
Royal Canin

© ® N e ¢ A W N

Hills.

10. lams
11. Whiskas

Step 2: Select the arrow next to Multilevel List in the Paragraph group on the Home tab.

=-Ed ==

[l
4

i
i
1l
Il
L)
111
4
4
|
4

| Paragraph [P

Step 3: Select Define New Multilevel List.

R | |AaEthcD« AaBl

| alv |
Current List []f

{ |1

a.

List Library

1
None a)

) —— (R R —

Article |. Head
Section 1.011

- (&) Heading 2-

Chapter 1 He:

Hesding 2=

Heading 3——

st Leve 3

Define MNew Multilevel List...
Define New List Style...
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#38  Guided activity 4.9

... continued

Step 4: Select More in the bottom left corner to expand the Multilevel list dialogue box.

Define new Multilevel list ? X

Click level to modify:

wm‘da\whwl\li
=

Mumber format

Enter formatting for number:

e | I Eont..

Mumber style for this level: Include level number from:

o |

Position

Number alignment: Aligned at: [g63 em E‘

Text indent at:

[1.27 em

(5] | settor A tevels... |

Maore > >

Cancel

Step 5: Choose the list level to modify by selecting it in the list. 1 is selected by default.

Define new Multilevel list

Click leyel to modify:

Apply changes to:

?

x

] 1 Whole list -
5 |
3 a Link level to style:

5 i [Mormal
3 1.

7 a. Level to show in gallery:

8

s - [ Level 1

. m— | istNum field list name:
5 [Mew list

IO TOTATT

Enter formatting for number: Start at: ﬂ
[ | ‘ Font.. | Restart list aftar:

HNumber style for this level:

Include level number from:

o |

|
[ Legal style numbering

Pasition

Humber alignment: || gr¢

Aligned at: [g.63 em [2] Follow number with:

Tetindentat  [127em  |3] | setforAllLevels. | | Tab character

<< Less

[] Add tab stop at:
1.27 em ke

] e |

Step 6: Choose where you would like to apply your changes by selecting Whole list, This point

forward or Current paragraph.
Define new Multilevel list ? x
Click level to modify: Apply changes to:
1 | Whole list v
2
H N Tk Tevel To S1e:
5 I ‘Normal
6 1
7 a Level to show in gallery:
8
9

i. Level 1
1
a e | Listhumm field list name:
B ‘Ne‘wllst ‘
Number format
Enter formatting for number: Start at: m
E | | Font... | Restart list after:

MNumber style for this level: Include level number from: |

2. |

Pasition

[ Legal style numbering

Number alignment: | ¢ Aligned at: | p.3 cm EI Follow number with:

Text indent at: H27am 3] [ setroraiiLevets.. | Tab character

<< Less

[] Add tab stop at:
127em 2]
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1

#38  Guided activity 4.9

... continued

Step 7: Choose the number to show in the gallery. Level 1 is shown by default.

Define new Multilevel list

Click leyel to modify:

7

X

Apply changes to:

|Whu|e|l§t

<

Link level to style:

wm«lmmawrai

|Norma|

[

Level to show in gallery:

[Level 1

<]

ListMum field list name:
[rew st

Number format

Enter formatting for number:

Start at: m

S

| | Font..

‘ Restart list after:

Number style for this level:

Include level number from:

|

‘1,13_

\

D Legal style numbering

Position

Number alignment: || ¢4 . Alignedat: [pg3em |2 Follow number with:

Text indent at: [127em

2] | setforaiLeveis.,

<< Less

[Tab character

[] Add tab stop at:
127em 12

Step 8: Give the multilevel list a name in the ListNum field list name. This name will appear
wherever you see the Listnum field.

Diefirve nassr Mutileviel list

Click leyel to modidy:

7 F
Apply ghanges toc
Whode st 3
Link bevel to stybe:

Normal &

FE LT
-

Level to show in gallens:
Leved 1 vl

Listhium Fietd lisg name:
Hew it

Humber formal
Enfter fgrmatting for number:
1

Bumbeer style for this levet
L25—

Pasition
Mumber sligrment | p
Teat jmdent at 1.27 em

<% Less

] [ font

Inghude level nusber from:
[~

[#] amoned st o6z cm

“e | Sgtios AN Levels...

Jartak 4 =
Restart list sfter

] [ Legat stybe rumbering

b2l Folleyy rumber with:

Talts chawcter 3
[ Add tap stop at:
1.27 ¢m :

] (o

Step 9: To add a dash, brackets or other value to the end of the numbered list, enter it in the
Number format field.

Define new Multilevel list

Click leyel to modify:

Apply changes to:

| Whale list

ki

Link level to style:

|Normal

=

wm«lmwawmi

Level to show in gallery:

Level 1

<]

ListMum field list name:

‘New list

Mumber format

Enter formatting for number:

Start at: ﬂ

[

MNumber style for this level:

Include level number from:

| Font... Restart list after:

\

[125..

|

[ Legal style numbering

Position

Number alignment: | a5 . Aligned at pg3 cm EI Follow number with:

Text indent at: ‘1,27 m

| setforaniees. |

<< Less

Tab character

[] &dd tab stop at:
127em 2]
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#38  Guided activity 4.9

... continued

Step 10: To change the font size, style and colour, select Font and choose a setting on the Font tab

or Advanced tab.
Font ? X
Font Adyanced
Font: Font style: Size:
+Headings A Regular & A
Abadi Italic 9
Abadi Extra Light Eold 10
Agency FB Bold Italic 1
Aharoni v 12 hd
Font color: Underline style: Underline color:

| Mo Color | | Mo Color

Effects
[m] strikethrough
IE Double strikethrough
IE Superscript
IE Subscript

Preview

Small caps
IE All caps
[®] Hidden

Times New Foman

Set As Default |

oK || Cancel |

Step 11: To change the style, select the down arrow next to Number style and choose numbers,

letters or another format. Specify a level number to include this from.

Define new Multilevel list

Click leyel to modify:

Apply changes to:

~J
x

1- Normal

| Whole list

Link level to style:

[

|N0rma|

<]

Level to show in gallery:

wmummhwmi

[Level 1

<]

ListNum field list name:

| New list

Number format

Enter farmatting for number:

Start at: |4 EI

S

Humber style for this level:

| ILI Restart list after:

e

Include level number from: |

|:| Legal style numbering

Pasition

Mumber alignment: Aligned at: Follow number with:

: . = Tab character
Text indent at: 1.27 cm lzl Set for All Levels...

<< Less

[ Add tab stop at:
1.27 cm =)

ok

|| Cancel |

COMPUTER APPLICATIONS TECHNOLOGY | GRADE 11 | Practical Book

... continued

Gr11_CAT_Practical_LB.indb 48

2019/09/20 11:53 AM




1

#38  Guided activity 4.9

... continued

Step 12: Choose the number the list should start at. The default value is 1. To restart numbering
after a specific level, select the Restart List After check box and choose a level in the list.

Define new Multilevel list ? *
Click level to modify: Apply changes to:
1- Nomal | Whale list F
i - Link level to style:
5 i |Norma|
? T a Level to show in gallery:
: i ; [Level 1
- a. ListMum field list name:
L= | (ew list |
Mumber format
Enter formatting for number: Start at: |4 lﬁl

S

| Font...

Mumber style for this level:

Include level number from:

125 |

Position

Restart list after:

|:| Legal style numbering

Mumber alignment: Aligned at: Follow number with:

Text indent at:

<< Less

1.27 cm Esl | set for All Levels...

Tab character

[ Add tab stop at:
1.27 cm ke

QK

1 | Cancel |

Step 13: Select Legal Style Numbering to enforce a legal style on the multi-level list.

Step 14: To change the number alignment, choose Left, Centered or Right under Alignment.
Specify a value for where to start the alignment and a value for the text indent.
To apply these values to the entire list, choose Set for All Levels.

Define new Multilevel list

Click level to modify:

Apply changes to:

X

u:umummn.n.umi

| whole list

Link level to style:

<]

|Norma|

]

Level to show in gallery:

[Level 1

K

ListMum field list name:

| New st

Mumber format

Enter farmatting for number:

LS

| Font...

Humber style for this level:

Include level number from:

2 |

Start at: |4 EI
Restart list after:

|:| Legal style numbering

Position

Number alignment: Aligned at [p.63 em lil

Text indent at: 1.27 cm

2] | setfor Al Levels...

Follow number with:

|Tab character

[ add tab stop at:

<< Less

127 cm =

0K

Cancel |
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:“ Guided activity 4.9 ... continued

Step 15: Enter a value for what should follow each number, Tab character, Space, or Nothing. Check

Add tab stop at and enter a value.

Define new Multilevel list ? X
Click level to modify: Apply changes to:
1-Meormal |Who|e|ist |
2 a Link level to style:
5 i |N0rma|
6 1.
7 a Level to show in gallery:
a2 T
9 H [Level 1
3. m— | |istMum field list name:
L= | New st |
Mumber format
Enter farmatting for number: Start at: ﬂ
|1' | Font.. Restart list after:
MNumber style for this level: Include level number from: |
|1' 23 - | |:| Leqal style numbering
Fosition
Number alignment: Aligned at: Follow number with:
Test indent at: 1.27em |3 | setfor Al Levels... Tab charadter
[] Add tab stop at:
1.27em 2
T

Step 16: Select OK.

LINE SPACING

You may also need to customise your line spacing in the document, for example, adding a

double-line space or a one-and-a-half-line space between each line of text.

#38  Guided activity 4.10

Step 1: Select the text of which you want to change the line spacing.

At those words Vorfigern's face grew white as ashes, and, rising in confusion and disorder, he
sent for all the best arificers and craftsmen and mechanics, and commanded them
vehemently to go and build him straightway in the furthest west of his lands a great and strong
castle, where he might fly for refuge and escape the vengeance of his master's sons—"and,
moreover,” cried he, “let the work be done within a hundred days from now, or | will surely
spare no life amongst you all.”

Then all the host of craftsmen, fearing for their lives, found out a proper site whereon to build
the tower, and eagerly began to lay in the foundations. But no sooner were the walls raised
up above the ground than all their work was overwhelmed and broken down by night invisibly,
no man perceiving how, or by whom, or what. And the same thing happening again, and yet
again, all the workmen, full of terror, sought out the king, and threw themselves upon their
faces before him, beseeching him to interfere and help them or to deliver them from their
dreadful work.

... continued
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1

#38  Guided activity 4.10 .. continued

If you need to change the line spacing in the whole document, you can select all the text (use Ctrl+A
on the keyboard) or change the line spacing in the Normal style.

Step 2: Select the Line and Spacing icon in the Paragraph group on the Home tab.

=LiEEe [ EE 8L
= |o-mE-

Paragraph M

Step 3: Choose a spacing option from the list.

= o -5 |

T abc list

o 1.5

2.0
2.5
3.0
Line Spacing Options...

Remove Space Before Paragraph

(I

Remove Space After Paragraph

Step 4: If the list does not have the option you need, select Line Spacing Options.
= T

- IEEREEE |
1.0

1.15

T abc list

¥ 1.3
2.0
2.3
3.0

Line Spacing Options...

Remove Space Before Paragraph
Remove Space After Paragraph

Al

... continued
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#38  Guided activity 4.10 .. continued

Step 5: In the Paragraph dialogue box, select the drop-down list under Line Spacing and then
choose the option you want.

Paragraph T x

Inderits and Spacing  Line and Page Breaks
Gemeral
Aignment:  |Left E]
Qutlinee level: | Body Text 3 Collapsed by default

Indentation
Left: Oom = Special: Ex
Bight: Oom |5 inonel ~] =
[ misrer indents

Spacing
Befare: Gpt = Lisye spacing: At
After T 1.5 lines ~ =
[[] pont add spage between paragraphs of the same style

Preview

L e e, i L e b b, el 5o o1 b wd ke

B B . L B s ol

el el e Wby o B ] wmd o s L

Tabs. | | Set s Detautt | [ o ]| comce
Step 6: Select OK.

COLUMNS

Columns are a way to format text to change the layout of a page filled with text. To insert
columns, follow the steps in the example below. This feature can be set up before your

document has text, or if the text is already typed, you need to select the text which should
be placed in columns.

#38  Guided activity 4.11

Step 1: Select the Layout tab.
Step 2: Select Columns in the Page Setup group.

b & 0 E

Margins Orientation Size Columns

- - - -

Page Setup

... continued
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1

#38  Guided activity 4.11 ... continued

Step 3: Select the number of columns you want.

]
> Breaks =

;: Line Numbers =
Columns g
- bc Hyphenation =

|§| One
Two
Three
Left
Right

== More Columns...

=

»

_
7l

Step 4: To add a break between columns, place your cursor where you want to add the break and
then select the arrow next to Breaks.

(]
* Breaks ~

Step 5: Select Column.

"H Breaks ~ | Indent Spacing
Page Breaks r
Page F

Mark the point at which one page ends
and the next page begins,

»

Colummn
j Indicate that the text following the column
break will begin in the next column.

Text Wrapping
= Separate text around objects on web
pages, such as caption text from body text.

| Section Breaks

This will move text to start at the top of a new column.
Step 6: To adjust the spacing between columns, select Columns and then select More Columns.

[ ]
m Breaks »

2= Line Numbers ~
Columns
- b'?:' Hyphenation =

5 h
|§| One

[E] me

; Three

Left

Right

E2  More Columns..,

T

... continued
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3“ Guided activity 4.11 ... continued

Step 7: Use the up and down arrows to adjust the space between the columns and the width of
the columns. To have columns of equal width, tick the Equal column width box.
Columns 7 *
Presets
One Two Three Left Right

Number of columns: |2 EI [ Line between

Width and spacing Preview

Col #  Width: Spading:

[726em (2] [15em 2]

[796m ] | =

]I = ]

|:| Equal column width
Apply to: Start new column

[ ox || cane |

Step 8: Check the box for Line Between if you need a vertical line to run between columns.
Step 9: Select OK.

& Activity 45

Complete the following activity on your own.
1. Apply numbering to text.

Open a blank Word document.

Open the document Act4.5(Pollute), copy the text from “Pollution is the addition” to the first
occurrence of “Soil Pollution” and paste it unformatted.

Select the text from the words “Air and Sound Pollution” to the words “Soil Pollution”.

Apply the following numbering: Bold numbered list 1), 2), 3), with a left and right indentation
of 0 cm, that hangs by 0,63 cm.

Save the document as PolluteNumbering and close the document.

2. Apply bulleting to text.

Open a blank Word document.

Open the document Act4.4(Pollute), copy the text from “Water pollution is the introduction” to
the first occurrence of “must be effectively controlled” and paste it unformatted.

Select the text from the words “Examples of Water Pollution” to the words “must be
effectively controlled”.

Apply the black square bulleting. Make sure the bulleting has a left and right indentation of
0 cm, that it hangs by 0,63 cm.

Then indent all the text under the words “Examples of Water Pollution” and above the words
“Control Measures”.

Also indent all the text below the words “Control Measures”.

Further indent the paragraphs below the following words:

o “Industrial Effluent”

o “Mining and Agricultural Wastes”

... continued
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1

‘ Activity 4.5 ... continued

o “Sewage Disposal and Domestic Wastes”
o “The following measures can be used to stop water pollution:”
The first bulleting level must have black square bullets.
The second bulleting level must have black circle bullets.
The third bulleting level must have arrows.
Save the document as PolluteBulleting and close the document.
3. Change and apply a new multi-list levelling.
e (Open a blank Word document.
e QOpen Act4.5(Fynbos) and copy the text from “Twenty-six species of fynbos plants” to “Care
for the Earth Day” unformatted.
e Select the text from “The promotion of public” to “Care for the Earth Day” and do
the following:
Apply a first level numbering style to the first three sentences (1 — 3).
Apply a second level numbering style to the next three sentences (4 — 6).
Apply a first level numbering style to the next two sentences (7 — 8).
Apply a second level numbering style to the next sentence (9).
Apply a third level numbering style to the next two sentences (10 — 11).
Apply a fourth level numbering style to the remaining sentences (12 — 13).
e The first level must be as follows:
o Numbering style: 1, 2, 3; Times New Roman; Left; text indent: 0,63 cm; aligned at: 0 cm.
e The second level must be as follows:
o Numbering style: 1.1, 1.2, 1.3; Font: Times New Roman; Alignment: Left; Text indent:
0,63 cm; Aligned at: 0,63 cm.
e The third level must be as follows:
o Numbering style: a, b, ¢; Font: Times New Roman; Alignment: Left; Text indent: 0,63 cm;
Aligned at: 1,1 cm; Font colour: Purple; Font style: Italic.
e The fourth level must be as follows:
o Numbering style: i, ii, iii; Font: Calibri; Alignment: Left; Text indent: 1 cm; Aligned at:
1,5 cm; Font style: All caps; Font size: 8 pt.
e Save your document as FynbosNumbering and close the document.
4. Change line spacing.
e (Open a blank Word document.
e |mport the content from the document Act4.5(Ruga) unformatted.
e Select all the text and change the line spacing as follows: Before: 0 pt; After: 12 pt; At least:
20 pt line spacing.
e Change the spacing for the Normal style as follows: Before: O pt; After: 8 pt; Single
line spacing.
e Re-apply the Normal style to the text from “Bursting with eclectic multicultural” to “Venice
Biennale in 2013.”
e Save the document as RugaLineSpacing and close the document.
5. Change the line spacing of a new style.
e (Open a blank Word document.
e |mport the content from the document Act4.5(Ruga) with its original format.
e (Change the Thick Normal style’s as follows: Before: Auto; After: 18 pt; Multiple line spacing
of 1,5 cm.
e Select the text from “Athi-Patra Ruga was” to “becoming a hybrid construct.”.
e Format the text as follows: Font colour: Red; Font size: 11 pt; Font style: Bold italic; Before:
2 pt; After: 2 pt; 1,5 lines spacing.

O O O O O O

... continued
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‘ A\ R ) ... continued

e Import the content from Global in its original formatting.
e Add a column break after the words “social, political and cultural positions”.
e Add a next page section break before the words “Insert linked object”.
e Save this new style as ‘Small Red Thick'.
e Save the document as Rugal Spacing and close the document.
6. Insert columns.
e Open a blank Word document.
Create two columns.
Import the content from Act4.5(Global) in its original formatting.
Add a column break after the words “social, political and cultural positions”.
Add a next page section break before the words “Insert linked object”.
Select the text from the words “Travel tips & planning info” onwards and apply a three-
column layout.
e Save the document as GlobalColumns and close the document.
7. Modifying columns.
e (pen a blank Word document.
Import the content from Act4.5(Global).
Insert a page break after the words “Willie Bester, Athi-Patra Ruga and David Koloane.”
Insert a continuous section break after the words “to examine the process of art-making itself.”.
Select the text from the words “There are also a number of exiting” to “to examine the
process of art-making itself.” and do the following:
o Apply the right column layout.

o Change the line spacing of the text to 2.0 cm.

o Change the column spacing as follows: Width of column 1: 9 cm; Spacing: 2 ¢cm; add a
line between the columns.

e Save the document as GlobalModColumns and close the document.

REVISION ACTIVITY

1. Open the Chapter 4_Revision Activity 1 word processing document and do the following:
a. Apply any theme to the document and add a cover page with the text “Happy St Patrick’s

Day” as the title. @
b. Add your name in the author control. Add the date field in the format 01-Jan-17

anywhere on the page. 4)
c. Add a header to the document. Insert the “Blank” header style. Change the header’s

font colour to red, bold and 14 pt. The header must contain the Filename. (6)
d. Insert automatic page numbering at the bottom of the page as follows: (6)

i. The first page must NOT be numbered.
ii. 0dd pages must be right aligned and even pages left aligned to the footer.
e. In the sections “Common traditions include” and “Worldwide St. Patrick’s Day Parades

and Celebrations” make the text a bullet list. 2)
. Under “Common traditions include” add a second level to the first bullet listing the cities

that hold large parades. 2
g. Add a section break between “The History of St. Patrick’s Day and why it's celebrated”

and “Worldwide St. Patrick’s Day Parades and Celebrations”. 1)
h. Take the text under “The History of St. Patrick’s Day and why it’s celebrated” and convert

it to two columns with a line between. Set the width of the columns to 6.5 cm. 4)

Save and close the document.

... continued
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REVISION ACTIVITY ... continued

2. QOpen the Chapter 4_Revision Activity 2 word processing document.
2.1. Format the first two paragraphs in the document as follows:

a. Change the line spacing of the first paragraph in the document to Double. )
b. Indent the FIRST line of the second paragraph to 2 cm. 1)

2.2. Change all the paragraphs of the document to a bulleted list. Apply bullets as follows:
a. Insert the 4Gold image as a bullet. 2)
b. Align the bullet 0.5 cm from the margin. ™1
c. Setthe textindent at 2 cm. 1)
TOTAL: [35]

AT THE END OF THE CHAPTER

CANYOU ... YES NO

1 | Use the different themes in a word processor?

Insert a cover page in a word processor?

Insert section breaks and sections?

Insert multi-level lists?

[S2 00 I~ B GO R B ]

Use line spacing in paragraphs?
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ower  ELECTRONIC FORMS AND
5  ONLINE/OFFLINE HELP

CHAPTER OVERVIEW
Unit 5.1:  Electronic forms

Unit 5.2:  Online/offline help

By the end of this chapter, you will be able to:

e (Create and manage fillable electronic forms.
e Troubleshoot common Microsoft Word problems and access the Help functions.

INTRODUCTION

In this section you will learn to create forms in word prcessing documents that allows users
to fill in certain fields. You will also find out how to solve common word prcessing problems.

Questionnaires are powerful instruments to gather information from people. Questionnaires
are emailed to respondents to fill in electronically. MS Word allows you to include text boxes,

dropdown lists, checkboxes and other form field controls in your document.

The forms can also be printed if necessary.

COMPUTER APPLICATIONS TECHNOLOGY | GRADE 11 | Practical Book

Gr11_CAT_Practical_LB.indb 58 2019/09/20 11:53 AM



UNIT

5.1 Electronic forms

You can create electronic forms in Microsoft Word for a variety of uses. These forms are
basically a word processing document with special properties that allow users to fill in
certain fields with information or to answer questions. You can prevent users from making
changes to the document and only using the fields you create by protecting the document.

To create a form, you first need to make sure that you can access the tools necessary to
create the fields in the form. You will need to enable the Developer Tab on the Ribbon:

e Select File.

e Select Options.

e Select Customize Ribbon.

Word Options Word Options ? X
Genersl E‘ﬁ ’
B Customize the Ribbon and keyboard shortcuts.
Displ
GEHEI’E| pi::i Choose commands from: Customize the Rigbon: O
9 Popular Commands - Main Tebs -
Save
DISFI|E}" Language Accept Revision 7y Main Tabs
EH Add Table » & [ Blog Post
: Ease of Access = Align Left M Insert (Blog Post)
Proofing o ’ H0utining
— hange ListLevel R Sia:kgmuhd Removal
st E Copy # & Home
Save Quick Aceess Toolbar & Cut M Design
Define New Number Format... & [ Layout
L Add-ins B Delete M insert
anguage [E4 Draw Table
guag Trust Genter Draw Vertical Text Box & M References
89 Emai & & Mailings El
2 Find Create
Ease of Access (B Fit to Window Width Start Mail Merge El
Font B Write & Insert Fields
A Font Color » Preview Results
Advanced A Font Setinge Finish
Font Size B A Review
ag* Footnote M view
Customize Ribbon &' Format Painter _ Developer
é Grow Font 2 Add-ins
Insert Comment [ Hel
- }= Insert Page Section Breaks » P
Quick Access Toolbar [ nsert Picture
[l Insert Text Box
= Line and Paragraph Spacing f [ NewTab | [ MewGroup | [ Rename... |
Add-ins Lk = Customizations
Keyboard shortcuts: :
Trust Center
Figure 5.1: Customize Ribbon option
e Tick the box next to Developer.
3“ Guided activity 5.1
Step 1: Write the content you need.
Step 2: Select the Developer tab.
Developer

@ F‘D’ [E8 Record Macro Cg:j %é}‘ Ii—‘—@ Aa Az B BB [ Design hiode @ p I:BEI “E

5! @ Ipause Recording [] pr

Visual Macros Add- Word COM XML Mapping Elock  Restrict | Document
Basic A\ Macro Security ins  Add-ins Add-ins ,E:‘alfﬂ‘ I= Group Pane Authors - Editing Template
Code Add-ins Controls Mapping Protect Templates
Step 3: Select Legacy tools in the Controls group.
Aa Az bl B2 | [bf] Design Mode
[ Properties
EEE¥- = Group
Controls
... continued
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3“ Guided activity 5.1 ... continued

Step 4: Place your cursor in the document where you want to insert a form field.
Step 5: Select the Legacy Tools icon to access the control fields you will be using.

@ v L__E' Group

DESCRIPTION

Text Form Field Used for text. Only the field can be formatted, not
the text inside the field.

Check Box Form Field Creates an on/off check box.

= Drop-Down Form Field Displays a list you specify. Users cannot add their
own entries.

LE Insert Frame Creates a frame. Frames hold static content.

30 Form Field Shading Switches form field shading on or off.

‘) Reset Form Fields Clears all the entries in fields

Step 6: Select Properties to add content to your fields. In this example, we are adding numbers to a
drop-down list.

Drop-Down Form Field Options ? >

Drop-down item: Items in drop-down list:

[»]

Add >>

I
EZ

[=]

<=

m

Remove

Run macro on
Entry: Exit:

| |

Field settings

[<]

Bookmark: |Dropdown‘l

[#] Drop-down enabled
|:| Caleculate on exit

o | [Camar

Here we have added 1 and typed 2 into the Drop-down item box. Select Add'to add it to the list and
then select OK.

... continued

COMPUTER APPLICATIONS TECHNOLOGY | GRADE 11 | Practical Book

Gr11_CAT_Practical_LB.indb 60 2019/09/20 11:53 AM



1

N

‘ Gr11_CAT_Practical_LB.indb 61

“‘ Guided activity 5.1 .... continued

Step 7: Use the Restrict Editing tool in the Protect group to limit what people can change in
the document.

Restrict Editing v

1. Formatting restrictions
EI Limit formatting to a selection of styles
Settings...

2. Editing restrictions
[v/] Allow only this type of editing in the document:

Filling in forms IVI

3. Start enforcement

Are you ready to apply these settings? (You can turn them off later)

Yes, Start Enforcing Protection ‘

You can stop people from changing styles or make changes at all, other than just filling in the form
fields. Once you have set what other users can do in the document, select Yes, Start Enforcing
Protection, give the document a password and then select OK.

You can also customise form fields by using the form fields’ properties and by configuring
them correctly. This means that you can use a text field to insert dates, numbers or text with
special formatting. Legacy form fields have a variety of configuration options available.

7

Take note

Giving the document a
password to be opened

with, is optional.

#38  Guided activity 5.2

Step 1: Insert a Text form field.

Step 2: Right-click on the form field or select Properties in the Developer tab to open the Properties
dialogue box.

Step 3: Choose your field type:

Text Form Field Options 4 X

Text form field
Type: Default text:

R Current time
Calculation Exit:
| |
Field settings
EBookmark:

| Text1 |

Fill-in enabled
[ caleulate on exit

o[ aner |

Step 4: Enter your properties in the fields and then select OK.
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If you choose Regular text, the following options are available:

e Default text, which lets you specify the text that appears in the field before the user
enters their own text.

e Maximum length allows you to restrict the number of letters in the field.

e Text format lets you specify if the text in the field to be uppercase or lowercase only or
if the text should start with a capital letter or be in title case.

If you choose Number, you will have the following options:

e Default number, which lets you specify the number that appears in the field before the
user enters their own.

o  Maximum length is measured in the number of digits you specify.

e Number format is a drop-down list that lets you choose a specific number format, like
currency or percent.

If you choose Date, you get the following options:

e Default date works just like Default text.

e Maximum length lets you specify the number of digits in a date. You don’t really need
to specify this, as dates can only be a certain length anyway.

e The Date format drop-down list lets you specify the date format (for example dd-MM-
yyyy or yyyy-MM-dd).
0 dd for the day i.e. dd for 05, ddd for Mon, dddd for Monday
0 MM for the monthi.e. MM for 12, MMM for Dec, MMMM for December
0 yyyy for the year i.e. yy for 19, yyyy for 2019
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UNIT

5.2 Online/Offline help

When you run into problems using Microsoft Word, you can turn to the built-in Help function
or look online for help for your issues. Note that Microsoft’s help function is not available
offline in newer versions from 2016, onward.

#38  Guided activity 5.3

To access the built-in Help function, you can:

Step 1: Enter a query in the box labelled Tell me what you want to do at the end of the tabs at the
top of the document.

2 Tell me what you want to do

Step 2: Press F1 on your keyboard to enter the Help panel on the right-hand side of the document.

Help v
< --- | Search help 0
f~

Write & edit
Format text

Lay out pages

Save & print L.-J

7
Ay
D
B Pictures & tables
2 Share & coauthor MICROSOFT SUPPORT

Step 3: Select File and then select the “?” in the top right-hand corner.

@@—x.

You can also go online and search for your problem. Usually, your top results will be the
Microsoft support website, where you will be able to find tutorials for Microsoft products as https://itéﬁ?/%i.r;;crosoft.
well as answers to frequently asked questions.
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https://support.microsoft.com/en-za
https://support.microsoft.com/en-za

& Activity5.1

1. Create a form.
a. Open a blank document.
b. Add the following fields:
e Add a first name field. Add form field shading.
e Add a surname field. Limit this field to 20 characters and add form field shading.
e Add a date field. Use the YYYY/MM/DD format and add form field shading.

c. Create FIVE yes or no questions and add a check box at the end of these questions.
d. Create THREE questions with a limited amount of possible answers. Hint; Use the drop-down list.
e. Add a simple signature line at the bottom.
f. When you are done, add a password of 123 to restrict editing.
g. Save the document as Actb.7_Q1(YourName) and close the document.
First Name:
Surname:
Date:
Questions:
1. Areyou South African citizen? O
2. Do you have a smart ID? D
3. Do you have a valid passport? O
4. Do you have a valid driver's license? D
5. Were you ever convicted of a crime? D
6. Which province do you stay? I
7. Which language do you prefer? |:|
8. Which mobile service provider do you prefer? |:|
Signature:
2. Edit a form.

a. Open a blank Word document.
b. Open the Act5. 1(School) document and copy and paste the ‘Electricity Usage: Survey Form’
on the last page, with its original formatting.
c. Change the Name field to a drop-down list field. Create THREE possible name options, but
one of them should be your real name.
d. Change the Surname field to a drop-down list field. Create THREE possible surname options,
but one of them should be your real surname.
Change the Age field to a Number text field.
Restrict the Age field to THREE characters.
Add a date field that does not update automatically.
Add the following extra fields:
i. Add an ID number text field. Restrict the field to 10 characters.
ii. Add a Gender check box field.
i. After the “How would you describe your usage of electricity?” question, insert a Frame
around the blue highlighted text, expand the frame and position it under the question.
j- When you are done, add a password of 123 to restrict editing.
k. Save Act5.1_Q2(YourName) and close the document.
Complete the following in your notebook:
3. When you use the online help function, what are the first TWO results that appear for:
(Note: You will need an internet connection to use this.)
A Background colour B Forms C Break D Datatool

Se o
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1

REVISION ACTIVITY

1. A draft version of the electronic entry form for learners who would like to attend workshops has
been created.
Open the Chapter 5_Revision Activity 1 word processing document.

I Perspnal Infrrmatismn |

* SURNAME

*FIRSTNAMES IN FULL

* GENDER
*|D NUMBER ]
* DATE OF BIRTH (YYYY/MM/DD)

I Contact Information I
* TELEPHONE (HOME)
* TELEPHONE (CELL)

The form uses legacy form controls. Some form field controls have been added to the

form already.

Change the form as follows:

a. Setand apply appropriate tabs to align the form controls and the labels under the headings
“Personal Information” and “Contact Information” as follows:

e Thefirsttab is setat 1 cm. ¥

e The second tab is setat 11 cm. )
b. Add the items “Male” and “Female” to the drop-down form field next to the

word “GENDER”. )
¢. Add an appropriate form field control next to the text “ID NUMBER”. This field should

only accept 13 characters. 2
d. Format the text form field control next to the text “DATE OF BIRTH” to allow only dates

with the format yyyy/MM/dd. )
e. Add a control next to the text “WEDNESDAY” that will be similar to the one above it in

the form. 1)

NOTE: Do NOT lock or protect the form
2. QOpen the Chapter 5_Revision Activity 2 word processing document.
a. Format the electronic form at the end of the document to appear as follows:

INFORMATION _

Complete the form if you are interest
Today's dete 2OTIOS=19
Tt -
ramrr: ) 1
Swmanne: | 1

e W

SN Humbar o o o o

Child's Moeoe: T

Crmcde:

15 Pl I 1T 1T T T T T T T T T T 1

A o rml Sob et ClcaT
ElTourism

Signaturs

NOTE: Make use of the Legacy Form fields.

... continued
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REVISION ACTIVITY .. continued

b Switch on the Form Field Shading function of the application. ()
¢. Add a Drop-down Form Field to the right of the word “Title” with the following options

Mr, Mrs, Ms and Dr. 2)
d. Add Check Box Form Fields to the left of the words “CAT” and “Tourism”. 2

e. Format the Text Form Field next to the heading “Today’s date” as follows:
e change the Type to Current date, and the

e format to yyyy-MM-dd. 2
f.  Change the property of the Text Form Field for “Child’s Name” so that the name will

automatically appear in uppercase when the user enters a name in the field. 1)
g. Insert a table for the ID number next to the heading “ID Number”. The table must have

13 columns and one row, and the columns must be 0.5 cm wide. 3)
h. Add a leader tab next to the word “Signature”. The leader tab must start at 6 cm and

end at 14 cm. Use a solid line for the leader tab. ()
i. Place a 3pt wide double-line page border around the page. 3)
j- Add your name to the author property of the document. 2)

Save and close the document
TOTAL: [30]

AT THE END OF THE CHAPTER

CANYOU ... YES NO

1

Create a form in a word processor?

Add a drop-down form field?

Change the default value of checkboxes?

AW |

Use online/offline help in a word processor?
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TERMS 1,2,3

CHAPTER

STYLES 6

CHAPTER OVERVIEW
Unit6.1:  Editing or creating styles

By the end of this chapter, you will be able to:

e Describe the difference between templates and styles.
e Edit or change a style.

e (Create a new style.

e Apply heading and paragraph styles.

INTRODUCTION

Styles are an easy way to quickly and consistently add formatting to Word documents. In
this chapter you will learn about styles and how to create your own styles. You will also learn
how to edit existing styles.
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UNIT

6.1 Editing or creating styles

In Grade 10, you learned about the Quick Style gallery. The Quick Style gallery is the easiest
way to apply a style. You can find it on the Home tab in the Styles group. You can apply any
style in the Quick Style gallery by selecting one of the styles. You can also see more styles
by selecting the down arrow on the bottom-right corner.

You can hover the mouse pointer over a style to see what it will look like in the document
without having to select it.

You can also edit specific styles to suit your document. This can include changing the
spacing, numbering and font colour and size depending on what you want to do.

238  Guided activity 6.1

Step 1: Open a blank word processing document. Select the arrow in the bottom right corner of the
Styles group on the Home tab.

Fle  Home Insert Draw  Design  layout  References ings ~ Review  View  Developer  Help O Search

fﬁ*T

Pate LB oy
~ <% Format Painter

2L T Assbcen o AsBbce AaBbCcL AaBbCG! AwBCeDe AaBbcede 1 AaBbe 1 AaBbe Assocee PG

TAnswer  TBullet  TCaption TEample TNomnal TQuestio.. TQuestio.  Stylel  NoSpacing Heading1 =

uuuuuuuuu Styles

This opens the Styles pane.
Step 2: Select the down arrow next to the name of the style you want to change.

I MNarmal 1T|v |

Mo Spacin Update Mormal to Match Selection

Heaging 1 /7 Medify..
Select All: (Mo Data)

Heading 2

Remove All: (Mo Data)
Heading 3

Delete Mormal...
Heading 4

Rernowve from Style Gallery

Hazrinm C -l

Step 3: Select Modify.

I MNarmal 1T|v |

Mo Spacin Update Mormal to Match Selection

Heading | £ Modify...
Select All: (Mo Data)

Heading 2

Remove All: (Mo Data)
Heading 3

Delete Mormal...
Heading 4

Rernowve from Style Gallery

Hazrinm C -l

&  Activity 6.1

1. Open Act6. 1(Pollute).docx.
a. Edit the style “Heading 1” as follows:
i. Format the font to all caps.
ii. Make the text bold.
iii. Change the font to Arial, 16pt.

... continued
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‘ Activity 6.1 ... continued

b. Edit the style “Heading 2" as follows:
i.  Change the font to Arial, 14pt.
ii. Make the text bold and underlined.
iii. Format the text to be green.
c. Edit the style “Heading 3” as follows:
i. Format the text to be blue.
ii. Make the font Arial, 11pt and bold.
d. Edit the style “Normal” as follows:
i. Make the text Arial, 11pt.

You can change font type, size and colour of the style as well as changing the alignment,
line and before/after spacing and the indentation. Selecting Format in the bottom left-hand
corner also gives you the option to change the paragraph layout, add or remove tabs,
borders, frames, numbering and text effects. You can also change the default proofing
language or create a shortcut key.

While the Quick Styles gallery and the styles are wonderful tools, you may want to create
your own styles for your document, depending on your needs.

#38  Guided activity 6.2

Step 1: Select the arrow in the bottom right corner of the Styles group on the Home tab.

TNormal | TNo Spac... THeading1 THeading2 THeading3 THeading4 =

nagcen| Aasbcen SPACH A AaBb AaBbc -

Styles F1
Step 2: Select New Style in the bottom left corner of the style pane.

["] Show Preview
Disable Linked Styles

Step 3: Give the style a name, choose its type and the style it is based on.

e

Create New Style from Formatting 7

Properties

Mame: Style2

Style type: ‘Paragrapn

Style based on: ‘ T Normal

] |

Style for following paragraph: ‘ 1 Style2

G T

ose words Vortigem's face grew white as s nd disorder, he
sent for sll the best stificers snd crafismen snd mechanics, snd commanded them
vehamently to go snd buikl him straightway in the furthest west of his lands

Indent:
Left: 0 cm
First line: 0 em, No bullets or numbering, Style: Show in the Styles gallery
Based on: Normal

[] Add to the Styles gallery [ ] Automatically update
(@) Only in this document () Mew documents based on this template

B

... continued
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3“ Guided activity 6.2 ... continued

Step 4: Choose the font type, size and colour for the new style.

Create New Style from Formatting 7

X

Properties

Hame: |stytez |

Style type: |Paragraph

Style based on: | T Normal

Style for following paragraph: | 1 Style2
Formatting

e L T

=l |

At thoze words Vortigem's face grew white as ashes, and, rising in confusion and disorder, he

sent for all the best arificers and and i and

them

vehemently ta go and build him straightwsy in the furthest west of his lands &

Indent:
Left: 0 cm

First line: 0 ¢m, No bullets or numbering, Style: Show in the Styles gallery
Based on: Normal

1] Add to the Styles gallery [ ] Automatically update
@ Only in this document O MNew documents based on this template

Step 5: Choose an alignment, line spacing and indents.

APPLYING HEADING AND PARAGRAPH STYLES

Once you have created the styles, you can apply them to headings and paragraphs. Heading
styles are particularly important, since the headings need to be formatted to a specific
Heading style for you to make a table of contents or an index.

#38  Guided activity 6.3

Step 1: Select the text you want to apply a style to.

Introduction

In this chapter you will learn about how to apply themes and add sections, section
breaks, headers and footers and cover pages to your Word documents. You will also learn

how to customise bullets, numbering and spacing in paragraphs and how to create new
multi-level lists.

Step 2: In the Styles group, select the heading or paragraph style in the Styles gallery you want to apply.

nambee| aapbeed SR Al AaBb AaBbe

THNormal | TNo Spac... THeading 1 |THeading 2| THeading3 THeadingd <

Styles ]

Step 3: Check that the style has been applied correctly.

Introduction

n this chapter you will leamn about how to apply themes and add sections, section
breaks, headers and footers and cover pages to your Word documents. You will also learn

how to customise bullets, numbering and spacing in paragraphs and how to create new
multi-level lists.
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1

Q  Activity62

1. Open Act6.2(Pollution).docx. Create a new style as follows:
a. Base the style on “Heading 1”.
. Centre the text horizontally.

b
c. Apply
d. Apply

any type of paragraph border.
the new style to the heading in the document.

REVISION ACTIVITY

1. Open the

1.1 Type your name and surname in the document subtitle of the cover page. Change the

Chapter 6_Revision Activity word processing document and do the following:

font colour to dark blue.

1.2 Apply a double line 2pt page border that does not include the first page.

1.3 Create new styles for the following headings. Use different font styles/sizes, colours,
effects and spacing.

a.
b.

1.4 Cha

Create a style for a Heading 1 and apply it to all text marked with h1.

Create a style for Heading 2 and apply it to all text marked h2. The style must be
visually different from the Heading 1 style.

Create a style for Heading 3 and apply it to all text marked h3. The style must be
visually different from both the Heading 1 and Heading 2 styles.

Modify the Normal style as follows:

i. Change the font to Arial and the font size to 12pt.

ii. Change the spacing before and after to 3pt.

iii. Make the line spacing Multiple at 1.15.

nge the height of the picture on page 2 to exactly 5cm and apply any art border

of your choice.

1.5 Use

a formula to calculate the total of the Precious Metals Production 2015 in the

space provided on the table on page 2.

©)

Total: [30]

AT THE END OF THE CHAPTER

CANYOU ... YES NO

1 | Describe

the difference between templates and styles?

Edit or change a style?

2
3 | Create a new style?
4

Apply heading and paragraph styles?

N
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CHAPTER

7 MAILINGS AND REFERENCES

CHAPTER OVERVIEW
Unit 7.1:  Mailings

Unit 7.2:  Reference

-

By the end of this chapter, you will be able to:

e Use Mail Merge for letters and labels.

e Use the referencing features to add captions, footnotes, citations, bibliographies, indexes and
tables of contents.

INTRODUCTION

In this chapter you will learn about how to do a mail merge to create personalised letters and
labels. Lastly, you will learn about the referencing tools in Word and how to use them. These
tools include:

e Captions

e Footnotes

e (Citations and bibliographies

e Tables of contents
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UNIT

7.1  Mailings

The Mail Merge feature in Word helps you create personalised written communication more
efficiently. You can create batches of personalised letters and emails that can include
standard and customised content. All the data you use to customise communications is
taken from a data source (a mailing list saved in Excel, Word or Access for example). You
can also create and print personalised envelopes and mailing labels using Mail Merge.

The Mail Merge process uses three documents:

e The main document that contains images, text, etc. that are the same for each letter,
email, envelope or label.

e The mailing list, which contains the data that is used to fill in information in the
main document.

® The merged document, which is a combination of the main document and the
mailing list.

In this section, you will learn how to create a Mail Merge for letters and labels.

MAIL MERGE LETTERS

You can use Mail Merge to create fully customisable letters that have the same layout,
formatting, text and graphics, but also have specific sections that vary and are personalised.
Mail Merge will use data from a data source, like an Excel spreadsheet, to customise the
sections in the letter.

Before you start the Mail Merge, make sure that the mailing list is complete and up to date. If
you are using an Excel spreadsheet for the data, make sure you format the cells that contain
postal codes and telephone numbers as text so that you do not lose any leading zeroes.

#38  Guided activity 7.1

1. Open a blank document or an existing document. Use Entryinskryf.docx for this activity.
2. Open the Mailings tab, choose Start Mail Merge and then Letters.

M4 [

[7B Find Recipient
Preview
Results | [ Check for Errors

[ Rules
¥ Match Fields

ilings ew Jiew
Highlight Address Greeting Insert Merge
Merge Fields Block  Line Field [3 Update Labels

[ Letters ‘Write & Insert Fields

StartMail  Select Edit
Merge~ Recipients = fecipient Lict

o

Merge
Finish

]

Is

Preview Results

FRENICE ENRE RRRE TR THIT NI SWRN TURE RIS IR SR e - TN IR IR THE: T TR, ]
E-mail Messages T 3 &
Enelopes...

Lbels.

MNormal Word Document

wmmsemnmenes. 1 COMpetition-Timelq)

a
=
3
El Directory
=

Please-supply-your: -detail-bel d-hand-i t-th dmi ice:q|
.Name-and-Surname: - ||
«Grade: -+ 1
«Cellphone: - 1
-Send-Certificate? -+ 1

... continued
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3“ Guided activity 7.1 ... continued

i

Select Recipients, Use an Existing List. Recipient lists can be created in a word processing table
or spreadsheet. Select the spreadsheet DetailBesond to merge the documents in this activity.

B-a@ 0= B> B Entrylnskryf.docx - Word E—

Layout  Insert  References [MUSTEWSM Review View  Developer  Help @ Tell me what you want to do

Bl 2 | 8 8B

ing Insert Merg; -
k  Line  Field- L2 UpdateLabels

B2 Typea New List Write & Insert Fields Preview Resuits Finish
B Typea X
[ Use an Existing List.. S SRR PRRE PR RE SRS SRS SRRE R O (ONE SR RE- T H Y CHNRE TR RPN )

Cheose from Outlook Centacts...

1 Competition-Time!lq]

Please-supply-your-contact-detail-hel d-hand-i t-th dmi ffice: T

-Name-and-Surname: - |
«Grade: - 1
«Cellphone: - 1

-Send-Certificate? - T

Choose Edit Recipients List. Use any of the methods (sort, filter, etc) to edit the list. Or untick
those recipients who should not receive the letter. In this case filter the list to show only Grade 11.

H - B R A - 05 Entrylnskiyf.docx - Word

File Home  Design  Layout  Insert  References Developer  Help Q' Tellme what youwant to do

B B o B 03 Rules» @ ML M E,

3 Match Fields [0 Find Recipient

Envelopes Lobels | Start Mail  Select Edit Highlight ~Address Greeting Insert Merge: Previ Finish &

e
Merge~ Recipients - Recipient List | MergeFields Block  Line Field- L2 Update Labels | Regus | [ Check for Errors Merge~
Create Start Mail Merge Wiite & Insert Fields Preview Results Finish

& Mail Merge Recipients 7 % |:w‘lle‘ll-w‘llw‘uw-u-w‘1§w‘16w-17w‘m‘.‘dmm

This is the list of recipients that wil be used in your merge, Use the options below to add to or change yaur list
| Use the checkboxes to add or remove recipients from the merge, When your list is ready, click OK,
i [ [Codekae T

7paDeel.accdb  [JEll ARib2s | Hosaib
1 TPantDeel.acedb ¥ BAda3s Freda [ l
7 TPartDeclaccds [ BAen38 Karen 9 Ime -
] TPaDeelaccdh ¥ BAewS2 Andrew 1
b TPaDeelaccdb [ BAha} Samantha ¢
] TPartDeelaccdb [ BEd32 Edward ¢ 1 d-hand-in-at-the-admi T
Ly TPartDeel.accdb. ¥ BEe34 Andre 1
] TPatDeclaccdb [ BIfi40 ciiff €
- <m = S = Y| b-«Survan»{
. < 5 «Sur'
- Data Source Refine recipient list
B TarDeslaccdb 8] son Rd»T
- T3 iter...

% Find duplicates...

N [0 Find recipient.
o [ Validate addresses, ld»h[

Only the Grade 11 learners will receive the letter.

B R A B-= 08 Entrylnsk - Word

ome  Design  layout  Inset  References Developer  Help Q  Tell mewhat you want to do

EENEEE G e B B
-l - S Match Fields [ Find Recipient
abels | StartMail  Select Edit Highlight Address Greeting Insert Merge: Preview Finish &

Merge Recipients~ RecipientList | Merge Fields Block  Line  Field= |~ /ncoic Labels | Resuits | 32 Check for Ermors Merge ~
Start Mail Merge Write & Insert Fields Preview Results Finish
[ SRR RN FHRE B R DN SO ZURE SERE ENRT SHRT Y -SSR DR Y T2 .
Mail Merge Recipients ? X

This s the list of recipients that will be used in your merge. Use the options below te add to or change your list.
to add or from the merge. When your listis ready, dick OK.

Deta Source +[SutVan < [MameNaam [GradeGraad - |L~ '
TPartDesl.accdb 5 | BARKHUIZEN [ Andrew ) 1 1]
TPartDeclaccdb [V BEd32 BECKER Ednard 4
TPartDeel.accdb v BOKk32 BOTHA Derek E
artDeel acc v BRI e 2 . . .
TPartDecloceds [V BRI BRONKHORST K pd-hand-in-at-the-admin-office: 7
TPartDeel.accdb ¥ Hiob32 HLUNGWANE Jacob 1
TPartDeel.accdb ¥ Hoas2 HORN Michael 1
TPartDeel.accdb |7 LEce32 LETSOALO Alice 3 ’1[
TPartDeel.accdb |7 MAin34 MASHEGO Yasin 9 v
< - = o >

Data Source Refine recipient list
ThartDeslaccdb 2] Sortur
¥4 Fitter.

¥4 Find duplicates...
I¥s e
[ Validate addresses

bout-our-Oceans?q]

... continued
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#38  Guided activity 7.1

5.

Gr11_CAT_Practical_LB.indb 75

Click next to Name and Surname in the document and choose Insert Merge Field. Choose the
appropriate field from the list. Do this for all the fields.

Entrylnskry - Ward
3 eferences Developer  Help Q@ Tell mewhat you want to do
=3 B 03 Rules~ @ WA DrmE,
- B Match Fields [ Find Recipient
Edit Highlight  Address Greeting Insert Merge: Preview Finish &
wipientList | Merge Fields Block  Line Fieidel | (& Update Labels | gy | [ Checkfor Errors Merge ~
e Write & Ir CodeKode Preview Results Finish
L SERR FARE EXRE ENRE T S RN RWRY IIECENNT TRR PRI RN RN TWRT - ANE TR, "]
NameNaam
Insert Mail Merge Field
Censen T

CentSert

1Comp e 1-Timelq

Please-supply-your-contact-detail-bel d-hand-i t-th dmin-office:
.Name-and-Surname: - {[
«Grade: - 1

«Cellphone: - 1

-Send-Certificate? -

This is what the inserted fields would look like before the merge is completed.

B-= 05

Insert  References evelopel Help  Q Tell me what you want to do

."TﬁL B [5 Rules~ @ M4 > M _)

% Match Fields [ Find Recipient

Edit Highlight ~Address Greeting Insert Merge Preview Finish &
RecipientList | Merge Fields Block  Line Field~ |2 UpdateLabels | asyes | [ Check for Erors Merge~
oe Write & Insert Fields Preview Results Finish
R EERE ERRE PR ERE SXRE TARE SNRT ST IRRT INRT-EHRF HRr FRE THRT IR SRRTIARE TR o

1 Competition-Timelq

Please-supply-your-contact-detail-bel d-hand-ii t-th dmin-office:

«-Name-and-Surname: - «NameNaam» «SurVan»{
«Grade: -+ «GradeGraad»y
«Cellphone: - «CellSelnr»q

=Send-Certificate? - «GradeGraad»T

The most important step is to complete the merge. Choose Finish & Merge, Edit Individual
Documents and then choose All.

B-m@ D

Insert  References

0 B (3 rules- e M0y |IEg

3 Match Fields [ Find Recipient

Edit Highlight Address Greeting Inser e Preview Finish &

tecipient List | Merge Fields Block  Line Field= L2 UpdsteLabels | Recylts | [ Check for Emors Merge ~

ge Write & Insert Fields Preview Results [ Edit Individual Documents...
(R RR EARS ERRE ERRETRE FRRY SRS SURE INRE FRRF INRTITHNE HHNT INRESRRT (g

Merge to New Document (Alt+Shift+N)
B, Send Email Messages.

1 Competition-Time!9]

Please-supply-your-contact-detail-helow-and-hand-in-at-the-admin-office: T
«Name-and-Surname: - «NameNaam»-«SurVan»{
«Grade: - «GradeGraad»{
=Celiphone: - «CellSelnr»

-Send-Certificate? -+ «GradeG raad»hl

... continued

... continued
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3“ Guided activity 7.1 ... continued

7. After the merge has been completed, a new document is created containing personalised letters
to each of the recipients in the list. Note the name of the new document (which should be
changed when you save it) as well as the number of pages at the bottom of the screen.

P Find -

D o co Avial MUY SRR 20 aasbcoo AR asbccoc AaBbCC AaBb AssbCed agshceoe | o Replace

P-vt & Formatpainter | B 1 W e X AW A- ) TNormal | TStyel TNoSpac.. Headingl Heading2 Heading3 Heading4 <. bl;‘sqm-
[ RN EURE SRRE THRTIURE SERT TNRE AT CHRE ERRT TURT CURE: SRE - HRTIURE TR SRS RTINS, )
: 1 )Competltlon-TlmeH]
; PRIY-y i i in-office:q
N «Name-and-Surname: - Tina-RAMALEPEY
B -Grade: - 111
«Cellphone: - 08319497949

.Send-Certificate? -~ 117

s

y Eall

; Read theflyer-above-and-answer-the-following: ions-by-selecting-the-correct
semnmvswswnmx englsh soutn Al 83 ] [ —

MAIL MERGE LABELS

You can create personalised mailing labels using the mailing list. It is always a good idea to
use the built-in label templates before you start the mail merge.

#38  Guided activity

1. Open a blank document and open Mailings. Choose Labels.

H B R A B-o 05

File Home Design Layout Insert References

= EEl| e 2 | B B B

Envelopes Labels | Start Mail  Select Edit Highlight Address Greeting
Merge = Recipients ~ Recipient List | Merge Fields Bloc Line
Create Start Mail Merge Write 8 Ins
L Labels |-2-|-1-|-§-|-1-|-2-|-3-|

Sending mail? You'll need a label.

'TI You can choose frem popular sizes
7 and specialty labels, like CD/DVD
= labels.

0 Tell me more

... continued
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#38  Guided activity 7.2

2. Choose New label and enter the measurements as indicated. Save the new label. Do not close

the blank document.

4 maLen ricia Lpw PNy neupiEnt

hlight ~ Address Greeting Insert Merge |~ | Previe | Finish &
eFields Bloc rge
Envelopes and Labels ? -
IS Label Details T X |
Envelopes  Lal L
| Preview
Address:
Label Options Side margins
Top ma’gm'iHOHZOﬂtal pitch
Printer information ‘[
O continuous-feed print
Vertical pitch | Number down
q (®) Page printers Tray| Height
Label information
Label yendors: | Other/Cu
——MNumber across—
Eind updates on Office.com
Product number: Label name: |4 (Landscape]
44 (Landscape) Top margin: 0em 2| Label hgight: 4cm i
Side margin: 0em 5| Labelwidth: 5 tm i
Vertical pitch: 4em 5| nNumberacross s H
Harizontal pitch: |5 cm 5| Number down: |4 H
(v tobel e s ondscone s
T = =
Page width: 29,69cm 5| Page Height: 21em 5

3. Open Start Mail Merge and choose Labels.

HS COER A& B-@ 0=
File Home Design Layout Insert References
= o
=R & P,
Envelopes Labels | Start Mail  Select Edit Highli
Mermge=| Recipients - Recipient List | Merge F
Create B Letters
L 21 E-mail Messages l a
- E1  Envelopes.. ;
N :
- Labels...
=:° E Directory H
N u Normal Word Document ]
T I
] @ Step-by-Step Mail Merge Wizard...
é S

4. Choose the label saved in Step 2. Click on OK.

ge Fields Bloc
i Envelopes and Labels

'E"'l"‘ Label:

Label Options

Printer information

(O Continuous-feed printers

@ Page printers ~ Tray:  Default tray (Main Tray)

Label information

Label vendors: | Other/Custom

Find updates on Office.com

Product number: Label information
Ad [Landscape) Type: Custom laser
Height:  4em

Ad (Landscape) e =

Page size: 29,69 cm x 21 em

Details.. | | Newlabel. | | Delete |

Cancel

P o yoarpn

| eimt | | Newbocument [ Options.. | | E-postage Properties... |

Cancel

It is possible to create a
customised label by
clicking on New Label.
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#38  Guided activity 7.2

The blank labels are displayed as indicated below:

HQA®E BR-= 05

Design  Layout  Insert  References

Mailings  [IE=PR T

B o r :

Developer  Help

Document12 - Word

TableDesign  Layout

... continued

Estell

Q  Tell me what you want to do

BI F}.-’. ,—)j DDFU\E; @ M r M E_)
u B Match Fields o Find e .
Start Mail  Select Edit ge e Finish &
Merge ~ Recipients~ Recipient List | Me; [& UpdateLabels | Reqyirs | [ Check for Errors Merge
Start Mail Merge Write & Insert Fields Preview Results Finish
ug\l.z-.-:-b-u-\ S 161 7 0 Bo1 -9 -10- 0 110 0 130 -14- 1 15 1 - ERET B 820

L L L L "
n o o n
1 1 1 1 o
L " " L

5. Choose Select Recipients, Use an Existing List. Use the same spreadsheet (DetailBesond.xisx)
you used for the previous Guided Activity. Select the list from the spreadsheet.

Table Design  Layout

Q Tellme

HS COEHEQAEBRBR- =05 = Document]2 - Word
File: Home  Design  Layout  Inset  References [MVCHLFEMM Review  View  Developer  Help
= Rules
EEIENE BA B
= N L
=1 - £ 2% Match Fields
Envelopes Labels | StartMail  Select Edit Greeting Ins
Merge - Recipients = Recipient List | I Line [ Update Labels Its
Create Start Mail Merge Write & Insert Fields

L !ﬁ-l-l‘l-l‘l‘\dlw‘5-\‘6‘\-7‘\‘H-|‘9-|‘1Dw-11-|‘!-l
- i [ i
'; H
] Select Table
-
N Name Deseription  Modified
7 & DetailBesond
] E DetailBesonds.
- Ll
- n
" <
| First row of data contains column headers
-

M4 M E_)
[0 Find Recipient )
Finish &

[& Check for Errors [
Preview Results Finish
IR ERNIRFCRNIRELRNIRE T A

i

? bt

8/7/2019 3:10:02 PM  8/7/2019 3:10:02 PM  TABLE
8/7/2019 3:10:02 PM  8/7/2019 3:10:02 PM  TABLE

Created Type

Insert Merge fields. Choose Update Labels. The fields are displayed.

Document12 - Word

Help Table Design Layout
: D <L DRues- @y M > M
|- — ¥ Match Fields [2 Find Recipient
Edit Hichlight  Address Greeting Insert Merge
sientlist | IMergeFiclds Block  Line Field= L& Update Labels [ Check for Emors
Write & I CodeKode Preview Results
ﬁgl‘l-l‘l- RN P Surlan ERNIRS LIRS SR PSRRI SIS RIS
1 MNameMaam F
L] «NextRe [ oo o xt-Record» «Next-Record»9] o
o o Insert Mail Merge Field u
CellSelnr T
CertSert
GradeGraad
«Next-Record»i] «Next-Record»] | «Next-Record»¥] «Next-Record» 9] H
0 0 m n
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}“ Guided activity 7.2 .... continued

7. Inthe same way as previously explained, the merge has to be completed. Choose Finish &
Merge, Edit Individual Documents.

I B-= 0 »Hv EIEI IE > Document12 - Word

Help  TebleDesign  Layout @ Tell mewhat youwantto do

5’_‘4' B . [ Rules - @ M 4 [ _)

2% Match Fields [ Find Recipient

Edit Highlight Address Greeting Insert Merge Preview Finish &
RecipiertList | Merge Fields Block  Line  Field- Lo Updatelabels | pegprs [ Checkfor Errors Merge -
erge ‘Write & Insert Fields Preview Results Finish
ﬁgl‘lw‘2‘\‘3‘0‘“\‘5‘\‘6-\-?-\ Update Labels D140 15 B0 D7 1Be 180 22000 -
If you are creating labels, update all
e the labels in the document touse | n
1 bl information from the recipient fist, 10Tl
! "
For a mail merge to  printed letter
or e-mal, this command is not
necessary.
«Next 0 Next: anq «Next: 0 Next: 1 u
i " 4 "

Document2 - Word

Developer  Help Q  Tell me what you want to do

= [ Rules- DR =

==1 Q% Match Fields [0 Find Recipient
Insert Merge Finish &

Field= L& Update Labels [ Check for Errars maee
sert Fields Preview Results E‘D Edit Individual Documents...
R R A R R N —

Merge to New Document (Alt+Shift+ M)

s arordat [re——— E‘ Send Email Messages... T
*hat Aarde] <t Srcrd et Resang el et dwcard o i

The completed merged labels are displayed.

@ 0= iz G Labels2 - Word

Insert References Mailings Review fiey Help Table Design Layout Q Tell me what you want to d

2L 9 | | pambcene| asebcene AaBbC( Aasbcct AdB A

- T MNormal || TMo Spac.. Heading1 Heading 2 Title
Fant [F] Paragraph F] Styles
xg. shen s 20 3@ o5 B0 T By 30 10 Nopmal B0 130 240 o150 B0 d7e 0 18 18
Hnsaih Freda Karen Andrew
Samantha Edward Andre Tommas

Save and close the document.

Note that the wizard can also be used to create envelopes for individually addressed
recipients.
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& Activity 7.1

1. Open Act7.1(Letter).docx and prepare a letter mail merge as follows:

a. Use the spreadsheet Act7. 1(Letter).xIsx as the data source.

b. Use the More items option to add a name and an address to the letter.

c. Complete the merge and save the new merged document as Act7. 1(Merged_letter).docx.
2. QOpen Act7.1(Letter).docx and prepare a label mail merge as follows:

a. Use the spreadsheet Act7.1(Letter).xlsx as the data source.

b. Add the merge field Address block.

c. Complete the merge and save the new merged document as Act7.(Merged._labels).docx.
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UNIT

7.2 References

When you are creating assignments for school or university, you will need to use references
to show that you are not committing plagiarism. (This means stealing someone else’s work.)
You will also need to add captions to the images and tables and create a table of contents.

In this section, you will learn how to insert captions, footnotes, citations, bibliographies, and
content tables.

TABLE OF CONTENT

A table of contents helps the reader to navigate a document easily. The table of contents is
used to reference where in the book a particular heading or topic is to move to that page. If Something to know
the document is viewed electronically, click on the heading in the table of content and
navigate straight to the relevant page.

You will not be able to insert
a table of contents if you
have not applied heading

Tables of contents are usually found at the start of a document after the title or cover page. .
styles to the headings.

It is easiest to add them after you have written and formatted the document.

#38 Guided activity 7.3

Step 1: Ensure that all the headings have been formatted to specific Word styles, under the Home
tab, Styles.

Step 2: Start on a blank page after the cover page.
Step 3: Select Table of Contents in the Table of Contents group in the References ribbon.

™ Add Text -

| Update Table
Table of D pd
Contents ~

Table of Contents

Step 4: Choose one of the two Automatic Tables.

Built-In
Automatic Table 1
Contents
Heading 1 1
Headng 2 ...... 1
Heading 3.... 1
Automatic Table 2
Table of Contents
Heading 1 1
Headng 2 ...... 1
Heading 3.... 1
Manual Table
Table of Contents
Type chapter title (level 1) 1
Type chapter tie (level 2) 2
Type chapter tile (level 3) 3
A He favel 11 a

Word will take all the items you have formatted into headings and add them to the table.
If anything changes, you can simply click anywhere in the table and then select Update Table.
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You can also create a custom table of contents where you can set how many levels of
headings you want to show, what Tab leader you want to use and even what style and fonts
you would like to use.

#38  Guided activity 7.4

Step 1: Start on a blank page after the cover page.
Step 2: Select Table of Contents in the Table of Contents group in the References ribbon.

£ Add Text -

| Update Table
Table of D pd

Contents =

Table of Contents

Step 3: Select Custom Table of Contents.

Type chapter il (level 3) 3
Twna ch He Mowal 11 a
@ More Tables of Contents from Office.com »
Custom Table of Contents...

E;'} Bemove Table of Contents

[r%] Save Selection to Table of Contents Gallery...

Step 4: To adjust the levels displayed in the Table of Contents, open Options:

Table of Contents ? X

nfents | Table of Figures  Table of Authorities
Web Preview
o (Headmg 1 )
Heading 2
Heading 3

v v

[ show page numbers [ Use hyperlinks instead of page numbers

[“1 Right align page numbers

Tap leader | v
|

General

Formats: From template

Show levels: |3 [

able of Contents

Index  Table of Contents | Table of Figures  Table of Authorities

Print Preview Web Preview
Heading 1 1]~ | [Heading L - Mark
I 1 i Enti
Heading 2 .... Heading 2 Y
Heading 3 Heading 3
1 GRS
Table of Contents Options ? X
[ show page numbers Build table of contents from:
4 Right align page numbers EA stytes
Tableader: | Available styles: TOC level:
~
Header ~
| General ~  Heading 1
Formefs: | Fromtemplote |4 ¥ Heading2
Show levels: |3 B v Heading 3
Heading 4
Heading 5 .
[ gutline levels
] Table entry fields
[(Esa ] T
R e e——

... continued
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#38  Guided activity 7.4 ... continued

Step 5: To change the font and font size, select Modify and then select Modify again.

Style ? x

Flease select the appropriate style for your index or table
entry

el
[Coeiee ]

Delete

yT1oc2
T10C3
T r1oc4
Y TOCS5
T T10CE
TrocT
Y108
1 T0C9

Presiew

: Cambria

Font: Cambria, 14 pt, Space A
After: 5 pt, Style: Automatically update, Hide until

used, Priority: 40
Based on: Normal

Step 6: Change the font and font size. Select OK; then select OK again. Select OKin the main

dialogue box.
Madify Style ? X
Properties
Name: [Toc |
Style type: | Paragraph
Style based on: | T Mormal
Style for following paragraph: | T Mormal

Formatting

i [ F] B 1 u [ avenatc[5]

+
+

= = = | = =—
=== | = =

Sample Text Sample Text Sample Text Sample Text Sample Text Sample Text
Sample Text Sample Text Sample Text Sample Text Sample Text Sample Text
Sample Text Sample Text Sample Text Sample Text Sample Text Sample Text
Sample Text Sample Text Sample Text

Font: Cambria, 14 pt, Space
After: 5 pt, Style: Automatically update, Hide until used, Priority: 40

Based on: Normal
Following style: Mormal

[] Add to the Styles gallery [+] Automatically update
@ Only in this document O Mew documents based on this template

o [ one

... continued
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:“ Guided activity 7.4 ... continued

Step 7: The table of contents is complete and should look like this.

Chapter 3: Mailings and references

UNIE 3.1 MAIINGS .« eve ettt ettt et e sees e eeeesers e st sesseees s ssaesees e ereeneesseseanesseerennean
[ACT] Activity 3.1: Practical activity ....
Uit 3.2: REFEIENOES ...t et e e e

1
e e S |
1
8

Table of CONEENES ..o e esesnsnssnens 10
[ACT] Activity 3.1: PractiCal 8CHVILY vovevveeeresreesrsssseessssssseessssessesssssessesssssessenssssenns 13
Table OF FIGUIES ..o et e et e s e e 13

FOOEMOTES «.ov ettt s s s sr e 14
[ACT] Activity 3.2: Practical BCHVILY v.vvueeeressiisnssserssssssssss s s sssasssssssinens 16
L0 a2 16
[ACT] Activity 3.3: PractiCal 8CHVILY ......ceoevereeeererecerreceeeseereeeeseseesseeseesessesseneenes 18
L= OO | -
[ACT] Activity 3.4: Practical activity ....
Bibliography.......ccceeeeeeereeeeee e
[ACT] Activity 3.5: Practical activity ....
[ACT] Activity 3.6: Practical activity ....

‘ Activity 7.2

1. Open Act7.2(Pangolins).docx.
a. Insert a table of contents after the cover page.
b. Use the default style.
c. Show two levels of headings.
Save document as Act7.2(TOC) and close the document.

TABLE OF FIGURES

. A table of figures is a list of the figures in a document along with the page number of the
Something to know page they are on. Atable of figures is a quick reference of the captioned items in a document.
You cannot create a table of 3“ Guided activity 7.5
figures before you have
added captions to all the Step 1: Start on a blank page after the table of contents page.
tables or figures in Step 2: Select Insert Table of Figures in the Caption group in the References ribbon.

the document.

Insert Table of Figures
Insert

D| Update Table
Caption [[] Cross-reference

Captions

... continued
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#38  Guided activity 7.5 .. continued

Step 3: Make any changes you need to make in the Table of Figures dialogue box that opens.
Select OK when you are done.

Table of Figures ? *

Index = Table of Contents

s || Table of Authorities

Print Preyiew Web Preview
~ ~

Figure 1: Text......coevinininnnnes 1 Figure 1: Text

Figure 2: Text......ccceeevneennn.. 3 Figure 2: Text

Figure 3: Text....ccoeeeeeeeeeeee. 5 Figure 3: Text

- . -

Figure 4: TeXt......uvevveeeeen.... 7|, | |Pdure4: Text "
@ Show page numbers @ Use hyperlinks instead of page numbers
E Right align page numbers
Tab leader: | .......

General

Farmats: From template

E Include label and number

| options.. | | Modify.. |

[ ox | conca |

FOOTNOTES

Footnotes are useful for including more information or an explanation of the text without
adding more text to the main body of the document. Footnotes appear as smaller text in the
Footer section of the page and are labelled with a number or letter in the body of the text.
Inserting footnotes is very simple.

A footnote consists of two parts.
1. The number format or symbol used to indicate that there is a footnote.
2. The footnote’s text at the bottom of the page or below the text.

#38  Guided activity 7.6

Step 1: Place the mouse cursor in the text where you want to put the footnote label.
Step 2: Select Insert Footnote in the Footnotes group in the References ribbon.

E] Insert Endnote

ab; Mext Footnote -
Insert

Footnote Show Motes

Footnotes M=

... continued
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}“ Guided activity 7.6 ... continued

Step 3: Type the footnote in the space that is created at the bottom of the page.

When he had in vain consulted many craftsmen and builders, he sent, by the advice of the
archbishop, for Merlin, and asked him what to do. “If you would honour the burying-place of
these men,” said Merlin, “with an everlasting monument, send for the Giants' Dance which is
in Killaraus!, a mountain in Ireland; for there is a structure of stone there which none of this
age could raise without a perfect knowledge of the arts. They are stones of a vast size and
wondrous nature, and if they can be placed here as they are there, round this spot of ground,

they will stand for ever.”

At these words of Merlin, Aurelius burst into laughter, and said, “How is it possible to remove

such vast stones from so great a distance, as if Britain, also, had no stones fit for the work?"

1 Mount Killaraus is a legendary mountain in Ireland, most famous for being the source of the
stones of Stonehenge in Arthurian legend,|

Step 4: To format or customise the footnotes, select the arrow in the bottom right of the
Footnotes group.

E'] Insert Endnote

ab; Mext Footnote -
Insert

Footnote [=] Show Motes

Footnotes P

Step 5: Change the position, layout and numbering of the footnotes.

Footnote and Endnote ? *
Location
@foginoes! | Bottom of page
Endnotes: |End of document

Footnote layout

Columns: |Match section layout
Format

HNumber format: |1, 23 .

Custom mark: | | Symbol.. |

Start at: 1 B

MNumbering: |Cc|r1tir1ucuus

Apply changes

Apply changes to: |thu|e document

| Insert | | Cancel | | Apply |

Step 6: Select Insert when you are done.
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& Activity 7.3

1. Open Act7.3(Pangolins).docx.
a. Find the text “Philidota” under heading 1 “Introduction”.
b. Insert a footnote on the text as follows:
e The footnote must be on the same page as the text.
e Use the letter “a”, as the footnote symbol.
e Add the text “From the Greek word pholis, meaning horny scale” as the footnote text.
Save document as Act7.3(Footnote) and close the document.

CAPTIONS

Captions are labels that provide an explanation of an image, equation, object or table. They
are numbered, so that a reader can refer to them in the text and so that a list of figures or
tables can be created without retyping figure names and numbers. MS Word’s captions are
automatically numbered, so you do not need to remember which item you are numbering.
Each time that you add a new caption the other numbers will update.

#38  Guided activity 7.7

Step 1: Select the item you want to add a caption to. In this case, it is an image.

Step 2: Select Insert caption in the Captions group on the References ribbon. (You can also use a
right-click on the mouse.)

ﬁ Insert Table of Figures
D| Update Table
Insert
Caption [[7] Cross-reference

Captions

... continued
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}“ Guided activity 7.7 ... continued

Step 3: Type in the label you want for the image after the figure number.

Capticn ? *
Caption:

Figure 1.1: Sir Ector kneels before Arthur |
Options

Label: |Figure

[<][<]

Position: |Below selected item

D Exclude label from caption

| Mew Label... | | Delete Label | | Mumbering... |

AutoCaption.. | [ ok | cancel |

Step 4: Make sure that the Labelis Figure and that the Position is Below selected item.
Step 5: Select OK and then select OK again.

Figure 7.1: Sir Ector kneeling before Arthur

You can also change Figure to something else if you need to. The labels can be Table or
Equation, or you can create your own under new label. You will use the same process in the
example above to add captions to tables and equations. Table captions are usually above
the table and equation captions are usually below the equation.

& Activity 7.4

1. Open Act7.4(Pangolins).docx.
a. Add captions to the four images in the text as follows:
e |mages must use the label Figure and have a number (for example, Figure 5).
b. Add a table of figures after the table of contents
Save the document as Act7.4(Captions) and close the document.
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CITATIONS

Using references or citations when creating reports, essays or other academic work can
seem intimidating, especially if you have never used them before. For most people, their first
experience with citing sources only comes during tertiary education, where the consequences
for not citing correctly can be very severe.

Luckily, Microsoft Word has a Citation feature that helps you insert references and citations
from a variety of academic referencing styles with a minimal amount of errors.

Before you can insert citations, you will need to build a list of sources. You can do this for
several different types of sources, including:

Books and book sections

Journal and periodical (magazines, etc.) articles
Conference proceedings

Reports

Websites and documents from websites
Electronic sources

Artwork, recordings, films and performances
Interviews, patents and cases

Miscellaneous sources

The required fields will change depending on the source you choose.

#38  Guided activity 7.8

‘ Gr11_CAT_Practical_LB.indb 89

Step 1: Select Manage Sources in the Citations & Bibliography group in the References tab.

|_=IEI Manage Sources
nﬁﬂtyle: Harvard -

(=)

Insert o
Citation = LL3 Bibliography ~

Citations & Bibliography

Step 2: Select New.
- Source Manager ? b4

Search: | [sort by Autnor
Sougees auailable in:
1 Master List Current List

~ Copy -> "

Delete

I Edit...

ik

¥ dted source
? placeholder source

Preview (Harvard - Anglia):

... continued
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Something to know

Some of the fields will
change depending on the
referencing style you
choose. In this case, the
fields are for the Harvard
referencing style.

Something to know

Harvard and APA are the
two most common
referencing systems at
South African universities,
and they are the ones you
will most likely use. Harvard
and APA are very similar in
style, but they do have
some differences.

#38  Guided activity 7.8

... continued
Step 3: Select the Type of Source from the drop-down menu.
Edit Source 7 X
Type of Source E:-:u-:ulr: I Language |Default
Eibliography Fields for Harvard - Anglia
Author |Kr‘|owles, Sir James | | Edit |
[] corporate Author | |
Title |The Legends Of King Arthur And His Knights |
Year |1895 |
City |London |
Publisher |FrederickWarne and Co |
Edition |8th |
|:| Show All Bibliography Fields
Tag name
o | [ o |
Step 4: Fill in the details for the source.
Step 5: Check Show All Bibliography Fields if some fields you need are not shown.
Edit Source 7 X
Type of Source | Book Language | Default
Eibliography Fields for Harvard - Anglia
Author |Knowles, Sir James | | Edit |
|:| Corporate Author | |
Title |The Legends Of King Arthur And His Knights |
Year |1895 |
City |London |
Publisher |FrederickWarne and Co |
Edition |3th |
[] show All Bibliography Fields
Tag name
[oc ][ cna |

Step 6: Select OK.

Word will insert the source in the text as well as store it for use in the bibliography.
Once you have added all the sources to the list, you can insert citations at the end of a

paragraph or sentence as a source.

#38  Guided activity 7.9

Step 1: Place the mouse cursor in the text where you want to place the citation.

Step 2: In the Citations & Bibliography group in the References ribbon, select Insert Citation.

@ & Manage Sources
l_.Il} Styles Harvard -
Insert o

Citation = |:T——|} Elbllﬂ-g rﬂph:lr - ¢

COMPUTER APPLICATIONS TECHNOLOGY | GRADE 11 | Practical Book

Gr11_CAT_Practical_LB.indb 90

... continued

2019/09/20 11:54 AM




1

#38  Guided activity 7.9 .. continued

Step 3: Choose the source from the list.

@ EManageSuurCﬁ
W}swle Harvard -

Insert o
Citation = [T——l} Bibliography - ¢

Knowles, Sir James
21 The Legends Of King Arthur |,
And His Knights, (1293)

] Add New Source...
—5 Add New Placeholder...

Step 4: To add page numbers to the in-text citation, select the down arrow in the citation field and
select Edit Citation.

mthin_

E—} Edit Citation
Edit Source
Convert citation to static text ,

D| Update Citations and Bibliography |

Step 5: Add the page (or page range) number in the box and select OK.

Edit Citation 7 >
Add
Suppress

[] author []Year []Title

Ok Cancel

Q Activity 75

1. Open Act7.5(Pangolins).docx.

a. Add any five items found under the References heading (at the end of the document)
as sources.
e Make sure that you use the correct format for each source (indicated in bold and square

brackets next to each source).

e Sources must use the Harvard referencing style.

b. Find the placeholders in the text for each source and add an in-text citation.

Save the document as Act7.5(Sources) and close the document.
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BIBLIOGRAPHY

To insert a bibliography at the end of the document, follow the steps in the example below.

#38  Guided activity 7.10

Step 1: Start on a blank page at the end of the document. Place the mouse cursor at the start of
that page. (Sometimes it is the easiest to place a break after the last text to ensure you start
on a new page.)

Step 2: In the Citations & Bibliography select the drop-down arrow next to Bibliography.

E‘ﬁ & Manage Sources
D} Style: |Harvard ~

Insert -
Ciation - L1} Bibliography =

Step 3: Select the bibliography you want to use. The most common type has the
heading References.

E‘ﬁ (& Manage Sources Insert Table of Figures —@ E
V' B

[17 style: |Harvard ~ [l Update Table

Insert . Insert Mark
Citation = ([ Bibliography - Caption [T Cross-reference Entry
Citatig Built-In |

2.1 1. Bibliography ]

1 Bibliography
Chen, J., 2003, Citabions and References. New York: Confoso Press.

Haas, J., 2005. Crealing a Formal f jon. Boston: Pr L Inc_.
Kramer, J. D, 2006, How fo Wiite Bibliographies. Chicago: Adventure Works Press.

- References

1 References
Chen, J., 2003. Citabons and References. New York: Contoso Press.

Haas, J., 2005. Creafing a Formail f ion. Boston: F L Inc_.
Kramer, J. D, 2006, How fo Wiite Bibliographies. Chicago: Adventure Works Press.

Works Cited

1 Works Cited
Chen, J., 2003, Citaions and Referances. New York: Contoso Press.

Haas, J., 2006. Creating a Formal Putiication. Boston: Proseware, Inc..

Kramer, J. D, 2006. How to Wiite Biblographies. Chicago: Adventure Works Press.

D'_—l, Insert Bibliography

Save Selection to Bibliography Gallery...

Word will use all the references you have added in sources before to generate the bibliography
for the document.

8 References
Knowles, 5. J., 1895, The Legends Of King Arthur And His Knights. 8th ed. London: Frederick

Warne and Co.

Figure 7.2: An inserted reference list
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& Activity 7.6

1. Open Act7.6(Pangolins).docx.
a. Insert a new bibliography under “References” on the last page.
i. If the word “References” is repeated once you have inserted the bibliography, you can
remove the original.
ii. Remember to update the Table of Contents once the Bibliography has been added to
the document.
Save as Act7.6(Bibliography) and close the document.

INDEX Something to know

You cannot insert an index
or mark indexed items
unless you have inserted a
bibliography or list of
references.

An index is an alphabetical list of names, subjects, concepts, etc. found at the end of a
document with reference to the page (or pages) they are on. Indexes are generally used to
provide a quick reference for readers on where they can find information in the document.

Before you can add the index, you will first need to mark items for the index.

#38  Guided activity 7.11

Step 1: Turn on Show/Hide in the Paragraph group on the Home tab.
= o

Paragraph T

4

1= i — | == A
= v 02w | 2= 2B Z,L

Step 2: Place the mouse cursor next to the word you want to index.
Step 3: Select Mark Entry in the Index group on the References tab.

Insert Index

D| Update Index
Mark

Entry

Index

Step 4: Add a main and sub-entry name.

Mark Index Entry ? X

Index

Main entry: | ‘

Subentry: | ‘

Options

O Cross-reference: |5€e ‘

@ Current page
O Page range

Bookmark: |

Page number format

[ Jeold
D Italic

This dialog box stays open so that you can mark multiple index
entries.

| Mark | | g Al | | Cancel

... continued
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238  Guided activity 7.11 .. continued

Step 5: Select Mark.
The dialogue box will stay open until you are done marking the index entries.

This is what the marked index entry will look like in the document.

[:XE-"Rightful-king:Aurelius"Jq

Once you have marked all the entries, you can then add the index.

#38  Guided activity 7.12

Step 1: On a new page after the Bibliography.
Step 2: Select Insert Index in the Index group.
—ﬁ Insert Index
Mar

D| Update Index
ark

Entry

Index

Step 3: Make any changes or adjustments as needed and select OK.

Index ? x
i Table of Contents = Table of Figures =~ Table of Authorities
Print Preview
. ~  Type: @) Indented () Run-in
Aristotle, 2 -
Columns: |2 =
Asteroid belt. See Jupiter Language: | English (United Kingdom)
Atmosphere
Coarth 7
[ right align page numbers
Tab leader: | .......
Formats: | From template
Mark Entry... | | AutoMark... | | Modify... |
[ ok ]| canea |

& Activity 7.7

1. Open Act7.7(Pangolins).docx.

a. Mark the following words in the text as items for the index:
i. Africa
ii. Poaching
iii. Scale
iv. Tongue

b. Insert an index after the references.

Save as Act7. 7(Index) and close the document.
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REVISION ACTIVITY

1.

Open the Chapter 7_Revision Activity 1 word processing document. Do the following:
a. Set the top and right margins of the document to 2 cm. 2
b. A cover page was inserted, but all the fields were not completed:
i. Move the heading highlighted in green (page 3) to the document
title position. )
ii. Display today’s date in the appropriate field on the cover page. 1
c. Create an automatic table of contents on the second page as indicated. Do the following
before inserting the table of contents:

i. Apply the ‘Heading 2’ style to all headings highlighted in blue. 2)
ii. Modify all headings formatted as ‘Heading 3’ (highlighted in yellow) to display 7 pt
before and 5 pt after each heading. 2

ii. Create a new heading style by following the instructions below:
e Base the new style on ‘Heading 1'.
e The new style is called ‘STEM'.
e The font must not be expanded. (3)
iv. Insert the table of contents to display all three heading levels. 3)
d. Find the pictures on page 4. Do the following:
i. Insert a caption below the second picture indicating the following:
‘Figure 2 SA Rural education’.
ii. Insert a table of figures on page 2.
e. Make the following changes to the document:
i. AddI. Pieterse as the author of the source ‘Maths-and-science (2014)".
ii. Add a citation after the last word ("...skills.”) in the document to acknowledge the
source ‘The 10 Skills Employers Most Want In 2015 Graduates'. ¥
iii. Insert a bibliography at the end of the document. Make sure the format is APA.

SIS
SRS

~
>

~
&2

2. Open the Chapter 7_Revision Activity 2 word processing document. Do the following:

A letter will be sent to the parents of the learners who scored less than 30% for either
Mathematics or Physical Science.
Use the data from the spreadsheet 7Marks.xlIs and prepare a mail merge as follows:

e Sort the learners in ascending order according to their surnames.

e Replace all the text between ‘<< ... >>" with the appropriate fields.

e Only include learners who scored less than 30% for either Mathematics or Physical Science.

e Save the document.

e Complete the merge.

e Save the merged document as 7Letter_Merged. ©6)
Total: [30]

AT THE END OF THE CHAPTER

CANYOU ... YES NO

1

Use Mail Merge for labels?

2

Use the referencing features to add captions, footnotes, citations, bibliographies,
indexes and tables of contents?

‘ Gr11_CAT_Practical_LB.indb 95

TERM 3 | CHAPTER 7 MAILINGS AND REFERENCES | UNIT 7.2 References

2019/09/20 11:54 AM



CHAPTER

8 SPREADSHEET FORMATTING

CHAPTER OVERVIEW
Unit 8.1:  Advanced formatting

Unit 8.2:  Advanced formulas and functions

Unit 8.3:  Error indications

By the end of this chapter, you will be able to:

e Apply conditional formatting to cells.

e Use the AutoFill options.

e Use absolute cell referencing to keep a row or column constant.

e Describe spreadsheet functions.

e Apply the ROUND, SMALL, COUNTIF, COUNTA, COUNTBLANK, LARGE functions to cells.
e Demonstrate how to round numbers.

e Discuss the difference between rounding and formatting.

e Describe the circular reference and #NULL! error indicators.

INTRODUCTION

Excel is one of the most powerful tools in the Microsoft Office Suite, and learning to use it
properly is one of the best things you can do. Excel is used in a wide range of professions,
from teachers who use it to calculate term marks to finance professionals who use it to keep
track of complex and important financial data.

Excel’s built in tools make it easier for you to do simple and complex mathematics, organise,
arrange and display data, analyse data and make predictions based on that data, etc.

FORMULAS IN A NUTSHELL

In Grade 10 you were taught about cell references. Cell references indicate a cell or a range
of cells on a worksheet so that Microsoft Excel can find the values or data you want to use
in a function or formula.
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Cell references can be for a single cell, for example, C14 (which refers to the cellin column C,
row 14), or for a range of cells, for example, A1:F4 (which looks at all the cells from column A,
row 1 to column F, row 4).

While discussing cell references, you must also look at cell ranges. Cell ranges are usually a
group of cells in a worksheet. They can be next to each other in a row (for example, A1:F1),
below each other in a single column (for example, A1:A30) or in multiple columns and rows
(for example, A1:F25). Ranges are indicated by a colon (:) in formulas.

Excel calculates the formulas you enter in a specific order. Excel calculates from left to right,
starting at the equals sign (=), according to a specific order for each operator. The order for
this is brackets (), negatives (for example -2), percent (%), exponents (A), multiplication and
division (* and /), addition and subtraction (+ and -).

To change the order of a formula, you can use brackets around the part of the formula you
want to calculate first. For example, the formula =5+2*3 will give you 11, since Excel
multiplies 2 by 3 (to give you 6) and then adds the 5.

4 A A A

1|=5+2*3 | L‘ 11

Figure 8.1: Formula with no brackets

But, if you use brackets to change the formula to =(5+2)*3, you will get 21, since Excel
works out the sum in the bracket first (to give you 7) and multiplies that total by 3.

A A A A |
1 |=(5+2)*3 Zi 21

Figure 8.2: Formula with brackets

Lastly, Excel uses various error indicators to show when or where something has gone
wrong in a spreadsheet:

ERROR
INDICATOR

e Displayed when a column is not wide enough to display all the 4 A
numbers in a cell, or if the cell displays a negative time and date. 1 |

DESCRIPTION EXAMPLE

[

#NAME? Shown when Excel does not recognise the text in a formula 4 a
(if something is spelled incorrectly, for example). 1 #NAME?
#DIV/0! Shown when a number is divided by zero or in a cell with A4 a
no value. 1 | #DIV/0!
#REF! Displayed when a cell reference is not valid. This can happen 4 a
when you delete cells that other formulas referred to. 1 t HREF!
#VALUE! Displayed when the formula contains cells with different data | 4 A
types (letters and numbers, for example). _EI HVALUE!
#NUM! Shown when a formula or function has invalid numerical values, A A
1 #NUM!

for example $1,000 will give this error, because the $ is used
as an absolute reference and the comma (,) is a separator in
formulas. In Excel 2014, this was replaced with the semicolon (;).
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UNIT

8.1 Advanced formatting

CONDITIONAL FORMATTING

Conditional formatting is a way to apply formatting automatically. It also helps you analyse
the data. You can make worksheet data easier to interpret by using conditional formatting
to format cells based on their values. If a value meets a particular condition, Excel applies
the formatting; if it doesn’t, the formatting is not applied.

There are many built-in options to the conditional formatting in Excel. Table 8.1 briefly
describes each built-in rule.

Usage (Watt hours)

From To 01-Sep  02-Sep

12:00 AM 1:00 AM 1190 Eﬁ%
1:00 AM 2:00 AM
2:00 AM  3:00 AM
3:00 AM 4:00 AM
4:00 AM  5:00 AM
5:00 AM 6:00 AM 51
6:00 AM 7:00 AM 1010 1155
7:00AM 8:00 AM 1940 1980
8:00 AM 9:00 AM 1870 1900

03-Sep 04-Sep 05-Sep 06-Sep  07-Sep  08-Sep 09-Sep  10-Sep
1215 585 1050 1960 1050 675 760 1870
2520 630 625 550 575

675 1 750
925 770 755 760 615
9:00AM 10:00AM 1920 1955 2770 1605 1630 2765 1790 2085 2065 1790
10:00AM 11:00AM 1895 1845 2840 1710 2055 2105 1745 1980 2305 1825
11:00AM 12:00PM 1835 1755/ 5230 1915 3160 2115 1815 2500 2135 1810

Figure 8.3: Colour scales and other conditional formatting can make it easy to quickly identify
data trends

Table 8.1: Conditional formatting rules

RULE DESCRIPTION

Highlight Cells Rules Allows you to highlight data based on certain conditions (for example,
highlight all cells with a value greater than 4 000 or less than 100). You
can also use this to find values in a range, highlight cells containing
specific text or highlight cells containing duplicate values.

Top/Bottom Rules These rules allow you to find the 10 top or bottom values, the top and
bottom 10% of values or values that are over or below average. This tool
is very useful for teachers who want to track class performance.

Data Bars Adds a coloured bar to highlight the data in the cell. The longer the bar,
the higher the value. Data bars are almost like bar graphs for each
individual value.

Colour Scales Colour scales use a gradient to apply background colour to a cell based
on where the value of that cell falls in a range. The darker the colour, the
higher the value.

Icon Sets Used to add different symbols, ratings and indicators based on the
values in the cell. For example, if you wanted to track monthly sales of
products, you could use arrow indicators to show where sales went up,
down or stayed the same.
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Highlight cells Top/Bottom Data bars Colour scales Icon sets

.

& Highlight Cells | ! | Highlight Cells Rules *
Top 10 Items... ,
o 5
0] Top/Bottom Ru L 10 Top/Bottom Rules *

w |

_‘—I 5 Top 10 %... ,
5 [I] e E Data Bars »

i}' Data Bars ’ B Between... e
= .{1@] Bottom 10 Iterr EE] Coloescales I"I X

1 |
Color Scales 4 'ﬁgs Equal To... L ] r

= Bottom 10 %... Icon Sets f 5 Icon Sets ¥

Highlight Cells Rules * | t Greater Than...

LT[—;_-O‘ Top/Bottom Rules * E Less Than...

con Sets » Text that Contain: [El NewRule.
l % Above Average. (=) (e, pyles E e v
D New Rule.. '_D] A Date Occurring. ﬁ Manage Rules... ,é‘ et Directional
5 ClearRules > Below Average... Manage Rules... P Py
[E Manage Rules... = Duplicate Values.. More Rul A=mw ~AANY
ey g | - AAVY AAINY
PADNY
Shapes

[ Jol J 008
oAS® o000
0000

Indicators

900 vix

P PP

Ratings

1.8 8% ol ul ol
QOO il il afl fl
‘AEEES

More Rules...

Figure 8.4: There are many built-in conditional formatting options

#38  Guided activity 8.1

In this example, we want to highlight all marks above 90 in the file GA 8_17.xIsx.

Step 1: Select the data you want to highlight.

y A B
-1 Name Mark
2 |Jackson Love 70
3 |Priya Patel 97
4 |Sharia Clemmons 95
- 5 |Ming Lu 91
6 |Thembiso Tshabalala 86
7 |Jensen Howard 54
- 8 |Taariq Mosagee 77
- 9 |Maria Saldana 100
10 |Kyle Jacobs a0
11 |John Feinstein 89
12 |Calvin September 75
13 |Bongani Sithole 93
14 | Betsy Michaels a0
.15 |Dexter Cooper 62

... continued
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#38  Guided activity 8.1

... continued

Step 2: Select the Home tab, then select Conditional Formatting and then select Highlight Cells Rules.

FILE HOME  INSERT  PAGELAYOUT  FORMULAS ~ DATA  REVEW  VEW  KUTOOLS™

Q‘é

“D X Calibri v A =
By -

i
Paste B I u-ii-&-A- =

it
i

Clipboard & Font 3 Alignment

= B [

Conditional Formatas Cell
Farmatting = Table = Styles~

] & Highlight Cells Rules " |
| o7 X
Top/Bottom Rules

Step 3: Select Greater than.

_Ligligmcasmes*‘gmmnu.._

W

e

ENTERPRISE Sign in

I Contions Faming = B et -
E- 9% o 7 Format as Table - < Delete -

S cansigis 5 oot

Number 5 Styles Cells

g b EM
= 3

diting -

Step 4: Enter 90 into the dialogue box that opens. Keep the default formatting.

Greater Than 7 >

Format cells that are GREATER THAN:

90 with | Light Red Fill with Dark Red Text |+ |
[ ok ]| canca |

Step 5: Select OK. The marks above 90 are now highlighted.

A A B
1 Name Mark
Z:Jackson Love 70
3 | Priya Patel 97
4 Sharia Clemmons 95
5 Ming Lu 91
S:Thembiso Tshabalala 86
7 |lensen Howard 54
S_Taariq Mosagee 77
9 |Maria Saldana 100
10| Kyle Jacobs 90
11 |John Feinstein 89
12 | calvin September 75
13 | Bongani Sithole 93
14 | Betsy Michaels 90
_'IEJlexj:er Cooper 62

You can also highlight cells that contain text.
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#38  Guided activity 8.2

Step 1: Select the data you want to highlight in the datafile GA 8_2.xIsx.

A A . B
1 Name Sport
Zlackson Love Soccer
' 3 |Priya Patel Hockey
4 |Sharia Clemmons Netball
5 |Ming Lu Hockey
6 |Thembiso Tshabalala |Hockey
zlensen Howard Soccer
| 8 |Taariq Mosagee Soccer
9 |Maria Saldana Netball
10 |Kyle Jacobs Hockey
11 |John Feinstein Soccer
12 |Calvin September Soccer
13 |Bongani Sithole Soccer
14 |Betsy Michaels Hockey
.15 |Dexter Cooper Hockev

Step 2: Select Conditional Formatting and then select Highlight Cells Rules.

= B B

Conditional Formatas Cell
Formatting~ Table~ Styles~

. Highlight Cells Rules "
| Top/Bottom Rules *
Step 3: Select Text that Contains.
Highlight Cells Rules * Greater Than..

B Top/Bottom Rules ¥ g Less Than...

E Data Bars 4 @ Between...
ﬁ Color Scales 4 % Equal To...

N
lcon Sets ' E@ Text that Contains...

Step 4: Enter “soccer” into the dialogue box that opens. Keep the default formatting.

Text That Contains ? =

Format cells that contain the text:

Soccer with | Light Red Fill with Dark Red Text [ |

. ok || caneal |

... continued
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3“ Guided activity 8.2 ... continued

Step 5: Select OK. The data will now be highlighted.

A A . B
1 |Name Sport

2 |lackson Love Soccer

3 | Priya Patel Hockey
AZSharia Clemmons Netball

5 |Ming Lu Hockey
EThembiso Tshabalala Hockey

7 |lensen Howard Soccer
S_Taar'lq Mosagee Soccer

i Maria Saldana Netball
10 |Kyle Jacobs Hockey
1IJohn Feinstein Soccer

12 |Calvin September Soccer

13 | Bongani Sithole Soccer
1E Betsy Michaels Hockey
15 |Dexter Cooper  Hockev

You can also edit and change the existing conditional formatting in a spreadsheet by using
the Manage Rules function.

#38  Guided activity 8.3

Step 1: Select the down arrow next to Conditional Formatting and then select Manage Rules.

= B

Conditional Formatas Cell
Formatting = Table~ Styles~

] E Highlight Cells Rules * |

B Top/Bottom Rules '
E Data Bars 4
@ Color Scales 4

= I

lcon Sets L
"B NewRule... )
| E@ Clear Rules bl

[} Manage Rules...

ey i

Step 2: Select the arrow next to Show formatting rules for: and select This Worksheet.

Conditional Formatting Rules Manager ? *
Show formatting rules for: |This Warksheet
‘ [EA New Rule... | | E7 Edit Rule... ‘ | < Delete Rule |
Rule (applied in order shown}  Format Applies to Stop If True
Above Average AaBbCcyYyZz [=sBs3:50517 O
Cell Value < 55 AaBbCeYy7z [=sBszsis17 O
oK | | Close ‘ ‘ Apply

... continued
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#38  Guided activity 8.3

... continued

Step 3: Double click on the rule you want to edit to open the Edit Formatting Rule dialogue box and

select what you want to edit.

Edit Formatting Rule 7 >

Select a Rule Type:

= Format all cells based on their values
= Farmat only cells that contain
=~ Format only top or bottom ranked values

= Format only values that are above or below average

= Format only unique or duplicate values
= Use a formula to determine which cells to format

Edit the Rule Description:

Format values that are:

the average for the selected range

Preview: AaBbCcYyZz
[ o ]| cne |
Format Cells ? X
Number §. L Border  Fill
Font: Font style: Size:
B Calibri Light (Headings) Regular 3
By Calibri (Body) Italic ]
B Agency FB Bold 10
T Algerian Bold Italic 1
B Anonymous 12
Fr AR BERKLEY 14
Underline: Color:
[ [ Automatic
Effects Preview
[®] strikethrough
Superscript AaBbCcYyZz
Subscript

For Conditional Farmatting you can set Font Style, Underline, Calor, and Strikethrough.

Glear

You can change the Rule Type or Edit the Rule Description. You can also change the formatting of the

conditional formatting rule.

Q Activity 8.1

Work in the Learners worksheet of Act8.1(Report).xIsx

1. Apply conditional formatting to column G so that all cells showing learners that have

reported bullying:
a. Appearin a light grey fill.
b. Have a green border.

2. Apply conditional formatting to column D so that all cells showing learners younger than 17 appear in:

a. Aredfill, and
learners older than 17 appear in
b. a green fill with a blue border.

3. Edit the conditional formatting rules for column E so that all cells showing learners from the B

group appear in:
a. purple
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Something to know

The fill handle is the small
green box in the bottom
right hand corner of a cell.

&

When you move the cursor
over it, it changes from a
thick white cross to a thin

black cross.

AUTOFILL OPTIONS

The AutoFill option in Excel allows you to automatically fill in cells with data that follows a
pattern or that is based on data in other cells. This allows you to save time when you are
adding data to an Excel spreadsheet.

The example below shows you how to use AutoFill in Excel.

#38  Guided activity 8.4

Step 1: Select one or more cells you want to use as a basis for filling additional cells.
Step 2: Foraseries like 1,2, 3,4, 5..., type 1 and 2 in the first two cells.

3

[E

Step 3: Drag the fill handle down.

2

You can also AutoFill data horizontally. To do this, you drag the fill handle across the row (instead of
down the column).

Step 4: If needed, select AutoFill Options and choose the option you want.

4

Copy Cells

Fill Series

Fill Eormatting Only
Fill Without Formatting
Elash Fill

coof@o

The AutoFill options button allows you to select what type of data you want to fill in the cells.
These options will change depending on the data you are working with, but there are options
that stay the same. Table 8.2 explains what each option is.
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Table 8.2: AutoFill options

OPTION DESCRIPTION

Copy Cells Copies the value in a cell into the selection.
Fill Series Fills in the next numbers, days or dates in a series.
Fill Formatting Only Takes the formatting in a cell and fills it in the other cells in the selection,

for example, the text colour or a highlight.

Fill Without Formatting | Fills in only the values and not the formatting from the first few cells.

Flash Fill Looks at the data in the cells next to the one you selected, detects a
pattern and then fills the cells with that pattern.

Fill Days Fills in the names or dates of days in the range you selected.

Fill Weekdays Fills in only the names or dates of weekdays (not Saturday or Sunday) in

the range you selected.

Fill Months Fills in the month in a date. For example, if you only want a list of the last
days of the month, you will use this option.

Fill Years Changes the years in a date to be consecutive years. For example, you
can start the list with the date 01/11/2018, use Fill Years and have the
list be 01/11/2019, 01/11/2020, 01/11/2021, etc.

& Activity 8.2

Open the file Act8.2(Autofill) and work on the Incident worksheet. Use AutoFill to complete the

following columns for each person:

e Column A: so that we can see how many entries there are to the worksheet

e Column E: A unique code is created for every person

Also, complete:

e Column N: Months of the year

e Column O: Days of the week

e Column P: Create a custom list so when the Autofill feature is used, the nine South African
Provinces are shown based on the data in the Custom List sheet.

ABSOLUTE CELL REFERENCING

In Excel all cell references in are relative references. This means that the reference is based
on the location of the cell. For example, in Figure 8.5, the formula in Cell D2 (=B2*C2) will
change to =B3*C3 if we copy it into Cell D3.

A A B | C | Db | i
1 [Imem UNIT PRICE QUANTITY LINE TOTAL
2 |Coca-cola 300ml R3.80 o4 R371.20
3 |coca-colagooml |  Re.20 78l=83*cy |
4 |Diet Coke 300ml R5.20 56 R291.20

Figure 8.5: No absolute referencing applied

Using relative references means you do not need to retype the formula for each cell, you
simply need to copy the formula from one cell to another and it will update based on where
it is in the spreadsheet.
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Absolute cell referencing, on the other hand, lets you move a formula around on a worksheet
without changing the cell references. You create an absolute reference by using the dollar
sign ($) in front of the column name, row number or both. To add in the VAT (which is the
same 15% for every item) in the above example, you would use an absolute cell reference
which is contained in cell F1.

In this case, you type in 15% in Cell F1 and then use the formula =D2*$F$7 in cell E2 to
work out the total VAT for all the products in row 2.

A A | B8 | ¢ | b | E

1 |ITEM UNIT PRICE QUANTITY LINE TOTAL TOTAL VAT 15%
2 |coca-cola 300mi R5.80 64l  R371.20]=D2%Sr5]

3 |Coca-cola 400ml R6.20 78 R483.60 R72.54

Figure 8.6: Formula with absolute referencing

If you copy the formula down to cell D3, the reference to cell F1 will stay the same.

A A | e | ¢ | b | E

1 [ITEm UNIT PRICE QUANTITY LINETOTAL TOTAL VAT 15%
2 |Coca-cola 300ml R5.80 o4 R371.20 R35.68

3 |coca-cola 400ml R6.20 78]  Rass.eol=D3*sFs1] |

4 |Diet Coke 300ml RS.20 56 R291.20 R43.68

Figure 8.7: Formula with absolute referencing

You can also mix relative references and absolute references in a formula, by only adding
the dollar symbol to one of the two values, for example:

$A1 makes the column name absolute, so all information would have to come from column B

d A B C
1 12 13
2 18 16/=SA1*B2

B$1 makes the row number absolute, so all information would have to come from row one.

4 A B c |
1 12 13
2 18 16|=A2*BS1

&  Activity 83

Open Act8.3(Club).xlsx and work in the Music sheet.
1. Change the function in:
e cell H2 so that it can be copied into cells H3:H17 and still give the correct results as in the
current cells.

e cell F2 so that it can be copied into cells F3:F17 and still give the correct results as in the
current cells.

e cell L2 so that it can be copied into cells L3:L17 and still give the correct results for all the years.
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UNIT

8.2 Advanced formulas and functions

Excel was designed to be primarily a spreadsheet program, so it is particularly powerful
when it comes to calculating numbers and solving complex equations.

Before you can learn how to use the functions and formulas, you will need to know the
difference between the two. A formula is an expression that uses the values in a cell or range
of cells to calculate the value of those cells. It is an instruction to Excel about what you want
to do. All formulas begin with an equal sign (=) to let Excel know that it must do something
to the data that follows it. An example of a formula is =A7+A2+A3+A4, which tells Excel to
add up all the values in cells A1 to A4 and return a result.

A function is a formula that is built-in to Excel. Functions perform specific calculations in a
particular order based on the values in the cells and the function’s name. These are called
arguments or parameters. For example, the function =SUM does what the example above
does, but without you needing to add the plus sign (+). Instead, you can type in =SUM(A1:A4)
and Excel will add up the values in cells A1 to A4.

There are over 400 functions in Excel, but you do not need to know the name of each and
every one. You can access the functions in the Function Library on the Formulas tab.

File Home Insert Page Layout Formulas
L) =
oo X = a8 B -
Insert  AutoSum Recently Financial Logical Text Date & Lookup & Math &  More Ma
Function > Used ~ = = = Time~ Reference~ Trig= Functions~  [iar

Function Library
Figure 8.8: The Function Library

Excel also has something called Formula Intellisense, which helps you find a function based
on the information you type into a cell and prompt the function’s syntax and arguments as
you type. You can see this in Figure 8.9.

SUM i X « K| =S

M Returns the number of the chara
#) sEC | [ [
() SECH

(%) SECOND

(%) SERIESSUM

(#) SHEET

(%) SHEETS

# siGN

# sIN

#) SINH

() SKEW

(#) SKEW.P v

20 il il 5l il Bl o[ N

—
p—

i
Il

—
| w

Figure 8.9: Formula Intellisense in action

In the figure above, you may notice a small text window next to SEARCH. This is the
description of the function. To see this, hover the mouse cursor over the function name.
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USING SPREADSHEET FUNCTIONS

The ROUND function rounds a number to a specified number of digits. For example, if cell
A1 contains the number 23.7825, and you want to round that value to two decimal places,
you can use the following formula:

=ROUND(AT, 2).

The result of this function is 23.78.

#38  Guided activity 8.5

Step 1: In a blank Excel worksheet, enter the following data into column A:
e =ROUND(3.1415, 1) to round to one decimal place.
e =ROUND(22.25, 1) to round to one decimal place.
e =ROUND(-6.9875, 1) to round to the nearest whole number.

Insert Page Layout Formulas Data Rewvi

L %Cut PR

D 2 Copy - Calibri 1M -~ A A ==
Paiste ~ Format Painter B L U~ |Hi- Q- A-|S==
Clipboard Fu Font P
AB24 e
A | B | C | D | E |

1 |=ROUND (3.1415, 1)
=ROUND (22.25, 1)
=ROUND {-6.9875, 1)
=ROUND (22.6,-1)
=ROUND (894.7, -3)
=ROUND (5.68, -1)
=ROUND {98.66, -2)

= W0 00 = o IS ra
0l Bl il ol il ol i il [N

Step 2: If you have done this correctly, you should get the following results:

x

Insert Page Layout Formulas Data Review View]

"‘%Cut 2 v | =

Calibri 1 < A A == -
BmCopy - _
Pavste ~ Format Painter ERTNURAE &v'&v === =3
Clipboard ] Font Ma Alignm
T23 v 5
4 A | 8 | ¢ | b | E | F |
1| 3.1
2 | 22.3
3 | -7
4 | 20
5 | 1000
6 | 10
7 | 100
8 |

You can also use ROUND with cell references, for example =ROUND(A1, 1), if you would
like to have the original number and the rounded number side by side.
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The difference between rounding and formatting

Rounding and formatting may look the same, but they’re not. Rounding lets you get a specific value,
while formatting only displays the first (x) digits of a decimal number.

In everyday life, rounding is commonly used to make numbers easier to estimate, communicate or
work with. For instance, you can use rounding to make long decimal numbers shorter, to report the
results of complex calculations or round off currency values. Excel’s ROUND functions alter the
actual value in a cell.

If you want to round numbers in Excel to make the spreadsheet look neater, you can change the cell’s

format. This method changes the display format without changing the actual value stored in a cell. If
you refer to that cell in any formula, the original non-round value will be used in all calculations.

The SMALL and LARGE functions do similar things. They return the smallest or largest value
(based on a condition that you set) from a set of values. This means that in a range of numbers,
you can specify that you're looking for the fourth or second smallest or largest number.

For example, if you have a list of numbers in cells A1 to A16, you can enter the formula
=SMALL(A1:16, 4) into cell B17 to get the fourth smallest number in the range and
the formula

=LARGE(A1:A16, 2) in cell B18 to get the second largest number.

You can see this in Figure 8.10.

Insert Page Layout

‘.D EEE:; i Calibri ~|1
Fesis . B I U - i
= ~ Format Painter - -

Clipboard P Faont

W27 - Je

y | A | B [ C | D

1 33

2 | 6

3 | 72

4 | 1

3 | 10

6 | 88

7| 92

8 | 15

9 | 27

10| 64

11 | 33

12 | 18

13 | 29

14 | 99

13 | 97

16 | 86

17 | 15

18 | 97

Figure 8.10: SMALL and LARGE applied to a range of numbers
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The POWER function returns the result of a number raised to a power. For example, if you
have the value 2 in cell A1 and you want to know what the result will be if you raised it to 10,
you could enter the formula =POWER(A1, 10) into cell B1 to get the answer, or 1 024.
You can also use a caret (N) instead of the POWER function.

A A
1 2710

Figure 8.11: Using a caret instead of the POWER function

THE COUNT FUNCTIONS

COUNT counts cells containing numerical values.

COUNTA counts cells containing any type of information. For example, if the range contains
aformula that returns an empty string, the COUNTA function counts that value. The COUNTA
function does not count empty cells.

COUNTBLANK counts the number of empty cells in a range.

FUNCTION DESCRIPTION EXAMPLE

SUM This function adds all the values in a cell range. =SUM(B2:B10)

AVERAGE This function calculates the average of the values. =AVERAGE(B2:B10)

COUNT This function counts the number of cells that have =COUNT(B2:B10)
numerical values.

MIN This function finds the minimum value in a specific cell range. | =MIN(B2:B10)

MAX This function finds the maximum value in a specific cell range. | =MAX(B2:B10)

&  Activity 8.4

Open Act8.4(Rain).xlsx and work in the Rain spreadsheet.

1. Insert a function in cell G48 to determine the total rainfall for April.

2. Insert a function in cell H49 to determine how many times no rain fell in May.
3. Insert a function in cell K50 to determine the highest rainfall in August.

4. Insert a function in cell M51 to determine the lowest rainfall in October.

COMPUTER APPLICATIONS TECHNOLOGY | GRADE 11 | Practical Book

Gr11_CAT_Practical_LB.indb 110 2019/09/20 11:54 AM



UNIT

8.3 Error indicators

Error indicators are Excel's way of letting us know that we did something incorrectly when
entering a formula and that our logic does not make sense. In Grade 10, you were taught
about #######, #NAME?, #DIV/0!, #REF!, #VALUE! and #NUM!, which are all used to alert
you that the values in the formula or the formula’s parameters are incorrect.

In this unit, you learn about two new error indicators, namely circular references and #NULL!.

CIRCULAR REFERENCE

A circular reference error happens when the formula you entered is trying to calculate a
value in the cell you put it in, which means that the formula keeps going in circles, almost
like a dog chasing its own tail. You can see an example of this error message in Figure 8.12.

Microsoft Excel *
There are one or more circular references where a formula refers to its own cell either directly or indirectly. This might cause them to calculate incorrectly.

Try removing or changing these references, or moving the farmulas to different cells.

Figure 8.12: The circular reference error message

To see how this works, look the box below.

Circular reference error

Frank wants to calculate a range of numbers from cell A1 to cell A10, but he makes a mistake and
enters the formula =SUM(AT:A11) in cell A11.

Insert Page
L] %Cut
D EE Copy -
o ¥ Farmat Painter B I U
Clipboard ra
SUmM * X v
A A B | C |
1| 220
2 | 450
3 | 950
4 2781
5 | 3687
6 | 2256
7| 875
8 | 598
9| 2164
10 1579
11 [=sum{AaL:A11)|
12 T

As soon as he presses the Enter button, the circular reference error message pops up.
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HOW TO FIX CIRCULAR REFERENCE ERRORS

Circular reference errors are relatively simple to fix. All you need to do is go to the formula
and check it very carefully.

#38  Guided activity 8.6

Step 1: Select OKin the error message that pops up.

Microsoft Excel X |

There are one or more circular references where a formula refers to its own cell either directly or indirectly. This might cause them to calculate incorrectly.

Try removing or changing these references, or moving the formulas to different cells,

Step 2: Go to the formula you were trying to calculate and check the cell references.

Insert Page

L %Cut

D E‘@ Copy ~
Paste N B I
™ Format Painter

=

Clipboard P

SUM ~ . X oW

—
S il el el Ml el
w
&
~J

1579
|=suM(AL:ALL

=
sy

|

12

Step 3: Change the incorrect cell reference to the correct one. In this case, change A11 to A10 to
get the correct answer.

Insert Page Layout Formulas

< F o 1 A
Eg Copy ~
Paste BTy B I U p S A

¥ Format Painter

Clipboard Pl Font
sum ~ X 7 Kk =SUM(A1:A10)

EECINN S I <SR N
220

2781
3687
2256

875

598
2154
1579

=SUM(A1:A10)

Nl ol el S Bl el [N

-
—

... continued
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#38  Guided activity 8.6 .. continued

Step 4: Press Enterto let Excel calculate the sum.

Insert Page Layout

“D EEE:; ) Calibri ME
Paste I U~
- ~ Format Painter -
Clipboard (] Font
%30 M F
V| A | B | C | D
1| 220
2 | 450
3 | 990
4 | 2781
5| 3687
6 2256
T | 875
N 598
9 2s4
10 | 1579
11 | 15600
12
#NULL!

#NULL! errors happen in one of two cases:

1. When you use an incorrect range operator in a formula, for example, using a semi-
colon (;) instead of a colon (:) to separate cell ranges.

2. When you use a space between range references to specify an intersection between
two ranges that do not intersect. An intersection in Excel is a point in the spreadsheet
where the data in two or more ranges cross.

The reference operators in Excel are the:

® Range operator (colon or :) which defines the reference to a range of cells.

e Union operator (comma or ,) that combines to references into one reference.

® Intersection operator (a blank space) that indicates the intersection of two ranges.
® You can see an example of a #NULL! error in Figure 8.13.

Insert Page Layout Formulas Data

X Cut o o

Calibri -1 - A A
ER Copy -
Paste Iyu-|H-O-A- =

- ~ Format Painter g - -

Clipboard F] Font IF}

M £ | =sum(a1a10)

S N R N

=
[
[

220

=~
=
[==]
fa]

2781
3687
2256
875
598
2164

il snuLL !

Figure 8.13: A #NULL! error

E=R R =] s =]
il Tl Il ol il ol

Y Y
.

As you can see, the range operator (:) has been left out of the sum.
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HOW TO FIX #NULL! ERRORS

You need to check that you are using the correct syntax in the formula. This means that you
must make sure that you are using a colon when you are referencing a range of cells that
follow on from each other (for example A2:A36 or A1:R1) or a comma to reference cells that
need to be combined (for example A1:A25,A36 or A1:L1,M1).

& Activity 85

Open Act8.5(Data Errors).xIsx. Select OK on the error message that opens.

1.
2.

REVISION ACTIVITY

Determine why the #NULL! error is in all the cells and correct it.
Correct the circular references.

Open the Chapter 8_Revision Activity spreadsheet. Work in the Travellers worksheet.

The worksheet shows the statistics of the arrival and departures of travellers using the King Shaka
airport from 2010 to 2014,

1.

2

11.

12.

13
14

Format the cells in row 1 as follows:

a. Merge the text in row 1 from cells A1:I1.

b. Change the row height of row 1 to 57.

c. Change the size of the heading in row 1 to 22 pt.

Adjust the column width of rows 2 & 3 so that all the subheadings are clearly visible.

Column C has the arrival months of the travellers. Use AutoFill to continue the arrival months.

Apply conditional formatting to column D so that all the cells displaying more than

4000 SA arrivals:

a. Appear in a light blue fill.

b. Have a red border.

In cell D54 calculate the number of SA residents that arrived at the Airport.

In cell L4 determine the second largest number of foreign travellers that have departed
from the airport.

In cell L5 determine the least number of SA residents that have departed from the airport.
Use a function in cell L6 to determine how many visitors overnighted in May.

Work on the Foreign worksheet. The spreadsheet contains the number of nights spent in
each province by foreign tourists.

Change only the vertical borders between the headings in row 2 to a reddish line.

. Insert a function in cell L3 to display the average number of ALL Malawian visitors to

South Africa.

Insert a function in cell L4 to show how many provinces did not receive Mozambican
visitors who came by air.

Use conditional formatting to automatically display from which 8 countries the most
travellers to KwaZulu Natal came. Fill the background of these cells with any background
colour of your choice.

. Use a function in cell B50 to calculate all the foreign tourists who visited Gauteng.
. Insert a function in cell L5 that will display how many countries had people visiting
North West.

Total: [30]
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AT THE END OF THE CHAPTER

CANYOU ... YES NO

1 | Apply conditional formatting to cells?

Use the AutoFill options?

Use absolute cell referencing to keep a row or column constant?

Describe spreadsheet functions?

Apply the ROUND, SMALL, COUNTIF, COUNTA, COUNTBLANK, LARGE functions
to cells?

Ol B~ LW N

6 | Demonstrate how to round numbers.

7 | Discuss the difference between rounding and formatting?

8 | Describe the circular reference and #NULL! error indicators.
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CHAPTER

0 IF FUNCTIONS AND CHARTS

CHAPTER OVERVIEW
Unit 9.1:  Simple IF function

Unit 9.2:  Relational operators
Unit9.3: Charts

By the end of this chapter, you will be able to:

e Use simple IF functions to solve problems.

e Use SUMIF and COUNTIF.

e Describe the use of relational operators in simple IF statements.
e (Create and interpret charts and graphs in Excel.

e Format and edit charts and graphs in Excel.

e Embed charts and graphs into Microsoft Word.

INTRODUCTION

The IF function is one of the most used functions in Excel. IF statements allow you to
compare conditions in a worksheet. Simply put, IF statements allow you to say that if one
condition is true, then the formula should do something. If it is not, the formula should do
something else. IF statements can return text, values or even more calculations.

One of Excel’s most useful visual tools are the charts and graphs you can create using data.
Charts and graphs help you create a visual representation of data that makes it easier for

others to interpret and analyse the data.

In this chapter, you will learn about simple IF functions and how to use them as well as how
to create charts using data in Excel.
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UNIT

9.1 Simple IF function

The IF function is built-in to and is one of the Logical Functions in Excel, which means that

it follows the logic of IF something is true, then do this, else/otherwise do that. It can be

entered as part of a formulain a cell of a worksheet or it can stand alone in a cell. IF statements Ph

are usually written with the following syntax: .
IF (condition, value_if_true, [value_if_false]) Something to know

You can work along with
these examples in a blank
Excel spreadsheet.

Where the condition is the value you want to test, the value_if_true is the value that the
function gives you if the condition is true and the value_if_false is the value that the function
returns if the condition is false.

#38  Guided activity 9.1

Step 1: Enter the number 60 in cell A1.
4 A
14 60
Step 2: In cell B2, enter the formula =IF(A1=60, “Pass”, “Grounded”). This says that if A1 is 60,
enter “Pass”. If it is not, enter “Grounded”.

A B | C | D |
1 60|=IF(A1=60, “Pass”, “Grounded”)

-

Step 3: Press Enterto see the result.

| A B |
L‘ 60 Pass

2

Let us look at another example of an IF statement in action.

#38  Guided activity 9.2

Step 1: Enter the word rain in cell A1.

A
1 |Rain

Step 2: In cell B2, enter the following IF statement =IF(A7="rain”, “umbrella’, “cap”)

A B | C | D |
1 [Rain =IF(A1="rain", "umbrella", "cap")

~

Step 3: Press Enterto see the result.

| A ‘ B ‘
14 Rain umbrella
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& Activity 9.1

Open Act9.1(Learners).xlsx and work in the Members worksheet. An email must be sent to every

person who does NOT have a cell phone number (Column G).

1. Insert a function in cell I3 to determine if an email needs to be sent. If an email must be sent, “Yes”
must be displayed, otherwise “No” needs to be displayed. Copy this function to cells 14:1101

2. Every member who joined in 1998 (Column C) qualify for a discount in membership fees. Insert a
function in cell J3 to determine which members qualify for a discount. If a member qualifies, “Qualify”
must be displayed, otherwise “Not qualify” needs to be displayed. Copy this function to cells J4:J101

3. Members who paid on the 25th day or later (Column E) will be fined for late payment. Insert a function
in cell K3 to determine if a member must be fined. If the entry shows the day 25 or later, “Fined” must
be displayed, otherwise “No Fine” needs to be displayed. Copy this function to cells K4:K101

SUMIF

The SUMIF function lets you sum in one range based on a specific criterion you look for in
another range. This means that you can use the values in a range to modify the values in
another range.

#38  Guided activity 9.3

Open the spreadsheet GAct 9.3.xIsx. Calculate the total sales of Vodacom airtime only.

A | B | ¢

1 Sale number Provider Cost

2_ 1 MTN 10

3 2 Vodacom 15

4 | 3 CellC 15

5| 4 MTN 40

6 | 5 Vodacom 15

7| 6 CellC 15

8 7 MTN 70

9 8 Vodacom 15

10| 9 cellC 15
Step 1: Incell D2, enter the formula =SUMIF(B2:810, "Vodacom”,C2:C10)
A A B | C D | E F (
1 Sale number Provider Cost

2 | 1|/MTN 10‘=SUMIF(B_Z:BlO,"Vodacom“,CZ:ClO)|
3 2|Vodacom 15

4 3|celic 15

5 4|/MTN 40

6 | 5|Vodacom 15

7| 6|CellC 15

8 | 7|MTN 70

9 8|Vodacom 15

10 9cellc 15

Step 2: Press Enterto see the result.

A . B | ¢ D
1 |Sale number Provider Cost
2 1 MTN 10 45
3_ 2 Vodacom 15
4| 3 CellC 15
5 | 4 MTN 40
6 | 5 Vodacom 15
7 6 CellC 15
8 | 7 MTN 70
9 | 8 Vodacom 15
'ICL 9 CellC 15
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1

To make sure that you do not make logic or argument mistakes in functions like SUMIF, you
can use the Function Builder in Excel. This tool gives you tips and guidance on how to build
functions and keep arguments in the correct order.

#38  Guided activity 9.4

Open the spreadsheet GAct 9.3.xIsx. Using our data from the previous example, we want to calculate
all CellC data sales.
Step 1: Select cell D2.

Step 2: Select the Function Builder icon next to the Formuilas bar.

I

Step 3: Type a brief description of what you want to do, select a category or select a function to find
the function you want to use.

Insert Function 7 *

Search for a function:

Type a brief description of what you want to do and then Go
click Go
Or select a categorny: | Maost Recently Used

Select a function:

SUMIF ~

SUMIF(range,criteria, sum_range)
Adds the cells specified by a given condition or criteria.

Help on this function I QK || Cancel |

Step 4: Select the function you want to use (SUMIF) and then select OK.

Step 5: Begin filling in the function arguments and then select OK.
To select the range, you can return to the sheet by selecting on the arrow next to the
Input bar. Select the range and press enter to return to the Function Builder.

| Function Arguments ? X

SUMIF

Range |321B10 = {"MTN";"Vodacom';"CellC";"MTN';"Vodacom";"...

T
Criteria | "cellc" = "cellc

Sum_range |C2:C1d El = {10;15;15;40;15,15;70;15;15}

= 45
| Adds the cells specified by a given condition or criteria.

Sum_range are the actual cells to sum. If omitted, the cells in range are used.

. Formula result = 45

Help on this function oK | | Cancel

... continued
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:“ Guided activity 9.4 ... continued

Step 6: See the result in cell D2.

A B C D
1 Sale number Provider Cost
2 1 MTN 10 45
3_ 2 Vodacom 15
4 | 3 CellC 15
5 4 MTN 40
6 5 Vodacom 15
7 | 6 CellC 15
8 7 MTN 70
9_ 8 Vodacom 15
10 9 CellC 15

& Activity9.2

Open Act9.2(Sales).xIsx and work in the Data worksheet.

1. Insert a function in cell I3 to determine the total value (Column H) of all the products sold by the
7Digital Store (in column A). Remember to format the answer as Currency.

2. Insert a function in cell 16 to determine the total value (Column H) of all the MP3s (in column A)
sold. Remember to format the answer as Currency.

3. Insert a function in cell 19 to determine the total value (Column H) of all the products sold by the
artist Green Day (in column D). Remember to format the answer as Currency.

4. Insert a function in cell 112 to determine the total value (Column H) of all the products sold by the
Label EMI UK (in column E). Remember to format the answer as Currency.

5. Insert a function in cell 115 to determine the total value (Column H) of all the DVDs sold (in
column B). Remember to format the answer as Currency.

COUNTIF

The COUNTIF function counts the number of cells that meet a criterion; for example, to
count the number of times a particular city appears in a customer list.

In its simplest form, COUNTIF says:
=COUNTIF(Where do you want to look?, What do you want to look for?).
For example: =COUNTIF(A2:A5,”London”); =COUNTIF(A2:A5,A4)

&  Activity9.3

Open Act9.3(sales).xlsx.

1. Insert a function in cell E3 to determine how many sales were made by Williams (in column A).
2. Insert a function in cell E6 to determine how many sales were made by Jones (in column A).
3. Insert a function in cell E9 to determine how many sales were made in Qtr. 2 (in column D).
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UNIT

9.2 Relational operators

You can use relational operators (>, <, <=, >= and <>) in simple IF functions. These will help
you refine the data even more. Table 9.1 gives a brief explanation of each relational operator.

Table 9.1: Relational operators in Excel

OPERATOR DESCRIPTION

> Greater than. Used to determine if one value is larger than another.

< Less than. Used to determine if one value is lower than another.

- Less than or equal to. Used to determine if one value is less than or the same as
a another value.

o Greater than or equal to. Used to determine if one value is more than or the same as
a another value.

<> Not equal to. Used to show that two values are not equal to each other.

#38  Guided activity 9.5

Mr Tshabalala wants to see if his students may play on the soccer team. They may only play if they

have less than 20 demerit points. Open the spreadsheet GAct 9.5.x/sx.

Step 1: Mr Tshabalala enters the formula =/F(C2>20,”No”,”Yes”) in cell D2. This says that if the
student has more than 20 demerit points, they may not play on the soccer team.

A B |, Cc | D E |
1 |First name Last name Demerits
2 |Andrews Steven | 15| =1 F(C2:~2D,"N0",“Yes“)|
3 |Becker Andries 22

Step 2: He presses Enterto view the result.

| A | B | c | D |
1 |Firstname | Last name Demerits
2 |Andrews Steven 15 Yes

3 |Becker Andries 22

Step 3: He then copies the formula down to check the rest of the data.

A | B | C | D |

1 |Firstname Lastname | Demerits

2 |Andrews Steven 15 Yes
3 |Becker Andries 22 No
4 |DelJong Willem 5 Yes
5 |Dlamini Kagiso 0 Yes
6 |Fischer Christopher 10 Yes
7 |Kelley Grant 8 Yes
& |Landry Andrew 29 No

You can use relational operators in IF statements to force additional calculations to be
performed if a certain condition is met.
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#38  Guided activity 9.6

Open the spreadsheet GAct 9.6.xIsx. A school administrator wants to check how many Grade 10

learners can be classified as teenagers (younger than 16) or young adults (16 years old and older).

He takes the class list of all Grade 10 learners in his school and does the following:

Step 1: In cell C2, he enters the formula =/F(B2>=16,"Young adult”, “Teenager”). This states that if
the learner is older than or is 16, they are classified as a young adult.

| A | B I C b B |
1 |Name .Age I
2 |Jerry Cook | 16| =IF(B2>=16,"Young adult","Teenager"}|
3 |Kagiso Lethuli 15

Step 2: She presses Enter to see the result.

| A | B | c | o
1 |Name Age
2 |Jerry Cook 16 Young adult
3 |Kagiso Lethuli 15
4 | Andrew Banks 15

Step 3: She copies the formula down to check the rest of the data.

- | e | ~ |

 |Name Age

t |Jerry Cook 16 Young adult
i |Kagiso Lethuli 15 Teenager

t |Andrew Banks 15 Teenager

i |Thiasha Pillay 14 Teenager

i |Danie van Vuuren 16 Young adult
" |Barry Williams 15 Teenager

i |Alna Joubert 15 Teenager
[IHerman du Toit 17 Young adult
0 |Paulo de Freitas 14 Teenager

1 |Brenton Naidoo 16 Young adult
2 |Oliver Parker 15 Teenager

3 |Dineo Rabada 15 Teenager

While the calculations in these activities could be done manually (since the amount of data
was small), it would be very time consuming to do this with a larger set of data. Imagine if
the worksheet had 4 000 entries. It would be labour intensive to go through all of the entries
and check each one. This is why using IF statements are very useful since the statements
will check the entries for you.
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& Activity 9.4

Open Act9.4(Dublin).xlsx. Work in the List worksheet.
1. The organisers of St Patrick’s Day want to know with which currencies they will be dealing with,
whether visitors will contribute pound sterling, dollars or Yen.

a. Insert a function in cell G3 to determine which visitors in Column F are from the UK. If they
are from the UK the word “Pounds” must be displayed, otherwise “No Pounds” must be
displayed. Copy this function to the cells in Column G for all visitors.

b. Insert a function in cell H6 to determine which visitors in Column F are from the USA. If they
are from the USA the word “Dollars” must be displayed, otherwise “No Dollars” must be
displayed. Copy this function to the cells in Column H for all visitors.

c. Insert a function in cell 14 to determine which visitors in Column F are from the Japan. If they
are from the Japan the word “Yen” must be displayed, otherwise “No Yen” must be displayed.
Copy this function to the cells in Column G for all visitors.

Work in the Summary worksheet

d. Insert a function in cell C2 to display “True” if the total number of visitors per city (Column B)
is 4 visitors or more. Otherwise, the function must display “False”. Copy the function to
indicate for all cities’ visitors up to cell B21.

e. Insert a function in cell D2 to display “True” if the total number of visitors per city (Column B)
is less than 8. Otherwise, the function must display “False”. Copy the function to indicate for
all cities’ visitors up to cell B21.
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UNIT

9.3 Charts

Charts are especially important when you are presenting data in a report. In this unit, you will
learn how to create charts and graphs, how to format them and how to edit them.

In Mathematics and Maths Literacy, you learned about graphs. In Excel, we call these
charts. In this unit, we will refer to them as charts.

CREATING CHARTS

Charts can only be created when the data is in the sheet and is sorted in a logical way. In
Excel, charts are under the Insert tab in the lllustrations group.

#38  Guided activity 9.7

Step 1: Select data for the chart.

A B C D E F
1 |Genre 2014 2015 2016 2017 2018
2 |Classics R27,228.00  R25,984.00 R20,346.00 R18,223.00 R15,547.00
3 |Young Adult R30,056.00 R32,128.00 R36,987.00 R42,694.00 R65,321.00
4 |Science Fiction & Fantasy ~ R9,150.00 R8,561.00 R8,498.00 R9,589.00 RS,924.00
5 |Mystery R25,667.00 R25,432.00 R27,629.00 R27,978.00 R28,456.00
6 |Thriller R25,945.00 R25,165.00 R28,078.00 R29,656.00 R30,215.00
7 |Romance R35,065.00 R32,973.00 R33,756.00 R33,561.00 R33,798.00
8 |Non-fiction R18,655.00 R26,563.00 R20,765.00 R18,594.00 R15,364.00
9 |self-help R22,698.00 R21,654.00 R17,985.00 R10,874.00 R9,578.00
10 |Biography R27,894.00 R24,605.00 R22,654.00 R22,983.00 R23,549.00
11

Step 2: Select the Insert tab.

File Home Insert Page Layout Formulas Datz

=] =] — N v [5Shapes- &
s 7 H RS

Hg} lcons &4_'

PivotTable Recommended Table  Pictures Online
PivotTables Pictures @ T

Tables INustrations
Step 3: Select Recommended Charts.
= @
W - - 440
Recommended a . Maps PivotChart
Charts é}' |-_' - -

Charts

il

... continued
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“‘ Guided activity 9.7 .... continued

Step 4: Select a chart on the Recommended Charts tab to preview the chart.

Insert Chart T x
Recommended Charts Al Charts

*  Clustered Column

o Classics
- -
-M: Y ) = = = R25,000.00
—— — R20,000.00
- -
R R5,000.00
- RO.OO
‘. 2014 201 2015 2017 2018

A clustered column chart is used to compare values across a few categories.
Use it when the order of categories is not important.

Step 5: Select the chart that will work best for the data.
Step 6: Select OK.

The chart or graph will be added to the Excel spreadsheet. You can then move the chart
around, resize it or edit it.

O O O
Classics

R30,000.00
R25,000.00
R20,000.00

Qr1s.00000 Q
R10,000.00
R5,000.00
R0.00

2014 2015 2016 2017 2018
O O O

& Activity9s

1. Open Act9.5(Species).xlsx and work in the Spec worksheet.
a. Create a pie chart in a new worksheet called Pie Chart to display the severity percentages for
all Vertebrates (Column A).
Add the title “% of Endangered Vertebrates” roughly in the middle of the chart.
Add the legend at the bottom.
e You must use data labels for each piece of the pie chart.
e The “Birds” section must be separated from the rest of the pie.
b. Create a column graph in a new worksheet called Column Chart to display the number of
threatened species per year (2008 — 2014) for all Invertebrates (Column A).
e Add an appropriate title to the chart.
e Add the legend at the top.
e You must use data labels for the chart.
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FORMATTING AND EDITING CHARTS AND GRAPHS

When it comes to finally displaying the data, there are many formatting options you can
choose from to make sure the data is displaying in a way that gets the message across in
the most effective way. There are two main ways that you can format a chart:

e Using the Format task pane.

e Using the Chart Tools ribbon.

The Format pane allows you to format the data display elements of the chart, like the axes,
the data series, the title, etc. The Chart Tools ribbon allows you to format the colour, shapes
and text.

#38  Guided activity 9.8

Step 1: Right-click on the chart element you want to format. This could be the axes, data series or
titles, for example.

Biography F._
Self--'=
Mon-f| '{I/’v ’7

mm mmmertical (Categ -
Rom Rl Qutline

T
——

My —
Boience Fiction & Fa -

Young Delete

1

o
A
i

’ i

Reset to Match Style

Font...

Change Chart Type...

Select Data...

B 3-DRotation

&7

Step 2: Select Format [chart element]. In this case, it’s the axis.
Step 3: The Format pane opens on the right of the screen with options for the element.

Add Major Gridlines
Add Minor Gridlines
Format Axis...

Format Axis M
Axis Options 7 Text Options
O O = il
4 Pudis Options ]
Bounds
Minimurm Auto
Maximurm Auto
Units
Misjor Auto
Minor Auto
Harizontal axis crosses
® Automatic
() Axis valug .0 | |
() Maxirmum axis value

Show display units label on chart

[ ] Loarithmic scale pace 10
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#38  Guided activity 9.8 .. continued

Step 4: Using this window, you can change the label position of the axes, change the number

format, add tick marks to the axes or adjust the axes themselves.

Format Axis MR

Axis Options %7 Text Options
SO Ol

I Axis Options
I Tick Marks
[ Labels

F Number

In the Format pane, you can format the chart element using the following tools:

Fill & Line lets you change the fill colour and border type for each element.

Effects lets you add image effects (like shadows or a glow) to the element.

Size & Properties lets you change the width, height and scale of the element as well as
assign it certain properties.

You can change the chart’s layout, style and chart type as well as adding shapes and text
effects to the chart using the Chart Tools ribbon. There are several things that you can

¥
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format using the ribbon. On the Design tab, you can:
® Add new chart elements.

e Change the layout using Quick Layout.

e (Change the colours and styles.

e Use the Data group, you can switch the rows and columns and change the data range.

e (Change the chart type and move the chart to another sheet or tab in the workbook.

L]
a i
N L I | e now
Add Chart Quick  Change o N h o N o N B - Switch Row/ Select Change Maove
Element - Layout=  Colors - Column  Data  ChartType Chart

Chart Layouts Chart Styles Data Tpe  Location

Figure 9.1: The Design tab of the Chart Tools ribbon

Using the Format tab, you can:

e Format the element you have selected.

® Insert shapes and change the styles of those shapes.
e Add WordArt and change the styles.

e Rearrange the chart’s position in the spreadsheet.

e (Change the size of the chart.

Plot Area - | LashapeFill- A b &~ £loem

% Format Selection Dooal- | Abc | ~ L# Shape Outline | = ;

“ResettoMatchStyle | A L L7 7 D Shape Effects A Cfy Selection Pane  “h - ==V
Current Selection Insert Shapes Shape Styles 1 | WordArt Styles Arrange Size 5]

Figure 9.2: The Format tab of the Chart Tools ribbon

You can also add or remove gridlines, legends, data labels, titles and other options by using

the Chart Elements button.

TERM 3 | CHAPTER 9 IF FUNCTIONS AND CHARTS | UNIT 9.3 Charts

2019/09/20 11:54 AM



#38  Guided activity 9.9

Step 1: Select the chart.
Step 2: Select the Chart Elements button.

7 - f
Classics
R30,000.00
R25,000.00
R20,000.00
Q R15,000.00 ?
R10,000.00
RS,000.00
R0.00
2014 2015 2016 2017 2018
e} O O

Step 3: Tick or untick elements you want to add or remove from the chart.

=0
. Chart Hements
Axes
D Auis Titles
Chart Title
[] Data Labels
D Data Table
C D Error Bars
Gridlines
D Legend
D Trendline
_0
Step 4: Remove the gridlines from a chart by unticking the Gridline box.
& O
Classics . Chart Hements
R30,000.00 x:‘rms
Chart Title
fzs,000.00 [] Data Labels
R20,000.00 [] Data Table
[] ErrorBars
R15,000.00 [ Gridlines
[] Legend
R10,000.00 D Trendline
R5,000.00
RO.00
2014 2015 2016 2017 2018
& o
Step 5: Add a legend to the chart by ticking the Legend box.
o O
Classics . Chart Flements
R30,000.00 xf‘riﬂs

Chart Title
[] DataLabels

R20,000.00 W Classics [] Data Table
] ErrorBars
R15,000.00 ] Gridlines
R710,000.00 Legend
D Trendline
RS5,000.00

RO.00
2014 2015 2016 2017 2018
O O

R25,000.00

Legends are useful when you have more than one bar or data element in a chart since they let you
reference the chart more easily.
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GIVING CHARTS AND GRAPHS MEANINGFUL TITLES AND LABELS

The most important thing to think about when creating a chart is that the chart should give
the reader all the information they need to quickly and easily interpret the data without them
needing to interact with the data in any way.

This is why you need to make sure that the chart’s titles and labels are meaningful and carry
the appropriate message across. When you create a chart, think carefully what you will call
the chart. It’s not enough to call it “Marks” when the chart is actually showing different
English class marks. Rather call it “Term 3 English Marks” to convey the appropriate and
relevant message.

Naming the axes is also important, since people need to know that they are looking at. If
you just have rows and columns of numbers without explaining them, the people looking at
the chart might not be able to interpret it correctly. For example, if the y-axis (the line on the
left going up) shows how many people attended an event, call that axis “Attendance”. If the
x-axis (the flat line on the bottom) shows dates for the event, call that axis “Event dates”.

#38  Guided activity 9.10

There are two ways to add chart titles and labels.

Method 1: Adding a title directly
Step 1: Inthe chart, select the Chart Title box and type in a title.
Step 2: Select the Chart Elements button.

\ . \ \ . \
(Chart Elements Book sales
Aoes

P ) N
Ll Boerarhy |
Chart Title -
L] DataLabes St ey

[] Data Table

— .
o B Moo e
Gridlines a .
Legend emance.

Trendine o e |~ ?

Step 3: Select the arrow next to Chart Title.
|

=AY |

Chart Elements

Axes

[] Axis Titles

Chart Title [ 3
Data Labels

Data Table

Error Bars
Gridlines

Legend

IEIEICCTE]

Trendline

Step 4: Select Centered Overlay to lay the title over the chart or use More Options to get
extra choices.

Above Chart
Centered Overlay |y
Mare Options...

... continued
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:“ Guided activity 9.10 ... continued

Step 5: Right-click the chart title to get options like Fill or Outline to format the chart.
Method 2: Linking a title to a cell

Step 1: In the chart, select the Chart Title box.

Step 2: Type = and select the cell that contains the text you want to use as a chart title.
Step 3: Press Enter.

EDITING CHARTS AND GRAPHS

Editing charts is actually very simple as long as you remember that whatever you do to the
data, you do to the chart. This means that if you make a change to the source data that the
chart draws from, the chart will update automatically to reflect that.

There are three main things you can edit in a chart:
1. The data itself

2. The data series

3. The titles

In this section, you will learn how to edit the titles and data series of the chart. If you have
any titles (like a chart or axis title) or labels (specifically data labels) in the chart, you can edit
them in the chart itself. You can also use rich text formatting to make changes to the titles
and labels, by adding colour, text effects and more.

Note that if you have linked the chart title or label to a cell in the worksheet, you will make
the changes in that cell.

#38  Guided activity 9.11

Step 1: To edit:
e Atitle, select the chart or axis title that you want to change.
e Adata label, click twice on the data label that you want to change.
e (The first click selects the data labels for the whole data series, and the second click
selects the individual data label.)
Step 2: Click again to put the title or label in editing mode.

Step 3: Select the text that you want to change and type the new text or value.
Step 4: When you are finished editing, click outside of the text box where you have made text changes.

#38 Guided activity 9.12

Step 1: Right-click on the chart, and then choose Select Data.

Cut

S

[® copy

L Paste Options:
a

5|

Reset to Match Style
Font...

Change Chart Type...
Save as Template...
Move Chart...

OiExE>E

You can also get to this dialog box from the Value tab in the Chart Filters gallery.

COMPUTER APPLICATIONS TECHNOLOGY | GRADE 11 | Practical Book

Gr11_CAT_Practical_LB.indb 130

2019/09/20 11:54 AM




1

REVISION ACTIVITY

Ace Travel has stored a list of their clients in a spreadsheet.

Open the Chapter 9_Revision Activity spreadsheet and work in the Clients_Kliénte worksheet.
1 Format the worksheet as follows:
a. Centre the text in row 1. 1)
b. Use a light blue fill colour for row 1. 1)
c¢. Change the height of row 1 to 30pt. 1)
d. Wrap the contents of cell A3. )
2. Use conditional formatting on column E to automatically highlight all males in a yellow fill
colour and red text colour.
3. Insert a function in cell K8 to determine the total number of trips made by clients.
Insert a function in cell K9 to determine how many clients are NOT international travellers.  (
5. Create a pie chart to display the percentage breakdown of each category of traveller status.
Use the data in cells J11:K13 to create the chart as follows:
e Add the following chart title above the chart (bold & 14pt): Traveller Status
e Display the percentage for each category of traveller status.
e Fill the category that has the highest percentage with any gradient colour of your choice.
e Display the chart in a new worksheet and rename it to: Travellers 8)
Work in the Bookings_Besprekings worksheet.
6. The rate per day is stored in column H.
Insert a formula in cell D5 to determine the total accommodation cost for the duration of

SR

>
&

the stay for Bertha Hood. (2)
7. Insert a function in cell J7 to determine the third lowest rate per day. 2
8. Insert a function in cell J10 to determine the total number of days (column C) that clients

will spend at hotels or lodges in Kenya. @)

9. Abooking reference in column A that is indicated with an ‘X" indicates an international hotel
or lodge. A booking reference that is indicated with a ‘D’ indicates a domestic hotel or lodge.
Insert a function in cell E10 to return the value ‘TRUE’ if the hotel or lodge in row 10 is

international and the value ‘FALSE’ if the hotel or lodge in row 10 is domestic. @)
Total: [32]
AT THE END OF THE CHAPTER
CAN YOU ... YES NO
1 | Use simple IF functions to solve problems?
Use SUMIF and COUNTIF?

Describe the use of relational operators in simple IF statements?

Create and interpret charts and graphs in Excel?

Format and edit charts and graphs in Excel?

D | OB~ W N

Embed charts and graphs into Microsoft Word?

TERM 3 | CHAPTER 9 IF FUNCTIONS AND CHARTS | UNIT 9.3 Charts
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CHAPTER

10 WORKING WITH SPREADSHEETS

CHAPTER OVERVIEW
Unit 10.1: Import/export data
Unit 10.2: Help files

Unit 10.3: Manipulating worksheets

Unit 10.4: Integration techniques

)

By the end of this chapter, you will be able to:

e Import data into Excel from various sources.
e Export data from Excel into various formats.

e Manipulate spreadsheet data, including moving and copying data, adding headings, freezing
panes and viewing gridlines.

e Protect a spreadsheet using Excel’s built-in tools.
e Use different print options, including print area.
e Link cells and formulas between sheets.

INTRODUCTION

Excel’s ability to take large sets of data and perform complex calculations on it has made it
one of the most popular spreadsheet programs in the world. This popularity is also due to
the fact that Excel makes it easy for users to import data from other sources and to
manipulate that data so that it makes sense.

WORKING WITH EXCEL

You can make a workbook easier to read and more presentable by inserting headers and
footers. A header is found in the top margin and the footer is found in the bottom margin.

To insert a header or footer:

* Navigate to the bottom right hand side of the workbook. Select the Page Layout view
command. The worksheet will then be shown in the Page Layout view.

Select the header or footer that you want to format. In this example we will modify the
header at the top of the page.
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e The Header & Footer tools tab will appear in the Excel ribbon. From here, you can add
page numbers, dates, workbook names and so on.

The header will change and then automatically add page numbers.

You may also need to format or update the data type of a particular cell. To do this, you will:
1. Select the cell or cells that you want to modify.

2. Select the drop-down arrow in the Numbers group on the Home tab.

3. A dialogue box will open; from there you can select the data type that you want.

4. Lastly, select OK and the data type will be applied to the selected cells.

TERM 3 | CHAPTER 10 WORKING WITH SPREADSHEETS
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UNIT

10.1 Import/Export data

Not all the data you will work with in Excel will be in Excel to begin with. You may need to
import data from an external source into Excel in order to work with it properly. You may also
need to export the data from Excel to another program so that you can share it with people
who may not have access to Microsoft’s Office products.

In this unit, you will learn how to import data from an Access database, a CSV file and from
another Excel workbook. You will also learn how to export Excel data to a CSV file.

IMPORTING DATA

Imagine for a moment that you have been given a Notepad file containing rows and rows of
data that needs to be input in Excel so that it can be sorted and analysed. If you were to try
doing this manually, it could take days to do and you may make mistakes or leave something
out. Luckily, Excel’s import function will allow you to quickly import the data without
any mistakes.

In your future careers, you may need to analyse data from a variety of sources, a Microsoft
Access Database, a text file or a SQL file, for example.

IMPORTING DATA FROM ACCESS

When you are importing data from Access, you may need to take information from more
than one table. Excel allows you to select the tables in an Access database when you are
importing the data. To see how to import data from Access to Excel, read through the
following guided activity.

#38  Guided activity 10.1

Step 1: Open a blank workbook.
Step 2: Select the Data tab.

] Book2 - Excel

Home  Inset  Pagelayout  Formulas Review  View Help O Tell mewhat youwant to do

File Home Insert Page Layout Formulas
[‘ﬁ From Access D —C F Show Queries
[ From Web ¢- — = @ From Table

From Other Existing ew
[ & From Text Sources~  Connections Query ~ [E}) Recent Sources

Get External Data Get & Transform

.. continued
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#38  Guided Activity 10.1

Step 4: Select the Access file you would like to import data from and select Open. Access files end

H *
in *.accdb.
Select Data Source X
« v A4 | | « Projecttextbooks » TTRO » v & | Search TTRO P
Organize « New folder = @M @
~
(o] Mame Date modified Type

5 Quick access
Done

Microsoft Excel Images
Resources

4@ OneDrive
D olympicmedals.accdb

[ This PC
“J 3D Objects
[ Deskiop
Documents
3 Downloads
M 66
D Music

[&] Pictures v <

26/10/2018 09:30 File folder
17/10/2018 09:55 File folder
17/10/2018 09:55 File folder
29/10/2018 14:50 ACCDB File

File name: | olympicmedals.aceds

|| Access Databases (“mdb;*mds ~ |

Tools

T )

Step 5: Use the Select Table dialogue box to choose which tables you want to import.

Select Table ? *
@ Enable selection of multiple tables
@ MName Description  Modified Created Type
[0 Disciplines 6/ 3 472/ 5 PM
= Events 5/1/2013 3:10:36 PM 5A1/2013 3:10:26 PM TABLE
™ Medals 6/5/2013 12:57:53 PM 5/13/2013 %:27:56 AM  TAEBLE
% 5_Teams 4/3/2013 31242 PM 4/2/2013 4:02:29 PM TABLE
@ W_Teams 4/3/2013 3:13:06 PM 4/2/2013 4:01:56 PM TAELE
< >
[ ok ]| cana |
A

Step 6: Choose how you want to view the data in the /mport Data window. In this example,

we selected Table.

Import Data

F @iable;

i#] O pivotTable Report

15 O PivotChart

E Dgnt]rCreateConnection
Where do you want to put the data?

Existing worksheet:

Select how you want to view this data in your workbook.

7 pod

| =551

[2]

@l Mew worksheet
| Add this data to the Data Model

| Properties... *| | oK

I | Cancel

... continued

Step 7: Select OK and wait for the data to be loaded. This may take a few seconds, depending on

the size of the database.
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#38  Guided Activity 10.1

... continued

Step 8: As you can see, the data has been imported as tables on separate worksheets.

- - - - - .-
il Discip h DisciplinelD A SportiD &4
2 |Alpine skiing D1 537

3 |Biathlon D10 58

4 | BMX D11 515

5 |Bobsleigh D12 59

& |Boxing D13 510

7 |Canoe /KayakF D14 511

8 |Canoe /KayakS D15 511

9 |Cricket D16 512

10 Croquet D17 513

11 |Cross Country S~ D18 537

12 |Curling D19 s14

13 |Archery D2 52

14 |Cycling Road D20 s15

15 |Cycling Track D21 515

16 |Diving D22 51

17 Dressage D23 516

18 |Eventing D24 516

19 |Fencing D25 517

20 |Figure skating D26 536

21 |Football D28 518

22 |Golf D23 519

3 |Artistic G D3 20

| Sheet! | Sheet2 | Sheet3 | Sheetd | Sheets | Sheets | @

Step 9: The data is now imported and ready for you to work with.

IMPORTING DATA FROM A TEXT FILE

Very often, data that you download or extract from websites or online databases will be in a
text file (*.txt). Reading this data in that file can be extremely difficult and it may be nearly
impossible to analyse it or draw any conclusions from the data.

In the following guided activity, you will see how data from a text file can be imported
into Excel.

#38  Guided activity 10.2

Step 1: Open a blank workbook.

Step 2: Select the Data tab.

Home

Insert

File Home

Page Layout

Insert

Book?2 - Excel

Formulas leview fien Help O Tell me what you want to do

Page Layout Formulas

[ @i From Access D =L F Show Queries
& From Web -¢- = @ % From Table
From Other Existing New

[ {5 From Text Sources+  Connections  Query = [ Recent Sources
Get External Data Get & Transform

Al v Je

A A B | C D | E | F

1

2|

2

4

... continued
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#38  Guided activity 10.2

... continued

Step 4:  Select the text file, Import.txt, to import data from and select Import. Text files end in *.txt

Import Text File X
<+ <« Project textbooks » TTRO » v & Search TTRO P
Organize * New folder = ™ @
~
& OneDrive A Name Date modified Type
Done 26/10/2018 09:30 File folder
[ This PC .
- Images 17/10/2018 09:55 File folder
B 30 Objects Resources 17/10/201809:55  File folder
[ Desktop new master copy pricelist october 2013 - .. 29/10/2012 1514 Text Document
Documents
J Downloads
I 66
B Music
[&] Pictures
B Videos
= 0S(C)
T e v
File name: | new master copy pricelist october 2013 - New v | | Text Files ("pm bt iesy) |

Step 5:  Use the Text Import Wizard to select the format that best describes the data.

Step 5a: In this case, we selected Comma Delimited and made sure that My data has headers has

been ticked. Select Next.

Text Import Wizard - Step 1 of 3

The Text Wizard has determined that your data is Fixed Width.

If this is correct, choose Next, or choose the data type that best describes your data.
Original data type

Choose the file type that best describes your data:

- Characters such as commas or tabs separate each field.

O Fixed width - Fields are aligned in columns with spaces between each field.

Start import at row: |1 E" File origin: | MS-DOS (PC-8)

E My data has headers.

Preview of file C:\Users\caryn\Deskt...\new master copy pricelist october 2013 - Mew Criginals.be.

1[ontent Item,New Supplier Reference Code, Inksaver SKU,Refersnce 1,Referen|

[z briginal Brother BU-100CL Belt Unit,BUL0OCL, BU-100CL, BU-100CL, ,BU-100CL, §|

priginal Brother BU-200CL Belt Unit,BU200CL, BU-200CL, BU-200CL, ,BU-200CL, 5|
priginal Brother BU-300CL Belt Unit,BU300CL, BU-300CL, BU-300CL, , BU-300CL, 5|
Original Brother DR-150CL Black, Cyan, Magenta & Yellow Drum Units (Mult

>

| canct || <Back | [ mext> || Enisn |

Step 5b: Select the delimiters of the data. Here it is Comma. Select Next.

Text Import Wizard - Step 2 of 3 ? X

This screen lets you set the delimiters your data contains. You can see how your text is affected in the
preview below.

Delimiters
M 1a0

[ semicolon [ Treat consecutive delimiters as one

[ space g
Damer ]

Data preview

ontent Item

riginal Brother BU-100CL Belt Unit

riginal Brother BU-200CL Belt Unit

riginal Brother BU-300CL Belt Unit

riginal Brother DR-150CL Black, Cyan, Magenta & Yellow Drum Units (Multi-Fw
<

>

cancel H < Back || Next > H Finish

... continued
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#38  Guided activity 10.2 .... continued

Step 5c: Select the format for the data. You can select each column and choose the Data Format for
that column.

Text Import Wizard - Step 2 of 3 ? X

This screen lets you select each column and set the Data Format.
Column data farmat

® General
“General’ converts numeric values to numbers, date values to dates, and
Olet all remaining values to text.

O Do not impart column (skip)

Data preview

Once you are done, select Finish.

Step 6:  The Import Data dialogue box will open. Select how you want to view the data. In this case,
Table was automatically selected. You can also choose where you want the data to start in
the worksheet. We chose cell A1.

Import Data ? x

Select how you want to view this data in your workbook,
53] Table
[[#] () PivotTable Report
I3 PivotChart
= Only Create Connection
Where do you want to put the data?
(®) Existing worksheet:

=sas1]

O MNew worksheet

|:| Add this data to the Data Model

T

Select OK when you are done.

Step 7: Check that the data has imported correctly and that the columns are correct.

B Excel
Insert Page Layout Formulas Review View Help £ Tell me what you wa
[@From 2 = Show Queries r [e]l Connections 4| [TTh W Clear ¥ [E Flash Fill E+= Consalidate
B Fram E“" D EE By 54 & T o B= y:] S
& From V From Table [=] Properties Y Reapply BB Remove Duplicates 25 Relstionships
[y From Text From ?‘,hﬂ - Ex\:hrng New Do R Gy Refresh 2L Edit Links El Sort Filter "M - Text to £ Data Validat .
Al Sources Connections | Query - LG Recent sources All- g FOELINKS EE Columns =8 Uata Validation A

Get External Data Get & Transform Connections Sork & Filter Data Tools
H27 ~ £ | Yellow
4 A | B | © | D
1_|Content Item New Supplier Reference Code Inksaver SKU  Reference 1
2 |Original Brother BU-100CL Belt Unit BU10OCL BU-100CL BU-100CL
3 |Original Brother BU-200CL Belt Unit BU200CL BU-200CL BU-200CL
4 | Original Brother BU-300CL Belt Unit BU300CL BU-300CL BU-300CL
5 |Original Brother DR-150CL Black, Cyan, Magenta & Yellow Drum Units (Multi-Pack) DR150CL DR-150CL DR-150CL
6 _|Original Brother DR-200 Black Drum Unit DR200 DR-200 DR-200
7 |Original Brother DR-2025 Black Drum Unit DR2025 DR-2025 DR-2025
8 |Original Brother DR-2035 Black Drum Unit DR2035 DR-2035 DR-2035
9 |Original Brother DR-2125 Black Drum Unit DR2125 DR-2125 DR-2125
10 |Original Brother DR-2255 Black Drum Unit DR2255 DR-2255 DR-2255
11 |Original Brother DR-240CL Black, Cyan, Magenta & Yellow Drum Units (Multi-Pack) DR240CL DR-240CL DR-240CL
12 |Original Brother DR-3000 Black Drum Unit DR3000 DR-3000 DR-3000
13 |Original Brother DR-3115 Black Drum Unit DR3115 DR-3115 DR-3115
14 |Original Brother DR-3215 Black Drum Unit DR3215 DR-3215 DR-3215
15 |Original Brother DR-3355 Drum Unit DR3355 DR-3355 DR-3355

Step 8:  The data is now imported and ready to work with.
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You can also simply copy and paste the data from one workbook to another. Once you have
all the data you need in one place, you can compare the data or create relationships between
the data in one sheet and the data in another sheet.

EXPORTING DATA

When you have finished manipulating the data in Excel, you may need to export it to a
different file format. This could be because you want to upload it to a SQL database, and
you need it to be a comma separated values (CSV) file or the people you are sharing the
data with do not have access to Excel.

The simplest way to export data to a different file format is to use the Save As function and
change the file to a CSV.

EXPORTING TO CSV

To export the data in an Excel spreadsheet to CSV, you simply need to use the Save As
function.

#38  Guided activity 10.3

Step 1: Select File.

Bookl - Excel

Insert Page Farmulas Data Review View Help 2 Tell me what you want to do

Step 2: Select Save As.
(&)
g
Info

MNew

Open

Print

Share

Export

... continued
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#38  Guided activity 10.3 .. continued
Step 3: Select the location you want to save the file to.
Save As X
b « TTRO » Prac activities w Search Prac activities P
Organize « New folder == - o
-~
[ This PC ~ Name Date modified Type

: 30 Objects Activities 24/01/2019 1546 File folder
I Desktop (Activty 6.2) Rivers.xlsx 13/12/2018 13:05 Microsoft Excel W..,
Documents Cenditicnal formatting.xlsx 12/11/2018 22:30 Microsoft Bxcel W...
3 Download Data for access db.xlsx 11/12/2018 13:45 Microsoft Bxcel W...
ownloads English Marks.dsx 03/10/2018 13:56 Microsoft Excel W...
& Music Excel examples.xlsx 12/11/2018 22:23 Microsoft Excel W...
[=] Pictures Thank you letterxls 17/01/2018 13:45 Microsoft Excel W...
m Videos Wedding RSVP.xlsx 30/10/2018 12:48 Microsoft Excel W..,
- 05 (C) v < >
File name: | [T -
Save as type: | Excel Workbook (*.xdsx) ~

Authors:  Caryn O'Mahony Tags: Addatag
[ Save Thumbnail
~ Hide Folders Tools = | Save | | Cancel |

Step 4: Select CSV (Comma delimited) (*.csv) from the Save as type dropdown menu in the Save As
dialogue box.

Save As
T

Organize « Nej

O This PC
“J 3D Objects
[ Desktop
Documents

* Downloads

JI Music

[&] Pictures

m Videos

- 05(C)

File name:

Save as type:

Authors:

Excel Workbook (*.xlsx)

Excel Macro-Enabled Workbook (*.xlsm)

Excel Binary Workbook (*xlsb)

Excel 97-2003 Workbook (*.xls)

CEY UTF-8 (Comma delimited) (*.csv)

KML Data (*xml)

Single File Web Page (*.mht;*.mhtml)

Web Page (*.htm;*.html}

Excel Template (*.xdtx)

Excel Macro-Enabled Template (*.xltm)

Excel 97-2003 Template (*.xlt)

Text (Tab delimited) (*.txt)

Unicode Text (*.td)

XML Spreadsheet 2003 (*.xml)

Micrasoft Excel 5.0/%5 Workbook (*xls)
nma delimited)

Formatted Text (Space delimited) (*.prn)

Text (Macintosh) (*.td)

Text (MS-DOS) (*bet)

C5Y (Macintosh) (*.csv)

CSV (MS-DOS) (*.csv)

DIF (Data Interchange Format) (*.dif)

SYLK (Symbelic Link) (*.slk)

Excel Add-in (*xdam)

Excel 97-2003 Add-in (*xla)

PDF (*.pdf)

XPS Document (*.xps)

Strict Open XML Spreadsheet (*xlsx)

OpenDocument Spreadsheet (*.ods)

. Hide Folders

Toaols -
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#38  Guided activity 10.3 .. continued

Step 5: Change the name from Book1 to the document’s new name and select Save.

Save As X
™ < Project textbooks » TTRO » v Search TTRO el
Organize v New folder == = 0
~
B This PC ) MName Date medified Type
: 3D Objects Done 26/10/2018 09:30 File folder
I Desktop Images 17/10/2018 0%:55 File folder
Documents Resources 17/10/2018 09:55 File folder
i Download gyms (1).csv 29/10/2018 20:12 Microsoft Excel C...
ownloads o - :
new master copy pricelist octeber 2013 - ... 29/10/2012 15:14 Microsoft Excel C...
JI Music Lo s .
raids.csv 29/10/2018 20:20 Microsoft Excel C...
[&=] Pictures
B Videos
- 05[] v < >
File name: | REMGEIEREY w
Save as type: | CSV (Comma delimited) (*.csv) w
Authors:  Caryn O'Mahony Tags: Addatag
A Hide Folders Tools ~ sve | Cancel

Step 6: Select Yesin the message box that pops up.

Microsoft Excel X

o Some features in your workbook might be lost if you save it as C5V [Comma delimited].

Do you want to keep using that format?

fdes 3 | No | | Hep

Step 7: Close the workbook.

(7] Raids data.csv - Notepad — O X

File Edit Format View Help
hd,user_id,pokemon,lat,lon,First_ﬁeen,start_time,end_time,timezone,addres ~
s, Eym_name, gym_team

1746,535356849,28/81,/1901 ©0:80,-25.6993152,28.26582554,28/89/2018
86:48,02/10/2018 13:00,02/18/2018 13:45,Africa/lohannesburg,NULL,!
Moregloed Park Gate A Confirmed EX Location,NULL
1747,535356849,28/81,/1901 ©0:00,-25.702734,28.258378,28/09/2018
86:49,82/18/2018 13:00,02/18/2018 12:45,Africa/Johannesburg,Cunningham &
Cook Str,!Library Confirmed Ex Location,NULL

1761,589694340,28/81,/1901 ©0:00,-25.82056,28.208243,28/09,/2018
12:49,02/10/2018 17:30,02/18/2018 18:15,Africa/Johannesburg,NULL, !Fleur
Park Central ,NULL

1892,33383861,208/01/1901 60:08,-25.767882,28.22359,01/18/2018
18:4@,02/18/2018 17:30,02/10/2018 18:15,Africa/Johannesburg,NULL,Mackey
Hanger Star - EX Location,NULL

1897,33383801,208/01/1901 @0:00,-25.73895,28.272343,01/18/2018
21:08,02/10/2018 13:00,02/10/2018 13:45,Africa/Johannesburg,NULL,Entrance
near Pretoria Botanical,NULL

&  Activity 101

Open Act10.7(Species).xlsx.
1. Import the data from Act70.7(Imp).csv into the worksheet /mp.
2. Save and close the spreadsheet.
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UNIT

10.2 Help files

To access help in Microsoft Excel, you can do any of the following four things:
1. Enter a query in the box labelled Tell me what you want to do at the end of the tabs at
the top of the document.

O Tell me what you want to do

2. Press F1 on the keyboard to enter the Help panel on the right-hand side of the document.

Help v
< .. 0

v Get started 2
Rows, columns, cells

Formulas & functions

Formatting

Tables & charts

PivotTables

B 0 B & @ @@

Share & coauthor

3. Select File and then select the ? in the top right-hand corner.

® @ |2]| -

4. Select the Help tab.

Help O Tell me what you want to do
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UNIT

10.3 Manipulating worksheets

Knowing how to manipulate the data in the worksheets correctly is an essential skill when
working with Microsoft Excel. If you do not move the data correctly, this could lead to errors
in the results or the formulas not working correctly.

In this unit, you will learn how to work with Excel spreadsheets and how to move and copy
data, how to add headings and freeze panes, how to view gridlines and how to protect the

spreadsheet. You will also learn about different print options available to you when you want
to print it.

WORKING WITH SHEETS

When you move or copy a cell, Excel will keep that cell's formulas and the results, the
formatting and any comments.

MOVING AND COPYING DATA

If you only want the resulting values of a formula to be moved.

You can drag and drop cell data to move data.

338 Guided activity 10.4

Step 1: Select the cells you want to move.

|A2 "| i | X e || Maureen

A

1 |Name EmallAddress RSVF'-'
2 |Maureen

3

4

5

(]

T |Chris

Step 2: Move the mouse cursor to the border of the selection and wait for it to become the
move pointer.

A2 "| : | x Fe || Maureen

4 A | B | C |

1 |Name Email Address RSVP G
2 |Maureen

3

4

5

6 T
T |Chris ¥ {FL

.. continued
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:“ Guided activity 10.4 ... continued

Step 3: Drag the selection to another part of the worksheet.

‘ F5 v| E ‘ x b3 ” Maureen
4 A | B | @ | D | = | F | G | H |
1 |Name Email Address RSVP Guests Song
2 1
3] 1 Winding Road - Crash car bum and Justin Serrao
4| 1 Scom - In Flames
5 | 1 Maureen
6 | 1 Love is all around
7 |chris y 1
'8 [Skippy y 1
9 [Nicole y 1 |
10 |Mark y 1 Tool - Stinkfist [

Another option for moving data is to use the Cut and Paste commands.

Sometimes, you might have to copy the results of a formula without copying the formula
itself. Remember that when Excel copies a cell it copies all of the data in that cell. To copy
just the values to a new area, you will need to use the Paste Special feature in in Excel.

Paste Special in Excel has more options than in Microsoft Word. In the example below, you
will learn how to use the most commonly used option, pasting values only.

238 Guided activity 10.5

Step 1: Select the data you want to copy. As you can see, there are functions in these cells.

3 | =IF(B2>=1000, "No", "Yes")

Step 2: Copy the data using the Copy command in the Home ribbon or by pressing Ctrl+C.

Fe | =IF(B2>=1000, "No", "Yes")

... continued
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#38  Guided activity 10.5 .. continued

Step 3: Right-click in the cell you want to move the data to. An Options dialogue box will open.
Step 4: Select the Paste Values icon.

calibi <[11 | A Mg s
J—B I=H-A-F -8
-

X Cut

B Copy

% Paste Options:
)% B

Paste Special...

-

ﬁ) Smart Lookup
Insert Copied Cells...
Delete...

Clear Contents

i

Quick Analysis

Filter 3
Sort 3
t.j Insert Comment

E Format Cells...

Pick From Drop-down List...
Define Name...

8 ek
Step 5: The data will be pasted as values only. As you can see, when the data is selected, the o]
functions have been removed.
No MOVE AND COPY CELLS
c o | & . “ AND THEIR CONTENT
Shipping? Total
No RO.00 No 1)
Yes R350.00 Yes 350
No RO.00 No 0
Yes R1,098.00 Yes 1098
No RO.00 No 1)
Yes R700.00 Yes 700
No RO.00 No 0
No RO.00 No 0
Yes R250.00 Yes 250
No RO.00 No 1)
No RO.00 No 0
Yes R200.00 = 200 https://www.youtube.com/

watch?v=u1rp9nzLQw8

There are many other moving and copying options available in Excel. To find out more, visit
the Microsoft Support website by scanning the QR code on the right.

VIEWING GRIDLINES AND FREEZING PANES

Often, the way the data is displayed can make it easier or harder to read. This is especially
true when you have many rows of data that you need to scroll down to see and the title
rows disappear.

You can change the way the gridlines are displayed on a worksheet and you can also freeze
certain panes in a worksheet to make scrolling through the sheet easier.

$38 Guided activity 10.6

Excel has the gridlines in every workbook on by default. To turn the gridlines on and off, you can do
the following:
Step 1: Go to the View tab.

Step 2: Tick or untick the Gridlines box in the Show group.

TERM 3 | CHAPTER 10 WORKING WITH SPREADSHEETS | UNIT 10.3 Manipulating worksheets

N

‘ Gr11_CAT_Practical_LB.indb 145 2019/09/20 11:54 AM



https://www.youtube.com/watch?v=u1rp9nzLQw8
https://www.youtube.com/watch?v=u1rp9nzLQw8

When you have a lot of data in a workbook and do not want to lose track of what each
column or row contains, you can freeze certain parts of the document so that they stay in
place while you scroll. You can choose to freeze the top row of data, the first column of data
or rows and columns of your choice. To do this, follow the steps below.

#38  Guided activity 10.7

Step 1: Select the View tab.
Step 2:  Select Freeze Panes in the Window group.

Help Design 2 Tell me what you want to do

_, Eﬁ |_—'|1 E % =1 split View Side by Side
o THide EB| Synchronous Scrolling
% Zoom to New Arrange Freeze

Selection | Window All [Panes= D Unhide Reset Window Position

am Window

Step 3:  Select the type of pane you want to freeze.
Step 3a: To freeze the top row, select Freeze Top Row.

1 Split View Side by Side -y
g i ' =

_______ T Hide [DI Synchronous Scrolling _
e Freeze Switch
Panes « |:|L|nhi|:IE (A Reset Window Pasition | yWindows =

Freeze Panes

% Keep rows and columns visible while the rest of
the warksheet scrolls (based on current selection).
Freeze Top Row

| Keepthe top row visible while screlling through
the rest of the worksheet.

Freeze First Column

Keep the first column visible while scrolling
through the rest of the worksheet.

MmeEdilc rardriean

Step 3b: To freeze the first column, select Freeze First Column.

] Split View Side by Side -y
% i i F

_______ T Hide [DI Synchronous Scrolling _
Switch
PEI‘E' |:| Unhide | B Reset Window Position | windows

Freeze Panes

g Keep rows and columns visible while the rest of
the worksheet scrolls (based on current selection).

Freeze Top Row

|  Keep the top row visible while scrolling through
the rest of the worksheet,

Freeze First Column

Keep the first column visible while screlling
through the rest of the worksheet.

.. continued
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#38  Guided activity 10.7 .. continued

Step 3c: To freeze a selection of rows:
Select the row directly below the one you want to freeze.
Select Freeze Panes.
To freeze a selection of columns:
Select the column directly after the one you want to freeze.
Select Freeze Panes.

1 Split View Side by Side C]
% i ' o

[ Hide [DI Synchronous Scrolling

........

Switch
panﬁv D Unhide | BfA Reset Window Pasition Window:
Freeze Panes

g Keep rows and columns visible while the rest of

the warksheet scrolls (based on current selection).
Freeze Top Row

| Keep thetop row visible while scrolling through

the rest of the worksheet.

Freeze First Column

Keep the first column visible while scrolling
through the rest of the worksheet,

PROTECTING THE WORKBOOK

If you are going to be sharing the Excel workbooks with other users, you may want to stop
those users from making changes. Protecting the workbook means preventing others from
viewing hidden worksheets, adding, moving, deleting, or hiding worksheets and renaming
worksheets by setting up a password. You can also lock specific cells in a spreadsheet.

#38  Guided activity 10.8

Step 1: Select the Review tab.
Step 2: Select Protect Workbook.

Protect Protect Allow Edit Unshare
Sheet Workbook Ranges Workbook

Protect

... continued
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#38  Guided activity 10.8 .. continued

Step 3: Enter a password in the Password box.

Protect Sheet 7 -

Password to unprotect sheet:

E Protedt worksheet and contents of locked cells

Allow all users of this waorksheet to:

Select locked cells

Select unlocked cells

Format cells

Format columns

Format rows

Insert columns

Insert rows

|| Insert hyperlinks

[ ] Delete columns

|| Delete rows b

S]]

DK Cancel

Step 4: Tick the boxes to allow users to do certain things. If you want to make the spreadsheet
read-only, untick all the boxes.

Step 5: Select OK. Retype the password and select OK again.

#38  Guided activity 10.9

Step 1: Open the file GA 10_9.xisx.
Step 2: Select the cells you want to protect.

4 A .8 | ¢ | D | E | F |
1 Genre 2014 2015 2016 2017 2018
2 |Classics R27,228.00 R25,984.00 R20,346.00 R18,223.00 R15,547.00
3 |Young Adult R30,056.00 R32,128.00 R36,987.00 R42,694.00 R65,321.00
4 |Science Fiction & Fantasy | R9,150.00 RE,561.00 R8,492.00 R9,589.00 R8,924.00
5 |Mystery R25,667.00 R25,432.00 R27,629.00 R27,978.00 R28,456.00
6 |Thriller R25,945.00 R25,165.00 R28,078.00 R29,656.00 R30,215.00
7 |Romance R35,065.00 R32,973.00 R33,756.00 R33,561.00 R33,798.00
8 |Non-fiction R18,655.00 R26,563.00 R20,765.00 R18,594.00 R15,364.00
9 |self-help R22,698.00 R21,654.00 R17,985.00 R10,874.00 R9,578.00
10 |Biography R27,894.00 R24,605.00 R22,654.00 R22,983.00 R23,549.00
11

Step 3: Select the arrow next to Alignment on the Home tab to open the Format Cells dialogue box.

P v a0 Wrap Text

€= 2= Merge&{:enter v

Alignment I

... continued
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#38  Guided activity 10.9

... continued

Step 4: In the Protection tab, tick the Locked check box and then select OK.

Format Cells ? X

Number Alignment ~ Font  Border  Fill : Protection

[ Locked
[ Hidden

Lacking cells of hiding formulas has no effect until you protect the worksheet (Review tab,
Protect group, Protect Sheet button).

Step 5: Protect the worksheet or workbook.

PRINT OPTIONS

If you need to print an Excel spreadsheet, there are various options you can choose from.
For example, you can choose to print the entire workbook, just a single sheet or a selection.

Table 10.1 explains the different print options.

Table 10.1: Excel print options

PRINT OPTION DESCRIPTION

Print Active Sheets

Print only the sheet(s) that you have selected to print.

Print Entire Workbook

Prints all the sheets containing data in a workbook.

Print Selection

Prints only the cells, rows or columns you have selected.

You can also manipulate the layout of a worksheet to make the data easier to read when

printed and to save paper. For example, if you have a lot of data on a single worksheet, you

can choose how the data will be printed to use fewer pages by:

e Changing the orientation. Landscape orientation, which means the page has the long
edge on the top and bottom, can fit more data on a line.

* Changing how many columns are on a printed page. You can do this using the scaling

options in the Print menu.

No Scaling
gg Print cheets at their actual size

. Fit Sheet on One Page
"9" Shrink the printout so that it fits
on one page
Fit All Columns on One Page
Shrink the printout so that it is
one page wide

3+ e
=

¥ Fit All Rows on One Page
[EBE  Shrink the printout so that it is
* one page high

Custom 5caling Options...

Figure 10.1: Excel scaling options
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O] e Setting the width of the margins. Narrower margins mean that there is more space in
PRINTING IN EXCEL the main body of the page for the data to fit on to.
e Use Scaling, fit to one page in Page Setup.
* Drag the page break lines as you please in the Page Break View.

You can find out more about all the printing options in Excel on Microsoft’s support site.

& Activity 102

Open Act10.2(Rivers).xisx

https://support.office.com/ e
en-us/article/printing-in- 1. Work in Rivers sheet.

excel-9785e791-de6f-48dd- a. Protect columns A-C to stop users from entering text.

9b0d-899d75¢33d69

b. Use 1234 as a password.
2. Work in the Rivers sheet.
a. Change the page layout to ensure that all the data will fit on one page without adjusting the
font size and column widths.
3. Save and close the workbook.
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UNIT

10.4 Integration techniques

Excel is ideally suited to be used with other programs since you can use Excel to create
graphs or charts from the data to enhance the Word or PowerPoint documents or to
manipulate and check the data before you upload it to an Access database.

Excel is also able to integrate with itself, since you can link cells and formulas to other
spreadsheets in the same workbook and have the data in one spreadsheet influence the
data in another.

In this unit, the different Excel integration techniques will be described as well as how Excel
can be used for problem solving.

LINKING CELLS AND FORMULAS BETWEEN SHEETS

Very often, you will want to draw conclusions from a large set of data that is in the same
workbook. Instead of manually calculating the data you have, you can link the cells across
worksheets so that each worksheet’s data can affect the data in other sheets.

This may sound complicated but look at the following guided activity to see how you can
link cells and why you would need to.

$38  Guided activity 10.10

Step 1: Select the cell you want to add the function to.
Step 2: Start by typing “=" and then the function’s name in the formula bar, in this case we’re
using AVERAGE.

COUNTIF  ~| i | X « Jf || =AVERAGE(

A A | B |_| A‘U’ERAGE(r;umberL [number2], ...) |_

Event Units Average Total
January |:AVERAGE[ .I

1
2
3 |February
4

March

Step 3: Select the tab of the worksheet you want to reference.

Zi‘Chantelle 1

22 (DAl

| Tickets totals | Ja:luary | Beldum Day | Cyndaquil Day |

Step 4: Select the range of cells or the single cell you want to reference.
Note that the sheet name is followed by an exclamation mark (!).

i X v K =AVERAGE(January!B2:85]

A A | B | | AVERAGE(number1, [number2], ...) f_
1 [Name Number of tickets Total

2 isa r

3 |Robert : 3i

4 |Mark-Anthony | 2l

3 [Emma H 1

6 |Adil i 1

7 |Ramsay : 4:

... continued
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#38  Guided activity 10.10 .. continued

Step 5: Close the bracket and press Enter. Go back to the first sheet to see the result.

c2 B S =AVERAGE(January!B2:B58)
A A | B | c | D

1 |Event Units Average Total

2 |January | 2.315?894?4_'

3 |February

4 |March

You can type the information in Steps 3 and 4 manually if you know the exact range of cells or cell
you want to reference.

& Activity 103

Alocal Pokémon GO! community group has been hosting their special events at a nearby zoo. They
sell tickets for R45. They have captured data for each of the events they sold online tickets for.

They want to see how many tickets they have sold on average since the first event, how much
money they made at each event and which event had the highest number of ticket sales.

Open the spreadsheet Act10.3(Sales data).xlsx and calculate the following:
1. In column C of each sheet (Chikorita Day, Beldum Day and Cyndaquil Day) calculate how much
each person paid for their tickets for each event.
2. Calculate the total number of tickets sold and the total sales for each event. This will be done in:
e Cells B59 and C59 respectively for Chikorita Day
o Cells B74 and C74 respectively for Beldum Day
o Cells B39 and C39 respectively for Cyndaquil Day
3. Onthe sheet called Ticket totals, calculate for each event
e the number of tickets sold (B2:B4)
e the average number of tickets sold (C2:C4)
e The average sales (D2:D4); by linking the calculations for each event to their respective cells
on the sheet Ticket totals.

REVISION ACTIVITY

Open the Chapter 10_Revision Activity spreadsheet. The details of the blood donors at the school
are stored in this spreadsheet. Work in the DonorsInfo worksheet.

1. Format the headings in A1:G1 with a red fill and the font colour to be white.

2. Change the format of the heading in cell I2 to resemble the image below:

GSRGS)

3. Change the font of rows 1 & 2 to Comic Sans MS. 1)
4. Apply a suitable formatting in column H so that all cells with donors who weights below
60KG are displayed with a light blue fill. 3)
5. Use a suitable formatting in row 1 and 2 to lock the headings so that they are kept visible
when you scroll through the rest of the worksheet. ()
... continued
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REVISION ACTIVITY ... continued

6. Learners that donate more than 30 litres of blood are seen as “Peer Promoters” and those
less than 30 litres seen as “Beginners”. The words ‘“Peer Promoter” and “Beginner” should
appear in column F based on the litres of blood donated in column |.
In cell F26, use a function to determine category for Liyema Frans. 3)
Work in the Save-a-ton worksheet.
7. General statistics are normally needed of the learners that are taking part in the Save-a-Ton.
a. Incell I5, use a function to calculate the number of girls that took part. 2
b. Incell 16 insert a function to determine the number of male adults. ()
8. Use the totals for the Male and Female in J1:K2 to create a graph similar to the one below.

We support blood donation

43
246

244
u Male

242 m Female

2

Male Female

NOTE:

The graph must be a column chart.

Display a centred overlay chart title: “We support Blood Donation”.

Format the column for female to a stack filled with a picture Droplets.jpg.

The vertical axis must have a rotated title that reads “Number of Adults”.

Legend must be displayed on the left side.

Data labels must be displayed inside base. ®)

9. Move the chart/graph to a new worksheet within the existing spreadsheet. Rename the
new sheet “Chart”. 2
Work in the Import worksheet.

10. Import the data from the Import.txt file into the Import worksheet. 3)

Total: [30]

AT THE END OF THE CHAPTER

CANYOU ... YES NO

1 | Import data into a spreadsheet from various sources?

2 | Export data from a spreadsheet into various formats?

3 | Manipulate spreadsheet data, including moving and copying data, adding
headings, freezing panes and viewing gridlines?

4 | Protect a spreadsheet using a spreadsheet’s built-in tools?

5 | Use different print options, including print area?

6 | Link cells and formulas between sheets?
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CHAPTER

11 TEMPLATES AND INTEGRATION

CHAPTER OVERVIEW
Unit 11.1: Templates

Unit 11.2: Integration with other packages

Unit 11.3: Problem solving
Unit 11.4: Troubleshooting

By the end of this chapter, you will be able to:

e Insert a header or footer.

o (reate templates and save workbooks as templates.

* Integrate spreadsheet with other packages, such as linking charts and graphs.
e Plan and design your own documents for specific scenarios or enquiries.

e Solve problems using spreadsheets.

e Troubleshoot spreadsheets and find and view Help files in Excel.

INTRODUCTION

A spreadsheet application’s ability to take large sets of data and perform complex
calculations on it has made it one of the most popular spreadsheet programs in the world.
This popularity is also due to the fact that Excel makes it easy for users to import data from
other sources and to manipulate that data so that it makes sense.

RECAPPING HEADERS AND FOOTERS AS WELL AS DATA TYPES

You can make a workbook easier to read and more presentable by inserting headers and
footers. A header is found in the top margin and the footer is found in the bottom margin.

To insert a header or footer:

* Navigate to the bottom right hand side of the workbook. Select the Page Layout view
command. The worksheet will then be shown in the Page Layout view.

Select the header or footer that you want to format. In this example we will modify the
header at the top of the page.
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* The Header & Footer tools tab will appear in the Excel ribbon. From here, you can add
page numbers, dates, workbook names and so on.

The header will change and then automatically add page numbers.

You may also need to format or update the data type of a particular cell (for example, dates,
currency and text). To do this, you will:

* Select the cell or cells that you want to modify.

® Select the drop-down arrow in the Numbers group on the Home tab.

* A dialogue box will open; from there you can select the data type that you want.

e Lastly, select OK and the data type will be applied to the selected cells.

Q z He: Footer Tools Book1 - Excel

File Home Insert Page Layout Formulas Data Review View

D D E @ F:H E D |_| E‘ || Different First Page [/] Scale with Document

Header Footer ~ Page Number Current Current File  File Sheet Picture Format = Gotc Goto [] Different Odd & Even Pages [¥] Align with Page Margins

= = MNumber of Pages Date Time Path Name Name Picture | Header Footer
Header & Footer Header & Footer Elements Navigation Options.
Al = J
4 ™ " ﬂ " 2| ! 3‘ T a‘ I 5‘ I ﬁl I 7‘ I 3‘ L 9‘ J ﬁ‘ I 11‘ I 12‘ I 13‘ '14‘ T 15‘ T ﬁ‘ T T 19|
B = | c | p | E | F | 6 | w® | Al |

Header

[
2
il

Figure 11.1: Recapping headers and footers
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UNIT

11.1 Templates

It is easy to create a template from a workbook you use often (like a stocktake sheet or a
products list with specific formulas). When you have created a template remember that the
template is always there to use over and over again, the spreadsheet you save after you
have added the data to the template, is saved with a new file name and can be saved in a
different location.

#38  Guided Activity 11.1

If you are saving a workbook to a template for the first time you need to start by setting the default
personal templates location:
Step 1: Select File and then select Options.

Account

Feedback

Options

Step 2: Select Save.

General
Formulas
Data
Proofing
[se 1
Language

Ease of Access
Advanced

Customize Ribbon
Quick Access Toolbar
Add-ins

Trust Center

Under Save workbooks, enter the path to the personal templates’ location in the Default personal
templates location box. This path is typically: C:\Users\[UserName]\Documents\Custom
Office Templates.

[] Save to Computer by default

Default local file location: | |

Default personal templates location: |C:\Users\[UserName]\Documents\Custom Office Templates |

[ - . [ T

Step 3: Select OK.

... continued
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#38  Guided Activity 11.1 ... continued

Once this option is set, all custom templates you save to the My Templates folder automatically
appear under Personal on the New page (File > New).

To save as a Template:

Step 1: Open the workbook you want to use as a template.
Step 2: Select File and then select Export.

Info

Print

Share

Export

Publish

Close

Step 3: Under Export, select Change File Type.

Export

2 create PDF/XPS Document

[% Change File Type:

Step 4: In the Workbook File Types box, double-click Template.

Change File Type
Workbook File Types

E Workbook (*.xlsx) % Excel 97-2003 Workbook (*.xls)
Uses the Excel Spreadsheet format Uses the Excel 97-2003 Spreadsheet

format
@ OpenDacument Spreadsheet (*.ods) Template (“xit)
Uses the OpenDacument Spreadsheet XH| ey e et
format
Macro-Enabled Workbook (*xlsm) @ Binary Workbook (*.xlsb)
X L] Macro enabled spreadsheet Optimized for fast loading and saving

Step 5: Inthe File name box, type the name you want to use for the template.

Save As X
&« L <« TTRO » Prac activities > Activities v O Search Activities -l
Organize = Mew folder == -~ 0

- MName Date medified Type

s Quick access

Mo items match your search.

Microsoft Excel
¢@ OneDrive
I This PC
“J 3D Objects
[ Desktop

Documents
T >

File name:

Save as type: | Excel Template (") w

Authors:  Caryn O'Mahony Tags: Addatag

~ Hide Folders Tools v [ Swe | Cancel

Step 6: Select Save, and then close the template.
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With the template you created above, you can create a new workbook. To use the template,
simply follow the instructions in Example 5.11, but instead of searching for the template in
Step 2, select Personal to view your own template.

& Activity 1.1

1. Open a blank Excel document.
2. Add the following headings to cells A1-E1:

a. ltem

b.  Units

c.  Unit price
d. Price

e. VAT

3. Add the following formula to cell D2: =C2*B2. The answer will be 0.
Add the following formula to cell E2: =C2*1.15. The answer will be 0.
5. Save the document as a template called Stock-on-hand.xitx.

»>
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UNIT

11.2 Integration with other packages

Excel integrates very well with other Microsoft Office products like Word and Access.
In Word, you can link charts and graphs from Excel and update them in Word when you
update them in Excel. You can also import Excel spreadsheets into a Word document.

To import charts and graphs in to Word, you have to link the object in the Word document.
This creates a link between the two, so any changes you make in Excel will reflect in Word
and you can edit the data in Word as a normal Word table and have the data update in
Excel. The easiest way to insert an Excel chart into Word is to copy and paste it.

$38  Guided Activity 11.2

Step 1: In Excel, select the chart.

Step 2: Press Ctrl+C or select the Home tab and then select Copy.
Step 3: Ina Word document, select where you want the chart to appear.
Step 4: Select Paste Special on the Home ribbon.

Step 5: Select Paste Link and also select Microsoft Excel Chart Object.

Paste Special ? >

Source: Microsoft Excel Chart
ChlUsers\caryn\Desktopt\Sparrow’\Project textbooks\TTROPrac activiti...

As:
() Paste: Microsoft Excel Chart Ob [] Display as icon
: Picture (Windows Metafile)
(®) Paste link: itracep

Microsoft Office Graphic Object

Result

Inserts the contents of the Clipboard as a picture.

4
@ Paste Link creates a shorteut to the source file. Changes to the source file will be
reflected in your document.

[ ok | concen |

The chart will still be linked to the data in the Excel spreadsheet, so when you update the
data in Excel, the chart will update in Word.

& Activity 112

Open the workbook Act11.2(Pie chart).xisx

1. Create a pie chart using the data in Sheet 7.

2. Insert the chart into the Word document, Act11.2(Pie chart).docx. Find the text [insert chart
here]. (Remove the placeholder after the chart has been inserted.)

3. The chart should update automatically when the original data is changed.

4. Save and close both files.
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UNIT

11.3 Problem solving

When you use Excel to solve problems, you need to start with an end-goal in mind. Ask
yourself what you want the data to show and how you will show it. Not all problems can be
solved with the same formulas or functions.

Excel is a useful tool to use to solve real life problems. However, it can seem very
overwhelming when you are looking at the problem and trying to figure out how to solve it
using formulas and functions. At the end of this section, you will see that you do have the
skills you need to get there.

All you need to solve problems is some planning, some basic Maths skills and an idea of
how formulas and functions work. Example 6.13 will show you how you can go about
solving a real-life problem with Excel.

Solving real-life problems with Excel

Julia wants to buy a car for herself after school before she goes to university. She knows she needs
to save up but has no idea how much she must set aside each month. At the beginning of her
Grade 11 year, her parents tell her that they will give her 50c for every R1 she saves towards her car.

She does some research and finds that the car she wants will cost her R150 000. She now needs
to figure out how much money she will need to save (minus the money her parents will give her) in
order to buy the car at the end of her Matric year.

To do this, she needs to break down each step so that she can create the correct formulas to

help her.

Step 1: First, she needs to work out how much she’ll need to save each month over the next
24 months. She enters the cost of the car in cell A2,

Step 2: She then uses the formula =A2/24 in cell B2 to work out how much money she potentially
needs to save. This gives her R6 250

Step 3: She knows she can only save R3 000 a month, so she needs to work out how much her
parents will be willing to give her based on her savings. She puts the amount in cell C2 and
then uses the formula =C2*0.5 in cell D2.

Her parents will give her R1 500 a month.

She knows that adding those two values together gives her R4 500. This is not enough to buy the
car in two years. Julia now needs to rethink how long she has to save for.

As you can see by the example, Julia was able to work out that she would need to save for
a bit longer to buy her car using simple Excel formulas.

COMPUTER APPLICATIONS TECHNOLOGY | GRADE 11 | Practical Book

Gr11_CAT_Practical_LB.indb 160 2019/09/20 11:54 AM



UNIT

11.4 Troubleshooting

Sometimes, despite how careful you have been in entering data and putting formulas
together, something may go wrong with the Excel spreadsheet. Often, it's something easy
to fix, maybe you entered the wrong value somewhere so now the sum is not correct, and
other times it may be quite difficult to figure out what exactly went wrong.

In this unit, you will learn how to troubleshoot basic Excel issues. You will also learn about
Excel’s help files and where to find them.

TROUBLESHOOTING SPREADSHEETS

Troubleshooting errors with formulas can be a big job, and Excel does give you tools to help
you work through those errors (found in the Formula Auditing group in the Formulas tab),
but you might not need to use such an advanced tool. Sometimes, all you will need is some
knowledge of the problems you are looking at.

The error indicators you learned about earlier in this chapter and in Grade 10 are a valuable
clue to help you spot what went wrong. If Excel cannot calculate a formula, it will give you an
error specific to the problem. You should learn these errors, what they mean and how to
correct them. This is often enough to make sure the spreadsheet works as it is supposed to.

If Excel gives you an error you are not familiar with or if something less obvious is wrong,
you may need to try a different troubleshooting option. Table 11.1 gives you a list of

troubleshooting tips.

Table 11.1: Troubleshooting tips

ERROR DESCRIPTION SOLUTION
Wrong result | The formula has returned an Highlight the cell and use F9. Excel will evaluate
incorrect result according to the expression and give you a result in the
the parameters you set. formula bar. This allows you to see any errors in
the logic of the expression.
Formula The data is complex but the Check that the formula does not contain multiple
looks too formula in the Formula bar lines. Check that the right end of the Formula
simple looks too simple. does not have an up/down arrow showing. Use

the down arrow or Expand Formula Bar button to
see the formula.

Incorrect The formula returned a date. The formula is in a cell that is formatted as Date

value instead of a number. or Time. Change the cell formatting to Number or
General to view the correct result.

Function The formula you entered Make sure the cell is not formatted as text and

returns the displays as the formula or that there is nothing before the equals sign. Make

function function and not as a value. sure you have used an equal sign at the start of

the expression.
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EXCEL HELP FILES

Sometimes, even Excel experts need help. The Help function in Excel is a useful tool for
finding out how to do something or for looking up the answer to a question you have. Just

as in Word, there are three ways to access the help files in Excel:
1. Press F1 on the keyboard to open the Help pane.

2. Type the query into the box labelled Tell me what you want to do at the end of the tabs

at the top of the document.
Select File and then the ? in the top right corner.

w

&  Activiy 113

1. Open the Act11.3(Excel_Help).xIsx file and use the Excel Help feature to answer the questions/fix

the errors in the functions.

1.1 The question deals with the POWER function. Enter the correct function in cell E3.
1.2 The question deals with the SMALL function. Enter the correct function in cell E6.
1.3 The question deals with the ROUND function. Enter the correct function in cell E16.
1.4 The question deals with the #VALUE error. Enter the correct function in cell E19.
1.5 The question deals with the IF function. Enter the correct function in cell E25.

REVISION ACTIVITY

Open the Chapter 11_Revision Activity spreadsheet and complete the tasks below.
1. Format row 1 as follows:

o Apply text wrapping to the headings in row 1.

* Increase the font size of the text to 14.

e Apply any gradient fill to cells A1:H1.

e Freeze row 1 to make navigation easier of the worksheet.

2. Incells B16-H16, use a function to track marks over the school year for each of
the subjects.

3. Incells B17-H17, use a function to work out the average over the school year for each of
the subjects. Round the average to one decimal place using the Round function.

4. Use conditional formatting to keep track of when the average for Life Orientation went up
or down and when the mark was below or above the average. If the mark is below average
the cell must appear with a light red fill and if the mark is above average the cell must
appear with a yellow fill.

5. Insert a page header as follows:

e |Left section: Page Number
e Center section: Add your name and surname

6. You need to represent the averages of all the marks for each of the subjects visually.
o (Create a pie chart with the averages that you have determined in cells B17:H17.
e Display the legend below the chart.

o Add the following chart title above: ‘AVG Year marks'
e Data labels must be displayed outside end.
* Move the chart to be displayed on a new sheet.
e Rename the sheet of the chart to: Avg Marks.
7. Save a copy of the workbook as a template in the Chapter 11 file.

©)
(1)

Total: [33]
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AT THE END OF THE CHAPTER

CANYOU ... YES NO

1 | Insert a header or footer?

Create templates and save workbooks as templates?

Integrate Excel with other packages, such as linking charts and graphs?

Solve problems using spreadsheets?

2
3
4 | Plan and design your own documents for specific scenarios or enquiries?
5
6

Troubleshoot spreadsheets and find and view Help files in Excel?
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CHAPTER

12 INTRODUCTION TO DATABASES

CHAPTER OVERVIEW
Unit 12.1: Basics of Access
Unit 12.2:  Work with different views

Unit 12.3: Database structure

By the end of this chapter, you will be able to:

e Discuss the uses of a database.

e Describe the role of tables, queries, forms and reports.

e Explain the difference between records and fields.

e Describe how field names determine the data type in each field.
e Define the different data types in an Access database.

e Describe the structure of a database.

e (reate tables and forms in an Access database.

e Work with design and table views in Access.

e Format and edit data and tables in a database.

INTRODUCTION

In the days before computers were as common and cheap as they are today, people would
use filing cabinets to store their data. This could be the patient records a doctor kept or the
records of every student who attended a particular school. The data in a filing cabinet would
usually be a paper form that was either filled in by hand or typed and the data would be
sorted into different drawers using a key piece of information, usually alphabetically by last
name or using a unique number (such as a file number).
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Figure 12.1: A filing cabinet with files

Once computers became more available to the general public, these filing cabinets were
slowly replaced with databases, which stored the same information in a digital format.

Databases are all around us, in ways we do not even think about. When you go to an ATM
and put in a card, the information on the magnetic strip is stored on a database somewhere
and the PIN is the unique key to enable access to the account data. In a restaurant, the
point-of-sales system connects to a database that lists all the food items on the menu. At
school, your marks and your classmates’ marks are all stored on a database, ready for the
term report to be drawn from that data.

Databases are incredibly important tools in our Information Age. Every transaction and
action done by people and computers on the internet generates data that has to be stored,
sorted, organised and analysed. Databases, from the small ones used by your school to the
large ones used by companies like Google, are where this data is stored and used to
generate meaningful ideas about the way people interact with the digital world.

DATABASES

In Grade 10, you learned about Excel and how you can use it to sort through and analyse
data using spreadsheets, which are mainly used to perform calculations. A spreadsheet
program allows you to store, organise and analyse information.

Access, a database application, uses tables in a way that you will recognise from your work
with Excel, that is, to store and organise data.

In this chapter you will learn what databases can be used for, what tables, queries, forms
and reports are and why they are essential to databases. You will also learn about records
and field and how field names influence data. Data types and the structure of a database
will also be explained.

You will be shown how to create a table and form in Microsoft Access, how to add and
delete records and fields and how to validate and sort data. You will learn about how to use
the Datasheet View and the Design View for different tasks in a database and the basics of
formatting and editing data.
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UNIT

12.1 Basics of Access

A database is a collection of a large amount of data, which is organised into files called
tables. Tables give you a structured way to access, manage and update data.

DATABASE USES

Databases are used in a wide range of fields. A doctor might use a database to store patient
information, or a school might store the subjects and marks for each learner attending that
school. Larger databases can store the information generated by a company’s sales teams
all around the country or the browsing habits of an entire city. Retail stores can use databases
to store information on their products and link this information generated by the barcode
scanners at each till point to track how much of each product it has at any given time.
Databases are basically used anywhere that data needs to be stored and accessed easily.

TABLES, QUERIES, FORMS AND REPORTS

Databases in Access are made up of four objects:
1. tables

2. queries
3. forms
4. reports

Together, these objects allow you to enter, store, analyse and compile data however
you want.

Data resulting from
questions you ask of
one or more tables

3 v

Reports

Figure 12.2: The relationship between database objects
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In a database, all data is stored in tables, which puts tables at the heart of any database.
Like in Excel, the tables in Access are organised into vertical columns, called fields, and
horizontal rows, called records.

Although data is stored in tables, the other three objects (forms, queries
TABLES and reports) are the ways you work with the data. Each of these objects
interacts with the records stored in the database’s tables.

Forms are used for entering, modifying, and viewing records. Forms make
entering data easier because they standardise the way data is entered or
captured in the database. They are an easy way to guide people into
giving you the correct data you need to enter into a database. When you
use a form in Access, the data goes into the table you want it to go into.

Database designers can set restrictions on individual form components to
ensure all of the data is entered in the correct format. Forms help keep
data consistent and organised, which is essential for an accurate and
powerful database.

Queries are a way of searching for and pulling data from one or more
tables. Running a query is like asking a detailed question to the database.
When you build a query in Access, you are defining specific search
QUERIES conditions to find the exact data you want. Queries are far more powerful
than the simple searches you might carry out in a table in Excel. A
well-designed query can give information you might not be able to find
just by looking through the data in tables.

Reports give you the ability to present data. A timetable or a report card
are examples of reports. Reports are useful because they allow you to
REPORTS present components of a database in a way that is easy to read. You can
customise a report’s appearance to make it look attractive. Access offers
you the ability to create a report from any table or query.

RECORDS, FIELDS AND FIELD NAMES

Fields and records make up the data in a table. As mentioned in the previous section, fields
are the columns in the table and records are the rows. Each field will contain a single type
of data, for example, a field marked Name will contain only names while a field marked
Telephone Number would contain only telephone numbers. The type of data inside a field is
always determined by the field’s name.

Records, on the other hand, contain all the data in a single row of the table, so in a table
called Users, a record will contain the entry’s identifier (or ID), a username, full name, email
address and password. All the cells in that row make up the whole record.

=5 Tablet
h] - | Username -« Full name - Email address - | Password - |
| 1 BarryF Barry Freitas T @it FrTdBpISTIE Field
2 HermanQ Herman Olivier herman@mail.co.za B23r44d90ws
3 ThiashaP Thiasha Pilla thiasha@mail.co.za M34rto0pk77 Record

Figure 12.3: Fields and records in a database table
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DATA TYPES IN ACCESS

There are a number of different data types in Access that you will use. These are shown in
Table 12.1.

Table 12.1: Data types in Access

DATA TYPE PURPOSE EXAMPLE

Text Used to store up to 255 characters of Usernames are stored as Text in the field
text. Since Access 2013, this data type Username.
has been called Short Text.

Number Used to store numbers that are not a In the field Contact Number, the users’
currency value. If the values in the field telephone numbers are stored.
are needed for a calculation, use this
data type.

Date/Time Used to store dates and times. The date and time a user created a user
profile is marked in the Date and Time
fields.

Currency Used to store monetary values. Currency | The Users table has a field marked
values are not rounded off when doing Donations. The data type here notes the
calculations. amount of money each user donated.

AutoNumber | An AutoNumber field is used to generate | Each record begins with a User ID field.
a unique value that serves no other This field is an AutoNumber field that
purpose than making each generates a unique user ID each time a
record unique. new record is entered.

Yes/No This is used to enter a Boolean value in | This table records whether a user has
the field. signed up for the newsletter. If they

have, the field entry is Yes. if they have
not, the field entry is No.

Memo A Memo field is used to store a block of | The database also contains a field for a
text that is more than 255 characters short thank you note. The data type used
long. Since Access 2013, this data type | here is the Long Text.
has been called Long Text.

Hyperlink Text or combinations of text and A hyperlink can be a UNC path or a URL.
numbers stored as text and used as a It can store up to 2048 characters.
hyperlink address.

OLE Object | Used to attach an OLE Object to a Such as a Microsoft Office Excel
record. If you want to use OLE features, | spreadsheet.
you must use the OLE Object data type.

Attachment | Attach supported files to a record similar | Such as images, spreadsheet files,
to attaching files to e-mail messages. documents, charts, and other types of

supported files.
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& Activity 121

Written Activity

1. What can databases be used for? Give two examples.

2. Explain the function of each of the elements in Access (tables, forms, queries and reports).
3. Describe the difference between fields and records in a database.
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UNIT

12.2 Work with different views

#38  Guided Activity 12.1

Step 1: Select View on the Home or Table Tools tab.

b/
View

-

Views
Step 2: If you are in Datasheet View, selecting View will switch you to Design View.

brh(‘ -“-'__LI ;; Cut

View Paste .
> ™ Format

%Mm

: b@[ Design View

Step 3: If you are in Design View, selecting View will switch you to Datasheet View.

E T A

View Primary Cuilder Test
- Key

% Datasheet View
e Design View

When you are creating database tables, you will use Datasheet View and Design View. Each
view does different things, but both work together to help you create a well-designed table.

DATABASE VIEW

The Datasheet View shows only the data in the database. It allows you to enter and edit
data in tables, but you cannot change the formatting of the database (other than adjusting
the column width).

= Gym;‘[ Gyms1 \( Form1\"-.
1D - | Gym name ~ BotID - | EXGym =~ |
1 Hope Face
2 The Long Face
3 Heart Fountain

O

4 Silver Stream Estate Round Fountain
5 My Lord Conquers Church
6 Engen Water Fountain
7 Six Fountains
2 Boardwalk Meander Sculpture
9 Willow Acres Fountain
10 Marilyn Monroe Tile Mural
11 Fountain at Tonis
12 Greenlyn Chinese Warrior
13 Hazelwood Sculpture Fountain
14 West Lion Statue
15 The Purple Trumpet Fountain
16 Lord Charles Tower
17 St John Fisher Church
18 Lesotho Kingdom Sign

Figure 12.4: The Datasheet View

ooooooooooogoooog
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The Design View allows you to create or change the table, form or other database object
and allows you to configure the fields (that is, defining the field properties, etc.). Design View
also allows you to set primary keys and restrict the values that can be entered into a table.
You cannot change the actual data in the Design View.

T Gyms
Field Name | Data Type Description (Optional)
<‘ Gym name Short Text
_ |BotID Number
EX Gym Yes/No

Field Properties

General Logkup
Format Yes/Mo
Caption

Default Value Mo
Validation Rule

Validation Text

Indexed MNo

Text Align General

Figure 12.5: The Design View

To work effectively, you will need to switch between the different views as you create and
maintain the database tables.

It is important that you know what these two views do before you begin creating tables.
Before you can add records and fields to a table, you will need to use Design View to design
the table. Once that is done, you can switch to Datasheet View to add the data.
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UNIT

12.3 Database structure

All Access databases begin with creating tables and adding records and fields to those
tables. Getting the basics of creating these tables right is incredibly important if you want the
database to be accurate and work correctly.

In this unit, you will learn how to create tables and forms, enter data into tables, add and
delete records and fields, validate the data and how to use filters to sort the data. You will
also learn how to work with the Design and Table views, and how to format and edit
database tables.

CREATE TABLES

As mentioned in Unit 12.1, tables are the backbone of any database. There are two ways to
add a table in an Access database:

1. Adding a new table to a new database.

2. Adding a new table to an existing database.

#38  Guided Activity 12.2

Step 1: Open Microsoft Access.
Step 2: In the Backstage view, select Blank database.

Access ‘ Search for online templates P Caryn O'Mahony o
Recent |
l;\
Eﬁ [DQ [
Step 3: Type a name for the database into the File Name box.
Step 4: To save the database in a different location, select the Foldericon.
Step 5: Browse to the location you want to save in.
Step 6: Select Create.
>
Blank database
File Mame

|Examp|e DE| | |:|

Ch\Users\caryn\OneDrive\Documents',

]
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A new table is automatically created for you whenever you create a new blank database,
since a database cannot exist without a table. To add a table to a database that already has
data in it, you will need to:

#38  Guided Activity 12.3

Step 1: Open Access.
Step 2: Select File and then select Open.

Step 3: If the database is listed under Recent, select it. If not, select Browse and find the database.

Files Folders

Pinned
Pin files you want to easily find later. Click the pin icon that appears when you hover aver a file,
Today
L
a Example DB.accdb 12/11/2018 19:39 -
Documents
Last Week
L
A! Database?.accdb 1071172018 12:31
Documents
I,
A! Databasel.accdb 1071172018 12:27
Documents

Step 4: Select Create.

H Table Tools
File Home Create External Data Database Tools Help Fields Table
[ —= -
Bz ﬁ D 5 Form Wizard
EE M RE BE "
. . N [E] Mavigation ~
Application  Table Table SharePoint Cuery CQuery  Form  Form  Blank
Parts ~ Design  Lists = Wizard Design Design Form More Forms -
Templates Tables B Queries Forms

Step 5: Select Table.

Table Tools

Home Create External Data Database Tools Help Fields Table

% @ m ’% E % D @FormWizard

— ) & Mavigation =
Application | Table Table SharePoint OQuery Query  Form  Form  Blank
Parts = Design  Lists = Wizard Design Design Form More Forms -
Templates Tables Queries Forms
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PRIMARY KEYS

A primary key is the unique identifier for something across the whole database. Primary keys can
be single or multiple fields (for example, in one database the primary key could be just the user
ID while another will use the user ID, name, last name and email address as the primary key).

T -- _ LE, £c Insert Rows

2¥ Delete Rows
Prima I Test Validation :
Key Rules £ Modify Lookups

Tools

Figure 12.6: Primary key icon

FIELD PROPERTIES

Some of the most important field properties to note are:

This property also exists for the common Text data type. It enables you to set a
HISHDISIVAS maximum size limit on data entered into the column. For the Text data type, size
refers to the length (number of characters and spaces) of the Text data in the column.
This property enables you to set the precise manner in which Access displays or
FO1R\/\YW prints the data that is located in its Tables. As with Field Size, the format available to
select depends on the data type of that column.

This feature can be useful in data entry situations. Where Format controls how data
is displayed, Input Mask controls how data is entered into a particular field. Input
Mask is available for the following data types: Text, Number, Date/Time, and Currency.
DI=®\Y/\M In number fields, you can set the number of decimal places to the right of the
HW\SZS decimal point that will be recorded.

An important database concept, the default value can help save time in the data
entry process. The default value is automatically placed in that column every time a
new record is added.

Required simply forces a user to enter some value, using the proper data type, in the
{=01V[I{=0 designated field. A new record will not be added if the Required field is not

properly completed.

& Activity 122

1. Create a new database Activity 12.2.
a. Create a table Learner Data. Add the following fields.

FIELD NAME DATATYPE

INPUT
MASK

DEFAULT
VALUE

LearnerlD Autonumber
Name Short Text
Surname Short Text
Grade Short Text
Fees Paid Number

b. Set a primary key for the LearnerlD field.
Save and close the database.
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FORMATTING TABLES

Before you can add data to a database, you will need to format the tables. To do this, you
will work in the Design View. In this view, you can add new field names, determine the data

type and give the description for each field.

#38  Guided Activity 12.4

Step 1: Add a new field name.

Field Name

_|Name
_ |Town
__|Province
Impounds
| Completed
_|Capacity
_ Surface
Height
| Mustration
_|Location
Water level low

|
Step 2: Choose the data type from the list.

| Data Type |
Short Text

Short Text

Short Text

Short Text

Date/Time

Mumber

Number

Number

Short Text

Short Text

Short Text ~
Short Text

Long Text

Number

Large Number
Date/Time

Currency

AutoNumber

OLE Object
Hyperlink
Attachment
Calculated
Lookup Wizard...

Step 3: Add a description.

| Description (Optional)
The name of the dam/Die naam van die dam

The town in which the dam is located/Die dorp waarin die dam geleé is
The province in which the dam is located/Die dorp waar die dam geleé is
The source river/Die inlooprivier

Date on which the dam was completed/Datum waarop die dam voltooi is
The capacity of the dam/Die kapasiteit van die dam

The surface of the dam/Die oppervlak van die dam

The height of the dam wall/Die hoogte van die damwal

Picture of the dam/Prent van die dam

Coordinates of the dam/Ko&rdinate van die dam

Indicates if the water level is low/Dui aan of die watervlak laag is

,F‘

... continued
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Something to know

The General tab will have
different options
depending on the data
type you choose.

3“ Guided Activity 12.4 ... continued

Step 4: Inthe Generaltab add validation rules and text, align the text in the field and set the
default value.

General Lookup

Format
Caption
Default Value MNa
Validation Rule

Validation Text

Indexed Mo
Text Align General

ADDING AND DELETING RECORDS AND FIELDS

Once the table has been created, you can then move on to adding data to it. You can do
this manually.

#38  Guided activity 12.5

Step 1: Select Click to Add.
| click to Add -

| AB  Short Text

12 MNumber

12 Large Number
Currency
Date & Time
Yes/Mo
Lockup & Relationship
Rich Text
Long Text
Attachment

Pe=i 2 FRAE

Hyperlink
Calculated Field 3

Paste as Fields

Step 2: Select the data type for that field, in this case Short Text.
Click to Add -

AB  Short Text

12 Mumber

Large Number
Currency

Date & Time

Yes/No

Lookup 8 Relationship
Rich Text

Long Text
Attachment

Pez s FUAER

Hyperlink
Calculated Field 3

Paste as Fields

... continued

COMPUTER APPLICATIONS TECHNOLOGY | GRADE 11 | Practical Book

Gr11_CAT_Practical_LB.indb 176

2019/09/20 11:55 AM




1

N

#38  Guided activity 12.5 .. continued

Step 3: Give the field a name, in this case Gym Name.

EH cyms | E0 Tablet,
ID - |GymName - |ClicktoAdd -

Step 4: Begin filling in the data.

5=z G].rmsl\"l S5 Table1 ',
1D

- | Gym Name - |Cﬁ1‘:k to Add -

N 1 Hope Facel
* [(Mew)

Step 5: Repeat this for every column.

[2=:] Gyms.\' = Table1 '\,
ID  -|GymName -| BotiD -|ClicktoAdd -

7 1 Hope Face 1]
* (New) 1]

New data will be indicated by a * at the start of the row.

Every field you add, adds to the records. Once you have filled in one row in a field, the next
record will be created below that. Access will also create an ID for each record as you add
data to the table.

Adding or deleting records is very simple. Select the box next to the record to highlight it and
then right-click to delete it. You will get a warning box that pops up asking if you are sure
you want to delete the record. You can also do the same for fields by selecting the field
name and then right clicking to delete it.

D -|Gym

Mew Record f

-
=g Delete Record
%
ER
Tl

I[ Bow Height...

Figure 12.7: Deleting a record and field

& Activity 12.3

Open the Activity 12.3 database and edit the table ib/Code as follows:

1. Remove the /D field.

2. Change the data type for the Entry date field to a more suitable data type.
3. Add a new field called Type, using an appropriate data type.

... continued
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‘ Activity 12.3 ... continued

4. Go to the datasheet view and complete the table by adding the following missing data:

CODE NAME ENTRY DATE TYPE
E Endangered 12/03/2019 Bird
SC Specific Concern 05/02/2019 Bird
SR Significantly Rare 10/02/2019 Plant
T Threatened 18/03/2019 Plant

Save and close the database.

CREATING A FORM

In Access, you can create a form from an existing table, which will name the form fields
based on the field names or create a blank form where you define the form fields yourself.

#38  Guided activity 12.6

Step 1: Select the Create tab.

File Hame Create External Data Database Toals Help Fields Table

% @ m @ @ @ D & Form Wizard

. i Navigation'
Application  Table Table SharePoint Query Query Form  Form  Blank
Parts = Design  Lists - Wizard Design Design  Form More Forms ~

Templates Tables Queries Forms

Step 2: Select Form Wizard.

ﬁ D @ Form Wizard
R — | -D
— Mavigation =
Form Form Blank g

Design Form More Forms -

Farms

Step 3: Select the table that contains the data for the form in the GAct 12.6file.

Form Wizard

‘Which fields do you want on your form?

You can choose from more than one table or query.

Tables/Queries

‘Table: Bormwaeen|
X

Name_Naam =
Gender_Geslag
Grade_Graad
Class_Klas
DOB_Geboortedatum

— -< <
Address_Adres v

bl n

| Cancel ‘ ‘ < Back ‘l Next = | ‘ Finish

... continued
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#38  Guided activity 12.6

... continued

Step 4: Choose the fields you want to appear on the form and select Next.

Form Wizard

Which fields do you want on your form?
You can choose from more than one table or query.

Tables/Queries

Available Fields: Selected Fields:

D0B_Geboortedatum
Address_Adres

| concel

[ e [Tweo [ ems |

Step 5: Choose the layout for the form. You can choose between columns, tables, datasheet or

justified views.
Form Wizard
What layout would you like for your form?
EE—— ]
() Golumnar
(O Tabuiar
(ODatasheet
®1ustified
‘ Cancel H <Back || Next > H Finish |

Step 6: Give the form a name and then choose whether you want to open the form to view it or if

you would like the change the form’s design.

Form Wizard

What ttle do you want for your form?

|pam

That's all the information the wizard needs to create your
form.

Do you want to open the form or modify the form's design?

(®) Open the form to view or enter information.
() Modify the form's design.

cencel || <psk | wees [ Enen

Creating a blank form has a slightly longer process. Blank forms have

preformatted elements.

no controls or

#38  Guided activity 12.7

Step 1: Select the Create tab.

Table Tools

Home Create External Data Database Tools

M MM & EE

[} =
Application  Table Table SharePoint Cuery Query  Form

Parts = Design  Lists ~ Wizard Design
Templates Tables Queries

Help Fields Table

E D £& Form Wizard
e

Mavigation =
Form  Blank g
Design Form Wore Forms -

Forms

... continued
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:“ Guided activity 12.7 ... continued

Step 2: Select Blank Form.

ﬁ D [ Form Wizard
prem— 1 o |
— O Mavigation =
Form Form  EBlanl J

Design | Form More Farms =

Forms

Step 3: The Design view becomes available, under the Form layout tools.

(=] = Form Layout Tools

File Home Create External Data Database Tools Design Arrange Format

Bl cotors -

View  Themes [A]Fonts -

4 Lo
e =
I Dyie Mdﬁ' P
~| Insert e = isting Property
e Ebateand Time| i Sheet
Views Themes Controls Header / Footer Tools

Step 4: Access will open a blank form in the Layout view and displays the Field List pane.

 Field List *

gr Show only fields in the current record
source

Fields available in other tables:

B Gyms Edit Table
D
Gym name
Bot ID
EX Gym

Step 5: Select the + sign next to the table or tables that have the fields you want to see in the form
in the Field List pane.

Step 6: Double click or drag the field onto the form.

DATA VALIDATION AND SORTING

A data validation rule is one way to restrict what is entered into a table field or on a form.

Validation text lets you give users who input the incorrect information or invalid data. There

are built in data validation rules in Access:

e Data types restrict what data can be entered into a field. For example, a Date/Time
field will only accept dates and times, a Number field will not accept text, etc.

e Field properties can also restrict data input. For example, if the amount of data is more
than the maximum allowed by the Field Size property, the input will be invalid.

To easily find what you are looking for in a database, you can use filters to sort the data, just
like in Excel. To use the filters, select the down arrow next to the field name and select how
you want the data sorted. You can choose to sort the fields alphabetically, from smallest to
largest, etc. You can also choose to filter out all records that do not share the same criteria
(like Bot ID in our example).
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& Activity 124

Open the Activity 12.4 database.
1. Create a form called frmSpecies based on the Survey table as follows:
a. Include all the fields of the Survey table.
b.  Make sure the form has a tabular layout.
c.  Change the font of the form heading to bold and change the background of the form to any
colour of your choice.
Save and close the form.

REVISION ACTIVITY

WRITTEN ACTIVITY

Match the description in Column B to the term/description in Column A.

COLUMNA COLUMN B

1 Database A | Shows only the data in the database.
2 | Table B | Searching for and extracting data from tables.
3 Record C | Different folders.
4 Field D | Allows you to create/ change the table or other database
object and allows you to configure the fields.
5 Datasheet View | E | A collection of a large amount of data.
6 Design View F | Used for entering, modifying, and viewing records.
7 Primary Key G | Present components of the database in a way that is easy
to read.
8 | Queries H | Contain a single type of data.
9 Form || Contain all the data in a single row of the table.
10 | Report J | Asetof related records/ data.
K | Unique identifier for something across the whole database.
L | Allthe data on the computer. (10)
PRACTICAL ACTIVITY

Open the Chapter 12_Revision Activity database.
1. Create a new table: Sales. The table must consist of the following fields. Note carefully the data
type and the size of each field:

FIELD NAME DATATYPE FIELD SIZE/TYPE

Customer ID AutoNumber Primary key

Customer name Short text 20

Customer surname Short text 25

Shipping Short text 30

Category Short text 40

Date received Date / Time Medium date (12)

... continued
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REVISION ACTIVITY .. continued

2. Switch to Design View and enter the following records:

CUSTOMER CUSTOMER CUSTOMER DATE
ID NAME SURNAME Sl A | EAIEE RECEIVED
Claire Nelson Express Furniture 19-June-19
2 Sean Powers Standard | Technology | 22-May-19
3 Andrew Smith Express Office 10-May-19
Supplies
4 Sandra Grove Express Furniture 15-April-19
5 Eric Hoffman Standard | Technology |20-April-19 ©)

Save and close the table.

3. Create a form called frm_Sale records based on the Sales table as follows:
a. Include all the fields of the Sales table.
b.  Make sure the form has a tabular layout. 3)
Save the form and close the database.
Total: [30]

AT THE END OF THE CHAPTER

CANYOU ... YES NO

1 | Discuss the uses of a database?

Describe the role of tables, queries, forms and reports?

Explain the difference between records and fields?

Describe how field names determine the data type in each field?

Define the different data types in an Access database?

Describe the structure of a database?

Create tables and forms in an Access database?

Work with design and table views in Access?

O | | N oo |lo | b lw |

Format and edit data and tables in a database?
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CHAPTER

TABLES AND QUERIES 13

CHAPTER OVERVIEW

Unit 13.1: Design database tables
Unit 13.2: Queries

By the end of this chapter, you will be able to:

e Apply custom formatting to fields and records in an Access database.
e Describe other applications that Access can be integrated with.

e (hoose the correct data types for tables.

e Set field properties for data fields.

e Design and execute basic queries.

e Select which fields to display in a query.

e Troubleshoot basic Access errors.

e Describe how Access can be used to solve problems.

INTRODUCTION

Databases can also be customised to make reading the data easier. In this chapter, you will
learn how to apply custom formatting to fields and records in a database and how to
integrate Access into other applications.

You will also learn how to troubleshoot basic Access errors and describe how you can use
Access to solve problems.
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UNIT

13.1 Design database tables

A properly designed database will always give you accurate and up-to-date information
when you need it. This is why it is important that you understand how to design a database
correctly and how to make a database that can adapt to your changing needs.

In this unit, you will learn about the basics of good database design, how to choose the
correct data types for a database and how to set field properties correctly for the fields.

Before deciding to build a database, you may want to look at the templates included in
Access to see if any of them match your needs. When you select a template, Access
creates a new database based on that template. Once it is created, you can fill the database
with your own information or modify it to suit your needs. These template databases are well
designed and flexible and are built to meet most common database needs.

BASICS OF GOOD DATABASE DESIGN

There are two main principles that determine good database design:

e No redundant data

e Correct and complete information

e Redundant data is data that is duplicated, meaning that there is more than one record
with the same information in it. Redundant data in a database is bad, because it takes
up unnecessary space and it can lead to errors when you are creating a report.
Information should also be complete and correct because if the data in the database is
wrong, any reports you pull from that information and any conclusions you make using
those reports will also be wrong.

e A good database design:

o Divides information into subject-based tables to limit the amount of redundant data.

0 Gives the database program the information it needs to join the data in the tables
together correctly.

0 Helps to make sure the data is accurate and maintains its integrity.

0 Matches data processing and reporting needs.

e Before you can begin designing database tables, you need to first determine the
purpose of the database, that is, what it will be used for. You then need to find and
organise the information you will want to record in the database, starting with the
information you already have (such as customer details or song title lists). Once you
have sorted the information you want, you can design the database tables.

For example, say you have a spreadsheet with customer details that contains the following
information:

1. Company name 2. Contact name
3. Telephone number 4. Email address
5. Street address, city, province 6. Post code

You then break it down into the tables you think it should be in. The easiest way to do this
is to use some form of visual representation. This could be a piece of paper that you draw
on, a whiteboard or a blank Excel spreadsheet. In this case, we are using an Excel
spreadsheet.
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#38 Guided activity 13.1

Step 1: Sort through the data and break down what you have into columns and rows.

m23 - F
A | B | c | D | E | F | | |

ContactName  Company Address 1 Address 2 city Province Postcode  Telehone number  Email address.

Julia smith Nut Grove Manor Plot 55 Old Plaston Rd White River Mpumalanga 1240 0766978468 info@nutgrovemanor co.za
Lettie Ntuli Francolin Lodge 4 DuPreez street Nelspruit Mpumalanga 1200 0137441521 info@francolinlodge co.za
Lebogang jonas  Makalali River Lodge D202 Makalali Private Game Reserve Hoedspruit Limpopo 1380 0157963900 reception@makalalicoza
Amanda DuPreez  Bushbaby River Lodge treet pruit wi Hoesdspruit  Limpopo 1380 0768730604 info@bushbabyriverlodge.co.

76 Hoffman 5t Potchefstroom  North West 2520 0152844151 info@gmguesthol

North West 2531 0182976825
o181 0124507223
o0ss 0129400093
Kwa-Zulu Natal 2000 0396881800 reservat

Padma

il

2|

3]

4]

5

6 |Mina Pieters
¢

o

q

0]

Eric Ri Selborne Hotel, Spa & Golf Estate ne.com
11 |Catherine Hall Kelvin Lodge & Spa 1 Kelvin Pl Durban North Kwa-Zulu Natal 4051 0315632348 info@kelvinlodge.co.za
12 | Miriam Nkosi Rawdons Hotel R 103 Nottingham Road Nottingham Road | Kwa-Zulu Natal 3280] 0332666044 hotel@rawdons.co.za
13 |Jaco Pienaar Tutwa Desert Lodge Naaries 7 Kenhardt rd Augrabies Northern Cape 88747 0544519200 reservations@tutwalodge.co:
14 |Dineo Molefe Pinnacle Point Beach & Golf Resort 194 Mossel Street Mossel Bay 'Western Cape 6506 0446065300 reservations@pinnaclepointe
15 |Poppie van Tonder Kathuhari Guesthouse 6 Setperk St Kathu Northern Cape 8446 0764904281 reservations@kathuhari.co.ze
16 |vishen Govinder  The OId Rectory Hotel and Spa 2 Bull st Plettenberg Bay  Eastern Cape 6600 0445331201 info@oldrectory.coza
17 |Mandla sithole Whalesong Hotel and Spa Marine Way Plettenberg Bay  Eastern Cape 6600 0124436700 reservations@wha lesonghote
18 |Nigel Peters. Lanzerac Wine Estate 1 Lanzerac Rd Stellenbosch Western Cape 7600 0218871132 reservations@lanzerac.coza

Step 2: Map out the tables according to the data you have and give each field a name.

A | B |« D E | F | G H | Ko L
1 |Companies Addresses Contacts

2 |Company_ID Address_ID Contact_ID

3 |Name Company_ID Company_ID

4 |Create date Address 1 First Name

5 | Address 2 Last Name

6 | City Contact number
7 | Province Email Address

8 | Post code

9 | Is_Postal

10

Make sure that the ID fields are at the start of each table.

Now that you have the basic idea for the database, you can move on to choosing the
correct data type for each field.

& Activity 131

Why is it important to have properly designed databases?
Which two principles determine good database design?
What is redundant data and why is it bad for a database?
What benefits does a good database design give you?
What is the first step in designing a good database?

ok~ own =

CHOOSING APPROPRIATE DATA TYPES

The data types you choose for the tables will be determined by the information you have
available and what you want to the database to do. But there are other data types that you
will need to use if the ones you learned about previously do not suit your needs.

Other data types you could use are:

e Hyperlinks, which are text or combinations of text and numbers stored as text that are
used as a hyperlink address.

e | ookups, which display a list of values taken from a table or query or a set of values
you specified when you created the field.

e OLE, or object linking and embedding, objects are information created by other
programs (including Word and Excel) that can be embedded in and linked to an
Access database. You can also use the Attachment data type to do this.
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#38  Guided activity 13.2

This may seem like a simple step, but it can actually take the longest and you will need to ask
yourself some interesting questions and give yourself good answers. In this example, we had to ask:

e Why is telephone number not a Number field? They all start with zero and so do some postcodes.

e \Why are there two IDs in Addresses and Contacts? Maybe we get more than one contact for
each hotel or guesthouse and we need to link them to something.

e Why are we checking the post code? We are not, we are checking that the address given to us is
a postal address.

e Why is there a create date in the Companies table? We would like to track how long this hotel or
guest house has been buying our products.

FIELD PROPERTIES

When you are choosing data types, you will also need to set the properties for each field.
Different data types do have some specific field properties (such as a decimal place for
numbers), but there are common data type properties as well.

PROPERTY DESCRIPTION

Size/length | Determines how much space is allowed for each value. This is determined by the
data type. If you are using a Short text field, you can limit the amount characters that
can be used. This is especially important for Number and Currency fields because it
determines the range of the numbers (for example, one bit can only store from 0—-255).

Default Automatically assigns a specified value to a field when a new record is added (for

value example, a user ID when a new user is added). This field property is common to all
data types and Access will automatically assign that data type to a field in the record
when you add a new record.

Decimal Specifies how many decimal places to use when displaying numbers (for example,

places two decimal places for Currency or four decimal places for Number).

Required Data must be entered into that field (for example, a username for a social media
website). This is usually used when creating the unique identifiers, such as user IDs,
in a field using AutoNumber. In a database, you could potentially have 45 J. Smiths,
but each one will have a different user ID to make their record unique.

Input mask | A string of characters that indicates the format for valid input values. You use this property
when it is important that the format of the input values is the same. For example,
Access will not add the value in a telephone number field unless it contains 10 digits.

Validation Specify a criterion that all valid field values must meet before they are added to the

rule database. For example, in a currency field, setting the field to not accept data that is
less than or equal to zero (>=0).

Validation An error message that displays describing what went wrong when a data entry

text breaks a validation rule, for example, “Price cannot be a negative number”.

Text align Specifies the default alignment of text in a field. You can set this to left, right or centre.
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ADDING INPUT MASKS, VALIDATION RULES AND VALIDATION TEXT

Input masks and validation rules and text are slightly more complicated to add to a field than
other field properties. This section will show you how to add them to fields in a database.

There are three parts to an input mask:

1. The first part contains the mask characters or series of characters (the string) along
with placeholders and literal data, like brackets, full stops or hyphens. This part must
be included.

2. The second part is the embedded mask characters and how they are stored in the
data. If this is set to 0, the characters are stored in the data, if it is set to 1, the
characters are only displayed. This part is optional.

3. The third part indicates a single character or space that is used as a placeholder.
This is also optional.

INPUT MASK CHARACTER SHEET

CHARACTER DESCRIPTION
0 Digit (0 to 9, entry required; plus [+] and minus [-] signs not allowed)
9 Digit or space (entry not required; plus and minus signs not allowed)

Digit or space (entry not required; spaces are displayed as blanks while in Edit

# mode, but blanks are removed when data is saved; plus and minus signs
allowed)

L Letter (A to Z, entry required)

? Letter (A to Z, entry optional)

A Letter or digit (entry required)

a Letter or digit (entry optional)

Any character or a space (entry required)

C Any character or a space (entry optional)

Decimal placeholder and thousand, date, and time separators (The actual
;- character used depends on the settings in the Regional Settings Properties
dialog box in Windows Control Panel )

< Causes all characters to be converted to lower case

> Causes all characters to be converted to upper case

Causes the input mask to display from right to left, rather than from left to right.
1 Characters typed into the mask always fill it from left to right. You can include
the exclamation point anywhere in the input mask.

Causes the character that follows to be displayed as the literal character (for
example, \A is displayed as just A)
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#38  Guided activity 13.3

Step 1: Right click on the table in the Navigation pane on the right side of the screen.
Step 2: Select Design View.

E Hotels |_|
% Open

b4 Design View
Import 3
Export r
=[ Rename
Hide in this Group
Delete

Cut

Copy

M oF W &K

Table Properties

Step 3: Select the field you want to add the input mask to.

EH Hotels | 55 Addresses
Field Name | Data Type

\?_ Address_ID AutoMNumber

| |Hotel_ID Number

| |Address Short Text

| | Cityl Short Text
Province Short Text
Post code Short Text
Is_Postal Yes/No

Step 4: Select the Input Mask box in the Field Properties Group on the General tab.
Step 5: Select the Build button to start the Input Mask Wizard.

General |Lookup

Field Size 255

Format

Input Mask [e]
Caption

... continued
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#38  Guided activity 13.3

Step 6: In the Input Mask list, select the type of mask that you want to add.

i
Input Mask Wizard

Which input mask matches how you want data to look?

To see how a selected mask works, use the Try It box,
To change the Input Mask list, dick the Edit List button.

i
{ InputMask: Data Look:
{ |Phone Number (5555) 123432
i Postal Code LM 1234
Password FEEEEEE
Long Time 13:12:00
Short Date 27/09/1959
Short Time 13:12
Try It: ||
| Edit List | | Cancel | | coock || mext> | | Finish

Step 7:  Select Try /tand enter data to test how the mask displays.

Input Mask Wizard

Which input mask matches how you want data to look?

To see how a selected mask warks, use the Try It box.
To change the Input Mask list, didk the Edit List button,
Input Mask: Data Look:

Phone Mumber (5555) 123432
Postal Code LM 1234
Password EE

Long Time 13:12:00

Short Date 27/09/1965

Short Time 13:12

Trylt: | N 1234

| Edit List | | Cancel | | <gack [ Next> | | Finish

... continued

... continued
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#38  Guided activity 13.3

... continued

Step 8: To keep the input mask without any changes, select Next. Otherwise, select Edlit List
and make the changes you want.

@ Customize Input Mask Wizard *
L.!] Do you want to edit or add input masks for the Input Mask Wizard to display?
CHARACTERS THAT
DEFINE INPUT MASKS Descrption: [osil Gode |

Input Mask: 0000 |
Placeholder: 1 |
Sample Data: |1p34 |
Mask Type: [Text/Unbound

Record: 4 4 20f2 | » M ¥ | = poFilier | Search

Select Close when you are done.
Step 8a: Select Try /tand then select Next.

https://support.office.com/
en-us/article/control-data-
entry-formats-with-input-
masks-e125997a-7791-
49e5-8672-
4a47832de8dat#characters

Step 9: Select an option for how you want the data to be stored.

Input Mask Wizard

How do you want to store the data?

() With the symbols in the mask, like this:
o747

@Wﬂ’mtﬂ’ﬁ symbaols in the mask, like this:
.EG?E

Cancel | | <Back | Next> | | Finish

Step 10: Select Finish and save the changes.
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VALIDATION RULES AND TEXT

There are two types of validation rules:

1. Field Validations Rules specify the criteria that all valid field values must meet, for
example, a date field may have a restriction that does not allow dates in the past.
Record Validation Rules specify the condition that valid records must meet. For
example, a record with two date fields might specify that the first date field must
always be a date before the second date field (that is, the start date must be before
the end date).

n

VALIDATION RULE EXAMPLES
TEXT VALIDATION RULE EXAMPLES

Like “G*” Word must start with G

“M” or “F” Only enter ‘M’ (Male) or ‘F’ (Female)
Like @ Enter a valid email address

Is Not Null Field cannot be left empty

NUMBER VALIDATION RULE EXAMPLES

>0 Only positive numbers / numbers greater than 0

>=5 Only numbers greater than or equal to 5

>=10And <= 100 Numbers between 10 and 100, including 10 and 100
Between 10 And 100 Numbers between 10 and 100, including 10 and 100
20r30r4 Only2,30r4

DATE VALIDATION RULE EXAMPLES
Dates should be written according to the South African Regional Settings (yyyy/mm/dd)

>#2019/02/28# Only dates after 28 February 2019
Between #2019/03/014 And #2019/03/31# Only dates in March 2019
>Date() Dates after today’s date
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#38  Guided activity 13.4

To create field validation rules:
Step 1:  Select the field that you want to validate.

E Hotels-\"[E Addresses\'[ Bz Contacts ¥,

Field Name
# | contact_ID
_ |Hotel_ID
_|LastName
__|FirstName
__|BusinessPhone
_|Email
Title

| Data Type
AutoMumber
Mumber

Short Text

Short Text
ShorﬂText
Hyperlink

Short Text

Step 2: Select Validation Rule in the Generaltab. And then select the Build button to start the
Expression Builder.

Step 2a: Enter an expression into the top field. In this case, we do not want users to enter
a date earlier than 21/02/2019.

After or later than, will be indicated by “>" and the “=" suggest that the date 21 Feb 2019 is
included. So, dates on, or after the 21 will be accepted in this example.

Expression Builder

Enter an Expression to validate the data in this field:
(Examples of expressions incude [field1] + [field2] and [field1] < 5)

s

>=#21/02/2017%]

I QK I

Expression Elements

Expression Categaries Expression Values

@-# Functions

Bl Constants
iy Operators

Step 2b: Select OK.
Step 3: To add validation text, select the field that needs a message. The field should already have a

validation rule.
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#38  Guided activity 13.4
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Step 4: Select Validation Textin the General tab.

General Lookup

Format

Input Mask

Caption

Default Value

Walidation Rule = =221 /02/2017
Validation Text |

Required Mo
Indexed Mo

IME Mode Mo Control
IME Sentence Mode Mone

Text Align General
Show Date Picker For dates

Step 5:  Enter the message you want to display.

The message will appear as a pop-up if data is typed in the field which is not accepted
according to the rule.

General Lookup

Format

Input Mask

Caption

Default Value

Validation Rule >=#21/02/2017#
Validation Text You cannot enter a date earlier than 21_;'!:!1;'201?1
Required No

Indexed Mo

IME Mode Mo Control

IME Sentence Mode MNaone

Text Align General

Show Date Picker For dates

To create record validation rules:

Step 1:  Open the table you want to validate records for.

Step 2:  Select Validation, and then select Record Validation Rule. This is on the Fields tab, in the
Field Validation group.

Step 3: Use the Expression Builder to create the rule.

Step 4: To add validation text, open the table you want to add a message to. The table should
already have a record validation rule.

Step 5:  Select Validation and then on Record Validation Message. This is in the Field Validation
group on the Fields tab.

Step 6: Enter the message you want to display. For example, if the validation rule is
[StartDate]<[EndDate], the message might be “StartDate must precede EndDate”.

Below are error messages that you may get when you enter invalid information:;

EventlD ~  EventDate =~ | EventName =~
1 2017/01/01

Microsoft Access X

| You cannot enter a date earlier than 21/02/2017

QK Help
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UNIT

13.2 Queries

At their most basic, queries are the language you use to display data from a database. It is
the way you interact with the database. Using queries makes it easier to view, add, delete
or change data, it also allows you to find specific data quickly by filtering using specific
conditions, calculate or summarise data and make some data management tasks, like
reviewing the most current data, automated.

In a well-designed database, the data is usually located in multiple tables. Working through
those tables on your own to find the information you need to create a form or report can be
time-consuming and can lead to errors. Queries can pull the information from the various
tables, assembile it and display it for you far faster than you would be able to.

There are two major query types:
1. Select queries that fetch data from tables or do calculations.
2. Action queries that add, change or delete data.

In this unit, you will learn how to design basic queries using the example of a simple select
query. As part of this process, you will also learn how to select the fields you want to display
in a query.

DESIGN BASIC QUERIES (AND, OR, NOT, SORT)

Once you know how to create a query in Access, you will be able to work through the
database at lightning speed. When you want to select specific data from one or more
sources, you will use a select query. This query helps you get only the data you want and
helps you combine data from several sources.

In this section, you will learn how to create a select query manually in Access using the
Design View. This is a very long process and it is easy to make mistakes if you are not
careful. You will need to take your time and make sure that you understand each step in the
process and that you have done each step correctly before moving on to the next step.

#38  Guided activity 13.5
Z Option 1:

Take note Step 1: Add data sources.

Step 1a: Select Query Design in the Queries group on the Create tab.
There are two different
options shown for Steps 1 [—
to 3 in this guided activity. ’ﬁ\ Q
Both options then continue Query Query
with same steps from Wizard Design
Step 4 onwards. onEe

... continued
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#38 Guided activity 13.5

... continued

Step 1b: In the Show Table dialogue box double-click each data source that you want to
use or select each data source and then select Add.

Show Table

Tables  Queries Both

?

X

Hotels

Contacts

Step 1c: Close the Show Table dialogue box.
Step 2: Add output fields.
Step 2a: Inthe Query Design Window, select the field you want to add.

Addresses

®

? Address_ID
Hotel ID

Addresses.*

Addresses.Addres
Addresses.Hotel_|
Addresses.Addres

— | Addresses.City1

Addresses.Provin
Addresses.Post cc
Addresses.ls_Post
Contacts.*
Contacts.Contact,
Contacts.Hotel_IC
Contacts.Lastham
Contacts.FirstNan
Contacts.Busines:
Contacts.Email

Field:
Table:
Sort:
Show:
Criteria:
or:

When you add a field this way, Access automatically fills in the Table row of the design grid to show

the data source.

Step 3: Specify criteria.
This step is crucial; a query can only exist if you have criteria. No criteria and the full table
will be displayed.

‘ Gr11_CAT_Practical_LB.indb 195

Step 3a: Type the criteria in the Criteria row in the query design grid.
This will be the data that has been typed in the table and should be typed in the
same format. The question might ask display all the General Managers, but in the
criteria, you will only type General Manager (singular, as this is the way the data
has been typed).

... continued
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#38  Guided activity 13.5

... continued

Step 3b: To

find matches to multiple criteria, use the Or: field in the query design grid. This

will return records where one or the other is found.

Field:
Table:
Sort:
Show:
Criteria:
on

Title
Contacts

“General Manager”
"Hospitality Manager

[«] ]

Step 3c: To exclude a field, use the word “Not” in the Criteria row.

Field: | Title
Table: | Contacts
Sort:
Shows
Criteria: | Mot "General Manage
or

[« ]

Step 3d: To find more than one specific record, use the word “And” between two criteria in

the
Option 2:

Criteria row, for example “General Manager” And “Hospitality Manager”.

Step 1: Add data sources.
Step 1a:  Select Query Wizard in the Queries group on the Create tab.
Step 1b: Select Simple Query Wizard.

| New Query

e —— Crosstab Query Wizar

e

Find Duplicates Query Wizard
Find Unmatched Query Wizard

This wizard creates a select query
from the fields you pick.

0K | | Cancel

... continued
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#38  Guided activity 13.5 .. continued

Step 2: Add output fields from Available Fields on the Query Wizard and select Next. Select Detail
Query and Next.

| simple Query Wizard | Simple Query Wizard

Which fields do you want in your query? Would you like a detail or summary query?

You can choose from more than ene table or query. 2 1a (@ivecl (Tl e o )

O summary
Tables/Queries

[Table: Survey ¥

Summery Gptioies.:

Available Fields: Selected Fields:

= Bagk Next > FEinish Cancel < Back. Next > FEinish
[ || | \ I [ [ |

Step 3: Select Finish on the Query Wizard Dialogue box and view your Query. To specify criteria, you
select View Design.
Step 4: Summarise the data if asked to do so.
Step 4a: With the query open in Design view, select Totals in the Show/Hide group on the
Design tab. Access displays the Total row in the query design grid.
Step 4b: For each field that you want to summarise, choose the function you want to use
from the list in the Total row. The functions that are available depend on the data
type of the field.

Step 5: View the results.
Step 5a: Select Run on the Design tab to see the query results.

Ei

View | Run

L

Results

Access displays the results of a query in the Datasheet View.

Step 5b: To make further changes to the query, select the Home tab.
Step 5¢: Select View and then Design View to switch back from the Datasheet View.

Step 5d: If necessary, change fields, expressions or criteria, and rerun the query until it
returns the data that you want.

& Activity 132

Open the Activity 13.2 database.

1. Create a query called grySchool based on the Contestant table.
a. Extract all learners from Cape High School and Bay High School who are 18 years old.
b. Display only the Surname_Van, Name_Naam, School_Skool and Age_Ouderdom fields.
Save and close the query.
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REVISION ACTIVITY

A database was created to capture data about different species and survey data about their
endangered status.

Open the Chapter 13_Revision Activity database.

1. Work in the tb/Survey table and make the following changes to the design of the table:

a.

f.

g.
h.

Change the field size of the CName field to 40.

b. The Status field must be a required field.
c.
d. Create an input mask for the Status field to accept data in the following format:

Set the /D field as the primary key.

e a compulsory capital letter followed by

e an optional capital letter.

e Examples: SR, T, etc

Set a validation rule to ensure that users are not allowed to capture dates before 2012
for the SurveyDate field. If they should enter invalid dates the following validation text
must appear: ‘No entries before 2012,

Change the row height of the table to 20 units.

Change the font size of the table to 12pt and the font type to Georgia.

Set all the gridlines on red.

2. Create a query called gryPlant based on the Survey table.

Display only the Type, CName and Protected fields.
Sort the data in ascending order according to the CName Field.

3. Create a query called gryPopulation based on all the fields of the Survey table.

Do not show the Habitat and ID fields.
Only species of a population of more than 500 must be displayed.
Show all the species with a “T” or ‘SR” status.
Total

AT THE END OF THE CHAPTER

| CANYOU...

1 | Apply custom formatting to fields and records in an Access database?

GSRGCSIGS)

@
1 [26]

| YES | NO

Describe other applications that Access can be integrated with?

Choose the correct data types for tables?

Set field properties for data fields?

Design and execute basic queries?

Select which fields to display in a query?

Troubleshoot basic Access errors?

0| N[O |0 B~ W DN

Describe how Access can be used to solve problems?
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CHAPTER

REPORTS '| 4

CHAPTER OVERVIEW
Unit 14.1: Reports

Unit 14.2: Formatting technique

By the end of this chapter, you will be able to:

e Design basic reports that include calculations and headers and footers.
e |mport and export data to and from an Access database.

INTRODUCTION

In this unit, you will learn how to create basic reports and have basic calculations, such as
SUM, AVG, COUNT, MIN and MAX at the end of the report. You will also learn how to add
headers and footers to reports and how to import data into and export data from an
Access database.

TERM 4 | CHAPTER 14 REPORTS
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UNIT

14.1 Reports

Reports are one of the most useful tasks that a database can do. Reports give you a way
to format, view and summarise the information in an Access database for a huge range of
different applications. For example, you can create a simple report that gives you the contact
information of all the students in your Grade or you can extract a more complex report that
lists a company’s total sales across all their branches for the last three years.

DESIGN BASIC REPORTS

A report is a database object that you can use to present information for any of the following
reasons:

e To display or distribute a summary of the data

e Archive snapshots of the data

e Give details about individual records

e Create labels

Creating a report in Access is relatively easy, as long as the database is well-designed.

DIFFERENT SECTIONS OF A REPORT

a. Report Header: At the beginning of the report. Use the report header for information
that might normally appear on a cover page, such as a logo, a title, or a date.

b. Page Header: At the top of every page. Use a page header to repeat the report title
on every page.

c. Group Header: At the beginning of each new group of records. se the group header
to print the group name.

d. Detail section: Appears once for every row in the record source. This is where you
place the controls that make up the main body of the report.

e. Page Footer: At the end of every page. Use a page footer to print page numbers or
per-page information.

f. Report Footer: At the end of the report. Use the report footer to print report totals or
other summary information for the entire report.

| ¥ Report Header

h Survey

| ¥ page Header

([Type 1P |
:"Detaﬂ
[ Type e |

| # page Footer

| ¥ Report Footer
| I I

=Count{*)

| l
Figure 14.1: The different sections of a report
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#38  Guided activity 14.1

Step 1: Open under the Create tab, locate the Report group and select the Report Wizard.
Step 2: Select the table or query on which the report should be based.
Step 3: Select the fields you want on the report:

e il add one field at a time

e il add all the fields in one click

Select Next.
Report Wizard
E i )
== § Which fields do you want on your report?
t :E_u’ E You can choose from more than one table or query.
Tables/Queries
|Table: Contacts
Available Fields: Selected Fields:
Contact_ID Company Name
Hatel_ID Address
Lastiame
| BusinessPhone |
Email
Tite

[ |[ oo [Em ][ e

Step 4: Choose how you want the records to be sorted.

Report Wizard

What sort order do you want for your records?

‘fou can sort records by up to four fields, in either
ascending or descending order.

Y O s

Cancel || <Back | Next> || Finish

... continued
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:“ Guided activity 14.1 ... continued

Step 5: Choose how you want to lay out the report.

Report Wizard

How would you like to lay out your report?

Layout Orientation —
e Ommar | @Fereat
(@ Tabular (OLandscape

O ustified

[=] Adjust the fieid width so all fields fit on |
& page.

Step 6: Give the report a title.

Report Wizard
What titte do you want for your report?
I? Contacts

That's all the information the wizard needs to create your
repart.

A Do you want to preview the repaort or modify the report's
design?

EXAM TIP (®) Preview the report.
(O Modify the report's design.
Create the habit of
changing the radio button
to Modify the report design,
as this will always be
asked in examinations. | el || <pack | wes [ Esn |

Step 7: Select Finish.
‘The report will then open in the design view, where you can continue with formatting and editing

Once you have finished creating the report, you can format it in the Layout view.

& Activity 14.1

Open the Activity 14.1 database.
1. Create a report called Country based on the Info_Inlig table as follows:
a.  Display only the following fields: Surname_Van, Country_Land, Departure_Vertrek and
Arrival_aankoms.
b.  Sort the records in the report according to the Surname_Van field.
c.  Use the outline layout.
Save and close the report.
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BASIC CALCULATIONS IN A REPORT

You can add basic calculations to a report in either the Layout view or the Design view.
Table 14.1 gives a breakdown of the basic calculations which can be added to a report.

Table 14.1: Basic report calculations

CALCULATION DESCRIPTION FUNCTION
Sum The sum of all the numbers in the column. Sum()
Average The average value of all the numbers in the column. Avg()

Count The count of items in the column. Count()
Maximum The highest numeric or alphabetic value in the column. Max()
Minimum The lowest numeric or alphabetic value in the column. Min()

#38  Guided activity 14.2

Step 1: Right click the report in the Navigation pane and then select Design view.

Tables A D at a
E Data
Reporis P
Data Eveni
= Open
Layout View
be Design View
Export (I

Step 2: Select the field you want to summarise.
Step 3: Select Totalsin the Grouping & Totals group in the Design tab.

A
DIZI > Totals

;’g;ft i3 Hide Details

Grouping & Totals

Step 4: Select the calculation you want to add for that field.
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#38  Guided activity 14.3

Step 1: Right click the report in the Navigation pane and then select Design view.
Step 2: Select the field you want to summarise.

Step 3: Select Totals in the Grouping & Totals group in the Design tab.

Step 4: Select the calculation you want to add for that field.

HEADERS AND FOOTERS

Headers and footers are report sections you can use to display information that is common
to the entire report, or to each page of a report. For example, you can add a Page Footer
section to display a page number at the bottom of each page, or you can add a Report
Header section to display a title for the entire report.

#38  Guided activity 14.4

Step 1: In the Navigation Pane, right click the report that you want to change, and then select
Design View on the shortcut menu.

Step 2: Verify which sections are already on the report. The sections are separated by shaded
horizontal bars called section selectors. The label on each section selector indicates what
the section directly below it is.

# Report Header

‘Contacts‘

# Page Header

fqmoanyname | [ | fpders | ] ]| [Fpstnape | n
‘Detlail i i i i i i i i i i i ‘ i i i ‘ i i
|C0mpany Name ||Addre;s ||Fir5tName ‘|

# Page Footer

[T T T T T 1] [T T T T T 1
|=Now{} | | ="Page " & [Page] & " of " & [Pages]‘

# Report Footer

Every report has a Detail section and can also contain Report Header, Page Header, Page
Footer and Report Footer sections. In addition, if there are grouping levels in the report, you
might see group headers or footers. By default, group headers and footers are named by
using the field name or expression that is the basis of the group. To have access to the
group footers and headers, you need to open the group and sort command on the ribbon.

... continued
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#38  Guided activity 14.4 ... continued

Step 3: To add page header and footer sections or report header and footer sections to a report,
right click any section selector and then select Page Header/Footer or Report Header/Footer
on the shortcut menu.

e

rouping & To Build Event...
Conta¢ = Sorting and Grouping
F 1| =5 Tab Order... i
# Rep [y Paste i
:—@:5‘2 Fill/Back Color b
1 F E Alternate Fill/Back Color | » &
) ‘Pag: Buler
_ CI Grid =
& Deta ;T Toolbox i
- Co Page Header/Footer =
# Page Report Header/Footer -
Report Properties -__

Properties

A

EXAM TIP

When you have completed the Wizard to create a report, always select Modify the report design.
Do the following before you continue with the questions:

Open the area for the report footer, by dragging the double arrow cursor.

Calculations based on the entire report will always be done in the report footer.
Select Group & Sort and check that you have grouped and sorted correctly.
Select More and change the drop-down arrow to with a footer.

Group, Sort, and Total

Group on school ™ with Aontop ™ ; More »

= Add a group ”‘%1 Add a sort

==
I

Group, Sort, and Total

Group on school ™ with Aontop ™ » by entire value ™ » with no totals ™ » with title dick to add , with a header section ™ .
without a footer section ™ » do not keep group together on one page ™ » Less 4

...... |[{§ Add a group %l Add a sort

Any calculation based on the group, must be completed in the group footer.

Page footers will only contain dates, times and page numbers.
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& Activity 142

Open the Activity 14.2 database.
1. Create a report called rpiFees based on the thiBookings table.
a. Display only the Name, UnitType, Days and AmountReceived fields.
b. Use a function to display the total amount received by unit type.
c. Use a function in the Report Footer to display the average amount of all the money received.
The amount must be displayed as currency (SA Rand).
d. Use the tabular layout for the report.
Save and close the database.

IMPORT/EXPORT DATA

You can import data from an Excel spreadsheet to an Access database, but it is far easier
to copy the information from Excel and paste it in Access.

Home Create External Data Database Tools Fields Table

E uI |E_il @ ﬁ :g::::: LE ‘ E Tﬂ “-&; g::::mrgt

Saved Llinked Table Excel Access ODBC Saved Excel Text XML E-mail

imports  Manager Database %3 More * Exports File  File or !PS b more -
Iw Link w
(
@ $38  Guided activity 14.5
Set up Access to
link to data Step 1: Select the column you want to copy and then press Ctrl+C.

Step 2: Open a new Notepad document and paste the data there by pressing Ctrl+V.
Step 3: Copy the data from Notepad.

Step 4: In Access, select the field you want to populate, making sure to select the whole column
(select the field name at the top) and then press Ctrl+V.

The data should paste in the field.

For more information on
how to import a whole
spreadsheet at once, visit:
https://support.office.com/
en-us/article/import-or-link-
to-data-in-an-excel-
workbook-a1952878-
7¢58-47b1-893d-
£084913¢c958

You can also import data into Access from a text file, such as a *.csv file. You will need to
prepare the text file properly before you start the import process. It is easiest to import data
from a delimited CSV file that uses either a comma or semicolon (;) as the delimiter. To
prepare the file, open it in Notepad and check that the delimiter is used consistently
throughout the file. The file should also not have more than 255 fields and you should
remove any extra characters (such as double spaces and tabs). Make sure the field names
are in the top row and that they are separated with the delimiter. Do not work with the
source file (for example, the Excel file) still open.

Once you have prepared the file, you can follow the steps in the example below to import
the data.
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44I

#38  Guided activity 14.6

Step 1: Open the Access database you want to import to or create a blank database. On the
External Data tab in the Import&Link group you have to select the application you need to
import the data from.

File Home Create External Data Database

'E%; %EE] ﬁé%lﬁéﬁa = 2 Text File

7 * [ XML File
Saved Linked Table Excel Access QDBC

Imports Manager Database s More ~
Import & Link

Step 2: If you are importing an Excel file, you select Excel and on the dialogue box, you browse and
select the file.

Step 2a: To add the data to a new table, select Import the source data into a new table in
the current database.

Step 2b. To add data to an existing table, select Append a copy of the records to the table
and choose the table from a drop-down list.

Step 2c. Alink to the source file can also be created.

Get External Data - Excel Spreadsheet ? X

Select the source and destination of the data

Specify the source of the definition of the objects.

File name:  FATTRO\2Det_Bes.xlsx ‘ Browse...

Specify how and where you want to store the data in the current database.

@ Import the source data into a new table in the current database.

If the specified table does not exist, Access will create it. If the specified table already exists, Access might overwrite its contents with the
imported data. Changes made to the source data will not be reflected in the database.

() Append a copy of the records to the table: |Table] E:I

If the specified table exists, Access will add the records to the table. If the table dees not exist, Access will create it. Changes made to the
source data will not be reflected in the database.
O Link to the data source by creating a linked table.

Access will create a table that will maintain a link to the source data in Excel. Changes made to the source data in Excel will be reflected in
the linked table. However, the source data cannot be changed from within Access.

Step 3:  On the Import Spreadsheet Wizard select which worksheet you want to use (if applicable).
Step 4: I the first row of your spreadsheet has column headings, then select these as field names
for your table (place a tick in the checkbox).

Step 5: In this step you can confirm (and change, if need be) the field names and data types of
each field.

Step 6: In the next step Access can add a primary key (an Autonumber field called ID) OR you can
select one of your fields as primary key OR you can create the table without a primary key.
Step 7: In this final step you can choose a name for your table.

... continued
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#38  Guided activity 14.6 .. continued

Step 8: Open the table in the Datasheet View and compare the data with the source document.
Check that everything is correct.

File Home Create External Data Database Tools Fields Table
M AB 12 [ R Date & Time  L|| Name & Caption ’41 fx
i Yes/No E Default Value =Q
View  Short Number Currency ) Delete o . 3 Modify  Modi
- Text Eil More Fields ~ oy Field Size Lookups Express
Views Add & Delete Properties
Table1 | 2 Detail
All Access ... ® « || E Tablet | T Detat
D < Name - Click to Add =
Search.. p v g
b ~ . 1 Jemima
i = 2 Roth
& Details ki 3 Cullen
EH table = 4 Anjolie
ol 5/Clinton
| 6 Finn
ol 7 lola

&  Activity 14.3

1. Create a new database Activity 714.3.
a. Create a table by importing the data from the Learners spreadsheet.
b. Use the worksheet name as the table name.
Save and close the database.
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14.2 Formatting techniques

You can use the Design View to apply custom formatting to the database. To do this, you
enter different characters into the Format property of a table field. These characters are
placeholders (like # or 0), separators (like full stops and commas), literal characters and
colours. There are different placeholders for different data types. In Guided activity 14.7, we
are going to format a text field.

#38  Guided activity 14.7

Step 1: In the Navigation Pane, right-click the table that you want to change, and then select
Design View on the shortcut menu.

EH Contads [ |FirstName
% Hotels L Open
Reports M peignviev
Contacts Import r
Export r
=[ Rename

Hide in this Group
Delete

Cut

Copy
Paste

M oF ' &

Linked Table Manager
Refresh Link
Convert to Local Table

Table Properties

Step 2: Select the field that you want to format.
Step 3: On the Generaltab, select the cell next to the Format box.
Step 4: Enter the format. In this case, we want the last names to be Magenta.

General Lookup

Field Size 255
Format [Magenta)
Input Mask

Caption Last Name

Default Value
Yalidation Rule
Validation Text

Required Mo

Allow Zero Length Mo

Indexed Mo

Unicode Compression Yes

IME Mode Mo Control
IME Sentence Mode Phrase Predict
Text Align General

Step 5: Press CTRL+S to save your work.
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UNIT

14.3 Integration

O]
INTEGRATING ACCESS

For more information on how to
integrate Access with other
programs, visit HYPERLINK

https://support.office.com/
en-gb/article/import-and-
export-c060505b-d8ac-4499-
8879-733e56¢6106f?ui=en-
US&rs=en-GB&ad=
GB#IDOEAABAAA=
Import_and_link

As you learnt in Chapter 7, Access can be integrated with Word to provide data during a
Mail Merge. Access can also be integrated with:

e Windows SharePoint Services

e Microsoft Outlook

® Microsoft SQL Server

e Azure SQL Server Database

In most cases you can import data, which creates a copy of the data and does not
synchronise any updates, or you can link the data, which creates a two-way connection so
that when you make changes in Access, the changes reflect in the other platform. Each
program you want to integrate Access with has a different procedure for linking.
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UNIT

14.4 Troubleshooting

Since databases can contain a large amount of data and the links between that data can be
complex, things can sometimes go wrong. When this happens, you can very often fix an
issue yourself. If something does go wrong, you can try the following:

e Make sure the data type has been selected correctly for the field.

e Check to make sure your queries have been formulated correctly.

e Check the data to make sure that it is complete.

e Restart Access, making sure to save your work.

e Backup your data and then copy it all to a blank database.

e Shut your computer down.

e Make sure you have the latest version of Access with all of the latest patches and fixes.

® |n extreme cases, you may need to uninstall Access and reinstall it. If this does
happen, make sure you have a backup of your data.

e You can also use the Help pane in Access by pressing F1 on your keyboard and
searching for your error or using the Tell me what you want to do search bar next to
the tabs in Access. You can also visit the Microsoft support website and search for
your problem.
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UNIT

14.5 Problem solving with databases

While it is important that you learn how to use Access to create and maintain databases,
you also need to know why you need to use Access. Like with Excel, Access can be used
to solve real-world problems.

Examples of how you can use databases to solve problems are listed below:

® Help businesses keep track of customer, product and sales data, and link them to
each other to draw conclusions about how well certain products are performing, when
the company’s sales perform better and which customers order specific products
the most.

e Help schools keep track of how many students they have registered, which subjects
each student is taking and what their marks are per subject.

® Help people or companies catalogue or track their products, for example, a store using
a database to track when they need to reorder certain products and how often
products are bought.

® |n the next section, you will be shown how to create a database based on a specific
scenario. This will help you understand how databases can be used to solve problems.
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14.6 Designing databases for specific purposes

Since databases can become incredibly complex, especially when you have many tables
with many different fields, it is important to plan the structure of your database and what you
will want it to do for you while you are using it.

In Chapter 9 of this book, you learned about the basics of good database design and how
to make sure your data was correct and complete. You were also shown how to sort that
data into different tables. In Example 8.2, you will see how Access can be used to solve
everyday problems based on the knowledge you have of the program.

Mandla’s movie collection

Mandla loves classic horror films and he has 200 classic horror movies in his DVD collection. He
wants to find a way of keeping an easy record of what is in his collection. Until now, he has been
using an Excel spreadsheet, but as he adds more movies to his collection, it is becoming
unmanageable. Especially considering he has special editions of some movies, so he has duplicates
in his spreadsheet.

Mandla decides he wants to create an Access database that will keep track of the films he has. He
looks at his spreadsheet and determines that movies all have the following things in common:

e Adirector
o Atitle
e A movie studio

He decides that these three items will become his tables. He starts by taking his Excel spreadsheet
and breaking the data down. He copies all the directors’ names into a new sheet and removes the
duplicates, reducing his 200 entries to just 50. He decides to add a small biography to each
director’s name. Next, he looks at the movie studios and goes through the same process as he did
for the directors.

He knows that he will need to link directors to films and films to studios, so those will need primary
keys in his database. Since director and studio names will be in text, he decides that those fields
will be Short Text fields and the directors’ biographies will be Long Text/Memo fields.

For his movies, he decides he wants to list the titles and release dates in his “Movies” table so he
will need a Short Text field and a Date/Time field. He also wants to add a Yes/No field to show if the
movie is a special edition or not.

He now has the basic structure of his database in place and can build it. Once he is done building
his database, he can link the tables together using the primary keys in the “Directors” table and the
“Studios” table. He can also create queries that look for movies directed by the same director, or
movies that were released by the same studio in the same year.

With his database, Mandla is now able to keep proper track of films he does and does not have.
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REVISION ACTIVITY

WRITTEN ACTIVITY

1. Explain the difference between Design View and Datasheet View of a table.

2. Why are reports useful tasks a database can do?

3. Complete the following table on the basic calculations you can use in a report.

ESNSIN)

CALCULATION DESCRIPTION FUNCTION

(@) The sum of all the numbers in the column. Sum()

Average The average value of all the numbers in the column. (b)

Count @] Count()

Maximum The highest numeric or alphabetic value in the column. | (d)

(€) The lowest numeric or alphabetic value in the column. | Min()

Which delimiter should you use in a *.csv file to make importing easier?
Which view do you use to apply custom formatting to a database?
Which other applications can you integrate Access with?

List two things you can do to troubleshoot errors in Access databases.
Describe the three ways you can access the Help pane in Access.

~ =
=== =

SN

NS AR
~

PRACTICAL ACTIVITY

A database contains data about blood donors in schools.
Open the Chapter 14_Revision Activity database and do the following:

1. Open the Info table and change the following:
a. Change the field size of the Name field to 20. (1)
b. Set the default value for the Grade field to 10. 1)
¢. Add a new field called Gender, using an appropriate data type, so that it appears
immediately after the Grade field. 3)
d. Add a validation rule to the Gender field so that only a “M” or “F” can be entered.
If a user makes a mistake the following validation text should appear, “only M
or F allowed”. @
e. Add an appropriate feature that will allow the Weight field to accept data entered in
the following way:
e 2 compulsory numbers followed by KG.
e EXAMPLE: 85KG, 50KG 3)
Save and close the Info table.
2. Create a query called gryGrade based on the Info table.
e Display only the Surname, Name, Grade and Category fields.
e Sort the records alphabetically according to the surname.
e Show the records of all the donors who are in grade 10 and grade 11. @
Save and close the gryGrade query.
3. Create a form frmDonors based on the Info table.
e Select only the following fields: Name, Surname, Age, Category and Blood Type.
e Place a new label in the form header and type in ‘Donor Info’. Change the font size of the
heading to 14pt and change the background colour of the heading to yellow.
e Add the date and time to the Form Footer. (6)
Save and close the frmDonors form.

... continued
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REVISION ACTIVITY ... continued

4. Create a report called rprtBlood Donated based on the Info table.
e Display only the Name, Surname, Grade, Weight and Litres Donated fields.
Group the records according to the Grade field.
Sort the records according to the Surname field.
Add the following functions in the report footer:
Insert a function to determine the average litres of blood donated by all the learners.
Insert a function to determine the total number of learners. 8)
Save and close the rptBlood Donated report.
Save and close the database.

Total: [50]

AT THE END OF THE CHAPTER
CANYOU ... YES NO

1 | Design basic reports that include calculations and headers and footers?

2 | Import and export data to and from an Access database?
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CHAPTER

15 INTRODUCTION TO HTML

CHAPTER OVERVIEW

Unit 15.1: Introduction to HTML
Unit 15.2: Basic HTML tags
Unit 15.3: Text formatting

Unit 15.4: Putting it all together

By the end of this chapter, you will be able to:

e Describe what HTML is and what it is used for.

e Discuss what an HTML editor is.

e Define HTML syntax.

e Explain the structure and design of a simple HTML page.

e |dentify and use basic HTML tags, including document and text tags.

e Use HTML comments.

e |dentify and use the correct attributes and syntax for HTML links, images and lists.
e Describe the principles of good website design.

INTRODUCTION

While you may not have learned anything about HTML in Grade 10, you learned about some
key concepts related to this topic. To refresh your memory, the Internet is the underlying
network connecting computers, servers and people all around the world. The World Wide
Web, on the other hand, is what we think about when someone talks about the internet. The
World Wide Web, also known as the WWW, is all the web pages, pictures, videos and other
online content that can be accessed through a web browser.

A website is a web page, or collection of web pages, that contains specific information
provided by a single source. The pages all share the same uniform resource locator (URL),
like www.en.wikipedia.org, and have a similar design and theme. Web pages are made up
of text, pictures, audio clips, video clips, animations and other media.

Web pages are linked to each other on a website using hyperlinks. A hyperlink is a connection

between one section of the document and another (like the hyperlinks on page numbers in
the Table of Contents in a Microsoft Word document) or to another document entirely.
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A URL is the website’s address. It is basically the unique place on the WWW where the
website is kept, sort of like your house or school’s street address.

In this chapter, you will learn all about what HTML is and how you can use it to create
websites. You will be shown what an HTML editor is and how they work. You will also be
introduced to HTML syntax and the structure and design of a simple web page.

You will then be taught about the basic building blocks of HTML, specifically basic document
tags, text element and formatting tags and HTML comments. You will also learn how lists,
images and links are indicated in HTML.

Lastly, you will learn about what makes a good website and what you will need to keep in
mind when designing and building a website.
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UNIT

15.1 Introduction to HTML

Every website, regardless of what it is used for, uses HTML. It is the foundation of the entire
World Wide Web and the backbone of every website and web page. Understanding what
HTML is, how it works and how you can use it is an essential skill in the internet age.

In this unit, you will learn about HTML and HTML editors. You will also learn how HTML is
structured (its syntax). You will use this knowledge and build on it in the other units in this chapter.

WHAT IS HTML?

HTML stands for HyperText Markup Language. This may seem confusing and like it tells you

nothing, so let us break down what each portion means on its own:

e HyperText refers to the fact that HTML allows you to click on links on the web page so
you can move from one place to another in a web page (like the hyperlinks in a
standard Microsoft Word document).

e Markup Language simply means that normal English is marked to indicate things in a
way that web browsers understand.

WHAT IS AN HTML EDITOR?

An HTML editor is a text editor (that is, a program on your computer) to help make writing
HTML easier. The HTML editor Notepad-++ is commonly used for writing HTML. Notepad-++
can be downloaded and used for free. Other free text editors that could be used are, for
example, Brackets and Atom.

g E\DBE Textbook\Benoni July 2018\HTML\basic.html - ... - [} X

File Edit Search View Encoding Language Settings Tools Macro Run
Plugins Window ? X

JHHEUERGE s Wkoe |l xx(EE
basic.htmlﬂ]
K!DOCTYPE html>
<html>
E <head>
<title>My Webpage</title>
</head>

=

=] <body>
<hl>Joe Bloggs</hl>
</body>
-</html>

2
3
4
3
6
2
8
<
0

1

In:1 Col:1 Sel:0|0 Windows (CR LF) UTF-8 INS A

Figure 15.1: Notepad++

Using Notepad++ means that you do not have to download or buy a specific HTML editor.
It is a more sophisticated text editor than Notepad which is included with the Windows
operating system. It uses colours for your HTML code which allow you to identify errors. To
save web pages in Notepad++, you must change the format from *.txt to *.html.
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There are many other HTML editors such as Adobe DreamWeaver, KompoZer and Microsoft
Expression Web available. These allow you to design web pages without using HTML. In
CAT you are expected to write the HTML yourself.

HTML SYNTAX

HTML syntax is the system of rules governing how tags should be used and in which order.
It is, essentially, the grammar rules of HTML. If the syntax of a tag is incorrect or not used
correctly, your website could break and might not display correctly. This can cause major
problems in more complex sites where pages depend on each other to load or work
correctly. The syntax helps you define where something starts and ends.

Al HTML elements can be found in pairs inside angled brackets (< >). These are called tags.
For a web page to display correctly in a browser, the elements and tags must give the browser
the correct instructions on what to display and where. HTML syntax describes where each tag
must be and if they need to be inside other tags. Links, lists, images, etc. all have their own
specific syntax to let the browser know what to display and how to display it.

HTML syntax is standardised and The World Wide Web Consortium (W3C) develops,
publishes and maintains those standards. There have been many versions of HTML since
the beginning of the WWW and each version has been updated as web technology has
advanced. The current set of HTML standards is called HTML 5.

In CAT you will be learning an earlier version of HTML. This will prepare you well to move to
the newer version if you need to.
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UNIT

15.2 Basic HTML tags

In order to build a website, you will need to know what the different HTML tags do so that
you can give web browsers the correct instructions on how and what to display and in
which order to display it for your website.

In this unit, you will learn about the structure of an HTML page, opening and closing tags,
and what they do and basic document tags, like <htm1>, <head>, <body> and <h> and
where they are used in a web page. You will also learn about text element and formatting
tags and how to use them. Lastly, you will learn about HTML comments and how and why
they are used on a web page or website.

OPENING TAG AND CLOSING TAG

Before you can learn about the different tags, you need to understand the structure of a tag.
AllHTML tags come in pairs, the first one is known as the opening tag and the second one
is the closing tag. Tags are enclosed by angle brackets and the opening and closing tags
look the same. The only difference is that the closing tag has an added forward slash (/) after
the first angled bracket.

<h1>Closing and opening tags are cool</hl>
The green tag above is the opening heading 1 tag and the red tag is the closing heading 1 tag.

Pairs of tags with content between them such as the example above, are sometimes
referred to as elements.

BASIC DOCUMENT TAGS

The basic document tags are used to set up the structure of a web page. They will all
appear on every web page which you create using HTML. The table below shows the basic
tags and briefly explains what their purpose is.

TAGS FUNCTION

<IDOCTYPE html> <IDOCTYPE html> tells the web browser that you are using
HTML 5. It is not required for CAT and can be omitted.

<html> </html> Tells the browser that this is an HTML page.

<head> </head> This element contains meta information about the document. This
can include a page title, keywords, the author of the document,
when the document was last updated, etc.

<title> </title> Specifies a title for the document. The title will be displayed on the
browser tab. These tags must be written inside the <head>
</head> tags.

<body> </body> Defines the body of the web page; contains all the visible page
content. Tags to display text, images, backgrounds and videos on the
page are all found between the <body> </body> tags.
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#38  Guided Activity 15.1

1. Open a blank Notepad ++ document and type in the following code:

<!DOCTYPE html>

<ht

<ht

ml>
<head>

<title>A title</title>

</head>
<body>

Hello World

<body>
ml>

2. Save this web page as HelloWorld.html.
3. You will not be able to open it in a browser if you have not saved the file as a *.html file.

HEADING ELEMENTS

Heading tags are used to display text as headings. These tags are like heading styles used
in a word processor. The table below shows the heading tags:

TAG FUNCTION

<h1l> </h1> | Displays a level 1 heading. This is the main heading of your web page and
should only be used once on each web page.

<h2> </h2> | Displays a level 2 heading. These, and the other heading levels, are used to
display sub-headings. They can be used more than once on each web page.

<h3> </h3> | Displays a level 3 heading.

<h4> </h4> | Displays a level 4 heading.

<h5> </h5> | Displays a level 5 heading.

<h6> </h6> | Displays a level 6 heading.

#38  Guided Activity 15.2

1. Type the following code into Notepad++. Make use of the TAB key to indent your code correctly.

=]

headings.html E3 |

1 <html>
2 <he
3

4 <he
5

6 H <bo
7

8

9
10

11
12
13 H </b
14 L</html

ad>

<title>Heading Tags</title>

ad>

dy>
<hl>Level
<h2>Level
<h3>Level
<h4>Level
<h5>Level
<hé6>Level
ody>

>

AUk WNER

Heading</hl>
Heading</h2>
Heading</h3>
Heading</h4>
Heading</h5>
Heading</h6>
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3“ Guided Activity 15.2 ... continued

2. Save the file as Headings.html.

3. Open the file Headings.htmlin a web browser such as Google Chrome or Microsoft Edge.
Right-click on the file name, click on Open With and select the browser of your choice.

4. Your browser display should look the figure below:

@ Heading Tags X

& = C @ File| E/DBE%20T

Level 1 Heading

[Level 2 Heading

Level 3 Heading
[Level 4 Heading
[Level 5 Heading

[Level 6 Heading

Notice that all headings are displayed in bold and with space above and below them.
Alevel 1 heading has a bigger font size than a level 2 heading, and so on. You should also see
the web page title, “Heading Tags”, displayed in the browser tab.

In most web pages, only the first three heading levels are used.

TEXT ELEMENTS

Text elements are used to display all text on your web page other than headings. The table
below shows the text elements that you need to know:

TAGS FUNCTION

<p> </p> | Displays a paragraph of text. A line is left open after each paragraph. Most text on a
web page is displayed using <p> tags.

<br /> This is a line break tag. It displays the next line of text on a new line but without a
space above it.

This tag is one of the few tags that does not come in pairs. The closing tag forms
part of the opening tag.

<hr /> This tag displays a horizontal line. (hr stands for horizontal rule.)

This tag is used to separate sections of your web page or underneath heading tags
to make them stand out more.

This tag also does not come in pairs as is never used to display text.
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#38  Guided Activity 15.3

1. Type the following code into Notepad++. Make use of the TAB key to indent your code correctly.

Le)d.hlmlﬂl
1 =<html>
2 <head>
3 <title>Text Tags</title>
4 <head>
5
6 <body>
7 <hl>Level 1 Heading</hl>
8 <hr />
9 <p>The quick brown fox jumps over the lazy dog. The quick
brown fox jumps over the lazy dog.</p>
10
11 <p>The quick brown fox <br /> Jjumps over the lazy dog.</p>
12 | </body?|
13 L</html>

2. Save the file as text.html.
3. Open the file text.htmlin a web browser.
4. Your browser display should look like the figure below:

@ Text Tags X -

&« = C @ File| E/DBE%20Textbook/Benoni%20July%202018/HTML/text.html Y

Level 1 Heading

The quick brown fox jumps over the lazy dog. The quick brown fox jumps over the lazy dog.

The quick brown fox
jumps over the lazy dog.

Take note of the difference in the way the two paragraphs are displayed.

TEXT FORMATTING

There are two tags that are used to make parts of a paragraph stand out. These tags are
explained in the table below:

TAG FUNCTION
<b> </b> Used to display text in bold.

<i> </i> Used to display text in italics.

Both tags are often used inside a pair of <p> </p> and are applied to important word or
words that need to be emphasised. Because of this they are sometimes known as inline tags.
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#38  Guided Activity 15.4

1. Open the file text.htm/ which you saved after the last Guided Activity in Notepad+-+.
2. Make the following changes to the HTML code:

a. Display all occurrences of the word “fox” in bold.

b. Display all occurrences of the word “dog” in italics.
3. Your code should now look like this:

gmdmmul
1 ekhtml>
2 <head>
3 <title>Text Tags</title>
4 <head>
5
6 O <body>
7 <hl>Level 1 Heading</hl>
8 <hr />
9 <p>The quick brown <b>fox</b> jumps over the lazy <i>dog
</i>. The quick brown <b>fox</b> jumps over the lazy <i>dog
</i>.</p>
10
11 <p>The quick brown <b>fox</b> <br /> jumps over the lazy
<i>dog</i>.</p>
N </body>
13 l</html>

4. Save the file as fext2.html.
5. Display the file in a web browser. Notice how all the words “fox” appear in bold and all the words
“dog” appear in italics. Do not close the browser tab.

@ Text Tags X  +

& - C O File| E/DBE%20Textbook/Benoni%20July%202018/HTML/text2.html

Level 1 Heading

The quick brown fox jumps over the lazy dog. The quick brown fox jumps over the lazy dog.

Something to know

The quick brown fox

In HTML 5 the <b> and jumps over the lazy dog.
<i> tags are no longer
used. HTML is only used to 6. Delete the closing tag </ b> after the first “fox”. Save the file again. Switch to the browser and
display the content of a web refresh the web page. Either click on the refresh button or press the function key F5.
page and to indicate its 7. \What happened to the way the text was displayed?
meaning. Formatting is Notice that omitting a closing tag can cause your web page to display in unexpected ways. In
done using Cascading Style Notepad++ if you click on an opening tag it should be highlighted with a coloured background.
Sheets (CSS). CSS has a The closing tag should also be highlighted.
completely different syntax
than HTML and is more o
difficult to leam. If the opening tag is not highlighted, then you know that the closing tag is missing.
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N

HTML COMMENTS

When you want to make a note to yourself in your HTML, you can use the comments tag.
Comments allow you to keep track of what you have done or to remind you to do something
without displaying that information on the website. Comments tags can be inserted
anywhere in the HTML source code.

You can also use comments to find errors in your code (this process is called debugging),
by commenting out one line of code at a time to see which one is actually causing the
problem. You can add comments by using this tag:

<!-- This is a comment tag -->

Note that there is an exclamation mark (!) in the opening tag, but not the closing tag.

&  Activity 151

PRACTICAL ACTIVITY

You are going to create a web page where you will display information about yourself. Type the HTML
code in Notepad++. Save the file as Act 15_1.himl.

It is a good idea to save your file after each step. View what you have done in a browser to check
that you have not made any mistakes. Do not close the browser. Save any changes you have made in
Notepad+-+ and then refresh the browser window to update the display.

1. Create the basic structure of the web page using the correct document tags. Give the web page
the title “Personal Information”.
2. In the body of the web page do the following:
a. Display the text “All about me!” as the main heading on the page.
b. Display the text “Favourite sports” as a level 2 heading. Display a horizontal line under
this heading.
c. Write the names of two sports you enjoy doing or watching under this heading. The name of
the sports must be in a paragraph but each one must display on a new line.
d. Display the text “Favourite subject” as a level 2 heading. Display a horizontal line under
this heading.
e. Write two short paragraphs explaining why the subject is your favourite.
. Include the name of the teacher who teaches this subject in one of the paragraphs. The
teacher’s name should be displayed in bold.
g. Atthe end of the document, just before the closing tag, type in “Created by [your name]”.
Use a tag to ensure that this text is NOT displayed in the browser.
3. Save and close the file Act 15_1.html.
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UNIT

15.3 Text formatting

In the previous unit you probably noticed that your web pages are all rather boring. All the text
is coloured black, the fonts are the same and everything is aligned on the left of the page. In
this unit you will learn how to use attributes to make your web pages look more interesting.

Attributes are added to opening tags and they are used to modify how the element displays
on the screen. It is important to follow the correct syntax when using attributes to ensure
that your web page displays correctly.

ANATOMY OF AN ATTRIBUTE

An attribute is made up of two parts:
e The attribute name
e The attribute values

<p align = “center”>The quick brown fox</p>

Note the following:

e Attributes are ONLY added to opening tags. You should NEVER include an attribute in
a closing tag.

e Attribute values should be enclosed in quotes. In HTML 5 quotes are sometimes
optional. You should always add quotes so that you do not have to remember when to
use them.

e Sometimes attribute values use American spelling, for example center (not centre) and
color (not colour).

ALIGNMENT ATTRIBUTES

Alignment attributes are used with text and heading tags to control where the text is
displayed on the page. The table below shows the different values that can be used:

ATTRIBUTE  VALUE FUNCTION

align left Aligns the text on the left side of the page. This is the default alignment
for most HTML elements, so it is seldom used.

center | Aligns the text in the centre of the page. (Note the spelling.)

right Aligns the text on the right side of the page.

The align attribute is used with the <p> tag as well as the <h1> to <h6> tags.
It is also possible to align text elements (and others such as images) using the
<center> </center> tag. The <center> tag must surround another element (enclosing both

opening and closing tags). See the example below:

<center><p>The quick brown fox</p></center>
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#38 Guided Activity 15.5

1. Type the following code into Notepad-++.

[= align.htmi E3 |
1 E<html>
2 0 <head>
3 <title>Text formatting</title>
4 </head>
5
6 o <body>
7 <h1>Text Formatting</hl>
8
9 <h2 align = "left">Left-aligned heading</h2>
10 <h2 align = "center">Centred heading</h2>
11 <h2 align = "right">Right-aligned heading</h2>
12 |
13 | </body>
14 '</html>

2. Save the file as align.html.
3. View the file in a web browser.

& Grade 11 - OneDrive X e Text formatting X -+ - o &
« > C @ Fi|e| E:/DBE%20Textbook/Benoni%20July%202018/HTML/align.html Prg q’
Text Formatting

Left-aligned heading
Centred heading

Right-aligned heading

4. If your web page does not display correctly, go back and check your code carefully.

If you resize your browser window, the centred heading will still appear in the centre of the page.
Notice that in Notepad++ the colours of the attribute and the attribute values, the text and the tags
are all different. These colours only appear after you have saved the file as *.html. The colours will
also not appear if, for example, you spell the attribute incorrectly.

WORKING WITH FONTS

The appearance of text can also be improved by using a different font, font size or font
colour. Changing the font of text or headings requires the use of a new tag, the <font>
</font> tag. This tag has its own attributes.

The font tag is always used in combination with a <p> or <h*> tag. The font tag is written
inside the <p> or <h*> tags. This is known as nesting.

Look at the following example:
<p><font color = “red”>Paragraph text</font></p>
This combination of tags and attributes will display the paragraph text with a red colour.

Notice that the tag which is opened first (<p>) is closed last (</p>). The tag which is
opened second (<font>)is closed first (</font>).
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The attributes that can be used with the <font> tag are shown in the table below:

ATTRIBUTE VALUE FUNCTION

face

Any valid font name such | Changes the font that is displayed.

tag in MS Word.

as Avrial or Gomic Sans MS | The correct name for the font can be found by looking
at the Font dropdown in the Font group on the Home

color Any valid colour name Displays the text in a different colour to the default black.
such as red, blue or green. | There are 140 standard colour names in HTML.
size Values ranging from 1 to 6

Do the following activity to get a better understanding of how to use the <font> tag.

#38  Guided Activity 15.6

1. Type the following code in Notepad++ and save the file as fonts.html.

<html>

<head>
<title>Font Attributes</title>
</head>

<body>
<hl>Fonts</hl>

<l-- One by one -->

<p><font color="red">The quick brown fox jumps over the lazy dog</font></p>
<p><font face="Comic Sans MS">The quick brown fox jumps over the lazy dog

</font></p>

<p><font size = "6">The quick brown fox jumps over the lazy dog</font></p>
<!-- All together -->

<p><font color = "blue" size = "4" face = "Arial Black">The quick brown fox

jumps over the lazy dog</font></p>

</body>

</html>|

2. View the file in a web browser.
3. Your web page should look like this:

-«

4. If

Fonts

The quick brown fox jumps over the lazy dog

The quick brown fox jumps over the lazy dog

The quick brown fox jumps over the lazy dog

The quick brown fox jumps over the lazy dog

your page does not display correctly, return to Notepad++ and correct your errors.

Note the following:
e The colour attribute must be spelled correctly, viz. color

e A

list of valid HTML colour names can be found on the W3 Schools website:

https://www.w3schools.com/colors/colors_names.asp

e More than one attribute can be used in the same font tag. It is not necessary to have a new

<font> tag for each attribute. The order in which the attributes are added does not matter.
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HORIZONTAL LINES

There are two attributes that can be used for the horizontal lines’ appearance. The attributes
are added to the <hr /> tag. They are described in the table below:

ATTRIBUTE VALUE(S)

size A number measured in pixels. The unit
for pixels (px) does not need to be used.
Pixels are the size of the picture
elements on the screen. 1 cm is
approximately 37,8 pixels.

FUNCTION

Changes the height (thickness) of the
horizontal. Browsers display a hollow
line which can be difficult to see.

width Either a number in pixels, for
example 100 or a percentage,
for example 50%.

Changes the length of the line.

If the width of the line is given in pixels,
the width will stay the same even if the
browser window is resized.

If the width is given as a percentage, the
length of the line changes to that
percent of the available space. If the
browser window is resized, the width of

the line will change.

#38  Guided Activity 15.7

1. Type the following code into Notepad++. Save the file as /ines.html.

[<html>
<head>

<title>Horizontal Lines</title>
</head>

<body>
<!-- Change width -->

<hr width = "100" />
<hr width = "50%" />
<!-— Change size ——>
<hr size = "5" />

<!-- Change both -->

</body>
l/html>

<p>Horizontal line: Width 100 px</p>

<p>Horizontal line: Width 50%</p>

<p>Horizontal line: Size 5 px</p>

<p>Horiztal line: Size 10 px Width 70%</p>

<hr size = "10" width = "70%" />

2. View the file in a web browser. You page should look this:

Horizontal line: Width 100 px

Horizontal line: Width 50%

Horizontal line: Size 5 px

Horiztal line: Size 10 px Width 70%

... continued
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3“ Guided Activity 15.7 ... continued

3. Resize your browser window. Note that the line where the width is in pixels stays the same while the
ones where the width is given as a percentage change size according to the width of the screen.

Note the following:

e [tis often difficult to see that the width of the line has changed. You can use CSS to display a
solid line.

e Both attributes can be added to a single <hr> tag. The order in which you add the attributes
does not matter.

BODY BACKGROUND COLOUR

Up until now all the web pages you have created have had a white background colour which
is a bit boring. There is a useful attribute that can be used to change the background colour
of your web page. This attribute is added to the opening <body tag. See the table below:

ATTRIBUTE VALUE FUNCTION
bgcolor Any valid Changes the background colour of the page to the one selected.
colour name

Choose your background colour carefully. People must always be
able to read the text on the page.

#38  Guided Activity 15.8

1. Type the following code into Notepad-++ and save the file as background.html.

Khtml>
<head>
<title>Horizontal Lines</title>
</head>

<body bgcolor = "lightyellow">

<p>This page has a cool background colour</p>
</body>
</html>

2. View the page in a web browser.
3. Your page should display with a light yellow background colour.

It is also possible to use a suitable image as the background of a web page. This is done using the
background attribute. See the example below:;

<body background="w3s.png”>
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UNIT

15.4 Putting it all together

In this unit you will be doing an activity where you will apply all the skills you have learned in
this chapter.

&  Activity 15.2

Study the screenshot of a web page below carefully.

= ] X
Q@ Labrador Retriever X 4+

& = C @ File | E/DBE%20Textbook/Benoni%20July%202018/HTML/Act%2015_2%... Yr q’

Labrador Retriever

One of the most popular dog breeds

Appearance

Labrador Retrievers can be up to 62 cm tall and weigh about 36 kg. They are well proportioned dogs with broad
heads and long legs

Labrador coats come in three colours: black, yellow and chocolate
Temperament

Labradors are fun loving dogs that love human company. They are usually not aggressive

1. Open a new file in Notepad++. Save the file as Act 15_2.himl.

2. Add the basic document tags to create a web page. The text “Labrador Retriever” must appear
on the browser tab.

3. Using the screenshot as a guide, add tags and attributes to the body to create a web page which
is the same as the one in the screenshot.
e The background colour of the page should be light yellow.
e There is only one level 1 heading on the page.
e The main heading uses the Comic Sans MS font.
e The other headings use the Arial font.

4. Save your work regularly and preview it in a browser as you are working.
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REVISION ACTIVITY

WRITTEN ACTIVITY
Study the following code:

<html>
<head>
<title>Critical information</title>
</head>
<body>
<center>
<hl>Hello World!</h1>
<p>A «Hello World!» is any computer program that
outputs the text «Hello World!» to the user.</p>
<p>Since this is a relatively easy task, it is often
the first program that programmers learn to create.</p>
<h2>History</h2>
<p>The «Hello World!» program was first included as a
beginner>s program in a book from 1972 called <i>A
Tutorial Introduction to the Language B</i>.</p>
</center>
</body>
<h2>Challenges</h2>

<p>Programmers often like to challenge themselves by finding
strange and funny ways to code “Hello World”, or to create
it on strange devices, such as calculators.</p>

</html>

1. Based on the code, answer the following questions in your own words.

a. What is the title of the page? 1

b. How many headings are there on the page? 1)

¢. How many paragraphs of text are there? 1)

d. What information should be placed in the body section? (1)

e. Are there any lines of code that should be moved to the body section? 1)

2. Name two elements of an HTML document. ()
3. Explain the difference between the World Wide Web and a website. 4)
4. Why would you use comments in a web page? 2)
5. Name three advantages of using formatting and structural elements in a web page. 3)
... continued

COMPUTER APPLICATIONS TECHNOLOGY | GRADE 11 | Practical Book

Gr11_CAT_Practical_LB.indb 232 2019/09/20 11:55 AM



1

REVISION ACTIVITY ... continued

PRACTICAL ACTIVITY

1. Use a text editor to create a web page using your knowledge of html elements and tags to
give some info about South African School Sports. Follow the following guidelines to create
a web page: (20)
e Use Notepad to create a document. Save it as an HTML document.
e The title of the web page is ‘School Sports’.
o (Create the following headings:
o Heading 1: Popular sport codes

o Heading 2: Summer sports

o Heading 2: Winter sports

o Heading 3: School policy with regards to sport

o All headings must be formatted in bold.

o All' headings must have a horizontal line in between.

e \Vrite the following paragraphs after each heading:
e P1:The most popular sports in South African schools are; rugby, netball, athletics, soccer
and cricket.
P2: In South Africa athletics and cricket are played during the summer months.
P2: In South Africa netball, rugby and soccer are played during the winter months.
P3: Learners must be accompanied by an educator when they compete against learners
from other schools.
Save the web page and view it in a browser.
Total: [36]

AT THE END OF THE CHAPTER
CANYOU ... YES NO

1 | Describe what HTML is and what it is used for?

Discuss what an HTML editor is?
Define HTML syntax?

Explain the structure and design of a simple HTML page?

Identify and use basic HTML tags, including document and text tags?

Use HTML comments?

Identify and use the correct attributes and syntax for HTML links, images and lists?

0| N[O~ W N

Describe the principles of good website design?
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CHAPTER

16 PRINCIPLES OF WEB DESIGN

CHAPTER OVERVIEW
Unit 16.1: HTML and web design
Unit 16.2: HTML links and images

By the end of this chapter, you will be able to:

e |dentify and use the correct attributes and syntax for HTML links, images and lists.
e Describe the principles of good website design.

INTRODUCTION

Now that you understand the basics of how a website is made, you need to learn about
what a website needs to look like. A well-designed website is one that is easy to navigate,
easy to read and good to look at.

In this chapter, you will learn about the basics of good web design and how HTML works to

make a website look good and be user-friendly. You will also learn about HTML links,
images, lists and the correct attributes and syntax for these elements.
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UNIT

16.1 HTML and web design

Websites have many purposes ranging from providing information to entertainment to
e-commerce. You can have the most beautifully designed website in the world, but if it does
not provide the information people are looking for quickly and easily, it will not be a good
website. This is why good website design is important. A good website is one that looks
good, loads quickly and is easy to navigate.

In this unit, you will learn about the basics of good website design and how to use colour
and basic text formatting to get the message across as quickly as possible.

GOOD WEBSITE DESIGN 9

Something to know

If you wish to design a good website, there are a number of important things that should be

considered: For a look at how website

1. The purpose of a website impacts on how it is designed. A website that provides design has changed since
information will have a different design to an e-commerce website. the dawn of the internet

2. The website should be good to look at. This includes the layout of website elements, age, A Look Back at 20+
choice of fonts and use of colour. Headings, sub-headings and lists should be used to Years of Website Design

has several good examples:
https://blog.hubspot.com/
marketing/look-back-20-
years-website-design.

organise information.

3. The content of the website should be up to date and relevant to your target audience.
Content should also be original and not plagiarised from another source.

4. It should be easy to navigate the site. It must be easy to identify hyperlinks and users
should not have to click too many times to get where they need to.

Many people use a mobile device such as a smartphone to view websites. You need to
ensure that your website looks as good on a mobile phone screen as it does on a laptop or
desktop computer.

DESIGNING A WEBSITE OR WEB PAGE

Page layout is one of the most important aspects of website design. You need to think
about how you are going to be arranging the content on it. You need to start with laying out
the information correctly and neatly. Placing content on the pages in a random way looks
messy. Use a grid-based layout to arrange content into sections.

Most people read from left to right and from top to bottom, so they naturally read things in
the shape of a capital letter F. Most of what people see is in the top and left of a screen and
the bottom right is very rarely looked at. Make sure the most important information is where
people will naturally look first.

You will also need to consider the spacing of the website. Using empty space (or negative
space) balances out the page and draws the eye to the most important content. A lot of
negative space also makes things look elegant and clean.
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Compare
iPhone models

Find the iPhone that's right for you »

Figure 16.1: Apple’s website uses negative space very effectively

Lastly, each page on the website must look like it belongs with the rest. You should carry
specific design elements (like colour, logos and font) through to all the pages.

USING COLOUR

Colour is important in web design. Colour draws the eye and makes important things stand
out. Colours should be used to enhance the purpose of your website. Information must be
clear and easy to read.

Colours need to be chosen for the background of the page, important information and body
text. If the website is providing information about a company or business the colours of the
company logo could be used.

If you are designing a website, the colours used should be consistent across different pages.
Don’t choose a different background colour for each page on your site.

In CAT you will add colour to your website using attributes linked to tags. Most modern
websites, however, use Cascading Style Sheets to add colours. If you are interested in finding
out more about CSS there are a number of free online courses available.

BASIC TEXT AND TEXT FORMATTING

Finally, you need to think about the text. Ask yourself:

e Will you be using plain text or a specific font?

e How will the text be formatted and where will you use <b> and <i> tags to draw
attention to specific things?

e How many heading levels will you have and how big will they be?

® How will the text be spaced out?

e Wil the text be a different colour?

e What colour will my links be?

Once you have all of that figured out, you can start creating your website.
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1

& Activity 16.1

Written activity. Look at the screenshots taken from two different online stores. Using your knowledge
of good and bad website design, answer the questions below.

&« C @ Notsecure | arngren.net B

Apps

. EEEE e el-bilertilbarn Index [ ] i Bygg ditt
Qo T ARNGREN net #+ @ W00 ™o | = oowene gy, 28
- i sin Fly == : T
23 Butikker Teknologi & Gadgets T00 O Ehl < Fritjof i sin Fly-Bil Siik Betaler du elrotur  kr19.998,-
R 4
[ & Drone - i -Ki 0 -

Index |A.®. i meg —JEIekt"_SKe K|oretoy ﬂﬂ:ﬁa Avatar-Gunship Er det ra-
| Akvarium i*!(amera Alle Produktene pa - M Angresijema este Helikopteret noensrwnne.
g:in;l ) \H 3.908 - denne siden lagerfares el-biler til barn Video

otester % hos ARNGREN i Oslo. -
ATV (el) |— Q‘[OX Se Lagerkoden efter - Fjernstyrte produkter Nyhet!
Bildefliser - iz (a0 2= 96, - Forbruker Elektronikk
|Bil (elektrisk) gas. @ ErpaLager N
3Hbam‘3‘ o © Kommer for 3 uker - g_atlt(erlle-r & Ladere, etc

onrad-elekironi|

nrad-e @ Lengre enn 3 uker =Disko-Lys
DiotalKiket | 1-ATV til . Roboter Rakett
Disko-Lys Barn & Voksne. - = Video
Dummy-Kamera |fra kr. 3998,- =
DVD-Spiller —
Elektronikk & Das

EL-Scooter & Bil

Isbitmaskin
Kamera (fradlest)
|Kino _(beerbar)
[Kompass (SiBat)
Laser-Jamer (Bil)
Luft-Jekk

IMobil-telefon-1, 2
Motorsykkel | i
JOmiormer (110V)

fra kr. 89.998,.

el-Bil ; Cross-Rider

6]

el-ATV med
skilt (16 &r)

R e |
A A

Eigurer s

Golf-biler (m/skilf) | | Mercedes SUV

Hobby & RC m/ Gummi-Hjul S
Hoverpod —Ngdom & VOKSNE Roboter
HP-Maler (Bil)

el-moped med
kilt (16 &r)
19.098-

el-ATV

Elekironikk ) AR
B Elektrisk-Scoote
Fra kr._9.998,- ©(3000w)

Ta alitid ut 230Vac Adapteren
nar du ikke er tilstede, eller sover

el-bil (16 ar & moped-
Lappen) fra kr. 34.

100kt

@ https//www.amazon.com/?tag=googleglobalp-20& hvadid=293444178229&hvpos=1t1 &hvnetw=g&hvrand=1318489932873398

0475&hvpone=&hvptwo=&hvgmt=ehvdev=cBhvdvemdi=&... Tr

< C

W Bookmarks

Trending in video games see more

1. Name four things which make Arngren a badly designed website?
2. Explain why the second screenshot of Amazon is a better designed site?
3. What could Arngren do to improve on their website design?
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UNIT

16.2 HTML lists, links and images

In this unit you will learn about some new tags which are used to make web pages more
interesting. Lists are used to organise information. Images add interest to a web page.
Hyperlinks are key to all websites, allowing you to jump to different places with a click of
your mouse.

HTML LISTS

You can use lists to organise the information on an HTML page. For example in a word
processing program, you can have numbered lists and bulleted lists. Numbered lists are
also called ordered lists and bulleted lists are called unordered lists. The tags used to create
these elements are described in the table below:

TAG FUNCTION

<ul> </ul> Displays a bulleted (unordered) list on the page.

<ol> </ol> Displays a numbered (ordered) list on the page

<1i> </1i> Each item in the list must be enclosed in a pair of <11i> </11> tags.

#38 Guided activity 16.1

1. Type the following code into Notepad++ and save the file as /ists.html.

<html>
<head>
<title>Shopping List</title>
</head>

<body>
<h2>Shopping List</h2>

<ul>
<li>Milk</1i>
<li>Cheese</1i>
<li>Eggs</li>
</u1ﬁ
</body>
</html>

2. View the file in a web browser.

Shopping List

¢ Milk
¢ Cheese
e Fggs

... continued
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#38  Guided activity 16.1 .. continued

3. Note how the 11 > tags are nested inside the <u1> tags as well as the use of indentation. This
is done to ensure that the HTML is easy to read.

4. Replace the <ul> tag with <o1> and the </ul> tag with </o1>. Save the file and view
the results in a browser.

Shopping List

1. Milk
2. Cheese
3.Eggs

5. Notice how the bullets have changed to numbers.

There is an attribute, called type which can be used to change the type of bullet or the type of
number used in a list. The values which can be used with the type attribute are described in
the table below:

UNORDERED LISTS (<UL>)

Attribute Value | Function

type disc Changes the bullet to an open circle

square | Displays a square bullet

circle Display a bullet which is a solid circle. This is the default value which is
displayed if the type attribute is not used.

NUMBERED LISTS (<0L>)
Attribute | Value | Function
type 1 Displays a list numbered from 1 onwards. This is the default attribute which
does not have to be used.
A Displays an alphabetical list with uppercase letters, e.g. A., B., C., ...
a Displays an alphabetical list with lowercase letters, e.g. a., b., c., ...

| Displays a list using uppercase Roman numbers, e.g. |, Il 1ll, ...

i Displays a list using lowercase Roman numerals, €.g. i, i, i, ...

There are two other attributes which can only be used with ordered lists, reversed and start
which you can find out about if you want.
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#38  Guided activity 16.2

1. Open the file /ists.htm/ which you saved in Guided Activity 16.1.
2. Make the changes below to the HTML code and save the file:

<html>
<head>
<title>Shopping List</title>
</head>

<body>
<h2>Shopping List</h2>

<ul type = "square">
<li>Milk</1i>
<li>Cheese</1i>
<li>Eggs</1i>
</ul>
</body>
/html>

3. View the code in a web browser. Notice how the bullet has changed to a square shape.

4. Change the value of the type to “disc”. Save the file and view the results in a browser. Notice
how the bullet has changed to an open circle.

5. Change the unordered list to and order list.

6. Change the type attribute to display a numbered list like the one below. Save the file before
viewing in a browser.

Shopping List

1. Milk
1. Cheese
ii. Eggs

7. Experiment with different values of the type attribute and view the results in a browser.

HTML LINKS

The ability to use hyperlinks to move easily from one place in a document to another or from
one document to another is one of the reasons the HTML markup language was created.
In this section we will show how to:

e Link to another website or another page in a website

° Linkto afile

* Link to a different place in the same document.

All HTML links are hyperlinks, meaning that they allow you to jump from page to page in a
document or to another document entirely. When you move your mouse over a link, the

cursor changes from an arrow into a small hand with a pointing finger.

Regardless of what type of link it is, all links follow the same basic structure, for example:

<a href=“http://www.facebook.com”>This is the link</a>
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The tag for links is called the anchor tag and it does have an opening tag and a closing tag,
it just looks slightly different than all the other tags you have seen so far. Without the
destination address and the reference in it the anchor tag is <a></a>.

The “href” attribute inside the opening anchor tag specifies the destination address (the
URL) of the link, telling the browser where to take you if you click on it. The destination
address must always be in double quotation marks (“_”).

The text between the tags is called the anchor text. This text should be highlighted in some
way so that users of the page know where to click. The following are the default colours
used in all browsers:

® Blue and underlined for an unvisited link

e Purple and underlined for a visited link

* Red and underlined for an active link (this happens when you click on the link)

These colours can be changed using CSS.

$38  Guided activity 16.3

1. Type the code below into Notepad++. Save the file as /links1.html.

html>
<head>
<title>Website Links</title>
</head>

<body>
<h2>Link to a website</h2>

<p>If you click on this <a href="
https://www.w3schools.com/tags/tag a.asp">link</a>, you
will be able to find out more about the &lt a &gt tag.</p>
</body>
/html1>]

2. View the page in a browser.
3. Click on the word link, which should be blue and underlined. Make sure the W3 Schools
webpage opens correctly. If not, check that you did not making a typing error.

In the previous Guided Activity, you will have noticed that the new web page replaced the
web page you were viewing. You must click the Back button on the browser to go back to
where you were. Many users find this annoying. To force the new website to open in a new
tab on your browser, the target attribute is used.

<a href="http://www.google.co.za target = “ blank”>Go to Google</a>

There are a few other values for the target attribute which are sometimes used in older
websites. It is not necessary for you to know them.

If a web page contains a lot of information, links are often used to jump from one part of the
page to another. These are called internal links.
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Creating an internal link is done in two steps.
1. Create the place you want to jump to by making a bookmark:

<a id="Place”>Bookmark text</a>

The id attribute is used to give the bookmark a name. The bookmark name should be
a single word and must not contain spaces. In older versions of HTML the attribute
name was used instead of id. You can replace the id attribute with name without
affecting your webpage.

2. Add a hyperlink to the bookmark at the place you wish to jump from:

<a href="#Place”>Go to Place</a>

The bookmark name has a # in front of it. “Go to Place” will be the anchor text and will
be blue and underlined.

In the following Guided Activity, we will learn how to create internal links.

#38  Guided activity 16.4

1. Open the file /links2.html, which you will find in your data folder, in Notepad-+-+.
2. Change the level 2 heading “Part Two” as follows:

<h2><a id=”"Part2”>Part Two</a></h2>

3. Save the file and view it in a browser. You should not notice any change.
4. Make the following changes to the top of the document:

<hl>Links to a place on the same page</hl>
<p>Go to <a href="#Part2">Part 2</a></p>

<h2>Part One</h2>

5. Save the file and view it in a browser. Click on the hyperlink “Part 2" which you have just created
and observe what happens. You might need to make the browser window smaller to better see
what happens.

6. Add a bookmark to the level two heading “Part Three”. Call the bookmark id “Part3”.

7. Add the paragraph with text “Go to Part 3” under the paragraph you added in Question 4.
Hyperlink this paragraph to the “Part3” bookmark.

8. Save the file in the browser and ensure that the hyperlink works correctly.

HTML IMAGES

Images can add to the design and appearance of a web page. Images also have their own
unique syntax, starting with their tag. Images are defined with the <img> tag. This tag is
empty, meaning it does not have a closing tag. To see how an image is specified in HMTL,
look at the example below:

<img src=“kitten.jpg” alt="My new kitten” />
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The image tag is a map of where the image fits on a page since images are not technically
inserted directly into an HTML page. Rather, images are linked to a folder (either the same
one as the page or a sub-folder) or to a server or website. The <img> tag creates a holding
space for the referenced image.

The image tag is an example of what is known as an inline element. Text and other elements
wrap around the image.

There are two attributes that should be used for every image:
e Source (src)
e Alternate text (alt)

The source attribute indicates where an image is stored. This is either the folder on the
website or another website or server. You need to specify where the image is stored in order
for it to display. You also must give the correct file extension, e.g. jpg or bmp. For example,
the src attribute below indicates the pictures folder on a website:
<img src=“images/kitten.jpg” />

The alt attribute gives alternate text for an image. This is a short description of what the
image shows so that if a user cannot view the image because the file is no longer available,
or they are using a screen reader, they can still know what the image looks like.

<img src=“images/kitten.jpg” alt="small black kitten” />

There are other attributes which can be used with the img tag. They are described in the

table below:
ATTRIBUTE VALUE(S) FUNCTION
height A number (in pixels) | Allocates the size needed for the height of the image before
it is loaded.
width A number (in pixels) | Allocates the size need for the width of the image before it is
loaded.

If the value of only one of height or width is specified, the browser will adjust the other
attribute so that the image’s aspect ratio stays the same. If you specify both values, you
must be careful to not distort the image by changing the aspect ratio.

ATTRIBUTE VALUE(S) FUNCTION
align left Aligns the image on the left of the page. This causes text
(and other elements) to wrap around the right-hand side of
the image.
right Aligns the image on the right of the screen. The causes text
(and other elements) to wrap around the left-hand side of
the image.
top Aligns the top of the image with surrounding elements
middle Aligns the middle of the image with surrounding elements
bottom Aligns the bottom of the image with surrounding elements
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Note that the value “center” does not work with an image. An image can, however, be
centred using the <center> tag introduced in Chapter 15. See the example below:

<center><img src=w3s.png” alt="Logo” /></center>

#38  Guided activity 16.5

. Open the file images.htmlin Notepad+-+.
2. Type in the following code underneath the heading “Images”:

<img src="cube.jpg” alt="A cube” />

. Save the file and view it in a browser. The image should appear under the heading and the

following paragraph starts under the image.

. Add align="left” to the image tag:

<img src="cube.jpg” align="1left” alt="A cube” />

Save the file and view in the browser. The image is now on the left of the screen and the text
wraps around the image.

Images

The quick bro
lazy dog. The
over the lazy

fox jumps ove
brown fox jun
dog.The quick
the lazy dog. 1
Jjumps over thy
brown fox jun
The quick bro
lazy dog. The
over the lazy dog. The quick brown fox jumps
quick brown fox jumps over the lazy dog. The
over the lazy dog. The quick brown fox jumps

. Now change the value of the align attribute to “right”. Save the file and view in browser. Take

note of the result.

. Addthe code <img scr="tinycube.jpg” align="top” alt="A small

cube” /> immediately after the first <p> tag.

<p><img src="tinycube.jpg" align="top" alt="A small cube" />The
quick brown fox jumps over the lazy dog. The quick brown fox

Aumne aver tha lazv dAaa The emiick hrown fax Gumne aver the lazw

. Save the file, view in the browser and take note of what happens. Now change the value of the

align attribute to “middle”. Save the file again. View it in the browser and take note of how the
position of the image changes.

. Finally change the value of align to “bottom”. Save the file and view the changes.

REVISION ACTIVITY

A web page has been created to give some first-hand information to visitors who are totally unaware
of uShaka Marine World and the unlimited fun it has in store for them.

Open the incomplete uShaka web page in a web browser and also in a text editor, e.g. Notepad.

NOTE: Question numbers are inserted as comments in the coding as guidelines to show
approximately here the answer(s) should be inserted.

... continued
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REVISION ACTIVITY ... continued

The final web page should look like the example below.

Unlimited Fun for EVERYONE!

Chimp & Zee Rope Adventure:

¢ lengest belay system in the wiord - ho levels of dlificulfy inbo |18 elements) ond infemeadicts {17 elsments|inchiding)
o 2 excifing zip ines over Rocky Reel and the furle enclosures

Wet n wild:

s |7 didzsinclucdng highset slde in the southem hemisphare

Seqa World:

A Afica s keadng marine educafion Faciify

B 5As cnly Delphin Show

C. Gambit eThekwini Living Lagand

D, Lorgest oquarium in the southem hemisphere extending 300 meters through four ship weecks

Dangerous Crealures:

1. Mew Black throcted meniors aka The Drogons
2 Bumese Python Photo Opporfunity

Kids World:

» Feathered fiends - Paroh. Suiphur Cresled Cockaloos, Green Wing and Blus & Gokd Macaws.
= Afcds lorgest ungle gym

Formore: infermafion, call 031 328 8000
O Wisit
wevrsshokomarineword cozg

1. Add the HTML code so that the text Unlimited Fun@uShaka appears in the browser tab. 2
2. Change the background colour of the web page to yellow. ™
3. Change the font of the whole web page to Century Gothic. 2
4. Correct the HTML code to display the heading “Unlimited Fun for EVERYONE!” in

heading 1 style. 1)

5. Insert a horizontal line after the heading “Unlimited Fun for EVERYONE!” and before the last

line of the web page starting with “For more information ...”

e The colour of the horizontal lines should be red.

e The size should be 4. (3)
6. Locate the items under the heading Sea World. Make the following changes:

e Display it as an ordered list.

e The list should be in the format A,B,C. 2
7. Insert the image Fun Unlimited.jpg before the heading “Wet ‘n Wild” and do the following:

e Set the height of the image to 50% and width to 25% respectively.

e Align the image to the right.

e [nsert an alternative text to display Unlimited Fun if the image does not display. (6)
8. Display the sentence “call 031 328 8000” found at the bottom of the web page to be italics. (1)
9. Link the web address found at the bottom of the web page that reads

www.ushakamarineworld.co.za to the same web address. 2

Total: [20]

AT THE END OF THE CHAPTER

CANYOU ... YES NO

1 | Identify and use the correct attributes and syntax for HTML links, images
and lists?

2 | Describe the principles of good website design?
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