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2.1: About This Course

This course is aimed at beginning to intermediate computer users. It teaches a range of computer skills from the basics of using
Windows, to basic internet literacy, to creating projects using Microsoft Office. Assignments show step-by-step visuals to help
students complete projects, and include integration across Microsoft Word, Excel, PowerPoint, and Access.

This course was developed by Lumen Learning in conjunction with Cerritos College, with contributing work from Sherri
Pendelton, Shelli Carter, and Robert Danielson, as well as videos from multiple sources.

Course Improvements
This new edition of Computer Applications for Managers includes improvements and enhancements including:

o New learning outcomes in Module 2: Internet Research discussing ethical business research
o Expanded and resequenced Microsoft Word modules
¢ One new Microsoft Excel module and resequenced pre-existing Excel modules
¢ One new Microsoft PowerPoint module and resequenced pre-existing PowerPoint modules
e Three new Microsoft Access modules

o Module 12: Microsoft Access Basic Skills

o Module 13: Microsoft Access Intermediate Skills

o Module 14: Microsoft Access Advanced Skills

o Expansion of Module 15: Integration to include Microsoft Access

We believe in making continuous improvements to our courses in order to enhance and facilitate student learning. This newest
version of the course includes data-driven improvements to assessment questions and text content in order to better illustrate,
clarify, and evaluate concepts.

About Lumen

Lumen Learning’s mission is to make great learning opportunities available to all students, regardless of socioeconomic
background.

We do this by using open educational resources (OER) to create well-designed and low-cost course materials that replace expensive
textbooks. Because learning is about more than affordability and access, we also apply learning science insights and efficacy
research to develop learning activities that are engineered to improve subject mastery, course completion and retention.

If you’d like to connect with us to learn more about adopting this course, please Contact Us.

You can also make an appointment for OER Office Hours to connect virtually with a live Lumen expert about any question you
may have.

Contributors and Attributions
CC licensed content, Original

o About This Course. Provided by: Lumen Learning. License: CC BY: Attribution
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Licensing

A detailed breakdown of this resource's licensing can be found in Back Matter/Detailed Licensing.
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2.2: Course Contents at a Glance

The following list shows a summary of the topics covered in this course. To see all of the course pages, visit the Table of Contents.

Module 1: Introduction to Computers

e Computer Concepts

e Operating Systems

o Navigate Programs

o Finding Programs and Files
o File Management

¢ Snips and Screenshots

Module 2: Internet Research
¢ Using and Searching the Internet
o Ethical Business Research

o Basic Searches

e Advanced Searches

Module 3: Microsoft Word Basic Skills

o Using Word

e Basic Text Formatting
o Workspace Tools

e Lists

Module 4: Microsoft Word Intermediate Skills

e Page Layout
o Text Boxes
o Tables

e Images

e Hyperlinks

Module 5: Microsoft Word Advanced Skills

o Advanced File Creation
o Watermarks and Icons
o Citations

e Mail Merge

¢ Internet and Word

Module 6: Microsoft Excel Basic Skills
o Using Excel

e Basic Formatting and Layout

o Using Multiple Worksheets

Module 7: Microsoft Excel Intermediate Skills
o Using Excel for Data Analysis

e Automating Data Entry

o Graphics
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e Charts

Module 8: Microsoft Excel Advanced Skills

o Sparklines

e More Formatting and Layout

¢ Pivot Tables

e Macros

o Statistical Functions and Formulas
e Add-Ins

¢ Internet and Excel

Module 9: Microsoft PowerPoint Basic Skills

¢ Creating Presentations
e Using PowerPoint
¢ Objects in PowerPoint

Module 10: Microsoft PowerPoint Intermediate Skills
o Transition Effects

¢ Headers and Footers

o Videos and Arranged Objects

e Lists

Module 11: Microsoft PowerPoint Advanced Skills

¢ Colors

¢ Tables in PowerPoint

e Animations in PowerPoint

e Charts in PowerPoint

¢ Customized PowerPoint Template
o Internet and PowerPoint

Module 12: Microsoft Access Basic Skills

¢ Creating Database Tables
o Fields in Access

¢ Table Primary Key

¢ Indexes

Module 13: Microsoft Access Intermediate Skills
o Table Relationships

o Working with Tables

o Working with Datasheets

o Sorting and Filtering Data

Module 14: Microsoft Access Advanced Skills

o Importing and Exporting Data
e Queries

e Forms and Reports

o Analyzing Data

Module 15: Integration

o Using Word with Excel and PowerPoint
o Using PowerPoint with Excel
o Integrating Access
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Module 16: Capstone Assignment

e Create Capstone Presentation
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CHAPTER OVERVIEW

1: Introduction to Computers

Learning Objectives

o Discuss basic computer concepts and definitions

o Determine what operating system you have

e Navigate programs

e Locate and manage files and folders

o Discuss proper file and folder management techniques in a variety of environments
o Take a screenshot

1.1: Why It Matters- Introduction to Computers
1.2: Introduction to Computer Concepts

1.3: Hardware

1.4: Software

1.5: Security

1.6: Privacy

1.7: Introduction to Operating Systems

1.8: Identifying Your Operating System (OS)
1.9: Introduction to Navigate Programs

1.10: Managing Windows

1.11: Keyboard Shortcuts

1.12: Introduction to Finding Programs and Files
1.13: Start Menu

1.14: Creating Files and Folders

1.15: Organizing Files and Folders

1.16: Deleting Files and Folders

1.17: Introduction to File Management

1.18: Local Files

1.19: Network Files

1.20: Online Files

1.21: Introduction to Snips and Screenshots
1.22: Snips and Screenshots

1.23: Putting It Together- Intro to Computers
1.24: Assignment- Download Files

1.25: Assignment- Identify Your OS

1.26: Assignment- Empty the Recycle Bin
1.27: Discussion- Computers vs. Smartphones

1: Introduction to Computers is shared under a CC BY license and was authored, remixed, and/or curated by LibreTexts.
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1.1: Why It Matters- Introduction to Computers

Why learn how to use computers?

Almost every job in management uses computers in some capacity. Your ability to effectively use computers in day-to-day tasks
can be the difference between getting work done on time or being overwhelmed with your workload. Computers make many tasks
much more efficient. You may have to invest a little time up front to learn the skills, but once you gain some computer literacy you
will find many tasks much easier and faster to accomplish.

Here are just a few of the tasks in business management that use computers and the programs we will cover in this course:

o keeping track of inventory

o organizing and accessing databases of customer information
e managing budgets

e writing internal communication to other employees

¢ designing presentations to shareholders, coworkers, or bosses
e representing the company in communication to customers

o coordinating multiple people’s schedules

o searching the internet for useful information

In order to accomplish these tasks, you will first need to develop a foundation in basic computer literacy.
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1.2: Introduction to Computer Concepts

What you'll learn to do: Discuss basic computer concepts and definitions

In this section we will explore the components that make up the personal computer. Of course, computer hardware alone is not
sufficient to power computers—software is required. We will break down the software necessary to support computing and learn
the difference between system software and application software.

We are all familiar with the power and convenience of connecting individual computers and mobile devices. We will discuss the
downside of being connected—information security and personal privacy. Finally, we will learn best practices in file management
and organization in three environments: local, network and online.
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1.3: Hardware

Learning Objectives

e Discuss the role hardware plays in computing

Computer hardware (usually simply called hardware when a computing context is concerned) is the collection of physical elements
that constitutes a computer system. Computer hardware is the physical parts or components of a computer, such as the monitor,
mouse, keyboard, computer data storage, hard disk drive (HDD), graphic cards, sound cards, memory, motherboard, and so on, all
of which are physical objects that are tangible.

Mainboard

The motherboard is the main component of a computer. It is a large rectangular board with integrated circuitry that connects the
other parts of the computer including the CPU, the RAM, the disk drives (CD, DVD, hard disk, or any others) as well as any
peripherals connected via the ports or the expansion slots.

Components directly attached to or part of the motherboard include:

e The CPU (Central Processing Unit) performs most of the calculations which enable a computer to function, and is sometimes
referred to as the “brain” of the computer. It is usually cooled by a heat sink and fan. Most newer CPUs include an on-die
Graphics Processing Unit (GPU).

o The Chipset, which includes the north bridge, mediates communication between the CPU and the other components of the
system, including main memory.

¢ The Random-Access Memory (RAM) stores the code and data that are being actively accessed by the CPU.

e The Read-Only Memory (ROM) stores the BIOS that runs when the computer is powered on or otherwise begins execution, a
process known as Bootstrapping, or “booting” or “booting up.”

o The BIOS (Basic Input Output System) includes boot firmware and power management firmware. Newer motherboards use
Unified Extensible Firmware Interface (UEFI) instead of BIOS.

o Buses connect the CPU to various internal components and to expand cards for graphics and sound.

e The CMOS battery is also attached to the motherboard. This battery is the same as a watch battery or a battery for a remote to a
car’s central locking system. Most batteries are CR2032, which powers the memory for date and time in the BIOS chip.

Storage

Computer data storage, often called storage, refers to computer components and recording media that retain digital data. Data
storage is a core function and fundamental component of computers. The price of solid-state drives (SSD), which store data on
flash memory, has dropped a lot in recent years, making them a better choice than ever to add to a computer to make booting up
and accessing files faster.

Fixed media

Data is stored by a computer using a variety of media. Hard disk drives are found in virtually all older computers, due to their high
capacity and low cost, but solid-state drives are faster and more power efficient, although currently more expensive than hard
drives, so are often found in more expensive computers. Some systems may use a disk array controller for greater performance or
reliability.

Removable media

To transfer data between computers, a USB flash drive or Optical disc may be used. Their usefulness depends on being readable by
other systems; the majority of machines have an optical disk drive, and virtually all have a USB port.

Practice Question
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Input and Output

Input and output devices are typically housed externally to the main computer chassis. The following are either standard or very
common to many computer systems.

Input

Input devices allow the user to enter information into the system, or control its operation. Most personal computers have a mouse
and keyboard, but laptop systems typically use a touchpad instead of a mouse. Other input devices include webcams, microphones,
joysticks, and image scanners.

Output device

Output devices display information in a human readable form. Such devices could include printers, speakers, monitors or a Braille
embosser.
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1.4: Software

Learning Objectives

o Discuss the role software plays in computing

System Software

System software is computer software designed to operate and control the computer hardware and to provide a platform for running
application software. System software can be separated into two different categories, operating systems and utility software.

o The operating system (prominent examples being Microsoft Windows, Mac OS X, Chrome OS, and Linux), allows the parts of
a computer to work together by performing tasks like transferring data between memory and disks or rendering output onto a
display device. It also provides a platform to run high-level system software and application software.

o A kernel is the core part of the operating system that defines an API for applications programs (including some system
software) and an interface to device drivers.
= Device drivers such as computer BIOS and device firmware provide basic functionality to operate and control the
hardware connected to or built into the computer.
o A user interface “allows users to interact with a computer.” Since the 1980s, the graphical user interface (GUT) has been
perhaps the most common user interface technology. The command-line interface is still a commonly used alternative.

o Utility software helps to analyze, configure, optimize and maintain the computer, such as virus protection.

Practice Question
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Additional Software

In contrast to system software, software that allows users to do things like create text documents, play games, listen to music, or
web browsers to surf the web are called application software. The line where the distinction should be drawn is not always clear.
Most operating systems bundle such software. Such software is not considered system software when it can be uninstalled without
affecting the functioning of other software.

Exceptions could be web browsers such as Internet Explorer, where Microsoft argued in court that it was system software that
could not be uninstalled. Later examples are Chrome OS and Firefox OS where the browser functions as the only user interface and
the only way to run programs (and other web browser cannot be installed in their place), then they can well be argued to be (part
of) the operating system and then system software.
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1.5: Security

Learning Outcomes

¢ Discuss the importance of security in the business computing environment

A computer being secure depends on a number of technologies working properly. A modern operating system provides access to a
number of resources, which are available to software running on the system, and to external devices like networks via the kernel.

The operating system must be capable of distinguishing between requests which
should be allowed to be processed, and others which should not be processed. While some systems may simply distinguish between
“privileged” and “non-privileged,” systems commonly have a form of requester identity, such as a username. To establish identity
there may be a process of authentication. Often a username must be quoted, and each username may have a password. Other
methods of authentication, such as magnetic cards or biometric data, might be used instead. In some cases, especially connections
from the network, resources may be accessed with no authentication at all (such as reading files over a network share). Also
covered by the concept or equester identity is authorization; the particular services and resources accessible by the requester once
logged into a system are tied to either the requester’s user account or to the variously configured groups of users to which the
requester belongs.

In addition to the allow or disallow model of security, a system with a high level of security also offers auditing options. These
would allow tracking of requests for access to resources (such as, “who has been reading this file?”). Internal security, or security
from an already running program is only possible if all possibly harmful requests must be carried out through interrupts to the
operating system kernel. If programs can directly access hardware and resources, they cannot be secured.

External security involves a request from outside the computer, such as a login at a connected console or some kind of network
connection. External requests are often passed through device drivers to the operating system’s kernel, where they can be passed
onto applications, or carried out directly.

Why Does Security MatteR?

Security of operating systems has long been a concern because of highly sensitive data held on computers, both of a commercial
and military nature. The United States Government Department of Defense (DoD) created the Trusted Computer System Evaluation
Criteria (TCSEC) which is a standard that sets basic requirements for assessing the effectiveness of security. This became of vital
importance to operating system makers, because the TCSEC was used to evaluate, classify and select trusted operating systems
being considered for the processing, storage and retrieval of sensitive or classified information.

Network services include offerings such as file sharing, print services, email, web sites, and file transfer protocols (FTP), most of
which can have compromised security. At the front line of security are hardware devices known as firewalls or intrusion
detection/prevention systems. At the operating system level, there are a number of software firewalls available, as well as intrusion
detection/prevention systems. Most modern operating systems include a software firewall, which is enabled by default. A software
firewall can be configured to allow or deny network traffic to or from a service or application running on the operating system.
Therefore, one can install and be running an insecure service, such as Telnet or FTP, and not have to be threatened by a security
breach because the firewall would deny all traffic trying to connect to the service on that port.

Practice Question
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1.6: Privacy

Learning Objectives

o Discuss the challenges to privacy in the business computing environment

Information privacy, or data privacy, is the relationship between collection and dissemination of data, technology, the public
expectation of privacy, and the legal and political issues surrounding them.

Privacy concerns exist wherever personally identifiable information or other sensitive information is collected and stored—in
digital form or otherwise. Improper or non-existent disclosure control can be the root cause for privacy issues. Data privacy issues
can arise in response to information from a wide range of sources, such as:

o Healthcare records

e Criminal justice investigations and proceedings
¢ Financial institutions and transactions

¢ Biological traits, such as genetic material

¢ Residence and geographic records

o Ethnicity

e Privacy breach

o Location-based service and geolocation

The challenge in data privacy is to share data while protecting personally identifiable information. The fields of data security and
information security design and utility software, hardware and human resources exist to address this issue. As the laws and
regulations related to Data Protection are constantly changing, it is important to keep abreast of any changes in the law and
continually reassess your compliance with data privacy and security regulations.

The Internet and Security

The ability to control the information one reveals about oneself over the Internet, and who can access that information, has become
a growing concern. These concerns include whether email can be stored or read by third parties without consent, or whether third
parties can continue to track the web sites someone has visited. Another concern is web sites which are visited collect, store, and
possibly share personally identifiable information about users.

The advent of various search engines and the use of data mining created a capability for data about individuals to be collected and
combined from a wide variety of sources very easily. The FTC has provided a set of guidelines that represent widely accepted
concepts concerning fair information practices in an electronic marketplace called the Fair Information Practice Principles.

Everything is accessible over the Internet nowadays. A major issue with privacy relates back to social networking. For example,
there are millions of users on Facebook, Twitter, and other social media platforms, and regulations have changed. People may be
tagged in photos or have valuable information exposed about themselves either by choice or most of the time unexpectedly by
others.

It is important to be cautious of what is being said over the Internet and what information is being displayed as well as photos
because this all can searched across the web and used to access private databases making it easy for anyone to quickly go online
and profile a person.

Practice Question
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1.7: Introduction to Operating Systems

What you'll learn to do: determine what operating system you have.

Every computer has an operating system: put simply, this is the system that allows your computer to operate. It is important to
know which operating system your computer has because the steps to accomplish various tasks varies between operating systems.
Reading directions on how to change the desktop background in Windows 10 may not help you if you are running Windows XP,
and those directions will be useless if you are using a Mac. However, nearly all versions of Windows and macOS are capable of
doing the same things.
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1.8: Identifying Your Operating System (OS)

Learning Objectives

o Determine what operating system you have.

An operating system (OS) is system software that manages computer hardware and software resources and provides common services for computer
programs. Nearly every computer program requires an operating system to function. The two most common operating systems are Microsoft Windows
and Apple’s macOS. This course’s main focus will be Windows 10 and 7.

Although this class will be focusing on Windows 10 and 7, the things you will learn in this module can be done by any version of Windows or macOS. If
you are not running Windows 10 or 7, you can find directions online by searching for the task you are trying to do and the name of your operating
system. (For example, you might search for “create folder windows vista.”)

Windows vs. Mac

g

Apple logo

To identify your operating system, start by narrowing down which brand of OS you have. Often you can determine whether you are running Windows or
macOS without even turning on your computer:

o Is there an Apple logo somewhere on your computer?
« Does your computer have a Command key (38) on the keyboard?
e Was your computer purchased at an Apple store?

If the answer to any of those questions is yes, then you most likely have a computer that runs macOS.

Another good way to see whether you are running Windows or Mac is simply to turn the computer on. As the operating system boots up, it will display a
logo. A Windows logo means you are running Windows, while an Apple logo means you are running macOS.

If you have determined that you are running Windows, there are many methods to determine your specific operating system, not all of which are listed
here. It doesn’t matter which method you use; what’s important is figuring out which operating system you have. If one method doesn’t work, try
another.

Method 1

Press the Windows key (at the bottom of the keyboard, looks like four squares) and R key at the same time to open the Run dialog box. Type in “winver.”

- ]

Recycle Bin

Type the name of a program, folder, document, or Internet
resource, and Windows will open it for you.

Open: winwver

Cancel Browse...

Click OK. A window should open called About Windows that tells you which operating system you are using.

https://biz.libretexts.org/@go/page/46410



https://libretexts.org/
https://creativecommons.org/licenses/by/4.0/
https://biz.libretexts.org/@go/page/46410?pdf
https://biz.libretexts.org/Courses/Lumen_Learning/Book%3A_Computer_Applications_for_Managers_(Lumen)/01%3A_Introduction_to_Computers/1.08%3A_Identifying_Your_Operating_System_(OS)

LibreTextsw

About Windows X

= Windows10

Microsoft Windaws

Version 1607 (05 Build 14393.0)

© 2016 Microsaft Corporation. Al rights reserved.

The Windows 10 Home operating system and its user interface are
protected by trademark and other pending or existing intellectual property
rights in the United States and other countries/regions.

This product is licensed under the Microsoft Software License
Terms to:

Windows User

This computer is using Windows 10.

Method 2

Open the Start menu by clicking the bottom left-hand corner of your screen. If you see a search text box, select it and then type “about” or “about your
pc.” If you do not see a search text box, then just start typing “about” or “about your pc.” Select About your PC. If you do not see About your PC, try a
different method.

0 i< Filters ~~

Best match

@ About your PC

System settings
Apps
= This PC
Settings
B3 Taskbar notification area

¥ View recent messages about your
computer

& system
Store
B Al About Money

£ about
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Settings

- X
@ tome I wWind 10
Find a setting f’l .. I n OWS
System PC name DESKTOP-12VAOGF
3 Display
= Apps & features Organization WORKGROUP
Connect to work or school
i5 Default apps
Edition Windows 10 Home
[] Notifications & actions Version 1607
05 Build 14393.0
™ Power & sleep
Product ID 00326-10000-00000-AA064
2 Battery Processor Intel(R) Core(TM) i7-4650U CPU @ 1.70GHz
2.30GHz
=1 Storage Installed RAM  2.00 GB

: I System type 64-bit operating system, x64-based processor I
4 Offline maps

This computer is running Windows 10 Home Version 1607 with a 64-bit operating system.

Method 3

Open the Start menu by clicking the bottom left-hand corner of your screen. Right-click on Computer, then select Properties.

—_—

ljl Getting Started
! Connect te a Projector =

Documents
Calculator

Pictures
Sticky Motes

Music
% Snipping Tool
. Computer
,u‘jﬁ Paint
Control Panel Manage
%‘ XPS Viewer
Devices and Printef Map network drive...
gj Windows Fax and Scan Disconnect network drive...

Default Programs

% Remote Desktop Connection HrmEnlE
Help and Support Rename

@ Word 2016 Properties .

¥ AllPrograms

N [ Trr—
| Search programs and files Shut down licel

B @0 T
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>
() Jid/:® b Control Fanel » System and Security b System - Search Control Panel
AN

Control Panel Home

&) Device Manager
) Remote settings

Service Pack 1
Get more features with a new edition of Windows 7

@ System protection
@ Advanced system settings

System
Rating: 2% Windows Experience Index 3
Processor Intel(R) Core(TM) i7-4650U CPU @ 1.70GHz 2.30 GHz

Pen and Touch: Mo Pen or Touch Input is available for this Display

Computer name, domain, and workgroup settings

See also Computer name: WIN-FQNHLABQPLY 8 Change settings
Action Center Full computer name: WIN-FQNH1ABQPLY L
Windows Update Computer description:
Performance Information and Workgroup: WORKGROUP
Tools

Windows activation -

This computer is running Windows 7 Professional with a 64-bit operating system.

Method 4

Open the Start menu by clicking the bottom left-hand corner of your screen.If you see a search text box, select it and then type “System Information” in
the search box. If you do not see a search text box, then just start typing “system” or “system information.” Select System Information under Programs. If
you do not see System Information, try a different method.

Programs (1)

| B System Information
Control Panel (4)

1B System

Enable location and other sensors

View location activity

Enter a default location

1 See more results

| system information
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File Edit View Help

System Summary

Hardware Resources
Components
[#- Software Environment

il .
Microsoft Windows 7 Professional
6.1,7601 Service Pack 1 Build 7601

GOther OS5 Description Not Available
QS Manufacturer Microsoft Corporation J
System Mame WIN-FQNH1ABQPLY

System Manufacturer VMware, Inc.

al Platform

System Type x64-based PC

Ilware Vit

Processar Intel(R) Core(TM) i7-4650U CPU @ 1.7C
BIOS Version/Date Phoenix Technologies LTD 6.00, 7/2/20
SMBIOS Version 27
Windows Directory C\Windows
System Directory C\Windows\system32
Boot Device \Device\Harddiskvalumel 2
< m ] 3
Find what: Find Close Find
|"] Search selected category only |”] Search category names only

This computer is running Windows 7 Professional with a 64-bit operating system.

Methods 2—4 also provide additional information on your computer that is useful for troubleshooting and determining what programs you will be able to
run. For example, many software programs have a version for a x32-based processor and another for a x64-based processor. For the purposes of this
course, you only need to know which edition of Windows you have.

Practice Questions
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1.9: Introduction to Navigate Programs

What you'll learn to do: navigate programs

This section will help you interact with the programs on your computer. Knowing how to control windows and programs is
essential for multitasking and improving your workflow. We will also cover some terminology so you can better understand
instructions, both in this course and elsewhere.
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1.10: Managing Windows

Learning Objectives

« Manage multiple windows

There are several terms that are commonly used in discussions about and instructions for computer use. This guide will define these common terms to help you read

instructions.

Desktop
Desktop refers to the main screen of the computer. It is the first screen you see after logging in. The desktop’s appearance can vary widely because it is highly customizable,
but generally desktops will feature a large image, icons, and a taskbar (covered later on this page).

The Windows 10 desktop.

The Windows 7 desktop.

Note that the word desktop is also used to refer to a desktop computer. A desktop computer is not portable (it stays on the desk) while a laptop computer is portable.

Window
A window is a viewing area that graphically displays a program so that the user can interact with it. A window is adjustable, so it can take up the entire screen or just part of
the screen. Note that this is a different term from the Windows operating system—Macs also have windows.

L XK ] untitled text.txt

. ! :
File Path v : ~/Desktop/Picture-dump/untitied text.txt

) T 0B

| Untitled - Notepad a‘— < » B untitled textixt % NN

File Edit Format View Help

nawN e

This is an example of a window.|
This is an example of a window.|

Line 5 Col 32 TextFile 3 Unicode (UTF-8) Unix (LF) & o | Last saved: 5/11/17, 9:57:44 AM 4

A Windows 7 window. A Mac window.

The look of windows varies by operating system and program. Not every program’s window will function the same. For example, many programs open in full screen by
default, so you will not see any of the window’s toolbars or buttons. Most windows have the same features, which we will cover here.
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" Untitled - Notepad

File Edit Format View Help

This is an example of a window.

Diagram of a Windows 10 window.

1. Menu bar. This toolbar contains various commands that often lead to dialog menus (covered later on this page). Windows computers have this bar at the top of
windows; Macs have this bar at the top of the screen instead. The options contained in this toolbar vary greatly from program to program.

2. Title bar. This shows the title of the program (in this case, Notepad) and has the minimize, maximize/resize, and close buttons. If the window is not maximized, you can
click and drag the title bar to move the window.

3. Minimize. Minimizing a program means making the program “collapse” into the taskbar. A minimized window is no longer visible but still running.

4. Maximize/resize. Clicking this button will maximize the window so it takes up the whole screen. If the window is already maximized, clicking this button will resize the
window to be smaller.

5. Close. This button closes the window.

6. Resize corner. Clicking and dragging this button will change the size of the window.

Working with Multiple Windows: Resizing

Resizing windows can help you see multiple windows at once, as shown below.

Document? - Sign in

OB Irser | Desic| Layo | Refe | Ml Revie| View | © el R et | Desic| Loyo | Refes | M| Revie| View | © Tell me [
- I % W — ke —
B Arial (Headings) ) =| [[as D all[=] [[all[ 2
5 B[ U -aex x| h Styles | p Font | P, h Styles Edit
aste = Paragrepl es | Paste ont  Paragrap es Editing
=5 A T T e S | 2 e | . 2 e
Clipboard Font & Clipboard ~

To: All Employees

From: Sierra Rowan, Stors Manager
YO U R Date: September 1, 2018
h = | Projects - m] X

COM PANY Home Share  View e
&« - « Docu... » Projects v O Search Projects »p
NEWSLETTE ™
~ 3k Quick access
draft:
Volume 1/ Issue 1 B Desktop~ # 'Ia :
sales
& Downloads # i
v suppliers
GET| |5 Documents M| 11 election
A RECENT SUCCESS To g & Pictures  # ] 34 nellis
You might use a sidebar fora startt] drafts * B Bookl
brief story about an important wal Projects 07 Book2
Prnisrts ol B
Page1of2 480words [[¥ E I items

PRactice Question
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Menu Bar and Dialog Menus

Clicking an option on the menu bar, such as File, opens a dialog menu that gives you more options to interact with the program.

| Untitled - Notepad

File Edit Formet View Help
Mew Ctrl+N
Open... Ctri+0
Save Ctrl+S

Save As...

Page Setup...

Print...

Exit

A window with a dialog menu.
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Instructions in this course—and elsewhere—will often use shorthand to indicate how to get to a particular command through dialog menus. This shorthand separates phrases
that should be clicked with a > symbol. For example, the instructions for the screenshot above would be “File>Save.”

Taskbar

The taskbar runs at one edge of the screen, almost always the bottom. The taskbar is used to access the Start menu and currently running programs. Like the desktop, it is
very customizable.

441PM
A bE T o EI

017

‘Windows 10 taskbar
1. Start menu button. The appearance of the Start button varies between versions, but it is always the left-most button of the taskbar. The Start menu can also be opened by
pressing the Windows key (l..' ) on the keyboard.

. Pinned programs. Programs can be pinned to the taskbar so that they are quicker to get to: you can open a pinned program simply by clicking on it. You can customize
which programs are pinned to the taskbar by opening a program, then right-clicking on the program’s taskbar icon and selecting “Pin to Taskbar.” You can also unpin
pinned programs by right-clicking the program’s icon and selecting “Unpin from Taskbar.”

3. Open (minimized) program. The icons of open programs will appear to the right of the pinned programs. In Windows 10, the blue line beneath the icon indicates the

program is minimized.

4. System tray. The system tray is on the right side of the taskbar. It displays the date and time and has icons that show helpful information related to computer and
program functions. The icons in the system tray vary widely from computer to computer depending on what programs are installed and what version of Windows you
have, so do not worry if your system tray does not match the screenshots in this course or your classmates’ system trays. In the screenshot above, from left to right in the
system tray:

N

o Arrow. When clicked expands to show more system tray icons

o Battery. This is a feature of laptop computers. Hover over the battery icon to see how much charge is left.

o Network. This icon shows the status of your internet connection. In the screenshot above, the computer is connected to the internet with a cable; wireless connection
icons often look like a fan or a bar chart.

Sound. Clicking on the sound icon in the system tray allows you to change the volume or mute your computer.

Date/time.

Notification center. When your computer needs updates or has security notifications, those messages can be accessed here.

Show desktop. At the very far right side of the taskbar is a thin line. Clicking the sliver of the taskbar between that line and the edge of your screen will minimize all
programs. Hovering the mouse over that sliver of screen will allow you to “peek” at the desktop.

o 0o o0 o

Note that Macs do not have a taskbar, but they do have a similar feature called the Dock.

Working with Multiple Windows: Taskbar

The taskbar can be very useful for multitasking. By clicking between the icons of two open windows on the taskbar, you can work in two different documents or programs at
once. Move your mouse over an icon to have a preview of the other window, then click on it to switch.

Baokl - Excel Sgnin B —

Inset  Pagelayout  Formulas  Data  Review  View Q@ Tellmewhat youwantto do 8 share
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5 $ - 9% » | [ Format as Table - ¥ Delete - [~ £ -
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1
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7
B
9
10
n 1
12
3
. 14
Hover to preview the program. =
Sheet1 [© < >

Click the icon on the taskbar to switch.
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1.11: Keyboard Shortcuts

Learning Objectives

o Use keyboard shortcuts to perform tasks

A keyboard shortcut is a series of keys you can press to complete a computer command. As a common convention, keys that are
meant to be pressed at the same time are joined by a + in written text. For example, Ctrl+S means you should press the Ctrl and S
keys at the same time.

There are many, many keyboard shortcuts. However, you will probably only need to use a few. We will use many of these shortcuts
throughout the course.

Most Commonly Used Shortcuts

These are a few of the most common shortcuts that you’ll use as you navigate your computer. There are both Windows and
Mac shortcuts listed. Note that Ctrl stands for the control key, and Cmnd stands for the command key.
Table 1. Common Keyboard Shortcuts

Command Windows Shortcut Mac Shortcut Explanation
Copies and removes an item or

Cut Ctrl+X Cmnd+X .
text; used with Paste

Ty Cul+C Cmnd+C C?pies an item or text; used
with Paste

Paste CleV Cmnd+V 'Inserts the last cut or copied
item or text

Select All Ctrl+A Cmnd+A Selects all text or items

Undo Ctrl+Z Cmnd+Z Undoes the last action

Redo Ctrl+Y Cmnd+Y Redoes the last thing undone

Task M

Task Manager/Force Quit Ctrl+Alt+Delete Cmnd+Opt+Esc Opt eI)lS ask Manager (see
note
Closes window; (in Windows,
hi h

Close window Alt+F4 Cmnd+W this comm.and s 1.1ts down
computer if all windows are
closed)

New CrlN Cmnd+N Opens a new window, tab, or
document

Open Ctrl+O Cmnd+O Opens a file or document

Save Ctrl+S Cmnd+S Saves a file
Opens search tools; in most

Find Cirl+F Cmnd+F prograrns, OP?HS a search box
to find specific words on a
page

Practice Question
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Note: Cut vs. Copy
Cut Copy

<O —\?

Cutting and copying can be used on files, folders, and text. Both are followed by the Paste command. So what’s the difference
between cutting and copying?

The cut command removes the selected data from its original position, while the copy command creates a duplicate; in both cases
the selected data is kept in a temporary storage tool called the clipboard. The data in the clipboard is later inserted in the position
where the paste command is issued. The data is available to any application supporting the feature, thus allowing easy data transfer
between applications.

Think of using scissors to cut out a line of text on a printed sheet of paper and pasting it onto another sheet of paper. The line is no
longer part of the original piece of paper when you cut it out. Now think of using a copy machine to copy the sheet of paper. The
line of text is still on the original sheet of paper.

Note: Task Manager/Force Quit

Task Manager/Force Quit (Ctrl+Alt+Delete or Command+Option+Esc) is a useful tool for terminating crashed programs or
shutting down a frozen computer. Task Manager interrupts whatever your computer is doing and allows you to shut down your
computer or access the Task Manager. The Task Manager shows every program currently being used and allows you to close
unresponsive programs or background tasks.

17l Task Manager - m} x
[&] Calculator.exe

B Microsoft Edge

[ Microsoft Word (32 bit)

R Snipping Tool

The Windows 10 Ctrl+Alt+Delete screen. (Click the image to
enlarge.) More details End task

Windows 10 Task Manager. To close a program, select the
program then click End task.

https://biz.libretexts.org/@go/page/46413



https://libretexts.org/
https://creativecommons.org/licenses/by/4.0/
https://biz.libretexts.org/@go/page/46413?pdf

LibreTextsw

Overview of Keys

Below is a diagram of the keyboard with some keys labeled. Do not be worried if your keyboard does not match the diagram or
does not have exactly the same keys.

Escape Print Screen
é Lﬁ
H End Num
Tab Insert | Page
Up Home

I

Windows
Alternate

Control

Control Key

The control key, or Ctrl key, is essential to many common shortcuts. It does not do anything when pressed by itself, but when
pressed at the same time as other keys, it can modify the other key’s function.

Note: The Command Key

If you’re using a computer with Mac OS, you’ll most likely have a Command (Cmnd) key instead of a Ctrl key. In most keyboard
shortcuts, command will replace Ctrl (for example, on a Windows machine Ctrl+C copies, and on a Mac machine, Cmnd+C
copies).

There is also a control key on some Mac machines, but its function is entirely different. For now, you won’t need to worry about it.

Alt Key

The alt key, or alternate key, triggers an alternate use for keys. For example, many special characters (characters not commonly
found on the keyboard, such as ¢ or ¢) are available when pressing Alt and the right series of numbers. Like the control key, the alt
key is also essential to many common shortcuts.

Note: The Option Key

If you’re using a computer with Mac OS, you’ll most likely have an Option (Opt) key instead of a Alt key. In some keyboard
shortcuts, Opt will replace Alt, but the two are less directly related.

Windows Key

The Windows key (also known as Win key, start key, or home) causes the start menu to open. The logo may vary slightly from the
design in the diagram above. If the Windows key is missing, Ctrl+Esc can serve the same function.
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Menu Key

The menu key, or application key, is usually represented by a small icon depicting a pointer hovering above a menu. It is typically
found on the right side of the keyboard between the right Windows logo key and the right control key (or between the right alt key
and the right control key). The menu key is frequently omitted in the interest of space, particularly on portable and laptop
keyboards. The key’s primary function is to launch a context menu with the keyboard rather than with the usual right-mouse button.
It can be used when the right-mouse button is not present on a mouse.

Escape Key

The escape key, or Esc, is at the top-left corner of the keyboard. It can be used as a shortcut in dialog boxes to close programs.

Print Screen Key

The print screen key, or Prt Sc key, is used for taking screenshots. Pressing Prt Sc will take a snapshot of the entire screen, and
pressing Prt Sc+Alt will take a snapshot of just the currently selected window. The default save location of screenshots taken is
C:\Users\<user name>\Pictures\Screenshots.

Note: Print Screen on a Mac

If you’re using a computer with Mac OS, you most likely won’t have a print screen key. Instead, you can use one of the following
shortcuts:

o Cmnd+Shift+3 will take a screenshot of your full screen
o Cmnd+Shift+4 will bring up a crosshair and let you drag to select a portion of your screen to screenshot

Practice Question

https://assessments.lumenlearning.co...essments/18547

More Shortcuts (If You Really Want Them)

For a full list of Windows shortcuts, consult Microsoft’s list of shortcuts.

For a full list of Mac shortcuts, consult Apple’s list of shortcuts.

Contributors and Attributions

CC licensed content, Shared previously

e Menu Key section. Provided by: Wikipedia. Located at: https://en.Wikipedia.org/wiki/Menu_key. License: CC BY-SA:
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o Cut, copy, and paste. Provided by: Wikipedia. Located at: https://en.Wikipedia.org/wiki/Cut, copy, and_paste. License: CC
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e Copy. Authored by: Arthur Shlain. Located at: https://thenounproject.com/search/?q=copy&i=992654. License: CC BY:
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e Scissors. Authored by: Aleksandr Vector. Located at: https://thenounproject.com/Aleksandr_Vector/collection/scissors/?
i=1013261. License: CC BY: Attribution

Public domain content

o Windows logo - 2012. Authored by: Microsoft and Fry1989. Provided by: Wikipedia. Located at:
https://commons.wikimedia.org/wiki/File:Windows_logo_-_2012.svg. License: Public Domain: No Known Copyright. License
Terms: According to Microsoft Trademark & Brand Guidelines, this logo may be used 'in text solely to refer to and/or link to
Microsoft's products and services.'

¢ Windows logo - 2002u20132012. Authored by: Microsoft and Codename Lisa. Provided by: Wikipedia. Located at:
https://commons.wikimedia.org/wiki/File:Windows_logo_-_2002%E2%80%932012_(Black).svg. License: Public Domain: No
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Lumen Learning authored content

o Keyboard. Authored by: Lumen Learning. Located at: pixabay.com/en/keyboard-layout-keys-computer-156077/. License: CC
BY: Attribution. License Terms: Original image without modifications by OpenClipart-Vectors

1.11: Keyboard Shortcuts is shared under a CC BY license and was authored, remixed, and/or curated by LibreTexts.

https://biz.libretexts.org/@go/page/46413



https://libretexts.org/
https://creativecommons.org/licenses/by/4.0/
https://biz.libretexts.org/@go/page/46413?pdf
https://thenounproject.com/Aleksandr_Vector/collection/scissors/?i=1013261
https://creativecommons.org/licenses/by/4.0
https://commons.wikimedia.org/wiki/File:Windows_logo_-_2012.svg
https://creativecommons.org/about/pdm
https://commons.wikimedia.org/wiki/File:Windows_logo_-_2002%E2%80%932012_(Black).svg
https://creativecommons.org/about/pdm
https://creativecommons.org/licenses/by/4.0
https://biz.libretexts.org/Courses/Lumen_Learning/Book%3A_Computer_Applications_for_Managers_(Lumen)/01%3A_Introduction_to_Computers/1.11%3A_Keyboard_Shortcuts
https://creativecommons.org/licenses/by/

LibreTextsw

1.12: Introduction to Finding Programs and Files

What you'll learn to do: locate and manage files and folders.

As you use your computer to create and download files, it’s easy to become buried in a sea of tiny icons with vague names. Just as it is important to organize papers so that
you can find them later, it is important to organize your computer files by creating folders and putting files inside of them.
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Failing to organizing your files makes it harder to find them later.
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1.13: Start Menu

Learning Objectives

o Navigate the Start menu to locate programs, files, and settings.

The Start menu provides access to every program installed on the computer. To open the Start menu, click the the Start menu button at the bottom-left
corner of the screen or press the Windows key on the keyboard.
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Windows 10 start menu

Frequently Used Programs

In Windows 7 and older operating systems, the most frequently used programs are listed in the left section of the Start menu, with the folder All
Programs near the bottom-left corner. The All Programs folder leads to every program installed on the computer. Windows 10 does not have the All
Programs folder, but instead lists all programs on the left section of the start menu, with the most used at the top.
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Windows 7 frequently used programs

Windows 10 frequently used programs

Control Panel

The Start menu also provides access to Control Panel, a settings program that allows you to change the computer’s settings. In Windows 7 and older,
Control Panel is labeled Control Panel on the right section of the Start menu, while in Windows 10 it is represented by a gear icon on the left above the
Start button.
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Windows 10

The Start menu also provides a search text box or search button. Press the search button or type a word in the search box to search the computer for a
program or file. (In Windows 10, the search box is not visible, but typing will trigger a search for what is being typed.)
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Practice Question
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Windows 10 search

Like dialog menus, the Start menu also can use the > shorthand in instructions for navigating. For example, in Windows 7, the snipping tool is at
Start>All Programs>Accessories.
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Shutting Down

You can also use the Start menu to turn your computer off. In Windows 7 and older, the power button is usually marked Shut Down near the right corner
of the Start menu. In Windows 7, clicking the arrow to the right of the Shut Down button gives you additional options. In Windows 10, the power button
is a power icon located on the left directly above the Start menu button. Clicking it will also provide additional options.
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A Look at Some Shut Down Options
Not every shut down option is available on every version of Windows, but here are some common shut down options and what they mean.

o Switch user: Switch between user accounts.

o Log off: Logs you out of the computer. The computer is still on, but programs are closed and you must enter your password to use the computer
again.

o Lock: Locks the computer. You will not be logged out, and programs will still be running, but you must enter your password to use the computer
again.

¢ Restart: Logs you out of the computer, closes all programs, shuts down Windows, turns the computer off, then turns the computer back on and
restarts Windows. You will have to enter your password to use the computer again.

o Shut down: Logs you out of the computer, closes all programs, shuts down Windows, and turns the computer off.

o Sleep: This is sort of like pausing the computer. The screen will go dark, and you will be unable to use the computer until you wake it up by shaking
the mouse or pressing a key on the keyboard. The computer will appear to be off. However, what is actually happening is that the computer will go
into a low-power state. It will still be on, and programs will still be running, but the computer will use considerably less power. This is useful
because waking the computer from sleep is much quicker than waiting for the computer to turn on and boot up Windows. By default, shutting your
laptop lid will put the computer to sleep, and reopening the lid will wake the computer up.

Note about Windows 8

Windows 8 has a Start screen rather than a Start menu because Windows 8 was designed primarily for tablets. You can find instructions on navigating
the Windows 8 start screen here.
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1.14: Creating Files and Folders

Learning Objectives

o Create files and folders.

File Explorer

In Windows, the primary way of interacting with files and folders is through the File Explorer application. (In older versions of Windows, this may be called Windows
Explorer. In Macs, the equivalent would be Finder.)

There are a couple of ways to open File Explorer. The shortcut Win+E will open File Explorer. It can also be opened by clicking the Start button and typing “File
Explorer” or by right-clicking any folder and selecting Open. By default, File Explorer is pinned to the task bar (see below), and it can be opened from there.
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File Explorer Find File Explorer pinned to the taskbar.
Desktop app

Search suggestions
PO il - See web results
Settings

Store

Open
Pin to Quick access
EQ Scan with Windows Defender...

Shars with >

Right-click a folder and select Open.

Open the Start menu and type “File Explorer.”

Some folders already exist in File Explorer, such as Documents, Desktop, and Downloads. (Documents may be called “My Documents™ in older versions of Windows).
You can create more folders or folders within folders to allow for better organization.

To create a folder, right-click, then select New>Folder.
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Right-click in File Explorer, then select New>Folder.

In Windows 7, there is a New folder button near the top of the window. In Windows 10, you can also click the Home tab, then the New Folder button.
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You can also click the name of the file or folder once, wait one second, then click the name of the file or folder again.
Note that in Windows, a file cannot contain any of the following characters: \ / : * 2 " < > | | This is because those characters have special meaning in

Windows. (For example \ is included in file paths.) If Windows encounters a file or folder with those symbols, it could potentially misread the file or folder name and
cause problems. As a precaution, Windows will not let you save files or folders with those characters, so don’t worry about saving a file with those characters in the
name by mistake.

Macs are less stringent about what characters can be included in a file or folder’s name; only the colon (:) cannot be used. However, it is a good practice to avoid using
the Windows-prohibited characters in file names because the file name will be automatically changed when moved to a Windows computer.

Practice Question
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1.15: Organizing Files and Folders

Learning Objectives

o Organize files and folders.

Finding a Specific Folder or File: File Paths

When looking for a specific folder or file, it is helpful to follow the file path. The file path tells you what folders to click on to get to the file.
Read it left to right to show what folders to click on to get to the file; read it right to left to show which folders are nested in each folder.

For example:
C:\Users\Sierra Rowan\Documents\Projects\suppliers

This file path means that the file is in the suppliers folder, which is in the Projects folder, which is in the Documents folder, which is in the
Sierra Rowan username folder, which is in the Users folder, which is on the C drive of the computer.

Users\

Sierra
Rowan\

Documentst
@ Projects\
‘2
@ @ suppliers
bt ) O &
oo (file)
S N N N

Note that the backslash is another shorthand format you might see in instructions to indicate which folder is being discussed. (For example,
“Go to the Documents\Office Templates folder”)

Traveling the File Path

Rather than remembering the file path for a specific file, you can use the toolbar at the top of File Explorer or the Properties window.

Toolbar Method

For example, the screenshot below shows a folder in Windows 7 called New folder. The file path for this folder is
C:\Users\user\Documents\New folder. In the screenshot below, the user could click Documents to go up one folder to the Documents folder,
and the small double-arrow on the left to go up to higher folders such as user.

0o @

7 Arrange by:  Folder ~
New foldef

MName Date modified Type

This folder is empty.

[=] Pictures

The screenshot shows a folder in Windows 7 called New folder. The file path for this folder is
C:\Users\user\Documents\New folder. The user could click Documents to go up one folder to the Documents folder, and
the small double-arrow on the left to go up to higher folders such as user.

Clicking the blank space to the right of the folder name will reveal the entire file path, which can be copied and pasted elsewhere.
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Properties Method

Right-click the file or anywhere in the folder and select Properties. A window will pop up displaying the file path of the file or folder. (Note
that it does not include New folder itself.)
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D t:
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< Paste shortcut
) Undo Delete iz [ Hidden w

Share with
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Cancel Rocy

Practice Question

https://assessments.lumenlearning.co...essments/18550

Selecting and Moving Files
There are several ways to move files:
e Click and drag the file into a folder.

o Click a file, cut using Ctrl+X, then paste into the new folder using Ctrl+V
o Click a file, copy using Ctrl+C, then paste into the new folder using Ctrl+V (leaves the original file where it is)

o Note that the copies are not connected; edits made to one copy will not be reflected in the other copy.

o Right-click a file, select either Copy or Cut in the dialog menu, then right-click in the folder and select Paste.

Moving Multiple Files

There are a few different ways to select multiple files (which we’ll discuss below). Once you’ve selected multiple files, anything you do to a
single file will be done to all selected files. (For example, clicking and dragging will move all selected files, hitting Ctrl+C will copy all
selected files, etc.)

You can select multiple files at once using the following shortcuts: Hold down Ctrl while clicking to select multiple files. Hold down Shift
while clicking to select two files and all the files between them. Press Ctrl+A to select all files. (Note that when using Ctrl+A, you can use
Ctrl+Click to deselect files. You’ll want to deselect the destination folder, since a folder cannot be in itself.)
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1.16: Deleting Files and Folders

Learning Outcomes

¢ Delete and restore files and folders using the Recycle Bin.

To delete a file or folder (or multiple selected files), right-click on the file and select Delete. You can also select the file and hit the
Delete key on the keyboard. Deleting a folder deletes all its contents as well.
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Send to >
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_ Cut
=¥ Network Copy
Create shortcut
Delete
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4items  1item selected 7.65 KB .
Properties

You may get a dialog prompt that asks if you want to move the file to the recycling bin. If that happens, say yes. If you didn’t get a
dialog prompt, the file was still sent to the Recycle Bin. (The Mac equivalent is called Trash.) Deleted files are not gone forever;
they are sent to the Recycle Bin.

Recycling Bin

Recycle Bin  Recycle Bin

An empty and occupied
Recycle Bin

Deleted files are not gone forever. When a file is deleted, it is sent to the Recycle Bin. The Recycle Bin can be found on the
Desktop. Its icon resembles a recycle bin or trash can, and the icon changes depending on whether the Recycle Bin contains any
files.

The recycle bin is a holding place for deleted files. To permanently delete a file, you can delete it again from the Recycle Bin, or
you can empty the Recycle Bin. It is recommended you empty the Recycle Bin every once in a while to free up space.

If you delete something by accident, or if you change your mind about a deleted file, you can un-delete it by restoring the file from
the Recycle Bin.

To restore or permanently delete a file, right-click on the file and select either Restore or Delete. Deleted files are permanently
deleted; restored files are restored to their original location before being deleted.
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Right-clicking a file
You can restore or permanently delete individual files or multiple files at once using the Manage option on the toolbar.
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In the toolbar in the screenshot above, from left to right:

o Empty Recycle Bin: Permanently deletes everything in the Recycle Bin.

¢ Recycle Bin properties: Allows you to choose how much space to allot to the Recycle Bin. When the Recycle Bin reaches
capacity, it will automatically delete its oldest files. The Recycle Bin properties also has an option to automatically delete files
permanently. (Unless you know what you are doing, it is recommended you leave Recycle Bin properties alone.)

* Restore all items: Restores everything in the Recycle Bin to its former location.

¢ Restore the selected items: Restores only the file or files you have selected.

Practice Question

https://assessments.lumenlearning.co...essments/18551
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1.17: Introduction to File Management

What you'll learn to do: Discuss proper file and folder management techniques in a variety of
environments

Now that we’ve discussed the basics of file management, let’s dive into the unique needs and strategies for local files, network
files, and online files.
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1.18: Local Files

Learning Outcomes
o Discuss proper file management techniques for local files

File management includes folder structures and naming conventions, plus the choice of appropriate formats. Before we begin our
discussion, take a moment to think about how you name files that you create.

Practice Question
https://assessments.lumenlearning.co...essments/18552

With regards to folder structures, a good way to go about organizing your data is to create a hierarchy of folders. As an example,
you could use a folder for each project, with two subfolders:

e “Data,” to store your research data, including images, databases, media, etc.
¢ “Documentation,” to store all relevant project documents, including, e.g. methodology and consent forms.

The more complex the project, the more detailed your folder structure can be. If you are working alone or in a small team, you
might wish to use just a handful of subfolders. However, if you work on a large project you could create a range of subfolders to
suit the team’s needs. As an example, under “Data,” you might create a subfolder for each data type, such as “Databases,”
“Images,” and “Sounds.” Similarly, under “Documentation” you might create a subfolder for each category of document, such as
“Methodology,” “Consent forms,” and “Information sheets.”

When it comes to file naming, we recommend using simple but meaningful names. Best practice includes the following:

o Capital letters should be used to delimit words in the place of spaces or underscores
o File names and paths should avoid unnecessary repetition and redundancy
o Numbers should always include at least two digits (i.e. 01 to 09 instead of 1 to 9)

Naming will follow a convention chosen by you and other project members. For instance, you may decide that
“InterviewTra07JD20180214” means “Interview Transcript 7, written by John Doe, on 14/02/2018.” You will need to describe such
conventions as part of your study metadata.

Practice Question
https://assessments.lumenlearning.co...essments/18553

Finally, choosing appropriate file formats is key to ensuring data is reusable, as some formats become obsolete in time and may
make your research inaccessible. You can use whatever software or format is convenient during your work, but when sharing the
data you should follow best practice and ensure future reusability of your work. The US Library of Congress maintains a
recommended formats statement , which we invite you to consult. This lists a series of file formats in order of preference by output
type, including recommended metadata fields.

When saving data for sharing, you might need to convert your working files. If you do so, always ensure that the conversion was
successful and that no errors appear (e.g. missing values, wrong characters, text formatting, resolution, etc.).
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1.19: Network Files

Learning Objectives

o Discuss proper file management techniques for network files

There is a saying about file management storage that goes “lots of copies keeps stuff safe.” The idea behind the principle is that
even if your main storage system fails, you still have access to your data.

If you have very important data, you may want to keep many copies, but most people should follow the 3-2-1 Rule and keep three
copies of their files. This rule states that you should have 3 copies of your data in 2 locations on more than 1 type of storage media.

The offsite copy is particularly critical. Many people keep their data and a backup copy on-site, but this doesn’t factor in scenarios
where the building floods or burns down (as can happen in a chemistry building) or a natural disaster occurs. Storing a copy of your
data off-site can make the recovery process easier if everything local is lost.

While the 3-2-1 Rule mainly concerns redundancy, it’s also a recommendation for variety in that data should not all be stored on
one type of hardware. Computer hard drives fail, cloud storage can be disrupted, and CDs will go bad over time; each storage type
has its own strengths and weakness so using several types of storage spreads your risk around. So if the first copy your data is on
your computer, look for other options for your backups like external hard drives, cloud storage, local server, CDs/DVDs, tape
backup, etc. Finally, always keep a local copy of your data if its main storage is in the cloud. Accidents happen, even with well-run
cloud storage, so it’s always best to have a copy of your data in your direct control, just in case.

Here’s an example of following the 3-2-1 Rule using resources a research has locally available:

e a copy on my computer (onsite)
o a copy backed up weekly to the office shared drive (onsite)
¢ a copy backed up automatically to the cloud

The 3-2-1 Rule is simply an interpretation of the old expression, ‘don’t put all of your eggs in one basket.” This applies not only to
the number of copies of your data but also the technology upon which they are stored. With a little bit of planning, it is very easy to
ensure that your data are backed up in way that dramatically reduces the risk of total loss.

Backups
Part of following the 3-2-1 Rule means having backups in place. When looking for good backup options, consider the following:

¢ Any backup is better than none

¢ Automatic backup is better than manual

e Your work is only as safe as your backup plan
o Check your backups periodically

You should check your backups for two reasons. First, you need to know that they are working properly. A backup that is not
working is not a backup at all. You should test your backups once or twice a year and any time you make changes to your backup
system. If your data are particularly complex to back up or particularly valuable, considering testing your backups more frequently.

The second reason to test your backups is to know how to restore from backup. You don’t want to be learning how to restore from
backup when you’re already in a panic over losing the main copy of your data. Knowing how to restore from backup ahead of time
will make the data recovery process go much more smoothly.

It’s a small thing to periodically test restore from backup, but it will give you peace of mind that your data are being properly
backed up and that you will be able to recover everything if something happens to your main copy.

Practice Question

https://assessments.lumenlearning.co...essments/18554
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1.20: Online Files

Learning Outcomes

o Discuss proper file management techniques for online files
When we talk about file management for online files, we are talking about cloud technology.

Cloud file sharing, also called cloud-based file sharing or online file sharing, is a system in which a user is allotted storage space
on a server and reads and writes are carried out over the Internet.

Cloud storage involves stashing data on hardware in a remote physical location, which can be accessed from any device via the
internet. Clients send files to a data server maintained by a cloud provider instead of (or as well as) storing it on their own hard
drives.

To keep data secure, the front line of defense for any cloud system is encryption. Yes, the only way to keep your data safe for
certain is to lock it up in a safe beneath the ground. That being said, your cloud-stored data is generally safer than your locally
stored data.

There are several very good commercial cloud sharing services. File sharing services provide two key capabilities:
o They allow you to share files between your own devices including Macs, iPhones, iPads and Windows-based PCs. This makes
it easy to access your data wherever you are and on whatever device you’re using.

o They let you share files or folders with others sometimes with permissions or date-based restrictions. Such capabilities are
incredibly effective for workgroup collaboration.

Numerous cloud-based file sharing services exist but the most popular are Box, Dropbox, Google Drive, iCloud Drive, and
Microsoft’s OneDrive. All offer free plans with limited amounts of storage.

Practice Question

https://assessments.lumenlearning.co...essments/18555
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1.21: Introduction to Snips and Screenshots

What you'll learn to do: take a screenshot.

A screenshot is a saved image of what is displayed on a computer screen. It is useful for showing others what is on your screen, and
it is how you will submit some assignments in this course.
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1.22: Snips and Screenshots

Learning Objectives

o Take a screenshot.

You can take a snip, or a screenshot that is of only part of the screen, with the Snipping Tool, or you can take a screenshot of the
entire screen with the Print Screen button.

Snipping Tool

In Windows 10, you can open the snipping tool by going to Start>Windows Accessories>Snipping Tool, or by opening the Start
menu and typing “Snipping Tool.” In Windows 7, you can open the snipping tool by going to Start>All
Programs>Accessories>Snipping Tool. Older versions of Windows might have the snipping tool in a similar location; however they
may not have the snipping tool at all, in which case the Print Screen button should be used to take screenshots.

% Snipping Tool — X
% MNew = L_: Delay ~ E| Cancel ;':‘:’. Options

Select a snip type from the menu or click the New @
button.

The Windows 10 snipping tool

The snipping tool will open a small window with New, Cancel, and Options buttons. You can take rectangular, freeform, window,
or full-screen snapshots. Windows 10’s snipping tool also has a Delay button, which can be helpful for capturing menus or dialog
boxes.

Take a Rectangular Screenshot with the Snipping Tool

Click New, then click and drag over the portion of the screen you want to screenshot. The snipping tool window will disappear as
soon as you start clicking and dragging to take your screenshot. (If you hit New by mistake you can cancel the snip by clicking the
cancel button before you click and drag.)

v Frequent folders (4)

Desktop

) United - Notepad

File Edit Format View Help

Once you’ve captured the screenshot, the snipping tool window will reappear with some new options available.

File Edit Tools Help ’ .
% New 5 Delay - H ER kﬂ - / < ;)? V
1 8 8

Save. Copy. Send to. Pen. Highlighter. Eraser.

'(.-\_a% Snipping Tool ‘

1. Save. Saves the current screenshot. If you do not save the screenshot, it will be automatically deleted when you take a new
screenshot or close the snipping tool.

2. Copy. Copies the current screenshot so you can paste it into an image editing program, like Paint, GIMP, or Photoshop.

3. Send to. Opens Microsoft Outlook so you can email the screenshot to someone. Clicking the dropdown arrow to the right of the
button allows you to choose whether to send the screenshot in the email or as an attachment.
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4. Pen. Allows you to draw on and mark the screenshot. Clicking the dropdown arrow to the right of the button allows you to
change the color of the pen.

5. Highlighter. Allows you to highlight anything on the screenshot.

6. Eraser. Erases the effects of the pen and highlighter tools. (Note that Ctrl+Z does not work on the pen or highlighter tool; you
must use the eraser to correct mistakes.)

Don’t forget to save your screenshot!

Other Screenshots with the Snipping Tool

By default, the snipping tool is set to take rectangular screenshots. You can change this by clicking the dropdown arrow to the right
of the New button and choosing between free-form, rectangular, window, and full-screen snips.

W00 & mg a8

Free-form snip: Draw an Window snip: Pick a window to = Screen snip: Take a screenshot
irregularly shaped screenshot. take a screenshot of it of the entire screen.

Timed Screenshots with the Snipping Tool

Some things, such as dialog menus, are hard to take a screenshot of. Timed screenshots are especially useful for taking screenshots
of these dialog menus or other click-triggered items, since the delay gives you enough time to open those items.

% Snipping Tool - x
%New - L Delay - m Cancel {‘;S Options

Selectasnipty ®
button.

To take a timed screenshot, click the arrow to the right of the Delay button, then select how many seconds you want the snipping
tool to wait before taking the screenshot. The default setting is 0.

After setting the number of seconds to delay, click New to start the timer. For example, if you selected a 5-second delay, once you
click the New button you have five seconds to get your screen ready for a screenshot. At the five-second mark, the screen will
freeze in place and the snipping tool will reappear. You can then take a screenshot using whichever shape (free-form, rectangular,
window, full-screen) you previously selected with the New dropdown menu.

Getting the timing right can be tricky, but don’t worry—you can always try again by taking a new screenshot. Only the screenshots
you save using the Save button are kept.

3 Untited - Notepad
File [Edit] Format View Help

G

Select Al e
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Taking a delayed screenshot

Practice Question

https://assessments.lumenlearning.co...essments/18556

NOTE

If you are running Windows 8 or older and do not have the Delay button, you can still take a screenshot of dialog menus or click-
triggered items with the Print Screen button.

Print Screen

As previously mentioned in Keyboard Shortcuts, another way to take a screenshot is to use the Print Screen button (Prt Scn).
Pressing just the Print Screen button will take a picture of everything visible on your computer screen; Pressing Prt Scn+Alt will
take a picture of the currently active window (the window you last interacted with). Screenshots taken with the print screen button
must be pasted (with Ctrl+V) into an image editing software such as Paint, GIMP, or Photoshop.

Screenshots on a Mac

On Mac computers, pushing Command+Shift+3 will take a full-screen screenshot. Pushing Command+Shift+4 then clicking and
dragging will create a rectangular screenshot. Hitting Command+Shift+4+Space and then clicking a window will create a window
screenshot. Mac users can also use the Grab tool, found in the Applications/Utilities folder. By default, Mac screenshots are saved
to the desktop.

Contributors and Attributions
Lumen Learning authored content

o Snips and Screenshots. Authored by: Lumen Learning. License: CC BY: Attribution

1.22: Snips and Screenshots is shared under a CC BY license and was authored, remixed, and/or curated by LibreTexts.
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1.23: Putting It Together- Intro to Computers
Now that you know some of the basic terminology and have some basic organization principles down, you are one step closer to
computer literacy. In the rest of this course, you learn about the internet and some essential software programs commonly used in

business.

Remember if you get stuck or can’t remember how to do something from this module, you can always come back and review.

Contributors and Attributions
Lumen Learning authored content

o Putting It Together: Intro to Computers. Authered by: Lumen Learning. License: CC BY: Attribution

1.23: Putting It Together- Intro to Computers is shared under a CC BY license and was authored, remixed, and/or curated by LibreTexts.
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1.24: Assignment- Download Files

At the end of this course, you will submit a capstone assignment that will use everything you have learned and involve creating
several documents.

For this portion of the assignment, you will download the files you will use in your final assignment.

Instructions

1. Create a folder on your desktop called Rowan. This is where you will save all of your assignments. To keep your computer
better organized, you may want to move previous assignments into this folder.

2. Download this Word template. Save the file in the Rowan folder.

3. Download this Excel workbook. Save the file in the Rowan folder.

4. Download this PowerPoint presentation. Save the file in the Rowan folder.

5. Take a screenshot of the three files in the Rowan folder on your desktop. Save the snip as BA132_LastName_RecycleBin.png,
replacing “LastName” with your own last name. (Example: BA132_Hywater_RecycleBin.png)

Contributors and Attributions
CC licensed content, Shared previously

o Capstone Assignment: Download Templates. Authored by: Lumen Learning. License: CC BY: Attribution

1.24: Assignment- Download Files is shared under a CC BY license and was authored, remixed, and/or curated by LibreTexts.
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1.25: Assignment- Identify Your OS

For this assignment, you will take and save a screenshot of the window that identifies your operating system. Follow the directions,
then submit your assignment. If you get stuck on a step, review this module and ask your classmates for help in the discussion

forum.

Instructions
1. Open the window that identifies your operating system using any of the methods discussed on the Identifying Your OS page.
2. Open the Snipping tool by using one of the methods discussed in the Snips and Screenshots page.
3. Take a rectangular or a window snip of the window displaying your operating system.
4. Save the snip as BA132_I.astName_OperatingSystem.png, replacing “LastName” with your own last name. (Example:
BA132_Hywater_OperatingSystem.png)
5. Submit your image in your course online.

Contributors and Attributions
CC licensed content, Shared previously

e Assignment: Identify Your OS. Authored by: Lumen Learning. License: CC BY: Attribution

1.25: Assignment- Identify Your OS is shared under a CC BY license and was authored, remixed, and/or curated by LibreTexts.
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1.26: Assignment- Empty the Recycle Bin

For this assignment, you will empty your Recycle Bin. Follow the directions, then submit your assignment. If you get stuck on a
step, review this module and ask your classmates for help in the discussion forum.

If you have a Mac, substitute “Trash” for “Recycle Bin” in the instructions (except for naming your screenshot).

Instructions

1. Open the Recycle Bin (or equivalent) by double-clicking the icon on the desktop (or using any other method discussed in the
Deleting Files section of Organizing Files and Folders).

2. Check the Recycle Bin to see if there are any files you wish to keep. If so, restore those files.

3. Empty the Recycle Bin using the methods discussed in Organizing Files and Folders.

4. Open the Snipping tool by using one of the methods discussed in the Snips and Screenshots page.

5. Take a rectangular or a window snip of the Recycle Bin window.

6. Save the snip as BA132_LastName_RecycleBin.png, replacing “LastName” with your own last name. (Example:
BA132_Hywater_RecycleBin.png)

7. Submit your image in your course online.

Contributors and Attributions
CC licensed content, Shared previously

o Assignment: Empty the Recycle Bin. Authored by: Lumen Learning. License: CC BY: Attribution
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1.27: Discussion- Computers vs. Smartphones

Many tasks that used to be accomplished by using a desktop or laptop computer are now possible to do on smartphones. The
newest smartphone models for example, have the computing power of workstations from a few years ago. Although smartphones
are getting faster, smarter and are increasing number of useful applications, many businesses are slow to utilize these new features.
Let’s explore some of the pros and cons of using a smartphone as the main productive technology source.

Watch this video about a student’s experiment from 2018 to use his smartphone exclusively for five days as his computer. After
watching the video consider a few questions to discuss.

A link to an interactive elements can be found at the bottom of this page.

You can also view the transcript for the video “I Tried Making a Phone My Only Computer” here (opens in new window).

Discussion Questions

o Are there good reasons for businesses to still use computers to accomplish tasks instead of smartphones? What are they?
¢ Do you think the future office environment will eliminate computers use in favor of smartphones?
o What skills from using smartphones can be transferred to a work environment?

Share your opinions below and respond to two of your classmates’ thoughts.

Contributors and Attributions
CC licensed content, Original

o Discussion: Computers vs. Smartphones. Authored by: Sherri Pendleton. Provided by: Lumen Learning. License: CC BY:
Attribution

All rights reserved content

e I Tried Making a Phone My Only Computer -- Experiments Ep. 3. Authored by: Ho Young Won. Located at:
https://www.youtube.com/watch?v=XE-t30Z07qg4. License: All Rights Reserved. License Terms: Standard YouTube License

1.27: Discussion- Computers vs. Smartphones is shared under a CC BY license and was authored, remixed, and/or curated by LibreTexts.
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CHAPTER OVERVIEW

2: Internet Research

Learning Objectives

o Access and navigate the internet

o Discuss the importance and qualities of ethical business research
o Perform basic web searches

o Narrow a search to find more useful results

2.1: Why It Matters- Internet Research

2.2: Introduction to Using and Searching the Internet
2.3: Internet Browsers

2.4: Basic Browser Tools

2.5: Introduction to Ethical Business Research

2.6: Ethical Research

2.7: Data and Customer Rights

2.8: Introduction to Basic Searches

2.9: Web Searching

2.10: Identifying Search Results

2.11: Opening Search Results

2.12: Introduction to Advanced Searches

2.13: Adjusting Search Parameters

2.14: Image Searches

2.15: Putting It Together- Internet Research

2.16: Assignment- Search the Internet

2.17: Discussion- Search Results

2.18: Discussion- Personal Data and Ethical Business Use

2: Internet Research is shared under a CC BY license and was authored, remixed, and/or curated by LibreTexts.
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2.1: Why It Matters- Internet Research

Why learn how to run an internet search?

In today’s world, businesses depend heavily on computer technology and its connection to the World Wide Web to access vast
amounts of information, to conduct research, and to communicate quickly with other business and customers. Understanding how
to access and use that information is vital to both small and large business.

Managers frequently create reports and presentations to communicate company and competitive landscape information to a variety
of audiences. The ability to understand web browsers and to effectively search for needed data, images, articles, and other
information has become a critical skill to have in the global business world of today.

This module focuses on the basic skills needed to conduct meaningful and useful searches with the internet for business. The
lessons to learn in this module include:

o Identifying and understanding web browser basics.

e Conducting searches in the web.

e Searching for images.

o Understanding a variety of tools to modify and narrow searches.

Contributors and Attributions
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2.2: Introduction to Using and Searching the Internet

What you'll learn to do: access and navigate the internet.

The ability to identify and operate a web browser is a crucial skill in today’s business environment. In addition to browser
identification, a basic understanding of general browser navigation assist you in searches, presentations, and beyond. While
different browsers have different features, there are a lot of similarities among them.

Contributors and Attributions

CC licensed content, Original
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2.2 Introduction to Using and Searching the Internet is shared under a CC BY license and was authored, remixed, and/or curated by LibreTexts.

https://biz.libretexts.org/@go/page/46431


https://libretexts.org/
https://creativecommons.org/licenses/by/4.0/
https://biz.libretexts.org/@go/page/46431?pdf
https://biz.libretexts.org/Courses/Lumen_Learning/Book%3A_Computer_Applications_for_Managers_(Lumen)/02%3A_Internet_Research/2.02%3A_Introduction_to_Using_and_Searching_the_Internet
https://creativecommons.org/licenses/by/4.0
https://biz.libretexts.org/Courses/Lumen_Learning/Book%3A_Computer_Applications_for_Managers_(Lumen)/02%3A_Internet_Research/2.02%3A_Introduction_to_Using_and_Searching_the_Internet
https://creativecommons.org/licenses/by/

LibreTextsm

2.3: Internet Browsers

Learning Objectives

e Identify three main browsers used to access the internet.

A web browser (commonly referred to as a browser) is a software application for retrieving, presenting, and traversing information
resources on the World Wide Web (also known as the internet or the Net). The most popular web browsers are Google Chrome,
Microsoft Edge (formerly Internet Explorer), Mozilla Firefox, and Apple’s Safari. If you have a Windows computer, Microsoft
Edge (or its older counterpart, Internet Explorer) are already installed on your computer. If you are running an Apple computer, you
already have Safari installed on your computer. You may also have other browsers installed on your computer. If the browser you
want to use is not installed on your computer, download links for Chrome and Firefox are in their respective sections below.

This course will focus first on the three primary browsers (Chrome, Firefox, and Edge) and then walk through a set of tools and
skills which can be used in any browser.

Identifying Browsers

There are three primary browsers that are used to access the internet that you need to be able to identify and use. Each of these
browsers is made by a separate company, and has a different look, but there are many tools and shortcuts that can generally be used
on any of the browsers.

Microsoft Edge

You have most likely heard the name of one or more of these browsers, but let’s first identify the Microsoft Edge browser.

A

This is the icon associated with the Edge browser. This is a recent  The older Internet Explorer (IE) icon may be on your desktop, but
change to the original Microsoft browser which was called the Edge browser is the preferred browser for Microsoft now. For
Internet Explorer. your reference, the older IE icon looked like this.

Unlike other browsers, which must be downloaded, Microsoft Edge (or Internet Explorer) comes with Windows. That means if you
have a Windows computer, Edge (or Explorer) is already on your computer. The Edge icon on a Windows 10 computer system can
be found either on the bottom taskbar or along the side. Click on the icon with the mouse and it will open the browser. The icon
might be in slightly different places on your desktop, but look for the icon and double click on it to open the browser. Regardless of
which version of Windows you have, you can also open the browser from the start menu. Select the start button, and when you see
the icon for Edge, select it and it will open.
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After clicking with the mouse on the Edge icon, a window will open up and will look like this window if new (#1), or may have a
news page displayed (#2), or it will open to the business default page that has already been established by the company’s
Information Technology (IT) department.
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Practice Question

https://assessments.lumenlearning.co...essments/18557

Google Chrome

One of the most popular web browsers is Google Chrome (often simply referred to as Chrome). This icon is associated with the
Chrome browser. This browser will be used as an example in this course in order to learn basic browser navigation skills and
perform the other assignments and tasks associated with this module.

If Chrome is on your computer, the Chrome browser icon can be found on the Windows 10 desktop in the bottom task bar or along
the side. Regardless of which version of Windows you have, you can also open the browser from the start menu. Select the start
button and type in Chrome. If the Chrome browser is on your computer, it will be displayed in the menu, where you can now see
the icon and select it to open.

If you wish to use this browser but do not have it on your computer, it can be downloaded and added by going to this website
https://www.google.com/chrome/ and selecting the Download option from the top menu.
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After clicking on the Chrome icon, a window will open up and look like this window, or it will open to the business default page
that has already been established by the company’s IT department. You may already notice that some of the features have
similarities between the browser windows. Now to the final browser identification.
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Mozilla Firefox

Mozilla Firefox (often simply referred to as Firefox) is a browser created by the company Mozilla and is another browser
frequently used to “surf” or search the World Wide Web. This is the icon associated with the Firefox browser.

If Firefox is on your computer, the Firefox icon on your Windows 10 computer system can be found either on the bottom taskbar or
along the side. The icon might be in slightly different places on your desktop, but look for the icon and click on it to open the
browser. Just like the other two browsers, it may also be opened in the Start menu box by typing Firefox, then selecting the option
to open it.

If you wish to use this browser but do not have it on your computer, you can open a browser that you do have and use this address
to download the Firefox browser https://www.mozilla.org/en-US/firefox/ onto your computer.
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After clicking on the Firefox icon, a window will open and look similar to this window, or will be on a default page that has been
set up by the company.
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Practice Question

https://assessments.lumenlearning.co...essments/18558

Contributors and Attributions
CC licensed content, Original

o Internet Browsers. Authored by: Sherri Pendleton. Provided by: Lumen Learning. License: CC BY: Attribution
CC licensed content, Shared previously

¢ Definition of web browser. Provided by: Wikipedia. Located at: https://en.Wikipedia.org/wiki/Web_browser. License: CC BY-
SA: Attribution-ShareAlike

Public domain content

e Mozilla Firefox logo. Provided by: Wikipedia. Located at: http://logos.wikia.com/wiki/Firefox. License: Public Domain: No
Known Copyright

o Microsoft Edge logo. Located at: http://logos.wikia.com/wiki/Microsoft_Edge. License: Public Domain: No Known Copyright
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¢ Google Chrome logo. Provided by: Wikipedia. Located at: http://logos.wikia.com/wiki/Google Chrome. License: Public
Domain: No Known Copyright

2.3: Internet Browsers is shared under a CC BY license and was authored, remixed, and/or curated by LibreTexts.
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2.4: Basic Browser Tools

Learning Objectives

 Identify basic navigation tools used in a browser.

Now that you are familiar with what the three main browsers look like, where to locate them, and how to open them, it’s time to learn a few of the basic tools to navigate and use a browser window.
Even though we are the Chrome browser as an example to show these tools, they can be used in almost any browser.
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1. Arrow Buttons. These two arrows navigate the browser back (the left arrow) to a previously viewed webpage or forward (the right arrow) to more currently viewed webpages. These buttons can
be pushed more than once to cause the browser to go back or forward further to web pages rendered in a browser session’s history.

2. Refresh Button. This button reloads a webpage. Refreshing will update the information on a webpage if it has changed. If a webpage has not completely loaded, refreshing will reload the page so
that it completely renders on the screen.

3. New Tab Button. Opens a new page in the same window when selected. This option allows for many websites to be open but contained within one main window frame. This keeps the desktop
from being cluttered with too many open windows.
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Identifying Your Operating System (OS)
A browser with many tabs open will look to this.

4. Address Bar. This text field on a browser that identifies the webpage currently being viewed in a browser window. All address bars are located at the top of the browser window. A user can type
in a new address to navigate to a new webpage. Each website on the internet is reached by a web address known as a URL (Uniform Resource Locator) that references a specific location on the
internet. Type a URL into the address bar of a browser, then press the Enter (Return) key on the keyboard to make the browser load the webpage associated with the URL. As browsers have gotten
more sophisticated, most do not require for http:// or even the www to be typed in order for the webpage to be discovered.

5. Resizing and Closing Buttons. As covered in Common Terminology, these buttons allow a user to change the size of a browser window.
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a. Minimize Button. Represented by an underscore in the upper right corner of the window. When minimized, the browser will remain on the taskbar but not be visibly open on the desktop.
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c. Close Browser Button. The button in the upper right corner which is an X will terminate a browser session. This button allows a user to quickly close a browser window when they are finished surf
the internet. Note: If there are multiple tab windows open a browser it will usually ask if you want to close all of the tabs before shutting down the browser.

6. Menu Button. In Chrome, the menu is indicated by three vertical dots in the upper right corner of the browser window (Edge uses three horizontal dots; Firefox uses three stacked horizontal
lines). Once the menu button is selected a dropdown menu will appear.
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Dropdown Menu. Once the menu button (#1) is clicked, it will display a dropdown menu (#2) with a variety of choices.

Practice Questions

https://assessments.lumenlearning.co...essments/18559

https://assessments.lumenlearning.co...essments/18560

Hyperlinks
A hyperlink (also called a link) is a section of text, an image, graphic or icon that is linked to a specific webpage, image, file or object. This is commonly seen in a browser as text, often a blue color.

Once the link is selected, the webpage automatically navigates to the linked webpage, icon, image, graphic or file. This is one of the main tools used when conducting a search on the web.
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About 1,320,000 results (0.71 seconds)

Oregon Farmers Markets Association | An advocate for Oregon ... o I

There is still time to renew your Oregon Farmers Markets Association ... The United States Department
of Agricuiture (USDA) and the Farmers Market Coalition ...

OFMA Market Finder | Oregon Farmers Markets Association.

Find your closest Oregon farmers market. Simply enter in an address, city or zip

Practice Question

https://assessments.lumenlearning.co...essments/18561

Bonus Tool

If you are ever asked by a support technician for the version of your browser, a quick way to discover your version is to go to this website http://www.whatsmybrowser.org/. It will tell you the browser
type and additional information (like the operating system you are working with on your computer) so you know how your browser is configured.
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SHARE YOUR SYSTEM INFO WITH TECH SUPPORT
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whatismybrowser.com/w/QIPF7ZB

Browsers and the World Wide Web

Now that you are more familiar with web browsers and their navigation, here is an explanation of the bigger picture about how they work. Watch this video to understand how browsers link you to the
World Wide Web.
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A YouTube element has been excluded from this version of the text. You can view it online here: pb.libretexts.org/cafm/?p=106

Contributors and Attributions
CC licensed content, Original

o Browser Browser Tools. Authored by: Sherri Pendleton. Provided by: Lumen Learning. License: CC BY: Attribution
CC licensed content, Shared previously

o World Wide Web in Plain English. Authored by: Common Craft. Located at: https://www.youtube.com/watch?v=It6(T2yxpsQ). License: CC BY: Attribution

2.4: Basic Browser Tools is shared under a CC BY license and was authored, remixed, and/or curated by LibreTexts.
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2.5: Introduction to Ethical Business Research

What you'll learn to do: Discuss the importance and qualities of ethical business research

As our lives become more and more virtual, the amount of personal data we create dramatically increases. While this personal data
can be an incredible tool for businesses, it’s essential to remember that each data point is actually a person or a person’s choice.
When doing business research, you must do so in an ethical manner.

Contributors and Attributions
CC licensed content, Original

¢ Introduction to Ethical Business Research. Authored by: Sherri Pendleton. Provided by: Lumen Learning. License: CC BY:
Attribution

2.5: Introduction to Ethical Business Research is shared under a CC BY license and was authored, remixed, and/or curated by LibreTexts.
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2.6: Ethical Research

Learning Objectives

o Discuss the importance of ethical research

Today’s advances in technology allow for collection of data, information and analysis of that information to depths and breadths
like never before. As the technological world has changed, the business world has too. Business research and the ethical
considerations in the collection, research and use of the results are now more important than ever. As the market calls for business
to be conducted with more transparency and social responsibility, customers expect business research to be conducted ethically.
This also means that if unethical research is used, technology makes it easier to discover and expose online which in turn
diminishes social trust and may even decrease customer sales and retention for that business.

The world is now more connected than ever and even though a business may be in the United States, many customers or business
partners may reside in countries all over the world. This increases the need to conduct ethical business research with this wider
world connection in mind. Ethical research is one of the foundational components of business ethics to be aware of and to practice
in order to create a competitive and sustainable business in today’s world.

Ethical Research Principles

As a manager, part of your responsibility to a company and its employees is to ensure ethical research principles are understood
and used when conducting research. It’s important to know if those principles are clearly defined and stated within the company. If
not, there are many resources to assist in defining ethical business research for you and your team.

Over time, various organizations have developed research principles as research guidelines for social, scientific, educational, and
business research. Ethical research is important for fostering a trusting, relational connection between all parties connected with the
research. So, what is the essence of these business research principles?

Ethical research principles include:

o Respect for Persons and Their Autonomy. A person’s rights and decisions are respected.

o Beneficence and Nonmaleficence. Everyone involved is safe, considered and research ethically conducted.
o Fidelity and Integrity. Research is well designed, planned, process, outcomes, clear to everyone.

o Justice. Making sure the research is fair and inclusive.

Watch this video explaining the meaning of these principles. This video is regarding international development, but it is just as
relevant for ethical business research.

A link to an interactive elements can be found at the bottom of this page.

You can also view a transcript for the video “Principles and Guidelines for Ethical Research and Evaluation in Development”
here (opens in new window).

You still may be asking yourself why the need to conduct ethical business research? What is so important
about following ethical standards? To answer those questions read through these next points and think
through your own specific business scenario and how it benefits from conducting ethical business
research.

It’s important to follow ethical business research guidelines because they:

¢ Promote research to be truthful, inclusive, and minimize error or misrepresentation.

o Promote guiding standards of conduct for all people involved in the research.

o Promote accountability to businesses, customers, clients, and parties connected to the research.
o Promote public trust which can lead to public support of business.

e Promote compliance to laws, social responsibility, moral and ethical values, public health, etc.

What are ways to conduct ethical business research? Let’s look at an example.
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Example: Ethical Online Research

In today’s world, billions of pieces of information are easily searched for online, but search engines do not determine what
information is correct, useful, accurate, valuable, etc. Online searches return organized online data and information when
search terms match the information, but search engines do not qualify that information. It is up to the researcher to validate and
reference the source of the information being used.

How does a business researcher conduct ethical online research?

o Double checks information and sources used in business to account for its accuracy.
o Correctly attributes and sites data sources, reports, information, etc.

o Understands the copyright and fair use of images, content, audio, etc.

o Avoids plagiarism and taking credit for someone else’s ideas

With all of the information available on the internet, it is especially important for business to maintain their ethical standards
and not rely on incorrect information or misuse another business or person’s work without the correct siting or payment for
using images, ideas, audio, etc.

Practice Question

https://assessments.lumenlearning.co...essments/18562
But what potentially happens to a business if ethical methods aren’t used? Let’s look briefly at a different example.

Non-Ethical Research Consequences

What if a business fostered an environment where its research was not conducted with guiding ethical standards? Can you think of
a few examples? Here are a few ways businesses use unethical activities with research:

o misrepresent research results;

o break respondent confidentiality;

¢ violate non-disclosure agreements;

e avoid legal liability;

e plagiarism;

o manipulate research data or participants for favorable outcomes.

Example: Tobacco Research

One very public and famous example of research manipulation occurred over decades in tobacco and cigarette companies.
Even though the scientific research proved smoking caused lung cancer and did harm to those who used it and people who
were around it, tobacco companies’ manipulated the research results and denied the scientific facts thus endangering people’s
health in the pursuit of profit. Now millions of dollars have be spent in lawsuits and the true results have been exposed to the
public.

Additional consequences for unethical business research mean faster exposure and customer reaction happen now because of the
rise of the internet, citizen reporters, whistleblower laws, and informed customers, when shady research practices are discovered.

Technology and strengthened whistleblower laws have made it safer for customers or employees to expose unethical practices
when discovered. Check out this article about one such instance: Duke University Agrees To Pay U.S. $112.5 Million To Settle
False Claims Act Allegations Related To Scientific Research Misconduct.

The United States Department Of Labor also has a Whistleblower Protection Program, put in place to protect those who report.

As the world and business becomes more transparent, customers, clients and business partners can more easily find out if research
has not been conducted ethically and the business backlash can be expensive and even cripple a company’s revenue and public
image. Yet one more reason it is important for a business to conduct its research ethically.
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Practice Question

https://assessments.lumenlearning.co...essments/18563

Setting up ethical business research practices from the beginning and creating a company which adheres to those practices not only
help a company to avoid social backlash for unethical practices, but continually foster customer trust and in turn can lead to better
relations between business, customers and society.

Sources

Bryman, Alan, and Emma Bell. “Ethics in Business Research.” In Business Research Methods, 3rd ed., 122—-46. Oxford University
Press, 2011.

Contributors and Attributions
CC licensed content, Original

o FEthical Research. Authored by: Sherri Pendleton. Provided by: Lumen Learning. License: CC BY: Attribution

2.6: Ethical Research is shared under a CC BY license and was authored, remixed, and/or curated by LibreTexts.
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2.7: Data and Customer Rights

Learning Objectives

e Discuss customer rights regarding their personal data

As more mobile devices, social media, applications and ecommerce websites weave themselves ever tighter into customer’s lives,
more information is collected, and personal information shared to improve the consumer experience. This deeper infiltration into
people’s privacy and lives raises concerns about privacy and the potential for data leaks, unauthorized use of data and even
malicious cyberattacks all which increase the likelihood of identity theft.

With the ever-increasing risks involved as the economy and world move forward with technology, we’ll ask three questions: What
constitutes personal data when it comes to customers? What is the current state of customer rights with regards to personal data?
What is being done to have more protection and customer rights in the future?

Personal Data

Personal data means any information that can identify an individual person or customer. Sometimes it is called personal
information or personally identifiable information (PII). In the U.S. according to the National Institute of Standards and
Technology, which is a part of the U.S. Department of Commerce, personal data has been defined as:

any information about an individual maintained by an agency, including (1) any information that can be used to distinguish or trace
an individual’s identity, such as name, social security number, date and place of birth, mother’s maiden name, or biometric records;
and (2) any other information that is linked or linkable to an individual, such as medical, educational, financial, and employment
information.™)

Additional specific examples of PII include:

¢ Bank account numbers
e Passport numbers

¢ Credit Card numbers

o Driver’s license number

This information also have the potential to be PPI because when combined they have the potential to disclose the identity of an
individual.

¢ Full Name

e Home Address, City, State, Postcode, Country

o Telephone/Mobile number

e Age, birthdate, Gender or race

e Web cookies (cookies record actions taken on individual computers and repot back to cookie website)

As you can see, much of this type of information about individuals is disclosed daily when searching, shopping and working
online. So, what kind of protections and rights do customers have when it comes to their own data? First, we’ll look at the laws
surrounding protection.

Practice Question

https://assessments.lumenlearning.co...essments/18564

Consumer Data Privacy Legislation and Laws

As of the start of 2020, there are no overreaching data specific federal law enacted in the U.S., but in 2018, legislation was enacted
in a few U.S. states (California & Vermont) to give new rights to customers about the collection of their personal information.
Those law are as follows:!

o California’s Consumer Privacy Act of 2018 went into effect Jan. 1, 2020 and has one of the most extensive online privacy laws
in the U.S. which not only effects companies within the state’s borders, but also with any company doing business with CA
residents. These consumer rights include the right to:
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o Know what personal information is being collected about them.

o Know whether their personal information is sold or disclosed and to whom.
o Say no to the sale of personal information.

o Access their personal information.

o Equal service and price, even if they exercise their privacy rights.

e Vermont’s law which requires that data brokers disclose what data is being collected about individuals and allow them to opt
out of data collection.

In 2019, some states introduced privacy and consumer data protection acts to the legislature and they are in various states of
discussion. Those states included Maine, Nevada, Pennsylvania, Massachusetts, Hawaii, New York, and Maryland. It is important
for a business to know the current laws surrounding consumer data protection as this is in constant flux and new laws may be
passed in the future.

To read a comprehensive list of each state’s legislation related to privacy and consumer data protection, follow this link to the
National Conference of State Legislatures website.

European Union

Europe is taking the lead when it comes to consumer data privacy rights. In 2018, the E.U. enacted a more comprehensive
consumer data privacy law called the General Data Protection Regulation (GDPR) law. The GDPR law clearly states how
companies must protect personal data collected about E.U. citizens and extends its reach beyond the European boarders and
encompasses any global business selling to or having EU customers. It also dictates the terms for violations of this law as fines that
could cost 4 percent of a company’s global profits. A steep penality that has companies taking this law very seriously. Watch this
video to gain a more comprehensive understanding of GDPR.

A link to an interactive elements can be found at the bottom of this page.
You can also view a transcript for the video “What is GDPR?” here (opens in new window).
What rights is the GDPR enforcing for E.U. customers and consumers? It requires that:

e Simple language be used to explain how collected data is going to be handled by a company.
o Customers must give explicit consent to a company before it can do anything with the data.
o Customers must be given the opportunity to request copies of data held by the company.

¢ Customers must be given the opportunity to delete their company stored data entirely.

¢ Companies must report data breaches to consumers within 72 hours.

This type of overarching data rights law is being considered around the world as to what does seem to work, and how can it be
improved or modified to fit specific countries or states.

Future of Customer Data Rights

Could something like the GDPR work if enacted in the U.S.? Many would like to adopt these standards but there is a long road to
travel to make this fit with the U.S. economy.

The US wants to copy Europe’s strict data privacy law—but only some of it. This video walks through exploring the possibility
of having GDPR go global and some of the difficulties involved with doing so.

Practice Question

https://assessments.lumenlearning.co...essments/18565

What is apparent for the future, is that customer data rights are an ever-evolving issue that will need to be updated and new laws
considered as new technology emerges and the consumer landscape continues to evolve.
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Understand more how your personal data is being used by businesses and what the future may look like when it comes to your
own data by watching this 17-minute TEDxBermuda talk given in 2015.

A link to an interactive elements can be found at the bottom of this page.

You can also view a transcript for the video “The Future of Your Personal Data” here (opens in new window).

1. McCallister, Erika, Grance, Tim, Scarfone, Karen. Guide to Protecting the Confidentiality of Personal Identifiable Information
(PII). Special Publication 800-122. Gaithersbueg, MD: U.S. Department of Commerce, 2010. ¢
2. Nicastro, Dom. “Examining Where 8 US States Stand on Consumer Data Privacy Laws.” CMSWire.com, August 30, 2019. ¢

Contributors and Attributions
CC licensed content, Original

o Data and Customer Rights. Authored by: Sherri Pendleton. Provided by: Lumen Learning. License: CC BY: Attribution

All rights reserved content

o What is GDPR? - Explained in 3 minutes. Authored by: Corporate Valley. Located at: https://www.youtube.com/watch?
v=GXIbbkNwBHA. License: All Rights Reserved. License Terms: Standard YouTube License

o The Future of Your Personal Data u2013 Privacy vs. Monetization. Authored by: Stuart Lacey. Provided by: TEDx. Located

at: https://www.youtube.com/watch?v=Jlo-V0beaBw. License: All Rights Reserved. License Terms: Standard YouTube
License

Public domain content

e An act to add Title 1.81.5 (commencing with section 1798.100) to Part 4 of Division 3 of the Civil Code, relating to privacy.
Provided by: California Legislature Assembly Bill No. 375. Located at:
https://leginfo.legislature.ca.gov/faces/bill TextClient.xhtml?bill id=201720180AB375. License: Public Domain: No Known
Copyright

2.7: Data and Customer Rights is shared under a CC BY license and was authored, remixed, and/or curated by LibreTexts.
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2.8: Introduction to Basic Searches

What you'll learn to do: perform basic web searches.

Being able to conduct an effective web search can help you enhance your business presentations, class reports, or personal
information gathering and problem-solving. The basic tools for search can be used on any web browser.

Contributors and Attributions
CC licensed content, Original

o Introduction to Basic Searches. Authored by: Sherri Pendleton. Provided by: Lumen Learning. License: CC BY: Attribution

2.8: Introduction to Basic Searches is shared under a CC BY license and was authored, remixed, and/or curated by LibreTexts.
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2.9: Web Searching

Learning Objectives

o Perform a web search using two different search engines.

The most productive way to conduct a search on the internet is through a search engine. A web search engine is a software system
designed to search for information on the World Wide Web. The search results are generally presented in a line of results often
referred to as search engine results pages (SEROs). The information may be a mix of web pages, images, and other types of files.
Some search engines also mine data available in databases or open directories.

There are a number of various search engines available and some of them may seem familiar to you. The top web search engines
are Google, Bing, Yahoo, Ask.com, and AOL.com. For the purpose of this course, we will be searching using the Google Chrome
web browser, and search first with the Google search engine and then Microsoft’s Bing search engine.

Google

YAHOO!

Ol.
Searching on Chrome

Your supervisor at Rowan Retail asked you to find out what the most popular kids toys are this year. He wants to have those toys
stocked in the store for the upcoming holiday season. In order for you to find out that information, you turn on a computer and get

ready to conduct a search on the internet.

The first step is to open a Chrome browser by clicking on the desktop icon or the icon on the computer desktop’s taskbar. Once the
browser window is open, type www.google.com into the address bar on the top of the browser window and press the Enter (or

Return) key on the keyboard.

G Google

&«

C | & Secure | https://www.google.com

\ Gmail Images it m

The browser now displays the large Google search bar. As you begin to enter the phrase most popular toys of 2017 into the search
bar, notice how the search bar moves to the top of the screen as the words are typed. This movement is normal; continue to type the

phrase.
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& C | & Secure | https://www.google.com @

Gmail Images it m

Google

most popular toys 2017 |

{=

Google Search I'm Feeling Lucky

Advertising Business About Privacy Terms Settings

As the words are typed, the search engine will display a dropdown list of suggested search options. At this point either continue
typing the phrase or select the option of most popular toys 2017. Selecting a suggestion option is done in two ways; either by using
the mouse to click on the desired option, or by using the down arrow key on the keyboard to select an option, then pushing the
Enter (or Return) key.

«-
0

Go gle most popular toys] E m
most popular toys
most popular toys 2017 safesearch on
most popular toys by year
most popular toys 2014

The search is now entered and the webpage displays the results of your search. Notice how the results are displayed. Box #1 is the
first page of the search results. Box #2 is an advertisement targeted to be relevant to the search. The search results in the list are
titled by hyperlinks in a larger font and in a blue color. These links direct you to a website with information about the search. The
advertisements on the right side are linked to something to buy. When conducting a search for information, the primary focus is on
the list of search results, not the advertisements.
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Go gle maost popular toys 2017 !/ Q E m

' All Images shopping Videos News More Settings Tools ’ SafeSearch on

About 19,700,000 results (0.51 seconds)

Top Toys 2017 : Hot Toys of the Year : Target Shop on Goagle Sponsored

https:/ywww.target.com » gift finder » kids' gift ideas guide «

ftems 1 - 24 of 352 - favorite brands. Marvel. Hasbro. Fisher Price. Shopkins. LEGO. Trolls 2017 Best FIDGET Spinner
} Toy for relieving ADHD,

60 Best Toys for Christmas 2017 - New Most Popular & Best Selling ... Anxiety, Boredom ...

www.brostrick.com/tech/best-toys-for-2015-2016-christmas-season/ v §12.99

Apr 20,2017 - Fidget Spinner — Buy It Here For $15. Little Live Pets 'Snuggles My Dream Puppy’ Playset Amazon.com

- Buy It Here For $43. The New Pokemon Z-Ring Interactive Set - Buy It Here For $20. Nerf N-Strike Elite

Terrascout Remote Control Drone Blaster - Buy It Here For $189. Squishy Stress Relief Balls - Buy It > More on Google

Here For §14

Top 30 Hottest New Toys of 2017 - Heavy.com
heavy.com/social/2017/04/top-hottest-new-toys-2017/ v

Apr 22,2017 - So many great brands have cool new toys out or on the way scan, and ... With that in
mind, here are the top 30 hottest new toys of 2017 (and

The Toy Insider: Toy Reviews - Top 2017 Girls and Boys Toys
‘www.thetoyinsider.com/ +

The Summer's Hottest Toys on CBS Philadelphia. Looking for the hottest toys of the summer? Toy
Insider Senior Editor Ali Mierzejewski stopped ...Read More .

10 Best Toys for Kids in 2017 - Hottest Kids Toys and Gift Ideas for ...
WWW. com/p: g/kids/g1121/best-toys-for-kids/ v

Dec 14, 2016 - From LEGO lovers to SpongeBob fans, there's a toy in here for everyone! Check out our
top ten picks

Amazon Best Sellers: Best Toys & Games - Amazon.com
https://www.amazon.com/Best-Sellers-To 'zgbs/toys-and-games v

Discover the best Toys & Games in Best Sellers. Find the top 100 most popular items in Amazon Toys &
Games Best Sellers.

New Toys: Hottest, Most Popular Toys of 2016 & 2017 | Mattel Shop
shop.mattel.comy/shop/en-us/ms/new-mattel-toys +

Results 1-36 of 802 - Find the newest toys from kid's favorite brands at Mattel Shop. Browse the latest
children's tays, dolls, action figures, games, playsets and

Read through the search results title and select the one most closely matching the information you are searching for to give your
boss. Click on the results which seem most relevant to the search. Using these results, you can tell your boss what the top toys are
for the season.

Practice Question

https://assessments.lumenlearning.co...essments/18568

Microsoft Bing Search
Now search in a different search engine—Bing.

The general manager of the Rowen Retail asks you for ideas to improve the store’s customer service experiences. She wants to be
able to hear about customers’ experiences in a timely manner and address any service issues that are discovered. She would also
like to generate ideas for creating delightful experiences for the store customers. You decide to try searching for ideas on the Bing
search engine, so you turn on a computer and get ready to conduct search on the internet.

The first step is to open a Chrome browser by clicking on the desktop icon or the icon on the computer desktop’s taskbar. With the
browser window now open, type www.bing.com in the browser’s address bar and press the Enter (or Return) key. Notice that with
Bing, the main web page is always a photograph or picture.
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Bing AW
€« C [ & Secure | https://www.bing.com

Images  Videq Maps  News | MSN  OfficeOnline  Outlook.com Signin 2

Now that the Bing search page is open, type in your key words, retail customer service improvement, into the search bar. You see
suggestions begin to appear, but none of them are what you are searching for so keep typing.

retail customer service

retail customer service resume
retail customer service associate
retail customer service job

retail customer service duties
retail customer service standards

retail customer service rankings

retail customer service rep

retail customer service fedex

Now that you have typed in your full search phrase, push the Enter (or Return) button or click on the blue magnifying glass to the
right of the search box. The search results will look like this:
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tail customer service in X G retail customer service fe X

Signin & wy =

b retail customer service improvement

Web Images Videos Maps News My saves
99,700,000 RESULTS Any time =
ail Customer Service - Zendesk.com | zendesk.com Related searches
.zendesk.com/Retail/Customer Service etal customer seice
rands Choose Zendesk Support. Free 30 Day Trial. Get Started Now.

Over 60,000 companies use Zendesk to communicate with their customers and emplo customer service improvement plan
Pricing Plans Free 30 Day Trial customer service process improvement
Starting at $5 Per Agent/Month Risk-Free. No Credit Card Required. N

1 deas f t
Transparent Pricing, No Hidden Fees  Get Started Now! customer service ideas for imercvemen
Request A Demo Who Uses Zendesk? customer service improvement questions
Watch Beautifully Simple See Why 200,000+ Customers From retail customer service associate
Customer Service in Action Around the World Use Zendesk improving cusiamer service in retail
. retail customer service skills
Customer Retention

ynchronyFinancial.com/Customer
'Your Customers Get The Buying Power They Need. Leamn How Today
Big Data - Financial News - White Papers - Customer Experience

How to Improve Your Company's Customer Service
Inc.com

hitps /fwwwinc. i -service himl

A company's reputation is only s gaod as the customer service it provides. Please a
customer, and your client base will swell with relatives and neighbors who catch

21 Customer Service Tips for Better Customer Relations

htp: bt coml /21 rvice-tips ~
Customer Service Tips. 2 1 Tips for Excellent Retail Customer Service. Today |
witnessed a customer service miracle in action. | took my sn to our local Chick-Fil

Retail Customer Service: Tips For Improving Your Level ...

www sideroad com/Customer_Service/retail-customer_service html ~ -

This search displays similarity to the Google search display, with one difference. To the right on the page are suggestions for
related searches which you can click on to search with similar yet different keywords and phrases. Like the Google search, the first
few search results are ads for companies or software related to your search. These are indicated by the “Ad” label placed before the
web address. In order to discover more results, pull the scroll bar down the page.

retail customer service G retail customer service fe X

< C ‘ @ Secure | https://www.bing.com/search?q=retail%20customerf20service%20improvement8iqs =n8iform = QBRE&sp=-1&pq=retail%20customer¥%20ser ¥

How to Improve Your Cempany's Customer Service
Inc.com ©
htps:fiwww.in i “service html

A company's reputation is only as good as the customer service it provides. Please a
customer, and your client base will swell with relatives and neighbors who cateh

21 Customer Service Tips for Better Customer Relations

https:/inww. bl .com/.../21 service-tips v
Customer Service Tips. 2 1 Tips for Excellent Retail Customer Service Today |
witnessed a customer service miracle in action. | took my son to our local Chick-Fil

Retail Customer Service: Tips For Improving Your Level ...

www sideroad com/Customer_Service/retail-customer-service html «
Retail Customer Service: Tips For Improving Your Level Of Service. Today | witnessed
a customer service miracle in action. | took my son to our local fast food ...

5 Ways To Improve Your Customer Service - Forbes @
https:/} s.com/.../22/5-way p service -

Aug 22, 20112 - Offering second-to-none customer service could help your business to
succeed no matter what the economic climate or latest technology craze

improve customer service - Money Crashers o

WWW. great rvice v
Leam how to deliver superior customer service in your business - with benefits including “ -
additional revenues & less marketing costs

Customer service - a key differentiator in retailing @
www customerchampions.co.uk » . ; Customer Focus =

Home > Library of Articles > Customer Focus > Customer service — a key differentiator
in retailing. Customer service __ retail customer service strategies

6 Keys to Improving Your Team s Customer Service ... @
https:/iwww. -

Learn how to improve your customer service skills s that your team provides good
customer service. Get customer service tips and advice - FREE,

If you select the top result it links to an article from Inc. Magazine about improving the customer service experience. Reading
through this article will give you information and ideas which you can research further and present to your boss. Scan through the
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other results on this page. There are many additional articles, ideas, and search results to discover as you continue to research more
ideas.

Practice Questions

https://assessments.lumenlearning.co...essments/18566

https://assessments.lumenlearning.co...essments/18567

You have now seen two different search engines, two different searches, and a few different ways to begin searching. Keep reading
through the next sections to learn additional ways to become more effective when searching on the web.

For more information about URLs and the information within web addresses, watch the video below.

.net .com .web

A YouTube element has been excluded from this version of the text. You can view it online here: pb.libretexts.org/cafm/?p=116
Contributors and Attributions

CC licensed content, Original

o Web Searching. Authored by: Sherri Pendleton. Provided by: Lumen Learning. License: CC BY: Attribution

CC licensed content, Shared previously

o Definition of search engine. . Provided by: Wikipedia. Located at: https://en.Wikipedia.org/wiki/Web_search_engine. License:
CC BY-SA: Attribution-ShareAlike

o Internet Domains: what Web addresses mean. Authored by: The Vermont Council on Rural Development. Located at:
https://www.youtube.com/watch?v=cg6-EPcNAol. License: CC BY: Attribution

Public domain content

e AOL logo. Provided by: Wikipedia. Located at: http://logos.wikia.com/wiki/AOL. License: Public Domain: No Known

Copyright

e Ask.com . Provided by: Wikipedia. Located at: http://logos.wikia.com/wiki/Ask.com. License: Public Domain: No Known
Copyright

¢ Google logo. Provided by: Wikipedia. Located at: http://logos.wikia.com/wiki/Google. License: Public Domain: No Known
Copyright

e Microsoft Bing logo. Provided by: Wikipedia. Located at: http://logos.wikia.com/wiki/Bing. License: Public Domain: No
Known Copyright

o Yahoo search logo. Provided by: Wikipedia. Located at: http://logos.wikia.com/wiki/Yahoo! Search. License: Public
Domain: No Known Copyright

2.9: Web Searching is shared under a CC BY license and was authored, remixed, and/or curated by LibreTexts.
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2.10: Identifying Search Results

Learning Objectives

e Identify number of results from each search.

Number of Search Results

In the previous section, you learned how to conduct a web search in a search engine. How do you know how many results from a
search you received? Let’s go take a look.

First, open the Chrome browser; make sure you use the Google search box and type in a search for accounting terminology. The
results will look similar to this page:

G accounting terminclogy X

« C | @ Secure | https://www.google.com/#safe=activefig terminology
GOOg |e accounting terminology L Q
Al News Videos Images Shopping More Settings Tools

About 32,800,000 results (0.37 seconds)

Definition: A company's debts or financial obligations
incurred during business operations. Current liabilities
are those debts that are payable within a year, such as
a debt to suppliers. Long-term liabilities are typically
payable over a period of time greater than one

year. Jun7,2017

30 Basic Accounting Terms, Acronyms and Abbreviations Students ... o
www. rasmussen edu/.. /basic-accounting-terms-acrony ind jons-students-sh...

@ Aboutthisresuit M8 Feedback

Accounting Terminology Guide - Over 1,000 Accounting and Finance ... o
WWW.Nysscpa.org/p ional accounting-t logy-guide +

Basic FINANCIAL STATEMENT, usually accompanied by appropriate DISCLOSURES that describe the
basis of ACCOUNTING used in its preparation and presentation of a specified date the entity’s ASSETS,
LIABILITIES and the EQUITY of its owners, Also known as a STATEMENT OF FINANCIAL CONDITION

Dictionary of 1,000+ Accounting Terms | AccountingCoach L7}

h‘h‘ps [IWwW. aCCﬂunllngCOBCh com/terms v

AccountingCoach com's g d y defines ing terms in & way that is easy for
anybody to understand,

Look just above the definition box to see a large number: 32,800,000. This is the total number of accessible webpages and images
about accounting terminology. It also took the search engine only 0.37 seconds to find all of this information. Amazing!

https://biz.libretexts.org/@go/page/46439



https://libretexts.org/
https://creativecommons.org/licenses/by/4.0/
https://biz.libretexts.org/@go/page/46439?pdf
https://biz.libretexts.org/Courses/Lumen_Learning/Book%3A_Computer_Applications_for_Managers_(Lumen)/02%3A_Internet_Research/2.10%3A_Identifying_Search_Results

LibreTextsw

& (¢ | @ Secure | https://www.google.com/#safe=activefig=accounting+terminology
Google accounting terminology 4 Q
All News Videos Images Shopping More Settings Tools

About 32,800,000 results (0.37 seconds)

Definition: A company’s debts or financial obligations
incurred during business operations. Current liabilities
are those debts that are payable within a year, such as
a debt to suppliers. Long-term liabilities are typically
payable over a period of time greater than one

year. Jun7,2017

30 Basic Accounting Terms, Acronyms and Abbreviations Students ... o
www.rasmussen.edu/.../basic-accounting-terms-acronyms-and-abbreviations-students-sh...

© Aboutthisresult W Feedback

Change the search key words just a bit to see how the number of results changes. Type in accounting terms and see how many
results are displayed.

&« = ‘ & Secure | https:;//www.google.com/#safe=active&q=accounting+terms
Goog|e accounting terms 4y Q
All Books News Images Videos More Settings Tools

'MJUU‘[ 247,000,000 results (0.50 seconds) I

Accounting Terms. Accounting Equation - The Accounting Equation is Assets =
Liabilities + Equity. ... Accrual Accounting - Records financial transactions when they
occur rather than when cash changes hands. For example, when goods are received
without payment, an Accounts Payable is recorded.

Accounting Terms | All Accounting Careers o
allaccountingcareers.com/accounting-terms

© About this result M Feedback

Dictionary of 1,000+ Accounting Terms | AccountingCoach @
https://www.accountingcoach.com/terms »

AccountingCoach.com's accounting dictionary defines accounting terms in a way that is easy for
anybody to understand,

30 Basic Accounting Terms, Acronyms and Abbreviations Students ... o
www.rasmussen.edu » Degree Programs » School of Business » Blog «

Jun 7, 2017 - Because of the confusing credentials, different accounting myths and these industry
terms, it's not uncommeon for people to think workingin ..

The small change in keywords decreased the results to 247,000,000. Any keyword search conducted will return a number of results
which you can see displayed like these examples. Often when there are so many search results it may become more difficult to
conduct effective research on a topic. There are ways to narrow down the results and conduct a more focused search which we will
go over a little later. Before we leave this subject however, there is one more way in Google search to visually see the size of the
search results. Scroll down to the bottom of the search results page.
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Accounting Terms - A-Systems o
www.a-systems.net/accounting-terms htm
Learn basic accounting terms from our glossary. Accounting terminclogy for beginners

Searches related to accounting terms

aceounting terms pdf financial accounting terminology
accounting words dictionary accounting terms for dummies
accounting terms for interview bookkeeping terms
accounting 101 terms accounting terms quiziet
Go gle >
12345678970 Next

The larger the number of Os in the Google logo, the more results from the search you just created.

Now you know how to discover the number of your search results. This number changes for each search result. Have some fun and
play around with searches to see the numbers change.

Practice Questions

https://assessments.lumenlearning.co...essments/18569

https://assessments.lumenlearning.co...essments/18570

Bonus Search Navigation Tools

Here are a few bonus tools for navigating through search results.

o

lF’revious 12 3 45 6 7 8 910

1. Under the Google logo there are numbers. If the number 3 is selected, the third search result page will be displayed. If the
number 6, then the sixth search result page is displayed, and so on.

2. Selecting the right arrow button takes the browser window to the very next search result page (page 2) and continues to go page
by page (3, 4, 5, etc.) as long as you click the arrow button.

3. Clicking on the Next word navigates the browser window to the very next search result page (page 2) and continues to go page
by page (3, 4, 5, etc.) as long as you click the arrow button.

4. Once past the first results page a left arrow and Previous option appear. Use either of these to navigate to previous search result

pages.

Contributors and Attributions
CC licensed content, Original

o Identifying Search Results. Authored by: Sherri Pendleton. Provided by: Lumen Learning. License: CC BY: Attribution

2.10: Identifying Search Results is shared under a CC BY license and was authored, remixed, and/or curated by LibreTexts.
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2.11: Opening Search Results

Learning Objectives

e Open the first web search engine result.

Identifying Search Engine Categories

Each search result is categorized into a variety of subjects. Being able to navigate to the different types of search results is an
important skill to have when searching the internet. A browser has a small menu above the search results indicating these
categories.

Lets say that you are put in charge of creating a sales flyer for Rowan Retail store. It is suggested you use graphic design to make
the flyer stand out. This is the first time you have heard of graphic design and you wish to learn a little more about it. Using the
Google search engine, you can conduct a search on graphic design.

First open a browser window by clicking on the desktop icon or the icon on the computer desktop’s taskbar, then type in
www.google.com in the address bar and press the Enter (or Return) key on the keyboard.

G Google

&«

C N @ Secure | https;//www.google.com

\ S

In the Google search bar, type graphic design definition and press the Enter (or Return) key. The webpage displays the results of
your search. Above the displayed search results there is a small menu bar with six choices.

Go gle graphic design definition 3 Q LI Sign in
Al Images  News  Videos  Shopping  More Settings  Tools SafeSearch on

About 26,500,000 results (0.49 seconds)

graph-ic de-sign
/"grafik de'zin,de zin/

the art or skill of combining text and plctures In advertisements, magazines, of baoks.

Translations, word origin, and more definitions

What is graphic design? - AIGA o
www aiga.org/guide-whatisgraphicdesign =

Aug 18, 2015 - Graphic design,
and projecting keas an
can be physical or vinual,

1 design, is the art and prac
ent. The form of the cos

may include images, words, of graphic forms.

Graphic design | Define Graphic design at Dictionary.com @

www dictionary.com/browse/graphic-design «

noun. 1. the art or profession of visual communication that combines images, words, and ideas to
convey Information to an sudience, especially to produce & specific effect. Examples from the Web for

graphic design

Graphic design - Wikipedia ‘@

hitps.ren wikipedia org/wiki/Graphic_design ~

Graphic design iz the process of visual communication and problem-solving using one or mare .. forms
of communication - 3 mindshift away from product marketing and toward the exploration and

preduction of a nw kind of meaning

Search results are defaulted to All which means that every type of category (i.e. images, news, videos, shopping, etc.) is listed in
the search results displayed on the page. This menu is used when choosing to narrow a search by different categories. The More
option when selected drops down a small menu with additional category options. Now let’s explore how these categories work.

Go gle graphic design definition .!, Q,

Al Images  News  Videos  Shopping | More Settings  Tools

Maps
About 29,500,000 results (0.49 seconds)

Books

Flights

graph-ic de-sign
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Open First Web Search for All

With a browser window open and the Google search bar ready, type in retail development. Notice how the menu defaults to the All
option. The page displays maps of retail stores, a book about retail development, and various other websites. Locate the first search
result with an article or website and open the result by clicking on the left mouse button.

GO’..‘-gle retail davelopment L a =0

Laien L] -
« See results about
Wright e o [
/ Bovsisprarn o ) Lirita: Wasatch Cache
Natisel Fouest

[ty ea Fortad Deveiopmant (Book)
Orignally publshed 2008
o A
o
The Ridge Rensil
© perepment
wrem

e e 2017 e

Mourttain Retail Development &
The Ridge Retail Development o &
= Mare places

The Age of Facus | The 2017 Global Retail Development Index™ - AT. € !
igiobaleetal development /201, =

Foruing giotsl retailers &

Urbanization 15 Retail Development’s Main Driver 9
wrm regsonline. com/retallurbanization-retail-development -s main-driver »
i3 2008 tcut the et of Erofects they take on today They

This opens the link to a webpage about the 2017 Global Retail Development Index which lists countries indicating their standing in
the retail development business. If this fits the search you are looking for, you can continue to read through this article. Nice job!

ATKearney

The Age of Focus

Amid political instability and an unravelling global fabric, large corporations are struggling 1o manage
complex operations. Local and regional firms, however, are gaining ground. As govemments pave the
way for retail to meet consumers’ demands, everyone—net just the global giants—is finding it easier to
enter new markets. This is giving smaller, more nimble firms a competitive edge

More | PDF

Top 30 List Share
Rank Country Score  Remarks.
g
moa
Wilh & giowsng middie class and rapadly ntreasing consumers
1 India 717 Spendng, inda overtakes China for the mumber one spol in this
years GROI

About The Study

about research behind the Global
Rotai Developenent Index™

China, long the Index leader. drop
2 China 704  mahures, but the country sl lead
natatily 9-commence.

SlideShare

Practice Question

https://assessments.lumenlearning.co...essments/18571

Open First Web Search for News

Now we’ll to try a different category for search results by returning to the previous screen with search results for retail
development. Click on the back button at the top of the browser. When the page returns to the results, click on News in the search
category menu. The page will now refresh and appear with the latest news articles about retail development. Notice the blue bar
under the word News. This is used to visually indicate which category is currently being displayed.
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C | @ Secure | hitps//www.google.com,/#q =retail + developmentéisafe

oogle retail development L Qq

All | Wews [§images  Maps  Videos  Moee Settings  Tools

Aol 5,030,000

Industrial, retail development strong, Wood said 8

Examingr Enterprise - 2 hours ago

Industrial and & was one of the ps inthe fiscal year that ended June 30, and
Bartlesville Development Authority

Public comment sought on Mentor road vacation for City Market .. €
News-Herald.com - Jul 3, 2017

.. sought on Mentor read vacation for City Market retail development _. The public is
invited to weigh in on a procedure required for a retail

New York Times - 13 hours sgo
After Brexit Vote, St Modwen Backs Away From Retail Property .. looking to invest
it new retail development at this point,” allan told Rewters.

. After Brexit Vote, St. Modwen Backs Away From Retail Property &

Invaating.zom UK

o Mew details released in plans for retall development site e
WSAZ-TV - Jun 30,2017

(WSAZ) - A new retail development site in Cabell County is .. The hope is 1o have the

retall center open for business by the end of 2017,

Apartments proposed for Route 9 in Toms River @

Asbury Park Press - 15 hours ago

The 34-acre site where the development is proposed is located 2t 1580 .. it inchudes
& childcare center, restaurants and ather retall stores

Now identify the first news search result and click with the left mouse button to open that news article.

€ O @ Secure | hittps//www.googhecom/#q =retails cevelc

Google e cevelopment L Q

Industrial, retail development strong Wood said o

Examiner Enterprise - 2 hours age

Industrial and retail development was one of the positives in the fiscal year that ended June 30, and
Bartlesville Development Authorfty

Public comment sought on Mentar foad vacation for City Market .. @
MNews-Herald com - Jul 3, 2017
Sought on Mentor 10ad vacation for Caty Market retall development . The public is

invited 10 weigh in on 8 procedure required for a retad

After Brexit Viote, St. Modwen Backs Away From Retail Property ]
Mew York Times - 13 hours age

After Broxn Vote, 5t Modwen Backs Away From Retad Property  loaking o invest
it e retall devekopment at this pomnt” Allan told Reuters.

New details released in plans for retail development site €

WSAZ-TV - Jun 30, 2017

(WSAT) - & néw retail development sne in Cabell County i . The hope i8 1o have the
fetiil centes open for busness by the end of 2017,

Apariments proposed for Route 9 in Toms River o9

Asbury Park Press - 15 hours ago

Tha 34-acre 5 whers the development s proposad (s located 3t 1580 . It inchudes
 childcare center, restaurants and other retall stores

The hyperlinked article webpage will now be displayed. In this case, the link opened an article in the Bartlesville Examiner-
Enterprise news about the strong industrial and retail development this last year. You are now on your way to finding more news
items that fit the search.
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Open First Web Search for Video

Once again we’ll return to the previous screen with search results for retail development by clicking on the back button at the top of
the browser. When the page returns to the results, click on Video in the search category menu. The page will now refresh and
appear with the latest videos about retail development. Notice the blue bar is now under the word Video.

Go gle ratail development v Q

Al Mews nage: Map videos  flmoes

MNew details released in plans for retail development site - WSAZ 27

WAW.WSAZ.COm/.| leasednpla t
I A roew retail development site in Cabell County is reaching its fins
stages. "Everybody's happy 1o

The Changing Face of Retail Development - Property News ‘@

Fittps: /e, chire.co.th » Home » News & Activites

probabily the most difficult property development sectos to
chisve successful

consisten

HNew retail development coming to Hoover - The Business Journals L

3 g8 o bizjoumals.com/../new-retallevelopment.coming-to-hoover
= a2y

sed Altera Davelopement and Birminghams Ecancenic Developement

Strategios America are

elopment downt .. O

poroves-additional-funds-

Rio Nuevo approves additional funds for re

- e LS ONAEWENOW. oM ITic-

lopment planned for West Huntsville - o
ninews/...retoll-deveh 2

1+ N deveboprment

One more time, identify the first search result at the top of the list and click on the first link to open this video on the webpage.
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GO gle retail development 3 Q

New details released in plans for retail development site - WSAZ [2]
L 'Saz COMm, New-Jetalls-released-npl for-retail-develop

now retail development site i Cabe
an ‘Bardetts e o

ity is reaching ts final

The Changing Face of Retail Development - Property News o
g Mitos wew.chire.coth - Home - News & Activities

ost UL property development sector 1o

T
New retail development coming to Hoover - The Business Journals o
=1 ] www bizjoumals com//new-retal-development-coming-10-hoover

=

a3 Economic Developmaent

Rio Nuevo approves additional funds for retail development downt o
WWW ILCSONNEWSNOW COMY /Mo Muevo-approves-additional fund's
|-..-. .N..rn' Board has approved an addtonal $650,000 for two developers who
are remaking the

16,000 sq. ft. retail development planned for West Huntsville -
W tynow com/news.  retal-development /2122

This link navigates the webpage to a Huntington, West Virginia news channel website containing a video about plans for a retail
development site. Some videos begin to play as soon as the webpage is loaded, but others like this video, will have a circle with an
arrow in the center of the video. This play button must be clicked to start the video playing.

NEW RETAIL DEVELOPMENT SITE
BARBOURSVILLE, WEST VIRGINIA

Often with videos there are commercials that play before the video content. Be sure to wait through the commercial (or click on a
skip button if that appears) and then watch the content video.

Practice Question

https://assessments.lumenlearning.co...essments/18572

Review

There are different ways that search results are categorized. Decide which type may be most relevant to the search you are
conducting. If you are unsure which might be most effective, select a few different types and click on additional results to explore
and learn. Take some time to experiment and become comfortable with finding results and exploring the focused categories on a
search engine.

Contributors and Attributions
CC licensed content, Original

e Opening Search Results. Authored by: Sherri Pendleton. Provided by: Lumen Learning. License: CC BY: Attribution

2.11: Opening Search Results is shared under a CC BY license and was authored, remixed, and/or curated by LibreTexts.
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2.12: Introduction to Advanced Searches

What you'll learn to do: narrow a search to find more useful results.

Conducting searches in the Google search engine can lead to literally millions of results. In order to make searches more effective,
search results can be narrowed down through a few simple changes.

Contributors and Attributions
CC licensed content, Original

¢ Introduction to Advanced Searches. Authored by: Sherri Pendleton. Provided by: Lumen Learning. License: CC BY:
Attribution

2.12: Introduction to Advanced Searches is shared under a CC BY license and was authored, remixed, and/or curated by LibreTexts.
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2.13: Adjusting Search Parameters

Learning Objectives

e Add additional parameters to the web search.
o Identify changes in the search results.

Adding Boolean Operators

There are three terms used to modify a search using a Boolean operator. These terms are AND, OR, and NOT. In order to use these
terms they must be typed using all capital letters to work. Here is a video introducing how these three operators work in searches.

I
cAT AND pos |

i

A YouTube element has been excluded from this version of the text. You can view it online here: pb.libretexts.org/cafm/?p=124

Now let’s walk through a search using each of these operators.

AND

First we’ll start with AND. After a browser is open and the Google search bar is available, type in the search you want. For this
example, the search will be marketing AND services. Look at the page from the search and note the amount of search results. There
are over 785 million search results! What happens if the OR operator is used next for the same search? Does it increase or decrease
the results amount? Let’s find out.

Go gle marketing AND services 4 Q
Al News  Maps  Images  Videos  More Settings ools
About 785,000,000 results (0.70 seconds)

Marketing Services | Altitude Marketing | Full-Service Agency
hitps:i/aktitudemarketing com/services/ +

Market forces that change with neck-bresking speed. Economic uncertainty that looms over every
decision. Lack of internal bandwidth and missing expertise Cost pressures. Competition

Creative Marketing Services | Marketing Consultant Firm | Orange
W‘—’ﬁ\'rfPﬂ[I\‘Fm'ﬂg’.Fﬁ‘lC?S com/ =

Creative Marketing Services, based in Orange County, Califomia, become:
department, which allows you 1o focus on the many othe spec
Awareness. By Developing 3 Fully Integrated Marketing Plan

external marketing
055, Build Brand

tatesboro Social Media Marketing for businesses of all sizes. Serving
, and Augusta,

Marketing & Advertising = IN Marketing ServicesIN Marketing Services
www.inmarketingser
As the fastest

g hirs evaived with purpase to become the leading omni-

Marketing & Advertising Services - IN Marketing ServicesIN Marketing ...
www.inmarketingservices com/services/ »

marketing
5, markets and disciplines,

Careers - IN Marketing ServicesIN Marketing Services
www, Inmarketingservice Areers-new, v
48 about who, what, where, how and why? You'll fit right in

1t
at [N Markoting
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OR

Next is the OR operator. In the Google search bar, type in the next search using OR. For this example, the search will be marketing
OR services. This results page has even more results with over 7 billion possibilities! That’s far too many to search effectively.
Time to try another Boolean operator to narrow those results further.

Go gle marketing OR services 4 Q :

Al News  Images  Maps Books  More Settings  Tools

About 7,020,000,000 results (0.78 seconds)

Marketing Services | Alitude Marketing | Full-Service Agency @
hitps:/faltitudemarketing.com/services/ =

Market forces that change with neck-breaking speed. Economic uncertainty that looms over every
decision. Lack of intemal bandwidth and missing expertise. Cost pressures. Compatition
Strategy & Planning - Branding - Video & Photography - Trade Shows

Marketing - Wikipedia @

https:/fen wikipedia.org/wiki/Marketing ~

Marketing Is the study and management of exchange relationships. The American Marketing ..
Services marketing would need to account for the unique nature of services. In order to recognize the
different aspects of selling services,

marketing - Mark

strategy - Business marketing

Marketing News & Topics - Entrepreneur ‘@
hittps:/fwww.entrepreneur.comy/topic/marketing =
The latest news, videos, and discussion topics on Marketing

Top stories

Microsoft could lay off Texas officials sign The hackers who
‘thousands’ as it marketing deal with knocked out critical
focuses more on cloud Corona Extra services in Ukraine are
services now demanding an..
The Verge - 2 days age Hookem.com - 11 hours ago Quarz - 3 hours ago

=>  More for marketing OR services

Practice Question

https://assessments.lumenlearning.co...essments/18573

NOT

Last is the NOT operator. With the browser window open, type the same search using the operator NOT in the Google search bar.
For this example, the search will be marketing NOT services. The results page now has fewer results with 679 million. That is still
a huge number of results. The search results still may not be narrow enough so other methods can be used to reduce the number to a
more reasonable amount. Now let’s explore other ways to narrow a search.
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Go gle marketing NOT services

& Q
Al News Images Videos Maps More Settings Tools
About 679,000,000 results (065 seconds
Services Marketing Is Different from Product Marketing ‘@
grifiioenconsulting.com » Services Marketing
Jul 8, 2016 - The marketing of services shou nt from typical products marketing, .. Services

Are Performed, not Produced - A service is &

So What Makes Professional Services Marketing Different? o
https:/fwww.precisionmarketinggroup.comy/.../so-what-makes-professional-services-m...

Feb 4, 2015 - More often than not, marketing a service entails implementing a few extra layers into your
game plan. Or at least mustering up a little more

When marketing services, 4 Ps are not enough - ScienceDirect <
www.sciencedirect.com/science/article/pii/0007681386900078 «

by A.J Magrath - 1986 - Cited by 274 - Related articles

1. originated the concept of the marketing mix in Neil BordenThe Concept of the Marketing MixGeorge
Schwartz (Ed.) (2nd ed.), Science in Marketing, John

Marketing Services vs Products - Is There a Difference? - An Arke Blog o
education.arke.com/2014/10/marketing-services-vs-products-difference html

Oct 29, 2014 - |s there a vast difference between marketing services versus ... They may not be the
same for every customer every time they are bought

Is Service Marketing Different From Product Marketing? | Chron.com <
smallbusiness.chron.com » Advertising & Marketing » Marketing Products «

Marketing a good isnt the same as marketing a service. The customer can touch carpet, but not the act
of cleaning it-and that's an important difference. Nearly

Adding Boolean Modifiers

What is a Boolean Modifier? It is a character that can be used in a search phrase to modify search results to a desired effect. The
three focused on in this course are: quotation marks “”, an asterisk *, and parenthesis (). This video gives an overview of how to
use each in a search.

Gouogle

Search

train death’ Japan™ jofrmw 1990, 2000

198 L,
ay, JKTH

the transglantation of hesi, lung

A YouTube element has been excluded from this version of the text. You can view it online here: pb.libretexts.org/cafm/?p=124

Now let’s walk through a search using each of these modifiers.

Quotation Marks

The first modifier to try is quotation marks. After a browser is open and the Google search bar is available, type in the search you
want using quotation marks. This time the search finds results for the specific phrase in the exact order retail store display shelves.
In order to see the difference quotation marks make, first run a search without using quotation marks. How many search results are
incurred from this first search?
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Go gle rotail stors display hatves 4 q =

Bisplay Retail Shelves - 15 Your Store Ready? Shop on Googhe seermend
: com

#4245 730E Sat Lok

Retail Store Displays
g ot

Retail Store Display Shelving: Gondola Sheiving & Accessones
Wt SpECIBItyShNESENICEs Com/ et Bkl sspu ralegorys 4001

The results for the first search are over 1.2 million! That number is far too many to tackle for this search. A smaller number would
be more effective. It’s time to narrow the search results. This can be accomplished by enclosing the search between quotation
marks. Type “retail store display shelves” into the Google search box and notice the amount of search results with that exact
phrase. The search results are now 385,000. That is far fewer than the original one million plus!

Google  esise dsciayshesves L a

Display Retail Shelves - ks Your Store Ready?

Displays & Racks: Industrial
hesUTFBlnodes S ES44011

Siees Doy Shmbes = s

Images for “retail stoce display shebes

Asterisk

You may not know the exact wording you wish to use for a search. Maybe there is a song in your head and you can’t remember the
exact phrase to sing. Possibly your search needs to include a few different word prospects. By using an asterisk in a search, more
results will be included in that search.

What if your employee at Rowan Retail needs to conduct a search for pet supplies, pet supply stores, pet suppliers and more? The
asterisk is the Boolean modifier to use. Try the search pet suppl* in the Google search bar. The search results include all of the
various aspects of the search the employee needed.
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Go gle eetswor L Q

Showing results for pet supply*
Search mstead for pet suppl®

s. Dog Food, Cat Food and Pet Supplies
gl oclecsois com

d produscts | Phes brands you trust | Plus heiph

‘Store Locator - Dog Food Findes - Seevicrs - Dey Food

PetSuppliesdLess: Pet supplies, dog, cat, discount, grooming ...

PetSupphesiLess com
Chap gt Mt hesrtmre

pet sapplies, dog & puppy suppies, cat and kitten suppies,
caian b v taters

Pet Supplies for Dogs & Cats | Pet Products- 1800Petheds

xhasing pat becs, bowts, Cariers, gaies and

more. Free shigping on orders over 545

Phillips Pet Food & Supphes - Distiibution and Wholesale

philipspet com/ »

Philpa Ren Food & Buppless i 3 promeer et fooc arl ped supply diatrisutor, foricing pet specialty
rackets all acrass e country

Pet Supplies - Shop The Best rands

1o 55% Off - Overstock.com

Practice Question

https://assessments.lumenlearning.co...essments/18574

Parentheses

Parentheses (also sometime called Brackets) can be used to enclose certain search terms in order to specify the order in which the
search engine should interpret them. Like in a math equation, the information within parenthesis is read first, then the information
outside of the parentheses is read next by the search engine. Often parentheses are used in conjunction with other Boolean search
terms. This may seem a little tricky, but we’ll walk through an example.

There has been a recent outbreak in the local community of mice and rats. Customers have purchased all the traps and poison from
your store and are asking you about other solutions and products you recommend. Your first stop is a Google search to research
possible options.

On your computer web browser, you type (rat OR mouse) AND trap into the search box. Google now retrieves its results which
contain the word mouse or rat together with the word trap.

Google [z x

Al shopping mages  Videos  Maps Mo semings  Tooks

‘Abowut 31,300,000 results (0,46 seconds]

Shop for (rat OR mouse) AND trap on Google Spansared

4

il

H]
Tomcat 0370310 3 Traps Rt Tomcat Tamper etch Al Mouse: 1 Trap, Hurnane:
Tier 1 Zapper Uits Resistart Trap - Clear Top
$12.97 513497 $6.01 5205 53998
Ammazon com Victoe - Official Orsingeeindust . DivPestContrel  Amazon com
HARARUT) | dhRA () Froo shipping Free shipping

7 Mouse Trap Mistakes You're Making - Victor
wwwvulmw 5t com/articles/mouse-trap mistakes «

aking..and
e, 3l you need to do i set mour

a riliantly smple 1ips that can easdy sohe
them. To get rid o and walt until they e caught, right? . To
resvert 1hat, wet ghoves when kanding mouse trap bt and selting

Haw o Get Al of Mice In & . - How to Catch 8 Mouse - Inspection Chacks

GREATEST RAT TRAP EVER! IN ACTION CATCHING RATS .
it/ www. youtiube comywalch™vs20_ShOCTHNK

Mouse vs Mouse Trap - YouTube
ittps www youtul
Jan 11,2010
Mause
averge

=-I'\ Pl0xsnhHe =

Amazon.com : Victor Metal Pedal Rat Trap M201 : Home Pest Control ...
TN AN BETCAIA PN ARST S RRARL TIARAEIN AR ANONARAMW v

Now you have potential solution for customers to use while the store is waiting to be resupplied. The customers are pleased with
the extra step you’ve taken with customer service.
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Minus Sign Elimination

What if you need to eliminate search results that do not fit a search query? The minus sign is used exactly for this reason. The video
shows a few examples about how this works.

A link to an interactive elements can be found at the bottom of this page.
You can view the transcript for “Google Search — Minus Sign” here (opens in new window).

Let’s look at another example. Let’s say you realize you need a more organized method for scheduling employee shifts. There are
thousands of ways to organize this task on Google, but you don’t want to see them all. In a Google search bar, type in monthly
employee schedule template and press the Enter key.

a

-

GQ gle I monthly employee schedule template I

Al Images Shopping Videos News. More Settings Tools

About 526,000 results (0.91 seconds)

Employee scheduling [s a vital part of buSINess Management s

for any shift-based organization. ... These free Excel and o
Word range from shift o

blank weekly calendars. These are easy to use and can be R
customized to accommedate your business or personal — p——
needs.

hittps./rerww smartsheet comy free-work-schedule-templates-word-and-excel

@ Aboutthisresull B Feedback

Free Excel Schedule Templates for Schedule Makers - Smartsheet
hittpa:rwww smartsheet. com/best-excelschedule-templates «

Dawnload Dally, Weekly, and Monthly Schedule Templates for Excel  If you need 10 crganize to-dos or
appointments, the dady schedule will work the bost

Free Work Schedule Templates for Word and Excel - Smartsheet

hittps:www smartsheet com/free-work-schedule-templates-word-and-excel »

Employes scheduling is a vital part of business managemant for any shift-based organization . These
free Excel and Word templates range from employee shift schedules 1o blank weekly calendars. These
are easy 10 use and can be customized to accommodate your business or persanal needs.

Monthly Employee Werk Schedule Template for Shift Scheduling
zipschedules com/blog/monthiy-employee-schedule-templates »

Fab 13, 2017 - Locking for 3 free monthly employes work schedule template? Download 3 free
customizable schedule here, or leam how 1o create your own?

Monthly Work Schedule Template - 27+ Free Word, Excel, PDF Format ...
s rwww template pl -
Moanthly work schedule template is another name for 4 week work schedule templates These can be
downloaded a3 excel spreadsheets and then filled in with

The search results include everything, Word templates, Excel templates, PDF format, etc. Now you realize that and Excel template
is what you need and not the other options. Modify your search terms to now read monthly employee schedule template -word -
PDF and press the Enter key. The search results will now eliminate any result containing Word or PDF in them. Make sure there is
no space between the minus sign and the word you want to eliminate from the results.

Google | moniny empioyee schecuie tempia word pat

Al images  Shopping  Videos  News Settings  Tooks

About 468,000 resutts (0.66 seconds)

Images for menthly employee schedule template ...

%_).

More images for monthly employes schedule termplate sword pdi Repoet images

H Monthly Calendar Template for Excel - City of Oconto
cityoloconto.com/agendasandminutes, wp-content/ nthly-calendar-template xls »
Fobi 6, 2013 - AMter using this lemplale, please retun 2 e and review B, . To make

copies of the manthly calendar for planrng pur
(b sharng & project schadube with your propct 1esm, of (¢
manager, 24

eat wih & BpoUse,

19 & tirashieat with your smployes o

Manthly Shift Schedule 2 - SpreadsheetZONE

W, Comy y nmi »

This ternplate is prepared for assigning shifts to employees. The calendar of the selected month is
created automatically. Also & report on the assigned and

Employee Schedule Template & Instructions - Fit Small Business
C It -

ploy P
Jul 10, 2016 - Det your free employee schedule template! . Multiple scheduling options (by day, week,
month, employee, position, sic | Employee schedule

Free Empl hedule Template - Bizi

p

¥ oty g ploy plate/ ~
Feb 10, 2015 - Creating emphayee schedules is part of every managers weekly 1o-g list. While some
businésses use software like Bizimply 1o manage their
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There are plenty of Excel and spreadsheet templates from which you can choose to match your need. Neat! If you decide the
template works better as a Word document, simply replace the -word with -Excel -spreadsheet and those options will now
disappear from the results. This tool is one of the best to narrow down results to a more manageable size for your searches.

Practice Question

https://assessments.lumenlearning.co...essments/18575

Common Search Mistakes
Before leaving this section there are a few common mistakes to identify to make searches more effective. Here is the short list:

1. A misspelled or mistyped search word. If you type website instead of websight or you type internet instead of intermet, search
results can be a bit off because of the misspellings. Sometimes there will be no results at all. Be sure to check your spelling
when running a search. Google tries to help by making suggestions like this one:

Go g'g wabsight L Q

Showing results for website

Search instead for websight
A website is a collection of related web pages, including
multimedia content, typically identified with a common domain
name, and published on a1 as one wWeD Server

Website - Wikipedia
ntipa: jen wikipsedia. eg/wiki/Website

2. Extra Space. Leaving a space between the minus sign and the word (e.g. — hummingbird) so what you want eliminated is not
removed from the search results.

3. Not Clearing Previous Search. If a search is copied and pasted into the search bar, sometimes the previous search phrase
remains and the search is muddled. Make sure the old search words are cleared off.

4. Extra Words. If search terms are copied and pasted into the search bar, occasionally extra words are copied along with the
desired terms. Double \-check and eliminate extra words before searching.

Practice Question

https://assessments.lumenlearning.co...essments/18576

Bonus Information

If you are wondering about the origin of the term Boolean, run an internet search for “George Boole” to learn more about him.

Contributors and Attributions
CC licensed content, Original

e Adjusting Search Parameters. Authored by: Sherri Pendleton. Provided by: Lumen Learning. License: CC BY: Attribution

CC licensed content, Shared previously

¢ Using Boolean Operators. Authored by: PfauLibrary. Located at: https://www.youtube.com/watch?v=Yw9Djl_0vK4. License:
CC BY: Attribution

o George Bolle. Provided by: Wikipedia. Located at: https://en.Wikipedia.org/wiki/George_Boole. License: CC BY-SA:
Attribution-ShareAlike

¢ Optimizing Your Google Search. Authered by: University of Michigan Library. Located at: https://www.youtube.com/watch?
v=2zQ5iHvpnNc. License: CC BY: Attribution

2.13: Adjusting Search Parameters is shared under a CC BY license and was authored, remixed, and/or curated by LibreTexts.
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2.14: Image Searches

Learning Objectives

e Perform a web search for an image.

In the last section, you learned about the search menu, which organizes a search into various categories. One search category that is
often used is the Images option. This section will teach a variety of ways to find images and how to use them.

Identify Image Search Engine Tools

To get started, let’s start with a simple, fun search of strawberry pie images. As before, first open a browser window by clicking on
the desktop icon or the icon on the computer desktop’s taskbar. Type in www.google.com in the address bar and press the Enter (or
Return) key on the keyboard.

“

C J & Secure | https://www.google.com

Gmail Images &5

In the Google search bar, type strawberry pie and press the Enter (or Return) key. The webpage displays the results of your search.
Above the displayed search results look at the menu with six choices. As with all searches, the search results are defaulted to the

All category.
Google  siauenyoe v Q E
sooxt

1. Arrange half of strawberries in baked pastry shell
Mash remaining berries and combine with sugar in
a medium saucepan. ..

2 In a small bowl, whisk together comstarch and

<

water. Gradually stir cornstarch mixture into boiling Strawberry pie

strawberry mixture. Detsart
Strawberry Pie Il Recipe - Allrecipes.com @ Strmbacy o 3 4 detsat lded conaisting nedely of
allrecipes. comyrecipe/1 SEI6/ strawbermy-piesii/ sEaatemes Wikpesa

Variation: Fhubact pe

People also search for
Strawberry Pie |l Recipe - Allrecipes.com <

alirecipes.comyrecipe/ | 5836/ strawberry-pie-i
*hhkd 410 reviews - 20
h Sugar i -

¥ ..

Strawbemi_  Chaery pie

Copycat Frischis Big Boy Fresh Strawberry Pie - The Chunky Chef ©

wew thechunkychel com/copycat big sh-strawberry-piel =
e 1

e

strawberry pie soon

To find just the images for a strawberry pie, click on the Images category in the menu bar and look at the results.
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GWHWW pie

ittps:ifeem goosle.comimepesTiny

What a delicious-looking webpage! Besides the delectable images, there are a few tools to understand and be able to use on an
image search results page.

1. Image Category Buttons. This bar is an additional menu of categories that narrow down or focus in on a particular type of
image. You many only want to see an ice cream strawberry pie or pie with ice cream scoops. For example, look over the options
and notice the one for ice cream. You can click that to focus on images that feature ice cream. Hooray!

2. Additional Category Button Arrow. If a narrower category is desired and the first options don’t fit what you are looking for,
click on the right arrow. This arrow moves the category menu bar to the right to display more options for narrowing down the
images. Once this moves, an additional arrow appears on the left side. Clicking on the left arrow moves the button menu back to
the previous buttons.

3. Scroll Bar. As in many other webpages, the scroll bar on the right is moved downward by clicking on the gray bar and dragging
it down. This action moves the main page downward to display additional images.

4. Safe Search. The default setting for images is set to be a safe search for images. This default filters out any explicit images that
may be associated with a particular search. It is important in a work setting to have this filter turned on. If you begin to search
for images and discover this setting has been turned off, select the SafeSearch button and make sure the Filter explicit results
option has a check mark on it. If it does not, click on the option to turn the filtering on for searches.

SafeSearchon~

v Filter explicit results
eam above >

More about SafeSearch

Search by Image

Google search has an option to search by a picture or image instead of words. To search using an image, click on the camera icon in
the main search bar.

Go gle strawberry pie —4 L

Search by image
All Images Videos Shopping Books More Setngs Tools

Two options will appear after the camera icon is selected: type or paste an image’s URL, or upload an image file from the saved
files on your computer.
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To get a better sense of how to use these two options we’ll stick with strawberry pie images. Our first search is with a hyperlinked
image.

Search by Image Address

Open a tab for a webpage with an image of a strawberry pie. Remember the button to open a new tab is the small gray button next
to the currently open tab. Type in a webpage address. In the screenshot below, the webpage address is browneyedbaker.com and
once the page loads, search for the strawberry pie picture.

SKIP TO RECIPE ¥ PRINT RECIPE <

Scroll down to the image on the webpage and use the mouse to right-click on the image and open a menu. In the menu is an option
to Copy image address. Navigate down the menu to that option and then click the left mouse button to select this option. The image
URL is now copied.

« C | i Secwre | hitps/www.browneyedbaker.com, Tres!

SUP TORECIPE & PRINT RECIPE

This fresh strawberry pie sits on my favorite pie crust, is held togecher with o delicious homemode gloze, and adorned
with the best whipped cream. A perfect summer dessert!

Cpen image in rew tab
Save image at..

ClickList

Copy mage addvess
Search Google for mage

Tnspect

Order

online.

Click back on the first tab with the main Google search box and make sure the Search by image box is displayed. In the Paste
image URL section, make sure the curser is in the text field before you use Ctrl+V to paste in the address and select the blue Search
by image button to begin the search.

G gle Search by image X

Search Google with an image instead of text. Try dragging an image here.

Paste image URL B Upload an image

}mps:ffwww.t:rowneyedbaker.comlwpcomentfup!aads!zo1UDefsl I I

LA e s AR T T T e TR R m sl

Another option to paste in the address is to use the mouse buttons again. After making sure the cursor is in the address box, click on
the right mouse button to make a menu appear. Select the Paste as plain text option by clicking on the left mouse button. The
image’s hyperlinked address is now in the address box and to start the search, click on the blue Search by image button.
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€« C | & Secure | https://www.google.com/search?hl=en&tbm=ischéiq=strawbermy+pieftog=8lgs_|=

GO gle Search by image x

Search Google with an image instead of taxt. Try dragging an image here.

Paste image URL E  Upload an image

Paste as ploin text Ctrl+Shift+V

Spelicheck
Writing Direction

[nspect

The Google search engine does its best to identify the image and return results that match the image to which it was linked. It keeps
the image in the upper address bar and instead of defaulting to the All option keeps the search in the Images category. Notice
Google considers this its “best guess” for the image. Sometimes Google might not identify the image correctly, but that is okay.
You can find a different image of the same thing and try again.

T w1152

-
P ——— Strawberry <

e e )
pie

I BesT Quess for this IMage: Strawberry pie I -

Strawbeery b 158 desrt food consasting marly of
bretn "
Strawberry PIE ] REclpe Allreclpes com @ o as. Wikipadia
pes o 15838/5 por Variation: Fhubiach g
n:"- MY SORR 800 Tt R N e U b0 People also search for

Visually similar images

.

‘.’ i,q q“
Ko ot "‘g .
s 0
R @

‘gc».:—' y!n_a.rhtk _#

Search by Uploaded Image File

Google search has an option to search for a picture file uploaded from a computer. Now we’ll use a different type of strawberry pie
image for Google to search with once uploaded. Return back to the search bar.

To search using an uploaded image, click on the camera icon in the main search bar.

Go g|e strawberry pie —d v Q
All Images Videos Shopping Books More m Tools

Two options will appear after the camera icon is selected. Select the Upload an image tab. A button to Choose File will be
displayed.
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GO g |e Search by image ®
Search Google with an image instead of tud. Try GW
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Click on Choose File to bring up a window for selecting an image file on the computer.

‘ .
' I1~ B > ThisPC » Desitop - Il;e‘ ch Deskiop ‘ & I -.\u."
Organize = Hew folder e @
Sy c
E [ (d
Pictures Googhe Chrome: Microsaft Edge
amers {
amers
| O igle
B Music Images
4} Dropbax
& OneDrive x
iy animage here
[ This PC
el
File name: | | |anFies ~
Open |+ Cancel
e —

1. This is the window displaying the current files, folders, and network drives on the computer.

2. The left scrolling menu lists folders and directories on a computer.

3. This displays the current location shown by the window. Clicking this field will show you the file path for this location.

4. The search box can let you search for files, images, and text in the currently displayed window.

5. This is the file folder containing the image to be uploaded. To select this folder double-click on it or select it and click on the
Open button in the window’s bottom right corner.

The folder with the image file is now open. Scroll down until the image you find the image you want. To select the image either
double-click on the file or select it and click on the Open button in the window’s bottom right corner. Another method to find an
image on the computer is by file name. Type the file name into the search bar area of the computer window and click the small
magnifying glass or hit the Enter (or Return) key to search for and find the file.

| @ oper
« « 4 || > ThaPC » Desktop » Pictures
Organize = Mew folder

— r
# Cuuick nceess Google
B Desktop ; - 'OMO.
¥ Drophox Hyperlnk Refresh Button - Seferipag Search Engine
" Lagespng

*
*

& o * spng
-+
-

& Downloads 7
Camena -
Comens | C— | —
furcpe Pictures strawberry-usis- Tools Menu.png Window Sizing - Window Sizing - e
pie- 16006900 9g Clove sm Clote sm.png
Prctures chrome png Images
—
43 Dropbox
& Onelrive »

1 This PC Window Sizing - Window Szing -
i hsiemieadn

Once the file is selected, Google will upload the image and automatically search for that image file. The results page is displayed
once the file is uploaded with the chocolate strawberry pie image.
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Image size
600 900

Finct other sizes of this image
Allsizes - Small - Medium - Large

l Best guess for this image bake chocolate strawberry cake I

Chocolate Strawberry Cake - Liv for Cake ©
it e

e voles
Fab 5, 2017 The 6 layers s & great ra
e strwwbserry butisrcream bs my {avourits

hocolate shraaberry-cakel v

Chocolate-Strawbery Celebration Cake Recipe | Taste of Home @
Wik LasisoMmome. com » Recipes =

ek

Athowgh |

Like the URL search, a picture of the image file is in the main search box, the search results are in the Images category, and Google
has taken its best guess as to what the image represents. Notice in this case it is searching not just for a pie, but also a chocolate
strawberry cake. Uploaded images are a little trickier to work with, but Google still usually brings back relevant results. However,
you may need to scroll through the choices a bit more to find those that are a close match.

Practice Question

https://assessments.lumenlearning.co...essments/18578

Image Search

To run an image search for business, use the same methods as described in the above sections. Let’s identify an image to use in a
presentation for the office products team.

You and your team must present the newest office products you suggest be stocked in the store. The presentation will be to the
other managers so they can inform their teams of the latest trends customers may ask about. Your team has identified ten new
products to put in the presentation. Finding images for a presentation is quick using a Google image search. Start by searching for
an image of one of the most popular products: the Adjustable Sit-Stand Workstation.

Open a browser window, go to the Google search bar and enter the phrase adjustable sit-stand workstation. Select the Images
category and you will see a page of images for different products fitting that description. The upper images will be sponsored or
advertised products that fit the search and will have an arrow on the far right to look at more of the sponsored products. Look for an
image for the presentation and locate the one that looks exactly like the product that will be in the store.

Go gle adjustable sit-stand workstation a L a

A Shepping  images

Cle—
[N

s W=

§259.95 5495.00 5375.00 $450.00

— |
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Below the title of the image are three buttons showing different actions you can take. Also notice there are additional suggested
smaller images related to the image which was selected. These can be navigated to by clicking on any of the images under the
Related Images headline.

If the image needs to be seen in a different setting, the Visit Page button opens a new tab or window with the website containing the
image. If the View Image button is selected, a new tab or window will open with only the image displayed.

If the Share button is selected, a small menu will appear giving a selection of social media apps that can be used to share the image
(e.g. Facebook, Twitter, Google+, and Email). This is an easy way to share possible images for presentations if you need to
collaborate on using specific images with your team.

Image searches can be run for all of the products for the team’s presentation. This is one of the quickest ways to find images for
almost anything you need.

Practice Question

https://assessments.lumenlearning.co...essments/18577

Finding Noncommercial Images
Watch this video to learn how to find images licensed for reuse and/or commercial use.

A link to an interactive elements can be found at the bottom of this page.

@ 0 2.14.7 https://biz.libretexts.org/@go/page/46443


https://libretexts.org/
https://creativecommons.org/licenses/by/4.0/
https://biz.libretexts.org/@go/page/46443?pdf
https://assessments.lumenlearning.com/assessments/18577

LibreTextsw

Contributors and Attributions
CC licensed content, Original

o Image Searches. Authored by: Sherri Pendleton. Provided by: Lumen Learning. License: CC BY: Attribution

All rights reserved content
e Creative Commons Image Searching in Google. Authored by: Jurupa IT. Located at: https://www.youtube.com/watch?
v=nfclluS5LzA. License: All Rights Reserved. License Terms: Standard YouTube license

2.14: Tmage Searches is shared under a CC BY license and was authored, remixed, and/or curated by LibreTexts.
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2.15: Putting It Together- Internet Research

After learning about different ways to conduct research on the internet, you can now more confidently try searching for business
information and even information to satisfy personal curiosity. The world is now open in a much larger way for you to discover
ways to improve business management reports, presentations, conduct competitive analysis, and experience the variety of business
information out on the web.

This module has covered quite a few methods for searching. As a quick refresher, watch this video that reiterates most of the
aspects from this module.

A YouTube element has been excluded from this version of the text. You can view it online here: pb.libretexts.org/cafm/?p=128

Contributors and Attributions
CC licensed content, Original

o Putting It Together: Internet Research. Authored by: Sherri Pendleton. Provided by: Lumen Learning. License: CC BY:
Attribution
CC licensed content, Shared previously

e Searching the Web. Authored by: The Vermont Council on Rural Development. Located at: https://www.youtube.com/watch?
v=SkKCI1BnuQsE. License: CC BY: Attribution

2.15: Putting It Together- Internet Research is shared under a CC BY license and was authored, remixed, and/or curated by LibreTexts.
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2.16: Assignment- Search the Internet

For this assignment, you will search using the Google search engine and take a screenshot of your search results screen. Follow the

directions and then submit your assignment. If you find a step that trips you up, review the module or ask for help from your
classmates in the discussion forum.

Instructions

1. Open a web browser (Chrome, Firefox, or Edge) by double-clicking the icon on the desktop (or using any other method covered
in Internet Browsers.)

2. Make sure the page is on the Google search page. Type in www.google.com in the address bar and press the Enter (or Return)
key.

3. In the google search bar, type in a search for one of the following terms:
o cash flow
o company culture
o income statement
o business metrics

Then hit the Enter (or Return) key.

4. Look at the search results Google returned for your search, then take a screenshot by using the following steps:

1. Open the Snipping tool by using one of the methods discussed in the Snips and Screenshots page.
2. Take a rectangular or a window snip of the search results.

3. Save the snip as BA132_LastName_SearchInternet.png, replacing “LastName” with your own last name. (Example:
BA132_Hywater_SearchInternet.png)

5. Submit your image in your course online.
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2.17: Discussion- Search Results
Use two different search engines to conduct the same search. Pick one of the following phrases to search:

¢ big-box store

o largest supermarket chain

o brick and mortar store

e computers in business

Search for your chosen phrase using Google. Next, use the same phrase to search on Microsoft Bing. Once you’ve run the same
search on the two different engines, compare the results.

Discussion Questions

o Which search engine provided the most results?
e Which search engine provided the most relevant results?
e How could you make the search return even more relevant results regardless of search engine used?

Share your opinions below and respond to two of your classmates’ thoughts.
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2.18: Discussion- Personal Data and Ethical Business Use

In this module the importance of ethical business research and personal data rights have been discussed. The rise of technology
increases the ease at which businesses mine data to research personal interests, demographics, shopping habits, geographical
locations, etc. in order to personalize their sales pitch to you as well as populations of larger groups.

Watch this video talking about the ethical difficulties at these cross-roads of privacy, technology and business research. After
watching the video consider a few questions to discuss.

A YouTube element has been excluded from this version of the text. You can view it online here: pb.libretexts.org/cafm/?p=134

You can view the transcript for “The Ethics of Data — Personal Data & Privacy” here (opens in new window).

Discussion Questions

o What negative experience have you had with a company using your personal data?
o What positive benefits does personal data sharing have for you in this sharing economy?
o How would you like to have more control over what company’s do with personal information?

Share your opinions below and respond to two of your classmates’ thoughts.
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CHAPTER OVERVIEW

3: Microsoft Word Basic Skills

Learning Objectives

o Create and save files in Microsoft Word

o Format text in Microsoft Word clarity

o Use spell check and find and replace tools

¢ Create and format numbered and unnumbered lists

3.1: Why It Matters- Microsoft Word Basic Skills

3.2: Introduction to Using Word

3.3: Creating a New Blank Document and Finding Your Way Around
3.4: Saving Files

3.5: File Extensions

3.6: Introduction to Basic Text Formatting

3.7: Selecting and Moving Text

3.8: Bold, Italics, Underline

3.9: Fonts

3.10: Alignment, Justification, and Indentation

3.11: Line and Paragraph Spacing

3.12: Introduction to Workspace Tools

3.13: Spell Check and Dictionaries

3.14: Find and Replace

3.15: Introduction to Lists

3.16: Lists

3.17: Putting It Together- Microsoft Word Basic Skills
3.18: Assignment- Create Basic Document

3.19: Discussion- Paragraph Styles
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3.1: Why It Matters- Microsoft Word Basic Skills

Why learn to complete basic skills in Microsoft Word?

Communication in the workplace is very important. Whether you run a one-person freelance business or work for a company with
thousands of employees, reading and writing documents on a computer is a vital skill.

Microsoft Word is the most popular word processing program and is considered the standard word processor for most businesses.
Word can help you create documents, save them, print them, and share them with others.

Reports, brochures, flyers, and memos are all examples of documents you can create in Microsoft Word.
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3.2: Introduction to Using Word

What you'll learn to do: create and save files in Microsoft Word.

Learning to use Microsoft Word is one of the most helpful and versatile workplace skills you can acquire, and creating and saving
files is the first step. Many of the skills you will learn for Microsoft Word can also be applied to Microsoft Excel and PowerPoint.
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3.3: Creating a New Blank Document and Finding Your Way Around

Learning Objectives

¢ Create a new Word document.

Opening a New Document

You can open Word from the Start menu (or the Applications folder on a Mac) by clicking on the Word icon. The Word icon comes in a
variety of forms depending on your OS and version of Word, but it always features the color blue and the letter W.

Some examples of Word icons

Note: Microsoft Office Versions

While this course is based on Office 2019, it’s important to note that while Microsoft offers the purchase of Office 2019, that
version is constantly updating to match the latest updates in Office 365. If Tom purchases and downloads a copy of “Office 2019”
on Friday, and Sally purchases and downloads a copy of “Office 2019” on Monday, they may have different versions because there
was a point release over the weekend.

Because of this model, Microsoft is more incremental in their updates to the products. While there was a fairly noticeable difference
between Office 2007 and Office 2010, Office 2016 and Office 2019 are comparably similar.

When you open Word, some versions of Word may take you straight to a new blank document. Newer versions such as Word 2019 will
take you to a menu called backstage view to choose to open a new blank document or open a new document from a template. If you
already have a file open in Word, you can create a new document by clicking File>New. You can also use the shortcut Ctrl+N

(Command+N for Mac).
? = X
WO rd Sign in to get the most out of Office
Learn more
Search for online templates fel

Recent
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Overview of Word Controls

We will cover what many of these buttons and toolbars do in the pages to come. In the meantime, here is a general overview of what
you can see in the program. Many of these features are also in other Office products like Excel and PowerPoint, so it’s a good idea to

get a handle of the terminology.

The Word window has three main sections: the ribbon, the document, and the status bar.
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Ribbon

The ribbon is at the top of the Word window and includes the window title bar. The ribbon below is for Word 2019. If you have a
different version, your ribbon may not look exactly the same. However, most features will look similar and be near a similar area. If you
have a different version of Word and you cannot find the feature you need, run a web search for where is feature/button
wordversion, replacing feature/button with the feature or button you are trying to find and version with your version number. For
example, if you are using Word 2010 and can’t find the controls for adding a column, run a web search for where is column word 2010.

Document] - Word Sign in
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1. Quick access toolbar. The quick access toolbar shows commonly used commands so that you can execute those commands with
one button instead of a couple. By default, the quick access toolbar has (from left to right) Save, Undo, and Redo. You can
customize which commands are available in the quick access toolbar by clicking the arrow to the right of the Redo button.

2. Tabs. The tabs on the ribbon are a way of organizing the many tools and options Word has. Clicking each tab provides a whole new
set of options. The tabs you will most frequently use are the File tab and the Home tab.

3. Currently selected tab. The Home tab is selected by default when you open Word. The currently selected tab is white, while the

other tabs are blue.
4. Group names. Within each tab, commands are grouped according to type. Those type names are near the bottom of the ribbon. For

example, the Font group contains all the font tools and options.
5. Dialog box. Clicking the small, boxed-in arrow at the bottom right-hand corner of each group opens a dialog box with more options

for each group.
6. Hide ribbon. If you find the array of buttons too distracting, you can hide the ribbon by pushing the arrow at the bottom-right corner

of the ribbon. You can reopen the ribbon with the ribbon display options.
7. Ribbon display options. The ribbon display options allow you to hide or reveal all or parts of the ribbon.

Status Bar
The status bar is at the bottom of the Word window. Again, your status bar may look different or not even be visible, but here is an

explanation of what many icons on the status bar mean.

a 8

9 28 8
e L

1. Page count. The page count shows the total number of pages in the document and which page is currently visible in the window.

2. Word count. The word count displays the total number of words in the document.

3. Spelling/grammar check. A tiny checkmark on the book icon indicates that there are no spelling or grammar errors. When there are
spelling or grammar errors, the checkmark becomes an X. Clicking the icon then will show options for correcting each mistake.

4. View options. From left to right: Read Mode, Print Layout, and Web Layout. By default, the document is in Print Layout. This
changes how the document appears in the Word window; it does not affect how the document appears when sent to others, viewed

on a different computer, or printed. (Click each image to enlarge.)
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5. Zoom. By moving the bar to the left or right, you can zoom in and out of the document. This allows you to see the entire page at
once or to magnify a small part of the document.

To customize the status bar, right-click on it to see a dialog menu that allows you to check and uncheck tools you want displayed.
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3.4: Saving Files

Learning Objectives

o Save a file in Word.

Saving a file is critical for editing, preserving, and sharing your work. If the program closes or your computer shuts down
unexpectedly while you are using Word, don’t worry. By default, Word automatically saves your work every 10 minutes and will
reload that save upon reopening the program. However, it is still a good idea to save every once in a while.

Practice Question

https://assessments.lumenlearning.co...essments/18584

To save a file, you can click the Save icon in the top-left corner, click File>Save, or use the shortcut Ctrl+S (Command+S for
Macs).

H
Home Insert Design
] Calibri (Body) -~
B I U »abex x* !

Paste
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Clipboard = Font

Click the save icon (above) or File>New
(below).

Whichever method you choose, you will see the backstage view with some option about where to save your file. (Pre-2016 versions
of Word will skip straight to the dialog box—If this applies to you, skip ahead to the Save dialog box.) First, you must choose
where you want to save your file.

e OneDrive—This is Microsoft’s cloud computing storage system. If you have a Microsoft account and sign in, you can use
OneDrive for free to store your documents.

o This PC—This lets you save your file directly to your computer. By default, the save folder is called Documents with the file
path This PC/Documents.

o Add a Place—If you save a lot of documents to a particular folder, you can add that folder as a Save As option here.

o Browse—To save a different folder not listed above, click Browse. This will take you to a dialog box that lets you search your
computer for the folder you want to store your document in.
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@ Recent

& OneDrive

You have no recent folders.

Elt| This PC

ey

==  Add a Place

Browse

Account
Feedback

Options
4 *

Once in the Save dialog box, you can choose the folder you want to save your file in. Select that folder, then type a name for your
file in the File name field.

[ Save As *
1T » ThisPC » Documents » v O Search Documents ]
Organize + New folder [z - (7] -
. ~
Documents 4+ ~ Mame Date modified Type
=] Pictures #* Custom Office Templates 4712/2017 1:35PM  File folde
J! Music
B videos
El Microsoft Word
f@ OneDrive
[ This PC
|_ﬂ Network v £ >
File name: | Sales Plan| -
Save as type: | Word Document ~
Authors:  user Tags: Add atag
[] Save Thumbnail
» Hide Folders Tools = Cancel
4 *

Ensure that you are saving the document as the correct file type. There are a variety of options to choose, but you will almost
always choose Word Document (which is the default).

Click Save in the bottom-left corner next to the Cancel button. Congratulations! Your file is saved! As you continue to edit your
file, you can click the save icon, select File>Save, or use the shortcut Ctrl+S (Cmnd+S for Macs) to save the file again.
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™ » ThisPC » Documents v O Search Documents e

Organize + MNew folder Bz - o -

LT Word Document

X Word Macro-Enabled Document
=] Pictures Word 97-2003 Document

J’ Music Word Template
) Word Macro-Enabled Template
B videos Word §7-2003 Template
PDF

El Microsoft Word KPS Document
Single File Web Page
‘@ OneDrive Web Page

Web Page, Filtered

[ This PC Rich Text Format
o Plain Text
Word XML Document
MNetwork
& Networ Word 2003 XML Document
§ Strict Open XML Document
File name: OpenDocument Text
Save as type: | Word Document ~
Authers:  user Tags: Add atag
[]Save Thumbnail
~ Hide Folders Tools  ~ Cancel

Practice Question

https://assessments.lumenlearning.co...essments/18582

Save As

If you have already saved a file, you can save another copy of it in a different location or with a different name or file extension.
Click File>Save As and the Save dialog box will once again appear.

Practice Question

https://assessments.lumenlearning.co...essments/18583

Contributors and Attributions
All rights reserved content

o Word 2016: Saving and Sharing Documents. Authored by: GCFLearnFree.org. Located at: https://www.youtube.com/watch?
v=Az-18sZHwcE. License: All Rights Reserved

Lumen Learning authored content
o Saving Files. Authored by: Lumen Learning. License: CC BY: Attribution

3.4: Saving Files is shared under a CC BY license and was authored, remixed, and/or curated by LibreTexts.
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3.5: File Extensions

Learning Outcomes

o Distinguish different file types in Word and when to use them.

Let’s start by taking a look at the following scenario:

Roy is working on a report that needs to be done before noon so his coworker Salomé can present the data to some
prospective customers. Roy just barely manages to finish formatting the final draft. Quickly he saves the file in Microsoft
Word, emails the file to Salomé, and leaves to have a well-deserved lunch. When he gets back, Salomé tells him she couldn’t
open his file, and as a result she didn’t have the data the customers wanted and lost the sale.

Roy tries to figure out what went wrong and learns that Salomé is running a different version of Microsoft Word than he is,
but he’s not sure how that caused the problem.

What can cause this kind of problem? Using the wrong file extension.

A file extension is a shortened form of the file type at the end of a file name. These extensions determine your document’s file type,
and the file type determines what programs can open the file. While most programs can read most file types, not every program can
read every file type.

The default file type is .docx (Word Document). This file extension works in most Microsoft Word programs. However, there may
be times when you want to save a different file type. For example, older versions of Microsoft Word and computers without
Microsoft Word installed cannot read .docx file types. If you create a .docx file and send it to someone who has an old version of
Word or no Word at all, that person probably won’t be able to read your file. If you have an old version of Word (2003 or older),
you can open .docx files if you download Microsoft’s compatibility package.

Because of the variation in file type compatibility, it’s important to be mindful of what file types are readable by the programs other
people have.

Practice Question
https://assessments.lumenlearning.co...essments/18585

Below the field for the file name is the Save as type field, which has a dropdown menu with file extensions.

Common File Extensions in Word Processing

o .docx (Word Document)—default Microsoft Word file, works with Microsoft Word 2007 and later. Improved scripts, macros,
and other features from the older .doc.

¢ .doc (Word 97-2003 Document)—default Microsoft Word file from Microsoft Word 2003 and older.

o .txt (Plain Text)—also known as plain text format. This file type saves only the words you type—no images, no formatting,
just raw text.

o .rtf (Rich Text Format)—Like plain text, RTF saves only words, but it does save some basic formatting (like bold and italics)

.pdf (PDF)—PDF files are readable with Microsoft Edge (which comes with Windows 10), the free program Adobe Acrobat,

and other image-viewing programs. Viewers cannot edit PDF files, but they will be able to view them regardless of their

operating system or what programs they have.

3.5: File Extensions is shared under a CC BY license and was authored, remixed, and/or curated by LibreTexts.
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3.6: Introduction to Basic Text Formatting

What you'll learn to do: format text in Microsoft Word for clarity.

Knowing how to use Word’s formatting tools can help you do your work faster and make your documents more attractive and easy
to read.

Compare the documents below. Which one communicates more clearly?

To: All Employees
From: Sierra Rowan, Store Manager
Date: September 1, 2019

Subject: New Shelves
) To: All Employees From: Sierra Rowan, Store Manager Date: September

Some of you may have noticed in recent weeks that the shelves in the 1, 2019 Subject: New Shelves
home goods section are beginning to sag. We will be replacing those
shelves with new, reinforced metal shelves starting next week. The
shelves will be replaced 1:00—4:00 a.m., during our least busy hours.
Several aisles will be off-limits to customers during that time as a safety

Some of you may have noticed in recent weeks that the shelves in the
home goods section are beginning to sag. We will be replacing those
shelves with new, reinforced metal shelves starting next week. The
shelves will be replaced 1:00-4:00 a.m., during our least busy hours.

precaution. Several aisles will be off-limits to customers during that time as a safety
The following aisles will be affected: precaution. The following aisles will be affected: Kitchen appliances,
+ Kitchen appliances Kitchen & dining furniture, Kitchen storage, Home goods clearance.

Please direct customers looking for items in the affected aisles to the
Outdoor Furniture and Patio Accessories areas.

s Kitchen & dining furniture
* Kitchen storage
+ Home goods clearance

Please direct customers looking for items in the affected aisles to the
Outdoor Furniture and Patio Accessories areas.

Contributors and Attributions
CC licensed content, Original

o Introduction to Basic Text Formatting. Authored by: Lumen Learning. License: CC BY: Attribution

3.6: Introduction to Basic Text Formatting is shared under a CC BY license and was authored, remixed, and/or curated by LibreTexts.
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3.7: Selecting and Moving Text

Learning Objectives

e Reorganize text within a paragraph.

To select text, click and drag your cursor across the text.

Subject: New Shelves Subject: New Shelves

I Some of you may have noticed Some of you may havoticed
beginning to sag. We will be reg beginning to sag. We will be reg
week. The shelves will be replac week. The shelves will be replac
limits to customers during that limits to customers during that

The text that is highlighted in gray is selected text. Selected text can be copied, cut, or pasted. Many features and settings in
Microsoft Office are applied only to text that is selected.

Moving Text
Like files and folders, there are many ways to move text once it is selected:

e Cut using Ctrl+X (Cmnd+X), move your cursor to the new location of text, then paste to the new location with Ctrl+V
(Cmnd+V)

¢ Copy using Ctrl+C (Cmnd+C), move your cursor to the new location of text, then paste to the new location with Ctrl+V
(Cmnd+V)

o Right-click selected text, select either Copy or Cut, then right-click the new location of text and select Paste

You can move text between pages, between paragraphs, or even between programs or windows. For example, you can cut text you
typed in a Word document and paste it into an email, or you can copy text from the internet and paste it into a PowerPoint
presentation.

In many programs, you can also drag text to a new location within the same program. For example, in Microsoft Word, you can
select text, then click and drag it to a new location within the Word document.

Practice Question

https://assessments.lumenlearning.co...essments/18586

Review

A link to an interactive elements can be found at the bottom of this page.

Contributors and Attributions
CC licensed content, Original

¢ Selecting and Moving Text. Authored by: Lumen Learning. License: CC BY: Attribution
All rights reserved content

e Word 2016 - Move, Copy, and Delete Text. Authored by: Professor Adam Morgan. Located at: https://youtu.be/f8jBx5_dz7w.
License: All Rights Reserved

3.7: Selecting and Moving Text is shared under a CC BY license and was authored, remixed, and/or curated by LibreTexts.
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3.8: Bold, Italics, Underline

Learning Outcomes

e Make text italic, bold, or underlined.

When formatting a document, you may need to emphasize or distinguish words. You can do this with beld, italics, underline, or all
three.

To bold, italicize, or underline, select the text you want to change. Then, select the Bold, Italics, or Underline button in the Home
tab as shown below.

Document] - Word Sign in [Eal

Insert Design Layout References Mailings Review View @ Tell me ‘;Jr Share lv_—|

LT 11 - D
0 B BT U o x A AaBbCcDc| AaBbCcDe AaBhCe .
Paste = . . . i Iting
N B A -Aa- | A A TMNarmal | TNe Spac.. Heading 1 .
Clipboard Font F] Styles [F] -
To: All Employess
From: Sierra Rowan, Store Manager
Date: September 1, 2019
Subject: New Shelves
Some of you may have noticed in recent weeks that the shelves in the home goods section are
beginning to sag. We will be replacing those shelves with new, reinforced metal shelves starting next
week. The shelves will be replaced 1:00-4:00 a.m., during our least busy hours. Several aisles will be off-
limits to customers during that time as a safety precaution.
The following aisles will be affected:
«  Kitchen appliances
+ Kitchen & dining furniture
+ Kitchen storage
» Home goods clearance
Please direct customers looking for items in the affected aisles to the Outdoor Furniture and Patio
Page1of1 1of 112words [2 JES] B - 1 + 90%
You can also select the text, then use a shortcut:
Bold Ctrl+B (Command+B for Macs)
Italics Ctrl+I (Command+I for Macs)
Underline Ctrl+U (Command+U for Macs)

Applying the formatting twice removes the formatting. For example, selecting bolded text and then clicking the Bold button will
remove the bold formatting.

Practice Questions

https://assessments.lumenlearning.co...essments/18587

https://assessments.lumenlearning.co...essments/18588

Contributors and Attributions
Lumen Learning authored content

¢ Bold, Italics, Underline. Authored by: Lumen Learning. License: CC BY: Attribution

3.8: Bold, Ttalics, Underline is shared under a CC BY license and was authored, remixed, and/or curated by LibreTexts.
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3.9: Fonts

Learning Objectives

o Change the size, font, and color of text.

Changing the font and adding color can make your document much more attractive—and more likely to attract people to your
message. The font options can all be found in the Home tab on the left.

Document! - Ward

Insert Design Layout References Mailings Review
Calibri (Body) MR = - | EE3= P
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Clipboard & Font [F] Paragraph (F] Styles (F] -~

Older versions of Word may have font options in the top-left corner or in the Format menu. If you have an older version of Word,
search the internet for where to find the font options in your specific version.

Font Size

The font size is a number that indicates how many points are in the height of the text, or high tall the text is in points. A point is 1/72
of an inch, so a 12-point font would be 12/72 of an inch. Most people are comfortable reading 10-point fonts or higher, so a 10- or
12-point font is a good choice for writing a paragraph of text. However, many situations call for larger or smaller text.

Practice Question

https://assessments.lumenlearning.co...essments/18589

To change the font size in Word, go to the Home tab and click on the dropdown menu for the number in the font ribbon. You can
pick a number and then start typing in that size. For a preview, select the text you want to change, then open the font size dropdown
menu and hover your cursor over each number to see the text change. Finalize that size change by clicking the size number.
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You can also choose a custom size by typing a number and hitting enter.
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You can also increase or decrease the font size by clicking the Increase Font Size and Decrease Font Size buttons.
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Font 1

Practice Question

https://assessments.lumenlearning.co...essments/18590

Font

The font changes the styling of letters in your text. The menu for changing the font is in the Home tab near the top-left corner. Like
the font size menu, hovering your mouse over each font option will change selected text so you can see a preview of what each font
looks like.
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If you already know what font you want, you can start typing the name to skip to it in the menu.
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Font Color

What’s life without a little color? Select the text you want to change, then click the font color dropdown menu, which will give you a
wide array of colors to choose from.
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If you want a different color, you can choose More Colors... (below Standard Colors in the dropdown menu) to bring up a dialog
box with even more options.
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Case

Case controls how much of your text is capitalized, or whether your text is uppercase or lowercase. This is a useful feature if you
want to change the case of your text without having to type it again.
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Case Definitions

e sentence case: text starts with a capital letter, like a sentence

o lowercase: text is all lowercase, with no capital letters

e uppercase: text is all uppercase, with all capital letters

o capitalize each word: each word is capitalized

o toggle case: reverses the case of whatever is selected (uppercase letters become lowercase and vice versa)
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3.9: Fonts is shared under a CC BY license and was authored, remixed, and/or curated by LibreTexts.
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3.10: Alignment, Justification, and Indentation

Learning Objectives

e Change alignment of text.

Alignment

To align or justify text, move your cursor into the paragraph you want to change, then click the left-align, right-align, centered, or
justify buttons.
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Alignment is how text flows in relation to the rest of the page (or column, table cell, text box, etc.). There are four main
alignments: left, right, center, and justified.

o Left-aligned text is text that is aligned with a left edge. You can also left-align your text with the shortcut Ctrl+L (Cmnd+L).
o Right-aligned text is text that is aligned with a right edge. You can also right-align your text with the shortcut Ctrl+R

(Cmnd+R).
o Centered text is text that is centered between two edges. You can also center-align your text with the shortcut Ctrl+E
(Cmnd+E).
Left-aligned Centered Right-aligned
Buy 1 Get 1 Free Buy 1 Get 1 Free Buy 1 Get 1 Free
Notebooks and planners Notebooks and planners Notebooks and planners
While supplies last While sugplies last While supplies last
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— e— I
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I

Justification controls the spacing between words. A justified text increases the space between words to fill the entire line so that it
is aligned with both the left and right edges. You can also center-align your text with the shortcut Ctrl+J (Cmnd+J).

o sat cing those shelv

precaution.
« looking for items in
s
et e replaced 1:00-4:00 a.m., during |

precaution.

i Please direct furniture, kitchen storage, and home goods clearance. Please direct customers looking for items in the.

customers looking for and

Unjustified text Justified text
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You can also change the alignment and justification settings in the paragraph dialog box.

Practice Question

https://assessments.lumenlearning.co...essments/18591

Paragraph Dialog Box: Justification and Alignment

Open the paragraph dialog box by clicking the small arrow icon in the bottom-right corner of the Paragraph group.

Document] - Word Sign in =

Insert Design Layout References Mailings Review View @ Tellme ,‘;_L Share [

Calibri (Body) hd L o)
B I U-akcx, ¥ A Ag Dc| AaBbCeDe AaBbC | z
Pﬂfte ¥ A-W-A-ma-| AN formal | TNo Spac.. Heading 1 Ed"img
Clipboard & Font ] Paragraph Styles ] A

The dropdown menu to change the alignment is near the top of the dialog box.
Paragraph ? >

Indents and Spacing  Line and Page Breaks

% 1
Alignment: Justified ~

Qutline level:  Body Text N Collapsed by default
Indentation
Left: o 3 Special: By:
Indentation

In many documents, indenting is a good way to distinguish the start of a new paragraph, especially when there is no paragraph
spacing.

To indent, hit the Tab key once on your keyboard at the start of a paragraph.

Some of you may have noticed in recent weeks that the shelves in the home goods section are
beginning to sag. We will be replacing those shelves with new, reinforced metal shelves starting next
week. The shelves will be replaced 1:00-4:00 a.m., during our least busy hours. Several aisles will be off-
limits to customers during that time as a safety precaution. The following aisles will be affected: kitchen
appliances, kitchen & dining furniture, kitchen storage, and home goods clearance. Please direct
customers looking for items in the affected aisles to the Qutdoor Furniture and Patio Accessories areas.

One tab at the beginning of the first line of a paragraph.
For more control over indentation settings, use the paragraph dialog box.

Paragraph Dialog Box: Indentation
Open the paragraph dialog box by clicking the small arrow icon in the bottom-right corner of the Paragraph group.

Documentl - Word Sign in [Eal

Insert Design Layout References Mailings Review View @ Tell me

Calibri (Body) -1 : =iy | €= P
B I U~ akex, 3 De| AaBbCcDe AaBbCe .

Pa'ste S AL, A - Aa- tormal | THNo Spac.. Heading 1 Ediliing
Clipboard Font Styles (F] -~

The indentation section is toward the middle of the dialog box.
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Paragraph ? *

Indents and Spacing  Line and Page Breaks
General

Alignment: Justified ~

Outline level: | Body Text ~ Collapsed by default
Indentation

Left: o < Special: By:

Right: o = {none) ~ S

|:| Mirror indents

Spacing
Before: 0pt 2 Line spacing: At
After: apt = Multiple v| hor |

[[] Don't add space between paragraphs of the same style

Preview

Serme of you miay haw s o (n e wesks at tha shelves in the heme geeds secien ar Bagnning
s g e il ol ing thessa shadves with nw, rinfrcid med shadves suring it wesk The
shavus will b ol 200400 arm., during cur

Tabs... Set As Default Cancel

The Left and Right settings indent the entire paragraph to the left and right.

Indentation Comparison

Some of you may have noticed in recent weeks that the shelves in the home goods section are beginning
%o sag. We will be replacing those shelves with new, reinforced metal shelves starting next week. The
shelves will be replaced 1:00-4:00 a.m., during our least busy hours. Seversl aisles will be off-limits to
customers during that time as a safety precaution. The following aisles will be affected: kitchen appliances,
kitchen & dining furniture, kitchen storage, and home goods clearance. Please direct customers looking
for items in the affected aisles to the Outdoor Furniture and Patio Accessories areas.

Without indentation

Some of you may have noticed in recent weeks that the shelves in the
home goods section are beginning to sag. We will be replacing those
shelves with new, reinforced metal shelves starting next week. The
shelves will be replaced 1:00-4:00 a.m., during our least busy hours.
Several aisles will be off-limits to customers during that time as a safety
precaution. The following aisles will be affected: kitchen appliances,
kitchen & dining furniture, kitchen sterage, and home goods clearance.
Please direct customers looking for items in the affected aisles to the
Qutdoor Furniture and Patio Accessories areas.

With 1-inch indentation on left and right sides

The Special dropdown menu allows you to choose to indent the first line of the paragraph or to create a hanging indent. Upon
choosing First or Hanging, another field will appear to let you choose how big the first line or hanging indent will be.

Special: By:
Hanging _______SENIA g
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Some of you may have noticed in recent weeks that the shelves

Some of you may have noticed in recent weeks that the shelves in the in the home goods section are beginning to sag. We will be replacing

h ods sect beginning to sag. We will be repl . . .
ome goods secton are begiring (0 sag We wil be replfing those shelves with new, reinforced metal shelves starting next week. The
those shelves with new, reinforced metal shelves starting next

week. The shelves will be replaced 1:00-4:00 a.m., during our shelves will be replaced 1:00-4:00 a.m., during our least busy hours.
Jeast busy hours. Several aisles will be offlimits to customers Several zisles will be off-limits to customers during that time as a safety
during that time as @ safety precaution. The following aisles will

be affected: kitchen appliances, kitchen & dining furniture, precaution. The following aisles will be affected: kitchen appliances,
kitchen storage, and home goods clearance. Please direct kitchen & dining furniture, kitchen storage, and home goods clearance.

customers locking for items in the affected aisles to the Outdoor
Furniture and Patio Accessories areas

Please direct customers looking for items in the affected aisles to the
Outdoor Furniture and Patio Accessories areas.

Hanging indent

First line indent

Practice Question

https://assessments.lumenlearning.co...essments/18592

Contributors and Attributions
CC licensed content, Shared previously

o Align Left. Authored by: Arthur Shlain. Located at: https://thenounproject.com/term/align-left/60845/. License: CC BY:

Attribution
o Align Center. Authored by: Arthur Shlain. Located at: https://thenounproject.com/term/align-center/60844/. License: CC BY:

Attribution
o Align Right. Authored by: Arthur Shlain. Located at: https://thenounproject.com/term/align-right/60847/. License: CC BY:

Attribution
o Justify Text. Authored by: Arthur Shlain. Located at: https://thenounproject.com/term/justify-text/60846/. License: CC BY:

Attribution

Lumen Learning authored content
e Alignment and Line Spacing. Authored by: Lumen Learning. License: CC BY: Attribution

3.10: Alignment, Justification, and Indentation is shared under a CC BY license and was authored, remixed, and/or curated by LibreTexts.
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3.11: Line and Paragraph Spacing

Learning Objectives

o Change line spacing of text.

Line Spacing
Line spacing is the distance between lines of text. Loose line spacing can make text much more readable, while tight line spacing can fit
more text in a space.

To change the line spacing, select the lines you want to change. Then go to the Home tab and find the line spacing button in the
Paragraph section. The line spacing button triggers a dropdown menu from which you can select a line spacing.
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We will be replacing tho! 30
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replaced 1:00—4:00 a.m._
Several aisles will be off-

*_ Add Space Before Paragraph

time as a safety precauti 3 Remove Space After Paragraph
affected: kitchen appliances, kitchen & dining furniture,
kitchen storage, and home goods clearance. Please direct
customers looking for items in the affected aisles to the
Qutdoor Furniture and Patio Accessories areas.
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The numbers in the line spacing dropdown menu reflect how much the line spacing will increase relative to the size of the line. For
example, a line spacing of 1 means the line spacing will be as large as one line, a line spacing of 2 means the line spacing will be the size
of two lines, and so on.

Some of you may have noticed in recent weeks that the

Some of you may have noticed in recent weeks that the Some of you may have noticed in recent weeks that the

shelves in the home goods section are beginning to sag
We will be replacing those shelves with new, reinforced
metal shelves starting next week. The shelves will be
replaced 1:00-4:00 am., during our least busy hours.

shelves in the home goods section are beginning to sag. shelves in the home goods section are beginning to sag.

We will be replacing those shelves with new, reinforced

Several aisles will be off-limits to customers during that
time as a safety precaution. The following aisles will be
affected: kitchen appliances, kitchen & dining furniture,
kitchen storage, and home goods dlearance. Please direct
customers looking for items in the affected sisles to the
Outdoor Furniture and Patio Accessories areas

metal shelves starting next week. The shelves will be We will be replacing those shelves with new, reinforced

replaced 1:00-4:00 a.m., during our least busy hours.

Several aisles will be off-limits to customers during that metal shelves starting next week. The shelves will be

time as a safetv orecaution. The following aisles will be

1.0 spacing 2.0 line spacing replaced 1:00-4:00 a.m., during our least busy hours.

3.0 line spacing

Practice Question

https://assessments.lumenlearning.co...essments/18593

Paragraph Dialog Box: Line Spacing

Open the paragraph dialog box by clicking the small arrow icon in the bottom-right corner of the Paragraph group.
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You can use the Line spacing dropdown menu to choose Single, 1.5, or Double line spacing. The At least option lets you set a minimum
point value for the spacing, and Exactly lets you set an exact point value. Finally, the Multiple option lets you set a line spacing greater
than Double (for example, 3 for triple spacing).

Spacing
EBefore: 0 pt 3 Line spacing: At:
After: apt = Double $

|:| Don't add space between paray i

Preview

Paragraph Spacing

You may have noticed that by default, Word adds a space between each paragraph. You can change the size of that space or eliminate it
completely by changing the paragraph spacing. There is an option to Add Space Before Paragraph or Remove Space After Paragraph in
the line spacing menu.
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For more control over the paragraph spacing, go to the paragraph dialog box.

Paragraph Dialog Box: Paragraph Spacing
Open the paragraph dialog box by clicking the small arrow icon in the bottom-right corner of the Paragraph group.
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The Spacing section controls how much space comes before and after a paragraph. Here, you can increase or decrease the amount of
points that come before and after the paragraph you have selected.
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Paragraph ? x

Indents and Spacing  Line and Page Breaks

General

Alignment: Justified

Qutline level: |Body Text Collapsed by default

! I

Indentation
Left: Specdial: By:
Right: o B {none) |

I:‘ Mirror indents

Spacing
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Line spacing: At

Multiple 107 [
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Practice Question

https://assessments.lumenlearning.co...essments/18594

Contributors and Attributions
Lumen Learning authored content

o Line and Paragraph Spacing. Authored by: Lumen Learning. License: CC BY: Attribution

3.11: Line and Paragraph Spacing is shared under a CC BY license and was authored, remixed, and/or curated by LibreTexts.
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3.12: Introduction to Workspace Tools

What you'll learn to do: use spell check and find and replace tools.
The tools covered in this section are not necessary for creating a good document. However, they will make creating and editing

documents much easier and save you time in the long run.

Contributors and Attributions
CC licensed content, Original

o Introduction to Workspace Tools. Authored by: Lumen Learning. License: CC BY: Attribution

3.12: Introduction to Workspace Tools is shared under a CC BY license and was authored, remixed, and/or curated by LibreTexts.
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3.13: Spell Check and Dictionaries

Learning Objectives

e Correct spelling and grammar errors.

Al the world's a stage,

And all the men and women merely players,

They have thewr extts and their entt  Fragment (consider revising)
And one man in his time plays mai

Hiz agts being sevenages, Lonore
Shakespeare, Hamiet act 2, scewe 7, lines Er T

As the screenshot above demonstrates, Spell Check and Grammar Check are potentially useful tools, but very fallible ones.

You’ve probably seen the angry red wavy lines indicating a misspelled word as you type a document. Sometimes, those red lines
may have been helpful, saving you from making an embarrassing typo. Other times, those red lines are just annoying and distracting.
In this section, we will cover how Spellcheck works and how you can best use it to your advantage.

How Spell Checker Works

Look at this color. Look at this colour.

I synced my iPad with iTunes.|

At top, the American English dictionary won’t recognize correctly spelled
British English words. At bottom, Word’s dictionary may highlight correct
words not included in its dictionary.

The spell checker tool compares every word you type against its dictionary, or database of words. If a word isn’t in its dictionary, the
word is marked misspelled with a red underline. This means words that are correctly spelled may be marked as misspelled,
especially brand names, specialized industry or scientific terms, and words in another language. With a little tweaking, you can teach
Microsoft Word (and other Office programs) how to spell uncommon words and names you use regularly. That way, genuine
mistakes are not lost in a sea of red underlines.

Practice Question

https://assessments.lumenlearning.co...essments/18596

Adding Words to the Dictionary

The simplest method to add words to the dictionary is to right-click the marked word and select Add. If you do not wish to add the
word but do not want to see the red line, you can select Ignore or Ignore All. (Ignore ignores that word once; Ignore All ignores the
word through the entire document.)

I only eat SuperMegaGood sranola bars.

Ignore
Ignore All

Spelling...

Keep in mind that adding a word to the dictionary will not necessarily add all versions of that word. For example, after adding iPad
to the dictionary, the dictionary will still not recognize iPads.

The good news is that adding a word to the Microsoft Word dictionary will also add it to the dictionary for other Office products
such as Excel and PowerPoint.
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The dictionary is case-sensitive. Adding iPad will not add ipad (a good thing, since ipad is incorrect). Keep this in mind if the word
you want to add to the dictionary is capitalized because it is at the beginning of a sentence.

Googling yourself can turn up interesting results. He was googling the street name.

Googling vourself can turn up interesting results. He was googling the street name.
Goggling
Go ogling
Goodling
Gouging
Gosling

Ignore
Ignore All
Add

Googlind yourself can turn up interesting results. He was googling the street name.

Adding the capitalized form of the word will not add the lowercase form of the word. To get around this, add the
lowercase word to the dictionary first.

Keep in mind that adding a word adds it to whichever language dictionary you are using. For example, adding “c’est la vie” to the
dictionary tells Microsoft Word that “c’est la vie” is an English word. That may be nice for the occasional borrowed term, but it will
get overwhelming if you find yourself using a lot of foreign words not typically used in English vernacular. We will cover other
language dictionaries later in this section.

Bonus: Switching Language Dictionaries

You can switch your dictionary to a different language. Go to Tools > Dictionary, Dictionary, and choose a different language.

Before answering the test questions, carefully read the instructions,
Antes de responder el examen, lee detenidamente las instrucciones.

Before answering the test questions, carefully read the instructions.

Antes de responder el examen, lee detenidamente las instrucciones. I have given instructions t_qm]{ MEQ pay close attention tg El',l,i,g,issue-
Ihave given instructions to my staff to pay close attention to this issue. He dado instrucciones a mi personal de que preste gran atencidn a este tema.

He dado instrucciones a mi personal de que preste gran atencién a este tema.

Please fll out the following form to submit to our website. . . .
Por favor de llenar la siguiente forma para someter a nuestro sitio web. Please fill out the following form to submit to our website.

Por favor de llenar la siguiente forma para someter a nuestro sitio web.

Fill out the fields below and send your résumé to our HR department.

Rellene el siguiente io y enviar su i anuestro departamento de
recursos humanos.

Rellene el siguiente formulario y enviar su curriculum a nuestro departamento de
recursos humanos.

A passage of bilingual text using the American English dictionary.

A passage of bilingual text using the Spanish dictionary.

Grammar Check

Grammar check works much like spell check, searching through your document for grammatical and style errors rather than spelling
errors. Grammar check underlines words or phrases in blue or green, depending on your version of Word.

It will effect the outcome. It will effect the outcome.

Right-click on the underlined word or phrase to see suggested corrections. You can also choose Ignore, Ignore Once, or Ignore All if
the “error” is actually correct. Like spell check, grammar check is prone to errors. In some versions of Word, you may see an Ignore
Rule or “Don’t check for this issue” option. Clicking Ignore Rule will make Grammar check ignore that specific grammar rule in
your document while still looking for other grammar errors.
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It will effect the outcome.

&L Grammar b Possible Word Choice Error
. affect
It will effect the outcome. touch scsume, nfuence '
affect &D Paste Options: Ignore Once
Ignore “A [ SeeMore
Grammar... ﬁ) Smart Lookup

E‘g Translate

®

Hyperlink...
f,': MNew Comment

rords [ E

Practice Question

https://assessments.lumenlearning.co...essments/18595

Contributors and Attributions
CC licensed content, Shared previously

e Word the critic. Authored by: Anders Sandberg. Located at: https://www.flickr.com/photos/arenamontanus/2753162618.
License: CC BY: Attribution

Lumen Learning authored content

o Spellcheck and Dictionaries. Authored by: Lumen Learning. License: CC BY: Attribution

3.13: Spell Check and Dictionaries is shared under a CC BY license and was authored, remixed, and/or curated by LibreTexts.
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3.14: Find and Replace

Learning Objectives

o Find and replace text.

Find and Replace helps you to find words or formats in a document and can let you replace all instances of a word or format. This is particularly handy in
long documents.

To use Find and Replace, use the shortcut Ctrl+H or navigate to Editing in the Home tab of the ribbon, then choose Replace. To just quickly find
something, use the shortcut Ctrl+F (Cmnd+F) or navigate to Home>Editing>Find.
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A Find -
8 Replace
[} Select~
New Rowango App Editing

Replace

Use the shortcut Ctrl+H or navigate to Home>Editing>Replace to reach the Find and Replace dialog box.

Find and Replace ? X

Find Replace  GoTo

Find what: v
Replace with: v
More = > Replace Replace All Find Next Cancel

Type what you want to find in the Find what field, and the replacement in the Replace with field. (Note that you can move the Find and Replace dialog
box by clicking the title bar and dragging it elsewhere so you can see what was behind it.)

Find Next highlights the first occurrence of the Find word. Clicking Find Next again will highlight the second occurrence, clicking Find Next again will
highlight the next occurrence, and so on.

Document1 - Word Sign in

Insert Design Layout References Mailings Review View Q Tell me
Find and Replace ? X
. B I U -abe X Fjpng Replace  GoTo
- a . - Ad
T A A-a Find what: Rowango -
Clipboard Font ~
Replace with: |RowanGo -

More >> Replace Replace All Cancel

New Rowango rpp

Want great savings on the go? The new Rowango app is free and available on i0S and Android. First-
time users who download the app get a coupon for 20% off their first purchase. In addition, customers
using the Rowango app to shop get a 2% discount on all future Rowan purchases. Log in using your
Rowango credentials and watch the savings pile up.

Rowango also offers a new long-asked-for feature: mobile payment. Rowango digitizes and replaces the
credit or debit magnetic stripe card transaction at credit card terminals by allowing users to store debit
cards, credit cards, gift cards, loyalty cards, and coupon codes, as well as redeeming sales promotions on
their smartphone.

Mobile Commerce
Page1of2 1of 729words  [[% B B - 1 + 100
Find Next. The first Rowango is highlighted.

Clicking Replace replaces only the highlighted occurrence of the Find word.
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Document] - Waord Sign in

References Mailings
Find and Replace ? X
B I U ~ak X Find Replace GoTo
Paste A~ |
- ¥ - A-A Findwhat:  |Rowango -
Clipboard & Font ~
Replace with: |RowanGo ~
More > > Replace Replace All Close
New RowanGorapp
Want great savings on the go? The new Rowango app is free and available on i0S and Android. First-
time users who download the app get a coupon for 20% off their first purchase. In addition, customers
using the Rowango app to shop get a 2% discount on all future Rowan purchases. Log in using your
Rowango credentials and watch the savings pile up.
Rowango also offers a new long-asked-for feature: mobile payment. Rowango digitizes and replaces the
credit or debit magnetic stripe card transaction at credit card terminals by allowing users to store debit
cards, credit cards, gift cards, loyalty cards, and coupon codes, as well as redeeming sales promotions on
their smartphone.
Mobile Commerce
Pagelof2 1of 729words [[& B B - 1 + 1008

Replace. The first Rowango is replaced with RowanGo. The other Rowango words remain the same.

Replace All replaces every instance of the Find word with the Replace word. A small dialog box will appear to tell you how many replacements were
made.

Document1 - Word Sign in

Insert Design Layout References Mailings Review View Q Tell me

Find and Replace

B I U ~abke x; Replace
Paste Find Pl GoTo

W - A~ A
T A A Find what: Rowango ~
Clipboard Font ~
Replace with: |RowanGa v
= ——
More > > e All Eind Next Close
= — Microsoft Word X A =
New RowanGoapp -

nd Android. First-
ddition, customers
oo Towan porcrrasesr0g in Using your

o All done. We made 6 replacements.
Want great savings on the go? The new
time users who download the app get a

using the RowanGo app to shop get a 2%vuscoomcon

RowanGo credentials and watch the savings pile up.

RowaniGo also offers a new long-asked-for feature: mobile payment. RowanGo digitizes and replaces the
credit or debit magnetic stripe card transaction at credit card terminals by allowing users to store debit
cards, credit cards, gift cards, loyalty cards, and coupon codes, as well as redeeming sales promotions on
their smartphone.

Mobile Commerce
Pagelof2 1of728words (% ] B - 1 +  100%
Replace All. Notice that every instance of Rowango has been replaced with RowanGo. (highlighting added for this course and not part of the document)
The Pitfalls of Replace All

Be careful when you use Replace All. It will replace every occurrence of the Find phrase, including occurrences you hadn’t intended to replace. For
example, replacing every “kg” with “kilogram” could result in the word backilogramround instead of background. Use spaces in the Find field to avoid
this: replacing ” kg ” with ” kilogram ” will leave background the way it is. Some versions of Word also have a Whole Words checkbox option; this will
ignore when a search term appears in the middle of a word.

A link to an interactive elements can be found at the bottom of this page.

Replace: More Options

Click the More>>> button in the bottom-left corner of the Find and Replace dialog box to find more options. There are many options here, but we will
focus on three.
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Find and Replace

Find

Find what:
Options:

Replace with:

<< Less

Replace

GoTo

RowanGo
Search Down

RowanGo

Replace

Search Options

Search;

Down |v

' [] Match case
[ Find whole wards only
[] use wildeards
[ sounds like (English]
[ Find all word forms (English)

Rep\ace.

Special =

No Formatting

Replace All

[ Mateh prefix
[ Mateh suffix

D Ignore punctuation characters
[1 lgnore white-space characters

Eind Mext

Cancel

1. Match case. Case is whether a letter is uppercase or lowercase. If the Match case box is checked, then Find and Replace becomes case-sensitive. For
example, checking the Match case button and then searching for “Fishing Goods” will find “Fishing Goods” but NOT “fishing goods” or “Fishing
goods.” If the Match case box is unchecked, then searching for “Fishing Goods” will find “Fishing Goods” and “fishing goods” and “Fishing goods”
and so on.

2. Format. Click the Format button to select from a variety of formatting options such as Font, Paragraph, and so on. When a formatting style is selected
for Find, the Find term must have that formatting to be found. (Leave the Find field blank and choose a formatting style to find all occurrences of that
formatting.) Similarly, choosing a formatting style for the Replace field will replace the Find term with whatever is in the Replace field with the
Replace formatting. For example, this search finds all instances of the word mobile and applies bold and green formatting:

Document]

Paste

Clipboard &

Page 1of 2

I U -abe x,
A - 3. A - Aa

Font
RowanGo also offers a new
credit or debit magnetic str|
cards, credit cards, gift card
their smartphone.

Mobile Comme

The term mobile commerce
Commerce Forum to mean
consumer’s hand, anywhery
outlet in your customer's p(

Mobile commerce is worth
and it's expected to reach U
percent of mobile users hay
percent of all visits to their
America projected that $67
U.S. shoppers in 2015.

=& 11N

723words  [[%

Find

Find what:

Options:
Format:

Replace with:

Format:

<< Les Replace I REE\BCEAII I Find Next

Microsoft Word

Search Op
Search;
[ Matel

[ Find
[ use

[ sounds Tike [Englishy

Replace

GoTo

mobile

Search Down

mobile

Font: Bold, Font color: Green

x

o All done. We made 28 replacements.

D Find all word forms (English)

Replace

Format =

Special =

Ho Formatting

B [E

Close

] Match prefix
[ Match suffix

I:‘ Ignore punctuation characters
I:‘ Ignore white-space characters

B - 1 *

3. Special. Special refers to special characters, or characters that are not on the typical keyboard. In Find and Replace, some of these characters can also
be things like “any digit” or “any letter.”

Find Function

You can also find words with the Find function. Simply finding where a word is used in a document is faster with the Find function.

To open the Find function, use the shortcut Ctrl+F or navigate to Home>Editing>Find. This will open a Navigation menu to the left.
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Insert Design Layout References Mailings Review View Q Tellme

Document] - Waord Sign in 5}

= Calibri (Body) Jnoe]liELE

AsBbCeDe | AzBbCeDe AaBbCe || £

B I U-~axx x° A :
roste TMormal | No Spacing Heading1 |5 Editing

¥ A-¥-A-ha | KA D

Clipboard & Font LM Paragraph ] Styles LM ~

Navigation v 8

Search document 0~
Headings Pages Results

New Rowango App

Text, comments, pictures... Word can find

P el el T e an et Want great savings on the go? The new Rowango app is free and available on 105 ¢

Use the search box for text or the magnifying time users who download the app get a coupon for 20% off their first purchase. In
glass for everything else. using the Rowango app to shop get a 2% discount on all future Rowan purchases. |
Rowango credentials and watch the savings pile up.

Rowango also offers a new long-asked-for feature: mobile payment. Rowango digi
credit or debit magnetic stripe card transaction at credit card terminals by allowin,
cards, credit cards, gift cards, loyalty cards, and coupon codes, as well as redeemir
their smartphone.

Mobile Commerce
Pagelof2 729words [[% B B - 1 + 1008

Type in the Navigation text field that says “Search document” for the term you want to find. The term will be highlighted throughout the document. You

can scroll through the document to see the highlighted occurrences, or you can scroll down through the Navigation pane to see where each word occurs in
the text.

Document1 - Word Sign in [

Insert Design Layout References Mailings Review View Q Tell me 9 Share [J

il &, Calibri Light (Headings) ~ |20 ~

= £

Bz B I U-acx, x f = =5 AaBbCeDe| AaBbCeDe AaBDCr .
Pt A~ -A-Aa-| KA Dre sl o TNormal | NoSpacing  Heading 1 |5 Edfing
Clipboard Font ] Paragraph & Styles & -
Navigation %
Rowango| x -

New Rowango App

6 results |

Want great savings on the go? The new Rowango app is free and available on i0S ¢
time users who download the app get a coupon for 20% off their first purchase. In

- a - using the Rowango app to shop get a 2% discount on all future Rowan purchases. |
= ange Bpp Rowango credentials and watch the savings pile up.

Headings ~ Pages  Results

Want great savings on the go? The new Rowango also offers a new long-asked-for feature: mobile payment. Rowange digi
Rowango app is free and available on credit or debit magnetic stripe card transaction at credit card terminals by allowin)
105 and Android. First cards, credit cards, gift cards, loyalty cards, and coupon codes, as well as redeemir
purchase. In addition, customers using their smartphone.

the Rowango app to shop geta 2% .

discount on all future MOb”e Commerce
on all future Rowan purchases. Log in The term mobile commerce was first coined in 1997 by Kevin Duffey at the launch
using your CHED L =76 2 Commerce Forum to mean “the delivery of electronic commerce capabilities direc
watch the savings pile up.

reanciimar’c hand hara wuia wiralace tachnalam: ” ©
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Practice Question

https://assessments.lumenlearning.co...essments/18597

A link to an interactive elements can be found at the bottom of this page.
Contributors and Attributions
CC licensed content, Shared previously

o How to use REPLACE FUNCTION | MICROSOFT WORD 2016. Authored by: Burn to Learn. Located at: https://www.youtube.com/watch?
v=ZAMLYuFblXw. License: CC BY: Attribution

e How to use FIND | MICROSOFT WORD 2016. Authored by: Burn to Learn. Located at: https://www.youtube.com/watch?v=uBbtLy8R1ol.
License: CC BY: Attribution

Lumen Learning authored content

o Find and Replace. Authored by: Lumen Learning. License: CC BY: Attribution

3.14: Find and Replace is shared under a CC BY license and was authored, remixed, and/or curated by LibreTexts.
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3.15: Introduction to Lists

What you'll learn to do: create and format numbered and unnumbered lists.

Using lists can help you provide emphasis or visual clarity to your ideas.

Contributors and Attributions
CC licensed content, Original

o Introduction: Lists. Authored by: Lumen Learning. License: CC BY: Attribution

3.15: Introduction to Lists is shared under a CC BY license and was authored, remixed, and/or curated by LibreTexts.
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3.16: Lists

Learning Objectives

o Create and format numbered and bulleted lists.

There are two kinds of lists: bulleted and numbered lists. The buttons for both are found in the Paragraph group, as seen in the screenshot below.
(Bulleted to the left, numbered to the right)

Document] - Word Sign in 5}

Insert Design Layout References Mailings Review View Q Tellme 9 Share [

Calibri (Body) 1. == r
B 7 U-mx x| = AaBbCeDe| AaBbCeDe AaBbCr
Pavste ® A-W-pA-ha-| A A D- s q TMormal | TNoSpac... Heading 1 Ed‘ﬁmg
Clipboard & Font [F] Paragraph ] Styles [F] ~

To start, select the text you want to change, then click either the bulleted or numbered list button. Alternatively, you can click the bulleted or numbered
list button and then start typing.

Document] - Word Sign in =

Insert Design Layout  References Mailings Review  View @ Tellme £ Share  [J

s ¥ | Calibri (Body) -1 - p
Fy B I U-atex x| % AaBbCcDc  AaBbCeDe AaBhC( gl
Paste - Y fiflvg,
" S AW A-Aa-| A A Q' 4 TMormal  TNoSpac.. Heading 1 .
Clipboard Font L] Styles L] ~
Some of you may have noticed in recent weeks that the shelvesin home goods section are
beginning to sag. We will be replacing those shelves with new, reinfor metal shelves starting next
week_ The shelves will be replaced 1:00-4:00 a.m., during our least busy Nours. Several aisles will be off-
limits to customers during that time as a safety precaution.
The following aisles will be affected:
«  kitchen appliances
«  kitchen & dining furniture
«  kitchen storage
* home goods clearance
Please direct customers looking for items in the affected aisles to the Outdoor Furniture and Patio
Accessories areas.
Pagelof1 11of97words [|2 E - '} + 90%
Bulleted list

Document1 - Waord Signin 3]

Insert Design Layout References Mailings Review View Q Tellme

s X Calibri (Body) <. el
By B I U-acx, x* | P AaBbCeDe AaBbCeDe AaBDCr o
Paste .. iting
= | R-W-A-na | A D TMormal T NoSpac.. Heading 1 "
Clipboard 1 Font 5 = Styles = A
Some of you may have noticed in recent v \eks that the shelves in the home goads section are
beginning to sag. We will be replacing thod: shelves with new, reinforced metal shelves starting next
week._ The shelves will be replaced 1:00-430 a.m., during our least busy hours. Several aisles will be off-
limits to customers during that time as a sg ety precaution.
The following aisles will be affected:
1. kitchen appliances
2. kitchen & dining furniture
3. kitchen storage
4. home goods clearance
Please direct customers looking for items in the affected aisles to the Outdoor Furniture and Patio
Accessories areas.
Page1o0f 1 150f 101 words [|2 E& B - 1 + 9%

Numbered list

If you click and hold either of the list buttons, more options will appear.
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Bulleted Options

Recently Used Bullets

.

Bullet Library

oflox]

Document Bullets

o llo]l=

4 Change List Level 3
Define New Bullet...

In the bulleted options, you can select a new bullet from the bullet library. At the bottom, the Define New Bullet... option will let you pick any symbol or
even a picture from your computer to be the bullets.

The following aisles will be affected: The following aisles will be affected: The following aisles will be affected:
» kitchen appliances 4 kitchen appliances + kitchen appliances
> kitchen & dining furniture <+ kitchen & dining furniture 4 kitchen & dining furniture
»  kitchen storage 4 kitchen storage 4 kitchen storage
# home goolis clearance 4 home goods clearance < home goeds clearance

Numbered Options

- | ==

Recently Used Number Formats

[»]?

1.
2
3.
Numbering Library
1 1
Nane 2 2)
3. 3)
l A a)
I B b)
IIl. C. o)
a. L
b. il
c. il
-
€ Change List Level 3

Define New Mumber Format...

In the numbered options, you can choose what kind of numbering to give your numbered list. For example, you can use letters or Roman numerals. At the
bottom, the Define New Number Format... opens a dialog box that will let you further customize how your numbered lists appear.

The following aisles will be affected: The following aisles will be affected: The following aisles will be affected:
1. kitchen appliances I kitchen appliances a) kitchen appliances
2. kitchen & dining furniture . kitchen & dining furniture b) kitchen & dining furniture
3. kitchen storage I kitchen storage c) kitchen storage
4. heme goods clearance |8 home goods clearance d) home goods clearance

Practice Question

https://assessments.lumenlearning.co...essments/18598

List Levels

The quickest way to increase the list level of a single line is to hit the Tab key once. To increase and decrease multiple lines, select the text you want to
change, then click the increase or decrease list level button as shown in the screenshot below.
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The following aisles will be affected:

»  kitchen appliances
o coffee makers
o0 microwaves
o blenders

+  kitchen & dining furniture
o dining room sets
o dining tables
o dining chairs & benches
o bar stools.
o sideboards

*  kitchen storage
o drawer organizers
o spice racks
o mug racks
o cookiejars
o food containers

* home goods clearance

Please direct customers looking for items in the affected aisles to the Qutdoor Furniture and Patio
Arressaries areas

Page1of1 17of136words []2 B B -— b+ 9%
You can also use the Change List Level option at the bottom of the numbered options.

To customize how the list levels look, go to the list level options as shown in the screenshot below.
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Define New Multilevel List...

Define New List Style... ‘ . |
| —— |
| — |
| — |

You can choose one of the different multilevel list styles available in the menu, or you can customize your own by choosing Define New List Style... or

Define New Multilevel List...

You can also change the list level of a line here by selecting Change List Level, then selecting a new level in the menu as pictured above.

Review
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A YouTube element has been excluded from this version of the text. You can view it online here: pb.libretexts.org/cafm/?p=168
Contributors and Attributions
All rights reserved content

e Word: Lists. Authored by: GCFLearnFree.org. Located at: https://youtu.be/tyXahko-tX8. License: All Rights Reserved. License Terms: Standard
YouTube License

Lumen Learning authored content
o Lists. Authored by: Lumen Learning. License: CC BY: Attribution

3.16: Lists is shared under a CC BY license and was authored, remixed, and/or curated by LibreTexts.
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3.17: Putting It Together- Microsoft Word Basic Skills

Now that you have some of the basic Word principles down, you can move on to more complicated formatting.

Remember if you get stuck or can’t remember how to do something from this module, you can always come back and review.
Contributors and Attributions

CC licensed content, Original

o Putting It Together: Microsoft Word Basic Skills. Authored by: Lumen Learning. License: CC BY: Attribution

CC licensed content, Shared previously

o Energy Certificate Document. Authored by: jarmoluk. Located at: pixabay.com/en/energy-certificate-document-428300/.
License: CCO: No Rights Reserved

3.17: Putting It Together- Microsoft Word Basic Skills is shared under a CC BY license and was authored, remixed, and/or curated by LibreTexts.
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3.18: Assignment- Create Basic Document

For this assignment, you will create and format a business memo. Follow the directions, then submit your assignment. If you get
stuck on a step, review this module and ask your classmates for help in the discussion forum.

Memo Text

To: All Employees

From: Sierra Rowan, Store Manager

Date: September 1, 2019

Subject: New Shelves

Some of you may have noticed in recent weeks that the shelves in the home goods section are beginning to sag. We will be
replacing those shelves with new, reinforced metal shelves starting next week. The shelves will be replaced 1:00-4:00 a.m., during
our least busy hours. Several aisles will be off-limits to customers during that time as a safety precaution.

The following aisles will be affected:

Kitchen appliances

Kitchen & dining furniture

Kitchen storage

Home goods clearance

Please direct customers looking for items in the affected aisles to the Outdoor Furniture and Patio Accessories areas.

Memo Directions

1. Create a new blank document in Microsoft Word.
2. Copy and paste the Memo Text (see above) into your Word document.
Memo Text

To: All Employees

From: Sierra Rowan, Store Manager

Date: September 1, 2019

Subject: New Shelves

Some of you may have noticed in recent weeks that the shelves in the home goods section are beginning to sag. We will be replacing
those shelves with new, reinforced metal shelves starting next week. The shelves will be replaced 1:00-4:00 a.m., during our least busy
hours. Several aisles will be off-limits to customers during that time as a safety precaution.

The following aisles will be affected:

Kitchen appliances

Kitchen & dining furniture

Kitchen storage

Home goods clearance

Please direct customers looking for items in the affected aisles to the Qutdoor Furniture and Patio Accessories areas.

3. Save the document to the Rowan folder on your desktop as BA132_LastName_Memo.docx, replacing “LastName” with your
own last name. (Example: BA132_Hywater_Memo) It is a good idea to save your work periodically.
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To: All Employees

From: Sierra Rowan, Store Manager
Date: September 1, 2018

Subject: New Shelves

Some of you may have noticed in recent weeks that the shelves in the home goods section are
beginning to sag. We will be replacing those shelves with new, reinforced metal shelves starting next
week. The shelves will be replaced 1:00-4:00 a.m., during our least busy hours. Several aisles will be off-
limits to customers during that time as a safety precaution.

The following aisles will be affected:
Kitchen appliances
Kitchen & dining furniture

Kitrhen storase

Page1of 1 112words [2 B B - 1 + 9%

4. Change the font of all the text to Arial, size 14.
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h’o: All Employees
From: Sierra Rowan, Store Manager
Date: September 1, 2019
Subject: New Shelves
Some of you may have noticed in recent weeks that the shelves in the home
goods section are beginning to sag. We will be replacing those shelves with new,
reinforced metal shelves starting next week. The shelves will be replaced 1:00—
4:00 a.m., during our least busy hours. Several aisles will be off-limits to
customers during that time as a safety precaution.
The following aisles will be affected:
Page1of 1 112words [2 £ B - ] + 90%

5. Select the first three lines of the memo (To through Date lines). Remove the spacing after the paragraphs or set the After
paragraph spacing to 0.
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To: All Employees

From: Sierra Rowan, Store Manager
Date: September 1, 2019|

Subject: New Shelves

Some of you may have noticed in recent weeks that the shelves in the home
goods section are beginning to sag. We will be replacing those shelves with new,
reinforced metal shelves starting next week. The shelves will be replaced 1:00—
4:00 a.m., during our least busy hours. Several aisles will be off-limits to
customers during that time as a safety precaution.

The following aisles will be affected:
Kitchen appliances
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o
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6. Select the Subject line. Set the After paragraph spacing to 30 pts.
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To: All Employees
From: Sierra Rowan, Store Manager
Date: September 1, 2019
Subject: New Shelvesl
Some of you may have noticed in recent weeks that the shelves in the home
goods section are beginning to sag. We will be replacing those shelves with new,
reinforced metal shelves starting next week. The shelves will be replaced 1:00—
4:00 a.m., during our least busy hours. Several aisles will be off-limits to
customers during that time as a safety precaution.
The following aisles will be affected:
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7. Bold “To:”, “From:”, “Date:”, and “Subject:” in the first four lines.
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To: All Employees

From: Sierra Rowan, Store Manager
Date: September 1, 2019

Subject: New Shelves

Some of you may have noticed in recent weeks that the shelves in the home
goods section are beginning to sag. We will be replacing those shelves with new,
reinforced metal shelves starting next week. The shelves will be replaced 1:00—
4:00 a.m., during our least busy hours. Several aisles will be off-limits to
customers during that time as a safety precaution.

The following aisles will be affected:
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8. Justify the paragraph starting with “Some of you”.
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To: All Employees
From: Sierra Rowan, Store Manager
Date: September 1, 2019
Subject: New Shelves
Some of you may have noticed in recent weeks that the shelves in the home goods
section are beginning to sag. We will be replacing those shelves with new,
reinforced metal shelves starting next week. The shelves will be replaced 1:00-4:00
a.m., during our least busy hours. Several aisles will be off-limits to customers
during that time as a safety precaution.|
The following aisles will be affected:
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9. Select the four lines “Kitchen appliances” through “Home goods clearance” and make them a bulleted list.
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Some of you may have noticed in recent weeks that the shelves in the home goods
section are beginning to sag. We will be replacing those shelves with new,
reinforced metal shelves starting next week. The shelves will be replaced 1:00-4:00
a.m., during our least busy hours. Several aisles will be off-limits to customers
during that time as a safety precaution.
The following aisles will be affected:
* Kitchen appliances
* Kitchen & dining furniture
s Kitchen storage
» Home goods clearance
Please direct customers looking for items in the affected aisles to the Outdoor
Furniture and Patio Accessories areas.
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10. Indent to 0.5 inches the first line of the “Some of you” paragraph and the “Please direct customers” paragraph.
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Subject: New Shelves

Some of you may have noticed in recent weeks that the shelves in the home
goods section are beginning to sag. We will be replacing those shelves with new,
reinforced metal shelves starting next week. The shelves will be replaced 1:00-4:00
a.m., during our least busy hours. Several aisles will be off-limits to customers
during that time as a safety precaution.

The following aisles will be affected:

s Kitchen appliances

s Kitchen & dining furniture
& Kitchen storage

* Home goods clearance

Please direct customers looking for items in the affected aisles to the
Outdoor Furniture and Patio Accessories areas.
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11. In the first four lines of the memo, hit the Tab key twice after To:, From:, and Date:. Hit the Tab key once after Subject:.
H -0 = BA132 Hywater Memo - Word Sign in [5a) — 4
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To: All Employees
From: Sierra Rowan, Store Manager
Date: September 1, 2019

Subject: MNew Shelves

Some of you may have noticed in recent weeks that the shelves in the home
goods section are beginning to sag. We will be replacing those shelves with new,
reinforced metal shelves starting next week. The shelves will be replaced 1:00-4:00
a.m., during our least busy hours. Several aisles will be off-limits to customers
during that time as a safety precaution.

The following aisles will be affected:
Page1of1  112words [J2 B B - ] + 90

12. Save your work and submit the document in your course online.
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3.19: Discussion- Paragraph Styles

Watch the five-minute video below. While the video shows an older version of Word (Microsoft Word 2010), the same features and
many of the same buttons are also found in other versions of Word, including 2019 and 365.

A link to an interactive elements can be found at the bottom of this page.

You can also view the transcript for the video “Word 2010: Paragraph Styles” here (opens in new window).

Discussion Questions

o In what situations would the Styles feature be useful?
¢ Would you ever use this feature?
e Why or why not?

Share your opinions below and respond to two of your classmates’ thoughts.

Contributors and Attributions
CC licensed content, Shared previously

e Word 2010: Paragraph Styles. Authored by: Chris Walker. Located at: https://www.youtube.com/watch?v=7pwIRtCETOw.
License: CC BY: Attribution
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CHAPTER OVERVIEW

4: Microsoft Word Intermediate Skills

Learning Objectives

o Change page layout

o Create and modify text boxes

o Create tables to organize information in a Word document
o Place images in a Word document

e Add a hyperlink

4.1: Why It Matters- Microsoft Word Intermediate Skills
4.2: Introduction to Page Layout

4.3: Tab Stops

4.4: Columns

4.5: Headers and Footers

4.6: Introduction to Text Boxes

4.7: Text Boxes

4.8: Introduction to Tables

4.9: Creating Tables

4.10: Converting Text to a Table

4.11: Formatting Tables

4.12: Introduction to Images

4.13: Adding Images

4.14: Text Wrap

4.15: Introduction to Hyperlinks

4.16: Hyperlinks

4.17: Putting It Together- Microsoft Word Intermediate Skills
4.18: Assignment- Create Document with Tables and Images

4.19: Discussion- Cover Pages

4: Microsoft Word Intermediate Skills is shared under a CC BY license and was authored, remixed, and/or curated by LibreTexts.
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4.1: Why It Matters- Microsoft Word Intermediate Skills

Why learn to complete intermediate skills in Microsoft Word?

We have already learned to make documents clear and readable; however, there are other ways to make your document stand out
and creatively engage readers, such as changing the basic layout of a page. In this module, we will cover some layout techniques
and a few tools that will make documents easier to create and edit so you can really take control of Word.

Contributors and Attributions
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o Why It Matters: Microsoft Word Intermediate Skills. Authored by: Lumen Learning. License: CC0: No Rights Reserved
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4.2: Introduction to Page Layout

What you'll learn to do: change page layout.

There is more to a document than the text it contains. How that text is arranged can contribute to how a document is read or
perceived. In this section, you will learn a few page layout tools that can help you fit more information on a page or arrange
information so that it is communicated clearly.

Contributors and Attributions
CC licensed content, Original

o Introduction to Page Layout. Authored by: Lumen Learning. License: CC BY: Attribution
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4.3: Tab Stops

Learning Objectives

o Set tab stops.

You may recall from Alignment, Justification, and Indentation that hitting the Tab key indents a paragraph. Each hit of the Tab key
inserted a tab space. By default, a tab space stretches to fit the next 1/2 inch interval on the page. Tab stops control the width of a
tab space so that it can be greater or less than 1/2 an inch.

By changing the width of tab spaces, you can align text with tab stops rather than the edge of a column, page, or margin. This can be
useful for aligning text different ways in the same line.
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With tab stops

There are several kinds of tab stops, but the ones we will focus on in this course are the left tab, the center tab, and the right tab.

Left tab Center tab Right tab
Aligns text left along the tab stop line Aligns text centrally to the tab stop line Aligns text right along the tab stop line
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Example Example
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Example text Example text

There are two main methods for setting tab stops: the ruler and the tab dialog box.

Tab Stops Using the Ruler

First, make the ruler visible (if it isn’t visible already). Go to View>Show and check the Ruler box.
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The rulers display the width of the page in inches. The shaded-in gray spaces on the ruler represent the margins. This screenshot

shows margins of one inch.

To add a tab stop, select the paragraph or paragraphs the tab stop will be added to. Select the type of tab stop by clicking the tab
selector icon in the top-left corner until it shows the appropriate icon (k=, A, ). The tab selector button is located at the top of the

vertical ruler and to the left of the horizontal ruler.

- |Left Tab

Upcol

Right now the Left Tab is selected.
Clicking the icon will switch to a
different Tab type.

(Note: there are more tab options, such as decimal tab, bar tab, first-line indent, and hanging indent. Feel free to experiment with

these later.)

Once the type of tab stop you want is selected, click anywhere along the horizontal ruler to place the tab stop.
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The tab stop is represented by the icon in the ruler. In the screenshot above, the right tab is marked with a green circle. Notice that
the lines below are right-aligned with the tab stop, with the exception of the last line. The last line is not aligned because the line is
too long for the text to fit with the right-align.

To move the tab stop, click and drag the tab icon along the ruler.
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The selected paragraphs moved with the tab stop. (And notice that the last line is aligned now that there is enough space for the
text.)

To remove a tab stop, click the icon and drag it off of the ruler.

Practice Question

https://assessments.lumenlearning.co...essments/18599

Tab Stops Using the Tab Dialog Box

You can also add and move tab stops using the tab dialog box. To reach it, go to the Paragraph dialog box in the Home tab.
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Clipboard & Font [F] Paragraph Styles [F A

Then click the Tabs button at the bottom-left corner of the Paragraph dialog box.
Paragraph 7 X

Indents and Spacing  Line and Page Breaks

General

Alignment: Justified ~

Qutline level: |Body Text ~ Collapsed by d

Indentation
Left: o = Special: By:
Right: [ = (nane) ~ =
|:| Mirror indents
Spacing
EBefore: Opt 3 ine spacing: At:
After: apt [ Multiple v| ot |
[ pon't add space betw aragraphs of the same style
Preview
Sema of pou cud [ remcn® s that thas shad v [ tha heem e goeds secten i baginning

ivg s chaluss with raw, ranbsrcad mund dhaduss suring nt wask Tha
shalass will 400 am., during sur

Tabs... Set As Default Cancel

You have now reached the Tab dialog box.

Tabs 7 X

Tab stop position: Default tab stops:
0.5 :

Tab stops to be cleared:

Alignment
@ Left ) center O Right
() Decimal O Bar

Leader
@ 1MNone 92— 02—
Oa__

Set Clear Clear All

Choose which type of tab stop you want in the Alignment area (Left, Center, Right, Decimal, or Bar). Type the distance of the tab
stop in inches, then click Set or OK to apply that tab stop to whichever lines are selected.
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Tabs ? X
Document1 - Ward Signin @
Tab stop position: Default tab stops: Insert  Design  layout  References  Mailings  Review  View Tell me S shae  [J
58 0s - <= X |Calibri (Body) e - = »
Tab stops to be cleared: B3| B I U-acx x| ¥ Rambocbe| Asmbcede AaBBC . Edit
p : Pﬂfﬂ N D TNormal | NoSpacing Heading 1 |<| Editing
Clipboard = Font 7 Paragraph IF] Styles 7] ”~
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Alignment ] Upcoming Sales
O Left O LCenter R
(O) Decimal () Bar -
Leader | Suit Up Sale June 1-14
8 1Mone Oz ®i— : All-Night All-Stars June 20-27, 5pm—12am
4_ "
. Independence Day Sale July 2-5
Set Clear Clear All 7]
- Notebooks/Planners Back to School Sale  July 31-Sept 1

Use Clear to remove tab stops. You can also still click and drag the tab stop along the ruler to change its location or drag the tab stop
off the ruler to delete it.

Leader

The leader is a filler for the tab space. Instead of leaving the tab space blank, you can fill it with periods or other characters. This is
particularly useful for a table of contents, but it can have other applications too. To choose a leader, select one of the options under
the Leader section of the Tab dialog box.

Tabs 7 x
Document] - Word Sign in =
Iab stop position: Default tab stops: Inset  Design  Llayout  References  Mailings  Review  View Q@ Tellme 8 shae 1
5.8 0.5 - < X [ Calibri (Body) -8 || : »
58 B B I U-mex x| % 3 AaBbCeDe| AaBbCeDe AaBbC ||
Tab stops to be cleared: Pa';te s A- -'/_V A-ta-| K x| Da- sl TNormal | No Spacing  Heading1 < Ed\t\ng
Clipboard & Font. 5 Paragraph 5 Styles ® A
P S T PR PR SRR ERRE SRR RS SRR P RRRY o S
- .
Alignment M Upcomlng Sales
() Left () Center (@) Right :
Ogecimal Oﬂar s
Leader | Suit Up Sale June 1-14
© 1Hone wz— : All-Night All-Stars......................... June 20-27, 5pm-12am
Oa__ B
' Independence Day Sale. July 2-5

Set Clear Clear All N

Notebooks/Planners Back to School Sale ... July 31-Sept 1

Optional: Bar and Decimal Tabs

Two of the other tab stop types are the bar and decimal tabs.

The bar tab icon is a straight vertical line (]). Bar tabs do not align text. Instead, a bar tab adds a straight vertical line at the point of
the bar tab. The line will be the length of the selected lines.
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Upcoming Sales

- Suit Up Sale June 1-14
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: Independence Day Sale July 2-5
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The decimal tab icon is Jls. Decimal tabs align text based on the placement of periods (or rather, decimal points). This is useful when
lining up numbers, especially dollar amounts.

Side-by-Side Comparison of Decimal Tab Alignment

Clipboard Font [Pl Paragraph Clipboard Font [F] Paragraph
L 1.---|---g-‘-\---l---le‘-‘l---J- L l"'l"'g"'l"'l"‘l®"'I"']'
Item 1 $1.99 . Item 1 $199
s el
Item 2 $8.99 - Item 2 5899
i Item 3 $15.99 J Item 3 §1599
Item 4 5189.99 - Item 4 5189|399
I m
Item 5 $2,399.99 - Item 5 §2,399|99
] Percent Satisfaction 59.5995599%) 7 Percent Satisfaction 99/5995599%

Notice that when a decimal tab is applied, the decimal points will line up regardless of what is on either side of the decimal point.

Contributors and Attributions
CC licensed content, Original

e Tab Stops. Authored by: Lumen Learning. License: CC BY: Attribution

CC licensed content, Shared previously

o Lower Right. Authored by: Travis Avery. Located at: https://thenounproject.com/term/lower-right/546558/. License: CC BY:
Attribution

o Lower Left. Authored by: Travis Avery. Located at: thenounproject.com/term/lower-left/546557/. License: CC BY: Attribution

o Vertical Line. Authored by: Hector. Located at: https://thenounproject.com/cstudent11235/collection/vertical-line/?i=656405.
License: CC BY: Attribution. License Terms: Used in modifying Travis Avery's work to make new icon

4.3: Tab Stops is shared under a CC BY license and was authored, remixed, and/or curated by LibreTexts.
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4.4: Columns

Learning Outcomes

e Create columns.

Reference books, magazines, and newspapers commonly use a layout with two or more columns.

Columns can help you fit more text on a page or provide better readability. Some documents, such as a newsletter or newspaper, are
customarily formatted with columns. Columns are typically used for shorter pieces of text (like dictionary definitions or short
articles) rather than longer readings.

To add columns, either select the text you want to arrange into columns or place your cursor where you want columns to start.
Then, go to Layout>Columns and select the number of columns. (For more than three columns, select More Columns... at the
bottom of the menu.)
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You can also end a column with a column break. Place the cursor where you want to end a column, then select

Layout>Breaks>Column Break.
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Adding a column break will end the column and send text to the next column. Note that a column break is tied to the location
within the text, not the location on the page. Putting a column break before the Mobile Commerce headline will put a column break
before the Mobile Commerce headline, regardless of how much text comes before or after the Mobile Commerce headline.

Practice Question

https://assessments.lumenlearning.co...essments/18600
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Contributors and Attributions
CC licensed content, Original

o Columns. Authored by: Lumen Learning. License: CC BY: Attribution
CC licensed content, Shared previously

o Letter R dictionary. Authored by: Gabrielle_RRI. Located at: pixabay.com/en/letter-r-dictionary-bezel-2351442/. License:
CCO0: No Rights Reserved

4.4: Columns is shared under a CC BY license and was authored, remixed, and/or curated by LibreTexts.
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4.5: Headers and Footers

Learning Objectives

o Insert text into header and footer.

Headers and footers are the top and bottom sections of the document respectively. They are separate sections from the main document, and are often used
to hold footnotes, page numbers, titles, and other information.

The header and footer controls are in the Header & Footer group of the Insert tab. (Insert>Header & Footer)
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The Header and Footer options each contain a dropdown menu. Click one of the Built-in options to insert it, or select Edit Header (or Edit Footer) to edit

the header (or footer).
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The header/footer will be represented by a dotted line. While in header/footer mode (when the dotted lines are visible), you cannot edit the main text. You
can go back to editing the main text by selecting the Close Header and Footer option on the right side of the ribbon.
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The information in the header or footer is repeated in every header or footer in the document.

Rowan Manthly

New RowanGo App

Want great savings on the go? The new RowanGo app is free and available on 103 and Android. First-
time users who download the app get a coupon for 20% off their first purchase. In addition, customers

First page
Rowan Manthly
Header represent as much as 50 percent of the world's adult population, according to Financial Access's 2009

Report “Half the World is Unbanked.”

Forms of Mobile Payment
Second page

Practice Question

https://assessments.lumenlearning.co...essments/18601

Page Numbers

You can number the pages in your document automatically in the header/footer options with the Page Number option.
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Choose a location on the page by going to the Top of Page,
Bottom of Page, Page Margins, or Current Position options and selecting an alignment. (Current Position refers to where the cursor is located.)

H ©- = Document] - Word
File Home Inset Design Layout References Mailings Review Design
[l Header - F [E] Quick Parts - |'_| Eiq Zejos - a
=] = .
aater - ictures » + /0. -
[ Fe C) ] L2p & 05"
Date & Document Goto Goto Options Close Header
[F] Page Number= | Time  Info- ['8 Online Pictures Header Footer s and Footer
B Top of Page v Insert Navigation Position Close ~
e B T S o S SO Do S ¥ S mamuepat 1
[5] Bottom of Page b Simple sne to pay for
E1 Page Margins + | Plain Number 1 based
#  Current Pasition v s become
*m Format Page Numbers...
=h ¢ ! d market for
[ Remove Page Numbers 8, which
would be douk Plain Number 2 i services,
excluding cont =xceeded
$300 billion gl 122 percent
during the nex . reaching up
to 9 percent by 1
technological i 18
In developing ¢ Plain Number 3 iding
financial servig stimated to
1
[@ More Page Numbers from Office.com »
Pagelof2 729words [I% e —— = ——— 4 90%

The page number will be repeated on every page in the header or footer, but the number will change to reflect the appropriate page number. You can also
change the way the pages are numbered by going to the Format Page Numbers option.

Contributors and Attributions
Lumen Learning authored content

o Headers and Footers. Authored by: Lumen Learning. License: CC BY: Attribution
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4.5: Headers and Footers is shared under a CC BY license and was authored, remixed, and/or curated by LibreTexts.
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4.6: Introduction to Text Boxes

What you'll learn to do: create and modify text boxes.

Things in a Microsoft Word document that are not text are called “objects.” The first object we will cover is a text box. Many of the
controls and features of text boxes are also applicable to images, another important object in Microsoft Word.

Contributors and Attributions
CC licensed content, Original

o Introduction to Text Boxes. Authored by: Lumen Learning. License: CC BY: Attribution

4.6: Introduction to Text Boxes is shared under a CC BY license and was authored, remixed, and/or curated by LibreTexts.
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4.7: Text Boxes

Learning Objectives

o Create and modify text boxes.

Text boxes are containers for text that can be customized and moved around. They are useful for emphasizing or decorating text.

[GRAB YOUR READER’S ATTENTION WITH A GREAT QUOTE
FROM THE DOCUMENT OR USE THIS SPACE TO EMPHASIZE A
KEY POINT. TO PLACE THIS TEXT BOX ANYWHERE ON THE PAGE,

JUST DRAG IT]
[Sidebar Title]

[Grab your reader’s attention with a great quote from the
document or use this space to emphasize a key point. To place
this text box anywhere on the page, just dragit.]

[Cite your source here.]

Some examples of text boxes.
To add a textbox, go to Insert>Text>Text Box. There are a few pre-created Built-in options to choose from. Click one of the Built-ins to add it to the

document. You can also draw your own by choosing Draw Text Box, then clicking and dragging where you want the text box to be.
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Drawing a text box

Once created, you can type in the text box, change the size of the text box, move the text box around, and even rotate the text box.

'8

This s 3 Text box)

e

1. Anchor point. The anchor is the point at which the text box intertwines with the rest of the document. Click the anchor icon to select the entire text
box.

2. Rotation control. Click the circular arrow and then drag to rotate the text box.

3. Wrap text. This controls how content in the rest of the document interacts with the text box. Text can go around the text box, in front of the text box,
or skip over the text box. Text wrap is covered in more detail in the Images section.

4. Resize points. The white dots on the border of the text box control the width and height of the text box. Click and drag any of the white dots to move
that side or corner.

To move the text box, hover your cursor near the edges of the box. When you see four arrows behind the cursor, you can click and drag the box wherever
you want it.

Formatting Text Boxes

When you create a text box, a new tab will appear on the ribbon called Format. There are a lot of different tools in the Format tab, some of which may
look familiar.
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1. Shapes

The Shapes group (at the far left) allows you to change the shape of the text box. Click the Change Shape button in the Shapes group and then Change
Shape to see a dropdown menu with many shape options. Click an option to apply it to the text box.
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You can also create a custom shape using the Edit Points option (just below Change Shape). The points of the text box will be outlined. Click and drag
the black dots to alter the shape of the text box.
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2. Styles

Click the dropdown arrow to open a dropdown menu with a variety of styles for your text box. Some styles may have a gray checkered pattern. The gray
checkered pattern indicates transparency. Hover over each effect to preview the results; click to apply the effect.
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3. Text

The Text group of the Format tab gives you additional control of the text in the text box.

Text Direction
By default, text runs horizontal in the text box. But you can choose to rotate the text so that it runs vertically by choosing Rotate all text 90° or Rotate all

text 270°.

|If: Test Direction= = ]

e

ABC || Horizontal

=

—
=4 R i 270"
2 otate all text 27

|Ift  Test Direction Options...

Q
3 3
3 L

Text Alignment
Text alignment of text boxes works much like text alignment in the main document. Instead of the margin or border of the page, the text aligns with the

border of the text box.
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Create Link

Create Link lets you create a link between two or more text boxes so that text can flow, or continue, from one text box to the next.

o Format
||} Text Direction~ | & T
m a |
4
Align Text ~
L] Align Arrange  Size
Create Link - -

Text

Select a text box, then click Create Link. The cursor will change into a paint bucket. Click on the second text box to link them. Once linked, anything
typed in the first text box will flow over to the second. (Note that the second text box must be empty before you link to it.)

another text
box.

Practice Question

https://assessments.lumenlearning.co...essments/18602

4. Arrange

The arrange option controls the order of text boxes and other elements on a page. Although a Word document is a two-dimensional file, arranging
elements requires a bit of three-dimensional thinking.

The main document, where the main text is, is the bottom layer of the document. When you create a text box, the text box is on top of the rest of the
document. Adding another text box puts the new text box on top of the first one.
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hlwavs seems impossible until it's done.” Way to go, Shanice!

With the Arrange option, the text box order can be rearranged.

ailings Review  View Format Q Tellme
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o Bring forward brings the text box forward one spot.
o Send backward sends the text box backward one spot.

These options are also available when right-clicking on a text box:
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o Bring to front brings the text box to the very front so that it is on top of everything else.
« Send to Back sends the text box to the very back so that everything else is on top of it.
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and she's a great person to be around. She inspires everyone around her.” ||

marathons and counting!), reacing cc

il it motto is

always seems impossible until it's done.” Way to go, Shanice!

The yellow text box has been brought to the front, while the blue text
box has been sent to the back.

Shapes

Sometimes you may want just a shape with no text, or you may want to figure out what shape you want a text box to be before you add text.

To insert a shape, go to Insert>Shape and select a shape from the menu.
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Once you select a shape, click and drag to draw the shape. You can then apply a text wrap, rotate the shape, or send the shape in front of or behind text.

e Affordable products

e Excellent benefits =+

Click and drag
Square text wrap

Affordable products
Impeccable customer service
High customer satisfaction
Excellent benefits

You can change the color or add other effects to the shape from the Format tab, which appears when you click on the shape.
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If you decide you do want to add text to the shape, double-click on the shape and start typing to make the shape a text box.
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4.8: Introduction to Tables

What you'll learn to do: create tables to organize information in a Word document.

Inserting tables into your Word document can help organize and display data.
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4.9: Creating Tables

Learning Outcomes

o Create and edit a table.

Inserting tables into your Word document can help organize and display data.

To create a table, click Insert>Table. A small menu will open with a grid that represents table cells. Mouse over and select how
many rows and columns you would like in your table.
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You can also choose the Insert Table... option below the grid instead. This will take you to a dialog box where you can choose how
many rows or columns you want, as well as the column width. Using the Insert Table... option is also a good choice if you need
more cells than the grid provides.

Insert Table ? X
Table size

Number of columns: 5 =

Mumber of rows: 2 o
AutoFit behavior

@ Fixed column width: |Auto o

O AutoFit to contents
O AutoFit to window

I:‘ Remember dimensions for new tables

If you ever want to change the dimensions of your table, you can right-click in the table and choose to insert more columns and
rows, as shown below.
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You can select multiple cells or even entire rows or columns by clicking and dragging your mouse across the cells. Right-click on
selected cells for more options to insert or delete cells.
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To enter data into the table, simply select a cell and start typing.

Practice Question
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4.10: Converting Text to a Table

Learning Outcomes

o Convert existing text into a table.

Let’s say you already have some data, but it’s not in a table yet. Is there an easy way to put the data in a table without having to
type everything again? Yes, there is! Let’s look at the example below.
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Here, information is separated by tabs. Select the information, then go to the Table menu and choose Convert Text to Table to turn
this data into a table.
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Notice that you can use other things to separate your text and still get a clean table, such as paragraphs (the Enter key) or commas.
You can also enter your own character in the Other box.

When you’ve finished choosing settings, hit OK to convert the text to a table.
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4.11: Formatting Tables

Learning Outcomes
e Apply table styles and formatting.
Once the table is created, you can make the table more interesting to look at and easier to read by applying formatting such as

colors, spacing, and borders. Click somewhere in your table, and some new menu options will appear in the top menu, Design and
Layout.
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There are many options in the Design menu. A table style will do a lot of formatting for you. Click on the Table Styles dropdown
menu (circled in the screenshot above) and hover over each style to see a preview of it. Click on a style to apply it to the table.
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You can add borders to individual cells, rows, or columns. Select the cells, then go to the Borders area of the menu in the top-right
corner to customize the border settings. In the screenshot below:

1. This changes the type of border. There are solid, dotted, and dashed borders to choose from.

2. This changes the width or thickness of the border. The smaller the point, the thinner the line.

3. This controls which side or sides of the cell the border appears on. From here, you could make only vertical borders appear,
only outside borders appear, and so on.
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It’s a good idea to create a table in Microsoft Word and fiddle with the table design settings yourself. Remember, you can always
hit Ctrl+Z (Command+Z on Mac) to undo a previous action.

Practice Question
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4.12: Introduction to Images

What you'll learn to do: place images in a Word document.
Images are a huge asset for certain documents. A brightly colored image can draw customers in to look at a flyer, or a graph can

explain a concept better than a paragraph. Placing images into your document can really make it pop.
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4.13: Adding Images

Learning Outcomes

o Insert images.

To add an image, put your cursor where you want the image to appear (at the beginning of a paragraph is a good place). Then go to
Insert>Pictures.

Documentl - Word Sign in

Insert Design Layout References Mailings Review View

ﬁm‘ i_f} Fi ! E g & ] [ Header~
. D Foater =
Online™Shapes lcons Add- | Online Links  Comment Text  Symbols
(1] -

Pictures - T insT | Video - [ Page Number = -
Tables lllustrations Media Comments Header & Footer -

8
Pages  Table

A window will pop up to let you choose a picture saved on your computer.

El Insert Picture

1 &l » ThisPC » Pictures » v O Search Pictures
Organize » Mew folder = ~ [ 0 4 Q
[ Desktop * Text Symbols
‘ Downloads i M M
3 ~
Documents 1
[&=] Pictures * |
Custom Office T Camera Roll Saved Pictures kingfisher
Projects
Projects
suppliers
PP .
El Microsoft Word °
‘@ OneDrive
[ This PC 55
v
File name: |kingfisher V| |A|| Pictures V|
m
Tools = | Insert Ivl | Cancel |
Es@
T T " =
COrpOrate communication, research and measurement, and reputation management. Business
‘communication may also refer to internal communication: In a large company, a communications
director may be in charge of managing internal communication and crafting the messages sent to
emplayees. From an HR point of view, effective c ication within an ization is vital to building
Page1of1 248words [[® Ed B - b+ + 8%
r
J
3 g = %he simplest model of communication relies
on three distinct parts: sender, message, and receiver. More complex models add a fourth element: the
channel used to send the message. We'll talk more about channels later in this module, but for now, you
«can think of the channel as the medium, or form, of the message. Channels can take verbal, nonverbal,
and written forms. Emails, conversations, video conferences, television ads, and Web site publications
are all of specific ¢ ication channels.
In business, the sender and receiver roles can be filled by many people within and outside of the
Page1of1 24Bwords [[® E B -—b+—+ 80%

The image will appear where you placed your cursor. You can click and drag the image to anywhere within the text.
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You may recognize a lot of these controls from the Text Boxes section, such as the resize dots at each side and corner that you can
use to increase or decrease the size of the image. To maintain the proportions of the image, hold down the Shift key while clicking
and dragging a corner. You can also rotate the image by clicking and dragging the circular arrow at the top of the image.

Practice Question
https://assessments.lumenlearning.co...essments/18606

Contributors and Attributions
CC licensed content, Shared previously

o Kingfisher [used in screenshots]. Authored by: tpsdave. Located at: pixabay.com/en/kingfisher-bird-wildlife-macro-2046453/.
License: CCO: No Rights Reserved

Lumen Learning authored content
e Adding Images. Authored by: Lumen Learning. License: CC0O: No Rights Reserved

4.13: Adding Images is shared under a CC BY license and was authored, remixed, and/or curated by LibreTexts.
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4.14: Text Wrap

Learning Objectives

o Change image layout options.

Notice that wherever the image is placed, the line spacing dramatically increases to fit the size of the picture. This is because images are treated as an
inline text character. In other words, Word treats the image like it would treat any word or letter of text. You can change this by applying a text wrap.
Text wrap causes all of the text to wrap around the image so that the image does not interfere with line spacing.

§;  Thesimplest model of communication
refies on three distinct parts: sender,
message, and receiver. More complex
models add a fourth element: the channel
used to send the message. We'll talk mare
about channels later in this module, but for
now, you can think of the channel as the
medium, or form, of the message. Channels
«can take verbal, nonverbal, and written
forms. Emails, conversations, video
conferences, television ads, and Web site
publications are all examples of specific
communication channels.

In business, the sender and receiver roles can be filled by many people within and outside of the
organization: For example, a manager (sender) holds a meeting with an employee (receiver) to discuss
the employee’s performance. The marketing department (sender) publishes a product launch
announcement 1o reach potential customers (receivers).

There is also an enormous range in the kinds of communication that take place within and to and from
an organization. For example, business communication is used te promate praducts, services, or an
organization; relay information within a business; or deal with legal and similar issues. It encompasses a

Pagelof1 24Bwords [[¥ B B -—h——+ am
Text wrap

There are a couple of ways to get to the text wrap options and apply a text wrap.

Method 1: Quick Apply

Click the box to the right of the image with a rainbow-shaped icon.

Layout Options x

In Line with Text

i

With Text Wrapping

all examples of specific communication channels.

In business, the sender and receiver roles can be filled by many peopls
organization: For example, a manager (sender) holds a meeting with
the employee’s performance. The marketing department (sender) pul

Page1of1 248words [|% B e & -— t—+ 8

See more...

Method 2: Format Tab

When you click on the image, the Format tab will appear in the ribbon. From the Format tab, you can choose Warp Text.
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Method 3: Position

Go to Format>Position for options that not only apply text wrap but also position the image on the page.

H -0 - Document] - Word Sign in
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3 - of communication relies
on three distinct pans: sender, message, and receiver. More complex models add a fourth element: the
channel used to send the message. We'll talk more about channels later in this madule, but for now, you

can think of the channel as the medium, or form, of the message. Channels can take verbal, nonverbal,

H -6 = Document! - Word Sign in

File Home Insert Design Layout References Mailings Review View
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Adjust Picture Styles Arrange Size [F] ~
‘I, The simplest model munication

relies on three
sender, message,
complex models add
the channel used 1o
We'll talk more

in this module, but
think of the channel
form, of the

can take verbal,
written forms.

and receiver. More
a fourth element:
send the message.
about channels later
for now, you can

a5 the medium, or
message. Channels
nenverbal, and

Emails,
conversations, video conferences,
television ads, and U Web site

publications are all examples of specific communication channels.
In business, the sender and receiver roles can be filled by many people within and outside of the

Position in Top Center with Square Text Wrapping
Text Wrap Options

Regardless of which method you use, the text wrap options are the same. The text wrap you will probably use the most is the square text wrap, but there
are other text wraps too.

¢ Square—Text wraps around the image in a square shape
o Tight/Through—Text wraps around image, regardless of what shape the image is. This text wrap works best with images that have no background.

o Top and Bottom—Text stops when it hits the top of the image and continues at the bottom of the image; no text is to the left or right of the image
o Behind text—Image is behind text. Text will cover image.

o In front of text—Image is in front of text. Text behind the image is not visible.
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Wore complex models add a fourth element: the channel used to send the message. Well talk more
‘sbout channels later in this module, but for now, you can think of the channel 2 the medium, or form,
of the message. Channels can take verbal, nonverbal, and
written forms. Emails, conversations, video
conferences, television ads, nd Web site publications are all
‘examples of specific communication channels.

In business, the sender and
many people within and
example, a manager {sender]
employee (receiver) 1o discuss

receiver roles can be filled by
outside of the organization: For
holds a meeting with an

the employee’s performance.

The marketing department (sender) publishes a product
launch announcement to reach potential customers
(receivers).

There is also an enormous range in the kinds of
‘communication that take place within and to and from 2n
organization. For example, business communication is used
0 pramate products, services, o an organization; relay information within a business; or deal with legal
‘and similar issues. It encompasses a variety of topics including consumer behavior, advertising, public
refations, corporate i research and &nd reputstion

Square text wrap
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of the message. Channels can take verbal, nonverbal, and written forms. Emails, conversations, video

, television ads, and Web site publicati ples of specific
channels. In business, the sender and receiver roles can be filled by many people within and outside of
the oreanization: For examole. a manager (senderl holds 2 meeting with an emoloves (receiver to

Top and bottom text wrap

The simplest mode! of communication relies on three distinct parts: sender, message, and receiver.
Wore complex models add a fourth element: the channel used to send the message. We'll talk more
about channels later in this module, but for now, you can think of the channel as the medium, or form,
of the message. Channels can take verbal, nonverbal, and written forms. Emails, conversations, video
conferences, television ads, and Web site pyi
channels.

g all examples of specific communication

wariety of topics including consumer behavior, adverdising
corparate ¢ research Business

may also refer to company, 2 communications
director may be in charge of managing internal communication and crafting the messages sent 1o
employees. From an HR paint of view, effective communication within an organization is vital to building
trust and job satisfaction among employees.

plest model of i relies on three : sender, message, and receiver
More complex models add a fourth element: the channel used to send the message. We'll talk more
2bout channals later in this module, but for now, you €an think of the channel as the medium, or form,
of the message. Channels can take verbal, nonverbal, and written forms. Emails,
conversations, video conferences, velevision ads, and Web site publications
are all examples of specific communication channels.

In business, the sender and
pecple within and outside of the
manager [sender] holds a meeting with an
the employee’s performance. The marketing
product launch announcement to reach

receiver roles can be filled by many
organization: For example, &
employee (receiver) to discuss
department (sender) publishes a
potential customers (receivers).
There s also an enormous range in the kinds of
within and to and from 2n organization. For
is used to promote products, services, or an
within & business; or deal with legal and similar issues. It encompasses a variety
of topics including consumer behavior, advertising, public relations,
‘event management, corporate communication, research and
measurement, and reputation management. Business communication may also refer to internal
communication: In a large company, a communications director may be in charge of managing internal
‘communication and crafting the messages sent to employees. From an HR point of view, effective.

communication that take place
example, business communication
organization; relay information

Tight text wrap

The simplest model of communication relies on three distinct parts: sender, message, and receiver.
More complex models add a fourth element: the channel usad to send the message. We'll talk mare
about channels later in this madule, but for now, you can think of the channel as the medium, or form,
«of the message. Channels can take verbal, nonverbal, and written forms. Emails, conversations, video
conferences, television ads, and Web site pygil B ol ples of specific ation
channels.

take place within and to and from
omote products, services, or an
and similar issues. It encompasses a
elations, event management,

variety of topics including consumer behaviar, advert -
corparate communication, research and measurem ' management. Business

communication may also refer to internal commur company, 3 communications
director may be in charge of managing internal communication and crafting the messages sent to

employees. From an HR point of view, effective communication within an organization is vital ta building
trust and job satisfaction among employees.

Behind text
In front of text

After the text wrap is applied, you can click and drag the image to anywhere in the document, and the text will wrap around it accordingly.

Practice Question

https://assessments.lumenlearning.co...essments/18607

Contributors and Attributions
CC licensed content, Original

o Text Wrap. Authored by: Lumen Learning. License: CC BY: Attribution
CC licensed content, Shared previously

o Kingfisher [used in screenshots]. Authored by: tpsdave. Located at: pixabay.com/en/kingfisher-bird-wildlife-macro-2046453/. License: CC0: No
Rights Reserved

4.14: Text Wrap is shared under a CC BY license and was authored, remixed, and/or curated by LibreTexts.
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4.15: Introduction to Hyperlinks

What you'll learn to do: add a hyperlink.

Hyperlinks allow you to send your audience to the internet to see background information or a reference source. Hyperlinks can
also provide a shortcut for the audience if after reading the document they need to visit a particular website or send an email to a
specific address.

Hyperlinks only work when a document is viewed on a computer, not when a document is printed.

Contributors and Attributions
CC licensed content, Original

¢ Introduction to Hyperlinks. Authored by: Lumen Learning. License: CC BY: Attribution

4.15: Introduction to Hyperlinks is shared under a CC BY license and was authored, remixed, and/or curated by LibreTexts.
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4.16: Hyperlinks

Learning Objectives

e Add a hyperlink.

A hyperlink is a piece of text that when clicked takes the user to a webpage. Hyperlinks can also link to email addresses; when
clicked, these hyperlinks will open an email program (likely Microsoft Outlook) to send an email to that address. Hyperlinks are
formatted with a different color (blue, by default) and an underline.

Inserting a Hyperlink
To add a hyperlink to a Word document, select the text to be changed into a hyperlink.

This is a hyperlink.

There are three options to add a hyperlink:
1. Use the shortcut Ctrl+K.
2. Right-click the selected text and select Hyperlink...
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Em Copy u
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Links

Any of these options will open up the Hyperlink dialog box.
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Insert Hyperlink ? x
Link to: Text to display: |hyperlink ScreenTip...
Lookin: Class Projects ~| I3 ﬁ
Existing File
or\Web Page Bookmark...
Current =
IR Target Frame...
Place in This
Document Browsed
Pages
Create New Recent
Document Files
Address: AADocuments\Class Projects ¥
E-mail
Address

The Text to display textbox at the top contains the text that will be formatted as a hyperlink. It can be changed from this window.

The Address textbox at the bottom is where the hyperlink will send users. Type a webpage URL or email address in the Address
textbox.

Note that in the screenshot above, the Address textbox contains a file path. You can type in a file path to link to files stored on your
computer or in a shared database. Be aware that a hyperlink is only a path to a file, not the file itself—if a user does not have the
file on his or her computer, they will not be able to open whatever file you have linked.

Insert Hyperlink ? x
Link to: Text to display: hyperlink ScreenTip..
Look in: Class Projects v |3 ﬁ
Existing File
or'Web Page Bookmark...
Current =
EE Target Frame...
Place in This
Document Browsed
Pages
Create New Regent
Document Files
Address: https://en wikipedia. org/wiki/Hyperlink| v
E-mail
Address

When the hyperlink is inserted, the text will change to the hyperlink style. By default, this is blue and underlined, but this is
customizable in the Color Theme options. (Design>Colors>Customize Colors...)

This is a hyperlink|.

Visiting a Hyperlink
Hover over the hyperlink to see a preview of where the link will take you. Be careful when following hyperlinks to unfamiliar

websites.

https://en.wikipedia.org/wiki/hyperlink
Ctrl+Click to follow link

This is a hyperlinkl.

Hold down the Ctrl key while clicking on the hyperlink to open the webpage or email (on a Mac, you don’t have to hold any key—
just click). If the link was to a webpage, Microsoft Edge (or Internet Explorer) will open and load the hyperlinked page. If the link
was to an email address, Microsoft Outlook will open and create a new message with that email address in the To field.
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W Hyperlink - Wikipedia
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WIKIPEDIA
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Main page
Contents

Featured content
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Random article
Donate to Wikipedia
Wikipedia store
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Hyperlink

From Wikipedia, the free encyclopedia

For help creating links in Wikipedia, see Help:Contents/Links.
Wikiped

An example of a hyperlink with a mouse &
pointer hovering above it

In computing, a hyperlink, or simply a link, is a
reference to data that the reader can directly follow
either by clicking, tapping, or hovering.™ A
hyperlink points to a whole document orto a
specific element within a document. Hypertext is
text with hyperlinks. The text that is linked from is
called anchor text. A software system that is used
for viewing and creating hypertext is a hyperfext
system, and to create a hyperlink is to hyperiink (or
simply fo fink). A user following hyperlinks is said to navigate or browse the hypertext.

The document containing a hyperlink is known as its source document. For example, in an
online reference work such as Wikipedia, many words and terms in the text are hyperlinked to

Practice Question

https://assessments.lumenlearning.co...essments/18608

After the hyperlink has been clicked, the color will change to indicate you have already been to that link. By default, the color

changes to purple.

This is a hyperlink.

Tip

If you prefer a different browser such as Firefox or Chrome, set that program as your default browser and Word will open

hyperlinks in that browser instead.

Editing Hyperlinks
To edit a hyperlink, right-click the hyperlink and select Edit Hyperlink.
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The hyperlink options on the dialog menu are as follows:
o Edit Hyperlink... Takes you to the same dialog box for inserting a hyperlink, allowing you to change what the hyperlink links

to.
o Open Hyperlink. Performs the same function as Ctrl+click. Opens the hyperlink in Microsoft Edge or Internet Explorer (or

default browser).
o Copy Hyperlink. Copies the hyperlink (not the text that changes color).
¢ Remove Hyperlink. Removes the hyperlink, restoring the text to plain text.

Contributors and Attributions
Lumen Learning authored content

o Hyperlinks. Authored by: Lumen Learning. License: CC BY: Attribution

4.16: Hyperlinks is shared under a CC BY license and was authored, remixed, and/or curated by LibreTexts.

https://biz.libretexts.org/@go/page/46482



https://libretexts.org/
https://creativecommons.org/licenses/by/4.0/
https://biz.libretexts.org/@go/page/46482?pdf
https://creativecommons.org/licenses/by/4.0
https://biz.libretexts.org/Courses/Lumen_Learning/Book%3A_Computer_Applications_for_Managers_(Lumen)/04%3A_Microsoft_Word_Intermediate_Skills/4.16%3A_Hyperlinks
https://creativecommons.org/licenses/by/

LibreTextsw

4.17: Putting It Together- Microsoft Word Intermediate Skills

Now that you have some of the basic layout techniques down, you are ready to move on to
adding more elements to your document.

Remember if you get stuck or can’t remember how to do something from this module, you can always come back and review.

Contributors and Attributions
CC licensed content, Shared previously

o text-editor-microsoft-word. Authored by: JuralMin. Located at: pixabay.com/en/text-editor-microsoft-word-writing-1794110/.
License: CCO: No Rights Reserved

Lumen Learning authored content

o Putting It Together: Microsoft Word Intermediate Skills. Authored by: Lumen Learning. License: CC BY: Attribution

4.17: Putting It Together- Microsoft Word Intermediate Skills is shared under a CC BY license and was authored, remixed, and/or curated by
LibreTexts.
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4.18: Assignment- Create Document with Tables and Images

For this assignment, you will format a document with a table and an image. Follow the directions, then submit your assignment. If
you get stuck on a step, review this module or previous modules and ask your classmates for help in the discussion forum.

1. Download the report document and open it in Microsoft Word.

2. Save the document as BA132_LastName_Report.docx, replacing “LastName” with your own last name. (Example:
BA132_Hywater_Newsletter). It is a good idea to save your work periodically.

3. Convert the text after “The top ten are listed in the table below” and before “The Retail Industry” heading into a table. Separate
text at Tabs.
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Who are these retailers? The NRF posts an annual list of the top one hundred retailers by retail sales. -
The top ten are listed in the table below.
Rank Retailer U.5. Headquarters 2014 Retail Sales
1 ‘Walmart Stores Bentonville, Arkansas $343,624,000
2 The Kroger Co. Cincinnati, Ohio $103,033,000
3 Costco Issaguah, Washington £79,694,000
4 The Home Depot Atlanta, Georgia $74,203,000
5 Walgreen Deerfield, lllinois $72,671,000
6 Target Minneapaolis, 572,618,000
Minnesota
7 CVS Caremark ‘Woonsocket, Rhode $67,974,000
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B Lowe’s Companies Muooresville, North 454,805,000
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g Amazon.com Seattle, Washington $49,353,000
10 Safeway Pleasanten, California $36,330,000
The Retail Industry
The retail industry covers an enormous range of consumer needs. The retail industry is designed to -
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4. Apply any table style.
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5. Download this image to your computer.

6. Insert the shopping cart image into the document at the beginning of the first paragraph (It starts with “Retailing is important to
understand”).
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Metailing is important to understand for two main reasons. First, most
channel structures end with a retailer. While preducts may pass through a wholesaler or invalve a
broker or agent, they also include a retailer. Second, retail offers an immense number of job
opportunities. Today in the U5, there are 3,793,621 retail establishments that suppert 42 million jobs.
Retail also contributes $2.6 trillion to the U.S. gross domestic product.
One of the reaseons the retail industry is so large and powerful is its diversity. For example, stores vary in
size, in the kinds of services that are provided, in the assortment of merchandise they carry, and in their
ownership and management structures. bt
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7. Apply a square text wrap and move the image so it is aligned with the right side of the document.
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Retailing
Retailing is important to understand for two main reasons. First,
most channel structures end with a retailer. While products may
pass through a whalesaler or involve a broker or agent, they also
include a retailer. Second, retail offers an immense number of job
opportunities. Today in the U5, there are 3,793,621 retail
establishments that support 42 million jobs. Retail also contributes
52.6 trillion to the U.S. gross domestic product.
One of the reasons the retail industry is so large and powerful is its diversity. For example, stores vary in
size, in the kinds of services that are provided, in the assortment of merchandise they carry, and in their
ownership and management structures.
The U.5. Census Bureau indicates that 94.5 percent of retail companies have only one location or store.
More than one million retail businesses in the U.5. have fewer than one hundred employees. Most retail
outlets are small and have weekly sales of just a few hundred dollars. A few are extremely large, having hd
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8. Optional: Resize the image. (Remember, hold down the Shift key while dragging a corner to keep the image proportional.)
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9. Download this graph image to your computer.

U.S. Online Sales as a Percent of Retail Sales
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Source: .S, Census Bureau

10. Insert the graph image into your document after “creating greater contact efficiency for consumers.”
11. Add a top and bottom text wrap to the graph image.
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Christmas tree lot. Such opportunities cause retailers to expand their offerings, creating greater contact
efficiency for consumers.
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Given this logic and opportunity, why doesn’t every retailer become a Walmart Super Store filled with
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12. Look for the phrase “You can view the number of jobs and retail presence in your state at the National Retail Federation (NRF)”
in your document. Add a hyperlink to “National Retail Federation (NRF)” that leads to this website:
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https://nrf.com/advocacy/retails-impact
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torthe U.5. gross domestic product. -

One of the reasons the retail industry is so large and powerful is its diversity. For example, stores vary in
size, in the kinds of services that are provided, in the assortment of merchandize they carry, and in their
ownership and management structures.

The U.5. Census Bureau indicates that 94.5 percent of retail companies have only one location or store.

More than one million retail businesses in the U.5. have fewer than ene hundred employees. Most retail
outlets are small and have weekly sales of just & few hundred dollars. A few are extremely large, having

zales of $500,000 or more on a single day. In fact, on special sale days, some stores exceed 51 million in

sales.

You can view the number of jobs and retail presence in your state at the National Retail Federation

NRF).|

‘Who are these retailers? The NRF posts an annual list of the top one hundred retailers by retail sales.
The top ten are listed in the table below.

Rank Retailer U.5. Headquarters 2014 Retail Sales

1 ‘Walmart Stores Bentonville, Arkansas 5$343,624,000

2 The Kroger Co. Cincinnati, Ohio $103,033,000

3 Costco Issaguah, Washington 579,654,000

4 The Home Depot Atlanta, Georgia £74,203,000

3 Walgreen Deerfield, lllinois 5$72,671,000 -
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13. Save your document again and submit your work in your course online.

Contributors and Attributions

CC licensed content, Shared previously

o shopping-business-retail [used in report document]. Authored by: Alexas_Fotos. Located at: pixabay.com/en/shopping-
business-retail-1165437/. License: CCO: No Rights Reserved

¢ Reading: Types of Retailers. Authored by: Lumen Learning. Located at: https://courses.lumenlearning.com/marketing-
spring2016/chapter/reading-types-of-retailers/. License: CC BY: Attribution

Lumen Learning authored content

o Assignment: Report. Authored by: Lumen Learning. License: CC BY: Attribution

o The Retail Industry [used in report document]. Authored by: Lumen Learning. Located at:
https://courses.Jlumenlearning.com/marketing-spring2016/chapter/reading-define-retailing/. License: CC BY: Attribution

e Outcome: Retailers As Channels of Distribution. Authored by: Lumen Learning. Located at:
https://courses.lumenlearning.com/marketing-spring2016/chapter/outcome-retailers-as-channels-of-distribution/. License: CC
BY: Attribution

4.18: Assignment- Create Document with Tables and Images is shared under a CC BY license and was authored, remixed, and/or curated by
LibreTexts.

https://biz.libretexts.org/@go/page/46484


https://libretexts.org/
https://creativecommons.org/licenses/by/4.0/
https://biz.libretexts.org/@go/page/46484?pdf
https://nrf.com/advocacy/retails-impact
https://creativecommons.org/about/cc0
https://courses.lumenlearning.com/marketing-spring2016/chapter/reading-types-of-retailers
https://creativecommons.org/licenses/by/4.0
https://creativecommons.org/licenses/by/4.0
https://courses.lumenlearning.com/marketing-spring2016/chapter/reading-define-retailing
https://creativecommons.org/licenses/by/4.0
https://courses.lumenlearning.com/marketing-spring2016/chapter/outcome-retailers-as-channels-of-distribution
https://creativecommons.org/licenses/by/4.0
https://biz.libretexts.org/Courses/Lumen_Learning/Book%3A_Computer_Applications_for_Managers_(Lumen)/04%3A_Microsoft_Word_Intermediate_Skills/4.18%3A_Assignment-_Create_Document_with_Tables_and_Images
https://creativecommons.org/licenses/by/

LibreTextsw

4.19: Discussion- Cover Pages

The techniques we learned in this module can be applied in many different ways. The video below uses many techniques you have
learned and some you haven’t. Watch the video below, looking for ways that some of the tools you have learned are used to create a
cover page.

A link to an interactive elements can be found at the bottom of this page.

You can also view the transcript for the video “How to create a CUSTOM COVER PAGE” here (opens in new window).

Discussion Questions
o What tools that we’ve previously covered were used in the video?
e What other applications could these tools have?

Share your opinions below and respond to two of your classmates’ thoughts.

Contributors and Attributions
CC licensed content, Shared previously

e How to create a CUSTOM COVER PAGE | MICROSOFT WORD 2016. Authored by: Burn to Learn. Located at:
https://www.youtube.com/watch?v=LPXLPSWNkog. License: CC BY: Attribution

Lumen Learning authored content

o Discussion: Cover Pages. Authored by: Lumen Learning. License: CC BY: Attribution

4.19: Discussion- Cover Pages is shared under a CC BY license and was authored, remixed, and/or curated by LibreTexts.
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CHAPTER OVERVIEW

5: Microsoft Word Advanced Skills

o Use templates and text effects

o Insert watermarks and icons

o Insert citations

e Perform a mail merge

¢ Use internet tools to enhance Word documents

5.1: Why It Matters- Microsoft Word Advanced Skills

5.2: Introduction to Advanced File Creation and Text Formatting
5.3: Creating a New Document from a Template

5.4: Text Effects

5.5: Introduction to Watermarks and Icons

5.6: Watermarks

5.7: Icons in Word

5.8: Introduction to Citations

5.9: Citations

5.10: Introduction to Mail Merge

5.11: Mail Merge

5.12: Introduction to Internet and Word

5.13: Internet and Word

5.14: Putting It Together- Microsoft Word Advanced Skills
5.15: Assignment- Edit a Newsletter

5.16: Discussion- Advanced Shortcuts

5: Microsoft Word Advanced Skills is shared under a CC BY license and was authored, remixed, and/or curated by LibreTexts.
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5.1: Why It Matters- Microsoft Word Advanced Skills

Why learn to complete advanced skills in Microsoft Word?
i =

==
\

-——

{n ’/ "
; / —_
=\ R We have previously covered the basics of creating a document, but there is more to business

communication than just text.

Using the tools covered in this module will add variety to your document and help convey more information.

Contributors and Attributions
CC licensed content, Shared previously

¢ Phone-samsung-galaxy. Authored by: FirmBee. Located at: pixabay.com/en/phone-samsung-samsung-galaxy-galaxy-793044/.
License: CCO: No Rights Reserved

Lumen Learning authored content
o Why It Matters: Microsoft Word Advanced Skills. Authored by: Lumen Learning. License: CC BY: Attribution

5.1: Why It Matters- Microsoft Word Advanced Skills is shared under a CC BY license and was authored, remixed, and/or curated by LibreTexts.
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5.2: Introduction to Advanced File Creation and Text Formatting

What you'll learn to do: use templates and text effects.

We have now learned how to create a document and how to format text. We will now build upon that knowledge to use templates
and text effects. Both serve as a formatting shortcut by applying existing styles and layout. This means that you can save a little
time and effort in return for a little less personalization.

Contributors and Attributions
CC licensed content, Original

¢ Introduction to Advanced File Creation and Text Formatting. Authored by: Lumen Learning. License: CC BY: Attribution

5.2: Introduction to Advanced File Creation and Text Formatting is shared under a CC BY license and was authored, remixed, and/or curated by
LibreTexts.

https://biz.libretexts.org/@go/page/46487



https://libretexts.org/
https://creativecommons.org/licenses/by/4.0/
https://biz.libretexts.org/@go/page/46487?pdf
https://biz.libretexts.org/Courses/Lumen_Learning/Book%3A_Computer_Applications_for_Managers_(Lumen)/05%3A_Microsoft_Word_Advanced_Skills/5.02%3A_Introduction_to_Advanced_File_Creation_and_Text_Formatting
https://creativecommons.org/licenses/by/4.0
https://biz.libretexts.org/Courses/Lumen_Learning/Book%3A_Computer_Applications_for_Managers_(Lumen)/05%3A_Microsoft_Word_Advanced_Skills/5.02%3A_Introduction_to_Advanced_File_Creation_and_Text_Formatting
https://creativecommons.org/licenses/by/

LibreTextsw

5.3: Creating a New Document from a Template

Learning Objectives

e Create document from template.

A template is a pre-created document that already has some formatting. Rather than starting from scratch to format a document,
you can use the formatting of a template to save yourself a lot of time. You can use a template that comes with Word, download one
from the internet, or create your own. For now, we’ll focus on creating a document from a template that comes with Word.

From the backstage view (File tab), you can scroll down and see what templates are available.

B = X

W d Sign in to get the most out of Office

Or Learn more
Search for online templates jol

Recent

Suggested searches:  Business Industry Personal DesignSets Event

You haven't opened any documents ErmiEn l2hes

recently. To browse for a document,
start by clicking on Open Other

Documents.
Menu

@ Open Other Documents =

e

DR

|

Cover letter (blue) Event menu (Simple de...
=l
‘.~? ~a
h =
EVENTTITLE ‘ Sl s

Near the top of the screen is a search box and some suggested searches. You can type a word or click on one of the suggested
searches to help find a suitable template for your project. For example, clicking the suggested search “Business” will take you to
templates related to business, with further subcategories on the right. (See below.)
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Design Sets 56
Marketing 55
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Select a template, then click Create. You may have to wait a moment for the template to download.

©

Info

Project scope report
ke (Business Blue design)
Provided by: Microsoft Corporation

| un covra)

This project scope template includes instructions
for what to include in your project scope
document, as well as tips on how to use Word. Part
of the Business Blue Design set, this template has a
matching services proposal template, invoice and
other professional templates to give your
documents an edge.

Export

Close

)

Account

Feedback

Options

Once the template is open, you can replace the placeholder text with your own text.
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Practice Question

https://assessments.lumenlearning.co...essments/18609

Creating a Document from a Downloaded Template

First, download the template. You may download a template from this course or from Microsoft’s template page. Note that the file
extension for a template is .dotx, which is different than the file extension for a normal Word document. In fact, if you save any
document with the file extension .dotx, that document will become a template.

Double-click on the downloaded template in File Explorer to open Word and create a new document based on the template. Any
changes you make to this new document will not affect the original template; the new document is merely a copy.

To edit the template itself, open Word and go to File>Open>Browse, then select the downloaded template. Opening the template
file this way opens the actual template, so any changes will be reflected in future documents you create from this template.
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5.4: Text Effects

Learning Objectives

o Change text using text effects.

Text Effects

In addition to formatting changes we previously discussed in Fonts, you can also apply effects to text with the Text Effects option.
This was known as WordArt in previous versions of Word. You can add shadows, bevels, reflections, and much more.

. Home Insert Design

. |Freestyle Seript

I ERy 3k X, X°
o0S
The Text Effects button is in the Font group of the ribbon.x¢ = Font

The top options in the Text Effects menu have some pre-created styles to choose from.

Home Insert Design Layout Referel dome Insert Design Layout Referel

Franklin Gothic Heawy =35 = Franklin Gothic Heawy =33 -~

B I U-~akx x° %
A2 A -pa- A A

ﬂ Outline 3 ﬂ Qutline

A shadow » A shadow »
A  Reflection » &  Reflection 3
A Glow 3 A Glow »
123 123

fi fi

Buy 1 Get 1 Free [Buy i @et i Free

The Text Effects menu also has the options Outline, Shadow, Reflection, and Glow.

Outline
Outline applies a border around the letters of the text.
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Standard Colors
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l:‘ Mo Outline
‘!"1' More Outline Colors...
= Weight »
== Dashes 3

SofSwords @ ¥
Hover over each color to preview what the outline will look like. Click on the color to apply it. If you want to change the outline to
a color not in the menu, pick More Outline Colors... for more options.

Buy 1 Get 1 Free

Text with a black outline

Use the weight option to change the thickness of the outline.

Buy i @Get i Free

Text with a 3-pt outline
The Dashes option lets you make a dashed or dotted outline. There are many different kinds of dashes and dots to choose from.

2uy 1 Get 1. Free

Text with a dashed 3-pt outline

Shadow
Shadow applies a shadow to the letters of the text. Hover over one of the A icons to preview the effects. Click on the A to apply

that shadow style.

A - A-fa- | A8 D 8 Mo Shadow Z
Outer
A A A i A / A
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A e / \ f \ / A

é‘ Outline ’ o '

/A Shadow L A
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D Shadow Options...
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There are a lot of different shadow options.
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Text with outside shadow

Buy 1 Get 1 Free

Buy 1 Get 1 Free

Text with perspective shadow

The Shadow Options... option at the bottom of the menu allows you to customize the shadows even further by changing the color,
transparency, blur, angle, and distance of the shadows.

o Color: The default shadow is black, but you can change the color to anything you want.

o Transparency: The higher the the transparency, the lighter the shadow.

e Blur: An increased blur makes the borders of the shadow more fuzzy, while a decreased blur makes the borders of the shadow
more concrete.

o Angle: In real life, the direction of a shadow is determined by the angle of the light. The Angle option in the Shadow Options
lets you change the direction of that imaginary light to alter the path of the shadow.

o Distance: The shadow can be very close, almost behind the letters, or it can be far away.

Reflection

Reflection reflects the letters of the text as if held up to a mirror. Hover over each option to preview, and click the option to apply
it.

&.ay-A.Aa, A A Q,_' %l q TMormal | THNe S

h ® Styl

A A A A

No Reflection

AAA LA/
é Outline 3

A Shadow » | Reflection Variations
& Reflection »

& Glow »

123

L=}

| O Reflection Options...
Sof Swords  [[2

There are a couple variations of reflections to choose from. You can also select Reflection Options... to customize the transparency,
size, blur, and distance of the reflection.

Buy 1 Get 1 Free
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Glow

Glow applies a fuzzy colored shape around the letters of the text that makes the letters appear to be glowing. Hover over each
option to preview, and click the option to apply it.

W~ . A -Aa A A D al | q |'|1Norma\ T No Spac.. Heading
- - - Aa- S A

h ] Styles

A A A ArE & w=___ _

Sl B

No Glow
AAA D/
Glow Variations
é QOutline
A shadow J
A Reflection »
£y Glow »
123
fi
g‘i‘ More Glow Colors 3
10 Glow Options...
Swords [[2

A glow can be any color. Go to More Glow Colors to choose a color not already visible in the menu. You can also select Glow
Options... to customize the size and transparency.

Buy 1 Get 1 Free

Practice Question
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5.5: Introduction to Watermarks and Icons

What you'll learn to do: Insert watermarks and icons

A watermark is an identifying image, shape, or piece of text that overlays the document. Watermarks are usually very light so that
they don’t interfere with reading the text.

Icons are small images, usually embedded within a line of text. They’re typically used to add visual interest.
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5.6: Watermarks

Learning Objectives

¢ Insert a watermark.

Text Watermark

You can add a watermark to documents in Word by going to Design>Watermark. (In older versions of Word, it is often found in the
Page Layout tab rather than the Design tab.)

H -2 Document] - Word Sign in lEal

File Home i Layout References Mailings Review View @ Tell me r‘;_;_ Share [

. n . ;‘ParagraphSpa(mgv D @ D

|§| Effects -
— | Colors Fonts Watermark Page FPage
- + @ setas - Color ~ Borders

Confidential

Document Formatting

[The simplest model of communication relies o

the organization: For example, 8 manager (send
discuss the employee’s performance. The marke

announcement to reach potential customers [re o[ FDENTIAL | CONFIDENTIAL 2 DO NOT COPY 1

There is also an enormous range in the kinds of
an organization. For example, business commur,
organization; relay information within & busines
variety of topics including consumer behavior, &
corporate communication, research and measui
communication may alse refer to internal comm

director may be in charge of managing internal «
employees. From an HR point of view, effective @ More Watermarks from Office.com 4

trust and job satisfaction among employees. D Custom Watermark

The simplest model of communication relles.nn & Remove Watermark
More complex models add a fourth element: th

Pagel1of2 992words [|2

Choosing a watermark from the menu will apply it to every page in the document.

To change the text of the watermark, click Custom Watermark... at the bottom of the Watermark menu to open the Printed
Watermark dialog box.

Printed Watermark ? X

O Mo watermark
O Picture watermark
Select Picture...

Scale: Auto ~ Washout

Language: |English (United States) 5
Teut: COMNFIDENTIAL ~
Font: Calibri ~
Size: Auto ~

Color ~ Semitransparent

Layout: @ Diagonal O Horizontal

Apply oK Cancel

Here, you can customize the text and appearance of the watermark. Unchecking the semitransparent box will make the watermark
more visible (although the watermark will still not obscure the text).
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Practice Question

https://assessments.lumenlearning.co...essments/18611

Picture Watermark
To add an image as a watermark, go to Design>Watermark>Custom watermark... and select the Picture watermark in the Printed
Watermark dialog box.

Printed Watermark ? x

() No watermark

Select Picture,
Seale: Auto v Washout
O Text watermark
Language: | English [United States) %
Text: ASAP o
Font: Calibri %
Size: Auto v
Color Automatic e Semitransparent
Layout: Diagonal Horizontal
Apply oK Cancel

Click Select Picture... and then Browse to choose an image on your computer. Uncheck the Washout box if you want a darker,
more visible watermark. Then click OK in the Printed Watermark dialog box.

H -0 - Document! - Word Sign in =

File Home Insert Layout References Mailings Review View @ Tellme 4+ Share L,__‘

"1’_9“ TITLE m\.r Title n = Paragraph Spacing ~ D @ D
e i | et 1 [ Y - |§| Effects -
Themes | Zioiiooos | i Soooos _ Colors Fonts Watermark Page Page

. - T - - @ Setas Default o Color~ Borders
Document Formatting Page Background A
an organization. For example, business communication is used to promote products, services, oran
organization; relay information within 2 business; or deal with legal and similar issues. It encompasses a
variety of topics including consumer behavior, advertising, public relations, event management,
corporate communication, research and measurement, and reputation management. Business

communication may alse refer to internal communication: In a large company, a communications
director may be in charge of managing internal communication and crafting the messages sent to
employees. From an HR point of view, effective communication within an organizaticn is vital to building
trust and job satisfaction among employees.

The simplest model of communication relies on three distinct parts: sender, message, and receiver.
More complex models add a fourth element: the channel used to send the message. We'll talk more
about channels later in this medule, but for now, you can think of the channel as the medium, or form,
of the message. Channels can take verbal, nonverbal, and written forms. Emails, conversations, video
conferences, television ads, and Web site publications are all examples of specific communication
channels. In business, the sender and receiver roles can be filled by many people within and outside of
the organization: For example, @ manager (sender) holds a meeting with an employes (receiver) to
discuss the employee’s performance. The marketing department (sender) publishes a product launch
announcement to reach potential customers (receivers).

There is also an enormous range in the kinds of communication that take place within and to and from
an crganization. For example, business communication is used to promote products, services, or an
organization; relay information within 2 business; or deal with legal and similar issues. It encompasses a
variety of topics including consumer behavior, advertising, public relations, event management,

Page1o0f2 992words [ Ed B - 1 +
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-
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5.7: lcons in Word

Learning Outcomes

¢ Create a Word document with inserted icon.
There is one more thing Rosamine wishes to incorporate into her document—a final icon.

Rosamine’s GM has a good sense of humor, so Rosamine chooses a different icon to end with in each of her reports. This time she
wants a little piggy bank icon. To do this, she puts her cursor where she wants the icon to go, clicks on the Insert tab, and selects
the Icon button. After scrolling down, she finds the piggy bank icon, selects it, and clicks the Insert button.
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The little piggy is now in the document but needs a bit of adjusting. Like she can with the table and chart, Rosamine can drag the
little image circle boarder to make the icon smaller. She also selects the button to have the icon move behind the text.
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Rowen Retzil Store Sales 2017 Sales

This year is on track to be the highest grossing
sales year in comparison to the last three years.
Mast of the sales occur in the fourth gquarter and
typically equal 80% of total sales for the year. This
year the combine totzl for the first two quarters is
5340,921 which is 25% ahead of the sales figures
fromin 2016.

This gquarter the top szles figures are from Store 2
and we congratulate them. Store 3 ran continuous
smaller sales promotions throughout the second Suggested Sales Improvements .ir

quarter which boosted their sales figures. In

. N Th fiw 1l I ti i
comparison, Store 1 and 2 ran one main sale ere are five smaller sales promotion campaigns

M- - rolling out in quarter three to capitalize on lessons
pramation in the quarter. With further research, & a P

the suggestion from the sales figures is that learned from Store 3°s success this year. To see

running multiple smaller campaigns brings in the details for these campaigns, please refer to
the marketing departments PowerPoint

shoppers more frequently and boosts the sale of presentation Q3 Sales Fromotions.pptx.
additional products in addition to sales products.

Practice Question
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Now the little piggy bank is in place, and Rosamine has finished her report. She makes sure to save her file where she can easily

find it again and emails it to her General Manager. Well done, Rosamine!
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5.8: Introduction to Citations

What you'll learn to do: Insert citations

Certain formatting and style conventions must be followed when writing a research paper or manuscript, especially when
identifying sources. Instead of footnotes, in-text citations can be inserted to acknowledge sources of quotations or borrowed ideas
rather than plagiarizing information. Word supports three popular styles for citing references: the APA (American Psychological
Association), the CMS (Chicago Manual of Style), and the MLA (Modern Language Association).
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5.9: Citations

Learning Outcomes

o Insert citations
To enter in-text citations, Word provides a dialog box to capture the pertinent information.

1. Click References.

2. Click Insert Citation.

3. Click Add New Source in drop down.

4. Type necessary information into the fields provided.

After filling in the dialog box, click OK and Word automatically places the citation at the insertion point.

~

Type of Source | Document From Web site &
Bibliography Fields for APA
Author: Edit...
| Corporate Author:
Name of Web page:
Name of Web site:
URL:
Year:
Month:

Day:

Example: Dickens, Charles; Hemingway, Ernest
Show all bibliography fields

Type of Source: Placeholder1 Cancel 0K
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5.10: Introduction to Mail Merge

What you'll learn to do: Perform a mail merge

Most Word users only use a small fraction of the features available to them. One of the most powerful features of Word is merging
documents. Mail merge is very helpful when you want to send the same letter to a number of people. Word will even create an
addressed envelope for each letter.
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5.11: Mail Merge

Learning Outcomes
e Perform a mail merge

The Mail Merge feature creates letters, labels, envelopes, and emails all with personalized data. A merge usually requires two
documents—the data source file that contains the variable information to be inserted, and a main document with the text and fields

that identify where the variable data is to be inserted.
Word has a handy wizard to guide you through the mail merge process.

1. Click Mailings > Start Mail Merge > Step by Step Mail Merge Wizard.

2. Click Select Document Type and then click Next: Starting document hyperlink.

3. At the second Mail Merge task pane, click Start from existing document.

4. Click the Open button. At the Open dialog box, browse to the data file containing the information to be inserted, and double-
click it.

5. At the third task pane, click on the Use an existing list and then Browse.

6. At the Select Data Source dialog box, navigate to your storage file and then double-click it.

7. At the Mail Merge Recipients dialog box, click OK.

8. Click the Write your Letter hyperlink.

Continue to follow the instructions provided by the wizard to complete your document.

Practice Question
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5.11: Mail Merge is shared under a CC BY license and was authored, remixed, and/or curated by LibreTexts.
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5.12: Introduction to Internet and Word

What you'll learn to do: Use internet tools to enhance Word documents

There are several features that can help you take advantage of the internet and its capabilities in your Word documents.

5.12: Introduction to Internet and Word is shared under a CC BY license and was authored, remixed, and/or curated by LibreTexts.
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5.13: Internet and Word

Learning Outcomes
o Use internet tools to enhance Word documents.

Rowan Retail Store #1 is using Word to present their plan for the Q3 sales campaign. The campaign for this store will be through
social media and the focus on selling more sporting goods in the store. Shanda Bates is creating the Word document.

First, Shanda opens Word on her computer and decides she will use a report template. She searches for business reports. Word’s
search bar uses the internet to find thousands of report templates for Shanda to use. This is one way the internet is integrated into a
Word document.
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After Shanda selects and downloads the report template, she types in the titles and other information on the first page.
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Downloading your template

Business report (Median theme)

Next, Shanda begins to compose the plan and wants pictures and icons to add where appropriate, so she opens a web browser and
searches for images. To find usable images she selects the Tools>Images for reuse option, which sorts the images to fit this
parameter. Shanda finds a little shop icon, copies (Ctrl+C or Cmd+C) and pastes (Ctrl+V or Cmd+V) it into the report. She then
drags it and resizes it to fit.
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Practice Question
https://assessments.lumenlearning.co...essments/18617
She continues to search for images, but this time she uses the Online Pictures button within Word to find a usable Facebook icon.
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She searches and finds an appropriate icon and clicks to insert it in her document.
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After resizing the icon, Shanda wraps the text by the icon so that it fits on the page with the text
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she watched to create this plan is a good idea. She searches
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Shanda thinks that including a link to the social media strategy video
and finds the video in YouTube, then copies the link and pastes it into the plan. Alternatively, she could click the share button and

share the video on various social media platforms
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She continues to fill in the text of the plan and finish this report off. Let’s have a quick recap of the integration actions she took.
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FACEBOOK PLAN
The Facebook plan is over a four week period. Each week will emphasize a
different discounted sporting goeod. The campaign encourages customers to snap
pictures with the sporting good items and post on Facebook to get the discount. The =
following chart illustrates the products based on the four week cycle, -
=
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1. Store icon. Shanda searched the internet for an appropriate icon, copied it, pasted it, resized it, chose a layout, and dragged the
icon to the place in the document she liked.
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2. Hyperlinked YouTube page. Shanda included a link to the video by finding the video on YouTube, then copying and pasting
the link into the report. The link can now be clicked to take the reader to watch the video.

3. Graphic chart. Shanda searched with Word’s Online Picture button and found a chart to display her social media campaign
plan’s purpose. Like before, she copied the chart, pasted it, resized it, chose a layout, and centered the chart.

4. Facebook icon. Shanda searched with Word’s Online Picture button to find the Facebook icon to put next to the Facebook
section in her report. She copied it, pasted it, resized it, and picked the appropriate layout option, then dragged the icon to the
appropriate place in the document.

These same processes of search, find, copy, paste, resize, and so on are going to be the same in Excel and PowerPoint.

Practice Question

https://assessments.lumenlearning.co...essments/18616
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5.14: Putting It Together- Microsoft Word Advanced Skills

We have now explored Microsoft Word. After careful reading and a bit of practice, you can now create a great variety of documents
that will suit your business needs.

Remember that Microsoft Word still has many more features and tools to offer. If you are interested in learning more, Microsoft’s
website is a good place to check, or you can run a web search for how to use a particular feature.

And of course, if you get stuck or can’t remember how to do something from this module, you can always come back and review.

Contributors and Attributions
Lumen Learning authored content

o Putting It Together: Microsoft Word Advanced Skills. Authored by: Lumen Learning. License: CC BY: Attribution

5.14: Putting It Together- Microsoft Word Advanced Skills is shared under a CC BY license and was authored, remixed, and/or curated by
LibreTexts.
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5.15: Assignment- Edit a Newsletter

For this assignment, you will be using what you have learned so far and format a newsletter draft. Follow the directions, then
submit your assignment. If you get stuck on a step, review this module and ask your classmates for help in the discussion forum.

1. Download the newsletter template to the Rowan folder on your desktop.
2. Open the template in Word by either double-clicking the downloaded template in File Explorer or opening it in Word by going
to File>Open>Browse and then selecting the downloaded template.
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Rowango App Lets Customers Shop Anywhere

Want great savings on the go? The new Rowango app is free and available on i05 and Android. First-time users who
download the app get a coupon for 20% off their first purchase. In addition, customers using the Rowangg app to shop
get a 2% discount on all future Rowan purchases. Log in using your Rowangg credentials and watch the savings pile up.

Rowange also offers a new long-asked-for feature: mobile payment. Rowango digitizes and replaces the credit or debit
magnetic stripe card transaction at credit card terminals Dy allawmg users to store debit carus, credit cards, glﬂ cards,
loyalty cards, and coupon codes, as well as sales their 3

Moebile wallet generally refers to payment services operated under financial requlation and performed from or via a
mebile device. Instead of paying with cash, check, or credit cards, a consumer can use a smartphone to pay for a wide
range of services and digital or hard goods. Although the concept of using non-coin-based currency systems has a long
history, only recently has the technolagy to support such systems become widely available

Employee of the Month: Shanice Jones

Congratulations to our employee of the month, Shanice Jones! Shanice started working as a cashier at Rowan in May
2015. Within six months, her dedicated work ethic, cheerful attitude, and exceptional leadership skills propelled her to
being fleor manager. When asked what she likes about working for Rowan, Shanice said, *| love all the great people |
work with. | count every ane of my coworkers as a good friend ” Shanice’s supervisor, Lorenzo Ricet, bragged: “Shanice
is an absolute asset to the team. She consistently surpasses target goals for her floor, and she's a great person to be
around. She inspires everyone around her *

In h ning (two mas

1), reading comic books, and spending time with -
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3. Save the file to the Rowan folder on your desktop as BA132_LastName_Newsletter.docx, replacing “LastName” with your
own last name. (Example: BA132_Hywater_Newsletter) If you opened the template through Word, remember to select Save As
and change the file extension to .docx. It is a good idea to save your work periodically.

4. Change the “RowanGo App Lets Customers Shop Anywhere” and “Employee of the Month: Shanice Jones” articles to two
columns.
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Rowango App Lets Customers Shop
Anywhere

‘Want great savings on the go? The new Rowange app is
free and available oniOS and Android. First-time users
‘who download the app get a coupon for 20% off their
first purchase. In addition, customers using the
Rowango app to shop get a 2% discount on all future
Rowan purchases. Log in using your Rowango
credentials and watch the savings pile up.

Rowango also offers a new long-asked-for feature:
mobile payment. Rowange digitizes and replaces the
credit or debit magnetic stripe card transaction at
credit card terminals by allowing users to store debit
cards, credit cards, gift cards, loyalty cards, and coupon
cedes, as well as redeeming sales promaotions on their
smartphone.

Mabile wallet generally refers to payment services
operated under financial regulation and performed
from or via a mobile device. Instead of paying with
cash, check, or credit cards, a consumer can use a

smartphone to pay for a wide range of services and

Pagelof2 389words [

File Home Insert Design Layout References Mailings Review
E % IE reaks > Indent Spacing
17 Li 3= - ~1=
- LineNumbers~ | 3= Left: 0
Margins Orientation Sze Columns — ' — B
£ ~ . b Hyphenation~ | =t Right 0 N
Page Setup (] Paragraph

ROWAN RETAIL

View Help 1% Share

Iﬂ EAhgnl'

)
Selection
Pane =

O Comments

L]

] Artange ~

non-coin-based currency systems has a long history,
only recently has the technology to support such
systems become widely available |

Employee of the Month: Shanice

Jones

Congratulations to our employee of the month,
Shanice Jones! Shanice started working as a cashier at
Rowan in May zo15. Within six months, her dedicated
work ethic, cheerful attitude, and exceptional
leadership skills propelled her to being floor manager.
When asked what she likes about working for Rowan,
Shanice said, "l love all the great people | work with. |
count every one of my coworkers as a good friend "
Shanice’s supervisor, Lorenzo Ricet, bragged: "Shanice
is an absolute asset to the team. She consistently
surpasses target goals for her floor, and she’s a great
person to be around. She inspires everyone around
her.”

In her free time, Shanice enjoys running (two
marathons and counting'), reading comic books, and
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5. Use Find and Replace to change every “Rowango” to “RowanGo”.
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Rowan App Lets Customers Shop

Anywhere

Want great savings on the go? The new Rowan app is
free and available on {05 and Android. First-time users
who download the app get a coupan for 20% off their
first purchase. In addition, customers using the Rowan
app to shop get a 2% discount on all future Rowan
purchases. Log in using your Rowan credentials and
watch the savings pile up

Rowan also offers a new long-asked-for feature: mobile
payment. Rowan digitizes and replaces the credit or
debit magnetic stripe card transaction at credit card
terminals by allowing users to store debit cards, credit
cards, gift cards, loyalty cards, and coupon codes, as
well as redeeming sales promotions on their
smartphone.

Mobile wallet generally refers to payment services

operated under financial regulation and performed

from or via a mobile device. Instead of paying with

cash, check, or credit cards, a consumer can use a

smartphone to pay for a wide range of services and
389 words [}

Page 1 of 2

Mailings Review

Module 5 Assignment - Newsl

View Help 1% Share 1 Comments
N ~ | OFind ~
2L 9 nasbcenc AaBhC( AsBbcede AaBbC( o
&, Replace
ThNomal | TSilel  TNeSpec. Headingl [ | o
[E] Styles 5 Editing ~

ROWAN RETAIL

non-coin-based currency systems has a leng history,
only recently has the technology to support such
systems become widely available.

Employee of the Month: Shanice

Jones

Congratulations to our employee of the month,
Shanice Jones! Shanice started working as a cashier at
Rowan in May 2015. Within six months, her dedicated
work ethic, cheerful attitude, and exceptional
leadership skills propelled her to being floor manager.
When asked what she likes about working for Rowan,
Shanice said, "l love all the great people | work with. |
count every one of my coworkers as a good friend
Shanice's supervisor, Lorenzo Ricet, bragged: "Shanice
is an absolute asset to the team_ She consistently
surpasses target goals for her floor, and she's a great
person to be around. She inspires everyone around
her”

In her free time, Shanice enjoys running (two
marathons and counting!), reading comic books, and
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6. Add a right tab stop to the sales in the “Splash into Summer with Sales!” text box and right-align the dates of the sales.

Madule 5 Assignment - Mewsletter
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debit magnetic stripe card transaction at credit card
terminals by allowing users to stere debit cards, credit
cards, gift cards, loyalty cards, and coupon codes, as
well as redeeming sales promotions on thair

smartphone

Mobile wallet generally refers to payment services
operated under financial regulation and performed
from or via a mobile device. Instead of paying with
cash, check, or credit cards, a consumer can use a
smartphone to pay for a wide range of services and
digital or hard goods. Although the concept of using
non-coin-based currency systems has a long history,
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o "
count every one of my coworkers as a good friend.”
Shanica’s supervisor, Lorenzo Ricet, bragged: “Shanice
is an absolute asset to the team. She consistently
surpasses target geals for her floor, and she's a great.
person to be around. She inspires everyone around
her.”

T

In her free time, Shanice enjoys running (two
marathons and counting!), reading comic books, and
spending time with her two children_ Shanice's
personal motto is, "It always seems impossible until it's
done.” Way to go, Shanice!

June 1-2

June 1-14

June 20-27, 5pm—12am
July 2-5

July 9-13

July 15-19

July 31-Sept 1

. Focus
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7. Apply at least one text effect (out of Outline, Shadow, Reflection, or Glow) to the words “Rowan Retail” at the top of the
newsletter. Be sure the words are still within the text box.
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Rowan App Lets Customers Shop

Anywhere

‘Want great savings on the go? The new Rowan app is
free and available on iOS and Android. First-time users
‘who download the app get a coupon for 20% off their
first purchase. In addition, customers using the Rowan
app to shop get a 2% discount on all future Rowan
purchases. Log in using your Rowan credentials and
‘watch the savings pile up.

Rowan also offers a new long-asked-for feature: mobile
payment. Rowan digitizes and replaces the credit or
debit magnetic stripe card transaction at credit card
terminals by allowing users to store debit cards, credit
cards, gift cards, loyalty cards, and coupon codes, as
‘well as redeeming sales prometions on their
smartphone

Mobile wallet generally refers to payment services

operated under financial regulation and performed
o
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only recently has the technology to support such
systems become widely available

Employee of the Month: Shanice
Jones

Congratulations to our employee of the month,
Shanice Jones! Shanice started working as a cashier at
Rowan in May 2015 Within six months, her dedicated
work ethic, cheerful attitude, and exceptional
leadership skills propelled her to being floor manager.
When asked what she likes about working for Rowan,
Shanice said, *I love all the great people | work with. |
count every one of my coworkers as a good friend.”
Shanice's supervisor, Lorenza Ricet, bragged: "Shanice
is an absolute asset to the team_ She consistently
surpasses target goals for her floor, and she's a great
person to be around. She inspires everyone around
her”

In her free time, Shanice enjoys running (two
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8. Add a citation of the Wikipedia page (https://en.Wikipedia.org/wiki/Mobile_payment) for mobile payment in the second

paragraph after the words “mobile payment.”
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Rowan also offers a new long-asked-for feature: mobile
payment (Wikipedia, 2017). Rowan digitizes and
replaces the credit or debit magnetic stripe card
transaction at credit card terminals by allowing users to
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Shanice’s supervisor, Lorenzo Ricat, bragged: "Shanice
is an absolute asset to the team. She consistently
surpasses target goals for her floor, and she's a great
person to be around. She inspires everyone around
her.”

In her free time, Shanice enjoys running (two
marathons and counting!), reading comic books, and
spending time with her two children. Shanice's
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5.16: Discussion- Advanced Shortcuts

We have previously covered some commonly known shortcuts that speed up a lot of basic functions, such as copying and pasting
and doing some basic formatting. Watch the video below to see a sample of other shortcuts that are available, then answer the
questions below. While the video shows an older version of Word (Microsoft Word 2016), the same shortcuts work in other
versions of Word, including 2019 and 365.

A link to an interactive elements can be found at the bottom of this page.

You can also view a transcript for the video “Practical Word 2016 Shortcuts #2” here (opens in new window).

Discussion Questions
¢ Do you find shortcuts to be helpful or overwhelming? Why?
¢ As you’ve worked through the projects in this class, is there anything you wish had a shortcut?

Share your opinions below and respond to two of your classmates’ thoughts.

Contributors and Attributions
CC licensed content, Original

e Discussion: Advanced Shortcuts. Authored by: Lumen Learning. License: CC BY: Attribution

CC licensed content, Shared previously

e Practical Word 2016 Shortcuts #2. Authored by: Burn to Learn. Located at: https://www.youtube.com/watch?
v=3LeSQvo3M8g. License: CC BY: Attribution

5.16: Discussion- Advanced Shortcuts is shared under a CC BY license and was authored, remixed, and/or curated by LibreTexts.

https://biz.libretexts.org/@go/page/46501



https://libretexts.org/
https://creativecommons.org/licenses/by/4.0/
https://biz.libretexts.org/@go/page/46501?pdf
https://biz.libretexts.org/Courses/Lumen_Learning/Book%3A_Computer_Applications_for_Managers_(Lumen)/05%3A_Microsoft_Word_Advanced_Skills/5.16%3A_Discussion-_Advanced_Shortcuts
https://course-building.s3-us-west-2.amazonaws.com/ComputerApps/Transcripts/PracticalWord2016Shortcuts_Transcript.txt
https://creativecommons.org/licenses/by/4.0
https://www.youtube.com/watch?v=3LeSQvo3M8g
https://creativecommons.org/licenses/by/4.0
https://biz.libretexts.org/Courses/Lumen_Learning/Book%3A_Computer_Applications_for_Managers_(Lumen)/05%3A_Microsoft_Word_Advanced_Skills/5.16%3A_Discussion-_Advanced_Shortcuts
https://creativecommons.org/licenses/by/

LibreTextsw
CHAPTER OVERVIEW

6: Microsoft Excel Basic Skills

Learning Objectives

o Using Excel
e Basic Formatting and Layout
¢ Basic Formatting and Layout

6.1: Why It Matters- Microsoft Excel Basic Skills
6.2: Introduction to Using Excel

6.3: Creating a New Workbook

6.4: Entering Data

6.5: Introduction to Basic Formatting and Layout

6.6: Table Styles

6.7: Cell Styles

6.8: Cell Format

6.9: Comma Styles

6.10: Rearranging Tables

6.11: Changing Width of Columns and Rows

6.12: Introduction to Using Multiple Worksheets
6.13: Creating a Workbook with Multiple Worksheets
6.14: Putting It Together- Microsoft Excel Basic Skills
6.15: Assignment- Organize Sales Data

6.16: Discussion- Merging and Centering Cells

6: Microsoft Excel Basic Skills is shared under a CC BY license and was authored, remixed, and/or curated by LibreTexts.



https://libretexts.org/
https://biz.libretexts.org/Courses/Lumen_Learning/Book%3A_Computer_Applications_for_Managers_(Lumen)/06%3A_Microsoft_Excel_Basic_Skills/6.01%3A_Why_It_Matters-_Microsoft_Excel_Basic_Skills
https://biz.libretexts.org/Courses/Lumen_Learning/Book%3A_Computer_Applications_for_Managers_(Lumen)/06%3A_Microsoft_Excel_Basic_Skills/6.02%3A_Introduction_to_Using_Excel
https://biz.libretexts.org/Courses/Lumen_Learning/Book%3A_Computer_Applications_for_Managers_(Lumen)/06%3A_Microsoft_Excel_Basic_Skills/6.03%3A_Creating_a_New_Workbook
https://biz.libretexts.org/Courses/Lumen_Learning/Book%3A_Computer_Applications_for_Managers_(Lumen)/06%3A_Microsoft_Excel_Basic_Skills/6.04%3A_Entering_Data
https://biz.libretexts.org/Courses/Lumen_Learning/Book%3A_Computer_Applications_for_Managers_(Lumen)/06%3A_Microsoft_Excel_Basic_Skills/6.05%3A_Introduction_to_Basic_Formatting_and_Layout
https://biz.libretexts.org/Courses/Lumen_Learning/Book%3A_Computer_Applications_for_Managers_(Lumen)/06%3A_Microsoft_Excel_Basic_Skills/6.06%3A_Table_Styles
https://biz.libretexts.org/Courses/Lumen_Learning/Book%3A_Computer_Applications_for_Managers_(Lumen)/06%3A_Microsoft_Excel_Basic_Skills/6.07%3A_Cell_Styles
https://biz.libretexts.org/Courses/Lumen_Learning/Book%3A_Computer_Applications_for_Managers_(Lumen)/06%3A_Microsoft_Excel_Basic_Skills/6.08%3A_Cell_Format
https://biz.libretexts.org/Courses/Lumen_Learning/Book%3A_Computer_Applications_for_Managers_(Lumen)/06%3A_Microsoft_Excel_Basic_Skills/6.09%3A_Comma_Styles
https://biz.libretexts.org/Courses/Lumen_Learning/Book%3A_Computer_Applications_for_Managers_(Lumen)/06%3A_Microsoft_Excel_Basic_Skills/6.10%3A_Rearranging_Tables
https://biz.libretexts.org/Courses/Lumen_Learning/Book%3A_Computer_Applications_for_Managers_(Lumen)/06%3A_Microsoft_Excel_Basic_Skills/6.11%3A_Changing_Width_of_Columns_and_Rows
https://biz.libretexts.org/Courses/Lumen_Learning/Book%3A_Computer_Applications_for_Managers_(Lumen)/06%3A_Microsoft_Excel_Basic_Skills/6.12%3A_Introduction_to_Using_Multiple_Worksheets
https://biz.libretexts.org/Courses/Lumen_Learning/Book%3A_Computer_Applications_for_Managers_(Lumen)/06%3A_Microsoft_Excel_Basic_Skills/6.13%3A_Creating_a_Workbook_with_Multiple_Worksheets
https://biz.libretexts.org/Courses/Lumen_Learning/Book%3A_Computer_Applications_for_Managers_(Lumen)/06%3A_Microsoft_Excel_Basic_Skills/6.14%3A_Putting_It_Together-_Microsoft_Excel_Basic_Skills
https://biz.libretexts.org/Courses/Lumen_Learning/Book%3A_Computer_Applications_for_Managers_(Lumen)/06%3A_Microsoft_Excel_Basic_Skills/6.15%3A_Assignment-_Organize_Sales_Data
https://biz.libretexts.org/Courses/Lumen_Learning/Book%3A_Computer_Applications_for_Managers_(Lumen)/06%3A_Microsoft_Excel_Basic_Skills/6.16%3A_Discussion-_Merging_and_Centering_Cells
https://biz.libretexts.org/Courses/Lumen_Learning/Book%3A_Computer_Applications_for_Managers_(Lumen)/06%3A_Microsoft_Excel_Basic_Skills
https://creativecommons.org/licenses/by/

LibreTextsm

6.1: Why It Matters- Microsoft Excel Basic Skills

Why learn to complete basic skills in Microsoft Excel?

Imagine that you have a lot of business data. Perhaps you have names and addresses for a mailing list. Maybe you have inventory
data or quarterly sales values. All this information could be kept in a Word document, but Microsoft Office actually has an
extremely useful program for organizing, storing, and even manipulating data: Microsoft Excel.

In this module, you will learn the basics of using Excel, focused on rearranging information into tables and changing style
elements. Before we begin, here is some key information about Excel to remember before we start using this program.

1. The entire Excel file is called a workbook. Each individual page of the workbook is called a worksheet. When you are actually
working in Excel, the page in which you enter data is a worksheet. We will discuss worksheets in more detail later but just
remember, a worksheet is like a page in Word.

2. Also just like in Word, Excel has a ribbon area at the top of the window with different tabs for different controls.
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6.2: Introduction to Using Excel

What you'll learn to do: create a worksheet and add data.

Learning to use Microsoft Excel is one of the most helpful and versatile workplace skills you can acquire, and creating a worksheet
in a workbook is the first step. Many of the skills you learned for Microsoft Word can also be applied to Microsoft Excel, such as
basic text formatting and file extensions. The file extension for a Microsoft Excel workbook is .xlsx, although pre-2003 versions of
Excel might use .xIs.
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6.3: Creating a New Workbook

Learning Outcomes

o Create a new Excel workbook.

You can open Excel from the Start menu (or the Applications folder on a Mac) by clicking on the Excel icon. The Excel icon comes
in a variety of forms depending on your OS and version of Excel, but it always features the color green and the letter X.

When you open Excel, some versions of Excel may take you straight to a new blank workbook. Newer versions such as Excel 2019
will take you to a menu called backstage view to choose to open a new blank workbook or open a new workbook from a template.

If you already have a file open in Excel, you can create a new document by clicking File>New. You can also use the shortcut
Ctrl+N (Cmnd+N for Mac).

Search for online templates »
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Note that the backstage view on a Mac computer is a little different.
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To open a blank workbook, double-click the blank workbook option.
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Before using a workbook, it is helpful to know a few key terms.
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Practice Question
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1. Cell. This is the area where you will enter data.

2. Row. Rows are cells aligned horizontally.

3. Column. Columns are cells aligned vertically.

4. Worksheet. A worksheet is a single page within a workbook. Like the tabs in an internet browser, the tabs in an Excel
workbook show different pages, or worksheets. A workbook may have many worksheets included in it. In this screenshot, the
workbook only has one worksheet and one tab, which is labeled Sheet1. The selected tab shows the selected worksheet.

Clicking the + button will add another worksheet. When you save a workbook in Excel, all of the worksheets in that workbook
are saved.
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6.4: Entering Data

Learning Outcomes
¢ Add data to a table.

Excel workbooks are used to organize data very clearly. Numerical data can be used in a variety of ways, some of which we will
examine in later modules. The first step, however, is simply to enter data into a table.

First, open a blank workbook. Next, click on the first cell for your data: this will almost always be A1.
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If you wish to organize your data in a column, you will hit ENTER to move to the next cell down. In this case, A2.
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If you wish to organize your data in a row, you will hit the Tab key to move to the next cell over. In this case, the next cell over is
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Enter all of your data into each individual cell until you are ready to save your workbook.
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6.5: Introduction to Basic Formatting and Layout

What you'll learn to do: change formatting, layout, and styles in Excel.

Like any Microsoft program, Excel will default to certain fonts, texts, and styles when you create a new worksheet. It is also very
easy within Excel to format individual cells with cell styles or multiple cells with a table style. Not only can formatting help make
your tables more attractive, but it can also help indicate information about the contents, such as whether the data in a cell reaches a
target goal. In this section, we will address how to change several default styles within Excel.

Contributors and Attributions
CC licensed content, Original

¢ Introduction to Basic Formatting and Layout. Authored by: Shelli Carter. License: CC BY: Attribution

6.5: Introduction to Basic Formatting and Layout is shared under a CC BY license and was authored, remixed, and/or curated by LibreTexts.

https://biz.libretexts.org/@go/page/46506


https://libretexts.org/
https://creativecommons.org/licenses/by/4.0/
https://biz.libretexts.org/@go/page/46506?pdf
https://biz.libretexts.org/Courses/Lumen_Learning/Book%3A_Computer_Applications_for_Managers_(Lumen)/06%3A_Microsoft_Excel_Basic_Skills/6.05%3A_Introduction_to_Basic_Formatting_and_Layout
https://creativecommons.org/licenses/by/4.0
https://biz.libretexts.org/Courses/Lumen_Learning/Book%3A_Computer_Applications_for_Managers_(Lumen)/06%3A_Microsoft_Excel_Basic_Skills/6.05%3A_Introduction_to_Basic_Formatting_and_Layout
https://creativecommons.org/licenses/by/

LibreTextsw

6.6: Table Styles

Learning Outcomes
o Apply table styles.

One very common task in Excel is to format a table with a particular style. The controls for table styles are found in the Styles group of the ribbon under
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There are many default table styles within Excel, as shown in the screenshot below. Among other uses, styles let you apply color schemes to tables that
can make them more readable. In order to apply a particular table style:

1. Select all the cells that belong in your table.
2. Click on the “Format as Table” button.
3. Choose which table style to apply.
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Select all the cells that belong in your table. Click on the “Format as Table” button. Choose which table style to apply.

In the screenshot example, each column is a particular type of information (Last name, First Name, Address). These are known as headers. When
applying the table style, be sure to check the box if your table has headers that you have already entered.
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Practice Question

https://assessments.lumenlearning.co...essments/18623
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Your final table would look something like the table below using the options shown in the screenshots.
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6.7: Cell Styles

Learning Outcomes
o Apply cell styles.

There are many default cell styles within Excel.

You can also apply a style to a cell or series of cells.
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In order to apply a particular cell style:
1. Select the cell(s) you wish to format.

2. Click on the appropriate style for your cell.

Practice Question

https://assessments.lumenlearning.co...essments/18624

In the screenshot below, two cells have a style applied.

1. “Good” cell indicates the data in that cell is good or correct.
2. “Check” cell indicates you may need to verify the information in that cell.
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6.8: Cell Format

Learning Objectives

e Change cell format.

As mentioned previously, Excel will default to certain styles when you create a new worksheet. In particular, this includes the way
that numbers are displayed and whether or not commas are automatically included. In this section, we will take a look at changing
these defaults.

When you type numbers into an Excel workbook, it will often default to a specific format. For example, if you type “12/15/17,”
Excel will convert this to read “12/15/2017,” assuming you were entering month, day, and abbreviated year. Similarly, “3/4” will
display at “4-Mar,” the fourth day of March. However, it is possible that you may have been entering fractions, so “3/4” was meant
to indicate three-quarters instead.

If this is the case, you will need to format your cells to properly display the information you are entering. When possible, consider
formatting your cells before you enter the data. Otherwise, Excel may convert some of the entries and you will need to re-enter that
information.

Method 1
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1. Begin by highlighting the cells you plan to use.
2. Select the Format dropdown from the Cells group of the ribbon.
3. Select the Format cells option at the bottom of the dropdown menu.

Practice question
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There are several available format options for cells 