Notes for practices and final exam

1. Word-Tessellations (repeated design):
** Warning: Right Click and save before you open. You may use this video for PC and this video for Mac. 

Step 1: Open a Word document

Start—Programs—Microsoft Office-Microsoft Office Word

Step 2: Click on View and select grid
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Step 3: Click on Insert and choose shapes and then choose the free form drawing tool as shown in this picture.
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[image: image18.bmp]
Step 4: Draw the first shape in the upper left hand corner

Step 5: Color your shape before copy and pasting.
Step 6: You may group objects by holding your shift key and clicking on the small parts of each object and then right click and choose group.
Step 7- Copy and paste to fill the page.
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2. Word- Picture Clips (photo inside of shape):

Step 1: Open a Word document

Start—Programs—Microsoft Office-Microsoft Office Word
Step 2: Make sure that the Drawing Toolbar is displayed either above or below the word 
document. You can do this by: Left click View (at the top)- left click Toolbars—
left click Drawing. It must have a check mark next to it.
Step 3: To insert a picture—Left click AutoShapes—Left click on one of the following: 
Stars & Banners, Callouts, or Basic Shapes. Left click on the shape that you 
wish to insert. Do this multiple times if you need more than one shape. If you 
cannot see the shape right away click on the blank page—it will appear. 

Step 4: Once the shapes are on the Word document. To fill them with a color or picture 
Left click on the Shape—Left click on the Paint Bucket located on your 
Drawing Toolbar (you may need to click just slightly to the right of the paint 
bucket on the downward pointing arrow this will display some options)—
now either select a color OR Left click on Fill Effects—Left click the Picture 
Tab—Click Select Picture—Browse through computer and insert this picture and 
click Okay. Now you have a Picture Clip…so save it to your computer!
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To make your 3D shape transparent

1- Right Click on the picture 

2- Choose Format Picture

3- Change the transparency.
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3. Word-Arrange Email in Order using Word & Convert Text to Table:
Step 1: select all email addresses then choose Table/Convert text to table and then use ; as separator and then choose 1 for the number of columns. 
Step 2: To alphabetize them: Highlight all the emails in the chart and Click Home- Click Sort  A-Z. 

	'bhickey@classlink2000.com'; 

	'chastel@theworld.com'; 

	'fastnotes@erols.com'; 

	'jfrank@kcftech.com'; 

	'kellycollini@hotmail.com'; '

	'kirk@minomech.com'; 

	laril773@aol.com'; 

	'maclean@uwyo.edu'; 

	rarendall@aol.com'; 

	'ruthrocke@aol.com'; '


4. Word-Create a table:
Step 1: Open a Word document

Start—Programs—Microsoft Office-Microsoft Office Word
Step 2: Left click Table (located at the top of the screen)—Left click Insert—Left 
click Table. Insert the number of rows and columns desired. (For the example we 
did in class you would need 8 Columns and 10 Rows.) 
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


Step 3: To “Split” the cells Highlight the cells you wish to merge by left clicking on one 
cell and dragging your cursor to the next cell you wish to merge it with. Keep 
the cells highlighted and Left click on merge cells
	
	1999
	2000
	2001

	
	
	
	
	
	
	

	Spring
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	Summer
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	Fall
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	Winter
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


Step 4: Making the writing horizontal: Left click once on the word you wish to make 
horizontal (Spring, Summer, Fall, or Winter)—Right click while cursor is on the 
word—Left click Text Direction—Select Vertical. Now Save to your computer!
	
	1999
	2000
	2001

	
	Income
	Cost
	Income
	Cost
	Income
	Cost

	Spring
	Local
	
	
	
	
	
	

	
	National
	
	
	
	
	
	

	Summer
	Local
	
	
	
	
	
	

	
	National
	
	
	
	
	
	

	Fall
	Local
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	Winter
	Local
	
	
	
	
	
	

	
	National
	
	
	
	
	
	


5. Word “Sort Table” to grade students:
Step 1: (I only included the first few from the original chart.) To insert another Column 
to the right simply click Table-click Insert-click Columns to the Right. Type
“Grade” into that new column. 
Step 2: Sort by Score to make associating a letter grade easier and quicker!
Step 3: Once sorted just follow the rule that the teacher provides and type in the correct 
corresponding letter grades. In this case F<60, D= 60-69, C= 70-79, B= 80-89, 
A= 90-100. 
	Name 
	Score
	Grade

	Christina Lukstein                      
	100
	A

	Erica Maner                             
	100
	A

	Barbara Snow                            
	99
	A

	Curtis Duran                            
	99
	A

	Michelle Killingsworth                  
	99
	A

	Elbia Martin                            
	99
	A

	Jessica Rodriguez                       
	99
	A

	christine huynh                         
	89
	B

	Carrie Ono                              
	88
	B

	Bobby Conti                             
	88
	B

	jamie munoz                             
	88
	B

	Yvette Frausto                          
	88
	B

	Candace Bierbrodt                       
	87
	B

	Elizabeth Duty                          
	87
	B

	Sarah Aguilar                           
	87
	B

	Tricia Holmquist                        
	87
	B

	Amy Date                                
	86
	B

	Nicole Price                            
	86
	B
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6. Word-Newsletter:

Step 1: Open a Word document

Start—Programs—Microsoft Office-Microsoft Office Word
Step 2: First insert a boarder: In office 2007 simply go to Page layout and then go page boarder. 
Step 3: To insert a banner: Add Text  and enlarge it to cover the whole first few lines. 
Step 4: To use two or more columns: Click on Page Layout (located at top of screen)—
and then click on Columns—drop down to see more columns.
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Step 5: To insert pictures:  [image: image5.png]


Left click Insert (located at top of screen)—Left click 
Picture—left click which type of picture i.e. clip art or one from a file. 
7. Excel Formulas to calculate:

Step 1: Open a Excel Spreadsheet

Start—Programs—Microsoft Office-Microsoft Office Excel

Step 2: For all conversion assignments you should know the equations used in the assignments first and then do the conversion as shown in this picture. Note where we write the equation.
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Step 3: for inches to centimeters you use =A2*2.54
For Miles to Kilometers you use =A2*1.65

For Earth to moon you use =A2*.166

See the following pictures to see how the final table should look like.

	Miles
	Kilometers

	 70
	115.5

	 82
	135.3

	90
	148.5

	102
	168.3

	110
	181.5


	Inch
	Centimeters

	5
	12.7

	7
	17.78

	9
	22.86

	11
	27.94

	13
	33.02

	15
	38.1

	17
	43.18


Step 4: Instead of making an equation for each individual cell you can simply do the first 
one and then drag the cell down. After you do the first cell it is usually outlined 
by a slightly darker border—simply place your cursor at the bottom right hand 
corner and left click and drag down to fill in all the remaining cells…this makes 
things a lot faster!
	Celsius
	Ferhenheit

	50
	122

	100
	212

	10
	50

	 44
	111.2

	0
	32

	20
	68


=9/5*(A2) +32
 This would read: Nine divided by 5 multiplied by the cell 



located at A2 
(50) plus 32= 122.

Step 4: Weight on Earth to Other Planets: First create your chart by filling in the proper columns and rows as shown in the excel spreadsheet below: Fill in the names, earth weight, and planets in their respective cells. Then you can begin adding the functions!
	Planet
	Factor

	Jupiter
	2.364

	Neptune
	1.12

	Mars
	0.377

	Mercury
	0.378

	Moon
	0.166

	Pluto
	0.059

	Saturn
	0.916

	Uranus
	0.889

	Venus
	0.907


	 
	Earth
	Moon
	Venus

	Kamille
	160
	
	

	Lorena
	145
	
	

	Diana
	138
	
	



Step 1: Left click on Insert—Left click on Function—Find Product 

(this is the multiplication function. If it is not listed then type in the word product 
in the top box and it will find it for you!) In Number 1 type A2 (which is the 
weight on earth).Sometimes the computer automatically does this for you. In 
Number 2 type in what you are multiplying A2 by, 
which 
in this equation will 
be different for each planet! Make sure to check the planet chart on the previous 
page! Drag down the cell to fill in the others below it!
8. Excel chart to create intersecting lines:

Step 1: create your graph in Excel. 
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Step 2: Create the function by typing it into the fx:_________ space provided near the 
top of the page. =(A2*4)-14 That is the equation used for 4x-14. Remember you 
must use the = sign before any equation that you are typing into that fx:_____ 
yourself! So for the two equations here you MUST do this! Once this is done drag 
down the first cell to fill in the other cells! 

Step 3: Create the next function for the second equation: 4-2x. This equation will be 
=4-(2*A2)  Drag down the cell to fill in the others.
Step 4: Once it is finished it should look like this: Now highlight the answers with your cursor to make the line graph that will intersect:
Step 5: Making the graph: Left click Insert-Left click Chart-Click Standard Types tab 
that will pop up—Select Line Graph—Click Next (at the bottom) and then click 
Finish or Okay whichever word comes up. If for any chance an extra line is 
graphed it is probably the numbers 1,2,3,4. For some reason it just does this on its 
own…to get rid of that one line simply left click on the line and push your delete 
key once. It should disappear. Then save this to your computer and start on the 
next activity!
9. Excel-Drawing Charts:

Step 1: Open a Excel Spreadsheet

Start—Programs—Microsoft Office-Microsoft Office Excel

Step 2: Create the excel chart with all the information we are given. Simply type in all 
the information into the cells creating this beautiful chart. Boys are assigned to a 
Number 1 and Girls to Number 2.
	Student
	Gender
	Math
	Science
	Reading

	Mike 
	1
	95
	40
	88.00

	Tim
	1
	75
	78
	99.00

	John
	1
	77
	77
	77.00

	Larry
	1
	72
	72
	50.00

	Don
	1
	80
	77
	89.00

	Sue
	2
	72
	89
	99.00

	Pat
	2
	76
	92
	84.00

	Jan
	2
	65
	98
	20.00

	Carol
	2
	57
	88
	72.00

	Kathy
	2
	30
	96
	86.00


Step 3: Graph comparing individuals (courses together, names separate):  Highlight 
all the information that you want to appear on the graph—in this case you want 
each student scores in all three classes and the Student Name so ONLY 
highlight as seen below. To highlight a column that is separate from the other 
information highlighted simply highlight The Student Column—Hold down on 
the CTRL key on your keyboard and continue to highlight the other information 
desired. As long as you hold down the CTRL key it will highlight. To highlight 
the subjects all at once Left click on the Most Top Left Cell  (Math) and drag it 
down to the Most Bottom Right Cell (86.00)—basically from one corner to 
another.
	Student
	Gender
	Math
	Science
	Reading

	Mike 
	1
	95
	40
	88.00

	Tim
	1
	75
	78
	99.00

	John
	1
	77
	77
	77.00

	Larry
	1
	72
	72
	50.00

	Don
	1
	80
	77
	89.00

	Sue
	2
	72
	89
	99.00

	Pat
	2
	76
	92
	84.00

	Jan
	2
	65
	98
	20.00

	Carol
	2
	57
	88
	72.00

	Kathy
	2
	30
	96
	86.00


Step 5: Once the information is highlighted Left click Insert—Click Chart—Select the 
Standard Types Tab—Select the chart you want, in this case Column-Select the 
chart sub-type that looks like what you want your graph to look like—Click 
Finish. Now you have the first chart:
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Step 6: Performance of all students (names together, courses separate): Right Click on the above chart and then choose select data as shown here

Step 7- Click on Switch Row/Column as shown here.
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Here is how your chart should look like.
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Step 7: Make a table like this to calculate the average of math , science, and reading for boys and girls as shown in this picture. 
Step 8: Add the Words Male and Female to the end of the chart we originally made. 
Male must be before Female: 
	Student
	Gender
	Math
	Science
	Reading

	Mike 
	1
	95
	40
	88.00

	Tim
	1
	75
	78
	99.00

	John
	1
	77
	77
	77.00

	Larry
	1
	72
	72
	50.00

	Don
	1
	80
	77
	89.00

	Sue
	2
	72
	89
	99.00

	Pat
	2
	76
	92
	84.00

	Jan
	2
	65
	98
	20.00

	Carol
	2
	57
	88
	72.00

	Kathy
	2
	30
	96
	86.00

	Male 
	
	
	
	

	Female
	
	
	
	


Step 9: To get the average of Males highlight all the boys’ scores in Math. Note**only 
do one subject at a time for this!
	Student
	Gender
	Math
	Science
	Reading

	Mike 
	1
	95
	40
	88.00

	Tim
	1
	75
	78
	99.00

	John
	1
	77
	77
	77.00

	Larry
	1
	72
	72
	50.00

	Don
	1
	80
	77
	89.00

	Sue
	2
	72
	89
	99.00

	Pat
	2
	76
	92
	84.00

	Jan
	2
	65
	98
	20.00

	Carol
	2
	57
	88
	72.00

	Kathy
	2
	30
	96
	86.00

	Male 
	
	
	
	

	Female
	
	
	
	


Step 10: Click on the ∑ which is located on the Standard Toolbar. It is called the Auto 
Sum. If this toolbar is not already displayed then Click View-Click Toolbars—
Click Standard Toolbar. A list of words should drop down when you click 
this—Select AVERAGE. There will now be a number in the box where “Male” 
and “Math” meet—this is the average of MALES. Do the same for each subject. 
Once you are finished with males follow the same exact steps for Females! 
Don’t worry about where the AVERAGE number will go…it knows to go to 
the next open cell, which is below Males…so that is easy and no sweat!
	Student
	Gender
	Math
	Science
	Reading

	Mike 
	1
	95
	40
	88.00

	Tim
	1
	75
	78
	99.00

	John
	1
	77
	77
	77.00

	Larry
	1
	72
	72
	50.00

	Don
	1
	80
	77
	89.00

	Sue
	2
	72
	89
	99.00

	Pat
	2
	76
	92
	84.00

	Jan
	2
	65
	98
	20.00

	Carol
	2
	57
	88
	72.00

	Kathy
	2
	30
	96
	86.00

	Male 
	
	79.8
	
	

	Female
	
	
	
	


Step 11: Once you have all the averages for Males and Females in each subject we are 
ready to make the last two graphs! 
Step 12: Male v. Female (genders together, courses separate): Highlight the 
information we need: Don’t forget to hold down on the CTRL key so that we 
don’t include any unwanted cells! 
	Student
	Gender
	Math
	Science
	Reading

	Mike 
	1
	95
	40
	88.00

	Tim
	1
	75
	78
	99.00

	John
	1
	77
	77
	77.00

	Larry
	1
	72
	72
	50.00

	Don
	1
	80
	77
	89.00

	Sue
	2
	72
	89
	99.00

	Pat
	2
	76
	92
	84.00

	Jan
	2
	65
	98
	20.00

	Carol
	2
	57
	88
	72.00

	Kathy
	2
	30
	96
	86.00

	Male 
	
	79.8
	68.8
	80.6

	Female
	
	60
	92.6
	72.2


Step 13: Click Insert—Click Chart—Click Columns—Click Next-Click Rows—
Click Finish. 
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Step 14: Male v. Female (courses together, gender separate): Follow exactly the 
same directions BUT Click Columns instead of Rows and click Finish….this 
one must be COLUMNS!
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Step 15: If for whatever reason one of the headings is not showing up like the Subjects or the Male/Female…then cut and paste the cells so that it makes its own chart…sometimes if you highlight like I did above in Step 12 when you make the graph it will say Series 1 instead of Math…etc. So make the following:

	Gender
	Math
	Science
	Reading

	Male
	79.8
	68.8
	80.60

	Female
	60
	92.6
	72.2


To do this you must Copy and Paste them into their own area so they make a new chart. You can do this directly below the original chart if you want so that everything looks like this—just make sure you only highlight what you need and not all the information! If you do this before calculating the AVERAGES…the computer will still know exactly where to place them! 
	Student
	Gender
	Math
	Science
	Reading

	Mike 
	1
	95
	40
	88.00

	Tim
	1
	75
	78
	99.00

	John
	1
	77
	77
	77.00

	Larry
	1
	72
	72
	50.00

	Don
	1
	80
	77
	89.00

	Sue
	2
	72
	89
	99.00

	Pat
	2
	76
	92
	84.00

	Jan
	2
	65
	98
	20.00

	Carol
	2
	57
	88
	72.00

	Kathy
	2
	30
	96
	86.00

	
	
	Math
	Science
	Reading

	Male 
	
	79.8
	68.8
	80.6

	Female
	
	60
	92.6
	72.2


10. Excel-Visual Fractions (pie graphs and line charts): 

	1

	1

	1

	1

	1

	1

	1

	1

	1

	1

	

	


Step 1: For a pie graph sliced into tenths simply type the number 1 into ten cells—
Highlight the cells—Left Click Insert-Click Chart—Select Pie Graph-Click 
Finish. If the professor asks for specifically 3/10 then you must color in three 
slices of the pie 1 color and the remaining 7 slices the same but different color. 
This will give the appearance of 3/10. To do so for a Pie chart sliced into 
5ths…simply highlight 5 cells of the ten you already made for the first chart and 
follow the same directions. Do the same for 3/7—Highlight 7 of the cells and 
follow the same directions again with coloring and all. 
Step 2: Coloring the individual Cells: Left click on the individual Pie slices that you wish 
to color in. Sometimes it will take awhile to get it to highlight just one specific pie 
but don’t get frustrated—keep Left clicking on the single pie slice. Then to color 
it Double Click—Select a color—if you wish to do fill effects as well you may 
do so. 
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11. Excel- Calculate averages and letter grades based on scores:
Step 1: Open a Excel Spreadsheet

Start—Programs—Microsoft Office-Microsoft Office Excel

Step 2: Fill in the appropriate cells with all the provided information: 
Step 3: Add the information that you want to find to the chart before beginning and save 
the whole document. In the class assignment we added Weighted Grades and 
Letter Grades!

	Name
	HW1
	HW2
	QUIZ1
	HW3
	QUIZ2
	HW4
	TEST1
	TEST2
	Weighted Grade
	Letter Grade

	Joe
	92
	87
	36
	44
	72
	91
	83
	80
	
	

	Juan
	76
	86
	96
	72
	82
	92
	90
	88
	
	

	Juanita
	90
	100
	99
	98
	92
	89
	91
	93
	
	

	Leah
	41
	72
	87
	86
	91
	81
	72
	73
	
	

	David
	99
	86
	68
	61
	59
	87
	53
	51
	
	


Step 4: The sample formula provided by the teacher to calculate weighted grades must be 
typed into the fx:_________ at the top of the screen. Once this is done you can 
drag down the information for all the following cells!
=(0.1*AVERAGE(B2,C2,E2,G2)+0.4*AVERAGE(D2,F2)+0.5*AVERAGE(H2,I2))
Step 5: Once you have completed the Weighted Grades you must do a similar equation to 
figure out the Letter Grades. This equation was also provided by our teacher.: 
=IF(J2>=90,"A",IF(J2>=80,"B",IF(J2>=70,"C",IF(J2>=60,"D","F"))))
Step 6: Remember to use capital letters if the equation uses them…always type in exactly 
what the equation says! Obey the equation.
14. Power Point: These are the same for all other functions in Word. See all previous directions for these: graphics, charts, tables, pictures, animation, and sounds.
Step 1: Open: 


Programs—Microsoft Office—Microsoft Office Power Point
15. Web Page:
External Link

1- Select (highlight) the word you want to link.

2- Insert Hyperlink

3- Type the URL (web address) of the web site that you want to make the link with in the Upper window.

4- Click OK.

Internal Link

1- Put your Cursor on the target place

2- Go to Insert/Bookmark and type ONE word (this word will be your bookmark)  and click on Add.

3- Select the text (the origin or the link) and Insert Hyperlink

4- Click on (Bookmarks button or Place in This Document) in the left window

5- Click on the Browse button to find your bookmark word. Then Click OK.

To publish your files to your CSULB web account
You may use Internet Explorer to send your files to your CSULB web account by going to

ftp://your csulb username@ftp.csulb.edu, For example, ftp://arezaei@ftp.csulb.edu

A new window will open. Input your user ID and password then and then copy and paste all your files into htdocs folder.

To Check (visit, see, try, test) your webpage
Go to the following address

http://www.csulb.edu/~your user name/Folder Name/File Name.htm 

for example,  http://www.csulb.edu/~arezaei/ETEC444/webdevelop.html

Graphics: Click Insert—Picture—Select Clip Art or Picture from File
Background colors: Page Layout—Background—Select a color—for more you can use the 
Fill effect to add a picture or texture to the background!
For more info on web page see 
http://www.csulb.edu/~arezaei/ETEC444/powerpoints/publishing.ppt 

Mail merge
See the videos on mailmerge at

http://www.csulb.edu/~arezaei/ETEC444/powerpoints/video tutorials
16. Beachboard:
Step 1: Create a folder and place all work into it for final—Right click on file and Send 
to—Click Compressed “zip”. This is the file you want to post on Beachboard!

Step 2: Log onto Beachboard-Click Courses tab-Click ETEC 444- Click 
Course 
Tools—Click Assignments- Click Send File-Attached file and type name—
Click send at the very bottom!
17. 6 questions:
ERIC: ERIC is a popular academic search engine and one of the main tools our (CSULB) 
library uses.  You can practice doing ERIC searches by logging on to the CSULB library page.
callouts





Hear Ye, 


Hear Ye, 


Princess Kamille has arrived so the festivities may now commence! Let us have our cake and eat it too!









