Highline College

Busn 216: Computer Applications for Business

Video #01: Introduction to Microsoft 365 and Windows Explorer

1. Microsoft Office Applications/ Programs/ Apps (Application Software)
=  Windows Explorer
i. Manage Files and Folders (Create and Name Folders, Save Files, Delete Files and Folders,
Copy Files and Folders, Move Files and Folders)
= Word
i. Create Documents with Word, Formatting and Inserting Pictures like Flyers, Business Letters
and Creating Word Templates, Research Papers, Save and Save as.
=  PowerPoint
i. Creating Presentation with words, images, design. (Movement and sound to articulate a

message)
=  Excel
i. Store Data, make calculations, perform data analysis (data into information), make charts
and PivotTables.
= Access
i. Store data in related tables and create information and reports from the raw data using
queries.
= Qutlook

i. Create and send messages, merge letters/email messages using data from Excel or Access,
create appointments and meetings, and create folders to organize email messages.
2. Operating Systems
=  QOperating system is a computer program that coordinates activity between memory devices,
printers, and programs (Microsoft applications software) like Word and Excel.
=  Windows 10 is an operating system that | will be using for the videos in this class.
=  You might have a different operating system, such as Windows 8 or 7.
= Qur study in this class of Word, PowerPoint, Excel and Access will not be affected by the operating

system.
3. Task Bar
= Contains icons to open the different Programs/Applications like Word, Excel, PowerPoint, Access
and Outlook.

Programs Pinned
. Taskbar
[ Search box (field/bar) I | t0 Taskbar

Windows/File
Explorer

Figure 1 - Task Bar
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= To add anicon to the Task Bar, right click the program name in the Start Button or in the “Tile
Screen” and point to “Add icon to Task Bar”.

To add an icon to the Task Bar or Pin to Start
Pin to Start:

i Click on the start Button to open the tile screen;

ii. If you do not see the program you want to pin, type to search the program on the search bar
iii. Right-click on the program that you would like to Pin to Start or to add to the Task Bar.
iv. Left-click on “Pin to Start”. This adds an icon to the “Pin to Start” on your Tile Screen.

To add to the Task Bar:
Follow the steps above i —iii, skip step ivand move to step v.

V. Right-click on the “More” arrow button
vi. Click to select “Pin to taskbar”. This adds an icon to the Task Bar.

v. Right-click on the
iii. Right-click on the UL “More” arrow m '#s
program button.

vi. Left-click to
“Pin to taskbar”

iv. Left-click to
More

“Pin to Start” D
W Uninstall CO  Run as administrator
= - a
m Open file location

Adobe Acrobat Distiller DC

- Adobe After Effects CC 2018

. Adobe Animate CC 2018

- Adobe Audition CC 2018

EXl Adobe Bridge CC 2018

- Adobe Character Animator CC 2018

Adobe Dreamweaver CC 2018

E Adobe Extension Manager CC

E Adobe Extension Manager CS6

F Adobe Fireworks CS6

’l Type here to search

i. Click on the
Start Button. ii. Type to search (if you
do not see program).

& B DO ©

C

Figure 2 - How to Pin Icon on Tile and Task Bar
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' Adobe Acrobat Distiler DC
. Adobe After Effects CC 2018
. Adobe Animate CC 2018
. Adobe Audition CC 2018
L - Adobe Bridge CC 2018
) . Adobe Character Animator CC 2018
& . Adobe Dreamvweaver CC 2018
E Adobe Extension Manager CC
@ E Adobe Extension Manager C56

@ Bl Adobe Fireworks cs6

&8 | © Type here to search

=}

Mozilla Firefox

Pin to Start.

Figure 3 - Icon on Tile and Task Bar

Page 3 of 21

Pin to Taskbar.




4. Start Button
=  Windows 7 or 10
i. StartButton
ii. To open Start Button on Windows 7 or 10 use the keyboard Window Key 4¢
5. Put the USB Flash Drive into a USB Port
= USB Flash Drive is a “File Storage Medium”
= The USB Port is located on the back or front of the computer and for the laptop it is located on the
side.
6. Windows Explorer (Folders Window)
=  Windows Explorer is used to manage files and folders
= Open the Windows Explorer (File Explorer) by clicking on the Files Explorer icon on your Task Bar or
using the keyboard shortcut.
i. Keyboard shortcutis #¥ +E
o Hold Window Key 4, and then tap the letter E key.
ii. Keyboard Shortcut key to show Desktop: #¥ + D
o This keyboard will get you back to the desk to and away from the start screen with
the “Apps Tiles”.
7. What does Windows Explorer do?
= Left side of the Windows Explorer (also called the Folders Pane)
i. This shows you the hierarchical structure of the entire computer

ii. Use this to navigate to or to select the drive, flash drive or folder that you would like to
view/open.

iii. Your folders and drives will also have the “triangle button” » ¥ (sometimes they will appear
as + and — ) symbols to open and close the folders and drives.

o If you click the expand » button, this will expand your folder and the folders inside
this folder will appear on the left side of Windows Explorer, below your folder (the
one that you have expanded) and will be slightly indented.

o Ifyou click the collapse ¥ button, this will collapse all contents in your folder and
they will not be viewable.

= Right side of Windows Explorer
i. This shows the content of the item that is selected on the left side

o You can see the folders
o You can see the files

ii. The white area can be used to create new folders

iii. You highlight the folders or files to delete, cut, or move the files or folders

iv. You double click the file on the right to open the file

v. You right click to rename the file or folder, you can also use the keyboard shortcut F2 to

rename
vi. You can sort the column of files or folders by clicking on the column header.
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v o Quick access

B Desitop

& Downloads
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=] Pictures
First Vides Recording
Min
Test 3

Windows Explorer Notes
& Onelrive

B This PC

v USE-(F)

Course Content

b Network

3 itemns

Mame

Diate modified

Course Content

£1=] MExcel_#01.xlsx
3] MWExp_Motes #01.docx

%

/

Files

Folder

9KB
984 KB

Column
headers

This is the white area where you can right
click to create new folders. Right-click, click
on the New Button Arrow, click Folder to
create a new Folder.

Figure 4 - File Explorer

View Tab in the Ribbon

i. You can use the View tab on the Ribbon, and from the layout group you select how you will
view your files or folders.

ii. You can also use the pane group to select if you want a preview or detail pane for your files
o You use the preview pane to preview what is in your file before you open the file




Search box in the upper right corner of Windows Explorer Window

i. Select folder, type text, hit enter.
ii. Use asterisks *

when searching for partial text.
o If you are searching for any file that contains a particular word, for example, you are

searching for a file that contains the word “report”, type *report*
o Asterisks means find zero or more characters.

/

sl Medsum icons

List

5 Small icons
Nawigation [TJ] Details pane

Sort
pane ~

== Details by~

Panes

Layout
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Group
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o Quick access e
Bl Desktop ’ Course Content
& Downloads ’ B MExcel_#01.xlsx
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= Pictures v

First Video Recording
MIMI
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Windows Explorer Notes

Il Desktop

@ OneDrive

& Kiando, Mary

&3 This PC

s Libraries

wa DVD RW Drive (D:)
- USB - (F)
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l

i Add columns
“ Size all columns to fit

Current view

Preview Search
Pane View Tab Layout Group box
/ I
- s Manage USB - (F:) Nl \ o
Home Share View Drive Tools l
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/| File name extensions
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| Hidden items -
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4

v

Date modified Type

When you select a file to preview, you
will be able to preview it from here.

Figure 5 - File Explorer-View Tab

8. Folders and Keyboard for creating Folders
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A Folder = It is a named location on a storage medium that contains related documents or files.
Create New Folder in Windows Explorer with the Keyboard shortcut: Ctrl + Shift + N

i.  You can also Right Click on your white space in Windows Explorer, Click New Arrow, then

Click Folder.

ii. In Windows Explorer, on the Home Tab in the Ribbon, on the New group, click New Folder

to create a new Folder.
iii.
rename your folder.

Use the Function Key F2 to put your selected folder in Edit mode, this will enable you to




To create a new folder:
ii. Select Home Tab in the Ribbon
Select ‘New folder” in the new group

%

- ¥ Manage USB - (F)) - (=]
- Home Share View Drive Tools
* U & cut x _I T3y New tem ~ \; i} Open - FHsetectan
w: Copy path * ) tasy access ~ ’ Ean Select none
Pinto Quick Copy Paste Move Copy Delete Rename New = Properties -
access (2] Paste shortast o+ 1o - folder - O Hstory 7 owent selection
Clipboard Organize New Open Select
« Y A s> USB-(F) v O Search USS - (F
# Quick access 2 Name Date modified Type
B Desktop * Course Content 3/25/21 535 PM File folder
& Downlosds ’ B3 MExcel_501.xlsc $/28/21 2:33 PM Microsoft Exe
2 Doc % @) MWExp_Notes 201.docx $/28/21 4:08 PM Macrosoft We
= Pictures *
First Video Recording
MM
th & AMD Radeon Settings
Windows Explorer Notes Select a file to preview
View >
B Oesitop Sort by >
@ OneDrive Group by >
& Kiando, Mary Refresh
This PC Customize this folder...
W Libraries Paste
o= DVD RW Drive (D2) Paste shortcut
- USB-(F) Undo Delete Ctrle
Course Content . Give access to >
/ > Fode

MPM/'

& Shortcut

To create a new folder:
i. Right-Click on your white space in Windows
Explorer, Click New Arrow, then Click Folder.

B3 Microzoft Access Database

«  Animate ActionScript File

&) Bitmap image

©3 Microsoft Word Document

®3 Microsoft Access Database

B Microsoft PowerPoint Presentation

TS = ~

| = | USB-[F}
_ Haome Share Wiew
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g __I|- vd
# Ll D Wl Copy path - x 4] Ensy acoess = ——| 1 Edit
Fii gk P = ! M P i
n::uc::e Copy  Paste ] Puste shorbeut l:? Cl:p'y D oﬂ Rerans M:\; ﬂﬂ:ﬂ L] & History
Clipboard Dhiganize Foew Open
- A et USB-(F) "
# Cuick A Mame h Date readified Tope
I Desktop -+ Course Comtent 325721 &35 PM File folder
$ Downicads 4 65 MExcel_#01 e S28/21 238 PM Whcrosolt Ext
@ Documents & @ MWExp_Notes 201.docx 52821 &£08 PM Microzoft We
- Pictures . 52021 446 PM Fila folder
First ¥ideo Recording
Mindl
Teat3 iii. New Folder item selected
Windeees Explorer Mot . .
e s Use F2 to put in edit mode
I Desktop
- Oneine Rename folder or file.
& Kisndo, Mary
B This PC
T Libearies
o DWD RV Dvive (%)
- USE - [F)

Figure 6 - Creating and Renaming Folders
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9. Deleting a File or Folder and the Delete Key
= |f you delete a folder or file from a Jump Drive (USB), the item is permanently deleted.
= [f you delete a folder or file from your computer (for example from your desktop or C Drive), the
item is sent to the Recycling Bin.
10. Naming Files, Folders, Worksheets in Excel, Tables and PivotTables in Excel, Tables in Access or Queries in
Access is one of the most important computer skills.
= Always name things with names that indicate what data or information is contained in the file,
folder, Excel Worksheet, Excel Tables/PivotTables/Queries, or Access Tables/Queries.
= |f you want to sort Files or Folders differently than in alphabetical order, then you must add
numbers at the beginning of each name.

i. For example, if you would like the file/folder named “Zebra” to appear before a file/folder
named “Apple”, when the column is sorted “A to Z”, you could rename the file/folders to
begin with a number: “01-Zebra” and “02-Apple”.

11. Title Bar
= Horizontal strip that contains the program’s name and the file name.
= Upper Right:
i. Close (x)
ii. Maximize or Restore Down
iii. Minimize (-) this does not close the file — just sends it to the Task Bar.
iv. Ribbon Display Options — To hide the Ribbon or choose how you want to display the Ribbon.

Maximize or
Restore Down

Ribbon Display
Options

Minimize

Close

File name and Program name.
File name: Video #01
Program name: .docx

Figure 7 - Title Bar

Ribbon Display
Options

E— e

F—— fuito- hisde Ribbon
—¥ Hide the Biblon. Chek 8 the top
A the ppphcation 1o thow it
This Auto hides e e e e -
i = Show Tabs Options of how to show
thE Rlbbcn' | Shezva Fibsbon talbs enly. Click & -
£3k £5 chovw the Commands. le— your ribbon.

ﬁ Show Tabs and {gmimands:
" Shew Bibbon tabs and
commands all the rme

Figure 8 - Ribbon Display Options
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12. File menu in Excel, Word and other Microsoft Programs = Backstage view in Excel, Word, PowerPoint, or

Access.
=  File Menu: Backstage View

Click on File Tab to open File Backstage view.

AutoSave (@ off) DI (D) =

File Home Insert Draw Design Layout References

Fﬁ[ﬁj 4 Calibri(Body) ~ 11 ~ A" A" Aa~ A

| S—

Paste B I U -, 2 yZ A

. ~ X, X v v v
v \5? Format Painter - £ A —

Clipboard N Font N

Figure 9 - File Tab: Backstage View

- e et By e Lo bt o i o o (W M et e [T

Figure 10 - File Tab: Backstage View

= Esc Key: Closes the Backstage View (See picture on the next page).
a. New: Templates or Blank. Keyboard shortcut to open a new file: Ctrl + N
b. Open:Ctrl+0
i. You can use this to access Recent Files
ii. Bottom of Recent Files List is “Recover Unsaved Documents”
c. Info: Information about the file
d. Save: Use to save your work as you work on your file. Keyboard Shortcut: Ctrl + S

g.
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i. For anew File if you click ‘Save’ or Ctrl + S it will open for you the ‘Save As’ dialogue box
for you to select a location to save your file.

Save As: Use this to save the file if the file was not saved before or if you want to make a
duplicate of the file. It is similar to Save but it allows you to change the location and/or file
name, or the file extension. Keyboard shortcut: F12
Save As Adobe PDF: PDF stands for Portable Document Format. Use this when you want to save
files that you can easily share and print but you do not want them to be modified.
Print: Select this to Print. Keyboard Shortcut: Ctrl + P




h. Share: use this to share your documents online

i. Export: Use to save a copy of your open document/file in a different format or type that is
required by a different application.

j. Transform: Tool designed to enhance conversion.

k. Close: This closes your File

I. Account: Information about your account, includes the office version that you are using.

m. Options: Set Defaults.

[ New

= Open

Info

Save

Save As

Save as Adobe
PDF

Print

Share

Export

Transform

Close

Account

Feedback

Options

Figure 11 - File Tab: Backstage View
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13. Ribbon

= Tabs: Itis important to note that each Tab has one or more groups

i. Groups
o Buttons — Click on the command buttons to do something for example: Underline,
Change font, Bold, Create Bullet List, etc. Some Buttons have arrows that you can
click on to select more options.
Boxes
Text boxes
Check boxes
Galleries (grid of choice) “More” button
Enhanced ScreenTips (shows keyboard shortcuts)
Dialogue Launcher: You can click on this icon to open up a task pane that will
provide you with more options related to that group.
o Task Pane
ii. Contextual Tabs: These are ribbon tables that will show up when an object is selected, like a
picture in word, table in excel).
iii. Hide Ribbon: Keyboard shortcut: Ctrl + F1
iv. KEY: Note that if you change the size of your Window, the buttons and groups in the Ribbon
Tab will also change in size.
= NOTE: you can also customize your Ribbon to add more Tabs or remove Tabs. Tabs, and Groups will
also vary between Microsoft Programs.

O O O O O O

Microsoft Word Ribbon

File Home Insert Draw Design Layout References Mailings Review  View Help Acrobat & Share (2 Comments
T & r A E ) LFind ~ é) % | =
| CalioriBody)  ~ 11~ A A Aa~ Ao | AaBBCEDt AaBBCEDe A3 r AQDB sssbcer assbeene aosbeen: 1| 5. Rephocn [?'_; i Qz _/: ILo)
ste a — T Mo TNeS Ttk v " me = Create and Share  Request Dictate Editor Reuse
B I U~a x X = ASTAS = Normal T NoSpac.. Hea e Subtitle  SubtieEm.. Emphasis T g
~ < Format Painter ' kA A - . = B select~ Adobe PDF  Signatures Files
Clipbaard 7] Fort [ Paragraph 5 Styles & Edting Adabe Arabat Voice | Senatwity | Editor |Reuse Files A
. 1 2 .
| | / /
| { / /
| / [
|
| /
‘ Groups ‘

Contextual Tab ‘

Ribbon Display Options

P ——rary

P
Acrobat  Picture Format @ Share  © Comments

File  Home | nsert Draw  Design  Layout
A Cut [ S . = = A o Pring = Py =
D [ e (B SR TS - 22BbCcD | AaBbCCDX A BbCcL ASBLCET AGBDCCOX AQBLCEDY ey & a8 & | g
Copy ¢ c
Paste | I U-» A 2o A ; .M. T homal | 1Mo Spsc_. M ;2 uotitle  SubtieEm. Emphasis |5 Creste and Share Request | Dictate Edtor | Reuse
- Fromupsses | 5 T U % %A - $ § o | b et~ AdobePOF  Signatuses Fies
Cipboard G Font & Psgash Styes \rs,/ taing Adabe Acrobat voice | Senvitmty | Edtor | Reuse Files - ~

Show more or Collapse Ribbon

Dialogue Box
Show Gallery Ctrl + F1

Launcher

Figure 12 - Ribbon: Microsoft Word
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Microsoft Excel Ribbon:

o The Tabs and Groups are different from the ones in the Microsoft Word Ribbon.

Tabs
B Sewch (2RO

Fle Tk s D Pagye Layesd Farmilas Data R o Halp Agrobal P Preut | & ihare O Commants

I | - _- 1 18 2 K = = A '8

0 ﬁ;]_ Cslin 1« &K =[=| #- P15 Waap Test Ganery " EI] _gf 9 3 F = é _,-'\? ’;_-;'
Fagie . T - - A ===l==m — = . 3 ni M Conditionad Foorrat a5 Cell nsert Dedete Fosmat , Sed & Find & Analyze

- ¥ Bl U-E-/®-L4- |55 = 5= BEhapehion 1-% 9 " | Formatting= Teblew St | v 0w = ~ Flare Selact= | Deta
ighosd Fent & Aligrmend [ Wamber 5 Shyler Cally [dting Angiyus | SermRy ~
Groups

Figure 13 — Ribbon: Microsoft Excel
= Customize the Ribbon:

Below are two different ways of how you can open the task pane for you to customize your ribbon. Both will
open the Task Pane that will provide you with more options of customizing your Ribbon.

o Customize the Ribbon from Quick Access Tool Bar (QAT)

| i. Select the drop-down arrow. I

AutoSave (@ o) 9- 0B

File Home Insert Drav Customize Quick Access Toolbar |
> v Automatically Save
D Calibri (£
Paste = B I New |
~ < Format Painter Open 4
Clipboard &
ipboar: % &
Email
Quick Print

Print Preview and Print
Editor (F7)
Read Aloud

v Undo

¥ Redo

Draw Table

ii. select “More Commands”. Touch/Mouse Mode

& More Commands...

Show Below the Ribbon
Figure 14 - Customize Ribbon using QAT

o Customize the Ribbon from the Dialogue Box Launcher

AutoSave (@ off) 9~ =

File Home Insert Draw Design Layout

ﬁ I'I Calibri (Body) ~ 11~ A

=]
Paste 2
B I U~ ab x x
v < Format Painter - : A
Clipboard [ Fant

Add te Quick Access Toclbar

Customize the Ribbon... «—

ii. select “Customize the Ribbon”.

Collapse the Ribbon

i. right-click the dialogue box
launcher to open the dialogue box.

Figure 15 - Customize Ribbon
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= Once you open the Task Pane, then you are ready to customize your Ribbon. See the figure below of a
task pane open in Word option on how to customize your Ribbon.

Use the drop-down arrow for a list to narrow the set Choose or select commands
of Commands to choose from. to add to your Main Tabs
Ward Options ? X
General
e E‘% Customize the Ribbon and keyboard|shortouts.
Display Main Tabs — Tabs
Choose commands from; Customize the Ribbon: i showing an vour
Proof
ang Popular Cammands v Main Tabs = . g ¥
Save Ribbon.
Language B Accept Revision - Main Tabs -
% v iBlog Post 1 k‘/—/
Ease of Access A Insert (Blag Past)
L] -
Advanced - 2] %LLT ining
= . M ] Background Remaval
< **- Change List Level ]
Custornize Ribbon = Home
jcisomes R || 7y copy & ZHome
Quick Access Toglbar & Cut B Clipboard
__ Define New Number Format... B Font
Add-ins i‘.] Delete [Delete Comment] B Paragraph
Eﬂ Draw Table Styles
Trust Center =] Draw Vertical Text Box ok
B Email Adobe Acrobat .
Find B Voice a
Select "1 Fitto Window Width B Sensitivity =]
i Editor -
“Customize —
i Reuse Files
Ribbon®. @ [AInsert
s EADraw
‘g @ [ Design
Format Painter
. Layaut
A" Grow Font lincrease Font Size] SP .
;,] Insert Comment .e.e.r_nces
:‘, Insert Page & Section Breaks L3 = BHI" ings
E;" Insert Picture e2] EH&'.-le - Select "OK™ to save
IE] Insest Text Box - " T 8
i= Line and Paragraph Spacing b Mew Tab | New Group | Rename... | the changes.
(8 Link[Add 2 Hyperlink] Customizations: Reset =
Keyboard shortcuts: | Customize... | Import/Expart = | &
Cancel

I

Once you have a command selected, you can use the “add” button to add the Tab to
the Mian Tabs or “Remove” Button to remove the Tab from the Main Tabs.

Figure 16 - Customize Ribbon
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14. Status Bar
= Located at the bottom of your file and above the Task bar
= Does different things in every program and you can customize it by right clicking on it. For example
in Word you can show page number, word count, etc.

Status Bar

Page Tof 10 23T words [

E pol Type here to search

Figure 17 — Status Bar

15. Quick Access Toolbar (QAT)
= Easy to add buttons from Ribbon
= Add any button from “Customize QAT” in options, but be sure to select “All Commands” from the
“Choose Commands from” drop-down.

Quick Access Toolbar (QAT)

B LO > Select the drop-
down arrow to

File Home Insert Draw Desigr  Customize Quick Access Toolbar )
customize the QAT.
| — ¥ Automatically Save
|:| - Calibri (Body) w
[ s Mew
Paste B I U-~ a2
- \?FarmatFainLEr - Open
Clipboard [
= . ¥ Save
Email
Quick Print

Print Preview and Print

Editor (F7)
Read Aloud
¥ Undo
¥  Redo
You can click on “Show Below
Draw Table
the Ribbon” to place the QAT
below the Ribbon. Touch/Mouse Mode

More Commanads...

Show Below the Ribbon

Figure 18 - Quick Access Toolbar (QAT)

Page 14 of 21



16. Save:
=  Saves the changes you made in the file. You can choose from your QAT to have AutoSave on or off
=  Does different things in each program.
= Use to save your work as you work on your file. Keyboard Shortcut: Ctrl + S
o For a new File if you click ‘Save’ or Ctrl + S it will open for you the ‘Save this file’ dialogue
box for you to name your file and select a location to save your file.
i.  Typeinthe ‘File Name’ box to name your file.
ii.  Click to drop-down arrow to choose a location.
iii.  Click ‘Save’ to save your file and close the dialogue box.

>
Save this file i. Type in the ‘File Name’ box to
name your file.
File Narme -
Decl r oo

Choose a Location Choose a Location

Click here to see your recent locations

e OneDrive - Highline College
mkiando@highline.edu » OneDrive - Highline College

ii. Click on the drop-down arrow

I ,
> Do you want to share this file to choaose a location.

More options... | Cancel |

F'y

iii. Click on ‘Save’ to save your file
and close the dialogue box.

Figure 19 — Save _ dialogue box
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17. Save As

Allows you to save a file, change the location, name, or file extension.

o File Location — where do you want to save the file.
o File Name — what do you want to name/call your file.
o File Extension — what is the type of the file.

When you Save As, you create a new file.

Keyboard shortcut: F12

How to Save As:

i. Select
‘Save As’

Click on the File Tab to open up the Backstage view, or use the keyboard shortcut: F12, then follow
the steps listed below and as shown in the figure ---

Note: the keyboard shortcut will open for you the File Explorer for you to choose the location where
you want to save your file, to name your file and/or change the file extension.

i. Select ‘Save AS’
ii. Choose the location where you want to save your file. You can use the ‘Browse’ Button to
choose the location of your choice.
iii. A ‘Save As’ dialogue box will open. From here you can choose a particular location to save
your file, name your file and/or change the file extension.
iv. Select ‘Save’ to save your file and close the Save As dialogue box.

1_|-|_r Home

[ New @ Recent

= Open Highline College

. OrneDrive - Highline College

5t mkiando@highline.edu

Save Sites - Highline College
mkiando@highline.edu

Save A
avens Other locations

Save as Adobe E This PC
PDF =i

Print

Share E}! Browse

Export \

Transform

ii. Choose a location to save your file or you can click
on Browse to open the ‘Save As' dialogue box and
choose the location of your choice.

Close

Figure 20 — Save As
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iv. Select from the options
to choose a location,/folder
to save your file.

‘Save As' dialogue box

1 o Windews Explorer Motes » Windeows Explarer Video 01 w Search Windows Explarer Wi...
COrganize = oy Mew folder SR ;|
w [ This PC i MHame h Date modified Type Size )
> 0 30 Objects 03] Draft Pictures.docx 61721 10635 A Microsoft Woed ...
» I Desktog £3:) Figure - Ribben_word-Excel docy B9 Microsoft Word D..,
> 2| Decurnents £3¢] Figure 2-Pin to Taskbar doc 821 230 Micreseft Weed D
+ b Downlosds ] Figure 3-File Explarer.docx B2 1208 PM Microseft Weed O...
.y .P Music @ Figur: J-Er:mg and H.:ﬂaming Foders... 673721 12:39PM Microsoft Weed D...
-] Figure 5-6-Ti /821 238 PM Microsoft Woe
s = Phchres FI:IFlgureiﬁ-rtI!Har.dnac crosoft Weoed D
] Figure 7-8-Status Bar QAT.deex 21 214 PM Microseft Woed D...
: . Videos I:ﬂ Flgur: 3-10_Show File Extenssons.docx BE21 345 PM Microsoft Weed D...
¢ G localDuk () N &2 File Backstage.docx W21 224 PM Microsoft Woed D.. ¥
File namie [ v
Save as type  'Word Decument (*.doeo) x o
iv. Type on ‘File Name’ box to name your file. If you want to
change the file extension, you can click on the ‘Save as
type’ arrow on your right to open a drop-down list and you
can select to choose the file extension of your choice.
» Hide Folders Cancel

Figure 21 — Save As _ dialogue box
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v. Select/click on 'Save’
to save your file.




18. File and File Extensions
= Named unit of storage
=  Files can be created by Word, Excel, PowerPoint, Access, Phone Camera, Pictures, etc.
= [tis very important to have the file extension showing as this will help you understand what the file
can and cannot do.
= File extensions examples: “.docx”, “.docm”, “.dotx”, “.xIsx”, “.xIsm”, “.pdf”, “.jpg”, “.accdb”, “.pptx”.
File extensions provide useful information about what sort of file it is, what program created it and
whether or not you are allowed to write VBA code in the program file.
i. A word file that has an extension:
o “.docx” indicates that it is file that was created in Word 2007 or later
o “.docm” indicates that the file was created in Word 2007 or later AND the “m”
rather than “x” means that the file has Macros?, or you can have Macros in the file.
o “.dotx” indicates that the file is a template that was created in Word 2007 or later.
a. Template — means it has default layout and settings that are used to create
a new document.
ii. An Excel file that has an extension:
o “.xlIsx” indicates that the file was created in Excel 2007 or later.
o “xlsm” indicates that the file was created in Excel 2007 or later AND the “m” means
you can have Macros in the file, or the file has Macros?.
o .xls—This as an Excel file that was created 2003 or earlier.
o .xIst —This is an Excel Template format extension
o .csv—This is a data file that you can open but not really an Excel file.
iii. A PowerPoint that has an extension:
o “.pptx” indicates that it is file created in PowerPoint 2007 or later.
iv. An Access file that has an extension:
o “.accdb” indicates that it is a file created with Access 2007 or later.

How to save a word® document with a different extension:

W' Save As x

T Windows Explorer Notes » Windows Explorer Video #01 v

Organize v New folder ) =
# Quick access . e r fre 5
Gl Microsoft Word

B Oesktop
@ OneDrve
& ¥iando, Mary Click on the ‘Save as type’ drop-down
E8 This P . A
c arrow to select the file extension.

#+ Libranes

& OVD RW Drive (T
File pame: | Figure - 12_Save As

Save a3 type: | Word Document (".docx) - ]
Word Document (".docx

= Word Macro-Enabled Document (*.docm)
= |Word 97-2003 Document (".doc)
e |Word Template (".dotx)
+ | Word Macro-Enabled Termplate (*.dotm

XPS Document (" xps)

Single File Web Page (*.mht;*.mhtmi)
Web Page (".htm;" htmnl
Web Page, Filtered (".htrm;" htmi)

A Hide Folders

Figure 22 - Change File Extension

1 Macros means that there is code written behind the scenes. It can either be in word or Excel.
2 We will use this extension “.xIsm” on Excel files in this class but we will not write the code.

3 File Extension list may be different for each program.
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19. Show File Extensions
= “docx”, “.docm”, “.dotx”, “.xIsx”, “.xIsm”, “.pdf”, “.jpg”, “.accdb”, “.pptx” these are called file

extensions.
i. The x at the end means XML (Extensible Markup Language) computer code does not contain

macros.
ii. The m at the end means Macros meaning the file is macro enabled or has Macros.

=  Many computers come with the default settings not to show the file extensions.

=  To show file Extensions:
We have two ways that we can show the file extensions. In Windows Explorer and from the Control

Panel. You can choose either of these as both will show the same results.

i. InWindows Explorer:
o Click on your Windows/File Explorer or use the keyboard shortcut 4 + E to open it.

Click here to open Windows/File Explorer or
use the Keyboard Shortcut: &8 + E

o,

n/ € @

i

2@ . © Type here to search

Figure 23 - Show File Extensions

Once the File Explorer opens, click on the “View” Tab on the Ribbon and on the

O
“Show/hide” group, select the check box “File name Extensions”, a check mark will

appear.

Click on View Tab select File name extensions.

drurs o 1 Greup by = Bom chack boars
o Fiat rue dutensain

Hude 1eiecied  Opfsant
Hiaden Hams ey E

Figure 24 - Show File Extensions
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ii. In Microsoft 365:
o Click on Start Button, Search for ‘Control Panel’ and select/left-click on it to

open.
Start Button
88 | O [fype here to search «— Type “Control Panel”

Figure 25 - Control Panel: Show File Extensions

o From the Control Panel select/left click on “Appearance and Personalization” to
open “File Explorer Options”. Click on View Tab to change the settings.

.- « 4 Bl » Control Panel v O Search Control Pane

Adjust your computer’s settings View by:  Category

System and Security

Review your compatter's status

User Accounts Select “Appearance

o Change account type

and Personalization”.

Save Dackup copres of your files with File Mastory
Backup and Restore (Windows 7)

Appearance and Personalization

Network and Internet

44 8

View network status and tasis c|°(k ar\d Region
/ Hardware and Sound Change date, time. or number formats

View devices and ponters

Add a dence Ease of Access

Let Windows suggest sethings

Progr.)ms Optimce vesual desplay

Get programs

RS

Figure 26 - Control Panel: Show File Extensions

Select View Tab ile Explorer Options X

General View  Search

Folder views
You can apply this view (such as Detais or lcons) to
al folders of this type.
Aoply o Folders
Advanced settings:
Files and Folders ~
[[] Aways show icons. never thumbnais
Uncheck “Hide extensions [ Aways show menus

Display file icon on thumbnais
A Display file size information in folder tips
[ Display the full path in the titie bar
Hidden files and folders
(® Dont show hidden files, folders. or drives
\ O Show hidden fies. folders. and drves
\B Hide empty drives
(] Hide extensions for known file types

for known file types”.

[ Hide folder merge confiicts v
Restore Defauls
OK Cancel Aoply

Figure 27 - Control Panel: Show File Extensions
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20. Useful Keyboard Shortcuts

= QOpen Start in Task Bar: Window Key #¢
= QOpen “Tiles Screen” in Windows 8: Window Key &
=  Open Windows Explorer: 4F +E
= Show Desktop: # +D
= Show other Open Windows/Programs: &¢ + Tab
o With all open Windows showing, you can use the mouse or the Arrow Keys to move
between open Windows/programs and select the one you want.
= Esc: Close most open dialog/options boxes or will help you to “escape” when you accidentally put a
file or folder in edit mode. You can also use “escape” to exit out of Backstage view. In Excel if you
have the formula in edit mode, Esc will help you exit the edit mode.
= Create New Folder: Ctrl + Shift + N
=  Rename Folder/File: F2
=  Home: “Jumps to front of line”
o Inafile or folder that is being renamed, it will jump to front of the name.
o InWord it will jump to front of the line.
o In Excel it will jump to front of the formula
= End: “Jumps to the end of line”
o Inafile or folder that is being renamed, it will jump to end of the name.
o In Word it will jump to end of the line.
o In Excel it will jump to end of the formula
= Move up and down through a list of folders or files: Arrow Keys <P ->
= Save As: F12
= Save:Ctrl +S
= Close File or Program: Alt + F4
= QOpen:Ctrl+0O
= New File: Ctrl + N
=  Print: Ctrl + P
= Hide and open Ribbon: Ctrl + F1
= Zoom Screen: Ctrl + Wheel on Mouse
=  Maximize Window: & + P
=  Minimize Window: && + {,
= [f a button is highlighted in a Dialog Box, to invoke that button you can use the key “Enter”.
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