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MICROSOFT (MS) EXCEL: Excel is the most popular
spreadsheet program that provides worksheet, chart, databases and
list operations all in once software
environment. Excel is used in automatic

financial statements, business forecasting
transaction registers, inventory control and
accounts receivable and payable, financial
modeling, scientific and engineering graphics
and chart etc. The Excel application windows
includes the standard title bar, status bar and command bars. Below
the command bars is in a strip that contains the name box and

formula bar.

How to start MS Excel?

Click on 'Start button’ » Select programs » MS Office » MS Excel.
How to open a MS Excel file?

File » New » Blank Document

How to change page set up?

File » Page set up » page » OK

Margin settings of MS Excel file.

File » Page set up » Margin option (From the page set up dialogue
box) » OK

Way of Header and Footer settings.

File » Page set up » Header and Footer option » OK
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How to change sheet settings option?

Fiic » Page set up » Sheet option » OK

Way to storing a document,.

File » Save Selecting a name » Save

[NB: Press Ctrl+S to save a file]

How to see print preview?

File » Print preview » close to go back to the document.

How to make a password protect file?

File » Save as » Tools » Security option » Type password » OK
How to open a password protected file?

File » Open » Select target file » Open » Type using enter password
to open file box » OK

How to remove password from a file?

File » Save as » Tools » Security option » Delete all

NETWORKING:

Definition: A network is a set of technologies including hardware,
software, media that can be used to connect
computers together, enabling them to
communicate, exchange information and share
recourses in real time.

Tses of Network:

.. Simultaneous access to data.

2. Shared peripheral device.

3. Personal communication.

4. Easier data backup.

TYPES OF NETWORK:
There are two types of Network
1) Common types of Network
2) Hybrid types of Network

1) COMMON TYPES OF NETWORK: There are two main types
of Network.

a) LAN

b) WAN
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a) LAN: Local Area Network (LAN) is a data communication
system consisting of several devices such as Computers, Printers.

- Contain printers, survers and Computers.

- Systems are close to each others.

- Contain in one office or building.

- Organizations often have several LANs.

b) WAN: A Wide Arca Network {WAN) is two or more LANs
connected together generally, across a wide geographical area.

- Two or more LANSs connected.

- Cover a large geographic area.

- Typically use public or based line.

2) HYBRID TYPES OF NETWORK: There are three main types
of Network.

a) CAN

b) MAN

c) PAN

d) HAN

a) CAN: Campus Area Network (CAN)

- A CAN is one large geographic area.

- Resources related to the same organization.

- Each department shares the CAN.

b) MAN: Metropolitan Area Network (MAN)

- A large Network what can connect different organizations.
- Share regional resources.

- A Network provider sells time.,

¢) PAN: Personal Area Network (PAN)
- Very small scale network.

- Range is less than two meters.

- Cell Phones, PDAc, MP3 players.

b) HAN: Home Arca Network (HAN)

- A small scale Networking.

- Connect Computers and entertainment applications.
- Found mainly in the home.
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