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Microsoft and the Microsoft Office User Specialist Logo are registered trade-
marks of Microsoft Corporation in the United States and other countries. (ICV) is
an independent entity from Microsoft Corporation, and not affiliated with
Microsoft Corporation in any manner. This publication may be used in assisting
students to prepare for a Microsoft Office Users Specialist Exam. Neither
Microsoft Corporation, its designated review company, nor (ICV) warrants that
use of this publication will ensure passing the relevant exam.



At McGraw-Hill Higher Education, we publish instructional materials targeted at the higher edu-
cation market. In an effort to expand the tools of higher learning, we publish texts, lab manuals,
study guides, testing materials, software, and multimedia products.

At Irwin/McGraw-Hill (a division of McGraw-Hill Higher Education), we realize that technology
has created and will continue to create new mediums for professors and students to use in man-
aging resources and communicating information with one another. We strive to provide the
most flexible and complete teaching and learning tools available as well as offer solutions to the
changing world of teaching and learning.

Irwin/McGraw-Hill is dedicated to providing the tools for
today’s instructors and students to successfully
navigate the world of Information Technology.

B Seminar series—Irwin/McGraw-Hill’s Technology Connection seminar series offered
across the country every year demonstrates the latest technology products and encour-
ages collaboration among teaching professionals.

B Osborne/McGraw-Hill-This division of The McGraw-Hill Companies is known for its
best-selling Internet titles Harley Hahn's Internet & Web Yellow Pages and the Internet
Complete Reference. Osborne offers an additional resource for certification and has
strategic publishing relationships with corporations such as Corel Corporation and
America Online. For more information visit Osborne at www.osborne.com.

B Digital solutions—Irwin/McGraw-Hill is committed to publishing digital solutions.
Taking your course online doesn’t have to be a solitary venture, nor does it have to be a
difficult one. We offer several solutions that will allow you to enjoy all the benefits of
having course material online. For more information visit
www.mhhe.com/solutions/index.mhtml.

B Packaging options—For more about our discount options, contact your local

Irwin/McGraw-Hill Sales representative at 1-800-338-3987 or visit our Web site at
www.mhhe.com/it.
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APPROVED COURSEWARE

Goals/Philosophy

The goal of The O’Leary Series is to give students a basic understanding
of computing concepts and to build the skills necessary to ensure that
information technology is an advantage in whatever path they choose in
life. Because we believe that students learn better and retain more
information when concepts are reinforced visually, we feature a unique
visual orientation coupled with our trademark “learn by doing” approach.

Approach

The O’Leary Series is the true step-by-step way to develop computer
application skills. The new Microsoft Office 2000 design emphasizes the
step-by-step instructions with full screen captures that illustrate the
results of each step performed. Each Tutorial (chapter) follows the “learn
by doing” approach in combining conceptual coverage with detailed,
software-specific instructions. A running case study that is featured in
each tutorial highlights the real-world capabilities of each of the software
applications and leads students step by step from problem to solution.

APPROVED MICROSOFT COURSEWARE

Use of the Microsoft Office User Specialist Approved Courseware Logo on
this product signifies that it has been independently reviewed and ap-
proved in compliance with the following standards: Acceptable coverage
of all content related to the Microsoft Office Exam entitled Microsoft Excel
2000 and sufficient performance-based exercises that closely apply to all
required content, based on sampling of text. For further information on
Microsoft’s MOUS certification program, please visit Microsoft’s Web site
at http://www.microsoft.com/office/train_cert/.

About the Book

The O’Leary Series offers 2 levels of instruction: Brief and Introductory.
Each level builds upon the previous level.

B Brief—This level covers the basics of an application and contains
two to three chapters.

B Introductory—This level includes the material in the Brief text-
book plus two to three additional chapters. The Introductory text
prepares students for the Microsoft Office User Specialist Exam
(MOUS Certification).
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Preface

Each text features:

® Common Office 2000 Features—This section provides a review of
several basic procedures and Windows features. Students will also
learn about many of the features that are common to all Microsoft
Office 2000 applications.

B Overview—The Overview contains a “Before You Begin” section
which presents both students and professors with all the informa-
tion they need to know before starting the tutorials, including
hardware and software settings. The Overview appears at the be-
ginning of each lab manual and describes (1) what the program is,
(2) what the program can do, (3) generic terms the program uses,
and (4) the Case Study to be presented.

B Working Together sections—These sections provide the same
hands-on visual approach found in the tutorials to the integration
and new collaboration features of Office 2000.

B Glossary—The Glossary appears at the end of each text and
defines all key terms that appear in boldface type throughout the
tutorials and in the end-of-tutorial Key Terms lists.

B Index—The Index appears at the end of each text and provides a
quick reference to find specific concepts or terms in the text.

Introductory Edition

The Introductory Edition is divided into six tutorials, followed by two
Working Together sections.

Tutorial 1: Your first project is to develop a forecast for the café for the
first quarter. You will learn to enter numbers, perform calculations, copy
data, label rows and columns, and format entries in a spreadsheet using
Excel 2000.

Tutorial 2: After creating the first quarter forecast for the Downtown
Internet Café, you have decided to chart the sales data to make it easier to
see the trends and growth patterns. You also want to see what effect a
strong advertising promotion of the new café features will have on the
forecast sales data.

Tutorial 3: You have been asked to revise the workbook to include fore-
casts for the second, third, and fourth quarters. Additionally, the owner
wants you to create a composite worksheet that shows the entire year’s
forecast and to change the data to achieve a 5 percent profit margin in the
second quarter.

Working Together: Your analysis of sales data for the first quarter has
shown a steady increase in total sales. Evan, the café owner, has asked
you for a copy of the forecast that shows the growth in Internet sales if a
strong sales promotion is mounted. You will include the worksheet and
chart data in a memo to the owner.
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Tutorial 4: As you continue to work on the financial forecast for the
Downtown Internet Café, you will use the Solver tool to achieve a quar-
terly profit margin of 6% %. Additionally, you will create three different
scenarios that will show the best, worst, and most likely scenarios for the
annual forecast. Once the annual forecast for 2001 is complete, Evan
wants you to use the same procedure to create the forecast for 2002. You
will use the 2001 annual forecast worksheet to create a template for the
next year’s forecast and then you will use the template to create the first
quarter forecast for that year.

Tutorial 5: Evan is considering the purchase of a new espresso/cappuc-
cino machine and would like you to evaluate several different loan
options. You will create a loan analysis spreadsheet that incorporates
Excel’s PMT function, macros, and data table feature. Next, Evan would
like you to develop a spreadsheet to calculate and record customer Bonus
Dollars. You will create an electronic form that uses the IF and Index func-
tions to calculate and record customer Bonus Dollars.

Tutorial 6: You will create a separate worksheet database that contains
the Café customers’ contact information. You will also generate several
reports from the database that summarize the monthly connection times
to keep track of the computer usage at the Café, analyze seasonal trends,
and plan marketing campaigns. In addition, you will create a data map
based on the information in the worksheet database that will illustrate the
diversity of the Café clientele by highlighting their home states on a U.S.
map.

Working Together 2: To make it easier for the Café employees to enter
the customer connection time information in one worksheet and cus-
tomer contact information into another, you will create a hyperlink be-
tween them. Also, Evan has requested a copy of the pivot chart sheet and
five-year forecast. You will e-mail the pivot chart sheet to him and embed
the five-year forecast with the scenarios in a memo. Additionally, Evan
has asked you to convert the data map sheet to a Web page so he can see if
it would be a good candidate to add to the Café Web site.

Each tutorial features:

m Step-by-step instructions—Each tutorial consists of step-by-step
instructions along with accompanying screen captures. The screen
captures represent how the student’s screen should appear after
completing a specific step.

m Competencies—Listed at the beginning of each tutorial, the
Competencies describe what skills will be mastered upon comple-
tion of the tutorial.

m Concept Overview—Located at the start of each tutorial, the
Concept Overviews provide a brief introduction to the concepts to
be presented.

m Concept boxes—Tied into the Concept Overviews, the Concept
boxes appear throughout the tutorial and provide clear, concise
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explanations of the concepts under discussion, which makes them
a valuable study aid.

Marginal notes—Appearing throughout the tutorial, marginal
notes provide helpful hints, suggestions, troubleshooting advice,
and alternative methods of completing tasks.

Case study—The running case study carried throughout each
tutorial and is based on real use of software in a business setting.

End-of-tutorial material—At the end of each tutorial the following
is provided:

Concept Summary—This two-page spread presents a visual
summary of the concepts presented in the tutorial and can be
used as a study aid for students.

Key Terms—This page-referenced list is a useful study aid for
students.

Matching/Multiple Choice/True False Questions

Command Summary—The Command Summary includes key-
board and toolbar shortcuts.

Screen Identifications—These exercises ask students to demon-
strate their understanding of the applications by identifying
screen features.

Discussion Questions—These questions are designed to stimu-
late in-class discussion.

Hands-On Practice Exercises—These detailed exercises of in-
creasing difficulty ask students to create Office documents
based on the skills learned in the tutorial.

On Your Own—These problems of increasing difficulty ask stu-
dents to employ more creativity and independence in creating
Office documents based on new case scenarios.
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The automatic grammar-checking feature advises you of incorrect grammar as you create and edit a docu-
| ment, and proposes possible corrections. If Word detects grammatical errors in subject-verb agreements,

green line. You can correct the grammatical error by editing it or you can display a suggested correction.
| Not all grammatical errors identified by Word are actual errors. Use discretion when correcting the errors.
‘E‘ﬁ Grammar checking does not occur until after you enter punctuation or end a line.

‘Concept Boxes identify the
most important concepts in
each Tutorial.

n—l Right-click on Announcing four to =88
display the Grammar shortcut

menu.

Your screen should be similar to

Figure 1-10.

related menu options

@Shoﬂﬂﬂ menu

Tables provide quick sum-
maries of toolbar buttons,
key terms, and procedures
for specific tasks.

Yellow Additional Information
boxes appear throughout each
tutorial and explain additional

uses of the application or of a
specific topic.

Additional Information

A dimmed option means it is
currently unavailable.

 Figure 1-10

A shortcut menu showing a suggested correction is displayed. The
Grammar shortcut menu also includes several related menu options de-
scribed below.

Because you cannot readily identify the reason for the error, you will open
the Grammar Checker.

Other Features

---—'ﬂ—---------—-----------—-------—------

,Real Wort , case—-Each O’Leary Lab Manual provides students with a fictitious running case study.
This case study provides students with the real-world capabilities for each software application. Each
tutorial builds upon the gained knowledge of the previous tutorial with a smgle case study running
throughout saeh Lab Manual. ;




n_. Click . Show/] : ’ﬁrw/mda button depressed indicating

formatting marks are displayed

paragraph formatting
marks

' s-greatest-

Your screen should be similar to
Figure 1-19

Figure 1-19

Glear s‘?‘p'by:smp lnstrm:llnns The document now displays the formatting marks. A paragraph format-
are pf omded in blue alpng With ting mark Y is displayed wherever the (©Enter] m key was pressed. Between
screen captures, d-etailmg the each word, a dot shows where the (Spacebar] was pressed. Formatting
steps ,afucommating a task. marks do not appear when the document is printed. You can continue to
edit your document while the formatting marks are displayed, just as you
did when they were hidden.
As you continue to proof the letter, you decide that the paragraph is
too long and should be divided into two separate paragraphs.

Move to T in This (beginning of
second sentence).

Press 2 times.

Your screen should be similar to

Figure 1-20. &
new pmnr@

C ' ' Figure 1-20
\[‘he | character on the line above the insertion point represents the

pressing of that created the blank line between the paragraphs.
The 1[ character at the end of the line above that represents the pressing
of that ended the paragraph and moved the insertion point and all
text following it to the beginning of the next line.

As you continue to create a document, the formatting marks are auto-
matically inserted and deleted. Now that you have separated the two sen-
tences into separate paragraphs, you no longer want the space at the end

students A Key Terms se




Teaching Resources

The following is a list of supplemental material that can be used to help
teach this course.

Skills Assessment

Irwin/McGraw-Hill offers two innovative systems that can be used with
The O’Leary Series, ATLAS and SimNet, which take skills assessment test-
ing beyond the basics with pre- and post-assessment capability.

B ATLAS (Active Testing and Learning Assessment Software)—
ATLAS is our live in-the-application skills assessment tool. ATLAS
allows students to perform tasks while working live within the
Microsoft applications environment. ATLAS is web-enabled and
can be customized to meet the needs of your course. ATLAS is
available for Office 2000.

B SimNet (Simulated Network Assessment Product)—SimNet per-
mits you to test the actual software skills students learn about
Microsoft Office applications in a simulated environment. SimNet
is web-enabled and is available for Office 97 and Office 2000.

Instructor’s Resource Kits

Instructor’s Resource Kits provide professors with all of the ancillary ma-
terial needed to teach a course. Irwin/McGraw-Hill is committed to pro-
viding instructors with the most effective instructional resources
available. Many of these resources are available at our Information
Technology Supersite, found at www.mhhe.com/it. Our Instructor’s
Resource Kits are available on CD-ROM and contain the following:

B Diploma by Brownstone—Diploma is the most flexible, powerful,
and easy to use computerized testing system available in higher
education. The Diploma system allows professors to create an
exam as a printed version, as a LAN-based Online version, or as an
Internet version. Diploma also includes grade book features,
which automate the entire testing process.

B Instructor’s Manual-The Instructor’s Manual includes solutions
to all lessons and end of the unit material, teaching tips and strate-
gies, and additional exercises.
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B Student Data Files—Students must have student data files in
order to complete practice and test sessions. The instructor and
students using this text in classes are granted the right to post stu-
dent data files on any network or stand-alone computer, or to dis-
tribute the files on individual diskettes. The student data files may
be downloaded from our IT Supersite at www.mhhe.com/it.

B Series Web site—Available at www.mhhe.com/cit/oleary.

Digital Solutions

B Pageout Lite—This software is designed for you if you're just
beginning to explore Web site options. Pageout Lite will help you
to easily post your own material online. You may choose one of
three templates, type in your material, and Pageout Lite will
instantly convert it to HTML.

B Pageout—Pageout is our Course Web Site Development Center.
Pageout offers a syllabus page, Web site address, Online Learning
Center content, online exercises and quizzes, gradebook, discus-
sion board, an area for students to build their own Web pages, plus
all features of Pageout Lite. For more information please visit the
Pageout Web site at www.mhla.net/pageout.

B OLC/Series Web Sites—Online Learning Centers (OLCs)/series
sites are accessible through our Supersite at www.mhhe.com/it.
Our Online Learning Centers/series sites provide pedagogical fea-
tures and supplements for our titles online. Students can point
and click their way to key terms, learning objectives, chapter
overviews, PowerPoint slides, exercises, and Web links.

B The McGraw-Hill Learning Architecture (MHLA)—MHLA is a
complete course delivery system. MHLA gives professors owner-
ship in the way digital content is presented to the class through on-
line quizzing, student collaboration, course administration, and
content management. For a walk-through of MHLA, visit the MHLA
Web site at www.mhla.net.

Packaging Options

For more about our discount options, contact your local Irwin/McGraw-
Hill sales representative at 1-800-338-3987 or visit our Web site at
www.mhhe.com/it.
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Introducing Common
Office 2000 Features

This section will review several basic procedures and Windows features.
In addition, you will learn about many of the features that are common to
all Microsoft Office 2000 applications. Although Excel 2000 will be used to
demonstrate how the features work, only common features will be
addressed. The features that are specific to each application will be intro-
duced individually in each tutorial.

Turning on the Computer

If necessary, follow the procedure below to turn on your computer.

n—ﬂ Turn on the power switch. The power switch is commonly located on the
back or right side of your computer. It may also be a button that you
push on the front of your computer.

M If necessary, turn your monitor on and adjust the contrast and bright-
ness. Generally, the button to turn on the monitor is located on the front
of the monitor. Use the dials (generally located in the panel on the front
of the monitor) to adjust the monitor.

M If you are on a network, you may be asked to enter your User Name
and Password. Type the required information in the boxes. When you

are done, press («Enter).

The Windows program is loaded into the main memory of your computer
and the Windows desktop is displayed.

xXxi
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xxii Introducing Common Office 2000 Features

Your screen should be similar to Figure L

Figure 1

i

[EGSAY [TUS s
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‘

If a Welcome box is displayed, click The des.ktop is the ope'ning screen for Wir}dows and is the plzjlce where
T 'uiijr?;}vfth”iipp.er'ﬁght*cnmer of fJ VYou begin your work gsmg -the computer. Figure 1 shpws the Wmdows 98
the box) to close it. desktop. If you are using Windows 95, your screen will look slightly differ-
SESE ent. Small pictures, called icons, represent the objects on the desktop.
Your desktop will probably display many different icons than those shown
here. At the bottom of the desktop screen is the taskbar. It
contains buttons that are used to access programs and features. The Start
button on the left end of the taskbar is used to start a program, open a
document, get help, find information, and change system settings.

1fyou are already familiar with
using a mouse, skip to the section

Loading an Office Application. Using a Mouse

The arrow-shaped symbol on your
screen is the mouse pointer. It is
used to interact with objects on the

screen and is controlled by the hard-
right mouse button ware device called a mouse that is

attached to your computer.

left mouse button %

I/ movement of ball
i tells computer how
to move mouse
pointer on screen

hold mouse with your fore-
finger over the left mouse
button and your thumb along
the left side of the mouse




