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What you can expect ...

« Here are some tips which can ease your work in Office and also at home.

* In my opinion there is really no need to always upgrade to the latest versions of
Office applications, because the features are more or less same. Across 2007 to
2013 versions of MS Office, many features have been added but for usual office
work, 2007 version is good enough and does every possible thing in a neat way.
Thus 2007 version has been explained and it applies to the later versions also.

« Use of PDF is increasing and is now a standard in documents, some handy tips on
PDF usage have been shown.

« Cloud storage, mobile applications, internet based applications, come in handy.

« PowerPoint presentation consumes most of the office time and thus some very neat
tips like creating PPT from Word outline, have been shown. For a document
containing 10 pages, it would have meant at least fifty copy and paste actions, and
also writing the title slide, bulleting the lists etc. etc. This tip can drastically reduce
number of actions and as well as a phenomenal amount of irritation.

« To comply with law of the land, writing in Hindi is imperative, thus some very useful
Hindi applications have been discussed.

Every pagel/tip has a corresponding hyperlink for honing the skill.



Using Powerpoint

THE MOST USEFUL FEATURE- Convert Using Excel
WORD to PPT automatically

Pivot Tables — to organize unstructured

PPT to TEXT data
Embedding excel data in PPT — Charts in Data sorting, filter and subtotals
PPT

Using PDF Files
Search text within multiple pdf files
Add on for windows search for pdf files

Using SmartArt
Customizing the show

Hyperlinking Creating one file from multiple files
Print draft with least amount of INK Capturing screen/ screen portions using
Managing the live presentation — note SNIPPING tool

tSaikCIInq ﬁnd navigating slides durind  \1anaging documents/notes on mobile

Ide SNOwW phones with Cloud storage — Dropbox,
Google Drive etc.
Using Word Browsing utilities — multiple downloads,

Saving as pdf from word file screen capture (Snagit)
Compare and combine documents Content authenticity on websites - Tips
Creating professional documents with HINDI utilities

TABLE of Contents, Figures etc. Cloudprint — Print from mobile directly
Making complex tables Remote printing

Optimize picture size for documents
Insert captions for pictures




Convert Word file to PPT

WY wnco Ao [ AaBDC AGDIDG AsBbCe AsBbls

OPEN New Word File.

For each slide, the line to be the M5 Powergoint 2007 Zo
slide title use the Heading 1 style, | =" b oy
rofessor IT, NAIR Ao

and the remaining lines of text for  seingup asnow =
eaCh Sllde the Headlng 2 Style Hide /Unhide slides

Simple animation of text . oo

Change theme

text formatted with a heading B 4 MBS o e s ] m s B B

style, but you can use any of
Word's built-in heading styles.)

MS Powerpoint 2007
Rajnish Kumar
ProfessorIT, NAIR
Setting up a show s
Hide /Unhide slides .

Simple animation of text . oo

¥ Change theme




Convert Word file to PPT ....2

To convert this text into PowerPoint ‘ e
slides, follow these steps: T L Ll o

Cipboard Office Thense i
Sikdes\_Gutine '

Open PowerPoint 2007. | o
On the Home Rlbbon, |n the SlldeS Tiste Shide Tl and Content vieul-'/n'ﬁeancr
group, click the arrow below New | '
S“de 1 Twocontél  Comparmon . TRIOnk

Click Slides From Outline, then i Ii= | |
navigate to the Word document n
containing your slides.

Click Insert. 13 Insent Oution . = ) e

I L
Giaak Centert with Picture with
Caption Caption

@-;:/‘9’ * » Libranes » Documents » v 1% W Search Cocuimen: o
Click the Design tab. T m—— v 00 |R
. . Bl Deskacp “ Document library — =S
Click the theme of your choice. G e o™

Add a title to your title slide and save 5t

1) Documents

the file. dua || W

e Pictures

a Videos

g e
e SNEN o
3
18 Computer boilerem lpsum

e Locot Disk (C:)

o Local Busk (D)

http:/ /www.techrepublic.com/blog/microsof

t-office/ convert-your~word-documents~into~

powerpoint~9007~presentations
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Convert PPT file to Word

e Go to Publish

 Create handouts in
Word

A

New

Open

Conyent

Save

Save As

Print

Prepare

Send

Publish

.

J

Distribute the document to other people

Package for CD

Copy the presentation and media links to a
folder that can be burned to a CD

Create Handouts in Microsoft Office Word

Open the presentation in Word and
prepare custom handout pages

Document Management Server

Share the presentation by saving tto a
document management server,

Create Document Workspace

Create 3 new site for the presentation and
kKeep the local copy synchronized.

+] PowerPoint Options | | X Exit PowerPoint




Inserting chart table etc.

Insert Tab

4

—

Table

d =

Home Insert Design
o
e LR
2 _
Picture Clip Photo

Art Album ~

Animations

> al Al E 4 L&

Shapes Smartart

Slide Show

S——

Chart WordArt Date Slide

& Time Number

Header
Box~ & Footer

Object

If you open a new

slide, all options
are also available
on the blank
portion.

Click to add title

* Click to add text




Embedding a chart from other files

Often, in PPT the data file is missing when the PPT is sent by mail or through pendrive.
This is because the excel sheet is not embedded in PPT, please see the options carefully
on the clipboard icon on bottom right of chart after insertion, click on it

~ mSeries 1
M Series 2

Series 3

onN B O

SO R G O
o o o O
\?’Qo \?’oo &Q?o ’@oo
(& A N

= i
(s!  Chart (linked to Excel data)
(0 Excel Chart (entire workbook)

...................................................................................... (7 Paste as Picture

0 Keep Source Formatting

s lze Destination Theme

« See the options choose option 2, Excel Chart (entire workbook) for
embedding the file on your PPT.

« This will ensure that you can edit the chart when needed.



Smart Art

Smart Art is a real smart tool for creating hierarchy charts, process, cycle, matrix etc.

o) d2- 030 Nz Powepoint 2007 by FIT - Mcrosch Poserpore | R - ol@| &
a3

Hoowe Insert Desigh Animatiorn e ow Hevenm View Acrptat w

ey f 3 = Lo -

(355 T - - - 9
D@ HP™ e @ Al 4 509w &3¢
Table Petore Clip  Phots Shapes Smartant Chant ot t Text  Meader Worgant Date  Side Object Movie Secwund

. A Albgme - Ao bfactes - Al & =
1ol Choose a Smarthrt Graphic - [
—

e 2= SR

| - I
H _ [

oo —ve|

List

¥ Procem

Basic Block List
Usz 1o show ron-sequersal or grouped
becks of nfoemation. Maxameres bath

honacatal and verscal dsplay spoce for
shapes

Click to add notes

SESe 00138 DAt Theme <D Englsh (Unfied Statey) 383 Tisomu i




Setting up a show

For the final show, you may not be allowed time to go through slides, you can easily limit

the show by the following option.

For all animation in slide to be hidden just select “show without animation” from SET UP

SHOW option in Slide Show tab\
r ) |- 0 3] \

ert Design Animations Slidke Show Feviey 18w Acrobat

1 | S— . ecord Narration al
X z ' Timings
Froe From stor t Uy d
9 nt 2 Sho de Sh C R gf | | Useg Pres mler

Shdes Qutlne

 Define slides to be ——— =
used. ==

* No animation S| e—

* Advance slides : o D S = e
manually etc. | EETEEEEET i |

O Presented by a speaker (full soeen) oAl
Browsed by an individual (window) Erom: = To!
S T
Browsed at 2 kiosk (ful screen)
Show oplons Agvance sides
- M
Loop contruously until ‘Esc Marually
Shaw washout narration @ Lising tmings, if present
Show without animaton Multiple monitors
Pen oo | |~
S Preses
Performance
Use hardware graphics acoslerabion TS

Side show resaiution; Use Current Resolution -




Setting up a show....2 - Slide Sorter

For the final show, you may need specific slides to be hidden, an easy way is to use SLIDE
SORTER

Right click a slide
D 2 Click on hide option
oo Prte | =0 e | o S To unhide click again

o d9-0 3] e Ve —— = 15 Pawepoint 2007 by PIT S Mcrozert Powerton
!

l."j
At !

D Englon United Statey)

She Sariet  Default Thess
- L N |
o i
™ T 8 &Y
. S

Click here for sorting sliding, moving them, hiding etc.,
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Hyperlinks

Ease your presentation by incorporating hyperlinks

» Toaslidein the same presentation
» Toaslidein a different presentation
* To an e-mail address Right click on selected text
 To a page or file on the Web
* Toanewfile

From online Microsoft help

Calibriff~ 18 - A" A" B -2 - F
:iE-iB I|§

1]}
I
b=
4
[IE !
1l
¥
i
111
4

g inadifferent nrecentatinn |

Tip: Do not use Commas in Title for hyperlink within the
PPT

Inserthyperfink 21 A
Link to: Text to display: I ‘ ScreanTip... I =7 Paragraph.)
- . :=| Bullets b
.o Look in: I_J Defaudt User 3 _’JI Ql _JI —
Exsting Flsor . i— | Numbering »
Web Page L) Application Data - Bgokmark. -
Current Deskto 45| Convert to SmagtArt 3
T b
‘¢ Favorkes
| X il [ ink.)
Fia:e!x-r:]‘rh:‘. | ) Local Settings w | B Edit Hyperiink
Document Growsed | ) MMCLNTS2 Cpen Hyperlink
Pags p 0 4 .
apas ___J) :3{:::;;& Docurnent Copy Hyperlink
Creabe New Regent | Printtood “A Remove Hyperlink
Document Fles ) SendTo - Sgnonyms '
L) Start Mamu P
Addrass: l-::'n,Doc-.-rrer»ts and Sextings\Default User :] “"ﬂ Format Text Effedts...
E-all Addvess {E;'I Format Shape...
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How to Print slides — efficiently with least amount of ink

Go to Home Tab
Print Preview
On Options tab, click Color Grayscale

AR aftare tips for Offica Works Pajnech Kumar Noy 14 [Presiew S Microzaft PowerPos

X
=
-
-
Office
=2 5 | > )
2 &
¢ 8. ¢ "0
SOFTWARE TIPS FOR |
OF FICE WORK |

4

The dark
i SOFTWARE TIPS FOR
portion OFFICE WORK
becomes
white, thus
saving ink

= ') B L

10-13-2014



Right click anywhere on the live presentation

Creating professional documents with TABLE of (

MathType
EE2T AaBbCd 4aBbCcI Chapts
x|~ - 1 Caption Emphasis T Heading 1

Chapter 1- Enter Your Chapter Title Here

Makes use of feature in Word called “styles.” A
characteristics. For example, the heading :
used for each chapter heading. '

Using styles, particularly in a long documenf, hi
Table of Contents is created automatically /

First-level Subhead (Heading 2 style)

All first-level subheads in the template use Hea
level within Heading 2, use Heading 3 as sl

Second-level Subhead (Heading 3 style) o

All second-level subheads in the template usg |
level within Heading 3, use Heading 4 as sl

Third-level Subhead (Heading 4 style)
If you need a third-level subhead in your docun

1 Software tips for Office work

2 What you can expect ...

3 Contents

4 Convert Word file to PPT

5 Convert Word file to PPT ....2

6 Convert PFT file to Word

7 Inserting chart, table etc,

8 Embedding a chart from other fil
9 Smart Art

10 Setting up a show

11 Setting up a show....2 - Slide Sor
12 Hyperlinks

13 How to Print slides - efficientl

14 Managing the live presentation —
15 Creating professional documents
16 Creating professional documents
17 Creating professional documents
18 Save as PDF in WORD itself

19 Compare and combine documents
20 Creating COMPLEX TABLES

21 Optimize picture size for docume
22 Insert captions for pictures

23 Search text within multiple pdf
24 Slide 24

25 ifilter by Adobe for Windows sea
26 PDF — Creating one file from mul
27 Content Authenticity on Websites
28 Analyzing Data with PivotTables
29 Creating a PivotTable

30 Creating a PivotTable

31 Creating a PivotTable

32 Adding a Report Filter to a Pivo
33 Filtering PivotTable Fields

34 Refreshinn a PivotTahle

Managing the live presentation — note taking and navigation

A AF

‘P_l ab p
~ac

Change

Styles ~ g

rmatting

ading 1’

Next

Previous

Go to slide will
easily take you the
required location
and come back
using last viewed

Go to Slide

Screen

Pointdy Options » bhead

Pointer option gives
you a pen to note and it
can be saved to the PPT

Vr\/ead

3




Save as PDF in WORD itself

ﬁ';ﬁ; | v SAI
For this you’ll have to download the add-on G4
fro m New Save a copy of the document

. . o Word Document

httD.//WWW.mICFOSOft.Com/en- ~ E'j save the document in the default file
in/download/details.aspx?id=7 Qpen format.

_ |!? Word Template

E“AQ Convert | Save the document as a template that can

. . - be used to format future documents.

To install this download: 5] Word 97-2003 Document

H 2ave j Save a copy of the document that is fully

compatible with Word 97-2003.
Download the file by clicking [Fj —— ; PDF or XPS
. ] = .
the Download button (above) and saving the i~ TR NS —
f||e to your hard dlSk _,Ig;d Print * _—j Other Formats
I}l-l‘,_ Open the Save As dialog box to select from
e all possible file types.
. b Prepare »

Double-click the SaveAsPDFandXPS.exe Z

program file on your hard disk to start the o5 send  »
Setup program.

Publish »
Follow the instructions on the screen to ] Sever »
complete the installation. .

Close

2] Word Options | | 2 Exit Word
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Compare and combine documents

s Review View MathType YOU can Compare tWO
_J % ! . _:}\ - “1:' 4% | Final Showing Markup -\/f’? ,5,% WY pisiiis ] documents and
New T;ack Balloons __] S :-\:c:pt Reject @/} Next Con}par-:- have a thl‘ee pane
omment Changes ~ > (B] Reviewing Pane ~ - - V|eW Of the
Camments Tracking Chanages
= ‘ _ _ ; documents.
}’j grakte [y 0t ety (TN Ly R POVl LT - SN L o Ty SR RS S SLOMII ¥ | <4 | | |

| Compare Documents

It comes very handy

| Original document

Label changes with

1 More >>

Revised document

Label changes with

when two or more
people have
worked on same
document.

On REVIEW TAB, click

| Cancel [

Cornpare Documents

Original document
Contract.docx

Label changes with

<« Less

Comparison settings

v Moves

V| Comments

7| Formatting

/| Case changes

v White space

Show changes

Show changes at:
Character level

@ Word level

Revised document
v| & Client Contract.docx

Label changes with  pelton

/| Tables

V| Headers and footers

V| Footnotes and engnotes
V| Textboxes

V| Fields

Show changes in:
Original document
Revised document

© New document

Cancel

CLIEN

Compare

FTORIGINAL CONTRACT ORIGINAL CONTRACT

Yk keve o enter cliend name

% 100k Contenc. dacs - et

CLIENT CONTRACT

https://support.office.com/en-us/article/Compare-and-combine-documents-in-Word-2007-420236df-c0al-4f05-8962-03c7al827074
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another subbead level »

Creating professional documents with TABLE of Contents Figures etc.

For any professional document it is very important to have a table of contents, figures,
tables etc. Word has a very convenient method for creating this automatically. This

link is useful, http://support.microsoft.com/kb/285059

AaBbCcel AaB8bCcl

¥ Qpton Empnadic ] 14

Chapter 1 - Enter Your Chapter Title Here

The tempise makes use of featuse 1n Word called “svies " A “svle
st of formaming characteristscs.  For example, the heading abos

Headimg 1" stvie and 5 used for each chapter headmg T

ve 18 1 “Chapter 1 -

has a specific sot of
16 pt fout, bold, centered, etc  Other sty

xe used in other porticns of
the doc mpie, “Heading 1" styie 15 used for I¥ jevel subbeadings, and
Bods

m, has many benefits

ment. 1f vou modify the
ccurrences of thae styl

nent

First-level Subhead (Heading 2 style)

level mibheads m the template wse Heading 2 style 1f you need to add
within Heading 2 use Heading 3 as shown below

Second-level Subkead (Heading 3 style)

All second-level subheads in the template use Heading 3. If you need toadd

Chapte  AaBb

le” 13 2 namned

Table of Contents
Acknowledgements
Preface

Chapter [ - Enter Your Clrapter Title Here

First level Subkead (Heading 2 =

Second.level Subbead (Headis

Third-level Subkead (Heading 4 style)

Chapter 2 - Enter Your Chapter Title Here

Subhead (Heading 2 style)

Chapter 3 - Enter Your Chupter Title Here

References Or Bitliography

A2BbCel AaBM
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MathType

EE(2| M| AaBbCd AaBbCel Chaptc AaBb A4aBbC AaBbC: ‘A i

eading 1 THeAding 2 THeAding3 1 Heading 4 Change
Styles = || ki 3

I fed v T Caption Emphasis

Chapter 1- Enter Your Chapter Title Here
Makes use of feature in Word called “styles.”

used for each chapter heading.
Using styles, particularly in a long docume
Table of Contents is created automatically

, has many benefits:

First-level Subhead (Heading 2 style)
All first-level subheads in the template use Hedding 2 style. If you need to add another subhead
level within Heading 2, use Heading 3 as shown below.

Second-level Subhead (Heading 3 style)
All second-level subheads in the template us¢ Heading 3. If you need to add another subhead
level within Heading 3, use Heading 4 as shown below.

Third-level Subhead (Heading 4 style)
If you need a third-level subhead in your document, use Heading 4.



Creating professional documents with TABLE of Contents Figures etc

Click here\in REFERENCES TAB for creating a table of contents automatically from STYLES

Oy \ ” M NAIR Template for Short Project Reports 2013 (1) - Microsoft Word fm 1 (5

Mo Ingert Fage Layus References Maihngy Review View AathType w
- ] {30 Acd Tt - 1z inert Endaate 3 P anage Sowren 3 ] Invert Tabse uf Figuies ~|‘ Y Iveett Bdlex = 3 Feert Takse of Authartties
| — .
| I Update Table A Nedt Footmote - =" 4 O Srle APa 1 ] br Dot
Tabie of Insent Insest insert < Mark Mark
YOU Can Contents - foctnote Crtation - 43 BioSograshy - Caption ) Ootsseterence Entry Citation
Buttt-In m & Bilibagraphy Captiam Inder Tate ol Authoitties

modify the ZAmomatkhmgg | - | | —
numbering P
Style etC_ by Chgenr | < Hiowdeng |

Headig 2 \
Hemleg !

using the
insert option
here e -t

Auvtomatic Table 2

Table of Contents Table of Contents

Aewleg 2 i Igements v
Heatoy 1 |

A

Manual Table Enter Your Chapter Title Here 1

Table of Contents =l Subhead (Heading 2 stvle) 1

Type chapter title (level 1) 1t d-level Subhead (Heading 3 style) ... 1

oSN  rddevel Subhead (Heading 4 style) )

Typs chugaer 1y (ael 1)

Enter Your Chapter Title Here
Irdan Table of Cordentty

{Heading 2 stvie) 2

Lemove Table of Contenty

£ W E

Enter Your Chapter Title Here 3
References Or Bibliography

Paper 3o Woron 882 | p  Englinh (Unites States)

L E

Read here for more tips on table of figures, tables and equations.
http://office.microsoft.com/en-in/word-help/create-a-table-of-figures-HA102237177.aspx
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Making COMPLEX TABLES

Using the Draw and Eraser commands a complex

table as shown below can be easily made. r";:::_] pt— Al
Just move the pencil from start point to end point and = Zrencolors  [Tapte]
a line is created dividing the cell. e =

ST — s =

o) D C Docum * i
Table Tools T e st Megelayeu v
ype Design Layout & L,, - ot 7Y
4(| Height: |0.46° % || 37 pistribute Rows = oo . . e~ - E
T3+ Width: 1.66" % || £ Distribute Columns

Cell Size s r ‘

The columns or rows
can be aligned with
equal spacing also,
using layout tab in Table
tools

Check this mn____[ w_(-‘_] Bl &

https://www.youtube.com/watch?v=11JkfpQ10rg
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Optimize picture size for documents

 Picture Tools.

Insert Page Layout References Mailings Review View MathType ! Format

:3{ Compress Pictures ___‘ ( -J—) Picture Shape ~

¥4 Change Picture B [ ‘ - ‘ — IEl g - LZ Picture Border ~
":; Reset Picture T | = Picture Effects v

Adjust Picture Styles i

A T A X Ao B AR o R RS S P IR O A ) B IE S e
' 'Comp;e_ssipn_Setti_ gs. EE :

—
h Compression options:

.

[¥] {Automatically perform basic compression on save!

Target output:

1 Print (220 ppi): excellent quality on most printers and screens
Screen (150 ppi): good for Web pages and projectors
@ E-mail (96 ppi): minimize document size for sharing

l OK ] [ Cancel

Apply compression settings now
("] Apply to selected pictures only

] [ Cancel

| gotions.... | |




Insert captions for pictures

== = v = T
Watermark Page Page = : | Position
on ~ - Color = Borders == Right: 0 - a= After 10 pt -
Page Background Paragraph

Change Picture.,.

Hyperiink...

Insert Caption...

X = ®

Size..,

-
{
| o

Format Picture...

S &

U
o
)

Text Wrapping »

Label: Fgure

Position: Below selected item
Exdude label from caption
New Label, ., ’

AutoCapbon...




Pivot table - Use and Advantage

This unstructured data of two students needs to
be presented so that it can be comprehended

Review View Options Design

This is how it should look,
for this PIVOT TABLE
function is used

Formulas Data @ - 7 X
) || =- - e— o 3 AutoSum ~
B toy vi10 v [|AR s = ||| | 5iWrapTexdt General - Eé 1 jm _r\ ;_J j s ‘%? ﬂ
R RS L [ e e i (P =
Clipboard i Font ] Alignment ] Number iu Cells Editing
| H4 - f= | Student ¥
A B D M| N 0 P QIR|S|T|U Vv E
1 Month Subjeg
2 January English
3 January Maths
4 |January Science Abha
5 \January GeographyAbha 89
6 January History  Abha 81 Average of Score Column Labels g
7 January Hindi Abha 62 Row Labels nJanua February Marcli"Average
8 February English Abha 51 i 87 68 41 65.33
9 February Maths Abha 72 59
10 February Science Abha 89 93
11 February Geography Abha 83 61
12 February History  Abha 84 54
13 |February Hindi Abha 57 56 ] |
14 March English  Abha 41 65.17 53.67 i
15 |March Maths Abha Al
16 March Science Abha 41
17 March Geography Abha 92
18 ‘March History  Abha 9
19 ‘March Hindi Abha 56 Student Abha e
20 January English  Harish 87
21 January Maths Harish 53
22 January Science Harish 35 Row Labels aJanua February March Average
23 January  Geography Harish 61 English 87 51
24 January History  Harish 58 89 83
25 January Hindi Harish 92 62 57
26 February English  Harish 68 81 -
27 February Maths Harish 54 65
28 February Science Harish 56 58
29 February GeographyHarish 59 73.67
30 February History  Harish 61
31 February Hindi Harish 93 &
22 March Fnnlich__ Harich A1 " 2
4 4 » M| Sheetl  Sheet?  “Sheet3 ¥J [/ m 0

Ready

[EEEFETNeE=====0

EN o @ FOM

06-Nov-14



Final steps

CAEEEED -
ol J

— Home Insert Page Layout Formulas Data Review Vi
l ‘ Home Insert Page Layout
i RIS 2)
2 Create PivotTable ‘ ? &3 ‘
Tablg PivotTable Active Group Refresh
Al| Choose the data that you want to analyze ’ i i )
A Q' Select a table or range I Y
1} Mon Table/Range: |Sheet1!$A$1:4D$37 (=] = -
2 Januar e
3 Hanuat Use an external data source 1 M!(AH) =
4 \Januar 2
5 lJanuar Cor 3 Average of Score Column Labels | ¥
6 :Januar Choose where you want the PivotTable report to be placed g Eg;;abels i Jnnuary 87 00
7 Nanuar =
8 IFobrudll @ Ny Worksheet 6 Geography 75.00
9 iFebrua Existing Worksheet 7 Hindi 77.00
10 }Februg) Location: P g K'Ais:ﬁry gggg
] A4 atns

1; Eigg:ﬂ; oK | l Cancel 10 Science 46.50
13 iF ebruary=—wer o - 11 jAverage 63.99
14 /March English  Abha 41
15 March Maths Abha [&H
16 March Science Abha 41,
17 March Geography Abha 92,
18 ]March  History  Abha 91
19 March  Hindi Abha 561
20 \January English  Harish 875
21 January  Maths Harish 53
22 WJanuary  Science Harish 35!
23 Manuary  Geography Harish 61}
24 \January History  Harish 58,
25 YJanuary  Hindi Harish 92,
26 |February English  Harish 68,
27 \February Maths Harish 54, 2%
28 \February Science Harish 565 27
29 EFebruary Geography Harish 59 28
30 iFebruary History  Harish 61 4 4 » M| Sheet6 Sheetl  Sheet2
3 :February Hindi Harish 93, Ready
29 M hmcnls Cumnlialk Uneial A4y

fx | student

Formulas Data Review

Change Data
Source ~
Data

View

58 Move PivotTable

Options Design @

i3] PivotChart
[ig] Formulas -

|5 Field List
[£L) </ Buttons
}E"j Field Headers|

Toals Show/Hide

C

February March Average
59.50 41.00 62.50
71.00 70.00 72.00
75.00 73.00 75.00
72.50 79.00 73.67
63.00 53.00 58.33
72.50 41.00 5333
68.92 59.50 65.81

0

‘! PivotTable Field List

Choose fields to add to report:
[7|Month
[V Subject
V|Student
[V Score

Drag fields between areas below:
W Report Filter 4 Column Labels

Student . Month 2

i Row Labels
Subject e

2 Values

Average of S... ¥

¥ 7] Defer Layout Update

|20 0% (=)

Read more: http://office.microsoft.com/en-in/excel-help/pivottable-i-get-started-with-pivottable-reports-in-excel-2007-RZ010205886.aspx
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Data sorting - filter and subtotals

In sorted data using filters there is a very nice way of getting subtotal group wise, for
example in this sheet of student data, we can have subtotals student wise.

e

Month
February
January
March
February
January
March
February
January
March
February
January
March
February
January
March
February
January
March
February
January
March
February
January
March
February
January
March
February
January
March

Fohrian:

=

Subject Student Score

English  Abha
English  Abha
English  Abha
Geography Abha
Geography Abha
Geography Abha
Hindi Abha
Hindi Abha
Hindi Abha
History  Abha
History  Abha
History  Abha
Maths Abha
Maths Abha
Maths Abha
Science  Abha
Science  Abha
Science  Abha
English  Harish
English  Harish
English  Harish
Geography Harish
Geography Harish
Geography Harish
Hindi Harish
Hindi Harish
Hindi Harish
History  Harish
History  Harish
History  Harish
Mathe Harich

51
87
41
83
89
52
57
62
56
84
81
9
72
65
71
89
58
41
b6
87
41
59
61
48
93
52
580
61
58

67
A

Grads

TODODPEPrEFPPFPO0OO000PP000OOP000E 000200

/ \ H L I s PivotData for'Exa'mple Nov 14 - Microsoft Excel
:-J/ Home Insert Page Layout Formulas Data Review View 9 - 3 X
) s |5) Connections ™ o £a == B @ |7 Data Validation ~ < Group ~ #=
$ : @ Consolidate ~@ Ungroup ~ "=
Get External | Refresh ﬁl Sort Filter T Text to Ren_wve e ; |
Data ~ All > 47 Advanced || Columns Duplicates =7 What-If Analysis j_] Subtotal
Connections Sort & Filter Data Tools Qutline F
Al - f< | Month |3
[1]z]3] A B C D E F G H =
o 1 | Month Subject Student Score  Grade |(c o ‘ @‘ﬁ
2 |February English Abha 51 C S |
3 [January English Abha 87 A At each change in:
1 -‘: March Engllish . Abha s 5552'1/ c Subject
|= 5 nglish Average g T
i 6 |February GeographyAbha 83 A Lise fncon:
7 |January Geography Abha 89 A Average
8 |March Geography Abha 92 A Add subtotal to:
=] |9 Geography Average 88 [CIMonth
[ - | 10 [February Hindi Abha 57 C Subject
11 [January  Hindi Abha 62 B
12 |[March Hindi Abha 56 c
[=] |13 Hindi Average 5833333
I 14 |February History  Abha 84 A
15 |January History  Abha 81 A V| Replace current subtotals
16 [March  History  Abha 91 A Page break between groups
=] |17 History Average 85.33333 (V] summary below data
F 18 |February Maths  Abha 72 B ' ,
19 [January Maths  Abha 65 B | Remove Al | | cancel
20 |March Maths Abha 71 B
=] |21 Maths Average 69.33333
[ - | 22 |February Science Abha 89 A
23 |January Science Abha 58 c
24 |March Science Abha 41 C
- 25 Science Average 62 66667
i 26 |February English  Harish 68 B
27 [January English  Harish 87 A
+ | 28 |March Enalish _ Harish 41 C | -
I4 4 » » | Sheet6 | Sheetl  Sheet2 . Sheet3 ¥J o ! m | |
Ready |58 [O0) (1| 200% \EJ {1 (+)




Search text within multiple pdf files

« Adobe Reader

« With the advanced search, you can search all PDF files in a directory and it’s sub-
directories in a single go. By default, if you open Adobe Reader and press CTRL + F,
you'll get the normal search box. It is located at the top right.

« To use the advanced PDF search option, you can choose Advanced Search from
the Edit drop down menu or press SHIFT + CTRL + F.

« Go ahead and enter the phrase you are searching for in the search box. Next choose
the All PDF Documents In option under Where would you like to search heading.

Search - - 'CJ =l lﬂhj

'[ ] Arrange Windows
. Where would you like to search?
n&& | @ In the current document
X All PDF Documents in
Tools | Fill &Sign | Comment |L.(h My Documents .
m ' ‘ Sign 1
- » Ign in
Find *1 £ What word or phrase would you like to search for?
v v Export PDF
Adobe ExportPDF B ;
= f
=l Convert PDF files to Word or Excel =] Whole words only
online. || Case-Sensitive

| Include Bookmarks

["Include Comments



http://www.online-tech-tips.com/wp-content/uploads/2007/11/find-adobe-reader.jpg

Search text within multiple pdf files.... 2

The options here can be used for specific document or folders

— b = s Sl 2 000020 02— =
Search o &l & Theary and Prodilems af Engineenng Thermodynamics.pdf - Adobe Reader = 3 e

[Fle Edt View Window Help x

t;} = QL-:\) =l s 1 /386 | we e £3% | » =B 2| Comment | Share

| |\ Arange Windows

Where would you like to search? I _
& In the cument decument l! * 5
All POF Documents in el Naat it P08
1 My Documents - " L Open Fit Reader Search.., Shifys Creln F

YWhole Words Only

What word or phiase would you kke 1o search for? >
P iracad Case Sensitive

Inchude Bookmarks

Incdude Comments

THERMODYNAMICS |
FOR ENGINEERS)|

MERLE C. POTTER CRAIG W. SOMERTON

Vihole words only
Casze-Sensitive
Include Sooomarks

Include Comments

r
“ Update is ready to install ™ *
1

Click here for details

Eal ° € lclEilaE A




iIfilter by Adobe for Windows search and indexing of pdf files

http://www.adobe.com/support/downloads/detail.jsp?ftplD=5542

Adobe® PDF IFilter is designed for technically savvy users or administrators who wish to
index Adobe PDF documents with Microsoft indexing clients. This allows the user to
easily search for text within Adobe PDF documents.

INSTALLATION INSTRUCTIONS

After downloading a ".msi" file in Windows, double-click on the ".msi" file to access the
file's contents.
Need help with downloading? See the Downloading Help documents.

1. Download the installer contents to your local drive.
2. Double click [PDFFilter64Setup].msi to launch the installer,
3. Follow the instructions in the installer wizard to complete the installation.



http://www.adobe.com/support/downloads/detail.jsp?ftpID=5542
http://www.adobe.com/support/downloads/help.html

PDF — Creating one file from multiple files

Adobe Acrobat has a feature of combing multiple files into one file, particularly useful

when annexure are to be emailed as one file. Screenshot can be seen
O W9 -0 30 Microsch PowesPaint D B B

1 - Adobe Acrotist Pra _— - Loy X L Combine Fies =
[N it View Document Comments Formi Took Advanced Window Help Bl i
& Add Files., = & Single PDF PFOF Portfolio
. Qpen.., -0 | o 2 I
|
’
St Drag and drop files to add them, and then arrange them in the order you want,

. Creste PDF Portfolio —
o) 5 Page Range Size Modified Wamngy/'Errors ~
¢ X P

| OF Povots : Active Sheet 11ASKE  Ol-Aug-ld

T | 52 Creste POE 4 IMP.. All Pages 646,87 KB 2-Oct-14

i | & Comtme Asremble PDF Pertfolo,,, 233.. AllPages 12022 KB 02-May-14... .

| Colaporate v Merge Files into 8 Single PDF.

File Sae ]

Combmne Fles

Sede M afé4  DeaunTheme 5  Engean (United Stater) 155 -2 St - Ll Ly _‘VJ.'
§ 11:15 AM

-
EN D T @ " L)
\ DiommuE™~wDo UM

Read more
https://www.wpi.edu/Academics/ATC/Collaboratory/HowTo/Acrobat9/multiple.html

https://www.wpi.edu/Academics/ATC/Collaboratory/HowTo/Acrobat9/number.html
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SNIPPING Tool

Windows 7 has added a new useful T IS,
feature called SNIPPING TOOL. e’

Go to Accessories from Start Button

| %2 Snipping Tool = B &

'% New ~ [ Options

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

You can use Snipping Tool to capture a
screen shot, or snip, of any object on
your screen, and then annotate, save, or
share the image.

You can capture any of the following
types of snips:

*Free-form Snip. Draw a free-form
shape around an object.

*Rectangular Snip. Drag the cursor
around an object to form a rectangle.
*Window Snip. Select a window, such
as a browser window or dialog box, that
you want to capture.

*Full-screen Snip. Capture the entire
screen.




Managing Documents on Laptop Mobile PC etc.

Use Cloud Storage, the best in market are
OneDrive Dropbox Google Drive Box

You can manage documents on mobile with the app available for handset.

For iOS users, iCloud is a good option.

Across all your devices, the application synchronizes all the documents in real time.

The photos taken by mobile are also automatically uploaded to the cloud server, thus you
need not worry on saving it everytime.

Read more at :

http://www.cnet.com/news/onedrive-dropbox-google-drive-and-box-which-cloud-storage-
service-is-right-for-you/
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Google Keep is an excellent app for making notes and keeping it synchronized across
devices.

You can even create a reminder for the note.
Take a photo and use it as a reminder for work to be done.
Record a note, and place a reminder

https://chrome.google.com/webstore/detail/google-keep-notes-and-
lis’lhmjkmikepdijhoojdojkdfohbdgmmbhki/details?hl=en
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Browsing utilities — multiple downloads screen capture (Snagit)

Sometimes you need to download multiple files from a website, it can be tedious to right click
each time, there is an extension for browsers which can make multiple downloads possible,
like DOWNLOAD MASTER

https://chrome.google.com/webstore/detail/download-
master/mcceagdollnkjlogmdckgjakjapmkdif (For Chrome)

Screen Capture on browser can be facilitated by SNAGIT, which gives free extension for
chrome

https://chrome.gooqgle.com/webstore/detail/techsmith-snaqit-
extensio/annopcfmbiofommimcmcfmhklhgbhkce?hl=en

“With TechSmith Snagit for Google Chrome™ you can take screenshots or screen recordings of anything on your screen including
your browser, desktop, and applications you have running. TechSmith Snagit for Google Chrome™ will share your screen, so
you can share your ideas and insights with anyone you'd like.”

Several extensions on browser are available at
https://chrome.google.com/webstore/category/ext/7-productivity?hl=en



https://chrome.google.com/webstore/detail/download-master/mcceagdollnkjlogmdckgjakjapmkdjf
https://chrome.google.com/webstore/detail/download-master/mcceagdollnkjlogmdckgjakjapmkdjf
https://chrome.google.com/webstore/detail/download-master/mcceagdollnkjlogmdckgjakjapmkdjf
https://chrome.google.com/webstore/detail/techsmith-snagit-extensio/annopcfmbiofommjmcmcfmhklhgbhkce?hl=en
https://chrome.google.com/webstore/detail/techsmith-snagit-extensio/annopcfmbiofommjmcmcfmhklhgbhkce?hl=en
https://chrome.google.com/webstore/detail/techsmith-snagit-extensio/annopcfmbiofommjmcmcfmhklhgbhkce?hl=en
https://chrome.google.com/webstore/detail/techsmith-snagit-extensio/annopcfmbiofommjmcmcfmhklhgbhkce?hl=en
https://chrome.google.com/webstore/detail/techsmith-snagit-extensio/annopcfmbiofommjmcmcfmhklhgbhkce?hl=en
https://chrome.google.com/webstore/category/ext/7-productivity?hl=en
https://chrome.google.com/webstore/category/ext/7-productivity?hl=en
https://chrome.google.com/webstore/category/ext/7-productivity?hl=en

Content Authenticity on Websites

You cannot rely on every piece of information that is available on the internet, certain tips have
been given by experts on verifying the authenticity of the information.

1.Check the URL of the website. If it appears to be a personal page, then you must attempt to
get the author’s background.

2.The URL should appear to be from a trusted source, for example if it is followed from a link
from an authentic website, it may be trusted.

3.Check whether site contains facts which are connected or have a proper reference. Be careful
about opinions.

4.Is contact information available and easily accessible?

5.How current is the content on the site? Ideally a good website will mention date of last update.

IMPORTANT- Wikipedia is not a completely authentic source of information but it can lead to you
to the right place. Its own disclaimer states, information on Wikipedia is contributed by anyone who
wants to post material, and the expertise of the posters is not taken into consideration but moderated.

Read more
http://isites.harvard.edu/icb/icb.do?keyword=k70847&pageid=ich.page346375
http://library.columbia.edu/locations/undergraduate/evaluating _web.html
https://mww.wpi.edu/Academics/ATC/Collaboratory/Tips/General/webeval.html
http://www.lib.berkeley.edu/TeachingLib/Guides/Internet/Evaluate.html
https://owl.english.purdue.edu/owl/resource/553/01/
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Check these links for updates and utilities on Rajbhasha.

Govt of India’s Rajbhasha site - http://rajbhasha.gov.in/

Official Site of Govt of India for domain based translation - http://mantra-rajphasha.rb-
aai.in/mantrarajbhasha/

Technoloqy Development for Indian Lanquages (TDIL)

Official Dictionary — e-Mahashabdkosh — This is very useful for day to day working, a
screenshot follows.
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English Description . Approbation by the President.

English Usage : Approval from the President led to the release of the foreign prisoners.
Hindi Usage ; qrogate ZaRT HeEee & fadeh St @ Rer e
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http://ildc.in/htm/ttf.htm
http://ildc.in/htm/ttdrv.htm

fg=al waer | giaer - Rajbhasha Utilities

Google translate - http://translate.google.com/#en/hi/
http://translation.babylon.com/hindi/to-english/

Transliterate — Quillpad, Google Transliterate

Microsoft Indic IME — Plug in for MS Office applications
http://www.bhashaindia.com/ilit/HindiPrelnstall.aspx
http://bhashaindia.com/downloads/pages/home.aspx

Google Indic IME
http://www.google.com/inputtools/windows/

http://www.shabdkosh.com/

UNICODE Jfashls WIcd http://ildc.in/htm/otfonts.htm
http://ildc.in/Hindi/hdownloadhindi.html
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Cloud Print — Remote Printing

There are many documents, files, notes etc. received on mobile. If you are away from
home or office, with no printer close by, one very useful feature called REMOTE Printing
or Cloud printing can be of great help to you.

You can even directly print documents received on WhatsApp or any other messaging
app.
« ltis possible even if you don’t have a wifi enabled printer.

« The popular method for Gmail or Android users is
https://www.google.com/cloudprint/learn/howitworks.html

 ForiOS users, AIRPRINT is a solution, https://support.apple.com/en-in/HT201311

« HP has a utility called HP Mobile Printing -
http://www8.hp.com/us/en/ads/mobility/overview.html?jumpid=va r11400 eprint

« Some apps for Android can be found here on Play Store

A% -
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Cloud Print — Using the simplest one from GOOGLE

The printers can be cloud ready or classic printer.

There are instructions for both kinds here,
Cloud Ready - http://www.google.co.in/cloudprint/learn/printers.htmi

Classic Printer - https://support.google.com/cloudprint/answer/1686197?hl=en&rd=1

We will understand the Classic Printer setup
% -:n;:l “u:é .=/

o800
SRR A s

Click on
settings in
Chrome and
now go next
slide
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Wireless Printing- Google cloud print

How to connect - https://support.google.com/cloudprint/answer/1686197?rd=1

Once Google Chrome is installed, follow the steps below to enable the Google
Cloud Print connector in Google Chrome.

Log in to your user account on the Windows, Mac, or Linux computer.
Open Google Chrome.

Click the Chrome menu on the browser toolbar.

Select Settings.

Click the Show advanced settings link.

Scroll down to the “Google Cloud Print” section. Click Manage.

The next screen will show a list of devices already registered with Google Cloud
Print, and new devices available on the network.

In the "Classic printers" section, click Add printers.

You'll see a confirmation that Google Cloud Print has been enabled. Click Manage
your printers to learn more.

The printer is now associated with your Google Account and connected to Google
Cloud Print. You can print to this printer using Google Cloud Print whenever
you're signed in with the same Google Account.

https://www.gooagle.com/cloudprint#printers
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Adding a printer
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Devices

New devices
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Looks like there are no devices available to register on the network. If your device is on and connected to the internet, try registering it

using instructions in its instruction manual,

Classic printers
Here you Can add a neW You can add classic printers connected to your computer to Google Cloud Print,
deVICe Add printers

My devices
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a Save to Google Drive Manage
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Microsoft XPS Document Writer
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Wireless Printing- Example from WhatsApp
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Stand
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Delete
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The Cloud Print is pre installed in latest versions of Android

B3 Cloud Print CANCEL
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