
  

Copyright © 2010 Labyrinth Learning • Not for Sale or Classroom Use

             
Table of Contents
Fo
r E

valu
atio

n O
nly

List of Quick Reference Tables xvi
List of Keyboard Shortcuts xviii
Preface xix

UNIT 1
COMPUTER CONCEPTS AND 
WINDOWS

LESSON 1: COMPUTER CONCEPTS 4

Categorizing Computer Systems 6
Computer System Categories 6
Units of Measure 6
Computer Hardware Categories 8

Processing Hardware 8
Processor 8
Random Access Memory (RAM) 9
Surge Protection 10

Storage Hardware 11
Types of Storage Drives 11
External Drives 11
Card Readers 11

Viewing and Printing Hardware 12
Computer Screens 12
Printers 12

Networking Hardware 13
Modems 13
Routers and Wireless Access Points 13

Human Interface Hardware 14
Common Interface Devices 14
USB Ports 15
Webcams 15

Computer Software 16
Software Files 16
The Operating System 16
Application Programs 18
Anti-malware Software 18
User Files 19

Concepts Review 20

Reinforce Your Skills 21

LESSON 2: PROGRAM WINDOWS 24

Starting Windows 26
Logging On 26
The Windows Desktop 28
Other Modes of Operation 28

Starting Programs 30
Start Menu 30
The Windows Taskbar 32
User Files 32
Searching for Programs 32

Controlling Program Windows 33
Program Window Features 34
Quick Sizing Buttons 34
Positioning and Shaping Program 

Windows 35
Multitasking 37
Switching Programs 38
Aero Desktop (Win 7) 39

Shutting Down Windows 41
Logging Off 41
Restarting Windows 41

Concepts Review 42

Reinforce Your Skills 43

Apply Your Skills 44

LESSON 3: FILE MANAGEMENT 46

Browsing User Files 48
How Files Are Organized 48
About Libraries 49
Browsing Files 49
About Drive Letters 51
Storing Your Exercise Files 51
Opening Files 53
About Files 53
Filename Extensions 53

Working with Folders 54
Folder Hierarchy 54
Creating Folders 55
Renaming Files and Folders 58

Moving and Copying Files 60
Selecting Multiple Files for Move 

and Copy Commands 60
vi



  

Copyright © 2010 Labyrinth Learning • Not for Sale or Classroom Use

         
Fo
r E

valu
atio

n O
nly

Deleting Files and Folders 63
What Happens to Deleted Files? 63
Emptying Files from the Recycle Bin 64
Restoring Files from the Recycle Bin 64
Recovering Lost Files 65

Backing Up Your Files 66
Storing Backups 66

Concepts Review 68

Reinforce Your Skills 69

Apply Your Skills 72

LESSON 4: THE INTERNET AND 

OUTLOOK 74

Reviewing Web Browsers 76
Web Browser Features 76
The Homepage 76

Searching the Web 78
The Search Box 78
Choosing Search Providers 78
WebSims for Internet Exercises 78
Performing a Search 80
Web Addresses (URLs) 81
Narrowing a Search 82
Tabbed Browsing 82

Downloading Files 84
Security Risks 84

Introducing Outlook 2010 86
Outlook Functions 86
The Outlook Program Window 87
The Ribbon 87

Working with Email 90
Outlook Compared to Webmail 90
Email Addresses 90
Composing a Message 90
Working with Email Attachments 92
Attachment Security Risks 92
Receiving Email Messages 94
Saving Attachments 96

Concepts Review 96

Reinforce Your Skills 97

Apply Your Skills 99

LESSON 5: TOOLS FOR 

ONLINE COLLABORATION 102

Collaborating Online 104
Online Collaborator’s Toolkit 104
Examples of Service Providers 105
About Cloud Computing 106

Creating a Group Workspace 108
Creating an Account 108
Features 108
Getting Started 109

Sharing Documents 111
File Compatibility 111
Uploading and Downloading 113

Participating in Threaded Discussions 114
Starting a New Discussion 114
Taking Part in a Discussion 114

Using Cloud Applications 115
Example 115
Working with Online Documents 116
Sharing an Online Document 116

Using Web 2.0 Tools 117
Web 2.0 Examples 117
Editing a Wiki 118
Blogging 119
Sending Video Email 119

Concepts Review 120

Reinforce Your Skills 121

Apply Your Skills 123

Critical Thinking 125
Table of Contents vii



  

Copyright © 2010 Labyrinth Learning • Not for Sale or Classroom Use

            
Fo
r E

valu
atio

n O
nly

UNIT 2
WORD 2010

LESSON 6: WORKING WITH 

WORD BASICS 128

Presenting Word 2010 130

Starting Word 130

Opening Documents 133
Opening Older Word Documents 133

Working with the Word 2010 Interface 134
The Ribbon 134
The Quick Access Toolbar 142
The Mini Toolbar 145

Navigating in a Word Document 146
Navigating with the Scroll Bar 146
Navigating with the Keyboard 148

Closing Documents 149

Starting a New, Blank Document 150

Getting Help in Word 2010 150

Exiting from Word 152

Concepts Review 152

Reinforce Your Skills 153

Apply Your Skills 158

Critical Thinking & Work-Readiness Skills 160

LESSON 7: CREATING AND 

EDITING BUSINESS LETTERS 162

Defining Typical Business Letter Styles 164
Block Style 164
Modified Block Style—Standard Format 165
Modified Block Style—Indented 

Paragraphs 166

Inserting Text 167
AutoComplete 167
Using the Enter Key 167
Showing Formatting Marks 167
Spacing in Letters 168
Word Wrap 169
Creating an Envelope 169

Saving Your Work 173
The Save Command 173
Word’s DOCX File Format 173

Selecting Text 175
Selection Techniques 175

Editing Text 177
Inserting and Deleting Text 177
Using Undo and Redo 177

Working with AutoCorrect 179
AutoCorrect Options Smart Tag 179
Setting AutoCorrect Options 181
Setting AutoFormat As You Type Options 183

Copying and Moving Text 185
Working with the Clipboard 185
Editing with Drag and Drop 187

Switching Between Documents 189
Viewing Open Documents on the Taskbar 189

Using Page Layout Options 191
Setting Margins 191
Setting the Page Orientation 193
Setting the Paper Size 193

Working with Combined Print and 
Print Preview 195

Concepts Review 197

Reinforce Your Skills 198

Apply Your Skills 203

Critical Thinking & Work-Readiness Skills 207

LESSON 8: CREATING A 

MEMORANDUM AND A PRESS 

RELEASE 208

Typing a Memorandum 210
Introducing Default Tabs 210
Inserting and Formatting the Date 211
Inserting Symbols 213

Working with Page Breaks 215
Removing Manual Page Breaks 215
Displaying the Word Count 215

Working with Proofreading Tools 217
Using the Spelling Checker 218
Working with Word’s Dictionaries 218
Using the Grammar Checker 220
The Spelling and Grammar Dialog Box 220
Using the Thesaurus to Find a Synonym 223

Formatting Text 226
Clearing Text Formatting 226

Working with Fonts and Themes 227
Changing the Font Case 228
The Format Painter 230
viii Table of Contents



  

Copyright © 2010 Labyrinth Learning • Not for Sale or Classroom Use

            
Fo
r E

valu
atio

n O
nly

Working with Find and Replace 232
Searching with the Navigation Pane 232
Using the Find and Replace Dialog Box 233
Finding and Replacing Formats 234

Concepts Review 237

Reinforce Your Skills 238

Apply Your Skills 239

Critical Thinking & Work-Readiness Skills 241

LESSON 9: CREATING A 

SIMPLE REPORT 242

Formatting Reports 244

Using Paragraph Formatting 244
Paragraph Defined 244
Paragraph Formatting Compared to 

Character Formatting 245
Using Paragraph Alignment 245
Setting Alignments 245
Setting Line Spacing 247
Inserting a Nonbreaking Space 247

Indenting Text 249
Adjusting Indents 249
Setting Custom Indents on the Ruler 250

Using Custom Tab Stops 252
Setting Custom Tab Stops with the Ruler 252
Working with the Tabs Dialog Box 254
Modifying Tab Stops with the Ruler 257

Using Bulleted and Numbered Lists 258
Converting Text to Lists 258
Promoting and Demoting List Items 259
Turning Off Bullets and Numbering 259
Using the Bullets and Numbering Libraries 262
Customizing Bullet and Number Styles 263
Restart or Continue Numbering 264

Setting Line Breaks 266
Using the Paragraph Space Settings 266

Using Borders and Shading 268
The Borders Button 268
The Shading Button 268
The Borders and Shading Dialog Box 269

Inserting Page Numbers 271

Concepts Review 272

Reinforce Your Skills 273

Apply Your Skills 278

Critical Thinking & Work-Readiness Skills 281

LESSON 10: WORKING WITH 

TABLES 282

Introducing Tables 284
Navigating in a Table 284

Inserting Tables 285

Using Table Tools 286
Exploring the Layout and Design Tabs 286

Selecting Data in a Table 288

Aligning Data in a Table 289
Changing the Text Direction 289

Merging and Splitting Cells 290

Adding Borders and Shading to a Table 292

Sorting Data in a Table 293

Inserting Rows and Columns 295

Performing Calculations in Tables 297
Constructing Formulas 297

Sizing Rows and Columns 300
Dragging to Adjust Row Heights and 

Column Widths 300
Distributing Rows and Columns 300

Using Table Styles to Format a Table 302

Concepts Review 304

Reinforce Your Skills 305

Apply Your Skills 308

Critical Thinking & Work-Readiness Skills 310

LESSON 11: ISSUING AN 

EMPLOYEE POLICY MANUAL 312

Introducing Mail Merge 314
Components of a Mail Merge 314
The Benefits of Using Mail Merge 315
The Mailings Tab 316

Working with the Data Source 316
Designing Effective Data Sources 316
Creating Address Lists 317
Reviewing Your Records 320
Managing the Address List 321

Working with Main Documents 323
Setting Up Main Documents 324

Conducting a Merge 327
Previewing the Results 327
Finishing the Merge 327
To Save or Not to Save 328

Working with Merge Problems 328
Common Merge Problems 328
Table of Contents ix



  

Copyright © 2010 Labyrinth Learning • Not for Sale or Classroom Use

             
Fo
r E

valu
atio

n O
nly

Using Envelopes and Labels with Mail Merge 330
Generating Envelopes with Mail Merge 330
Arranging the Envelope 332
Generating Labels with Mail Merge 333
Using Label Options 334

Concepts Review 336

Reinforce Your Skills 337

Apply Your Skills 341

Critical Thinking & Work-Readiness Skills 343

UNIT 3
EXCEL 2010

LESSON 12: EXPLORING 

EXCEL 2010 346

Presenting Excel 2010 348

Exploring the Excel Program Window 349
Using Worksheets and Workbooks 349
Mousing Around in Excel 350
Scrolling Along in a Worksheet 350
Navigating in a Worksheet 350

Entering Data in Excel 354
Data Types 354
Completing Cell Entries 354
The Enter and Cancel Buttons 354
Deleting and Replacing Entries 355
Long Text Entries 355

Working with Numbers 357
Number Formats 357
Decimals and Negative Numbers 357

Understanding Save Concepts 358
The Save Command 358
Save As Options 359
Locating Workbooks 359
Issuing Commands from the Keyboard 359

Concepts Review 360

Reinforce Your Skills 361

Apply Your Skills 363

Critical Thinking & Work-Readiness Skills 364

LESSON 13: EDITING, VIEWING, 

AND PRINTING WORKSHEETS 366

Opening Workbooks 368

Editing Entries 368
Replacing Entries 368
Deleting Characters 369

Selecting Cells and Ranges 370
Excel Ranges 370

Working with Cut, Copy, and Paste 374
Marquee and Paste Options Button 374
The Office Clipboard 375
Moving and Copying Cells via Drag 

and Drop 375
Editing Cells via Right-Dragging 375

Using Undo and Redo 378
Undoing Multiple Actions 378

Clearing Cell Contents and Formats 380

Using Auto Features 381
Working with AutoFill 381
AutoComplete vs. AutoFill 382
Auto Fill Options 384

Exploring the Many Views of Excel 385
Working in Page Layout View 386
Zooming the View 386

Printing Worksheets 388
Print Preview 388
Print the Worksheet 389
Printing Selections 390

Concepts Review 391

Reinforce Your Skills 392

Apply Your Skills 398

Critical Thinking & Work-Readiness Skills 401

LESSON 14: WORKING WITH 

FORMULAS AND FUNCTIONS 402

Working with Formulas and Functions 404
Using AutoSum to Create a SUM Formula 404
Status Bar Functions and Customization 405

Creating Formulas 410
Beginning Character in Formulas 410
Cell and Range References 410
The Language of Excel Formulas 411
“Please Excuse My Dear Aunt Sally” 411
x Table of Contents



  

Copyright © 2010 Labyrinth Learning • Not for Sale or Classroom Use

           
Fo
r E

valu
atio

n O
nly

Using Cell References in Formulas 412
Relative Cell References 412
Point Mode 413
Absolute Cell References 413
Mixed References 413
Using the (F4) Function Key 413
What-If Analysis 414

Modifying and Copying Formulas 417
Modifying Formulas 417
Copying Formulas 418

Displaying and Printing Formulas 420

Using Formula AutoComplete 422
Functions Defined 422

Using Insert Function 423

Concepts Review 426

Reinforce Your Skills 427

Apply Your Skills 431

Critical Thinking & Work-Readiness Skills 436

LESSON 15: FORMATTING THE 

CONTENTS OF CELLS 438

Formatting Worksheets 440
Formatting Entries with the Ribbon 440
Using the Mini Toolbar 440
Live Preview 440

Using Excel’s Alignment and Indent Features 442
Aligning Entries 442
Indenting Cell Entries 442

Using Excel’s Text Control Options 444
Merging and Splitting Cells 444
Wrapping Text 445
Shrinking Text to Fit Within a Cell 445

Formatting Numbers 448
Using the Number Command Group 448
Using Accounting and Currency Styles 449
Applying the Percent Style 449
How Numbers Display in Cells 449
Adjusting Decimal Places 450
Displaying Negative Numbers 450

Using the Format Cells Dialog Box 452

Applying Borders and Fills to Cells 453
Applying Borders 453
Applying Fill Colors and Patterns 453

Working with Format Painter and Quick Styles 455
The Format Painter Tool 455
Applying Quick Styles to Cells 456

Formatting with Themes 460

Inserting Date Functions and Formatting 463
Working with Dates 463
Date Serial Numbers 463
Entering Dates 463
Inserting Date and Time Functions 463

Concepts Review 467

Reinforce Your Skills 468

Apply Your Skills 472

Critical Thinking & Work-Readiness Skills 475

LESSON 16: CHANGING THE 

APPEARANCE OF WORKSHEETS 476

Managing Worksheets 478
Inserting and Deleting Worksheets 478
Rearranging, Copying, Renaming, 

and Coloring Worksheet Tabs 478
Hiding and Unhiding Worksheets 478

Modifying Columns and Rows 482
Column Widths and Row Heights 482
Standard Column Widths and Row 

Heights 482
AutoFit 482

Inserting and Deleting Columns, Rows, 
and Cells 485

Inserting and Deleting Rows and Columns 485
Inserting and Deleting Cells 485

Formatting and Hiding Columns and Rows 489
Formatting All Cells in a Column or Row 

Simultaneously 489
Hiding Columns and Rows 489
Unhiding Columns and Rows 489

Changing Vertical Alignment and 
Rotating Text 492

Setting Vertical Alignment 492
Rotating Text 492

Using Excel’s Find and Replace Commands 495
Replacing Cell Formats 495

Concepts Review 498

Reinforce Your Skills 499

Apply Your Skills 504

Critical Thinking & Work-Readiness Skills 508
Table of Contents xi



  

Copyright © 2010 Labyrinth Learning • Not for Sale or Classroom Use

            
Fo
r E

valu
atio

n O
nly

LESSON 17: CHARTING 

WORKSHEET DATA 510

Creating Charts in Excel 512
Integrated Chart Engine 512
Creating New Charts 512
Choosing the Proper Data Source 512
Chart Types 513
Column Charts and Bar Charts 514
Category Axis and Value Axis 514
Legend 514
Chart and Axis Titles 515
The Chart Tools 515

Moving and Sizing Embedded Charts 518
Moving Embedded Charts 518
Sizing Embedded Charts 518
Deleting Charts 519

Exploring Other Chart Types 521
Line Charts 521
Pie Charts 523

Modifying Existing Charts 526
Changing the Chart Type 526
Reselecting Data 527
Modifying Chart Elements 527
Formatting Chart Elements 528

Applying Layouts and Styles to Charts 532
Formatting Attributes Controlled by the 

Selected Style 533
Viewing All Available Layouts and 

Styles for a Chart Type 533

Previewing and Printing Charts 534

Concepts Review 535

Reinforce Your Skills 536

Apply Your Skills 542

Critical Thinking & Work-Readiness Skills 545

UNIT 4
POWERPOINT 2010

LESSON 18: CREATING AND 

DELIVERING A PRESENTATION 548

Presenting PowerPoint 550
Starting PowerPoint 550
Navigating the PowerPoint Window 551
Inserting Text  551

Using Document Themes 552
Choosing a Theme 552
Using the PowerPoint Ribbon 553

Creating a Basic Presentation 556
Adding Slides 556
Indenting Bulleted Lists 557
Choosing the Slide Layout 560
Saving the Presentation 562

Delivering the Slide Show 563
Delivery Tips 563
Navigating Through a Slide Show 564

Getting Help 566
Online and Offline Help 566

Concepts Review 568

Reinforce Your Skills 569

Apply Your Skills 574

Critical Thinking & Work-Readiness Skills 576

LESSON 19: DESIGNING THE 

PRESENTATION 578

Working with Slides 580
Copying Text and Objects 580

Working with Outlines 583
Using the Outline Panel 583
Collapsing and Expanding Slides 586
Deleting Slides 588

Working with Word Integration 589
Creating a Presentation Outline in Word 589

Formatting Your Presentation 592
Formatting Text   592
Setting Character Spacing 593
Setting the Text Case 593
Setting Line Spacing 595
Setting Paragraph Alignment 596

Using the Format Painter 597
Loading the Format Painter 597
xii Table of Contents



  

Copyright © 2010 Labyrinth Learning • Not for Sale or Classroom Use

          
Fo
r E

valu
atio

n O
nly

Using the Slide Sorter 599
Rearranging Slides 599

Organizing with Sections 601
Creating Sections 601
Managing Sections 603

Printing Your Presentation 605
Knowing What You Can Print 605
Previewing a Printout 606
Using Page Setup and Output Formats 608
Using the Print Shortcut 609

Concepts Review 609

Reinforce Your Skills 610

Apply Your Skills 612

Critical Thinking & Work-Readiness Skills 613

LESSON 20: ADDING GRAPHICS, 

ANIMATION, AND SOUND 614

Working with Clip Art 616
Using Text and Object Layouts 616
Deleting Placeholder Text 617
Searching for Clip Art with the Clip Art 

Task Pane 619
Moving, Sizing, and Rotating Objects 621
Inserting Clip Art Without an Existing 

Placeholder 622
Formatting Clip Art 622

Adding Other Graphics 626
Removing a Background 626
Applying Artistic Effects 630
Inserting a Screenshot 632

Working with Shapes 633
Adding a Shape 633
Adding Text to a Shape 633
Resizing a Shape 634
Formatting Shapes and Shape Text 634

Working with Slide Transitions 637
Creating Transitions in Slide Sorter View 637

Using Slide Animation 640
Adding Animations 640
Setting Animation Options 641
Using the Animation Pane 643

Adding Sound Effects 645
Adding a Sound Effect to an Animation 645

Concepts Review 647

Reinforce Your Skills 648

Apply Your Skills 651

Critical Thinking & Work-Readiness Skills 653

UNIT 5
ACCESS 2010

LESSON 21: EXPLORING 

ACCESS 2010 656

Defining Access Databases 658
What Is a Database? 658

Exploring the Access Environment 658
Launching Access 2010 658

Identifying Elements of the Access Window 659
Using Database Templates 659
Creating a Blank Database 659
Designing a Database 659

Identifying Features of the Database Window 661
Using the Navigation Pane 661

Creating Tables in Datasheet View 663
Working with Tables 663
Identifying Table Guidelines 664
Identifying Field Data Types 665
Navigating Tables and Entering Data 667
Working with Tabs and Closing 

Database Objects 667

Previewing and Printing Data 668
Setting Up Data to Print 668
Checking Data Accuracy 669
Examining the Preview Window 669

Closing a Database and Exiting Access 672

Concepts Review 672

Reinforce Your Skills 673

Apply Your Skills 675

Critical Thinking & Work-Readiness Skills 676
Table of Contents xiii



  

Copyright © 2010 Labyrinth Learning • Not for Sale or Classroom Use

           
Fo
r E

valu
atio

n O
nly

LESSON 22: BUILDING A 

DATABASE 678

Designing a Database 680
Planning a Database Design 680

Opening a Database 680
Enabling Macros Controlling 

Database Security 680

Saving a Database as a New File 683
Using the Save As Command 683
Opening Existing Database Objects 684
Navigating Records in a Table Datasheet 684

Creating Database Objects 685
Creating and Using Forms 686
Entering Data Using Datasheets and Forms 687
Creating and Generating Reports 690

Creating Tables Using Design View 692
Displaying and Using Table Design View 692

Managing Database Objects 695

Concepts Review 696

Reinforce Your Skills 697

Apply Your Skills 699

Critical Thinking & Work-Readiness Skills 700

LESSON 23: MAINTAINING 

A DATABASE 702

Formatting a Table Datasheet Layout 704
Changing the Width of Columns 704
Hiding Data Columns 704
Saving a Table Layout 705

Modifying Table Structures 706
Editing, Adding, and Deleting Table Fields 706

Setting Lookup Fields Using the 
Lookup Wizard 709

Setting Field Properties 711
Formatting Data Using Input Masks 712
Setting Validation Rules 715
Setting Default Field Values 717

Retrieving Data 718
Sorting Records 718
Locating and Deleting Records Using 

Table Datasheets 720
Using Forms to Locate and Edit Records 722
Using Find and Replace to Update Records 722
Filtering Records 723
Filtering Records by Form 725

Concepts Review 728

Reinforce Your Skills 729

Apply Your Skills 732

Critical Thinking & Work-Readiness Skills 736

LESSON 24: QUERYING A 

DATABASE 738

Creating Select Queries 740
Reviewing Query Features 740
Identifying Tools for Creating Select Queries 740
Creating a Select Query Using Query Design 743
Designing a Query Using Multiple Tables 747
Choosing Fields to Include in a Query 748
Selecting a Field Appearing in 

Multiple Tables 748

Setting Query Criteria 749
Adding Criteria to a Query 749
Using Wildcards 752
Setting AND and OR Criteria 753

Sorting a Query and Limiting Results 755
Setting a Query Sort Order 755

Concepts Review 757

Reinforce Your Skills 758

Apply Your Skills 760

Critical Thinking & Work-Readiness Skills 762
xiv Table of Contents



  

Copyright © 2010 Labyrinth Learning • Not for Sale or Classroom Use

       
Fo
r E

valu
atio

n O
nly

UNIT 6
COMPREHENSIVE INTEGRATION

LESSON 25: MULTITASKING 

WITH OFFICE 2010 766

Summarizing the Project 768
Multitasking 768

Task 1: Emailing a Meeting Agenda 
(Word/Outlook) 769

Task 2: Checking Email Replies 
(Outlook/Word) 772

Task 3: Creating a Budget Workbook (Excel) 773

Task 4: Querying a Database (Access/Excel) 776

Task 5: Creating a Column Chart (Excel) 778

Task 6: Creating a Factsheet Document 
(Word/Excel) 779

Task 7: Creating a Presentation 
(PowerPoint/Word) 781

Importing Slides from a Word Outline 781
Styles 781
In-place Editing of Other Office 

Program Objects 781

Task 8: Printing Handouts (Word/PowerPoint) 785

Glossary of Terms 788
Index 794
Table of Contents xv


