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CSE111 Introduction to Computer Applications

Lecture 6
Introduction to MS Word 2010 — Part 3

Prepared by Asst. Prof. Dr. Mohamed KURDI
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Summary of The Last Lecture

- Aligning Paragraphs

- Changing Line and Paragraph Spacing

- Indenting Paragraphs

- Setting Tab Stops

- Creating Bulleted and Numbered Lists

- Adding Borders and Shading

- Applying, Modifying, and Creating Styles
- Applying Headings

- Previewing Documents

- Printing Documents
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Learning Objectives

Apply the following skills:

Inserting Tables

Navigating Tables

Selecting Table Parts
Adding Borders

Adding Shading

Aligning Table Text
Inserting Rows and Columns
Resizing Rows and Columns
Merging and Splitting Cells
Sorting Table Data

Deleting Rows and Columns
Deleting Tables

Inserting Images

Resizing Images

Rotating Images

Cropping Images

Positioning Images

Inserting Equations

Inserting Headers and Footers
Inserting Page Numbers
Changing the Page Margins
Changing the Page Orientation
Changing the Number of Columns
Inserting Page Breaks
Inserting Section Breaks
Inserting a Table of Contents
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Outlines

= Working with Tables. = Working with Page Layout. ;
* Introduction * Inserting Headers and Footers =
* Inserting Tables * Inserting Page Numbers §
 Navigating & Selecting Tables  Changing the Page Margins =
 Adding Borders & Shading « Changing the Page Orientation ﬁ—
* Aligning Table Text  Changing the Number of Columns ﬁ
* Inserting & Resizing Rows and Columns * Inserting Page Breaks gc
» Merging and Splitting Cells * Inserting Section Breaks E
« Sorting Table Data * Inserting a Table of Contents =
* Deleting Rows, Columns, and Tables y

= Working With Images ,E?
* Inserting & Resizing Images =N
* Rotating & Cropping Images E

* Positioning Images.
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Introduction

 Tables are commonly used to present information in an organized way.

 Atable is built up of horizontal rows and vertical columns.

» The box at the intersection of a row and a column is called a cell .

» Each row and column can be identified by a heading, although some tables have only
column headings or only row headings.

 Each cell can contain any kind of information such as text, numbers, images, etc.

Column

Row Cell
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_ . Method
Skill 1- Inserting Tables

+To nsert a table: e [Tmend TR
1. Click in the document where you want to insert the table. E' — LE'E j.j . Jes S;

2. On the Insert tab, in the Tables group, click the Table button, * e — T
drag across the grid until you select the desired numbers of OO0O0000]
rows and columns, and then release the mouse button. I
]
N [ O [
N O
N [ [
N [ O [
I .

Objective

j Insert Table...

j Draw Table

|§| Excel Spreadsheet
T Quick Tables
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Objective

_ . Method
Skill 1- Inserting Tables
=
NSEr dge Layou ETErENCes _m
* To insert a table: ! | ; — ;E] Rf
1. Click in the document where you want to insert the table. ! — |Pd—| j_J 5'1_}-' ; E:E
2 diole Icture 1p dpes sms

2. On the Insert tab, in the Tables group, click the Table button, * — T o
drag across the grid until you select the desired numbers of S OO0O0000] =
rows and columns, and then release the mouse button. HEEEEN =4
] =

SEiasmamssl
« If you want to insert a table with OOOOO00O00n %I:
more than 8 rows or 10 column: ‘ E%E%E%%E%E @
1.Click the Table button, click [ menrote T lenten = p— E

Insert Table to open the Insert e 4 DrawTable

. = =11

Table dla|Og bOX D1 Number of rows: 12 = ﬁ
2.Enter the desired numbers of Pt et [ - Zﬁjfiffi?i““t =
rows and columns, and then Autofit to contents - =1
click the OK button e 8
Remember dimensions for new tables E )

5= ]

Ok ] | Cancel 2

F



Objective
Method

Skill 2 - Navigating & Filling Tables

World Ranking Company Industry Revenue (billion §)
274 Garanti Bankas! Banking 9.75
288 Tiirkiye is Bankasi Banking 10.97

321 Koc Holding Conglomerate 36.34

e
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Method

Skill 2 - Navigating & Filling Tables

« To fill a cell, just click in it and start typing.

 To navigate a table, use the mouse, press the Tab key to move forward
one cell at a time (or Shift+Tab to move backward one cell at a time), or
use the arrows keys.

NOTE: If you press the Tab key when the cursor is in the last cell of the
table, a new row will be inserted at the bottom of the table
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Objective
Method

Skill 3 - Selecting Table Parts

World Ranking Company Industry Revenue (billion S)
274 Garanti Bankasi Banking 9.75

288 Tirkiye is Bankasi Banking 10.97

321 Koc Holding Conglomerate 36.34

World Ranking Company Industry Revenue (billion $)
274 Garanti Bankasi Banking 9.75

288 Turkiye Is Bankasi Banking 10.97

321 Kog Holding Conglomerate 36.34

World Ranking Company Industry Revenue (billion §)
274 Garanti Bankasi Banking 9.75

288 Turkiye Is Bankasi Banking 10.97

321 Koc Holding Conglomerate 36.34

World Ranking Company Industry Revenue (billion 5)
274 Garanti Bankasi Banking 9.75

288 Turkiye is Bankasi Banking 10.97

321 Koc Holding Conglomerate 36.34
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Objective
Method

Skill 3 - Selecting Table Parts

To select parts of a table:

1. Click anywhere in the table, cell, row, or column that you want to select.

2. Under Table Tools, on the Layout tab, in the Table group, click the Select button, and then
select the desired part.

W o= Working with lables.docx - Microsott Word | [T | ——
m Home Insert Page Layout References Mailings Review View MathType Acrobat Design Layout &3 Q
[ Select ~ ’j E.EI Ed Insert Below 7] oas ctHE B2EE A= Ai
_'_' 3
] Select Cell A Insert Left fE split Cells :1 167 . 'I,' HEEEH — Zz =% Convert to Text
- ete | Insert ) Text Cell Sort
A select Column Above CIFInsertRight | — SplitTable | 5 AutoFit - =l =l = pirection Margins S Formula
B Select Row Rows & Columns Merge Cell Size Alignment Data
& Select Table ":'"Ibﬁ"z'--I---E'ﬁ-l---i---l--ﬁ---I---E---Iﬁ".-"---lUH

=
3
Jo=
==
=
heE ]
=%
=
5]
=k
==
55 ]
-
L= ]
[ 74 ]
=
=,
-
7% )
==
m-
=711
heE ]
Loy ]
=
=
—

.
— 1
L5 )
5]
=8
=

[ S ]



Objective
Method

Skill 3 - Selecting Table Parts

To select parts of a table:

1. Click anywhere in the table, cell, row, or column that you want to select.

2. Under Table Tools, on the Layout tab, in the Table group, click the Select button, and then
select the desired part.

W o= Working with lables.docx - Microsott Word [T | ——
m Home Insert Page Layout References Mailings Review View MathType Acrobat Design Layout &3 \}
[ Select ~ ‘j D_?EI Ed Insert Below 7] oas ctHE B2EE A= ,ii
_'_' 3
M Select Cell ] Insert Left HEH split Cells o4 16T s 'I,' =HE=EE — Z == Convert to Text
ete Insert . Text Cell Sort

A select Column Above CIFInsertRight | — SplitTable | 5 AutoFit - =l =l = pirection Margins S Formula

B Select Row Rows & Columns Merge Cell Size Alignment Data

& Select Table ":'"Ibﬁ"z'--I---E'ﬁ-l---i---l--ﬁ---I---E---Iﬁ".-"---lUH

Or, you can use the mouse, just press and drag.

NOTE 1: To select one cell, triple-click anywhere in it.

NOTE 2: To deselect any selected part of a table, just click anywhere outside the selected area.
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Objective
Method

Skill 4 - Adding Borders

321 Kog Holding Conglomerate 36.34

=
3
World Ranking Company Industry Revenue (billion S) T
274 Garanti Bankasi Banking 9.75 2—
288 Tiirkiye isBankasi Banking 10.97 &
321 Koc Holding Conglomerate 36.34 ﬂ;
K -4
World Ranking Company Industry Revenue (billion §) E
274 Garanti Bankasi Banking 9.75 L
288 Turkiye is Bankasi Banking 10.97 -
.321 Kog¢ Holding y Conglomerate 36.34 E
1
World Ranking Company Industry Revenue (billion $) E
274 Garanti Bankasi Banking 9.75
238 Turkiye is Bankasi Banking 10.97 o
321 Kog Holding Conglomerate 36.34 b
' l’ =
World Ranking Company Industry Revenue (billion $) =
274 Garanti Bankasi Banking 9.75 'E_I
288 Turkiye is Bankasi Banking 10.97 E
o
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Objective

. . Method
Skill 4 - Adding Borders
I I
To add borders: Design | Layout
1. Select the table or cells that you want to add borders to. ’% Vi pt

2. Under Table T0OIS, on the Design tab, in the Table Styles
group, click the Borders arrow and select the desired option.

Bottom Border
Top Border
Left Border
Right Border
Mo Border

All Borders

Qutside Borders

== Inside Borders

Inside Horizontal Border
Inside Vertical Border
Diagonal Down Border
Diagonal Up Border
Harizontal Line

Draw Table

View Gridlines

Borders and Shading...
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Objective
Method

Skill 5 - Adding Shading

World Ranking Company Industry Revenue (billion §)
274 Garanti Bankasi Banking 9.75

288 Tiirkiye is Bankasi Banking 10.97

321 Koc Holding Conglomerate 36.34

v

World Ranking Company Industry Revenue (billion $)
274 Garanti Bankasi Banking 9.75

288 Tirkiye IsBankasi Banking 10.97

321 Koc Holding Conglomerate 36.34
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Objective
Method

Skill 5 - Adding Shading

To add shading:
1. Select the table or cells that you want to add shading to.

2. Under Table Tools, on the Design tab, in the Table Styles group, click the Shading arrow
and select the desired color.

lathType Acrobat Design Layout
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—_— @Shadir‘lg" _— T
== ===== ===== ===:=:- [ BT PBEErw e vy e
ZI @&&== SSSSI IIIII [EE==T [EE==T [E=E==T |EE==T E===T |E===7 |"|| ThemeColos T
== ===== ===o= —-o-o- BEEES3 [EE==E BEEES3 Ee==F EEE=3 E==== < H EEEEn
Table Styles L I "
E i 1 - o A®[+ + 2 1+« 3 B[+ 1 -+ & + + | [®] 5 « o 1 - II I
«ARNNNENEE
Standard Colors
[ I EEEEN
Mo Colar
i85 More Colors...
World Ranking Company Industry Revenue (billion S)
274 Garanti Bankasi Banking 9.75
288 Turkiye is Bankasi Banking 10.97
321 Koc Holding Conglomerate 36.34




Objective

Skill 6 - Aligning Table Text

World Ranking Company Industry Revenue (billion S)

274 Garanti Bankasi Banking 9.75

238 Turkiye is Bankasi Banking 10.97

321 Koc Holding Conglomerate 36.34

World Ranking Company Industry Revenue (billion 5)

274 Garanti Bankasi Banking 9.75
288 Turkiye is Bankasi Banking 10.97
321 Koc Holding Conglomerate 36.24
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Objective
Method

Skill 6 - Aligning Table Text

To align text in a table:
1. Select the cells that contains the text that you want to align.

2. Under Table Tools, on the Layout tab, in the Alignment group, click the desired alignment

Working with |ables.docx - Microsott Word

|| L= | p——

button.

yout References Mailings Review View MathType Acrobat Design Layout & O
g Select~ J 4 ‘$| Insert Below v . z :II BEEE A:’. J j.\l :j Repeat Header Rows
[ view Gridlines £ J]_l Insert Left i split Cells ,_Jl 1.67 =] = :‘ 7 == Convert to Text
[ Properties DEIvEtE [r;s:\‘r‘ta [l Insert Right | == Split Table 25 AutoFit ~ = = = Di;ecﬁjn I‘]acrzl:ns sort J« Formula
Rows & Columns Merge Cell Size Alignment Data
- SE] - 2 3 [#E] +_* | Align Center 2. -7 q:-
e

Center text horizontally and

vertically within the cell.

World Ranking Company Indusury revern uewilion §)
274 Garanti Bankasi Banking 9.75
288 Tiirkiye is Bankas! Banking 10.97
321 Kog Holding Conglomerate 36.34
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Objective
Method

Skill 6 - Aligning Table Text

=
To align text in a table: :
- - :':.
1. Select the cells that contains the text that you want to align. =
=
heE ]
2. Under Table Tools, on the Layout tab, in the Alignment group, click the desired alignment :‘3
button Working with |ables.docx - Microsott Word [T | L= — | m
Home v References Mailings Review View MathType Acrobat Design Layout & O g_
g Select = z 4 ;I Insert Below v : BEEE E A :j Repeat Header Rows 55 ]
[ view Gridlines ﬂ lil HH Insert Left i split Cells ,_Jl 1.67 =] = — J 7 l == Convert to Text a
- Delete Insert ™ Text Cell Sort
#4 Properties - above [ InsertRight | =5 splitTable | AutoFit ~ =l =l =l pirection Margins J« Formula LA
Table Rows & Columns Merge Cell Size Alignment Data ':
CEL 1 ME[ 3 3 [E[ 1 4 | plignCenter I - S A i E.
Center text horizontally and i~ -
vertically within the cell. m
World Ranking Company Indusury revenue yoilion §) ==
274 Garanti Bankasi Banking 9.75 ea
5 288 Tiirkiye is Bankas! Banking 10.97 -..a'
321 Kog Holding Conglomerate 36.34
i
Wor Calibr (Body) 11 v A A = = = =
BIEanvé'&o """ fiank =
ann | —
¥ LH,ﬁagn =
. . " | conn i¢ Holdin
Or, right-click on the selection, ——— 2 e g,
then click Cell alignment. — = E
Insert — 1]
i Delete Table %
B3 Merge Cells o
:II Distribute Rows Evenly E .
FL' Distribute Columns Evenly ==
7 [ S ]
0% DrawTable
J Eorders and Shading...
Cell Alignment FEEE
AutoFit ===
Insert Caption... ==l

B (=

Table Properties...




Skill 7- Inserting Rows

Objective

World Ranking Company Industry Revenue (billion $)

274 Garanti Bankas Banking 9.75

288 Turkiye is Bankas Banking 10.97

321 Koc Holding Conglomerate 36.24
World Ranking Company Industry Revenue (billion §)

274 Garanti Bankasi Banking 9.75

288 Turkiye is Bankasi Banking 10.97

321 Kog Holding Conglomerate 36.34
World Ranking Company Industry Revenue (billion §)

274 Garanti Bankasi Banking 9.75

288 Turkiye is Bankasi Banking 10.97

934 Enka insaat Construction 587

321 Kog Holding Conglomerate 36.34

683 Turkcell Telecommunications 0.89
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Method

Skill 7- Inserting Rows

To insert a row:
1. Put the cursor inside any cell belongs to the row above or below the one you want to insert.
2. Under Table Tools, on the Layout tab, in the Rows & Columns group, do one of the

P Working with Tables.doct™ Microsoft Word?

fo||owing; B — T
ﬁ __\;:} ",‘J_‘ 7&'35 nﬁ i j 1/ Height: 015 :  H¥ pistribute Rows ? ?ji AE: J %l iTé J&
« Click the Insert Above o 5 R B R AT Swesir | Wowecwn 20005, comer rorn
button to insert a new
rOW dlreCtIy above the World Ranking Company Industry Revenue (billion $)
274 Garanti Bankasi Banking 9.75
Selected rOW_ 288 Tiirkiye isBankasi Banking 10.97
321 _K_Q‘gHoldiné Conglomerate 36.34

 Click the Insert Below
button to insert a new
row directly below the
selected row.
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Method

Skill 7- Inserting Rows

To insert a row:

1. Put the cursor inside any cell belongs to the row above or below the one you want to insert.

2. Under Table Tools, on the Layout tab, in the Rows & Columns group, do one of the
following:

P Working with Tables.doct™ Microsoft Word?

ayout s Mailings ion
_ 2y 5 55 18 S B33 (] 4] = & F
« Click the Insert Above e G osmme o ] 2 5 S Gy s
= 7 "'l"‘“‘"_"-IIE"Z-I--I“‘-VE-:QI-I---:--‘\--ﬁ“‘\--‘E“‘\ﬁ
button to insert a new
rOW dlreCtIy above the World Ranking Company Industry Revenue (billion $)
274 G ti Bank: Banki 9.75
selected row. — Tirive hsanes [ Banking i
321 _K_Q‘gHoldiné Conglomerate 36.34

* Click the Insert Below Company industry Revenue (b

Garanti Banka Calibri Body) - /11 - A7 ,7 £F &5 9.75

button to insert a new T e s = b oo /T
row directly below the

selected row. 5

- - - ‘9 Insert
Or, right-click, in any of
these cells, then click B

|Iff Text Direction...

Insert, then click the

AutoFit

desired option. =

nsert Columns to the Left
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Skill 8 - Inserting Columns

Objective
Method

World Ranking Company Industry Revenue (billion §)
274 Garanti Bankasi Banking 9.75
288 Turkiye is Bankasi Banking 10.97
934 Enka insaat Construction 587
321 Kog Holding Conglomerate 36.34
683 Turkcell Telecommunications 0.89
World Ranking Company Industry Revenue (billion 5)
274 Garanti Bankasi Banking 9.75
288 Turkiye is Bankas Banking 10.97
934 Enka Insaat Construction 587
321 Kog¢ Holding Conglomerate 36.34
683 Turkcell Telecommunications 0.89
|
World Ranking Company Industry Revenue (billion S) M?brt_:ﬁ:,:glre
274 Garanti Bankasi Banking 9.75 16.06
288 Turkiye is Bankasi Banking 10.97 12.60
934 Enka insaat Construction 587 7.29
321 Koc Holding Conglomerate 36.34 7.45
683 Turkcell Telecommunications 589 13.19
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Skill 8 - Inserting Columns

To insert a column:
1. Put the cursor inside any cell belongs to the column next to the one you want to insert.
2. Under Table Tools, on the Layout tab, in the Rows & Columns group, do one of the

P Working with Tables.doct™ Microsoft Word?

ﬂ __\*:} st_[ 7&'35 IE' i j 4] Height: 015" :  BF pistribute Rows Z 2 2 AE: J %l jmé J&
e Click the Insert Left B el MO S e G veeconn g 2 oo wige e
button to insert a new
COI u m n d I rECtIy to the Ie World Ranking Company Industry Revenue (billion $)
- 274 Garanti Bankasi Banking 9.75
Of the CO I u m n Contal n 288 Tiirkiye isBankasi Banking 10.97
321 Koc. Holdiné Conglomerate 36.34

that cell.

* Click the Insert Right
button to insert a new
column directly to the
right of the column
contain that cell.
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Skill 8 - Inserting Columns

To insert a column:

1. Put the cursor inside any cell belongs to the column next to the one you want to insert.

2. Under Table Tools, on the Layout tab, in the Rows & Columns group, do one of the
following:

P Working with Tables.doct™ Microsoft Word?

ayout  Refersnces  Mailings  Review  View  MathType  Acrobat | Design | Layout
s =) ] 25| 2222 [T [ . . EEE A A S £
H jn ;;::: EE mi?: ? il :ugit jH : .‘ 0'15. - fDlmhme . == 3 i ﬁ S{‘J ci-—en FD\J\?:IB
[ ) CI ICk the I nse rt Left M= Below Left  Right  Cells  Cells  Table . g+ Width: (167 - st = mrem:n Margins to Text
= \--‘I"‘\""_"-lla‘:-I--l“‘-z-‘ai-l---:--‘w--ﬁ“‘w--‘e“‘wﬁ
button to insert a new
COI u m n d I reCtIy to the Ie World Ranking Company Industry Revenue (billion $)
- 274 Garanti Bankasi Banking 9.75
Of the CO I u m n Contal n 288 Tiirkiye isBankasi Banking 10.97
321 Koc. Holdiné Conglomerate 36.34
tha‘t Ce I I . Company | Industry : Revenue (b

Garanti Banka C2libri Body) - 11 - A° 47 IF 55 9.75

* Clickthe Insert Right T ls (50 A 0B ol on
button to insert a new
column directly to the 5
right of the column —> e

Select

Contain that Cell. fE@ split Cells...

[l Borders and Shading...
|l Text Direction...

Or, right-click, in any of

AutoFit

these cells, then click =

sert Columns to the Left
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Objective

Method

Skill 9 - Resizing Rows and Columns

Market Value

World Ranking Company Industry Revenue (billion §) (billion $)
274 Garanti Bankasi Banking 9.75 16.06
288 Tlrkiye Is Bankas: Banking 10.97 12.60
934 Fnka Insaat Construction 587 7.29
321 Kog Holding Conglomerate 36.34 7.45
683 Turkcell Telecommunications 5.89 13.19

. Revenue Market Value
World Ranking Company Industry (billion $) (billion $)
274 Garanti Bankasi Banking 9.75 16.06
288 Turkiye is Bankasi Banking 10.97 12.60
934 Enka insaat Construction o.87 7.29
321 Koc¢ Holding Conglomerate 36.34 7.45
683 Turkcell Telecommunications 0.89 13.19

—
3
Jo=
==
=
heE ]
=%
=
5]
=k
==
55 ]
-
L= ]
[ 74 ]
=
=,
-
7% )
==
=,
=711
heE ]
Loy ]
=
=
—

.
— 1
L5 )
5]
=8
=

[ S ]



Objective
Method

Skill 9 - Resizing Rows and Columns

To resize rows or columns:
1. Select the rows or columns that you want to resize. MathType ~ Acrobat  Design | Layout
2. Under Table Tools, on the Layout tab, in the Cell Size %ﬁﬁ | Height: 0.4 > B pistribute Rows
group, enter the desired value in the Height or Width
box.

AutoFit | — width: *  tH Distribute Columns

-

Cell 5ize
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Method

Skill 9 - Resizing Rows and Columns

To resize rows or columns:
1. Select the rows or columns that you want to resize. MathType ~ Acrobat  Design | Layout
2. Under Table Tools, on the Layout tab, in the Cell Size &}:J Height: [0.4°

group, enter the desired value in the Height or Width AutoFit | =2

box.
j a|] Height: 04°

AutoFit| | — width: 112"

*  B7 pistribute Rows

Width: tl'j Distribute Columns

¢-| AutoFit Contents
To automatically resize a table: gl b4 | AutoFit Window

1. Click anywhere in the table. FH  Fixed Columpn Width
2. Under Table Tools, on the Layout tab, in the Cell Size group, do one of the following:
* To resize the table to fit its contents, click the AutoFit button, and then click AutoFit Contents.
* To resize the table to fit the page, click the AutoFit button, and then click AutoFit Window.
NOTELZL: If you want to turn off AutoFit, click the AutoFit button, and then click Fixed
Column Width.
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Method

Skill 9 - Resizing Rows and Columns

To resize rows or columns:
1. Select the rows or columns that you want to resize. MathType ~ Acrobat  Design | Layout
2. Under Table Tools, on the Layout tab, in the Cell Size &}:J Height: [0.4°

group, enter the desired value in the Height or Width AutoFit | =2

box.
j a|] Height: 04°

AutoFit| | — width: 112"

*  B7 pistribute Rows

Width: tl'j Distribute Columns

¢-| AutoFit Contents
To automatically resize a table: gl b4 | AutoFit Window

1. Click anywhere in the table. FH  Fixed Columpn Width

2. Under Table Tools, on the Layout tab, in the Cell Size group, do one of the following:
* To resize the table to fit its contents, click the AutoFit button, and then click AutoFit Contents.
* To resize the table to fit the page, click the AutoFit button, and then click AutoFit Window.

NOTELZL: If you want to turn off AutoFit, click the AutoFit button, and then click Fixed
Column Width.

NOTE2: you can adjust the columns width using the move table column slider button on the ruler.
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NOTES3: you can almost do all the previous tasks using the right-click shortcut menu.



Skill 10 - Merging and Splitting Cells

Objective
Method
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World Ranking Company Industry {i?;;:u:} M?;:E;:ZI;I €
274 Garanti Bankasi Banking 9.75 16.06
288 Turkiye Is Bankasi Banking 10.97 12.60
934 Enka insaat Construction 5.87 7.29
321 Kog Holding Conglomerate 36.34 7.45
683 Turkcell Telecommunications 5.89 13.19
¢ Market Value
World Ranking Company Industry {i?;;:u:} BEf::'IIinn iLter
2014 2014
274 Garanti Bankasi Banking 9.75 16.06 ?
288 Turkiye is Bankasi Banking 10.97 12.60 ?
934 Enka ingaat Construction 2.87 729 ?
321 Kog Holding Conglomerate 36.34 745 ?
683 Turkcell Telecommunications 5.89 13.19 Y




Method

Skill 10 - Merging and Splitting Cells

To split a cell: R
1. Click in the cell that you want to split. EHE S E e

2. Under Table Tools, on the Layout tab, in the Merge group,/& _
click the Split Cells button. L

Split the selected cells into multiple
new cells,

Buiaambug jo Aynaey Aussanwy) sasapuajy ueupy |



Method

Skill 10 - Merging and Splitting Cells

To split a cell: R
1. Click in the cell that you want to split. e === MR

Split | Split | AutoFit | =1 width:
Cells | Table Vv

2. Under Table Tools, on the Layout tab, in the Merge groUp,/#
click the Split Cells button.

Split the selected cells into multiple
new cells,

3. In the Split Cells dialog box, enter the number of columns and Split Cells B S
rows that you want to split the selected cell into, and the?cﬁek) b of s |1
the OK button Mumber of rows: 1

| | oK | Cancel I
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Skill 10 - Merging and Splitting Cells

TO Spl It a Ce” ings Review Wiew MathType Acr
1. Click in the cell that you want to split. e === MR

Split | Split | AutoFit | =1 width:
Cells | Table Vv

2. Under Table Tools, on the Layout tab, in the Merge group,/é e
click the Split Cells button.

Split the selected cells into multiple
new cells,

3. In the Split Cells dialog box, enter the number of columns and Spit Calls D (o
rows that you want to split the selected cell into, and thenTh Nummber of coms: [
the OK button \CHK Murber of rows: 1
Note: you can reach the Split Cells dialog box by right click |' - || —
insede the cell, then a click on Split Cells. I —
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Skill 10 - Merging and Splitting Cells

To split a cell: —
1. Click in the cell that you want to split. e === MR

Split | Split | AutoFit | =1 width:
Cells | Table Vv

2. Under Table Tools, on the Layout tab, in the Merge group,/é e
click the Split Cells button.

Split the selected cells into multiple
new cells,

3. In the Split Cells dialog box, enter the number of columns and Spit Calls S
rows that you want to split the selected cell into, and thenTh Number of columns: [
the OK button \CHK Murber of rows: 1
Note: you can reach the Split Cells dialog box by right click |' - || —
insede the cell, then a click on Split Cells. I —
To split a table:
1. Click in the row that you want to be the first row of the second

I:I:_III :ﬁ | &1 Height: 0.4°

i AutoFit | =3 width: 112"

table.

2. Under Table Tools, on the Layout tab, in the Merge group, click
the Split Table button

Split the table into two tables.

Buiaambug jo Aynaey Aussanwy) sasapuajy ueupy |

Split Table ‘
t

The selected row will become the
first row of the new table,



Skill 10 - Merging and Splitting Cells

To merge cells:

Objective
Method

1. Select the cells that you want to merge.

2. Under Table Tools, on the Layout tab, in the Merge group, click the Merge Cells button.

Or right-click, then click Merge Cells.

TE

O &

—
=
=t

£

Cut o ] j 51
| | | e
Copy
: Merge Split Split AutoFit ‘_J—_"
Paste Optighs: Cells = Cells Table
—| =% : | Merge
2 B & A =
Merge Cells
Insert ?
Delete cfls.. Merge the selected cells into one
cell,
Select
Merge Lells

Eorders and Shading...
Text Direction...

Cell Alignment
AutoFit

Table Properties...
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Skill 11 - Sorting Table Data

Objective
Method
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World Ranking Company Industry (l:m Z:u:} M(abr:;!i::;lr ®
274 Garanti Bankasi Banking 9.75 16.06
288 Tirkiye is Bankasi Banking 10.97 12 60
934 Enka Insaat Construction 5.87 7.29
321 Kog Holding Conglomerate 36.34 745
683 Turkeell Telecommunications 5.89 13.19
World Ranking Company Industry (T:TI: enr;u:} M?:;;;:;';" €
274 Garanti Bankasi Banking 9.75 16.06
288 Tirkiye is Bankasi Banking 10.97 12.60
321 Kog Holding Conglomerate 36.24 7.45
683 Turkeell Telecommunications 0.89 13.19
934 Enka insaat Construction 0.87 7.29




Skill 11 - Sorting Table Data

To sort table data:

1. Click anywhere in the table. Srtby
. Waorld Ranking |Z| Type: |Number E @) Ascending
2. Under Table Tools, on the Layout tab, in the Data vsing: [Paroarantes ] © escending
group, click the Sort button. The Sort dialog box e
opens Industry |Z| Type: | izl @ .-'-\sgendin.g i
p o Using: |Paragraphs |Z| Descendng i
3. If the table has a header row, under My list has, select| ™ S =] @ s
i, ype: ax scendin
the Headel’ row Opt|0n. Using: |Paragraphs E Descending
NOTE: Selecting the Header row option prevents the | "y i o - oree o
header row from being sorted, and provides labels in the | ..~

Sort by and Then by lists.

4. In the Sort by section, select the column by which you want to sort from the Sort by list,
select the type of data stored in the column from the Type list, and then select the
Ascending or Descending option.

5. If you want to sort by additional columns, repeat step 4 in the first and second Then by
sections.

6. Click the OK button.
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Skill 12 - Deleting Rows and Columns

Objective
Method

World Ranking Company Industry (l;: Zr;u:} M?br:;::;l}u ®
274 Garanti Bankasi Banking 9.75 16.06
288 Tirkiye is Bankasi Banking 10.97 12 60
31 Kog Holding Conglomerate 36.34 745
683 Turkeell Telecommunications 5.89 13.19
934 Enka insaat Construction 5.87 7.29
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Skill 12 - Deleting Rows and Columns

by | |
To delete a row or column; ﬂ | =

Delete Insert Insert
1. Select the row or column that you want to delete. — 7 P e s

Delete Cells...

2. Under Table Tools, on the Layout tab, in the Rows & Columns
group, click the Delete button, and then click Delete Columns or
Delete Rows.

Delete Columns

Delete Rows

B

Delete Table
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Skill 12 - Deleting Rows and Columns

by |
To delete a row or column; ﬂ | =
Delete Insert Insert
1. Select the row or column that you want to delete. — = Above EBelow
g Delete Cells...

2. Under Table Tools, on the Layout tab, in the Rows & Columns
group, click the Delete button, and then click Delete Columns or
Delete Rows.

Or,
1. Right-click inside any cell of the row or the colmum.

#'  Delete Columns
= Delete Rows

& Delete Table
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Skill 12 - Deleting Rows and Columns

by |
To delete a row or column; ﬂ | =
/ Delete Fnsert Insert
1. Select the row or column that you want to delete. e e o it

2. Under Table Tools, on the Layout tab, in the Rows & Columns o
group, click the Delete button, and then click Delete Columns or
Delete Rows.

Or,
1. Right-click inside any cell of the row or the colmum. T
2. Select Delete Cells. fnsert

Delete Cells...
Select

Delete Columns

Delete Rows

B

Delete Table

s

v

split Cells...

D &

Borders and Shading...

—
=
-

Text Direction..,
Cell Alignment
AutoFit

Table Properties...
Bullets
Humbering

Hyperlink...
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Additional Actions
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Skill 12 - Deleting Rows and Columns

4

To delete a row or column: || B e

/ Delete Fnsert Insert

1. Select the row or column that you want to delete. O Ahove Below

g Delete Cells...

2. Under Table Tools, on the Layout tab, in the Rows & Columns & oeiete coumns
group, click the Delete button, and then click Delete Columns or = DPeisteBows
Delete Rows. 3l | Deleteran

Or,

2 Paste Options:

1. Right-click inside any cell of the row or the colmum.

2. Select Delete Cells. !
3. Select the desired option buton, then click OK. -
]
it

[ Delete Cells R
®) ishift cells feft; =
Shift cells up =
Delete entire row =
Delete entire column 2
Ok | | Cancel

= 5 &

Insert

Delete Cells...
Select

split Cells...
Borders and Shading...
Text Direction..,
Cell Alignment
AutoFit

Table Properties...
Bullets
Humbering
Hyperlink...

Look Up
Synonyms
Translate

Additional Actions
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Skill 13 - Deleting Tables

1. Click anywhere in the table. ﬂ _E :&j' 1
2. Under Table Tools, on the Layout tab, in the Rows & Columns group, R | ecrt Insert
click the Delete button, and then click Delete Table.

g% Delete Cells...
#'  Delete Columns
=" Delete Eows

& Delete Table

NOTE: If you want to delete the contents of a table without deleting the table itself,
select the table, and then press the Delete key.
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Method

Skill 14 - Inserting Images

—
3
J==
(=
=
o)
=
==
o
=
B
m
- |
o
[
=—
.
-
(1]
=
m-
-
oy
(¥
=
=
—

Buriaawmb




Objective

- - Method
Skill 14 - Inserting Images
To insert an image: = T § d ]
o ’ _ _ —> | gt Y 2 Wl @
1. Click in the document where you want to insert the image. Picture Clip Shapes SmartArt Chart Screenshot
Art M .
2. On the Insert tab, in the Illustrations group, click the Picture button. llustrations

Insert Picture from File 0 o Co .'

Insert a picture from a file.

9 Press F1 for more help.

Buiaambug jo Aynaey Aussanwy) sasapuajy weupy 7|



Objective
Method

Skill 14 - Inserting Images

To insert an image: HE ) 3 |
) ; g ; ] ﬁ Tl JJ '_l__‘}- iEE\> Eﬂ -EJ.-' 4

1. Click in the document where you want to insert the image. Picture Clip Shapes SmartArt Chart Screenshot
Art ot -

2. On the Insert tab, in the Illustrations group, click the Picture button. llustrations

Insert Picture from File

3. In the Insert Picture dialog box, locate and select the image that you
want to insert, and then click the Insert button.

Insert a picture from a file.

\ @ Press F1 for more help.

Buriaambug jo fynaey  Ausaanm sadapuéﬂ ueupy "'

[E Insert Picture \ @
\/’U | |, » Computer » LocalDisk (C:) » Users » Public » Public Pictures » Sample Pictures v|+,\| Search S Pictures ol
Organize v New folder = v [0 @
(W] Microsoft Word = m : L

. e : . 3 p
{ Favorites - » A v 8
B Desktop Chrysanthemum. Desert.jpg Hydrangeas.jpg Jellyfish.jpg Ko#a.jpg Lighthouse,jpg Penguins.jpg
& Downloads jpg
| Recent Places i
<] Documents ———
= 3 Tulips.jpg
@' Music
b=/ Pictures
E Videos
1% Computer
&, Local Disk (C)
= Local Disk (D:)
File name: Penguins.jpg v Ml Pictures (*.emf;*.wmf;* jpg;’ v\

Tools ~ I Insert ]v] { Cancel }




Objective
Method

Skill 15 - Resizing Images
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Objective
Method

Skill 15 - Resizing Images

To resize an image:
1. Select the image that you want to resize.

Buiaambug jo Aynaey Aussanwy) sasapuajy ueupy |
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Skill 15 - Resizing Images

To resize an image: O O
1. Select the image that you want to resize. Sizing handles appear at
the corners and on the sides of the image.

SRS
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Method

Skill 15 - Resizing Images

To resize an image: O

1. Select the image that you want to resize. Sizing handles appear at
the corners and on the sides of the image.

2. Drag any of the sizing handles toward the center of the image to
make it smaller, or away from the center to enlarge it.

@
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Skill 15 - Resizing Images

To resize an image:

1. Select the image that you want to resize. Sizing handles appear at
the corners and on the sides of the image.

2. Drag any of the sizing handles toward the center of the image to
make it smaller, or away from the center to enlarge it.

NOTE: The sizing handles at the corners adjust both the height and
the width of the image to keep them in the same proportion (called

the aspect ratio), but the sizing handles on the sides affect only the
height or the width.

Method
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Method

Skill 15 - Resizing Images

To resize an image: O O

1. Select the image that you want to resize. Sizing handles appear at
the corners and on the sides of the image.

2. Drag any of the sizing handles toward the center of the image to
make it smaller, or away from the center to enlarge it.

NOTE: The sizing handles at the corners adjust both the height and
the width of the image to keep them in the same proportion (called

the aspect ratio), but the sizing handles on the sides affect only the
height or the width.

WEIees:

If you want to be so precise:
1. Select the image that you want to resize.

2. Under Picture Tools, on the Format tab, in the Size group, enter the desired measurements
(in inches) in the Height and Width boxes.

= 3|| Height: 317

4 F 1 F

Crop To: Width: 413"
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Method

Skill 16 - Rotating Images
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Objective
Method

Skill 16 - Rotating Images

To rotate an image:
1. Select the image that you want to resize,
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Skill 16 - Rotating Images

To rotate an image:
1. Select the image that you want to resize, the rotation handle
appears above the image.

Buiaambug jo Aynaey Aussanwy) sasapuajy ueupy |



Objective
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Skill 16 - Rotating Images

To rotate an image:
1. Select the image that you want to resize, the rotation handle
appears above the image.

2. Drag the rotation handle in the direction that you want the
Image to rotate.

Buiaambug jo Aynaey Aussanwy) sasapuajy ueupy |
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Method

Skill 16 - Rotating Images

To rotate an image:
1. Select the image that you want to resize, the rotation handle
appears above the image.

2. Drag the rotation handle in the direction that you want the
Image to rotate.

Or, Under Picture Tools, on the Format tab, in the Arrange
group, click the Rotate button, and then select the desired
option.

: = Align ~ . R

j ﬂ .L. o copt il Height: 3.4° -

Position Wrap - = Crop = width: |4.13- n

< Text~ Cfl; Selection Pane | Sk Rotate - OP ioi Width: 4.13 :
Arrange “L Rotate Right 90°

42 Rotate Left 90°
= Flip Vertical
Al Flip Horizontal

IE—I More Rotation Options...
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Skill 17 - Cropping Images
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To crop an image:
1. Select the image that you want to crop.

2. Under Picture Tools, on the Format tab, in the Size group,
click the Crop button. Cropping handles appear at the
corners and on the sides of the image

Buiaambug jo Aynaey Aussanwy) sasapuajy ueupy |
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Method

Skill 17 - Cropping Images

To crop an image:
1. Select the image that you want to crop.

2. Under Picture Tools, on the Format tab, in the Size group,
click the Crop button. Cropping handles appear at the
corners and on the sides of the image

3. Drag any of the cropping handles toward the center of the
image. The parts that will be removed are shaded.

* To crop equally on two sides at once, hold down the Ctrl
key while you drag the

« center cropping handle on either side inward.

* To crop equally on all four sides at once, hold down the
Ctrl key while you drag a corner cropping handle inward.

Buiaambug jo Aynaey Aussanwy) sasapuajy weupy 7|




Objective
Method

Skill 17 - Cropping Images

To crop an image:
1. Select the image that you want to crop.

2. Under Picture Tools, on the Format tab, in the Size group,
click the Crop button. Cropping handles appear at the
corners and on the sides of the image

3. Drag any of the cropping handles toward the center of the
image. The parts that will be removed are shaded.

* To crop equally on two sides at once, hold down the Ctrl
key while you drag the

« center cropping handle on either side inward.

* To crop equally on all four sides at once, hold down the
Ctrl key while you drag a corner cropping handle inward.

4. When you are finished, click outside the image or press the
Esc key.
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Skill 18 - Positioning Images

PSR SR L g s s e S e L p s s o e g re s e Ly e Ly g e s s e
forms of sealife caught while swimming underwater. They spend about half of their lives on land and
halfinthe oceans.

pa
-

'--.;,

—
]

Although all penguin species are native to the Southern Hemisphere, they are notfound only in cold

penquin (Eudygtuig minor), also known as the tairy penguin, which stands around 40 cm (16 1n) tall S0Uth of the eguator 35 mya, In a chimate deefedly warmer than today.
andweighs 1 ktg (2.21h). Among extant penguins, Iargerpen_gums |nhab|t.co|derreg|onsAwh|le V P Penguins (order Sphenisciformes, family Spheniscidae) are a
smaller penguins are generally W foundintemperate oreven

group of gguatic, flightless birds living almost exclusivelyin

the Southern Hemisphere, especially in Antarctica. Highly adapted for
lifein the water, penguins havecountershaded dark and white
plumage, and theirwings have evalvedinto flippers. Most penguins
feedon krill fish, squid and otherforms of gealife caught while
swimming underwater. They spend about half of theirlives on land
andhalfinthe oceans.

V
\ also Bergmann's rule).
enormous sizes, becoming as tall
These were not restricted to
contrary.subantarctic regions
leastone giant penguin occurred
south of the equator35mya,ina
today.

tropical climates (see

Some prehistoric species attained
or as heavy as an adulthuman.
Antarcticregions; onthe
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in a region notquite 2,000 km

climate decidedly warmerthan
Although all penguin species are native to the Southern Hemisphere,

—
iiisal they are not found only in cold climates, such as Antarctica. In fact,
only a few species of penguin live so far south. Several species are foundin thetemperate zone, and
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Skill 18 - Positioning Images

To position an image:
1. Select the image that you want to position.

2. Under Picture Tools, on the Format tab, in the Arrange group,
click the Position button, and then select the desired option under
With Text Wrapping.

Objective
Method

= e
Position| Wrap ]
- Text~ Crip >election Pane

In Line with Text

[l
With Text Wrapping

|E-| More Layout Options...
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Method

Skill 18 - Positioning Images

Text ~ | iy Selection Pane Skl

2. Under Picture Tools, on the Format tab, in the
Arrange group, click the Wrap Text button,
and then select the desired option.

In Line with Text
Square

Tight

Through

Top and Bottom

. ; 4 = —
To position an image: P% ] jp £
. . - axt “1-;35electi-:un Pane
1. Select the image that you want to position. — =
==
2. Under Picture Tools, on the Format tab, in the Arrange group, = =
click the Position button, and then select the desired option under 23
- 5 With Text Wrapping 1
With Text Wrapping. 2 = = 5
2
| m—
=%
_ & i i =
To wrap text around an image: 2
1. Select the image that you want to wrap text ) = r F F =
around Wrap | o |E-| More Layout Options... %I’I
i
=
=N
=4
.
==
5= ]
2
3

Behind Text

In Front of Text

= O R R R R

More Layout Options...
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Skill 19 — Inserting Equations 2.

X

flx) = an+ aﬂcos—+b sinT)

n+l sinh(ny)
s

N (o1 )
T(xy) = ZZ n in(nx) sin(nm)

n=1

™ Lo ,), forinteger N =1.

. (XJ——+Z A, sm(
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Skill 19 — Inserting Equations Objective
1- Built-in Equation

To insert a built-in equation: |t
. : : ~@

1. Click in the document where you want to insert the equation. e (77 =

2. On the Insert tab, in the Symbols group, click on the arrow ——=—"> ™ 3

under Equation button. e

nx nin—1)x?
(1+x)”=1+?+ T

Fourier Series

o

flx) =apg+ Z (a,, cosn—;‘m +b, sin?)
n=1

Pythagorean Theorem

a?+b?=¢c?

£ More Equations from Office.com

TC  Insert Mew Equation
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Skill 19 — Inserting Equations Objective
1- Built-in Equation

To insert a built-in equation: —_—

1. Click in the document where you want to insert the equation. < "7 & =

Equation|Symbol | Embed

2. On the Insert tab, in the Symbols group, click on the arrow ——=—"> ™ 3
under Equation button. pp—
3. Select an equation from the gallery. [
cx+a)»=;(:)xka .

nx nin—1)x?
(1+x)”=1+?+ T

Fourier Series

f(x) = ag+ Z (a,, cosn—;‘m +b, sin?)
n=1

Pythagorean Theorem

a?+b?=¢c?

T4



Skill 19 — Inserting Equations Clg il

1- Built-in Equation G
To insert a built-in equation: —
1. Click in the document where you want to insert the equation. < "7 & = -
2. On the Insert tab, in the Symbols group, click on the arrow —== " R .
under Equation button. e
3. Select an equation from the gallery. [

4. The Equation Editor box will appear ¢

\

flx)=ay+ Z ar, cos@ + b, sm?)

aining the equation.  |«+o-- ()

nx nin—1)x?
1+x)m _1+T T

Fourier Series

f(x)=ﬂo+Z(ﬂ cos =t I b sm?)

n=1

Pythagorean Theorem

a?+b?=¢c?

£ More Equations from Office.com
TC  Insert Mew Equation

Buiaambug jo Aynaey Aussanwy) sasapuajy ueupy |



Skill 19 — Inserting Equations Clg il

1- Built-in Equation

To insert a built-in equation:
1. Click in the document where you want to insert the equation.

Method

T————————|. e | (@] |— G
_j
¢ Signature Line - -_—,
L£=

Date & Time
. Equation|Symbol | Embed
| Object ~ __). - Flash

2. On the Insert tab, in the Symbols group, click on the arrow —
under Equation button.

3. Select an equation from the gallery.
4. The Equation Editor box will appear ¢

\

flx)=ay+ Z Gy, m:-sE + b, sm?)

-

aining the equation.

5. To Change the equation layout, click on the arrow in the
Equations Editor box, then select the layout that fits you.

E - nmwx _nm
flx)=ay+ Z{aﬂ cos—— + b, sin——
n=

T Save as New Equation..,

5
g@ Professional
é:fo Linear

Change to Inline

Justification

Built-In <
Area of Circle

A=nr?

nx nin—1)x?
1+x)m _1+T T

Fourier Series

] nmwx ., nmx
M) = ao+Zl(a,, cosT+b,, smT)
=

Pythagorean Theorem

a?+b?=¢c?

£ More Equations from Office.com
TC  Insert Mew Equation
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Skill 19 — Inserting Equations Clg il

1- Built-in Equation G
To insert a built-in equation: —
1. Click in the document where you want to insert the equation. < "7 & = -
2. On the Insert tab, in the Symbols group, click on the arrow —== " R .
under Equation button. e
3. Select an equation from the gallery. [

4. The Equation Editor box will appear ¢

\

flx)=ay+ Z ar, cos@ + b, sm?)

-

aining the equation.  |«+o-- ()

nx nin—1)x?
1+x)m _1+T T

Fourier Series

. ] . IF(x) = ag+ (a cos =t 3 b sm?)
5. To Change the equation layout, click on the arrow in the 2

Equations Editor box, then select the layout that fits you.

a?+b?=¢c?

3 =] \ =
= niwx i
f(xj = a’ﬂ + Z {[I cos - + bn sin _L £ More Equations from Office.com g
n=1 TC  Insert New Equation

T Save as New Equation..,

(=]
=
QE' Professional

€} Linear
Change to Inline
Justification

Ef(x)=a 04+ % (n=1)"0=(an cos [nnx/L] +b.n sin [nmx/L] j| ‘

Buiaambug jo Aynaey Aussanwy) sasapuajy ueupy |




Skill 19 — Inserting Equations

2-New Equation Using the Equation Tools Tab G

To insert a new equation from scratch:
1. Click in the document where you want to insert the equation. /,ﬂ:
2. On the Insert tab, in the Symbols group, click on the Equation button. |
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Skill 19 — Inserting Equations

: . ! Method
2-New Equation Using the Equation Tools Tab
To insert a new equation from scratch:
1. Click in the document where you want to insert the equation. /;i:

2. On the Insert tab, in the Symbols group, click on the Equation button.

3. An empty Equation Editor box will appear to allow you to start typing-s ' tvee equation here
your equation.
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Skill 19 — Inserting Equations

2-New Equation Using the Equation Tools Tab G

To insert a new equation from scratch:
1. Click in the document where you want to insert the equation. /,ﬂ:
2. On the Insert tab, in the Symbols group, click on the Equation button. |

3. An empty Equation Editor box will appear to allow you to start typing-s : tvee cquation here.
your equation.

L'OCUMENTL = IWICTOSOTT VWora  Equation Tools
4. TO |nsert a Symbol’ CIICk On the rt Page Layout References Mailings Review View MathType Acrobat Design
desired one from the Symbols ———=—=—= TIPS x
group in the Design tab. Cllaf [V [FI][Y[n][e][%][-|[F][c][a][V]]3
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Skill 19 — Inserting Equations
2-New Equation Using the Equation Tools Tab

Method

To insert a new equation from scratch:
1. Click in the document where you want to insert the equation.
2. On the Insert tab, in the Symbols group, click on the Equation button.

3. An empty Equation Editor box will appear to allow you to start typing-s : tvee cquation here.
your equation.

L'OCUMENTL = IWIICTOSOTT VW ora | Equation Tools

4. TO |nsert a Symbol’ CIICk On the rt Page Layout References Mailings Review View MathType Acrobat Design
desired one from the Symbols ——=——=—=— =1 o <« = » > = |[v][=]7]
group in the Design tab. c|[a][VI[ZI¥I[v][n][e] ][ ][]l [a][vTTETI2 | (€] [2][<][T] =

4. To insert a structure, click on the desired one from the Structures group in the Design tab.

l

O w0 G Jm A [

\og -

X X A ~X &
y e ,é“.‘ -‘ X .~>‘3
Fraction Scnpt Radical Integra Large

Empty Matrices
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Skill 19 — Inserting Equations

- ; Method
3-New Equation using MathType
To insert a new equation from scratch as an object:
1. Click in the document where you want to insert the equation. A E 4 & Signature Line -
2. On the Insert tab, in the Text group, click on the Insert T _quie woraan orep il

Object button.

Buiaambug jo Aynaey Aussanwy) sasapuajy ueupy |



Skill 19 — Inserting Equations Clg il

- ; Method
3-New Equation using MathType
To insert a new equation from scratch as an object:
1. Click in the document where you want to insert the equation. A 5 4 i Signatuse Line -
2. On the Insert tab, in the Text group, click on the Insert T _quie woraan orep il

Object button.

3. From the object dialog box select the Microsoft Equation

3.0, then click Ok.

Create New | Create from File

Object type:

Adobe Acrobat Document

Adobe Acrobat PDFXML Documen it

Adobe Acrobat Security Settings Document
Bitmap Image

Microsor ft Excel 97-2003 Worksheet
Microsar ft Excel Binary Worksheet i Display as icon

Result

.. Inserts a new Microsoft Equation 3.0 object into
your decumen t.

_
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Skill 19 — Inserting Equations
3-New Equation using MathType

To insert a new equation from scratch as an object:

1. Click in the document where you want to insert the equation. A E 4 & Signature Line -
. . =] <4 _51, Date & Time
2. On the Insert tab, in the Text group, click on the Insert Texi Quick Wordht Drop (e

Object button.

3. From the object dialog box select the Microsoft Equation (e . e
3.0, then click Ok.

Create New | Create from File
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Object type: E
Adobe Acrobat Document L
Adobe Acrobat PDFXML Documen it = [5=]
Adobe Acrobat Security Settings Document - =
Bitmap Image
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4. An Equation Editor window will appear to allow

Microsor ft Excel 97-2003 Worksheet
et

Display as icon

Result

you to start typing your equation.




Skill 19 — Inserting Equations

- ; Method
3-New Equation using MathType
To insert a new equation from scratch as an object:
1. Click in the document where you want to insert the equation. Al 5 4 & Signature Line -
2. On the Insert tab, in the Text group, click on the Insert ot Qui wart Srop 2021
Object button.
3. From the object dialog box select the Microsoft Equation (o= N EI==
3.0, then click OKk. N

Adobe Acrobat Document

Adobe Acrobat PDFXML Documen it

Adobe Acrobat Security Settings Document
Bitmap Image

4. An Equation Editor window will appear to allow

Microso ft Excel 97-2003 Worksheet

yo u to Start ty p i n g yo u r eq u ati O n . Microsoft Excel Binary Worksheet . - Display as icon

Result

.. Inserts a new Microsoft Equation 3.0 object into
your decumen t.

Note: The Equation Editor included with Word and is a
watered down version of the full MathType editor by
Design Science, you may consider purchasing the full
version of it.




Mohamed kara C5E111 -Assignment 1

Footer

|

Faculty of Engineering Computer Engineering Department

§o ynaey



Method

Skill 20 — Inserting Headers and Footers

To insert a header or footer:

1. On the Insert tab, in the Header & Footer group, click the Header or Footer j j j
button to open the corresponding menu, and then select the desired option. — 5 = LE

Header Footer Page
7 Mumber =

Header & Footer
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Skill 20 — Inserting Headers and Footers

To insert a header or footer:

1. On the Insert tab, in the Header & Footer group, click the Header or Footer j j j
button to open the corresponding menu, and then select the desired option. — 5 = L2

Header Footer Page
= Mumber =

Header & Footer

Word 2010 displays dotted borders to indicate the header and footer areas.

v

[Type text] [Type text] [Type text]

Header
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Method

Skill 20 — Inserting Headers and Footers

To insert a header or footer:

1. On the Insert tab, in the Header & Footer group, click the Header or Footer j j j
button to open the corresponding menu, and then select the desired option. — 5 = LE

Header Footer Page
= Mumber =

Word 2010 displays dotted borders to indicate the header and footer areas.

v

[Type text] [Type text] [Type text]

Header

2. Replace any placeholder text with your own text, or you may delete it and add a
page numbers, the document title, the time and date, the author’s name, or a logo.

3. When you are finished, double-click anywhere in the document area to return to
the main document.

=
!.__I
==
| = .
=1
=k |
=k
=
3]
=X
| = .
[ 55 ]
b |
[ 55 ]
A
| —
=,
-
7]
- |
L
-
. |
=k |
[ 35 |
=
L
=
——
0
= 4
3]
3]
=,
=1
[ 4= |



Method

Skill 20 — Inserting Headers and Footers

To insert a header or footer:

1. On the Insert tab, in the Header & Footer group, click the Header or Footer j j j
button to open the corresponding menu, and then select the desired option. — 5 =l L2

Header Footer Page

Word 2010 displays dotted borders to indicate the header and footer areas.

v

[Type text] [Type text] [Type text]

Header

2. Replace any placeholder text with your own text, or you may delete it and add a
page numbers, the document title, the time and date, the author’s name, or a logo.

3. When you are finished, double-click anywhere in the document area to return to
the main document.

NOTE:

* To edit a header or footer, double-click in the header or footer area and make the
desired changes.

 To remove a header or footer, on the Insert tab, in the Header & Footer group,
click the Header or Footer button to open the corresponding menu, and then click
Remove Header or Remove Footer.
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Objective
Method

Skill 21 — Inserting Page Numbers

A ATE A = g, U823

- T 5} Date & Time v .
TO Insert page numbers: Nuﬁ'ﬁg:r' BTgx’d' Saurtl?(v .".-Jr'd__rt ’ﬁObject' Equa’tl-:un Synlb-:ul E:I1ab;1d

# Top of Page y | Text Symbols Flash
#)

I

EBottom of Page

1. On the Insert tab, in the Header & Footer group, click 2 exorome
the Page Number button, then click the desired option. 2 weresien -+ smoe =
&

Format Page Numbers.., Plain Number

NOTE: The Page Number options include Page X of Y B BemovePoge e
formats in which Y is the total number of pages in
the docu ment. Elcucl:r?tir with no formatting or

Page X
Accent Bar 1
1|Page

Accent Bar 2
[rape 11
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Skill 21 — Inserting Page Numbers

5 E 5 4 Foearme | db N4 oH

_51 Date & Time

To insert page numbers: Numbere|| foc- mores vt O ggobiea- | oMo el | e
ﬁ Top of Page . Text Symbaols Flash
1. On the Insert tab, in the Header & Footer group, click 2 exorome
the Page Number button, then click the desired option. o coepomen -+ simpie -
ﬁ" Format Page Numbers.., e
NOTE: The Page Number options include Page X of Y
formats in which Y is the total number of pages in
the document_ = EICL‘l:l:r:Jtesr»\.-'ith no formatting or
2. When you are finished, double-click anywhere in the

document area to return to the main document.

Accent Bar 2
[rape 11

Guiaawbug jo Aynaey  fysdanmy) sasapuap) ueupy "



Skill 21 — Inserting Page Numbers

O ETE 4 =g U823

1 2 T
- e 13y Date & Time ) .
To insert page numbers: Numper+|| Box- potes o O’ Wgomea- | Cenon Smbel B
Text Symbols Flash

# Top of Page

1. On the Insert tab, in the Header & Footer group, click ] s
the Page Number button, then click the desired option. o coepomen -+ simpie D
ﬁ" Format Page Numbers.., e
NOTE: The Page Number options include Page X of Y
formats in which Y is the total number of pages in
the docu ment_ Elcucl:r?tir with no formatting or

Page X

Accent Bar 1

2. When you are finished, double-click anywhere in the
document area to return to the main document.

Accent Bar 2
[Pare 12

To format page numbers:

1. On the Insert tab, in the Header & Footer group, click the
Page Number button, and then click Format Page Numbers.
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Method

Skill 21 — Inserting Page Numbers

_ = A5 4 Dosearme | 4 S& 28 ;
To insert page numbers: | otk WordAt Dior g opject- | Caston Simbal | Embes .
ﬁ Top of Page . Text Symbaols Flash
1. On the Insert tab, in the Header & Footer group, click ] g -
the Page Number button, then click the desired option. o coepomen -+ simpie - §
ﬁ" Format Page Numbers.., e
NOTE: The Page Number options include Page X of Y =
formats in which Y is the total number of pages in =4
Mumber with no formatting or 1%
the document. =
- - o = Accent Bar 1 m
2. When you are finished, double-click anywhere in the =
i =
document area to return to the main document. =
]
Accent Bar 2 E'
[Pape 12 "Eu.r
Page Mumkber Format L )] —1
- =L ]
. ; (]
To format page numbers: Number format: | =] =
i i Indude chapter number “'E-r
1. On the Insert tab, in the Header & Footer group, click the hanter starte with stic: [roade =1
Page Number button, and then click Format Page Numbers. N =
2. In the Page Number Format dialog box, select the desired =
options, and then click the OK button. Page numbering =3
@ Continue from previous section ==
[ 1=

Start at




Skill 22 — Changing the Page Margins

“The Higher Education System in Turkey”
The Council of Higher Education

Ankara, 2010

1. Education in Turkey

Formsl education in Turkey includes pre-primary education, primary educstion, secondary education

and higher education.

Pre-Primary Education: It involves the education of children in the zge group of 3 to 5 who have not

resched the age of compulsory primary education, on 2n optional basis.

Primary Education: It involvesthe education and training of children in the age group of 6 to 14. Primary
educstion is compulsory for 2ll citizens. It is free =t the State schools and lasts eight years. Towards the
end of the primary school, pupils are given information about both general, vocational and technical

high schools and the types of vocstions they may undertake.

Secondary Educstion: It comprises high schools of 2 general or vocstional and/or technical character

giving four-year education following primary education.

Higher Education: After graduating from high schoaol, students can enrol in higher education, which is

compsatible with the Bologna three-cycle system

2. The Structure of Higher Education in Turkey

In 1981, in accordance with the new Higher Education Law [Mo. 2547}, the administration of higher
educstion in Turkey was comprehensively restructured. The system thereby became centralized, with zll
higher education institutions tied to the Council of Higher Education [Yksek Ogretim Kurulu, or YOK).
After this restructuring, zll institutions of higher educstion were designed =5 universities. Expansion of
highereducation throughout the country was achieved, application to higher education was centralized,
and 2 central university exam and placement were introduced. In addition to public universities, the first
non-profit foundation university in Turkey started to provide educstion for students in 1386,

The Council of Higher Educstion [¥OK) has 21 members: One third of its members are directly sppointed
by the President of the Republic of Turkey consisting of former rectors and academic staff, one third are
selected by the Council of Ministers [Czbinet) from among distinguished, high ranking civil servants; one
third zre selected by the Inter-University Council from among professors who are not members of that
Council. The selections of members by the Council of Ministers and the Inter-University Council are

subject to approval by the President of the Turkish Republic. Each memberis appointed for a renewable

Objective
Method

“The Higher Education System in Turkey”
The Council of Higher Education

Ankara, 2010

1. Education in Turkey

Formal education in Turkey includes pre-primary educstion, primary education, secondary education and higher

education.

Pre-Primary Education: Itinvolvesthe educstion of children in the age group of 2 to 5 who have not resched the =ge of

compulsory primary education, on an optional basis.

Primary Education: It involves the education and training of children in the age group of 6 to 14. Primary education is
compulsory for all citizens. It iz free st the State schools and lasts eight years. Towsrds the end of the primary schoaol,
pupils are given informsation sbout both general, vocational and technical high schools and the types of vocations they

may undertzke.

Secondary Educstion: It comprises high schools of = general or vocstional and/or technical character giving four-year

education following primary education.

Highar Education: After gradusting from high school, students can enrol in higher education, which is compatible with

the Bologna three-cycle system

2. The Structure of Higher Education in Turkey

In 1981, in 2ccordance with the new Higher Education Law (Mo, 2547, the administration of higher education in Turkey
was comprehensively restructured. The system thereby became centralized, with all higher education institutions tied to
the Council of Higher Education [¥Oksek Ogretim Kurulu, or YOK). After this restructuring, Il institutions of higher
educstion were designed =5 universities. Expansion of higher education throughout the country was achieved,
zpplication to higher educstion was centralized, and = central university exam and placement were introduced. In
sddition to public universities, the first non-profit foundstion university in Turkey started to provide educstion for
studentsin 1986,

The Council of Higher Education [YOK) hzs 21 members: One third of its members zre dirzctly sppointzd by the
President of the Republic of Turkey consisting of former rectors and academic st=ff; one third 2re selacted by the Council
of Ministars [Czbinet) from among distinguished, high ranking civil servants; one third zre szlected by the Inter-
University Council from among professors who are not members of that Council. The selections of members by the
Council of Ministers and the Inter-University Council are subject to spproval by the President of the Turkish Republic.
Ezch member is appointed for 2 renewsble term of four years. The President of the Council is appointad by the

President of the Republic of Turkey from among the Council members.

Mine members of the Council zre elected to an Executive Board to carry out day-to-day functions of the Council.
Members of the Executive Board are sppointed on & full-time basis.
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Skill 22 — Changing the Page Margins

To change the page margins:

1. On the Page Layout tab, in the Page Setup group, click the Margins

button, and then select the desired margin setting
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Page Layout References
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Skill 22 — Changing the Page Margins
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Skill 22 — Changing the Page Margins
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To change the page margins: ] Tooctaent | TR TS
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button, and then select the desired margin setting . ; S L o
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Skill 23 — Changing the Page Orientatio

“The Higher Education System in Turkey"”
The Council of Higher Education

Ankara, 2010

1. Education in Turkey

Formal education in Turkey includes pre-primary education, primary education, secondary education and higher

education.

Pre-Primary Education: It involvesthe educstion of children in the age group of 3 to § whao have not reached the zge of

compulsory primary education, on an optional basis.

Primary Education: It involves the education and training of children in the age group of 6 to 14. Primary education is
compulsory for all citizens. It is free st the State schools and lasts eight yesars. Towsrds the end of the primary schoaol,
pupils are given information about both general, vocationsal and technical high schools and the types of vocations they

may undertake.

Secondary Education: It comprises high schools of = general or vocstional and/or technical character giving four-year

education following primary education.

Higher Education: After graduating from high school, students can enrol in higher education, which is compatible with

tha Bolognz three-cycle systam

2. The Structure of Higher Education in Turkey

In 1981, in accordance with the new Higher Education Law (Mo, 2547, the administration of higher education in Turkey
was comprehensively restructured. The systemn there by became centralized, with all higher education institutionstied to
the Council of Higher Education [¥iksek Ogretim Kurulu, or ¥OK). After this restructuring, all institutions of highar
education were designed as universities. Expansion of higher educstion throughout the country was achisved,
application to higher educstion was centralized, and = central university exam and placement were introduced. In
addition to public universities, the first non-profit foundation university in Turkey started to provide education for
studentsin 1986.

The Council of Higher Education (YOK) has 21 members: One third of its membars are directly zppointad by the
President of the Republic of Turkey consisting of former rectors and academic staff; one third are selected by the Council
of Ministers [Czabinet) from among distinguished, high ranking civil serwants; one third are selected by the Inter-
University Council from among professors who are not members of that Council. The selections of members by the
Council of Ministers and the Inter-University Council are subject to approval by the President of the Turkish Republic.
Esch member is appointad for a renswsble term of four years. The President of the Council is appointed by the
President of the Republic of Turkey from among the Council members.

Mine members of the Council are elected to an Executive Board to carry out day-to-day functions of the Council.

Members of the Executive Board are appointed on 2 full-time basis.

“The Higher Education System in Turkey”
The Council of Higher Education

Ankara, 2010

1. Education in Turkey

Formal educstion in Turkey includes pre-primary educstion, primary =ducstion, secondary educstion znd higher education

Pre-Primary Education: It invalves the sducation of children in the 2ge sroup of 3 to 5 who have not resched the age of compulsary primary =ducatian, on an

optional basis.

Primary Education: It involvesthe education and training of children in the 2g2 group of 6 ta 14. Primary education is compulsary for 2ll citizens. It is free 2t the
State schoals and lasts sight years. Towards the end of the primary school, pupils are given infarmation about bath general, vacational and technical high

schoals and the types of vocations they may undertake.
Secandary Education: It comprises high schools of 2 genersl or vocational and/or technical character giving four-year education following primary education.

Highar Education: After graduating from high school, students can enrol in higher education, which is compatible with the Bologna threz-cycls system

2. The Structure of Higher Education in Turkey

In 1381, in zccordance with the new Higher Education Law [No. 2547), the administration of higher education in Turkey was comprehensively restructured. The
system thereby became centralized, with 3l higher education institutions tied to the Council of Higher Education [Yiksek Bgretim Kurulu, or YEK). After this
restructuring, 2ll institutions of higher education ware designad 2s universities. Expansion of higher education throughout the country was achievad, application
to higher education was centralized, and a central university exam znd placement were introduced. In addition to public universities, the first nan-profit
foundation univarsity in Turkey started to provide educstion for students in 1986

The Council of Higher Education (Y8K) has 21 members: One third of its members are directly appainted by the President of the Republic of Turkey consisting of
former rectors and academic staff, one third are selectad by the Council of Ministers [Cabinat) from among distinguished, high ranking civil ssrvants; one third
are selzcted by the Inter-University Council from 2mong professars who are not members of that Council. The selections sfmembers by the Council of Ministers
2nd the Inter-University Council are subject to approval by the President of the Turkish Republic. Each member is 2ppointad for 2 renewable term of four years.
The Prasident of the Counc

is sppointed by the President of the Republic of Turkey from among the Council members.
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Method

Skill 23 — Changing the Page Orientation

To change the page orientation:

1. On the Page Layout tab, in the Page Setup group, click the Orientation
button, and then CI'Ck Portrait Or Landscape Insert FPage Layout References Mailings
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Skill 24 — Changing the Page Size

“The Higher Education System in Turkey”
The Council of Higher Education

Ankara, 2010

1. Education in Turkey

Formzl education in Turkey includes pre-primary educstion, primary educstion, sscondary education =nd higher

education.

Pre-Primary Education: It involves the education of children in the age group of 3 to 5 who have not reached the age of
compulsory primary education, on an optional basis.

Primary Education: It involves the education and training of children in the age group of 6 to 14. Primary education is
compulsory for all citizens. It is free at the State schools and lasts eight years. Towards the end of the primary school,
pupils are given information about both general, vocational and technical high schools and the types of vocations they

may undertake.

Secondary Education: It comprises high schools of 2 generzl or vocationzl and/or technical character giving four-year

educstion ing primary education

Higher Education: After graduating from high school, students can enrol in higher education, which is compatible with

the Bologna three-cycle systam

2, The Structure of Higher Education in Turkey

In 1981, in accordance with the new Higher Education Law [No. 2547), the administration of higher education in Turkey
was comprehensively restructured. The system thereby became centralized, with all higher education institutions tied to
the Council of Higher Education [¥ikssk Ogretim Kurulu, or ¥OK). After this restructuring, il institutions of higher
educstion were designed =5 universities. Expansion of higher educstion throughout the country was achieved,
application to higher education was centralized, and a central university exam and placement were introduced. In
addition to public universities, the first non-profit foundation university in Turkey started to provide educstion for
students in 1986.

The Council of Higher Education [¥OK) has 21 members: One third of its members zre directly appointed by the
President ofthe Republic of Turkey consisting of former rectors and academic stzff; one third are selected by the Council
of Ministers [Cabinet) from among distinguished, high ranking civil servants; one third are selected by the Inter-
University Council from among professors who are not members of that Council. The selections of members by the
Council of Ministers and the Inter-University Council are subject to approval by the President of the Turkish Republic.
Esch member is appointed for a renewsble term of four years. The President of the Council is appointed by the
President of the Republic of Turkey from amaong the Council members.

Mine members of the Council are elected to an Executive Board to carry out day-to-day functions of the Council.

Members of the Executive Board are appointed on 2 full-time basis.

Objective
Method

“The Higher Education Sysbem in Turiey™
The Coundl of Higher Educstion

Anicars, 2010

1. Education in Turosy

Formal education in Turkey includes preprimary edumtion, primery education, secondsry education snd Higher
ESCUCRTION.

Pre-Pri ey Edumation: It imvolres the aducation of children in the age Eroun of 3 to 5 who have not resched the - (-4
compulcary primany sducstion, an mn optionsl bes

Primary Education: it imvohies the education and training of children in the age group of § to 14, Primary educstion is
compulsary for =il ctipens. it is free 2t the State schools and lests eight years. Towards the end of the primary schoal,
Dupiis ane Eeeen nformation about both Eoneral. woTone and techne hsh schoals mnd the Types J"'—JE:J'IS:'bEr
iy undertaie.

Secondsry Education: it comprises high schools of & genersl or womationsl andfor technical charscher Eiving four-pesr
aeduation follow NE [pramEry aducation.

=Ener Education: After 5'{dJ!'. nE fram fEn ool Shudents oan Enrol N hEher aducation, which s compatibles with
the Bologne thres-cpoe system

Z.The Structurs of Higher Educstion in Turksy

n 1921, in aocordEnoE With the new Higher Soducation Lew (ho. Z347] the saminitration of higher sducation in Turoey
wWas omprehencirely restructured. The system therehy Decume o=ntradiped, with & higher education Institutions tied o
the Coundl of Higher Sducation [vitset Omretim Huruky, or W3K). After this resbructuring, =il institutions of hggher
eduction were designed es unersities. Expansion of higher education throughout the country was schiswed,
=mpphcation o higher eduation was o=ntrafiped. =nd & o=nbral uniersity exam and placement wene introduced. In
addition to public unfrersities, the first nonprofit foundstion unrersity in Turbey starbed to prowide education for
students in 1355,

The Courddl of Hightr Education (vOX] hes 21 members: One third of its members sre dirsctly sppointsd by the

Fresigent of the Republic of Turkey CONSISTing of SONMEr Nechors and Scdemic ST ane thind ane sshkeched by the Cound
of Mansters

Catinet| from among distinguished, high renking Cuwil servants; one thind are selected by the inter

Unirersity Coundll from among professars who ane not members of ©

Coundil. The selections of members by the
Coundl of Ministers and the 'V'.E"-J'\'—t'sfr Coundl aire SJop=ct T0 approwal Oy Tthe President of the Turkish Repubiic.
E=sch member is =ppointed for = renswable term of four yesrs. The President of the Coundl is appointed by the
President of the Republic of Turkey from amaong the Coundl members.

Mine members of the Coundll are elected to an Exeoutine Soard o carry out dey-to-dey functions of the Coundil.
Members of the Executire Board ane appointed on & ful-time  Dasis.

3. Structure of Highor Educstion Institubes

Higher educs
Woctionsl Schools, Other Higher Eduction Institutions (Military and Polios Acsdemies).

tion institutions can be cassified =s follows: Unheersities, Higher Institutes of Technology, Post Secondary

There are tad types of unfrersities in Turkey, namely State Unfrersithes and Foundation Unfeersities. The following ane
WNTTS WITHIn Thsss unmersities:

Faoulty (Schoalf: & dnision conducting higher sducstion, scholarly ressanch and publicstion. Various departments and
Programs may BE CONNSCed To it It CAITESS Ut &N Sducationsl program of @t st Sour pears guration that ouiminstes

‘with the mwerd of = Sschelors degres.

‘Graduste School: An instibution in universities concerned with graduste educetion, scholarly reseanch =nd applications.

Cailled institubes, they swand MA, MS and PhD degrees.

=
3
=
="
=
=T
=
—_
=]
=
="
=]
q
[3<]
LA
| m—
=,
i
(47
-
m-
=
=
=1
|
=
=
=
—
=

Buriaawmb



Skill 24 — Changing the Page Size

Insert Page Layout References Mailings Review

P

To change the page size: el N
1. On the Page Layout tab, in the Page Setup group, click the Size = Isﬁ = e numpers - =
button, and then select the desired page size.
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“The Higher Education System in Turkey”
The Council of Higher Education

Ankara, 2010

1. Education in Turkey

Formal education in Turkey includes pre-primary education, primary educstion, secondary education and higher

education.

Pre-Primary Education: It involves the education of children in the age group of 3 to 5 who have not reached the age of
compulsory primary education, on an optional basis.

Primary Education: It involves the education and training of children in the age group of 6 to 14. Primary education is
compulsory for all citizens. It is free at the State schools and lasts eight years. Towards the end of the primary school,
pupils are given information about both general, vocational and technical high schools and the types of vocations they

may undertake.

Secondary Education: It comprises high schools of 2 generzl or vocationzl and/or technical character giving four-year

educstion ing primary education

Higher Education: After graduating from high school, students can enrol in higher education, which is compatible with

the Bologna three-cycle systam

2, The Structure of Higher Education in Turkey

In 1981, in accordance with the new Higher Education Law [No. 2547), the administration of higher education in Turkey
was comprehensively restructured. The system thereby became centralized, with all higher education institutions tied to
the Council of Higher Education [¥ikssk Ogretim Kurulu, or ¥OK). After this restructuring, il institutions of higher
educstion were designed a5 universities.

of higher education throughout the country was achieved,
application to higher education was centralized, and a central university exam and placement were introduced. In
addition to public universities, the first non-profit foundation university in Turkey started to provide educstion for
students in 1986.

The Council of Higher Education [¥OK) has 21 members: One third of its members zre directly appointed by the
President ofthe Republic of Turkey consisting of former rectors and academic stzff; one third are selected by the Council
of Ministers [Cabinet) from among distinguished, high ranking civil servants; one third are selected by the Inter-
University Council from among professors who are not members of that Council. The selections of members by the
Council of Ministers and the Inter-University Council are subject to approval by the President of the Turkish Republic.
Esch member is appointed for a renewsble term of four years. The President of the Council is appointed by the
President of the Republic of Turkey from amaong the Council members.

Mine members of the Council are elected to an Executive Board to carry out day-to-day functions of the Council.

Members of the Executive Board are appointed on 2 full-time basis.

“The Higher Education System in Turkey”
The Council of Higher Education

Ankara, 2010

1. Education in Turkey

Formal educstion in  Turkey Primary Education: It involves the Secondary Education: It comprises
includes pre-primary education, education and training ofchildren high schools of = general or

primary education, secondary
education and higher education.

Pre-Primary Education: It involves
the education of children in the
zge group of 3 to 5 who hawve not
reached the =ge of compulsory
primary education, on an optional

basis.

in the age group of 6 to 14.
Primary education is compulsory
for zll citizens. It is free at the
State schools and |asts eight years.
Towards the end of the primary
school, pupils are given
information about both general,
vocational and technical high
schools and the types of vocations

vocational andfor  technical
character giving four-year
education following  primary
education.

Higher Educstion: After gradusting
from high school, students can
enral in higher education, whichis

compatible with the Bologna

they may undertake.

2. The Structure of Higher Education in Turkey

In 1981, in accordance with the new Higher Education
Lzw [No. 2547), the administration of higher educztion
in Turkey was comprehensively restructured. The
system thereby became centralized, with all higher
education institutions tied to the Council of Higher
Education [¥YGksek Ogretim Kurulu, or ¥YOK). After this
restructuring, =il institutions of higher education were
designed as universities. Expansion of higher education

throughout the country was achieved, application to
highar =ducation was centralized, and = central
univarsity exam and placement were introduced. In
zddition to public universities, the first non-profit
foundation university in Turkey started to provide
education for students in 1986,

Tha Council of Highar Education [YOK) has 21 members:
One third ofits members are directly sppointed by the
President ofthe Republic of Turkey consisting of former

3. Structure of Higher Education Institutes

three-cycle system

rectors and academic stzff; one third are selected by
the Council of Ministers [Czbinet) from zmong
distinguished, high ranking civil servants; one third are
selected by the Inter-University Council from among
professors who are not members of that Council. The
selectionsof members by the Council of Ministers and
the Inter-UniversityCouncil are subject to spproval by
the President ofthe Turkish Republic. Each member is
appointed for a renewable term of four years. The
Prasidant ofthe Council is appointad by the Prasidant
of the Republic of Turkey from among the Council
members.

Nine members ofthe Councilare elected to an
Executive Board to carry out day-to-day functions of the
Council. Mambers of the Executive Board are appoint=d
on a full-time basis.

Higher education institutions can be classified as follows: Universities, Higher Institutes of Technology, Post Secondary
Vaocational Schools, Other HigherEducation Institutions [Military 2nd Police Academies).
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Method

Skill 25 — Changing the Number of Columns

To change the number of columns: J = Breaks ~
. . 3 Line Numbers
1. Select the text or graphics that you want to flow into columns. - ———

2. On the Page Layout tab, in the Page Setup group, click the Columns button, and
then select the desired layout. You can select one, two, or three columns of equal —
width, or two columns of unequal width. Two
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Three
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Method

Skill 25 — Changing the Number of Columns

To change the number of columns: J = Breaks -
) . 3 Line Numbers
1. Select the text or graphics that you want to flow into columns. - [v——
2. On the Page Layout tab, in the Page Setup group, click the Columns button, and one
then select the desired layout. You can select one, two, or three columns of equal —
width, or two columns of unequal width. 5| o
NOTE Three

If you need to create custom columns, click More Columns at the bottom of the
Columns menu to open the Columns dialog box. —_
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Method

Skill 25 — Changing the Number of Columns

To change the number of columns: J = Breaks -
3 Line Numbers

1. Select the text or graphics that you want to flow into columns. Columns| ,

- ke Hyphenation -
2. On the Page Layout tab, in the Page Setup group, click the Columns button, and one
then select the desired layout. You can select one, two, or three columns of equal —
width, or two columns of unequal width. 5| o
NOTE = Three
If you need to create custom columns, click More Columns at the bottom of the -
Columns menu to open the Columns dialog box. —_
- - . Qlumns ol @ i:h 1 s
You can use the dialog box to specify the = N - E

Presets
== Moaore Columns,..

number of columns, adjust the column
width and spacing, and even add a vertical
line between columns.
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Skill 26 — Inserting Page Breaks

“The-HigherEducation- System-in-Turkey™ 1
The-Council- of-Higher-Educationf]

Ankara,- 20109

A

1.-Education: in-Turkey1]

Formal-education-in-Turkey-includes- pre-primary- education, -primary-education, -secondary-education-and-

higher-education.

Pre-Primary- Education:- It- imvolves- the- education- of- children- in- the- age- group- of- 3-to-5-who-have- not-

reached-the-age-of-compulsory-primary-education,- on-an-optional- basis. |

Primary- Education:- It-involves- the-education-and- training- of -children-in-the-age-group-of-6-to-14.-Primary-
education-is-compulsory-for-all-citizens.- [t-is-free-at-the-State-schools-and-lasts-eight-years.-Towards-the-
end-of the- primary-school,-pupils-are-given-information-about-both-general,-vocational-and-technical-high-

schools-and-the-types- of vocations-they- may-undertake.

Secondary- Education:- It- comprises- high- schools- of- a- general- or- vocational- and/or- technical- character-

giving-four-year-education-following-primary-education.f

Higher- Education:- After- graduating- from- high- school,- students-can-enrol-in- higher-education,-which-is-

compatible-with-the-Bolog na-three-cvcle-svstemiﬂ
1

2.-The-Structure- of-Higher Education-in- Turkey"]

In- 15881,- in- accordance- with- the- new- Higher- Education- Law- [No.- 2547),- the- administration- of- higher-
education-in- Turkey-was-comprehensively- restructured.- The-system-thereby-became-centralized, with-all-
higher- education- institutions- tied- to- the- Council- of- Higher- Education- (Yiksek-Ogretim- Kurulu, -or- YOK] -
After- this-restructuring,-all-institutions- of- higher-education-were- designed- as- universities.- Expansion- of-
higher-education- throughout-the- country-was-achieved, -application- to- higher-education-was-centralized,-
and-a-central-university- exam-and- placement-were-introduced.-In-addition-to-public-universities, the-first-

non-profit-foundation- university- in-Turkey- started-to-provide- education- for-students-in-1986.1

The- Council- of- Higher- Education-(YOK)-has-21-members -One-third-of its-members-are-directly-appointed-
by-the-President- of- the- Republic- of- Turkey-consisting-of former-rectors-and-academic-staff;-one-third-are-
selected: by-the- Council- of - Ministers- (Cabinet)-from-among-distinguished,-high-ranking-civil-servants;-one-
third-are-selected- by-the- Inter-University- Council- from-among- professors-who- are- not-members-of -that-
Council.- The- selections- of- members- by- the- Council- of- Ministers- and- the- Inter-University- Council- are-
subject-to-approval- by- the- President- of- the- Turkish-Republic.-Each-member-is-appeinted-for-a-renewable-

“The-HigherEducation: System-in-Turkey ™1
The-Council- of-Higher-Educationt]

Ankara, 2010

A

1.-Education: in-Turkey1

Formal-education-in-Turkey- includes- pre-primary- education,-primary-education,-secondary-education-and-

higher-education.q

Pre-Primary- Education:- It- involves- the- education- of- children- in- the- age- group- of- 3-to-5-who- have-not-

reached-the-age-of-compulsory-primary-education,-on-an-optional- basis.

Primary- Education:- [t-involves- the- education-and- training- of-children-in-the-age-group-of -6-to-14.-Primary-
education-is-compulsory-for-all-citizens.- It-is-free-at-the-State-schools-and-lasts-eight-years.-Towards-the-
end-of-the- primary-school,-pupils-are-given-information-about-both-general,-vocational-and-technical -high-

schools-and-the-types- of -vocations-they-may-undertake.

Secondary- Education:- It- comprises- high- schools- of- a- general- or- vocational- and/or- technical- character-

giving-four-year-education-following-primary-education.

Higher- Education:- After- graduating- from- high- school,- students- can-enral-in- higher- education,-which-is-

compatible-with-the-Bologna-three-cycle-system
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Objective
Method

Skill 26 — Inserting Page Breaks

Wi 2~ 0

TO Insert g page break m Home Insert Page Layout Refe

1. Click in the document where you want to start a new page. j j =] j g
i - | e HKE] U

2. On the Insert tab, in the Pages group, click the Page Break button. cover sink page  Table  Picture Clip  Shay

.Or, press Ctrl+Enter. e it
5 I‘- Page Break (Ctrl+Return)

NOTE | Staﬁ the next page at the current

You can delete any page break that you insert manually by selecting ‘_""'S'“"'”'

the page break, and then pressing the Delete key. KD PresE1 fox mnee el
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Skill 27 — Inserting Section Breaks

When you create a new document, there are no section breaks because the entire document consists
of one section. You can insert section breaks to divide the document into multiple sections. This will
allow you to set specific page layout and formatting options (such as page orientation, margins,
number of columns, page number, or headers and footers) for different parts of the document.
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Skill 27 — Inserting Section Breaks

=l
¥= Breaks

To insert a section break:

Page Breaks

Page
Mark the point at which one page ends
and the next page begins.

1. Click in the document where you want to start a new section.

k¥

2. On the Page Layout tab, in the Page Setup group, click the .
Breaks button, and then select the desired section break

‘ % m'_lt _L,L

Column

Indicate that the text following the column
break will begin in the next column,

Text Wrapping
Separate text around objects on web
pages, such as caption text from body text.

Section Breaks

HNext Page
Insert a section break and start the new
section on the next page.

Il

Continuous
Insert a section break and start the new
section on the same page.
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=i section on the next even-numbered page.
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r | | Odd Page 1%
Insert a section break and start the new o
Foor=dc section on the next odd-numbered page. =
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Skill 27 — Inserting Section Breaks

=l
¥= Breaks

To insert a section break:

Page Breaks

1. Click in the document where you want to start a new section. || Pee |
b Mark the point a-t Whl:’.’h one page ends
2. On the Page Layout tab, in the Page Setup group, click the : andhe ned page beains
Breaks button, and then select the desired section break 3 Column

Indicate that the text following the column
break will begin in the next column,

Iy

Text Wrapping
Separate text around objects on web
pages, such as caption text from body text.

Note:
» A Next Page section break starts the new section on the next page. .

‘ 11T} ‘

Section Breaks

HNext Page
Insert a section break and start the new
section on the next page.

« A Continuous section break starts the new section on the same 1
Page. |

« An Even Page section break starts the new section on the next
even-numbered page.

Il

Continuous
Insert a section break and start the new
section on the same page.

i

« An Odd Page section break starts the new section on the next odd- -
numbered page i

Even Page
Insert a section break and start the new
section on the next even-numbered page.

Bk |

Odd Page
Insert a section break and start the new
section on the next odd-numbered page.
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Method

Skill 28 — Inserting a Table of Contents

S | addText - I3y Insert Endnate =P

. £: . =
To create a table of contents: R ot eble | B NemtPootnote- | ]
Contents = Footnote Citation =

1. Click in the document where you want to insert the table of
Contents l Automatic Table 1
2. On the References tab, in the Table of Contents group, click the 1

Table of Contents button, and then select the desired option.
NOTE:

“Contents’) that includes all text
formatted with the Heading 1-3
styles

If you want to specify more options (e.g., how many heading levels ... 1
to show), click the Table of Contents button, and then click Insert e
Table of Contents to open the Table of Contents dialog box. Manua Tabe

£) More Table of Contents from Office.com
E InsertTable of Contents...

Remove Table of Contents
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Contents
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Education in Turkey.
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5. Management of Higher Education Institutes

6. Academic Staff ...

9. Language of Instruction
11. Admissions..

1Z. Foreign Students

13. Tuition Fees

14, Financial Support for Students
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16. The Bologna Process.
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Method

Skill 28 — Inserting a Table of Contents

S | addText - I3y Insert Endnate =P

. £: . =
To create a table of contents: R ot eble | B NemtPootnote- | ]
Contents = Footnote Citation =

1. Click in the document where you want to insert the table of
Contents l Automatic Table 1
2. On the References tab, in the Table of Contents group, click the 1

Table of Contents button, and then select the desired option.
NOTE:

“Contents’) that includes all text
formatted with the Heading 1-3
styles

If you want to specify more options (e.g., how many heading levels ... 1
to show), click the Table of Contents button, and then click Insert e
Table of Contents to open the Table of Contents dialog box. Manua Tabe

£) More Table of Contents from Office.com
E InsertTable of Contents...

Remove Table of Contents
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Method

Skill 28 — Inserting a Table of Contents

To create a table of contents:

1. Click in the document where you want to insert the table of
contents.

2. On the References tab, in the Table of Contents group, click the
Table of Contents button, and then select the desired option.

NOTE:

If you want to specify more options (e.g., how many heading levels
to show), click the Table of Contents button, and then click Insert
Table of Contents to open the Table of Contents dialog box.

To update a table of contents:

1. On the References tab, in the Table of Contents group, click the
Update Table button . Or, right-click anywhere in the table of
contents, and then click Update Field on the shortcut menu.

2. In the Update Table of Contents dialog box, select the Update
page numbers only or Update entire table option, and then
click the OK button

B Add Text ~ I3y Insert Endnate

= Update Table -'\g Mext Footnote ~

Table of Insert
Contents = Footnote

Built-In
Automatic Table 1

“Contents’) that includes all text
formatted with the Heading 1-3
styles

able of Contents
Heading 1

Automatic Table 1 e
Automatic table contents (labeled
A

g
Insert
Citation =

L T —

Manual Table

able of Contents
Type chapter title (level 1)

TYPE CHAPEET HHI [HVED 2] oo see s sesesies s s s

Type chapter title (level 3)

£) More Table of Contents from Office.com
E InsertTable of Contents...

Remove Table of Contents

Update Table of Contents M
R —

the following options:
@ Update page numbers only;
IUpdate entire table

Ward is updating the table of contents. Select one of

| Ok | | Cancel | |
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References

= California State University, Los Angelos, Information Technology
Services, Microsoft Word 2010 Part 1: Introduction to Word.
https://www.calstatela.edu/its/training/pdf/word2010p?2.pdf

= Microsoft Word 2010 Help.
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Next Lecture

Introduction to Microsoft Power Point 2010-Part 1
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