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1. Spreadsheets

1.1. Create a Spreadsheet

Term ' Definition
Cell " A rectangle within a spreadsheet where data can be positioned
Formula [ A mathematical calculation
Orientation [ The direction of text, for example horizontal or vertical
Alignment 'Positioning text so that it is in line, for example on the left, right or|
centre
Function A ready-made formula representing a complex calculation
Validation [ The process of checking if data matches specific rules
Verify [ To check that data matches the original data
Row [ A horizontal set of cells
Column [ A vertical set of cells
Range [ A set of one or more cells referenced by a name
Worksheet [ A set of rows and columns
Workbook A set of one or more worksheets
A | B © D | E | F
1 —
2 —
3 —
4 —
5 —
6 cet [N
7 | Row
8 | Column -
2
- Clipboard ] Font
RANGE
Range fe

Cell A1:C4 named Range

= | e =

1.2. Manipulating Rows and Columns

¢ Rows and Columns can be added

II_-l:ll:l:l = [ 2

Insert |Delete Format

r - - -

Cells

Insert

o (O shift cells right

O Entire row
() Entire column

¢ Deleted
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]
=[x

Insert | Delete JFormat

Cells

() Shift cells up
() Entire row
O Entire column

¢ Resized
| A 1 B 1 c 1 E
1
2
3 Resized Columns
4 Resized Rows
5
¢ Hidden
ront
Calibri  ~r|11 A
B I =MO-A-
C n I =l
N & Cut
By Copy
&D Paste Options:
-
O
Paste Special...
Insert
Delete

Clear Contents
Format Cells...

Column Width...

Hide

Unhide

NENENRRRNENNR

e
1.3. Spreadsheet Security

« Different parts of the spreadsheet can be secured depending on the software being used.
This allows developers to:

Prevent Individual worksheets from being removed

* Prevent new worksheets from being added

¢ Prevent changes being made to certain data, and select certain individual cells, rows or
columns.

Protect the worksheet, but still allow users to enter data into certain cells.

¢ Prevent formulas from being seen and/or changed.

Number Alignment  Font  Border il | Protection

Locked
[ Hiaden

Lodking cells 9 has no
Protect group, Protect Sheet button)
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| 5

Protect | Protect Allow Edit
Sheet Workbook Ranges

Protect |

Protect Sheet

Password to unprotect sheet:

Protect worksheet and contents of locked cells

Allow all users of this worksheet to:
M| select locked cenls |
[] Select unlocked cells

:‘ Format cells

:l Format columns

[ ] Format rows

[ Insert columns

[ insert rows

:‘ Insert hyperlinks

:‘ Delete columns

[ ] Delete rows v

Cancel

1.4. Format a spreadsheet

Format Cells

¢ Format Data Type- The cells in a sheet can be formatted to be in a specific data type

(Humber] Algnment  Font  Gorder  Fil  Protection
Cotegory:

samle

Numer

iccounting Generai formst cls e no spcifc number format
Oste

Time

percentage

Fraction

Saentiic

Ten

&
Special
Custom

¢ Change Text Orientation and Alignment- The text in a cell can oriented to either diagonal
or vertical , and be aligned either to the left, right or centre

Format

Number (Alignent| Font  Border  Fil  Protection

Text slignment Orientation

Horizontal:
General V] ingent: .
vertica: o [
Bottom <

Justity distributed

Tt ool
[ wirap text
[ shrink to it
[ Merge celis
Rt tote
Text direction:
contee 7]

G
¢ Emphasis Certain Cells- Certain cells can be formatted to standout.

e Comments can be added.
Filter 4
Sort 3
D Get Data from Table/Range...
I 1 Insert Comment
Format Cells...
Pick From Drop-down List...

Define Mame...
¢ Conditional Formatting- Cells can be formatted based upon certain conditions being met.
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Select a Rule Type:

= Format only cells that contain
= Format only top or bottom ranked values

= Format only values that are above or below average
= Format only unique or duplicate values

= Use a formula to determine which cells to format

Edit the Rule Description:

Format all cells based on their values:

Format Style: | 2.Color Scale v

Minimum Maximum
Type: |Lowest Value ~ Highest Value e
Value: |(Lowest valug) + [Highest value) +
Color: | - v
prevew [

* Page Formatting
¢ Page Setup

Insert Page Layout

Margins Orientation  5ize  Print

Formulas Data

0 = 0k

Review View

8

Breaks Background Print

- - - Area~w v Titles
Page Setup ]
* Fitto Page
S5 Width:  Automatic Gridlines Headings
E‘:é § [ Height: Automatic Sheet Righ [AView [ View B‘J
e | Bscle  [wox - ™ Dlpint | CIPrint | pomnci~
5 Saae to it 5 Sheet Options 5
{Page ! Margins HeaderFooter  Sheet
orentation
@ Portrait O Landscape
Scating
@ adjustto: [ 100 2] 5% normal size
Oftter |1 = pageldwideby |1
Papersize: |4
rint qual: |60 doi
¢ Margin
Setup
Page Header/Footer  Sheet
Top: Header:
19 |5 03 |5
Left: Right:
18 |5 18 |5
Bottom: Footer:
19 |5 08 |
Center on page
D Horizontally
[ vertically
Print... Print Preview Options...
Cancel

¢ Header and Footer
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Page Margins
Header:
[none) ~
Custom Header... Custom Footer...
Footer:
[none) "

|:| Different odd and even pages
[ pifferent first page

Secale with document

Align with page margins

Print... Print Preview

Options...

Cancel

1.5. Create Formulae and Functions

¢ Formulae- A formula uses basic arithmetic calculations, which use +,-* and /.

A . B . C . D
1 (22 |23 | =A1+B1
2 | =A1-B1
3 | =A1*B1
4 | =A1/B1
5

« Relative Cell Referencing- RCR is used when you want the content of a cell change based
on its relation to its row and column position.

A | B . C
1 |Cost Quantity Total

2 (125 |1 |=n2*B2

3 |45.75 3 =A3*B3

4 |31.25 7 =A4*B4

5 —

&

¢ Absolute Cell Referencing- ACR is used when you do not want a cell reference to change
when other cells are filled in, or when replicating formulae.

To stop a row from being changed, add $ before the row number

P UL Ly

H7 - F

A | B C
Grade

Percentage

To stop a column from being changed, add $ before the column letter
11 |Month January
12 |Salary 200

February March April
=B12*$814 =C12°$814 =D12*$B14

14 |Increases each month by 2
15

To stop both column and row changing, a $ must be put before the column letter and

row number
A B i D
1 |Cost Quantity Tax
2 2.35 2 =(A2*B2)*$D%8
3 2.65 3 =(A3*B3)*5D%8
4 745 a =(A4*B4)*SDSE
5 3.35 6 =(A5*B5)*3D%8
6 2.35 4 =(A6*B6)*3DS8
7 —
8 Tax rate 7.5%
9 .
¢ Functions- They are ready-made formulae representing a complex calculation.
¢ Summary Functions
Function Purpose Example
S Calculates the total of values within a &
um range 1 |=SUM(B1,C1,D1)
| | 2 |
Calculates the average of values within =
AVEREGE a 3 |=AVERAGE(B1,C1,D1)
range 4
MININUM Calculates the smallest value within 5 _I:MIN{BI,CI,DI}
arange
MAXIMUM Calculates the largest value within E :l:MAX{Bl,Cl,Dl}

arange

1.6. Validation rules

Validation rules can be applied to data in a spread sheet. If the data

passes the validation rule,
it will be accepted. However if the fails the rule, it will be rejected and an error message will be

shown.
e Textto [ — ' What
vanced  glymns|=e Data Validation ~ @I Manage Data Model Analy:
Data Tools f
D ? x
Settings  Input Message  Error Alert L
Validation criteria
Allow:
List w lgnore blank
Data: [ In-cell dropdown \
between I
il .
source: Validation |
MF || Rule
Apply these changes to all other cells with the same settings
Clear All Cancel

Data Validation

Settings  Input Message  Error Alert

Show input message when cell is selected

When cell is selected, show this input message:
Title:
Enter Data

Input message:
Enter Gender (M or F}

Clear All

Cancel
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Settings  Input Message  Error Alert

Show error alert after invalid data is entered

When user enters invalid data, show this error alert:
Style: Title:
Stop ~ | | Error

Error message:

Flease enter whether M or F

Clear All

1.7. Validation applied to a spreadsheet

There are different types of test data:

Type of test data Purpose
Data that is acceptable/ valid, that

Normal . .
will pass the validation test
Data that is at the limits of

Abnormal - . S S
acceptability/validity, and will just pass the validation rule
Data that is outside the limits of
Extreme

acceptability/validity, and will not pass the validation rule

1.8. Test a spreadsheet model and evaluate the effectiveness
of test plans for a spreadsheet model

¢ To test formulae and functions
¢ The Input data to be used for calculation should be identified
¢ The Output data expected should be identified
¢ The expected Output should be calculated with traditional methods and then
compared to the result from the spreadsheet
¢ The Worksheet containing the Input and Output data should be identified as they may
be on different worksheets
¢ Cell and Worksheet protection and Conditional Formatting can be tested
¢ Agood range of Input values should be used, with both types of extreme values
Invalid Inputs should only be used if Validation Rules are set up

1.9. Filter data

¢ Datain a spreadsheet can be filtered so as to only show the data that is required

z AutoSum - p
Fill ~
. Find &
Clear ~ elect ~
Editing
e Text Filters
Filter [ Purpose Example

Selects data that in a column that Contains “AB” will only show data

Coptens SRS EPREiTe which contains the letters A and B
text
) Selects data that starts with the text = Starts with “AB” will only show data
Starts with o )
specified that starts with the letters Aand B
. Selects data that ends with the text |Ends with “AB” will only show data that
Ends with

specified ends with the letters A and B

1.10. Sorting Data

¢ Datain a spreadsheet can sorted to either be ascending or

descending.

> Autosum [ A
2y [P

¥ Fill -
Sort & Find &
Clear - Filter = felect =

Editing

1.11. Import and export

¢ Data can be imported from other formats such as CSV (Comma Separated Values) file, TXT
(text) file, or from another database. It is important that you select the option to show all
the files when importing a file.

¢ Data can be exported in multiple formats, such as CSV, TXT, PDF, HTML (Webpage), etc.

Export

Create a PDF/XPS Document

Preserves layout, formatting, fonts, and images

rhl Create PDF/XPS Document

=

Content can't be easily changed

Free viewers are available on the web

B‘ Change File Type

===

Create
PDF/XPS

Export

Change File Type
Workbook File Types

a Workbook (*isx)
Uses the Excel Spreadshet format

@ ods)
Uses the OpenDocument Spreadsheet
for

a3

Other File Types

= T st S ¥ Comma gl
oo epa ey s @

[ Create PDF/XPS Document

Spreadsheet

.
XE Rt

lstm), @
led spreadsheet Optimized forfastloading and saving

Text format separated by commas

@ Formuted Tt Spcedlmitd) Cm) [, S s At i e
Text format separated by spaces 7

Save As

1.12. Graphs and charts

¢ Graphs and charts are used in a worksheet to present data in a format that allows users to
compare values.

| |
Y i3
Recommended Maps PivotChart

Charts DL - -

Charts =

Insert Chart

Recommended Charts Al Charts

_ [ (A (AR o 3 38 d0

Line " Clustered Column

™ Recent

Templates

Column

Pie Chart Titke Chart Title

Bar ’ H
Area . .
XY (Scatter) . : - . I f—
Map J - icss

Stock

Surface
Radar
Treemap

Sunburst

Histogram

Waterfall

Funnel

FIEEFGEXRBESESMe FE

Combo

x
—

Chart data range: | =Sheet1!5F51:5H525 E
f III:I [#] switch Row/Column I:'I |
Legend Entries (Series) Horizontal (Category) Axis Labels
7 add [ Edit | >< Remove v 7 Edit
Manth 2015 A
sales
v
Hidden and Empty Cells OK Cancel
L LI B e B B | LN B S B B B B | ¥ LI |
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¢ Bar/Column chart- Used to show a single series of data in columns or rows.

O O O
Sales
———
November —ee—
September  m—
——
July  —
——
May  e————
Mar
(@] Jan  ——— o]
Nov
—
56D  ——
——
Jul  —
May ———
Mar — —
Jan  ——
0 20 40 60 B0 100 120 140
o O O

¢ Comparative bar/ Column chart- Used to compare more than one series of data in
columns or rows.
s

o’ L O o)

Sales in 2 Years
November —Se—
=4
September =
July r_
L)y —
[ —
Mar =
C Jan mSales 2 J
o T —— m5ales1
Sop  Em—
Jul - E—
May
—
Mar —
——
lan
0 50 100 150 200 250
C} L "L}I A \)
¢ Line Graph- Used to show how a single series of data changes over a period of time.
£ L&
o—=1 o 0
Sales in 2015
140
120
100
w B0
L
) 3 e J
- e 5315, 1
40
20
0
Jan Feb Mar Apr May Jun Jul Aug Sep Oct MNov Dec
Year
(I IrE o A \)

¢ Comparative line graph- Used to compare how more than one series of data changes over
a period of time.
o

t A
Sales in 2015
250
200
150
w
> # ¢
“ 100 Sales 1
—Sales 2
50
o
lan Feb Mar Apr May Jun  Jul Aug Sep Oct Nov Dec
Year
b, T =T O C

¢ Pie chart- Used to show the proportion that is used by each item of data.

Julv 1e

) o— C
Revenue
57
S%.

GMV
13%

Livtech
30%

) (o4
Chbsiris
48%
M Livtech ®Obsiris ®GMV =57
. ™ r~

1.13. Create a graph or chart

* When creating a graph or chart, they should be labelled appropriately.

1t

Add Chart

Element ~ |Layout =

Chart Layouts

Label
Title
Legend
Value axis =i
Category axis
gory inc
Percentages hen

Segmented labels

Segmented value As wel

Scale
Axis scale maximum
Axis scale minimum

L]
L]
il L
Quick  Change
Colors =
Purpose

| Abrief overview of what the graph chart is showing
A key to show what the colours used represent

of the axes (x and y) should include the values
including the any units
Each of the axes should
lude a title to state what the data represents
using a pie chart, the percentages may need to
be displayed for each segment

| Instead of legend, each segment in a pie chart could |

be labelled with its description
| as, or instead of the percentage, each segment

in a pie chart could be labelled with its quantity
The interval between each value on an axis
The maximum value to be used on an axis
The minimum value to be used on an axis

2. Database And File Concepts

2.1. Create a database

Term
Database
Table
Record
Entity
Attribute
Field

Primary key
Foreign key

Normal form

Index

Entity relationship diagram

Flat file
Compound key

Definition
A structured method of storing data
A set of similar data
A common word for entity
A set of data about one thing
A category of information within an entity
A common word for attribute

| Afield that contains the unique identifier for a |

record

Afield in a table that refers to primary key in
another table

The extent to which a database has been
normalized

A list of keys or keywords which identify a
unique record and can be used to search and
sort records more quickly

A diagram that represents the relationship
between entities

A database stored in a single table
Two or more fields that form a primary key

|Data in the foreign key of the table on the many |

Referential integrity

Query
Parameter

Database Management
System

side of a relationship must exist in the primary
key of the table on the one side of the
relationship

A question used to retrieve data from database |

Data used within the criteria for a query

Software used to manage the database
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2.2, Data types and field sizes Records Find
Ec ionships ? *
« Each field in a table will have data type assigned to it |
¢ (Short/Long)Text- Used for titles, names, descriptions, etc. Short text (or Alphanumeric) | Table/Query: Related Table/Query: Tz |
can hold a maximum of 255 characters, while Long text can hold more than 255 Tablel | Tablez -
characters (60,000 and upwards). Can include numbers, letters and symbols. Cancel
S - UserID ~ | UserID "
: Field Name Data Type Join Type..
% useriD Short Text v
Description Long Text ~
P e Enforce Referential Integrity Create New..
¢ Number (Integer/Decimal) - Used for numeric values. Integer is used in fields which [ Cascade Update Related Fields
only contain whole numbers, while Decimal is used for decimal values. ] Cascade Delete Related Records
General
Fcokog Relationship Type: One-To-One
Field Size Integer
Farmat | |
¢ Date/Time- Used to store date and time values. The format of the data can be
specified. * One to many Relationship
¢ In this relationship, each record in one table is connected to many records in another
General Lpokup table
rmmta:.q ‘ General Date ¢ The foreign key will be on the many side of the relationship while the primary key will
nput Mas be on the one side of it
Caption

ES e ) ) The data type and field size must match
Currency- Useq__f_or___C_u_rr_e[j_cLes. Depends on the_rgg@nal setting on the Computer. ¢ Only data present in the primary key (one side) of the relationship can be present in

Price Currency ~ the foreign key (many side)
¢ Yes/No (Boolean) - Used when the data need to be either yes or no.
e L.UIIEIIL‘C
Premium membership Yes/MNo ~ Table3 Tabled
= 1 =
« AutoNumber- Used to generate a value (usually numeric) that is unique to each record. ¥ Course D # studentID
They are used in Primary key fields and this field is used to distinguish between each Course o Name
record. Course ID
- . 3 A
o || = Tablet Primary Key field ge
Field Name Data Type
7 useriD Short Text
« Field size- Each field will have a maximum field size; some field sizes can also be
specified - R
E gllsd r X
_| Table/Query: Related Table/Query: oK
General Table3 ~ | Table4 ~
; B Cancel
| Field Size 255 I Course ID v | Course ID - A
4
Input Mask Join Type.. _\
v
2.3. Relationships | | Enforce Referential Integrity CEEEE

Cascade Update Related Fields

* Database relationships can be used to connect entities together —
ra Cascade Delete Related Records

¢ One-to-one Relationship
¢ In this relationship, each record in one table is connected to one record in another L
table Jst
¢ Each foreign key value will only be linked to one primary key values and Vic versa. 1
¢ The data type and field size must be the same for the two fields
¢ Only data items that is present in the primary key can be used in foreign key
(Referential Integrity)
¢ Make sure the index for both fields is set to Yes (No Duplicates)

Relationship Type: One-To-Many

¢ Many-to-many Relationships
¢ These are basically two sets of One-to-many relationships

Tabled Table3 Table5
Table? ¥ Student ID z % course ID 4\ % Discount ID
Tablel _/_ =
Mame Course Course ID
7 User D 1 % Product ID Course ID oo

Description \ Price Age
Quantity User ID
Purchase Date
Price
Premium membership 2.4. Difference between flat file and relational database

* Flat File- A database that consists of a single table, having only fields and records.
¢ Advantages
¢ Flatfiles are easy and fast to set up
¢ Since there is only a single file, it is easy to share, store and backup
¢ New columns can be added easily
¢ All the required data is in a single file
« Disadvantages
¢ Since all the data is in one table, there can be a lot of redundant data that can take
up additional memory
¢ Making updates can be tricky and time consuming, and if there are data
inconsistencies errors can occur
¢ When running a query, the whole database must be loaded and searched
« Relational database- A database that's consists of multiple tables, connected together with
multiple relationships.
« Advantages
¢ Redundancy is reduced and less unnecessary space is taken up

WWW.ZNOTES.ORG
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* When running a query, only the required tables need to be loaded
e Less errors occur as there will be less inconsistencies
¢ The database is more organized and the data can be managed more properly
e Security can be applied to separate tables, so different user can access different
tables
* Data can be sorted and searched efficiently, unlike a flat file
¢ Detailed reports can be produced from a relational database
« Disadvantages
¢ Takes time and some understanding of relationships to set up
¢ Processing may take some extra time compared to a flat file
* Since there are multiple table, if one or more tables are lost, errors can occur
e They are very hard to share as there are multiple tables

2.5. Referential integrity

« Referential integrity- It exists when data in the foreign key of the table on the many side of

Criteria

Comes after

Between (numbers)

Format

Sy

Between Aand B

Purpose
Searches for all data that
come after “X”
alphabetically
Searches for
values between A and B
Searches for all

a relationship exists in the primary key of the table on the one side of the relationship.

entered in the foreign key.

If the related records does not exist, than the database will prevent data from being

¢ Itis necessary to maintain the accuracy of the data within the database.

2.6. Validation and verification

* Validation- Validation rules can be applied to data in the database

¢ Types of validation
e Lookup in list
* Range
¢ Data type
e Format
¢ Length
* Presence

Validation Rule = alidation rule to be set
Validation Text g Error message to be shown if rule is not met

Rule Type Purpose
“M" or “F" Lookup in list Must be either “M” or “F"
IN("Mrs.”, “Mr.", “Miss”, “Dr") Lookup in list Must be any of the values in the list |
>DATE() Range Must be after today’s date |
>28/03/1980 Range Must be after the date listed
Between 3 And 10 REnEe | Value must be greater than 3 but less '
than 10
>2 Range Value must be greater than 2
Like “[A-Z][A-Z]" Data type Must be two text characters
Like"*@%* *" Format Email address
IS NOT NULL Presence Field must not be empty

2.7. Searches

¢ Itis possible to filter out data in a database by using certain criteria
¢ Simple queries- Used for searching data with a single criteria using a premade table

Field: | (D] e | [5]
Table: |Tablel Tablel
Sort:
Show:
on
Criteria Format Purpose
B e Searches for v"alltjes that equal
X
Searches for all the data in the
True True )
field that are true
Searches for all data except
Does not equal to Not “X" o P
Null Is Null | searches for all empty fields ‘
Not null s Not Null Searches for all fields that are
not null
Contains Like ("=X*") Searches for all data that

Not contains

Begins with
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Not like (“*X*")

Like("X*")

contain “X"
|Searches for all data that does
not contain "X"
Searches for all data that

starts
with “X"

Greater than (numbers) >A
values greater than A
Greater than or equal to Searches for all values greater
(number) >=A than or equal
toA
Between Searches for data between
Between(date) “#dd/mm/yyyy#" and the specified
“#dd/mm/yyyy#" dates
Today(date) -Date() Searches for all records

containing today’s date
png)
2.8. Static and dynamic parameters

* Static parameters- Used in the queries mentioned so far. The parameter values will not
change each time the query is run.

Field: |[ID]
Table: |Tablel
Sort:
Show:
Criteria: (=2
or:

* Dynamic parameters- Used when the parameter values can be chosen every time the
query is run, and so the values are never fixed.

Field:

Table: |Table1
Sort:
Show:
Criteria: |[Enter 1D]

on

Enter Parameter Value

2.9. Sort Data

« Ascending/descending- Data can be stored in either ascending or descending order within
a table, query or report.

Field: |[ID] [s]
Table: |Tablel Tablel
Sort: | Ascending Descending
Show:
Criteria:
ar:

* Grouped- More than one field can be used to create the sort.

Field: |User ID Description
Table: £ Tablel
Total: + | Group By
Sort: Descending
Show:
Criteria:
on

2.10. Data entry form

¢ Used for entering data. Multiple factors are to be considered when making an effect and

user-friendly data form.
S5

[E Mavigation ~
Form Form  Blank 9
Design Form f'\ﬂoreFlormsv
Forms

« Appropriate font styles and sizes- The text in the form must be easy to read, be an
appropriate colour and must have a consistent font style

« Spacing between fields- There must be appropriate spacing between each field so the
data and clear and distinguishable

¢ Character spacing of individual fields- There must be sufficient space between each
character within the data to be viewed properly
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¢ Use white space- Used to separate data and prevent screen from looking like a mess
¢ Navigation buttons- To allow uses to navigate between records

e **Radio boxes-**To allow users to select one mutually exclusive option

¢ Check boxes- Used to select items

¢ Drop-down menus- To allows users to select from a set of options

Highlight key fields- Important fields should be highlighted

External Data Database Tools Help Design Arrange Format Q Tell me what you wa

S|Bl Aa = [T R EIBE BV I E LD

% Use Control Wizards

4

b - e

2.11. Export data

¢ Data can be exported to common formats
¢ Table- CSV, Txt, or a table in an RTF file

¢ Query- Sane way as tables

¢ Report- RTF and PDF

2.12, Data dictionary

¢ Data dictionary- It is a document that describes the structure of the data held within a
database, in other words, metadata about a database.
¢ They will include:
¢ Data about fields
* Field names to identify each field
* Data types
¢ Field size
¢ Format of fields
o Default values in the fields
* Primary keys, Compound keys and Foreign keys
¢ Indexed fields to improve search times
« Validation rules
¢ Data about table
¢ The primary key of the table
¢ Sort order of the data
¢ Relationships to other tables
* Total number of records
¢ Validation rules that apply
e Permissions and security

2.13. File and data management

¢ Files types- Data can be stored in multiple file types. Each files will usually contain a header
(metadata), the main content to be stored and the end-of-file marker

Extension | File type ' Purpose
. txt . Text | Stores plain text without formatting. '
' | Stores structured data in rows and |
csv Comma separated value columns separated by commas. Used

for databases

Stores text-based documents with
formatting. Can be used in other

rtf Rich text format o ) )
applications without the formatting
being lost
docx Microsoft Word XML document saves wprd procgssed documents by
saving all objects separately
pf Portable Document Format Used for read-only documents. Used

for web documents
Open source file type for text
ods Open document spreadsheet documents that can be used in open
source software
'Open source file type for spreadsheets
odt OpenDocument text that can be used in open source
software
| A data file that uses markup language '
xml Extensible Markup Language to define objects and their attributes.
Can be read by a simple text editor
| Adata file that stores video files with |
avi Audio Video Interleave very little compression. Large in size,
but no data lost
| Audio and Video are compressed and '
videos can be shared across the
internet

Moving Picture Experts Group (layer 4
mp4 . )
video file)
Stores audio files as waveform data
wav Waveform Audio File Format that allows different sampling and bit
rates. Used with CDs
Stores audio files in a compressed

mp3 MPEG (layer 3 audio compression
P (lay uel P ion) format. 10% the size of a .wav files
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| Extension | File type [ Purpose

Stores images as uncompressed raster
images, each pixel being stored
individually. Can be used in any

software

bmp Bitmap Image

| Stores images as compressed raster .
jpg Joint Photographic Experts Group images. Common digital camera and
web formats use this file type
| Stores images as compressed raster
png Portable Network Graphic images and can include background
transparency colours
AStores Images as two-dimensional (2D)'
svg Scalable Vector Graphics vector graphics. Used for vector
graphics on the web
Stores program object code that allows |
exe Executable program file the program to be executed by the
computer

2.14. Proprietary and open- source file formats

« Proprietary file formats- File formats developed by software manufactures solely for use
within their software.

Extension | Software [ Manufacturer
.docx | Word processor [ Microsoft Word
.wpd ' Word processor [ Corel Word Perfect
.msg | Email message [ Microsoft Outlook

.ra ' Audio/video streaming [ Real Networks
MOV | Movie [ Apple
.psd ' Graphics [ Adobe Photoshop
.ai | Graphics [ Adobe lllustrator
.accdb ' Database [ Microsoft Access

3. Sound and Video Editing

Term [ Definition
pixel A very small square area of one colour that is illuminated on
display screen. When combined, they form a bitmap image
Frame A single still image in a video
. Combining the effects created in a video file to create an
Rendering R .
output video file
Transition The movement from one clip to the next
Filters An effect, often colour related, that can applied to a clip
Track A single audio section in a sound or video file
Pitch The highness or lowness of a tone
Aspect ratio The ratio of width to the height of a screen
) The number of pixels horizontally compared to the number of
Resolution R )
pixels vertically
Sampling rate The number of samples of the recorded sound
The effect created on sound when it repeatedly bounces back
Reverb

off a surface

3.2. Video editing

* Importing files and inserting image(s)/video(s)

=

@ Webcamvideo  [&5] Title

L #” Record narration - [E]| Caption
Add videos
and photos @ Snapshot |&8| Credits ~
Add

e Setting aspect ratio

Project View

(] | [

itto Widescreen|5tandard
wsic [16:9) [4:3)

Aspect ratio
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¢ Trimming video clips and joining them together

Video Tools

Resolution (custom resolution)

File
s Project View Edit Split clip to two or maore parts T ) -
New project DailyMotion
. : & = £
i;_v')Speed: 1x | | mi=] Hslo | Set start point 1
=1
§ Duration: Split Trim IL3 Set end point Video |ﬁ Qpen project G Lacekook
) tool stabilisation =
Adjust Editin . . .
-f—a trim unwanted parts 9 setstart and end point for trim Q Save project I] Flicke
E Save project as I] MySpace
Handle % Publish maovie 3 G OneDrive
Adjust Editing .
| save movie 13 G Vimeo
‘@ import from device I] YouTube
Audio only settings
Options .
Split Clips J‘l Audio only
¢ Text based slides and credits e .
Ab =
_ . L out Movie Maker Custom settings
@ J5 @ Webcam video [&2] Title =
#* Record narnration ~] [E] Caption | Exit @T Create custom setting...
Addvideos  Add . . -
and photos music E Snapshot A3 Credits ~ -
Add
Home Animations Visual Effects Project View Edit Format
EX, it oeen <Ja <|| A mansparen % :jBacV.ul-:und colour E _— . -
B Copy L. _ [ start time: 0.00s s P Se‘l‘tmg: < Mews> LV
Faste BZ A- A % Ef,‘; ¥ Text duration: |3.00 -] | L | IL
Clipboard Font Paragraph T — Name: |
Text duration
| & S 8 Video settings
Width: [1280 ixels
Ay Move P
Credits Height: [720 pixels
Font Text to be displayed )
(Could be Title or Caption) Bit rate: | 2000 kbps
Frame rate: |20.97 fps
Edit Format Text Effects
e I3 || | 3 | - A Audio settings
L I | el | A | outine TiLs Audio format: |18 kbps, 48 kHz, stereo v
sizev colour
Effects
Home Animations Visual Effects Project View Ec Estimated file size: 58.14 MB per minute of video
Video Effects

- * Exporting
* Most websites use .mp4, .avi, .mpv for videos.

Effects

¢ Extracting a still image (snapshot)

B J

Addvideos Add
and photos music

[a2] Title

f Record narration ~ [ Caption

E Snapshot [25] Credits -

Add

S’ Webcam video

¢ Adding sound file

[&2] Title
Record narration = Q Caption
Snapshot [#5] Credits ~
Add

ﬁ g’ Webcam video

Addvideos | Add
and photos]music -

¢ Video clip speed

-,"\/ Il— speed:  [1x =
| \j
Background 7§ puration:
colour )
Adjust

WWW.ZNOTES.ORG
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¢ Fadeinand out

—
) i Effect Add / Remove Plug-ins...
J New project Recommended setting
B &= I Repeat Last Effect Ctrl+R
i Recommended for this project Q
'ﬂ Open project Amplify...
! a 1 -
Recent settings - ‘! Auto Duck...
Q Save project @ Audio only Bass and Treble...
= Change Pitch...
= I
ﬁ Save project as |3||- Apple iPhgne Change Speed...
Change Tempo...
Commaon settings .
@ Publish movie 3 Click Removal...
r For high-definition display m Compressor...
@ Save movie 3 Distortion...
E‘:* For computer Echo...
|' 5 Import from device r— Equalization..
—"  Foremail FadeIn
. Fade Out
Options Phone and device settings |
nvert
e Andraid Phane (1 M . o
I_ﬁl About Movie Maker |E|I- ndroid Phone (1arge} Noise Reduction
b T
A | o |ﬂ|-m, Android Phone (medium) [ Fade in T Fade out
J = - I . T -
V|15 15 V|15 %
3.3. Sound editing x| never x[never v
Mute | Solo Mute | Selo
¢ Trimming and joining audio clips = - +
e . e 4_,_,_,_,0,,_,_,_,_;
Selection tool L ! L R
et Apalee ..-Hﬁ " TS, VT
|T | 7. ‘? : ﬁLl o o Stereo, 44100Hz Stereo, 44100Hz
| £ S FwR 32-bit float 32-bit float
§p|H)|(§ e e e o )
= = ﬁ Fade In vl
~ | 43 | Speakers (Realtek High Defini - | Fade out g
V|15 0 18 30 4
. o o . o o : : o o .
X| never w| 1.0 - -
Mute | Sob 0s
N o + i « Altering the speed and pitch of a sound clip
L | oo b B -
" SR Effect Add / Remove Plug-ins...
Stereo, 44100Hz | -0.5-
32-bit flnat I Repeat Fade Out Ctrl+R
1.0
W— Q Amplify...
~ ‘E Auto Duck...
0.5 Bass and Treble...
e iy | CheneeTich-
Change Speed...
-0.5- Change Tempo...
" 1.0 Click Removal...
Compressor...
Change 5peed
Audio Position | Start and End of Selection ~

Change Speed, affecting both Tempo and Pitch

00h00m15.000s~ | IDD h00m15.000s~- |00 h00m30.000 s
Percent Change: -ODD
A A more accurate way of splitting and trimming audio clips -

Standard Vinyl rom:  from | 3314 ~| to (33% ~

Trim audio Cut audio

Speed Multiplier:

Selection Length

Current Length: IDD h00m12.758s

Newlength: |00h00m12.758 sv

Manage Preview Cancel o

¢ Changing the speed of an audio clip also changes the pitch of the clip

WWW.ZNOTES.ORG
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« Reverberation (Reverb)

Effect

Fade Qut
Invert

Moise Reduction...

12—

Mormalize...

<
=

Myquist Prompt...
Paulstretch...

Phaser...

Repair
Repeat...

Revel

Reverse

Sliding Time Scale/Pitch Shift...

Room Size (%) =
S R
Reverberance (%) III
Damping (36): III
Tone Low (34): =
Tone High (%):
Wet Gain (dB):
Dry Gain (dBJ;
0]

Stereo Width (%): | 100 =

Cancel

Manage Preview

WWW.ZNOTES.ORG

¢ Exporting- The most commonly used format for audio clips are .mp3, and during
exporting, sample rates ca

n also be changed.

Save in: | ZMNotes

v @ % e mEr

* Mame

Quick access

Desktop

Libraries

¢

File name:

Save astype:

Format Options
Bit Rate Mode:

Variable Speed:

Channel Mode

Date modified Type

Ma items match your search,

Audio for ZMotes mp3 ~ | I Save

MP3 Files ~ Cancel

(O Preset () Variable @Average () Constant
256 kbps ~
Fast

: (8 Joint Steree () Steree [ Force export to mono
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