Data Management: Introduction to software
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Microsoft Excel Numbers Open Office
(Mac and PC) (Mac and iPad) (Mac and PC)

Data management is an important skill for school, business and life. There are many
programs that allow you to manage data easily for all major operating systems and mobile
devices. Microsoft Excel is one of the most commonly used programs on Windows, where
Numbers is more common on the Mac operating system. Both Excel and Numbers are
programs that you are required to purchase. Open Office is a free alternative available for
Mac and Windows operating systems, as well as other operating systems such as Linux
and Unix.

BIREEEZR. BUAEEPRIETEENREE. BFSERIUARANRBEIRERSN
FoohiE B HITHIREIE, Microsoft ExcelZWindows RS R EANERS Z—, MEMack
ZitNumbersfEMac R Fi P RIENLEERZ . ExcelfINumbersi{4-#i 2 B EXHR MWL,
Open Office@—M R ZE &, BIEMacHIWindowsZ&ZFR{ER, thALAZE LinuxFRUnix & 4%
FR{EA.

Open Office is called “shareware”, which is a program that is developed by a community of
developers and is made available to anyone for free. Shareware is made available through
the generosity of a community of programers and developers who feel that everyone
should have access to software with out limitations. The “shareware” is developed and
improved solely based on the community of its users.
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Regardless of the program that you use, the concepts behind data management are the
same. When learning new sKills, it is important to learn the skills which are transferrable,
and not the specific techniques specific to any one software program.
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Microsoft Excel:
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-.-i The basic layout of Microsoft

Excel.

The main menu bar is located

at the top. Menus may have
sub menus, referred to as a
Secondary Menu set.

The Formatting Tool Bar
includes the following.
“Font”

“Font Size”

“Font Stylizing”
“‘Alignment”

The Formula bar allows the
user to create mathematical

equations that reference “cells”

in a “sheet”. If a referenced

“cell” is changed, the final value

being calculated will
automatically update.

The document work area is
where the user creates their
“spreadsheets”.

The “sheet tabs” are located in
the bottom left corner of Excel.
Tabs allow you to have Multiple
“sheets” in a single document,

allowing for the creation of
complex reports.
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Numbers:

The basic layout of Numbers. Numbers XHEHERNTHF,

The Formatting Tool Bar BT EEEIE,

includes the following.

“Font” s fofe

“Font Size” “iﬂx ,

“Font Stylizing” FAERN

“Alignment” “FARZE
AR

The Formula bar allows the
user to create mathematical

equations that reference “cells”

in a “sheet”. If a referenced

“cell” is changed, the final value

being calculated will
automatically update.

The document work area is
where the user creates their
“spreadsheets”.

The “sheet tabs” are located on
the left side of Numbers. Tabs

allow you to have Multiple

“sheets” in a single document,

allowing for the creation of
complex reports.

The summary provided in the

bottom left corner shows

information on a selection data,

such as SUM, AVERAGE,
MINIMUM, MAXIMUM, and
COUNT.

NTEERAREIEE TIE
RPN RS HNEE
HiEd. MRBZE—NETT
BB, BLAREITES
e BEM.

N TEXIEEIE X
ER"AMTT

‘TYEFRIRZE"IFNumbers
8, ARG EE—
ARG L TIEER,
N FHIEE MRS RRR
BH.

EAETAREE, BXER
EREBIEITTESREMNE
M. FHE &IME. &K
(=B 8



Data Management: Introduction to software
SIEEIE: EE T

Open Office:
....... - The basic layout of Open Open Office MA4RYE A%
B Office. 5
The Formatting Tool Bar BATE~EETE,
includes the following.
“Font” wr3n ”
“Font Size” “iﬂs i
“Font Stylizing” iﬂsjfd\\
“Alignment” PRV
FAR
The Formula bar allows the N AR ETE
user to create mathematical == Th Y B oA S R BR

equations that reference “cells” o i —
in a “sheet”. If a referenced e, WREE—TET

“cell” is changed, the final value 182, BARRITELE

being calculated will tESBiEH.
automatically update.

The document work area is Y TEXEIERIE B F%
where the user creates their RIS

“spreadsheets”.

The “sheet tabs” are located in  “ T {E&ITZ I F Open

the bottom left corner of Open o T, aLARIE

Office. Tabs allow you to have . A . e
Multiple “sheets” in a single RE—TIAEPLEIELT L

document, allowing for the ER", WFHIEERMNRS
creation of complex reports. BRNEEH.




