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FOREWORD

In view of the reform of the PreVocational Education at Secondary level, we are
pleased to provide to Educators and PreVocational students teaching and learning
materials in line with the new Curriculum Framework-Secondary (PreVocational) which
will now comprise of four years of schooling.

The objective of the PreVocational education is to provide opportunities to learners to
obtain a formal qualification after four years of schooling. It will also provide learners
with opportunities to branch out in either, further training in a number of vocational
areas or to join the world of work or even to reintegrate the academic stream.

This project necessitates a well-planned teaching based on a set of carefully designed
materials. The MIE is providing the pedagogical support and appropriate materials
for both teachers and pupils. We believe that all children are educable and we have
incorporated in the text materials that would provide learning experiences appealing
to a diversity of learners. We wish that teaching is based on a collaborative and
consensual approach with the students as well as with the support of the home.

We also hope that these materials will help everyone to obtain a clear idea of the
PreVocational project. You will surely notice that the materials can benefit any learner
and a much wider group of students than just the PreVocational stream. It will be
followed by other more exciting ones to cover the whole of the four years.

| wish to thank all the staff of MIE under whose guidance these materials have been
produced and the team of MIE graphic designers who have produced a wonderful
piece of work. My thanks also go to the staff of the MITD who have been associated
with the writing of the materials, the Educators from secondary schools who have
contributed in various panels and the PreVocational Inspectors for their constructive
comments.

Sheela Thancanamootoo
Director, MIE



This book is the first part of Year 2 (Year 1, Year 2, Year 3, and Year 4) designed
for learners in the Pre-Vocational stream over a period of four years. The material
provided gives a comprehensive view of basic computer literacy and operations. This

is essential to get initiated into the use of computer in an informal manner. However,
given tha nature of the student, it is expected that teachers use the manual and assist
students, especially those who wil have a problem understanding the language.
Educators can also refer to the Year 1 material for the basics.

We hope to get support from teachers and welcome suggestion for future revision
of the manual.

The units covered in this book are presented in the order set below:
Unit 1: Fundamentals of computer system

Unit 2: Computer operations
Unit 3: Word process
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Unit 1

Aim:

The aim of the unit is fo enable you to learn the characteristics of

the different types of computers and the input, output and storage
devices. i

—

@)
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Objectives:

At the end of the unit, you should be able to:

» explain the characteristics of different types of computers.

* |ist out the different input, output and storage devices and their uses.
* differentfiate between data and information.

» explain how data is stored in terms of bits and bytes.

* differentfiate between analog and digital signals. ‘

__

0 Instructions to teachers )




Unit 1: Fundamentals of a computer system

There are different types of computer system: -V
* Mlcrocomp uters Instructions to teachers:
* Minicomputers Brainstorm learners on
* Mainframe computers the different types of

* Super computers. Computers.

In this unit you will learn more about the characteristics of these types of computers and
some computer terms such as data, information, processing, binary digit, bytes, analog
signal, digital signal.

‘LY 1.1 COMPUTER SYSTEM

A Microcomputer is also called personal computer or PC. Microcomputers are small
computers which are most commonly used in everyday life. They are single user machines
(used by one person at a time). We use them at home, at school and in the office. Two
microcomputers commonly used are desktop computers and laptops.

The desktop computeris generally placed on a table with the various part connected as
you have seen in the computer room.

The laptop is usually a small and thin computer. It is also known as a portable computer.
A laptop computer functions in the same way as a desktop computer.

2 Information & Communication Technology



Unit 1: Fundamentals of a computer system

Minicomputers are faster and have much more data-storing capacities than
microcomputers. They are mulli-user machines (can be used by many users at a
time). Minicomputers are used in banks, in supermarkets and in other small business
companies.

Mainframes are much faster and more powerful than the minicomputers. A large number
of persons can use them at one time. They are usually used by large business organisations
such as insurance companies, universities and banks. Mainframe computers must be
kept in special air-conditioned rooms.

Supercomputers are very large and high-capacity mainframes which are used for specific
purposes where speed and high processing capabilities are needed. They are used in
many applications such as in meteorological stations for weather forecasting.

Information & Communication Technology 3



Unit 1: Fundamentals of a computer system

‘LY 1.2 DATA PROCESSING TASK OF A COMPUTER SYSTEM

Data Processing is the work that is done on data that has been input.

Let us see the example below to understand these computer terms.

sugarcane sugar factory sugar
(Input) (Process) (Output)

Sugarcane (input) is processed in a sugar factory (process) to produce sugar (output).

Let us take an example how the computer system does a simple task. We want the
computer to add two numbers (2 and 8) and to display the sum.

2
s 5
T EEFFEFEREFFEIFEFN
g e
S A A :
FFr L e
Input Process Ovutput
(Keyboard) (System Unit) (Computer screen)

@ /nput: The keys 2, + and 8 are typed on the keyboard.
@ The addition of the two numbers is called processing.
® The computer displays the result on the screen. This is called output.

The result is saved on a storage device so as not to lose it when the computer is switched
off. This is called storage.

4 |nformation & Communication Technology



Unit 1: Fundamentals of a computer system

LIy 1.3 COMMON COMPUTER TERMS

Data

Data is basic facts or figures we input into the computer using the keyboard, the mouse,
the joystick or the scanner. Data can be in the form of alphabets, numbers, symbols,
graphics, etc.

Input

Input involves entering data.

Information

Information is processed data. The computer processes data to give us information as
numbers, examinations marks, weights, a person’s age, etc.

Examples of information are: exams report sheets, the CWA bill, the CEB bill, the telephone
bill, the shopping bill, etc.

Processing
Processing is the manipulation of data by the computer system to produce information.

Manipulation means adding, subtracting, multiplying, comparing, sorting, dividing, etc.

Example:
INPUT PROCESSING OUTPUT
~ ™\ /MARKS GRADES\
Marks for Computer
Mathematics
fest —_ process —_ 40 - C
data to give
grades 80 - A
G J -
NG J
Output

Output is the display of processed data which can be viewed on screen or printed on
paper.

Information & Communication Technology 5
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Unit 1: Fundamentals of a computer system

Class Activity

Write, in the empty boxes, the output you will get Instructions fo teachers:

] Do the activity orally
for each of the following processes. first, followed by written

fasks.
The first one has been done for you.

INPUT =) PROCESSING =—-p  OUTPUT

Flour, eggs, Baked by oven Past c
sugar, water . (four) . Sy COxe

Chicken, colour,

. Cooked inrice
potatoes, rice, —

. cooker -
spices, salt
C.
4 )
Test papers for Teachers mark
maths, English, | == | Papers, give —
French, ICT, grades
and other
subjects
S J

L e ————— — —
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Unit 1: Fundamentals of a computer system

Input and output devices are also called peripherals. They are usually connected to the
system unit by means of cables and work under the control of the Central Processing Unit
(CPU). Some common input and output devices are keyboard, mouse, joystick, monitor
and printer.

Input devices

Input devices are hardware that are used to enter data and instructions to the computer
for processing.

Examples of input devices
Keyboard
The keyboardis used to type datainto the computer. Each key of the keyboard represents

either an alphabet, a numeric digit or a special symbol as you have seen in computer
room.

I’um:tioﬂM’cysriax_¥L Special Keys Lock Keys \i —
aaaajaaaajacaa [@[‘g][s"_&']; = = =

Alphabetic
keys

% J

Numeric Keypad

Space Bar

Direction Keys

The keyboard is mostly used to type letters, reports and other documents.

Information & Communication Technology 7



Unit 1: Fundamentals of a computer system

Mouse

The mouse is a pointing device. It controls the movement of the cursor or the mouse
pointer on the screen.

To select afile or anicon, you click on the left button. You can click on the right button to
open a menu. The scroll button is used to move up and down the screen.

Left button Right
button
Mouse Pad
Scroll
button

The mouse is mostly used to open, close and save files.
Webcam
The webcam is an input device which provides the computer with video input. It is

connected to the computer by a USB cable or can be wireless. It is widely used for online
conversation to allow users to see each other.

Webcam

8 Information & Communication Technology



Unit 1: Fundamentals of a computer system

Microphone

The microphone helps to input voices and sounds into the computer. Itis used in computers
for audio recording.

Joystick

A joystick is an device which can be moved in various directions. The joystick is often
used to play video games and also for controlling other machines.

Scanner

An image scanner is often called a scanner. It is an input device that converts images,
printed text or other document to a digital image that is stored in the computer.

Desktop (or flatbed) scanner as shown in the picture is mostly used in office and at home.
The document is placed on a glass window and the lid is closed before scanning.

Lid

Glass window

Information & Communication Technology 9



Unit 1: Fundamentals of a computer system
Barcode reader
A barcode reader (or barcode scanner) is an input device to scan barcodes (black lines

as shown in the picture) on books, foodstuffs containers, clothes, etc. Barcode readers
are widely used in supermarkets and libraries.

0 ™23456"789012

Barcode
reader

Barcode

Output devices
Monitor

A monitor also called visual display unit (VDU) is an output device to display the processed
data and other information on a screen.

Types of monitors

Computer monitors are mainly of two types: the CRT monitor and the flat screen
monitor.

CRT monitor - CRT stand for Cathode Ray Tube.

10 information & Communication Technology



Unit 1: Fundamentals of a computer system

Flat screen

LCDs are flat screen monitors. LCD stand for Liquid Crystal Display. Flat screen monitors
are more expensive than CRT monitors.

Printer

The printer is an output device which prints documents (texts and pictures) on paper or
transparencies (special plastic). The printout is known as a hard copy. There are different
types of printers.

Types of printers

There are two main types of printers namely: impact printers and non-impact printers.

Impact printers

Impact printers are normally noisy printers such as dot-matrix printer. They print by striking
on inked ribbon. The characters are printed on paper by a pattern of dofs.

Impact printers

Information & Communication Technology 11



R Uniit 12 Fundamentals of a computer system

Non-impact printers

Non-impact printers are normally quiet and fast printers. There is no physical contact with
the paper while printing. Examples of non-impact printers are Ink jet printers and Laser
printers.

Ink-jet printer Laser printer

Nowadays we have the Three-in-one printers with printing, scanning and fax all in one
machine.

Three-in-one printers

The table below summarises the characteristics of the different types of printers.

Printer Characteristics

Dot-Matrix Noisy, cheap, slow and poor print quality

Ink-Jet Quiet, colour printing of better quality

Laser Quiet, expensive, fast, colour printing,
very good quality printing

12 information & Communication Technology



Unit 1: Fundamentals of a computer system

Plotter

The plotfter is mostly used to print large graphical designs, technical drawings, and
architectural plans. The pen plotter can print many lines of different colours at the same
time. The paper is fixed to a surface, and pens are moved across the paper to produce
the image. The plotter is mostly used by designers and architects.

Types of plotters

Two common types of plotters are: drum plotter and flatbed plotter.

Drum plotters

A drum plotter rotates the paper as the pens move across it to draw the image as shown
in the picture.

Flatbed plotters

A flat-bed plotter is mostly used by designers. The paper remains stationary on a flat
surface while a pen moves across it horizontally and vertically as shown in the picture.

Information & Communication Technology 13



Unit 1: Fundamentals of a computer system
Speakers
Speakers are usually used in pair, the Left speaker and the Right speaker. It is an output

device used in multimedia computer system where the user can listen fo music, voices
and other sounds.

LY 1.5 BINARY DIGITS (BITS) AND BYTES

OFF

ON

|

Look at the elecftrical switch.
It has only the OFF and ON position.

The OFF position may be represented by the digit 0.

The ON position may be represented by the digit 1.

The digit 0 and the digit 1 are known as binary digits (bits).

A character is stored as a combination of 8 bits which is called 1 byte.

Examples One byte = 8 bits

The letter ‘A’ is stored as 01000001
Ve ~ 1 bit
O|1(/0|0[0]0(0]1

N

O bit

The number ‘2’ is stored as 010(0|0|0O|0|T1]0
— /
One byte = 8 bits

14 information & Communication Technology



Unit 1: Fundamentals of a computer system

The symbol ‘=" is stored as O[O T{T|T]1]O]|1

\— _/
One byte = 8 bits

The word cat is stored as 3 bytes.

When we press the spacebar on the keyboard, the space is stored as 1 byte.

Class Activity

Today is Sunday. 1 ’

Instructions to teachers:
Do the activity orally

first, followed by written
tasks.

Count the number of bytes in above sentence.
The 2 spaces and 1 full stop must also be counted.

The total number of bytes stored will be 16 (13 alphabets, 2 spaces and 1
full stop).

Now do the following:
(a) Write your name.

(b) Count the number of bytes and write it in the space below.
Total number of bytes:

(c) Write the name of your school.

(d) Total number of bytes:

Information & Communication Technology 15



Unit 1: Fundamentals of a computer system

Storage media are used to store information § S
permanently. This is important because the computer  Instructions to teachers:
memory can store the information temporarily. When  Brainstorm on the

the computer is switched off, all information will be | differenttype of
lost. storage media.

Let us learn about the storage capacity of a floppy disk , a Compact disk (CD), USB pen
or memory card when using them. The capacity is measured in Kilobytes, Megabytes
and Gigabytes.

1 kilobytes (Kb) 1000 (1 thousand) bytes
1 Megabyte (Mb) 1,000,000 (1 million) bytes
1 Gigabyte (Gb) 1000,000,000 bytes
Name of storage medium Capacity
Floppy disk 1.44 Mb
Hard disk 120 Gb or more
Compact disk 700 Mb or more
DVD 7 Gb or more
USB pen 512 Mb, 1Gb,
2 Gb or more
Memory card 512Mb, 1 Gb,
2 Gb or more

16 information & Communication Technology



Unit 1: Fundamentals of a computer system [ I GGG

(ITY 1.7 ANALOG AND DIGITAL SIGNALS

Examples of analog and digital devices.

Purpose Analog Device Digital device

Reading time

Weighing

Reading blood
pressure

Similarly data are transmitted either through analog, digital signals or both.
Analog signals

Analog signals are continuous signals in waves form that have constant fluctuations, as
shown in the picture below.

Information & Communication Technology 17



Unit 1: Fundamentals of a computer system

Digital Signals

Digital signals are electronic signals fransmitted by the computer as binary codes
(1'sand 0’s), in a pulse train to represent data. An example is given below:

0 1 0 1 1 0 0 1 0O 0 1 0O O

The data which is stored in form of bits (binary digits) on one computer can be sent to
another computer in the form of digital signals.

18 Information & Communication Technology
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1. Complete the following statements.

(a) The computer processes to produce

(b) It uses devices such as keyboard and

devices such as the monitor.

(c) It stores information as digits.
(d) Those digits are called bits. A bit can be either a ora
(e) Eight bits form one . The term byte is used to measure the

capacity of computer memory.

2. Match each unit with its correct value

Column A Column B
1 Kilobytes ° e 1000 million bytes
1 Megabytes e e 1000 bytes
1 Gigabytes e e 1 million bytes
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(O [ 1T PR

1. Draw the digital signal for the following binary code 00101 10.

2. Write the binary code for the following digital signal.

Binary code

3. Count the number of bytes in each of the following:

(a) Port Louis

(b) Three input devices are: keyboard, mouse and joystick.

(c) Where did you go during the week-end?
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1. Make a list of data items you will need for the following processing tasks:

Processing task

Data

amount of money

To withdraw money from ATM PIN code, fransaction code,

To multiply two numbers

To make a list of pupils of year |l

To produce bus pass for pupils

To borrow books from the library

2. Write ‘True’ or ‘False’ for each of the following statements:

Statement

True or False

A minicomputer is used by pupils at school.

All computers have microchips and storage
devices.

A mainframe can be used by only one person at a time.

Hard copy is the term used for information
displayed on the screen.

Laptop computers can be used anywhere once
they are charged.
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1. Answer the following questions.

(a) What is the name given to a group of 8 bitse

(b) What storage medium you will use to store a movie?

(c) What is the most common output device of a PC?

(d) Why is the laser printer called a non-impact printer?

(e) Name two characteristics of impact printers.

1.

2.

2. What do the following stand for:

(a) BIT :

(b) CPU:

(c) VDU :

(d) LCD:

(e) Mb :
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1. Encircle the letter representing the correct answer for each of the
following statements.

(a) A monitor displays the words that you type on a keyboard.

This is an example of
A Aninput B A process C Anoutput D A data storage
(b) Which one of the following operates without a microprocessor?
A Microwave Oven B Washing Machine C Electric bulb D Computer Sytem

(c) A calculation is an example of

A Input B Processing C Storage D Output

(d) Movies are usually copied on

A DVD B Floppy disk C CD-ROM D Audio tape

2. Fill in the blanks with the appropriate word.

(a) A is an example of a pointing device.

(b) A speakeris an device.

(c) Data is stored in the computer as

(d) Input and output devices are also called
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(O [0 1 TP

1. Match the following.

Microphone is

data manipulation by the computer

Output is

known as the brain of the computer

Central Processing Unit is

an input device

Processing is

produced after a process

2. Write the most appropriate input or output device used for each of

following activities.

(a) Typing a letter :

(b) Playing games :

(c) Printing the plan of a building :

(d) Reading the bar code in a supermarket :

(e) Drawing a house :
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Identify the following devices as either analog or digital.

thermometer ammeter clock
barometer clock clinical-thermometer
calliper ammeter barometer






Unit 2

COMPUTER OPERATIONS

W

Aim:

The aim of the unit is fo explore windows environment for further
computer operations.

_7
A
0) .
Objectives: L

At the end of the unit, you should be able to:

* learn about the general features of the desktop settings and
managing the toolbars.

* know the features of the computer and the hard disk properties.

» get familiarize with the different utilities within the Windows
operating system.

_—

@ Instructions to teachers )




Unit 2: Computer operations

0]0J0) Gﬂ | WINDOUWO ENVIRUNIVIEIN | 9

Desktop Background

The background of the desktop can be changed as per your choice, where the design
of the background can be either from the list provided in the computer itself or you can
load your own designs or pictures.

Desktop Setting

The desktop setting can be changed by following the steps below:
(1) Right-click on any empty place on your desktop, a list of options will appear.
@ Sclect Propetties.

Arrange [cons By »
Refresh

Paste
Undo Move Chrl+2

&, Groove Folder Synchronization 4
Save fAis Scheme. ..

Graphics Options
Display Modes

0 | —

The ‘Display Properties’ window will appear.

® Click on the Desktop option in the window.
A list of different background will be provided and the actual picture of the desktop
will be active in the window.

Display Properties E]
Themes Screen Saver .ﬂ.ppealanc:e Settmgs ]

.0

\
Backaround: ‘

S A
%) Azul | [
I_S Bliss ~ | Position: ‘
|1 Blue Lace 16 | Center - 1
| Colfee Bean [
LColar: |

[ Customize Desktop... ]

[ oK ] [ Cancel ]

34 nformation & Communication Technology



Unit 2: Computer operations

@ Sscroll on the Display properties window and select a background option for
example: select Autumn.

Display Properties

Themes | Desktop ‘ Screen Saver || Appearance | Settings

3

T aee—
Backaground:
e b 8 | Browse...
WEET
[*1 Bliss ~ | Position:
L‘Q Blue Lace 16 Center v
iﬂ Coffee Bean
i8] Crystal Color:
- | [ —-)

[ Customize Desktop. . ]

@ m[ Cancel ][ Lpply ]

@® Click on Apply and then Ok.
The new background of the desktop will be displayed as follows.

Information & Communication Technology 35



Unit 2: Computer operations

5 Ty
oY
@ —_— -
___________________ \a,
—————————— \
Class Activity o
Arrange the given steps for “Changing the Desktop g’s";c".°": t: 'eacl:’em ’
O The acrTivity orda
Background” by numbering them correctly. ‘ first, followed E;y Wri:;en
tasks.
Choose your chosen background, for e.g. ‘Bliss’

Select ‘Properties’

Click on *‘Apply’ and then ‘OK’

Right-click on any empty space on the ‘Desktop’

Click on ‘Desktop’ in ‘Display Properties’

|
|
|
|
|
|
|
|
|
|
|
|
|
|
[
|
|
|
|
|
|
|

@00 GII EAFPLOKING TRE FROGRAM IVIEIN llg

The program menu provides a list of some additional options where you can do further

operation, such as getting access to specific program such as Ms Paint, games option,
exploring My Documents or even search for a file or folder.

The Program Menu can be accessed:

‘! ]ntetnet J My Documents
MSN Explarer
0 C“C klﬂg on SfClrf bU"on. _’ﬁ I-Ebnr;lh?ilml' ) I_,_g) My Recent Documents >
. . g 6 i
@ Clicking All Programs. 8 e o) TP
Explorer Browser J My Music
‘;‘- Microsoft Office Excel =1
. . . l==2 z007 s’ My Computer
The list of programs of the menu will be displayed ﬁ‘ —— i
as follows. , Qi X
'E Micrasoft Office Word 2007 : -
_‘y L‘,ﬂ; Printers and Faxes
Paink
@) telp and Support
@ Pinball I-) _—
i_.j Solitaire =7 Run...
ﬁ Internet Backaarmmon
” Hearts
0 —

ﬁ| Log OFf I6| Turn OFf Computer

36
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Unit 2:

Games

Games is a folder containing several types of computer games.

To load a game on the computer, follow the steps below:

@ Click on All Programs.

@ Sclect Games, a list of the available games will be provided.

@ For example select Pinball.

S Windows Catalog
u Windows Update

.[[j Accessories

II'B avast! Free Antnorus

@ Mozilla Firefox
\!‘ Google Chrome

[[w| Microsoft Office Wor
W Paint

q Pinball

a Minesweeper

& Spider Solitaire

Adobe Reader 9

I Google Chrome

i) K-Lite Codec Pack
I Microsoft Office

I Mozila Firefox

i) Nero 7 Ultra Edition
_=| OpenDffice.ong 3.0
M SoundMax

I Startup

M= Acrobat.com

B8 adobe Reader 3

& Internet Explorer

w? mMsn

LTEI Duitleok Express

pus Remote Assictance
@ Windows Meda Player
& Windows Messenger
?m Windows Movie Maker
|'j QuickTime

O —srem

I Davidson's Learning Center

8} Open Microsoft Office Document

@& SetProgram Access and Defaults

- K

* w T w w w w v

B rFreeCel

W Hearts

i@ Internet Backgammon
&) Internet Checkers
P Internet Hearts

d Internet Reversi

@B Internet Spades

ﬂ Mineswesper
emi—@
gl Solitaire

M Spider Solitaire

The “Pinball “game window will open as below, and it can be played by using the

arrow keys on the keyboard.

%/ 3D Pinball for Windows - Space Cadet

Game Options  Help

Lo X

37



IR 2 Unit 2: computer operations
Calculator

The computer provides the facilities of a calculator, where arithmetical operations such
as adding, subtracting, division and multiplication can be done.

To use the calculator, follow the steps below:
@ Click on All Programs

@ Set Program Access and Defaults
W Windows Catalog
& windows Update
2] Mews Microscft Office Document
(5 Open Microsaft Office Document

\) REALTEK Gigabit and Fast Ethernet NIC Driver

Internet
Internet Explorer

y E-mail
" Microsoft Office Cut

@ sclect Accessories

38 Information & Communication Technology

Senic

@ startup

TOSHIEA

7l adabe Reader 7.0
& Intermet Explover
w M

15) Outlock Express

o Remote Assistance
@ windows Media Player
h windows Messenger
L Windows Movie Maker
avast| Fres Antivinus
1) Iritertfideo WinDVD.
VideoL AN

I winRAR

B Microsoft Security Essentials

W Windows Catalog
B windows Update

B Windows Movie Maker

a Files and Settings Tr
Wizard ) avast! Fres Antivirus

@ Micsosoft OFfice Wor |

1) Interideo WinDvD
) videoLan
i@ winRaR

@R Microsoft Security Essentials
B oot [©]rmo

Docurment! - Wicrosof

@ Set Program Access and Defaults

9E] New Miciosoft Office Document
15 Open Microsaft OfFice Document

) Accessbity

»
rl| @ commurications
I Irteritden WinDVD Creator 2 +l| @) Entestainment
b I Microsoft Office +ll @) Microsoft Inberactive Training
| REALTEK Gigabit and Fast Ethernet MIC Driver  » [ ) System Tools
B |@ s e
. 1) Startup vl 13 cakulstor
Micrasoft Office Cutll [ TosHBA +l B Command Prompt
¢l Adabe Reader 7.0 B notepad
43%"9%*@' & Intemet Explorer W Paint
‘M‘.w wh msn ) Program Compatbiity Wazard
[5) Outlock Express ‘ Synchronize
emmnm o Remote Assistance @ Tour vindows 1P
E (&) windows Medis Player 3 Windows Explorer
@TMWEXP 8 windows Messenger A wordpad



Unit 2: Computer operations

® Click on Calculator

L]
Ce] L]0 10A]
[ o ffr ]l Q][]

The calculator appears on the desktop. The numbers can be typed either using the
keyboard or clicking on the calculator using the mouse. The calculator can be closed by
using the exit button.

Notepad

The Notepad enables you to create and edit text files using basic text formatting. For
example, documents can be typed in Notepad.

To use Notepad, follow the steps below:

@ Click on All Programs.

@ Sclect the option Accessories, and then click on Notepad.
® The Notepad window appears.
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@ 'n fhe Notepad window, fext can be typed as the following.

r

£ Untitled - Notepad

File Edik Format View Help

Hellg, its me MR Computer!!!!!Hahahahaal

® You can save your document, by the steps in the following screen.

& L 01 D (]

m
Edit Format Miew Help

New Ctl#n  pputer!!!1!Hahahahaa

Open... Chrl+0

Page Setup...

Print... Chrl+?

Exit

| 3 ’
Q ] o
""""""""""""" ©
N 2 :

e .

Practical Lab Activity

Instructions to teachers:
Open Notepad, type the following text.

first of the activity followed

Do the a demonstration
‘ by practical session

which is used to process data into
information.

|
|
|
|
|
|
|
'| The Computer is an electronic machine
|
|
|
|
|

l| Save the file as Notepadl.

|

40
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XY "7 3 TOCATE AND RUN FILE

You know that information can be stored in the hard disk, pen drive, CD or DVD. File can
be located and re-opened from the location it has been stored.

Practical Lab Activity

In previous activity, a file named Notepadl has been saved in a folder
called My Documents, in the hard disk.

You know how to load Notepad. So, follow the necessary steps to load
Notepad]l.

1. Click on File and select the option Open.

& Untitled - Notepad

it Format Wiew Help

Chrl+i
Open... Chrl+0
Save Chrl+5
Save As..,
Page Setup,..
Exit

2. The window will a provide a list of files that is stored in My Documents.

Open [E| E'
Loak in: ‘B My Documents v‘ ) f £ -
i@My MMusic
(2my Pictures

My Recent Motepad 1
Documents

=

Desklop

|
My Documents ‘ |

[
My Computer
|
e File name: :‘:‘t:-: by ‘
MyMNetwork  Filesoftype: | Tewt Documerts () -~ Cancel
Encoding: |ans)

|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
Print... Chrl+P I
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
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My Recent
Documents

€

Desktop

My Computer

£

by Metwork

E<
=
o
‘i z .
= \ 4
]
1]
>3
& J

Look in: | I,ﬁ My Documents

Unit 2: Computer operations

4 0@ E
iﬁw Music
(i my Pictures
Motepad 1
File name: |m B | l Open ]
Files of type: |VTth Documents [ txt) v | [ Cancel ]
Encoding: [ anst |

3. Select Notepad1 and click Open.

Open 7J
Lock in: ‘ ID My Documents ~ ‘ Qo /’ [ i
=3 @My Music
{ E? [y Pickures
My Recent
Documents
Desktop
‘ My Documents
My Computer
File: name: |Nntepad 1 v | U Open _J
My Netwark Files of type: I Teut Documents [ kxt) V_I Cancel
Encoding | AN |

! Notepad 1 - Notepad

File Edit Format View Help

4. The file Notepad1 will appear as shown in the screen below.

The Computer is an electronic machine which is used to process data into inf

Information & Communication Technology



Unit 2: Computer operations

XY "2 A FILES AND FOLDERS )

In the following activities, you will practise some operations on files and folders.

Practical Lab Activity

Searching of files and Folders

In this activity, you will search for the file Notepad1, through the following
steps below, by using the Search option.

1. Click on the Start button.
2. Select the option Search.

Internet My Documents
! 2 e A &

L} My Recent Documents b

i E
3 Micrasft Office Outloak
aft Office Outlook. iiﬂv”(lllﬂ!s
»
,‘3 Windows Messenger (4 My Music
158 My computer
‘g =)
(B controtporel
@ Windows Media Player @ 52 s
Defaults

@ Tour Windows P a; Chrnec To; 5

) Fies and Settings Transfer -:é Printers and Faxes
Wizard 2

\'g Micraseft Office ward 2007 @m\:andiuppmt
2 ) search
All Programs P L=

3. In the window below, click on All files and folders.

B Search Results

File Edt ‘“iew Favortes Tools Help .ﬁ'
J Ba J ’ !p Search 1__ Folders - i“;‘ Folder Sync
address | £) Search Results - & . Go
Search Companion X Tostart vour search, follow the instructions in the left pane,

| &

What do you want to ~
search for? 5

Pictures, music, or video

Documents (word
processing,
spreadsheet, stc,)

4 Al files and Folders
Computers or people

) Information in Help and
t Center

You may also want to,..
£ Search the Inkermet v

0 objects
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4. In the option All files and folders, type Notepadl,
then click on Search.

The computer automatically searches for the file.

B Search Results

Fie Edt View Favorites Tools Help a'

L)Eac »J l’ ‘p sl L‘;:' Folders v ﬂ_Fﬁlda’ Sync

Address |,_] Search Results v‘ o

Search Companion X Tostart your search, follow the instructions in the left pane,

!

Search by anyorallof A
the critetia below. =

All or part of the file name:
Qomes] ) |
A word or phrase in the file:
Lok int

% Local Hard Drives {C: ¥

o (=)

0 objects

5. If the file is found, the name of the file and the location where it is
stored are displayed.

B Search Resulis

File Edit \iew Favortes Tools  Help

Q= - @ B | P
Address |{_] Search Results

Search Comparion X Mame In Folder
I[=J Mobepad 1 My Documents

=L Folders  [i17]-

See | Type
1KE  Text Document | :

Searching for files with
“Motepad 1" in the file
name. Found 1 so far.

- Lookirg in Local Hard Drives
{C:;0:) and in subfolders.

- Looking in system folders.

- Mot booking in hidden files
and Folders,

- Searching C:\Program
Files};

Common
Filesi,SpeechEnginesiMicrosoft),
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Rename, move, copy and delete files and folders

Files and folders can be renamed. It can be copied, moved and deleted. In the steps
below, you will learn how to rename, move, copy and delete files and folders.

|
|
. . . I
% Practical Lab Activity |
|
|
. - |
l Renaming Files i
|
|
| . .
| A file can be renamed by choosing the options shown below. :
|
. |
l 1. Locate the file “Notepad1” from the Search option. |
|
| B Search Results :
| File Edit View Fawotites Tools Help I
: \L) Bac J l, ‘p Search 1[ Folders v @ Folder Sync |
| Address | ) Search Results Y| kd G0 I
Search Companion X Name In Folder I
| F 0; Notepad! My Documents ] |
| There was one file found. A |
| Is it what you wanted?
[ [ Ves, finished searching I
| No, refine this search I
and... |
| Change file name or |
| keywords
Lookin more locations |
| Change whether hidden |
| anr swstem files are A |
| i
|
| . " .
| 2. When all the files are displayed, right click on the file Notepadl, and '
. . . |
| in the option list select Rename. I
|
| B Search Resulls |
| Fle Edt View Favortes Tooks Help 7] |
| €} Barl J " ‘p Search ? u Folders v @ Folder Sync :
| Addvess‘d Search Results "| 2 [ |
l Search Companion X MName In Folder |
l There was one file found. & wOpen Coptainng FnldE'Mv T I
| Isit what you wanted? Open
| Yes, finished seatching Print I
Nao, refine this search Edt |
I and... Open With » |
| g:ﬂﬂfd?e nate or U snforthveats.., |
I Look in more lacations Send To » I
| D ommitsetiin o :
I opy
| Create Shartcut |
Delete
|
| %
I Properties l
|
Il < > I
|
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»

3. Press the delete key to erase the name Notepad 1,
and type Wordpadl as the new name.

B Search Results

- O]
i

File Edit View Favortes Tools Help

(€ LR l’ ‘ /O Search | || Folders (i) gﬁq Falder Sync

Address |d Search Results

V|G0

Search Companion X Name In Folder

|
|

|

|

|

|

|

|

|

|

|

|

|

|

|

T @ Wordpadl My Documents ] |
There was one file found, ~ |
Is it what you wanted? |
|

|

|

|

|

|

|

|

|

|

|

|

|

|

Yes, finished searching

No, refine this search
and...

Change file name or
keywords

Laok in more locations
Change whether hidden

anr swstem Ffiles are

Just the file name will be changed.

Moving and copying files and folders

A file or folder can be moved or copied to another location. For example the file Testing
on the desktop shown below can be copied or moved on another drive or folder.

Steps for copying a file with copy and paste —
Rignt cick on . O m m(
@ Right click on the folder ‘Testing = 2
@ Sclect the option Copy. Open e

Explore

Add to VLC media player's Playlist
Play with VLC media player

Share...

Restore previous versions

Scan for Viruses...

Send To

Cut

@ —{(__Comy J

Paste

Create Shortcut
Delete

Rename

Properties

46
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® Right click and select the option Paste to copy the folder .

Open

Explore

Add to VLC media player's Playlist
Play with VLC media player
Share...

Restore previous versions
Scan for Viruses...
Send To 4

Cut

Copy
Paste -]

Create Shortcut
Delete

Rename

Properties

@O The folder will be copied on the desktop.

¢ B

Steps for moving a file with cut and paste.

@ Right click on the folder to be cut.
@ Sclect the option Cut.

Open

Explore

Add to VLC media player's Playlist
Play with VLC media player

Share...

Restore previous versions
Scan for Viruses...

Send To

Create Shortcut
Delete

{ERNET Rename
LORE...

.

Properties
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The file will be removed from its current location.
© Select the option Paste in its new location by right click.

® My Documents

File Edit View Favorites Tools  Help

B O © 3| P v @

Deleting files

Deleting a file is to erase the file.
Follow the steps below:
@ Right click on the file to be deleted.

Open
Explore
% Search...
o Scan with Microsoft Security Essentials. .,

B Add to "Testing - Copy.rar”

B Compress and amail.,.

B cCompress to "Testing - Copy.rar” and emal
()5can Testing - Copy

@ sclect option Delete.
A message box will appear asking whether you want to delete the file or not.
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©® If the option ‘Yes’ is chosen the file will be erased; if ‘No’ the file is not deleted.

Confirm Folder Delete E]

 vinsmillV

“ | Are you sure you want ko remove the Folder 'Testing - Copy' and
r move all its contents to the Recycle Bin?

l Yes ] [ Mo J

(0]0]0) @lo,m':‘ NAGING DIFFERENT WINDOWJS Al IAE SAME [IM @

Several windows can be opened at the same time and used on the computers.

To open and work with several windows, follow the steps below.
@ Open afie for example the file Wordpadl.
The window will appear on the desktop.

Zq

LastirZUnite:
EOrmpater

I Wordpad1 - Notepad D|E|E|
Fle Edit Format View Help
computeris an electronic machine used to process data into information

g Click on the borders with the mouse, and reduce its size.
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I Wordpad? - Notepad
File Edt Format Yiew Help

computeris an electronic machine used to process data into information

® Open another window, “My Computer”

€ Wordpad 1 -Notepad [~ D[]

% My Computen

The computer 1s an electrom File Edt Wiew Favorites  Tools z.
. »
T \ - )
\J ik => | I’ 7~ Search
Ig Address | ﬂ My Computer v . Go
Faolders ¥ Files Store
[} Desktop

53] IB My Documents
= i My Computer
[+ S System (C!)
[# < Data (D)
& L DVD-RAM Drive (E:)
# (L3 KINGSTON (F:)
£ B’ Control Panel
& | Shared Dacuments Hard Disk
# [[7) station3's Documents
[# \3 My Network Places
2 Recyde Bin
# | Prevoc panel 2011

¢ ¢

| £

3
L

& 2
—— —_—

Resize the ‘My Computer’ window as done previously
Another window can be placed on the desktop.

For example, to explore the ‘System C’

@ Right click on ‘System C".

® Sclect Explore or Open.

50 information & Communication Technology



Unit 2: Computer operations

[ Wordpad 1 - Notepad .;I|§||g|
il File Edi

Format  View Help

The computer is an electron:

8 My Computer
File Edit

\).

View

o

Favarites

Toals

L% j"_) Search

Address | 'a My Computer

v|Go

Folders

@' Desktop
=] Q My Documents
=] 9 1]

] B B B

[ KINGSTON
% [ contral Pan
# |5) Shared Doc
# | stationd's D

=] g My Metwork Pla
& Recycle Bin

# (3 Prevoc panel 20

(@)5can Y

[Scan with Malwarebytes' Anti-Mabuare
B add to archive...

Badd to "Archive.rar”

B Compress and email, .,

X Files Store & / e

aCUn'q:mess ta "Archive.rar" and email

Format...
¢ K =
Paste
Rename
Properties

@ The window for the Drive C (system C) will open with the desktop.

File Edit View

1o~

Favorites  Tooks  Help aw

o
U Documents and Settings

Program Fies

Ty
U 721adTeb085 6 3c2fS
@ Hide the contents of this

drive s
ﬁ Add or remove programs D CQEMDRY

o Search for fles or folders

- -
[ Software o WINDOWS
File and Folder Tasks
¥ Make a new folder o i
) Pubish this folder to the Texk Documeri:
Weh = ZKE

&7 Share this Folder

Other Places

% 1y Computer
(=) My Documents
(= Shared Documenits
% My Hetwork Flaces

@ Resize the window so that it can appear on the desktop alongside with the other
two windows as shown below.
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. Wordpad 1 - M...

Y28 EXPLORING MY COMPUTER )

‘My Computer’ is a system folder which gives an overview of the features of the computer

system, in terms of its hard disk drives, files stored and other devices.

To explore the Computer system, follow the steps below

©® Rightc

lick on the icon Computer.

@ sclect Properties.

52

| By

. Internet -

/ Mozilla Firefox

| E-mail
L2} Microsoft Office Outlook

student

e Documents

‘| Welcome Center

Pictures

)E Backup Status and Configuration
A

u Windows Media Player

9 Small Business Resources

Music

Search

Recent ltems

Open
Explore
Search...
Manage

Map Network Drive...
Disconnect Network Drive..,

Show on Desktop

Rename

i ' Windows Fax and Scan

Computer

§ Windows Meeting Space BLbwnt

Connect To

E—![ Windows Photo Gallery

Control Panel
Default Programs

Help and Support

e——

sorseor 0 MO

E “new Jaumeer Unit 2..,

Information & Communication Technology

Properties

la Edb Format. iew Hak % My Computer __: ____
The computer s an alec Fle Ed LA | | = System (C1) L”E”i
BBl Fie et viw Favoss Toos hep | AY
; *"f":l" 915 Q- © 3 Prr T
Back ; iy ) Searc]
.\'u:ldress? 9 My Computer ¥ Go : i
Falders x (] Address | S Cy v d &0
@' Desktop = =
2 IEI My Documents LJ 721adF7eb2asfedbe3c2fs
=] Ei My Computer
[ e System (C:) ——
[# % Data(D:) U Documents and Settings
# (b DVD-RAM Drive (E:)
i 5 KINGSTON (F:) i -
# [ control Panel — | omvpay
# () Shared Dacuments
[# () station3's Documents
® g My Metwork Places § == ;
@ Recyde fin Pragram Files
— & [ Prevoc panel 2011 v
é l— | L": 7 Software b
natiT=c ) sl




Unit 2: Computer operations

This will display the details of the computer system as shown in the window below.

!B » Control Panel » System and Maintenance » System v | %4 Wl Search gl
Refresh "Control Panel\System and Maintenan|

View basic information about your computer

Windows Vista™ Business

Copyright © 2006 Microsoft Corporation. All rights reserved.

Upgrade Windows Vista

11,

System
Rating \ : .
T @ Windews Experience Index : Unrated
Processor Intel(R) Core(TM)2 Duo CPU  E7300 @ 2.66GHz 2.67 GHz
Memery (RAM): 2037 MB
System type: 32-bit Operating System

Computer name, domain, and workgreup settings

Cemputer name: labf2-PC5 @'Change settings
Full computer name: labf2-PC5
Computer description: o
Workgroup: WORKGROUP
Windows activation
e

Properties of the Hard disk

You can view the properties of the hard disk in a computer by following the steps
below:

@ Click on start

@ Right Click on My Computer

© Click on Explore.

station3

/= \ Internet Q My Documents
L Internet Explorer
1 E-mail b My Recent Documents »

Microsoft Office Cuklook. [35) -
. My Pictures
w Paint Eﬁ My Music
9 \' M5

h<

‘Windows Media Pl
e o AR @ Set Program Access

Defaults

@ Motepad \,E Drickacs sl Fabs Map Metwork Drive...
Disconnect Metwark Drive. ..

.3 Windows Messenger g_)_) Help and Suppork Show on Deskkop
Rename
. i
@ Tour Windows XP 7 A Properties
=7 Run...
P Files and Settings Transfer
! Wizard

All Programs b

0 '4 start Z € | Tuntz[c

Information & Communication Technology
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@ Right click on Local disk C or System C, and select Properties.
The memory space of the hard disk is shown in terms of the free and used space

System (C:) Properties

General ‘Tncls | Hardware |

S |
Type: Lacal Disk.

File system:  NTFS

B Used space: 53,701,419,008 bytes S0.0 GB
W Fres space: 161,044,156,416 bytes 149 GB

Capacity: 214,745,575,424 bytes 199 GE

Dirive C Disk Cleanup

[]compress drive to save disk space

&llow Indexing Service to index this disk For Fast file searching

OK ][ Cancel ] Apply

Types of drives

A computer gives access to several drives where you can read and load information
from it.

For example, the hard disk in the computer is known as the local disk, and all information
stored on it is referred to be in the Drive C or system C

G5 My Computer

File Edt View Favorites Tools Help ;-,"

\_} B. > " ,'_j Search l—_(:' Folders '

Address a My Computer V| Go
Folders X Files Stored on This Computer ~
@ Desktop

f
[ My D L -
“g et L Shared Docurnents
= ﬂ My Compuker

[ “e System (C:)

[E % Data(D:) ——

[# 25 DYD-RAM Drive (E:) LJ statona's Documents
[H e KINGSTOM (F:)

] B’ Control Panel

# 5} Shared Documents __Hard Disk Drives

[ | station4's Documents

c2] Q Iy Metwork Places orr=sill

.-3‘ Recycle Bin w Systenm (2
[# ) TimeTables
# [[5) USE Disk Security

(53 Mew Folder v Data (D:)
(£ pictures
# [T} pst exams ppers for sc hsc
2 vear 2 Panel Devices with Removable Storage

DYD-RAM Drive (E:)

@ KINGSTOM (F2) =
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Other Drives

The computer recognises other drives such as the CD or DVD drive. They are displayed as
the Drive D: but if the local disk has been referred as the Drive D, then the CD-DVD drive
becomes Drive E:

_ DYD-RAM Drive (E:)

If a pendrive is plugged, it is recognized as the Drive F.

Exploring the properties of any device such as a CD, DVD, pendrive can be done in
the same steps as explained above, where you can know the memory space of each
device.

@00

There is also the facility of viewing a document before it in printed. The following steps will
guide you to preview a document on screen, then print if found correct.

Steps to Preview and Print a document.
(] Open the document to be printed.

(2] Select File, and click point on the option Print.
(3] To preview the document before printing, click on Print Preview.

=
@u #- S 03 - Bocumentl - Microsoft Word
- Py hew
j ow Preview and print the document
= R R e X )
o, Bint E-E-wEEp ) Iumw%mx:m AaBbCi aasbce AAD sosbee assbcen o
c WS Seled a pei . af oapies, and =E=== (I = Thomal | 7Ho Spa Headingl  Heasing2 Title Sutriis k
|5 o : Pt 1 -
—__ Fagse Syl
S A —— — == —aa— B e e
H it I e 30 ]
= 5y Prink Progew '
ﬂ ] 3 Preview and make changes ta pages belose
1 privting.
© {21
P Prapare ¥

A computer System
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This will give you a preview of how the document will appear when printing.

@ To close the print preview, select the option Close Print Preview
@ To print the document, select the Print Icon.

: Jonepage 7 snowRuler

o— ‘ ity o
R - ; Pages | ¥ Magnifier

I“' gmgem“%‘mmwap’m“’ i

A computer System

The Printing option window will be opened as follows:

If you have several pages to print, Select All, or if only one page has to be printed,
select current page.

The number of copies to be printed can be modified as per your need.

References

Page Layout Mailings

__ﬂ .
Mame: 4 HPLaserJet P100S g L'§| Properties

Type: HF Laserlet P1005
Where:  LSBOD1 [ Prink to File
Comment: [ Manual duplex

Page range

Ga)

Selection

Opeges: | | Collate
Type page numbers andjor page Tl
ranges separated by commas counting
from the start of the document ar the

section, For example, kype 1, 3, 5-12
or plst, pls2, pls3-pds3

Print what: |Dnc|.mant [_‘§| £o0m _
S i o o | Pages per sheet 1 page 9
Scale to paper size: | Mo Scaling |

I QK i[ Cancel ]

@ Click Ok.
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@00 O It ' D I 1\

The Recycle Bin of the computer is where deleted files and folders are stored in the
hard disk. Those files can be restored when needed.

Sending files to Recycle Bin

Basically a file is sent to the Recycle Bin when it is
deleted.

Steps of sending a file to the Recycle Bin
@ Right click on the file, or folder or an icon to be deleted.
@ Sclect the option Delete.

Add te VLC media player's Playlist
Play with VLC media player

Share...

Restore previous versions

Scan for Viruses...

Send To 3
Cut
Copy
Paste
Create Shortcut
9 Delete j
Rename
Properties
A message box will appear.
Confirm File Delete E|

y fre you sure you want to send 'time' to the Recycle Bin?
= 7

® Click Yes to send the file to the Recycle Bin.
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Restoring a file from Recycle Bin

File that has been deleted and sent to the Recycle Bin can be restored. It can then be
re-opened and used again.

The steps below will indicate how a file can be restored from the Recycle Bin.

@ Right click on the icon ‘Recycle Bin'.

@ Sclect the option Explore

Empty Recycle Bin

Create Shortcut
Delete

Rename

Properties

All the files stored in the Recycle Bin will be displayed on screen.

Flg Edt View Favortes Tooks Hebp

€] O ¥ POt v -
fesi | gl Recyde Bin * Beo

5 Pravoc]

Recycle Bin Tasks

8 Empty the Recycle Bin

B Restore sl tems } Preseriatonl

Jﬂ

Other Places

[ Desleop

) My Documents

i My Comgpubes

ti My Nstwark Places
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N O NI e e e e

(@ [0 1 TR TP

Exploring the properties of the different drives in ‘My Computer’.

Note down the capacity (Used and Free Space) of

B Usedspace: 7066,243 072 bytes B5BGE
B Free space: T1575625,728 bytes~ BR.GGB

Copncly  THBULBOE0bes 72268 Used Space
Free Space
Diive C Disk Cleanup
KINGSTON (E:) Properties
“General | AuoPlay | Tools | Hardware | Sharing|
= |
Type: Remavable Disk
Fle system:  FAT32 Used Spcce
W Usedspace: 145,645,568 bytes 138 MB
W Free space: 105,529,344 bytes 100 MB Fre e S p O C e
Capacity: 251,174,912 bytes 239 MB
Drive E







L R _____________ i

o

=—
=
'LJS /

N 0 1=

(@ [0 1 TR TP

Fill in the blanks to show how to proceed with ‘Print Preview’ and ‘Print’.
(The words are already given).

All, Button, Print, On, Preview, Close

a. Click on *Office ...cccoovvevreueeennn "

b.Select ‘..o .

c. Select ‘Print ... " (If you want to see the page before printing).
d. " Print Preview’.

e. In ‘Print’ window, choose ‘............. "

f. Click...... ‘OK’.
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Sending folder to the ‘R le Bin’

ending folder to the ‘Recycle Bin'.

Arrange the steps in the correct order for ‘Deleting a Folder’, by numbering
it with 1,2,3,4.

If the option Ok is selected, the file will disappear.

Select the option ‘Delete’

A message appears asking whether you are sure you want
to delete the folder.

Right-click on the folder.







L R _______________ ‘i

=

—
o
\
§

N (o] 0 1S ST

(@ [0 1 ST PO

Restoring a deleted file from the ‘Recycle Bin’.

Copy the steps in the correct order in the space given.
Select the option Explore.

Select Restore.

Select Ok.

Right click on the icon Recycle Bin.

Right click on the File that has to be restored.

Step 1

Step 2:

Step 3:

Step 4.

Step 5:
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Give the names of these icons:

[ el = [ c ]
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O e Dee
(3] 8|51/
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Using “Calculator”, carry out these simple Mathematical problems and
note down your answers.

(i) 2435 + 740 =

Answer:

(i) 500 — 262 =

Answer:

(iii) 454 + 2910 -1230 =

Answer:

(iv) 120 x25 =

Answer:

(v) 2379-1300 + 200 + 3 =

Answer:
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Draw any 4 (four) icons or files and folders, which are found on the Desktop
and name them.

(a)

(b)

(c)

(d)







Aim:

The aim of this unit is to familiarise you with more word processing
techniques.

' Objectives:

At the end of the unit, you should be able to:

» format texts, paragraphs, documents.

 create bulleted and numbered lists.

* insert Headers/Footer and Page Numbers.

* apply borders and shading to a page and to paragraphs.

 use different tools such as Spell Check, Grammar, Thesaurus,
Find & Replace, Drawing Toolbar.

¢ insert and format pictures and tables. ,

—

0 Instructions to teachers )




Unit 3: Word Processing

LLLY 3.1 CHARACTER FORMATITING

Formatting the character means changing the font - its size and type colour. You already
know how to format characters. Let's do an activity to revise what we learnt in Year 1.

- It changes the colour of the text

[
[
: |
. Class Activity |
| |
| : ; ; Instructions to teachers: I
| Mo’rc.h the following buttons to its respective Do the activity ordlly ’ :
|| function: first, followed by written |
| tasks. '
| [
_ |
II B It converts your I
|
: text into italics, e.g book I
| |
: 11 - I
| It changes the font type in your text :
|
L |
| X |
I| It changes the font size in your text 'l
| |
| PO
| | :
: It underlines your text, e.g book |
i |
|
. Calibri (Body) - :
| It makes your text bold, e.g: book |
' |
| |
! j=—n
| k. 'I
‘ | |
| |
|

L ———— — —

1Ll 3.2 PARAGRAPH FORMATTING

Paragraph formatting involves the Alignment, Line spacing, adding bullets and numbers.
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Unit 3:
Paragraph Alignment

Different types of alignments are available in Microsoft Word. You can align paragraph
lines centrally, to the left or to the right. You can also justify lines.

L’."
e .

Practical Lab Activity

Type the following text:

The hardware includes the processor and peripherals. Computer
peripherals are any electronic devices that can be connected to a
computer other than the standard input / output devices. Peripheral

devices may include speakers, microphones, printers, scanners, digital
cameras, plotters and modems.

Right alignment =

To right align the paragraph, follow these steps:
1. Highlight the paragraph.

2. Click the Home menu.

3. Click the Align-right button in the Paragraph group. Word right-aligns
your paragraphs.

‘f\_ﬂm s Document? - Microsoft Word = | ) ]
2 _l Home | Insert Page Layout References Mailings Review  View PDF @
ey * Times New Roman 12 - |i=E - = ,.:'gl & % 5
’J% [B 7 U - abe x, 5 |[&] | 7

Paste

¥ [ A-a|[a

Quick Change | Editing
METIE Styles = Styles - -
Clipboard =

| Paragraph ) Styles

e i
3 &
- The hardwareincludes thep and peripherals. Computer peripherals are any electronic
© devices that can be connected to a computer other than the standard input / output devices.
] ————Peripheral devices may include speakers, mi h pri digital

~ plotters and modems.
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| ~ L
I Leftalignment = 1
|  —
| — - =
| To left align the paragraph, follow (= ;:5,“"‘ R e 5
- —Trearr
| these steps: I ot =
| 1. Select the paragraphs you A -
|
| created. :
I 2. Choose the Home tab. ik e omav gt i e i i i Sk
| . . . - Peripheral devices may include speakers, microphones, printers, scan:::' ::g::;!;n::;: | 3
I 3. Click the Align-left button in
: the Paragraph group. Word ‘
I left-aligns your paragraph.
|
I | —
I Centre = 1
| C—
: To center the paragraph, follow e
| Paragrapn. N i A AL
| these steps: M e
ES R e e
: 1. Selected the paragraphs you -
| created. :
I The h.atdwm includes the processor and peripherals. Computer pmplu‘h are any electronic
. 2. Choose the Home fab. e e e, . e, G e
: 3. Click the Center button in the
I Paragraph group. Word centers
: your paragraph.
|
| - O
. Justify == :
|
| . . R (ESRR ]
 To justify the paragraph, follow D SR o 5
| . (B nmu: HM:b-l <2 === ‘hl‘ ‘4' A
! these steps: = R e g
I 1.Select the paragraphs you EE’ 2
: created. ,
B
I 2. Choose the Home tab. R S A R G s 3
I . . . :
3. Click the Justify button in the
: Paragraph group. Word
I justifies your paragraph.
|
|
|
[
|
[
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Class Activity

) Instructions to teachers:
You have been given three paragraphs below

. . Do the activity orally
where different paragraph alignment has been | fst, followed by written
used. Write down the alignment used in the boxes | tasks.

below:

Sweet is thy beauty,
Sweetis thy naton.
Around thee we gather,

As one people,

Glo-o-ry to thee
Motherland,
Oh Motherland of mine,

As one nation.

In peace, Justice and Liberty,
Beloved country, May God Bless thee. | T
Forever and Ever.

e e e ——— — —

Line spacing

The line spacing is the space between two lines. The most commonly used line spacing
feature is: single spacing, 1.5 spacing and double spacing.
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Practical Lab Activity

To change spacing, follow these steps:

1. Type the following text:

Humpty Dumpty sat on a wall.

Humpty Dumpty had a great fall.

All the king's horses and all the king's men
Couldn't put Humpty together again!

NOTE: this document has single line spacing.

2. Now, highlight the whole paragraph.

Do) H 9> > Document3 - Microsoft Word - ER
&)
Home | Insert Page Layout Review View ©
L:ﬂ % | calbri MRl || &= a/, % #
||t U -abe x X |4 = i=-| et b
aste Tt R uick Change | Editing
B [ TSP | &~ 4[] styles - styles~ |~
Clipboard ™ Font Paragraph = styl i
£
2 Humpty Dumpty saton a wall.
pty pty agreat fall.
All the king's horsesand all the king's men
Couldn't put Humpty together again!
B
o
s
= i S
Page:1ofi | Words:26/26 < English (UK) | ‘ BER ==

9 . (a2 d9-0 )+ Paragraph RIx
3. Click on home tab, click on arow 575 | e
;—‘h .‘ Calibri e .
next to paragraph. e };f — :‘ Y If 3
Ciigbaari © o T Qutine level: |Body Text ~
4. Select 1.5 lines, observe what |
Left: loan 8 Special: By:
Right: |Ucm :l |(nune) v $
happens. it
Humpty Dumpty saton a wj St
5. Select double, observe what Aihekngstanesmdal] | toe  [E B ewwns  a
3 Couldn't put Humptytoget{ | After: 1ot :| Single r| 3
T hetyzen paraara| [T R—
happens. 4 =
el
_ Page:1ofl | Words: 26/26 \ﬁ l Tabs, J lDF It J [ ok ] { T J
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Unit 3: Word Processing I I NN
Adding Bullets

If you have lists of data, you may want to bullet or number them. When using Microsoft
Word, bulleting and numbering are easy.

@ 710 odd bullets, follow these steps:
Type the following list as shown:
Apple
Orange
Grape
Mango
Cherry
@ Seclect the words you just typed
©® Choose the Home tab

A=~ B 7 Document2 - Microsoft Word SRy
L—.y H lome } Insert Page Layout Rﬂmm Mllnn' nrvltw Vlrw PDF B @

* Times New Roman 1z -fE r'1!= —\\¢§E| ﬂi .7

-] ; has;] U -~ abe x, x’\ -
Ellphmd”— ‘ : A. HA - WE ‘7‘ |3‘[ j
D — v

hange t Level
Apple i Define New Bullet...

@ 'n the Paragraph group, click the down arrow next to the Bullets button
The Bullet Library appears
@® Click to select the type of bullet you want to use. Word adds bullets to your list

'fj uﬁu]* "'T Document2 - Microsoft Word Em
YOUr TeXT ShOUId be OS fOHOWS: Olﬁ:_[ Insert Page Layout - References Mailings Review Wiew PDF (7]

4 Calibri -jig - = - | | & % Al
;m G (([mFrrE- i:x.x'l]mii-h—l e mﬂ;
| I A Aar|A X |- -2 Styles - Styles ~
|lctpbonra &)L _ Font i Par mgmph G| shles =

il

» Apple
# Orange
7 Grape

» Mango
#» Cherry
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Adding Numbering

To add numbers, follow these steps:
@ Type the following list as shown:

Apple NCEDTE T — _—
Y vome | it pagetaout  meterences v from e @
Sk Calibri (Bo u - -5l | | AaBoceDe | aabeedc = Mﬂm
Orange Die— ‘%: . RS AL
Grape e :
Mango
Cherry

@ sSclect the words you just typed.
® Choose the Home tab.

N 98T Document - Microsoft Word st
@ o | (Bl [l References  Mailings  Review  View L
At e & ) E e el : aa fhmac
| Catir Bogyi T N R R T AaBbceD: | Aasbeeoe AaBbCi aaBbee AQDB aazbec i
| %
Jmmmmn Mn LU ke % A |- A [EEEEE S @ \ fiNormal |t MoSpad.. Headingl Heading2 Title Subtitie  — Change ||
Clipboard Font R paragn

] 5 Ly Select =
s || Editing

Page:1of1 | Words:5/5 |  English {UK)

@ 'n the Paragraph group, click the down arrow next to the Numbering button
The Numbering Library appears.

© Ciick to select the type of numbering you want to use. Word numbers your list

80
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\H9-8 )= Documentl - Microsoft Word - = x
| vame | inset  Pagelayout  References  Mailings | Review | View 7}
Cut = = A Find ~
E * can oo - - A wE | .-"Ei =[BT pasbeene asmbeene AaBbCe aapbce AAB aambce

3, Replace

Change |
Styles~ || b Select
Pm raph | o5 | Editing

Paste Jan\MPa\mn \ B I U -abex x' a|[¥- A \”I{ S || THomsl 7 NoSpad.. Headingl Hesding2  Title Subtitie -

Clipboard i

Page:1ofl | Words10/10 | G English [UK) |

LA 3.3 INSERT HEADERS/FOOTERS

The header is the text that appears at the top margin of each page and footer is the
text that appears at the bottom margin of each page.

Headers and Footers can show the page number, date and time, tiles and authors
names and so on. Ms Word shows the same header / footer on all pages in a docu-

ment.

Insert header

To insert a Header follow these steps: (2]
0 Click on Insert tab
. i = ) Documert2 - Microsoft Wor: = | Lo
@ C“Ck On Header @ ':hm:- | Insert éi&Plgelaynut‘hldemnn:z Milih'lp:w dnm:- View PDF @
“m I . - Eg @Shﬂpu"; || [ reader - ' 5l Quickparts - (Z- || o |

| I i
FW&S ‘ Tiht ‘ Picture CllD ﬁ o ‘ lﬁ:t& Blank
| Tables lilustntbnm

-
Chal

| | | =

[ T BN S o 7P e e

il Blank (Three Columns)
7 Fivwe e iy ety Trimtentt
i Alphabet
, the decument title]
Annual

[Type the document title] | [ Vear]

2] Edit Header
5l Remove Header

7 I3 Save Selection to Header Gallery..

) .
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Choose the header format you prefer. Type your “computer studies” as header. The
screen will appear as follows:

-\-,—mgg;k B T Vol o)
"@[ Home | Insert  Pagelayout  References  Mailings  Review  View  PDF @
JCllibrI PO IR =2 =t 'y
;a B I U- -hn.l-]DJﬁ-m:l:s &%E
AT A Y] |[@- ul[_}l_] si'ﬁfgv“"," =i
Clipboard ' Font. il
‘z; H
Computer studies s
I |
Insert footer
To insert a footer follow these steps:
@ ClickonInsert tab
@ Click on Footer @ —— T p—
0 pe— Insert | Page Layout Mailings  Review  View  POF ]

%Mﬁ [Ehgemneidii(o)
- Built-In
Blank

|=l  Edit Footer
|5k Remove Footer

I | save selection to Footer Gallery

Choose the footer format you prefer. Type your “PV 2" as footer. The screen will appear

as follows:
\ﬂ =) ¥ Document3 - Microsoft Word e %
| Home | Insen  page Layout nees  viatings @]
3 j Calibri (Body) u - [ErE \M ‘
‘7 |28z~ A—,‘P'"Z@.)t‘ Stvm |

‘Clrplwlrﬂ ik Font i
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L LLN 3.4 INSERT PAGE NUMBERS

It is common to insert page numbers on each page of a document which consists of
more than one page. The page number is normally inserted at the top or at the bottom;
moreover, it may be positioned on the left, at the centre or on the right.

To insert page numbers follow these steps:
@ Choose the Insert tab
@ Click the Page Number button in the Header & Footer group. A menu appears.

(90 Ed): " Document? - Microsoft Word e
-id/ Home  Insert | Page Layout References Mailings Review View FDF @
T |
B || Elgl {Pshapes~ | @, | = Header- A=| 2 QuickParts- (&~ o || |
E M ad B smartart | =l Footer~ [ A wordat - 3} li | i
I’a?u i '(i?ll : Picture ﬁ:-? ﬁChmt Lmvks @T]'"‘,: DTm ASponcan- M- ;ii'mboii: | g
| Tables | i Whustr = Q Top of Page » lT‘!ﬁ_ = ll | i
QUM . 2 Battomntiags » | simple -~
& |1 | Page Margins » |Plain Number 1 H
[5] | Current Position »
[ Format Page Numbers.., :
g [ Remove Page Numbers
& Plain Number 2
| B
~ Plain Mumber 3
r:n Page X Plain Number 3
AccentBar 1 Mumber with no formatting or
1} accents
R EETS
: ;"ﬂ Save Selection as Page Number [Bottom
o= , al — =) @ =
Click Bottom of Page
@ . . . g . On \O-02H)E ‘Z Document2 - Microsoft Word [P )
e Cllck The rlghT—Slde Ophon :ldjl Home L Insert Page Layout References Mailings Review View PDF 7]
f’ % | Calibri u - EEE i!_i\ iy
® The page number appears !:m P ST E T S ﬁﬁ‘m
| Y | [ A AT ||| 8- |24 ] stes - Styles~ ||
as fo”ows: Clipboard 7| Font o Paragraph | | :
4 R VR RN S R SR “4-“--”5--_‘\--‘5“-,3-
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LLLA 3.5 INSERTING BORDERS AND SHADING

Borders are decorative lines used along the edges of our pages, texts, tables or around
graphics to enhance their look.

Shading adds colour to our documents and tables.
Insert a Page border

To add page border, follow these steps:
@ Click on Page Layout tab

@ Click on Page Borders

© Choose a Border Style

@'}H-ﬂf (L Documentl - Microsalt Word

¢
i
'
§

.
g
-k

Your page will be as follows:

lﬂmmm 113 ;

3 amange an ' ’ = H‘

_ ‘Esm |
Document Views Zoom Macros

Pageloft | Werds0  Englsn (LK) |
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Your document will be as follows:

Guidelines

Computer laboratory Eidaiines

= ASK yOuUr TEacHEr DETMESION Defore DerforMing &y &O2N Ty In T BDOrmor.
> Do not step on cComplter cabiss

> Do not fun oF play N Ehe ahomEan,

> Do not et or drink N the lsbomtony

PL e guideines

B2 not opemete your PC dusng haowy man or ighening
D RS TOLCH &fYy internal fart of ThE COmDLer
&Ayoid exchanging pen dirves with your Tends

Somn Four pen Srves e oy s ety usng =

Jolh b ge

Paragraph border

Practical Lab Activity

To change spacing, follow these steps:

1. Type the following text:

|
[

[

|

[

|

[

|

|

|

|

[

Harry Potter was a bright eleven-year old who lived with his I
miserable aunt and uncle and their horrible son Dudley. Harry's 'I
parents were killed when he was a baby and he had lived with |
his relatives ever since. Dudley and his friends were bullies who :
tormented Harry whenever they could. Harry could only recall a :
|

|

|

|

[

|

|

|

|

|

|

[

|

|

|

|

handful of days in his life when he had been truly happy.

To add paragraph border, follow these steps:
1. Highlight the paragraph

2. Click on page layout tab

3. Click on page borders

4. Click on borders

5. Choose a border style

[
|
[
|
[
|
|
|
|
[
|
[
|
[
|
|
|
|
[
|
[
|
|
|
|
[
|
[
|
[
|
|| Your paragraph will appear as follows:
[

[

Information & Communication Technology 85



I | Unit 3: Word Processing

v

PRS- 83
K/

>
o~
0

n Y- = Documentl - Microsoft Word
Home  Insert | Pagelayout | References  Mailings  Review  View (7]

B- (I Orientation = ¥=+ A Watemnark =  Indent Spacng '
il [a]- 13 size - £ MrageColor- = ocm =opt

an
ar

|
e e~ | Mar9i™ o coumns+  bE- [ Page Borders ES0em

o

S opt

e
Fl

Themes Page Setup = Page

‘Page:lofl Words 67/67 <5 English[US)

To add shading to your paragraph, follow these steps:
1. Click the shading tab.

2. Click the Fill list arrow, and then click a fill colour.

|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
| @, HD-M = Documentl - Microsoft Word e — R
a2 - % —
l Hom 4 o 4 Bafar e Lin o D fis
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|

Bl s

‘ " [Al" | | gorders | page Border | Shading .

Themes @ |
s " Fill

Preview |
Themes

B4 Theme Colors

EET FEEEEE
No Color

Mare Colors..

Applytot :
Paragraph ,v_.|

Hovizankal Ling, . oK Cancal
[ )
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>
~ .
Your paragraph will appear as follows:
"/@ Hd9-u6 = Documentl - Microsoft Word ey
e 3 i
> Home Insert | Page Layout | References Mailings Review View '@
N - | [y Orientation = ¥=+ A} Watermark = | Indent | Spacing 3,
== [al- I3 Size = £ MpageColor Eoem St opt &
Margins ; | Arrange
[0]- " EE Columns =~ b¥~ | [l Page Borders || E2 0cm 2 (132 10t = b
Themes Page Setup 4 | Page Background Paragraph i

Harry Potter was a bright eleven-year old who lived with his miserable aunt and uncle and
their horrible son Dudley. Harry's parents were killed when he was a baby and he had lived
with his relatives ever since. Dudley and his friends were bullies who tormented Harry

whenever they could. Harry could only recall a handful of daysin his life when he had been
truly happy|

Instructions to teachers:
1. Circle the letter which shows the correct answer. Do the activity orally

. . . . . first, followed by written
. If we wish to number the items in a list we click on tasks.
the button.
A | B — c IR D i— :
— . — Ta— 3 —
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e e, are features used for placing information at the

top and bottom of every page of a document.
A print preview B headers and footers

C page number D margins

lll. We add borders around our text to

A count our text

B shade our text

D shorten our text

2. Write true or false in the box at the end of each sentence.

a) A border is a decorative line around the edges of a

page or graphic.

b) Line spacing allows space between two lines.

c) The shading feature adds colour to our documents.

I
[
I
I
I
I
I
|
I
I
I
I
I
I
|
I
I
|
I
I
C make it look more attractive |
|
I
I
|
I
I
|
I
I
|
I
I
I
|
I
I
|
I
I

e e e ————

LLLA 3.6 USE SPELLING AND GRAMMAR CHECK

Ms Word automatically checks for spelling and grammar errors as you type unless you turn

this feature off. Spelling errors are noted in the document with a red underline. Grammar
errors are indicated by a green underline.

@ Type the word: ‘mouce’
@ Sclect the word ‘mouce’
©® Choose the Review tab

@ Click the Spelling & Grammar button. The Speling and Grammar dialog box appears.
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F
| ;1 -0 =2d)s Documentl - Microsoft Word =8| %
| Home Insert  Pagelayout  References  Mailings | Review | View  POF (7] @
| = —— —— —
| y ﬂResearch E, ] “1- { & ‘
9 M S Thesaurus a M
| || Speliing & Tracking Protect
[l Grammar 93 Translate 25 Comment ..] - Document -

Protect

Proofing

Comments

Spelling and Grammar: English (United Iﬁm

Mot in Dictionary:
mouce

il

LLLA 3.7 USE THESAURUS

The thesaurus tool helps you to expand your vocabulary. It offers alternatives for a word.

@ Type the word: ‘happy’ © ©

@ sclect the word ‘happy’ o) - B'JLJ; L P | e

® Choose the Review tab o '."'“""""' S | LR

| & | -5 =~
@ Click the Thesaurus button. spia@“‘“""“‘& = _; TLiL “%:.p & % i
The thesaurus dialog box appears. | = e ‘“2:.:1m, '
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LLLd 3.8 FIND AND REPLACE

Your word processor can help you search for particular words in your document. This is
very helpful especially when you need to search through a long document.

After you find the word or phrase you are searching for, you can replace it with new
text by executing the Replace command.

Use Find option

(1) Type the following: | love cats. Cats are gentle and cuddly.
@ sclect the sentence

® Choose the Home tab

@ Click Find in the Editing group. A menu appears.

n -0 EH - Document2 - Microsoft Word

|_ Home | Inset  Pagelayout  References  Mallings  Review

Times New Roman '- i I— o ‘l—' 1!*

Pasle Quick Change
|g_- A"‘"”A“ | Styles = Styles = |

Cliphoard IF| Font nglaph IF] Styles {F]
E-:I T e e B I o B T B Sl Sl |

: (- —{— (5)

Ilove cats. Cats are gentle and cuddly. T

H “T7| Findtext in the document.

!_-l

‘Pageitofl | Words:8 | 5 |

@® Click the Find option on the menu. The Find and Replace dialog box appears.
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,l:!::. Lz': _E’ _..«ﬂ = Document? - Microsoft Word S B I
T ,
| Home | Insert Page Layout References Mailings Review View PDF l@

B, |- ECECEEE AL M oA
el | X N £

Paste = T Quick Change Editing
7|22 A Aa|A N Styles = Styles= | =

Clipboard " Font F] Paragraph ] Styles
;. S TR T A A T T s vh
e e )

Ilove cats. Cats are gentle and cuddlv.

Find IREp_lai:E| GoTo |

~|  Findwhat  |cats
; Options: Search Down

More =» |
]

Page:1of1l | Words18 <

Type cats in the Find What field

Click Find Next

Note that the ‘cats’ (first one) is highlighted

Click Find Next again

Note that ‘Cats’ (second one) is highlighted

Click Find Next. The following message should appear: ‘Word has finished searching
the selection. Do you want to search the remainder of the document?’

Click No

Click Cancel

e © © ©o°¢

Use Replace option

Select the sentence ‘I love cats. Cats are gentle and cuddly.’

Choose the Home tab

Click Replace in the Editing group. The Find and Replace dialog box appears.
Type cats in the Find What box

Type tigers in the Replace With box

Click Find Next. The first occurrence of the word ‘cats’ is highlighted

00000 e
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\, ) - 5 L.:'H ) s Document2 - Microsoft Ward - EK

Home | Insert  Pagelayout  References Mailings  Review  View  PDF @

b |- E-EEEE =
B B x| ESanE :ﬁ .:?}.,. EL‘ﬁ_}M

gl | Styles ~ Styles~ ||~
il Styles &

ot 1 | B A A A
Clipboard Font o

@ Click Replace. Word replaces the ‘cats’ with ‘figers’ and then highlights the second
occurrence of the word ‘cats.’

@® Click Replace. Word replaces the word ‘cats’ with ‘tigers’

© Click Close

Your text should now read, ‘I love tigers. Tigers are gentle and cuddly.’
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LLLY 3.9 USING DRAWING TOOLBAR

Click oninsert tab, next click on Shapes. Now click on New Drawing canvas.

b Relerenies Bailings Rewigw Viewr

B oA L LD g r:uh
I-—d:!.- -\f\_{ :"ﬂ'

| huﬂ

\.—I___.+_. R e S )

| 'Bnlr.ﬂu.pu. B

|EI_IE’U\/[_IF‘&P_\;DC’{P
oE9OUEOEAT %G
e B
g Block Amows
ingBass L4 e LPRE S S
£ Awnuo DD |phdalf
ofthe #rd:f e Ins
' Flowchart
1 o T 1 ] i P e X o et T
)-.ﬂ CUER@® I $ ATVE
B O E G

HE catiouts.
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Pac &) Mew Drawling Canvas

The format tab will appear as follows:

L B il T Dot - Microsoft Word e
Home  Insert Fage Layous Maings  Revew  View i rmat
E\\EIC-CI a ™ a i

R e ﬁ @ Emectse Eftecse

Insert Shapes

[

Page:lafl  Wordn0 30 Englshius)

You will notice that the options on the Ribbon have changed. It is categorized into five
sections labeled: Insert Shapes, Shape Styles, Shadow Effects, 3-D Effects, Arrange, and
Size. Each capabilities are described as follows:
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Insert Shapes

Here you can add lines, basic shapes, or flowchart symbols to your canvas with just one
click.

@ H9-0 = Document2 - Microsoft Word DwingTock | - = X
R Home Ingert Page Layout References Mailings Rewiew Wit Format 'ﬁ
Recently Used Shapes *i II-S“ a @ a9 i
B\\NDCOALLDI G 2 .
0l T e e O s ol il R
| Lines hape Styles i
R U Py PO T i T
Basic Shapes

EOJUOO0 ADOQD
O0ALe0@ Y&
CHOO@C I 3

Block Anmrows

DI LPRI S
€ 2wnopD > HIdn
GEa

Flowchart
Oo<-nblds0ay
CodN@B I ¢ AVAED
Qoo

Callouts
FReRn.aaEsn g
A8 4E (51 0 AD AD
Stars and Banners
LURPROO8enEAY
i =il

-

Practical Lab Activity

Insert Shapes

1. Click on insert tab

2. Click on shapes

3. Click on new drawing canvas

4. Click here to see all the shapes available
5. Insert the following shapes in your canvas:
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 Home  Insent  Pagelayout  References w Wedtw  Wew | Forma £
I O CIEE = a c R ]
|éeaggg & ! . . Shadow 3D ImnoeSﬂ-!
| E} ' ' Effects = Effects =
Insert Shapes

Unit 3: Word Processing

H9-8 = Document2 - Microsoft Word

g A”#—L
@Qﬂ*@‘

O =0LJ g

Page:lofl | Words:0 5 English[US)

(= ERT IR Document? - Microsoft Word DrawingTools - ™= X
G e , L.

mmmmmmmm'nm_' 3
Eﬂ\\DDDr

aTr2de 2 !Plﬂl L 1
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sieimimiwinin
Huu
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B
-
a
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Pagelofl  Words0 | 5 E
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Practical Lab Activity

Shape Styles

1. Draw four circles and click here to see all the shape styles.

2. Change the style of the circles as follows:

’@ H9-0 )+ Document2 - Microsoft Word DaogToak| - = X ]
e et Pagelayout  References  Mallings  Review  View Fomat ]
BExNOoO - 1

4" | Effeds~ Effeds~

s r2. 3‘ a @ S i
ALL00E Ens N

Insert Shapes Shape Styles

Em—— _t
Pageloll | Wordsid | S English(Us) [y Yo m—m—
Shadow Effects

If you would like to add shadow effects to your canvas, this option

gives a variety of choices.

BaUO0R - & >-lm|| @
gorvos- W < L

v ange  Size
= 4 Bmem - EMetic - -
Ensert Shapes Shape Stybey -

1 . S —
| opaa
T T |
Mo Shadow Efect -
r —
Drop Shadow
- i -
L ] L] Lol
ey L]
| . . FPeripective Shadow
PagELBI1 | Wordn0 o Enghih WIS i<
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Practical Lab Activity

Shadow Effects

1. Insert a triangle, circle and rectangle as shown below.
2. Click on shadow effects to add shadow to these three shapes as follows:

’Ei&} H®-3 = Bocumentd - Microscl Word

DrawingTogh - = X
Hame nsert Fage Lapout Reteences Wailngn Brview  View
BEJEOR - - > W (@ wm °

. -~ e = =
3?\;‘]?%2 = B ! . . . % Shadow 30 Amnge  Size
) = — 3 -+ .

* et = Effectse

Format L

Fien Shages “hape e

ANO [,

°
.

|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
' s -
' ———r—m e T
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|

3-D Effects

This option allows you to experiment with different 3-D effects that allow

you to make changes to your canvas color, lighting, surface, direction
and depth.

@ H9-0v = Documentd - Mscrosoft Word DewingTosh - = X
= Home  Inset  Pagelayout  References  Mailngs  Revew  View Format i
a0 - = -| w02

| o 3 = ki > P -
gorcen., BB W -z .

4T | Effecs - Effeds -
Insert Shapes Shape Stybes '

;_ pasch
b ©
Mo 3-0 a

h..

1} s

age 1 ofl | Worde0 D Enghuh s LR
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Practical Lab Activity

3-D Effects

1. Again, insert a triangle, circ

gaLionp

Insert Shapes Shape Styles

Unit 3: Word Processing

le and rectangle

2. Click on each shape and click on 3-D effects. The appearance of
the shapes will change as follows:

@ Ha-u Documentd - Microsoft Word

Home  dnsert  Pagelayout  Refersnces  Msilings  Review  View Format

DrawingTogls | = = X

- @ @ (@ % @
e R

= WP ettt emeas-

Arrange

This option helps to position the canvas. Methods of positioning can
range from text wrapping, ali

gnment, and rotation.

@ H9-6 = Documentd - Microsaft Word DrawingTaoks - = X
S pame  men  mories Reenws  Molings  Reiow  View Format o
BVOUR 1 - al|| (@ | |0
etz ol [ bl led
NNOCOAK S 5D e e e s
Insert Shapes Shape Styles. i)
A oy B B [ O 2
Ha%h B REHa L
Postion Bringto Sendto  Ted  Algn Group Rotate
A . 7 Positioning of canvas
@ d9-uvis Oocument - Microsatt word
B Mome  Insert  Pagelayout  References  Malings  Review  View
O9POOR - o &-| (@ (@) =
gopoces WS
IO A ¥ = 2P Emecs- Ereme -
\ imetian_____Twndie__E
|
|
— m | |
Pageilotl  Wordsi0 G English(US) [EEEE )

Pagetofl  Words0 (5 Enghih US) BoE e - ——————
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Practical Lab Activity

Arrange r

Change different positions of your canvas (created in class activity 3-D
effects) by clicking on position.

Figure below shows middle center position.

@M" Documenuhﬁmsonwd DrawingTools - = X F

Qmw u] u'auuwnm

”M (3 arangean .a {l== IS

|
|m

100% Switch | Macros
= || Sspnt |44 windows= | -

I Window I Macros

Size

This feature allows users to adjust the width and height of the canvas.

@ ﬂ" “J* Documents - Microsoft Word .,,,..“. S
BQQ@DW 2 2 ap- a - = El
<L E | = . | - :

Insert Shapes
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Practical Lab Activity

Size

1. Click on size.

il Documertd - Microseft Word

Dawing Tools - = 'l"
5 s Mailings view |1 e \ |
2. Change the height to 15 7 E :@:ﬁ; 2 Ls..:... 1 _ -
. | E = amange Al
and size to 25 as shown ...’::'mm

o Dsem

Bz ===

below:

LLIA 3.10 INSERT PICTURE

To insert a picture, follow these steps:
@ ClickonInsert tab
@ Click on Picture

;

® Select the picture you wish to insert
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Insert Picture

e

Loak in: | [ Sample Pictures

v @-2 X i@

E? My Recent
Documents

@ Deskkop
0 |-
=~ Documents

il
Computer

g My Network
Places

Sunsek Water lilies Winker

File name: ‘

o

Files of bype: ‘AII Pictures

e

Tools ~

l Insert '] [ Cancel

@ Choose a picture
Click on Insert

Insert Picture

Look in: [uj Sample Pictures

3, My Recent
Documents

@ Desktop

E

Documents

Sunset Waker lilies Winter

b
Computer

g My Metwork
Places

File name: |

Files of type: |.0.|| Pictures

Tools =

@® The picture will be inserted in your document
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= X

- E Document2 - Microsoft Word =
D\l 2~ 0 Pt Took
Inset  Pagelayout  References  Mailings  Review  View | Format | L

Home
. GPPcuresnape~ || [F@] & sringto Front < JE- bl

@ Brigntness =
&, Send to Back - _E_]

F . ro— ¥ :
(D Contrast - h ‘| IdJ d = g Picture Border =
| 4w Recolor= g = ) Picture Etfects = Pﬂl"m [of] Text wirapping + Sk~ sl'u
Adjust Pucture Styles ] Arrange

EEFEL] = i) =+,

_Pagelofl | Word::0 | P English{Us) |

LLLA 3.11 USE CLIP ART TO INSERT PICTURE

Clip art is a collection of simple pictures or drawings found in MS Word.

@ Click on the Insert tab, in the Illustrations group, click Clip Art.

=58 5 7
® — == Bu =
Picture Clip Shapes SmartAt Chart

Art v
Tlustrations

The Clip Art task panel appears as follows:

E n-9 = Document? - Microsoft Word
- Home |lr;Fi Page Layout References Mailings Review View 7]
[A | = QuickPats~ &~ T Equation ~

o

: Jowa: @ 3
o 3 Eesl| b it — et B 2 smoor
io

Picture | Cli =
A | il chant - | =] Page Number= gy~ A5 DropCap -

Pages = Table
Header & Footer

I | Tables Mustrations

™

| Pageitofl | Wordsi0 | & English (LK)
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@ |n the Clip Art task pane, in the Search for text box, type animals

© Click Go.
O n the list of results, click the picture of any animal to insert it.

HN-8 = Dioasment? - Microus® Word Fretne Teoh e
Home  dmen  Pagelsmen  Bebermces  Msiegi  Baview  View | Famal | "
 Baghmess = 1 ) — . Ly Pune Shape - j SR enngro Front - e | ET]
S i B it

—
oommsts By el | .__I} - [ Punuse Sower - pontren, hisendto 52 4 || -
g Reecnlor = ﬁ T o Ptsi B ¢ = a'ﬂ-d Wripging * Sk -

L=

Pagedofl | Wesdu0 3 Englivh RL3)

LLLA 3.12 FORMAT PICTURES

There are two ways of resizing pictures:
@ With the mouse
@ With the picture command

Resizing picture with the mouse

To format your picture, follow these steps:
@ Click on the picture. What happens?

'Eg H-dEd ) Document2 - Microsaft Word P, - X
' Home Insert FPagelayout References Mallings Reew View POF | Fomat | @

|
f .

| & Brgntness - QA | e = - P picture shape~ | g | || ]
| (b contrast - il |l il - T Picture Border -

L
= Arrange Size
G Recolor= g ¥ Picture Effects = w u
Adjust PFicture Styles i

o

IS - g e T T A R e e T
=

.

Z |

: :
i m
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@ To increase or decrease the size of the picture drag the corner handle. When you
are satisfied with the size, release the mouse button.

Resizing picture with the picture command

@ Click on the picture
Click on Format
Click on Size

@ You wil be provided with the height and width. Increase the height and decrease
the height and observe what happen:s.

(o) 9-0EH - Document? - Microsoft Ward = =%
ey =
= Home Insett Pagelayout References  Mailings Review \View  PDF 1 Format | &
& Brigntness = Ji || Fm—0——"— . ¥ Picture Shape [ 1
(D Contrast = 1 |d -l - Picture Border =
:.? — - o Amrange | Size
Smrecotor > Ny | Picture Effects = i

Adjust Picture Styles o

— lijd- 51| Heigne: 1827

Page:lofl | Words:0 | <P BT

LLLA 3.13 INSERT AND FORMAT TABLES

A table is made up of rows and columns of cells that you can fill with text and graphics.
Tables are often used to organize and present information.

Creating a table
To create a table, follow these steps:
@ Place the cursor where you want the table to be created.

@ Click on insert tab, click on Table. Table
® The following window will appear, click on Insert Table. T
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Document3 - Microsoft Word = = i
| Pagelayout  References  Mailings  Review  View o

il

D E% {Pshapes~ | @, (o Header~ A| d Qupatss Z- TL causton -
e 0 ﬁsmml I.Int! . Footer = I Aworcan- F} €2 symboi-
At il Chart - | () PageNumber= || Bog~ AZ DropCap- !ﬂv.

oo
ag
| oo

| =
|=

[=]

{....T.....
0000000000

O
HEDDUDDUDU

|| Header & Footer || Text Symbais

DDDDDDDEIDE]
G Insert Table...

<3 Draw Table

B it

Quiick Tables

@ Under table size, enter

Page:1ofl | Words:0 | English LK)

the Number of columns and rows.

Documents - Micrasoft Word S

@@u.“
Wome | insert | Pagelmout  References  Maiings  Review  View ]

Table
¥= Page Break =
Pages

[
Tables |

A} CoverPage - !
L] Biank Page =

| Picture  Clip

— | EE G shapes g (3 Heager - [ 3 Quick Parts = [ @& - T Equation ~
Dﬁs,.m||| ||§Fww |4mm' 2 ‘ﬂwl' i
- u-‘

At Box» 2= Orop Cap -

IEEEY, Insert Table f 163 Text Symbols

Page:iofl  Words:0 | 5 English (UK) |

Format tables

Selecting table styles

© You can format the table by clicking here.
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\ H9-0 )+ Document3 - Microsoft Word | Table Tools i W
Home Insert Page Layout References Mailings Review View |‘ Design | Layout | @
|¥] Header Row ¥ First Column = ‘fg Shading = . - Eéi E--
[ Total Row astCoumn  ||IEEE T oo B e - hﬂﬂﬂlﬂeﬁH 14 pt - -
v [ | Draw Eraser
0 — &g iPen Color ~ Table
Table Style Options Table Styles i Draw Borders. Bl
4"
— - - = ——— - > ——
_Pageilofl | Words:0 | 5 English (UK) [E0R = =|lmse-—U———

@ A set of table styles will appear as follows:

ikl - 8 ® Dowmuments - Microsoft Werd Tabde Tenit - =%
% = - 5 |
¥ Header Row @ First Column | Plain Tabiles -

| [P Totai Row " Last Codumn
¥ BandedRowt  Banded Columm
Tabie Sybte Oplsony

. | Pagetoft  wordo % |

® Choose any one.
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Changing alignment of text in tables

Create the following table and insert the text as shown below:

FORM 1 FORM 2 FORM 3 FORM 4 FORM 5
Mary jane John sarah kate

To change the alignment of text, follow these steps:
@ Highlight the table
@ Right click on the table

| Merge Celts
|HE Distribute Rows Evenly
tH  Distribute Columns Evenly
|4 Oraw Table
] Borders and Shading...

@ Choose Align center

The table will appear as follows:
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Changing borders in tables

To change the borders, follow these steps:
@ Highlight the table

@ Right click on the table

© Click on Borders and Shading

|mm|mhpmmwmmmmmrm u-tl

Calibri [Bogdy) 1 } "E*""":-'H'- i ;
Bz u- i-nlaihﬁ,.; ﬁ,ﬁ &2 |-f_,|

Cug
Lopy

Pasté

Insert "
[erge Celly

Detlrimine Bows Evagly
Datribrude Cotumng Eventy
Doayy Tatile
Boaders and Shading...

CRlEEE Bex|[

-

Cell Algrmend
AuoFil '

Page:1ofl | Woidi 15 | (B Engiish (United kingdom) |

The following window will appear:
@ sclect a border

Borders and Shading -
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@ Your table will appear as follows:

(O] 9 0 5 VI Document - Mcrschvord i i
"2/ Home | Inset  Pagelwout  References  Muilings  Review  View  PDF o

i LT ] M 1 =l E2]
(BT B-dex k% B W W fy A

el | vy BRI || s e
| Chipbard Fent i R ot

_— 1
Fage:lefd | Words 15 OB Enghish Anfled Kingdom] |

To add a row below:

@ Create atable with 4 rows and 5 columns.
@ Add the following text to your table:

A B & D E
30 45 67 89 23
i 12 73 90 36
67 45 67 68 89
® Right-clickin cell A, to add a row below. (4] (5]
@ Click on Insert "
@® Click on Insert Rows Below -
% Paste Rows
! Insert bl insert Columns to the Left
] £ Cells.. [ nsest Columns to the e
‘%;—-—\q " Jal ;:I‘:C:II:... d; Inert Rows Abowve kil e é
E Heme. [SRE Ll Borden and Shading... s Insedt Rows Jelow ok R i L
|_.__1'j A COD Y Tent pinection.. Se Insgrt el
;;m d | B Cell Alignment * Quick Change fditing
S | .. : oies . '
Clipboard B Tavie Roperties.
=3l 2 puiets »
i =
: B typennk,,
= i voekup. [ |
E Sgnarm "
Tranalate

t B ! B

= C.llhlrillm-ll 'y ;.3- 7
=] BEW-A-ipic-

2|8|3|°
-
£
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A new row will be added below the cell as follows:

_._Jm:Lm nplquu m..

E-E-w e
B I U -nw:ﬁﬂa == ll-l i
% V- A A KN @* v~ 54
Fant Puagagh

Pagelofl | Werdw 20 (X Enginh (United tingooml (4

NOTE: to add rows above, follow same steps as above, but at step 3, click on insert rows
above.

To add a column to the right

@ Create atable with 2 rows and 5 columns

@ Right-click in first cell in column 5, to add a column to the right.
® Click on Insert

O Click on Insert columns to the right

il = ® Document3 - Microsoft Word Table Tools - x
| Home | imsert mmmmmm'm ot L2
A camn i - ﬂuw; Y
4 | e .s.s,:-r[:}mIIII z%
= e S hll& A Bh EH[TI Shyes - Stfes> -
W" Faragrapgh fa styles fa
Calleii  +f11 « A &7 By
B/ EW-A-#FFS
@ , — T
k 14
A Cor
B Paste
|4l tnsent Columns te the Left Insert —@
e iﬂ- Insert Columns ta the Bight Relete Cents...
{44 tnsert Rows Above |l sgin cems..
Iﬂ Insert Rows feiow L) Borgers and Shading..
|5 Insget Cells.. 11t Text Direction...
Cell Alignament
Autofit
3  Table Properties..,
Pagulofl | Words0 35 Englishiui) & =1 Bieta
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A new column will be added to the right as follows:

1._""_ HN-4 = Datumen3 - hsosol Word Taisis Tasin = X
o=
~ Home vt Fuge Layout Heferencen Wit Brars W Dwugn —EymE
= Cit 1+ e E
;ﬂ-ﬂ B & U cdaow x| EEEN 2 g%‘
Bl S el = Rt LLEE Shyhri - e =
| cupbemd Fart - [a— S
I__.h..._ - —_——— R L = ==
| .
|
I |
|
|
o
.’:"
.
—
Pageloll W0 5 Enghehmiky CERRR]T S

NOTE: to add columns to the left, follow same steps as above, but atf step 3, click on
insert columns to the right.

. . Instructions to teachers:
A. Circle the letter which shows the correct .. ociivity orally ’
answer first, followed by written

tasks.
1.In MS Word we can use the

.............................

feature to look up synonyms of words in our document.
A Spelling and grammar B bulleted list C Clip Art D Thesaurus

2 e is a collection of pictures and drawings
present in MS Word

A Programs B WordArt C Text D Clip Art

......................................
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Class Activity

fasks.

1. The Find and Replace feature allows you to find

a word or phrase in your text.

N - Instructions to teachers:
B. Write true or false in the box at the end of et ’

Do the activity orally
each sentence. ‘ first, followed by written

2. We cannot add or delete columns and rows in a table.

3. We cannot type text in a table.

C. Match the following buttons to its respective function:

3 Find ~ Appears at the top of every page
e Numbered list
Used to insert a picture

Gl Is used to search for a word in your
S document
Bk

Clip

Art

Inserts a table

Header Bulleted list

-

Appears at the bottom of every

page

e e o ——— —
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Instructions:

» Before starting the following activity, type your name and class.
» After completing this activity, print a copy to be kept in your folder.

Type the following text according to the format given:

Font style: Arial black

Font size: 36

Font color: Blue

Put text to italic and underline

History of C(imputers

The development of the wodern day computer was the result of advances tn
technologies and man's need to quantify). Papyrus helped early man to record
Language and nuwbers. The abacus was one of the first cownting machines.

Sowme of the eartier mechanical counting machines Lacked the technology to
makre the design work. For instance some had parks wade of wood prior to metal
manipulation and wanufacturing.

Font style: Bradley Hand ITC
Font size: 14

Font color: Black

Put text to bold
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Instructions:

» Before starting the following activity, type your name and class.
» After completing this activity, print a copy to be kept in your folder.

Type the following text

What is a virus?

A computer virus is a small computer program that spreads from one
computer to another computer. They can also try to damage your
software, your hardware, and your files. A computer virus may corrupt
or delete data on a computer, use an e-mail program to spread the
virus to other computers, or even delete everything on the hard disk.

What is a worm?

A worm, like a virus, is designed to copy itself from one computer

to another, but it does so automatically. Once a worm is in your
system, it can travel alone. A great danger of worms is their ability
to reproduce in great volume. For example, a worm could send out
copies of itself fo everyone listed in your e-mail address book.

Instructions:

1. Right align first paragraph and insert 1.5 line spacing.
2. Justify second paragraph and insert double spacing.

NOTE: your document should be as follows:

What is a virus?

A computer virus is a small computer program that spreads from
one computer to another computer.They can also try to damage
your software, your hardware, and your files. A computer virus may
corrupt or delete data on a computer, use an e-mail program to
spread the virus to other computers, or even delete everything on
the hard disk.

What is a worm?

A worm, like a virus, is designed to copy itself from one computer to
another, but it does so automatically. Once a wormis in your system, it
can travel alone. A great danger of worms is their ability to reproduce
in great volume. For example, a worm could send out copies of itself
to everyone listed in your e-mail address book.
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Instructions:

» Before starting the following activity, type your name and class.
» After completing this activity, print a copy to be kept in your folder.

Type the following text:

Computer laboratory guidelines

> Ask your teacher permission before performing any activity in
the laboratory.

> Do not step on computer cables.

> Do not run or play n the laboratory.

> Do not eat or drink in the laboratory.

PC care guidelines

Do not operate your PC during heavy rain or lightning.
Do not touch any internal part of the computer.
Avoid exchanging pen drives with your friends.

Scan your pen drive for any virus before using it.

e e

Instructions:

1. Use bullets for first paragraph.

2. Use numbering for second paragraph.
3. Insert the header: guidelines.

4. Insert page number.

5. Insert a page border.
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Instructions:

» Before starting the following activity, type your name and class.
» After completing this activity, print a copy to be kept in your folder.

Type the following text:

fairies of her race.

magician but to no avail.

The sun shins on the magic forest. It also shines on a giante oak tree,
many centuries old. It's in this free that Mary's family lives. Mary is
a young Fairy; she’s very small, barely a few centimeters like all the

The problem is that poore Mary is suffering from a myssterious illness.
The magician was very upsett. He had never encountered any such
sicknesse before. He searched the memorie books left by previous

1. Run spelling and grammar check

2. Change the following words:

Shins to shines

Giante to giant

Poore fo poor
Myssterious to mysterious
Upsett fo upset
Sicknesse to sickness
Memorie to memory

3. Use thesaurus to change
small to little
illness to disease
problem to trouble
previous to preceding

4. Use find and replace to
replace the word Mary
with Sarah.

5. Add paragraph border and
shading (any colour).

6. Your document will be as
follows:

’@ H9-0 = Document2 - Microsoft Word - = x
[ =
- Homi Insert | Pagelayout | References  Mailings  Review  View
B ] |ty Orientation = ¥=1= 2} Watermark =  Indent Spacing 9

= [a]- 13 Size - $)-  pagecCotor- = 0em | b= =
Themes & | Margins 5 z | o= Amange

il ] - EEcComns- b~ []PageBorgers | §E0om s liiahom v

Themes Fage Setup “ | Page Background Paragraph

i

Page:1of1 | Words:B3 < English (U5)
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Instructions:

* Before starting the following activity, type your name and class.
» After completing this activity, print a copy to be kept in your folder.

Reproduce the following, by using the different shapes.

p
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Instructions:

» Before starting the following activity, type your name and class.
» After completing this activity, print a copy to be kept in your folder.

Using shapes, draw the following:
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Instructions:

» Before starting the following activity, type your name and class.
» After completing this activity, print a copy to be kept in your folder.

1. Create a table with 6 rows and 4 columns and insert the data as follows:

NAME MATHS ENGLISH FRENCH
Anil 45 67 90
Rita 35 40 63
John 59 49 78
Ben 70 56 88
Anna 39 65 o7

. Change text alignment to align center

. Change table style

. Change border and click on preview to apply border to four sides of table.

. Add a row below Anna to insert the name: Jane and add the marks as
follows: Maths: 50, English: 70, French: 80.
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6. Add a column to the right of English and insert the heading Science.

7. Your table should be as follows:
NAME MATHS ENGLISH Science FRENCH
Anil 45 67 90
Rita 35 40 63
John 59 49 78
Ben 70 56 88
Anna 39 65 57
Jane 50 70 80
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