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COMPUTER - A SMART MACHINE

LEARNING IN THIS CHAPTER

¢ Computer vs Human
¢ Uses of computers in different fields
o Types of computers

A computer is a very useful machine. It is used almost
everywhere, such as in schools, homes, shops, offices, banks,
and hospitals. It has become animportant part of our lives.

A computer has some wonderful features that make it smarter

than human beings. Let us know about each feature, one by one.

m Humans may
forget the
information stored
in their mind.

aﬂnoumt of information and
never forgets it.

PR A computer Humans need
\7.\8 J works very fast more time to
© and can do m do any work as
many jobs at the compared to a
same time. computer.




—

A computer
does not make
any mistake.

A computer

work for
long hours.

A computer
cannot take
its own
decisions.

A computer

A computer
does not have
any feelings.
For example,

if you hit a monitor,
it does not react.

mml(ips

does not get
tired and can

r-esf'after
working for
some time.
Humans can
m take their own
decisions.

W°"'.k5 ona ORDERS
human's orders.

Humans can
make mistakes.

Humans need

Humans do not
need any order
to work.

Humans have
feelings.
For example, &
if you get hurt
you feel the pain.

S\ A




USES OF COMPUTERS IN DIFFERENT FIELDS

Youmust have seen computers at many places. They are used inalmost all fields of life.

Vatching movies and listening < Keeping records of books and
to songs helping teachers in teaching
- Searching for information on < Making timetable, report
any topic cards, and library records
- Playing games < Doing practical workin lab
~ Doing homework < Helping students to draw and

colour pictures

SHOPS AND OFFICES

< Keeping records of items © Keeping the details of bank

< Typingand printing bills accounts
< Sending and receiving messages < Taking out money from ATMs
inoffices

P, N @ Learning H
' - Computers with Kips
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~ Keeping records of patients ¢ Designing clothes, cars,
machines, buildings, etfc.

~ Preparing medical reports, X-
> Designing and printing books,

rays,etc. }

_ _ newspapers, magazines, etc.

~ Helping doctors learn more < Making cartoons and animated
about diseases and their causes movies

RAILWAY STATIONS AND AIRPORTS SPACE RESEARCH AND DEFENCE

< Booking tickets ~ Finding information about
<+ Keeping records of all space
passengers ~ Sending rockets into space
“ Giving information about ~ Helping the military make
arrival and departure timing security weapons

“ Learning how to drive a car or fly an aeroplane

< Learning different languages, cooking, and much
more

oy Kips % ’
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TYPES OF COMPUTERS

Computers come in many shapes and sizes.

I
% This is a Desktop Computer.
» Desktop computers are big in size.

% They are kept on a desk or table.

» This is a Laptop.

< It is small in size. It can be easily kept on our lap also.

< A laptop can be carried around easily.

» A Tablet is smaller thana laptop.

< It has a touch screen on which we can write using a special
pen.

- A Smartphone is a mobile phone that lets you make
calls, send messages, and store phone numbers.

» It can also be used to share pictures and videos,
read e-mails, and search for information on the

Internet.

'? compots win KPS
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SECTION - A

Fill in the blanks with the help of the hints given below.

1. Acomputerworksonahuman . Hints 2
« Bills

2.  Acomputerisused for keeping of allitems. Cink

3.  Acomputerisused for designing . ® Records
e Orders

4.  Acomputer canbeused for printing

Write T (True) orF (False).

1. Wecannot draw pictures onacomputer.

Desktop computersarebiginsize.

UL

2
3.  Computersareusedinoffices for calculating marks.
4

Computers are used in hospitals for preparing medical reports.

Match the following.

A B
To send rockets Tablet
] __ To pr "FbTIE Schools
"It has a touch screen Space
~ Making timetable | Railways and Airports
To book tickets Shops

bompots i KiipS € \ '
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SECTION - B
f_ Tick the right answer.
11, | A does not have feelings.
a. Computer b. Human c.None of these
2. |A canbe kept onour lap.
a.Palmtop b.Laptop c. Desktop
= 1 I T lets you make calls, send messages, and store phone numbers.
a. Calculator b. Smartphone c. None of these
4. i 1S USEd TO Takeout the money.
a.Car b. Tablet c.ATM

IB.] Answer the following questions.

1. Name the three types of computers.

2.  Mentionany two features of acomputer.

-------------------------------------------------------

3. | Nameany two places where computers are used.

4.  Name the computer onwhich we can write using a special pen.

5.  Whichdevice is used to make calls, share images, and store phone numbers ?

. - ' L Learning -
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For Teachers 7

< Divide the students into four groups and discuss the uses of a computer in
different fields.

+ Demonstrate to the students how to open WordPad and enter text init.

— —— e

" For Students

< Open WordPad by clicking on the Start > Windows Accessories > WordPad. j

< Type the sentences given below and fill in the blanks by arranging the
jumbled words.

< PressCapslLock °*=“* totypeincapital letters.

¢ Press the Spacebar key | ' togive space between two words.

fr - e, o e =]

1. I love to play games on a computer at my . . |
E m [0 [H
2. My teacher uses a computer in the ... ... for preparing

report cards. L] & @l o [C) (s

3. My father uses a computer at his

Bl mE o B
4. Computersare used in ... fOr Keeping the details
of accounts. N] K (B @ 5

< Save the file by clicking on the Save button or selecting the option from the
File menu. Type any name in the File name box.

Click on the Save button. Then, click the Close button E3. / |
. e o——13 1ol




A. Find the activities that you can do on a computer in the word grid given
below. Circle them with your crayons. Take help of the hints given below.

w|IOZIm|O|<| 4|0 |w|(O
mrl | Z Ol mol>|>»
2IM(OD|O(A|»nw|dA| m|c

shbmim ]| <€ ] < | | =] 5D

Q< [T (>»|(X|O|O|ST|P®|C

LIA|T|E
LI EDPEDPE
X[N|P|c
TITIE]lT .
R|I[N]|T
HI O|G|A
PID|c|k
Q| D SLA
B|R|O|U|,
AlM[E|sS]]

Hints S

® Print

* Calculate

¢ Design

* Draw

® Play Games
e Type

e Store

B. Draw arrows from the boxes to the picture of a human or computer that
they matchwith.

Can take a decision

Can work very fast

®
¢
‘

Does not need orders

Does not make any mistake

9 © W e

Visit http://www.learn4good.com/kids-games/maze/funtoplay. htm and
http://www.alfatyping.com/freetypinggames/abc-jumpers.html
to improve your keyboard skills.




FUNITIME

A. Click on the GCompris educational software.

Click on the Search Specific Activities button Q| — Select Photo
Hunter B8

There are three
differences between the
two images. Identify and
click on the difference.
One has been done for
you.

@

B. Have fun with another game. Select the activity Mathematics m >
Numeration m > The magician haT'.

Start the game by clicking on
the hat. Some stars will hide
under the hat. Add the
number of stars shown in the
first two rows. Click on the
correct number of stars in
the blue boxes and click on




PARTS OF A COMPUTER

LEARNING IN THIS CHAPTER pumy

» Four main parts of a computer
o Other parts of a computer, such as Printer,
Microphone, Speakers, and CD pr

A human body is made up of different parts. Each part has a
special work to do. In the same way, a computer is made up of
different parts. All these parts together make a computer work.

A computer is a machine that has four main parts: Monitor,
Keyboard, CPU, and Mouse.

MONITOR

A monitor looks likea TV screen.

L) It shows the text typed in and the
work done by us. It also displays
the results.

KEYBOARD

i

=% A keyboard has many buttons, which are called keys.

BN

7 A keyboard is used for typing letters, words,
numbers, and special symbols.

| Astandard keyboard has 104 keys.

[

N

0

CENTRAL PROCESSING UNIT (CPV)

CPU stands for Central Processing Unit.
CPU is called the brain of a computer.

2 [DIE (TRt T

It helpsacomputer to think and do all its work.

¥
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® It alsohelpsacomputer to remember things.

& Alltheotherparts of the computer are attached to the CPU by wires.
MOUSE

A computer mouse has two buttons oniit.

Itisusedtopoint, move,and select any item on the computer
screenor monitor.

A mouse also helps us to draw pictures and play games.

TYPES OF MOUSE

A mouse can be of different types:

Two-button mouse Scroll mouse

Scroll Mouse

A scroll mouse has a scroll wheel in the middle of the left and right buttons. We can
move a page up and down by moving the scroll wheel.

A scroll mouse is of two types:

A ball mouse has a ball under it. This ball helps to move the
mouse pointer on the screen.

Ball mouse

An optical mouse uses light instead of a ball for the movement
of the mouse pointer.

Optical mouse

Learning B
Computers with KIPS
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MORE PARTS OF A COMPUTER

Apart from the four main parts, there are some other parts of a computer, which can
be attached to it for different functions.

PRINTER
@ A printer is used to print the text or pictures on a paper.
& It can print in black and white or colour.

|
@ The printed copy on a paper is called the hard copy.

Some commonly used printers

Dot matrix Inkjet Laser ‘

MICROPHONE --\

| A microphone is used to record our voice and different sounds into a
computer. It also helpsus to talk to our friends through the internet. 4

SPEAKERS

H—W Speakers allow us to listen to music and hear the sound effects
® storedinacomputer.

HEADPHONES

{# Headphones are used to listen to music as well as recorded
sounds without disturbing others.

':_ ITIIJ it __ / complllﬂﬂllﬁl Klps 9
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COMPACT DISC (CD)

~ (&) ACDisroundinshape. Itisusedtostorealotof information.
Itisashiny disk that runsonaCD drive.
The CDdrive is fixed in the CPU.

HARD DISK

#/ Harddiskislike abox, whichis fixed inside the CPU.

J
e

Itisused tostore computer data.

PEN DRIVE
It is a small rectangular device, that is used for transfering

data from one computer to another.
@ TtisalsocalledaFlash drive, Thumb drive, or Jump drive.

&

Computer Care Tip ™ Computer Care Tip

Always press the keys of a keyboard gently. Hitting | | pi; o v our computer ina cool, clean, and dry place.
them hard can damage the inner connections.

Uk
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SECTION - A

Fill in the blanks with the help of the hints given below.

CD stands for ; Hints S
A standard keyboard has keys. * Microphone
A mouse has buttonsonit. * 104

A is used o record our voice into a computer. St
Write T (True) or F (False).

The buttons on a keyboard are called keys.

Inkjet is a kind of printer.

Speakers are used to record sound.
-
A printer shows the text on the monitor. |

Match the parts of a computer with their pictures.

et oL T BN

Pen drive * ® Monitor
Mouse ® ® | Microphone
Speakers # % CPU
Headphones & ¥ Hard disk

Learning g
Computers with Kips 9
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SECTION-B

Tick the right answer.

1. Which one of the following is not used to store data?

a. Keyboard b. Pen drive c. Hard disk
2.  The printed copy on paper is called the ..........

a. Softcopy b. Record copy c. Hard copy
3 A helps in playing games and drawing pictures.

a. Keyboard b. Mouse c..CPU

4. CPU stands for

a. Central Processing Unit b. Central Processed Unit

c. Center Processed Unit

Answer the following questions.

'h.l

Name the main parts of a computer.

2. Which part of a computer is used to point at and select an object?

3.  Name the computer part that is known as the brain of a computer.

4. Which part of a computer looks like a TV?

5. Name the device that is used for transferring data from one computer to
another.

Learning
Computers with KIPS @




A. Fill in the crossword with the help of the picture hints.

d

(#

="

-

J

B. Search the computer parts in the given picture and write their names in

the given space.

1.
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For Teachers—7

+ Show the different parts of a computer to the students in the lab.
¥+ Askthem to spell each part of acomputer five times.
+ Demonstrate how to putaCD inthe CD Drive.

For Students

¥+ Open WordPad by clicking onthe Start > Windows Accessories > WordPad.

¥+ Type the following sentences and fill in the blanks by using the jumbled
letters, given in the blocks.

1. Thavemany keys.Iama@.........mn. e, | Y/E/K|R/O/AID|B
8. Tlookilikea TV. FamMe . .ommmumsmimimmmsiims . |RIO[TIIINOM
3. Tamthebrainof acomputer.Iama ... . |PlUc]

4. Tamusedtorecordyour VvoiCe. ... |C|RIOIM|P|H|O|T|N|E
5. Iamused totake printoutonpaper........... LTIPITINJRIE|R
6. Thelpyoutolistentomusic. ... _’__[E]'STE PIA[ERRIS

Online Links Visit the sites: www.quia.com/rr/33090.html and
— http://www.thekidzpage.com/online-jigsaw-puzzles-html|5/

for solving the quiz activity.
Visit the site: www.growing.course.com/level_2/index.html
to know about the different parts of a computer.
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HOW DOES A COMPUTER WORK?

LEARNING IN THIS CHAPTER

» Real life examples of IPO ® Process
¢ Input ¢ Output

A computer cannot work on its own. We need to enter letters, numbers, pictures, and
instructions into the computer to make it work. These are called data. Different
parts of acomputer do different tasks. A computer works in three basic steps:

INPUT PROCESS OUTPUT

BLUNT PENCIL SHARPENING SHARP PENCIL

-‘/"
¥ ’\M

INPUT PROCESS OUTPUT

DIRTY CLOTHES WASHING CLEAN CLOTHES
7 7%

Let us understand these steps by taking an example of our body. @
When a teacher asks us a question, we hear with our ears and see with

our eyes. The ears and eyes are the input units. Our brain stores ZES
G everything that a teacher says. Then, it thinks of an answer and %R

‘ orders us to speak. In this way, the brainworks like a processing unit. .-
When we answer with our mouth, it works like an output unit. ?

| Y / .
Learning -
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INPUT

The data and instructions that we enter into a computer

are called Input. We input data using a keyboard and
mouse.

| PROCESS

Working on the data is called Processing. The CPU works on the data
and does all the thinking and calculations.

OUTPUT

Output means the final result. When the CPU finishes
processing the data, the output is displayed on the monitor.
Monitor and printer are the most common output devices.

’vg Let us understand the working of a computer with an example.

&

The data and Now, the CPU will 7 is the correct
instructions work on the data result or output
together are the according to the of the sum:
input. Here, 2 and 5 instructions, i.e., 2+ 9=,
are the data and '+ it will add the
is the instruction. numbers 2 and 5.

_. =g =P :
£ 2.5, 2+5 7 _q

Learning

Computers with Kl PS
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SECTION-A .

A]| Fill in the blanks using the words given in the hints box. :
1 The data that we enter into the computer is knownas '
2. is the result given by a computer.

3. Whenacomputer workson the data, it iscalled........c.......

4. Weenter into the computer.

5. Datacanbe , ,words, and
ﬂh » Output » Data and Instructions e Letters o Numbers

_r ® Processing ® Input ® Pictures
Bl Write™ ' (True) orF(False). .

1. Datatypedintoacomputeris called output. i

2. Acomputer cannot workonits own. -

3. Monitorand printer are the most common input devices. i |
4. Wegetoutput from the computer. -

SECTION -B

Al Tick the right answer.

-
-

Which among the following parts of a computer does all the calculations?
a. Speaker b. CPU c. Mouse

2. What are the data and instructions together known as?

a. Output b. Process c. Input il

' Learning . %
‘
A

s & @
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.~ 3. Which part of a computer works like a human brain?
a. CPU b. Monitor c. Printer

) Answer the following questions.

° 1. Mention the three-step process on which a computer works.

2. Which part of a computer works on data to give the output?

3. Name the term used for the final result that we get after processing.

4. Which part of a computer displays the output?

IC] Look at the pictures given below. Label the boxes with [I] for Input, [P]
for Processing, and [O] for Output.

I i

Milk, Chocolate, Sugar, and Pan Chocolate milk

Cloth

Juicer Fruits

[ | | | | |

]
2 & @ & @
L]

]

L]
¢ N
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A. Click onthe GCompris educational software.

¥ Click on The Search Specific Activities button Q] — Select Simple

Observe the falling
letters on the screen.
Press the key matching
the falling letters on the
keyboard.

L ®
B. Click on the Search Specific Activities button Q| — Select Count the
items 3 .

~ Different items will
appear on the screen.
Count the total
number of each item.
Type the answer in the
box on the top-left

- side of the screen.

Learning
cnmputers with Klp N
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For Teachers 7

» Take the students to the computer lab. Show them the different input and
output devices.

&
P For Students

Write the input, processing, and output for the following things.

| MACHINE  INPUT  PROCESS = OUTPUT

Dialinga | Connecting

' Telephone |
| P  number | the number ... |
| Washing Dirty i Washed
machine | clothes |............... ‘ clothes
| Food Cutting the
processor | .. vegetable |
| Camera ‘ Seftingrihe Clicking
| camera
| Numbers and Calculated
Calculator
| operators | . ..o .~ answer |
: | - : ; — |
‘ 4 Mango, Milk, : .
e | e Chuming |

Hints:

Chopped vegetable, Ready photograph, Speaking to a friend, Big pieces of
vegetable, Mango shake, Washing, Calculating




‘ STy XIMathy .t

Click on the Start icon E > Tux of Math Command > Tux of Math Command (Full
Screen) 2.

=

Links

T

Online

#,
Tux of Math
Command |

Tux of Math ~_ © Download Tux Math by
Command (Full Screen) | visiting the site
http://tux4kids.alioth.de
- bian.org/tuxmath.php

-1 Select the
| Play Alone
option.

Click on Math Command
Training Academy.

Learning

Computers with KIPS




| Click on Addition:
Sums to 15

- As the numbers with addition symbol start falling, calculate the sum. Type the
calculated number from the keyboard and press the Enter key to strike the
numbers.

Press Esc key to come back to the Main Menu.

Click the Right arrow @ to perform the other mathematical functions, like Subtraction,
Multiplication, Division, etc.




OPERATING A COMPUTER

e Steps to start a computer e Re-sizing and moving a window
e Starting a program e How to shut down a computer?

EARNING IN THIS CHAPTER /J

Students, in the previous chapters we have learnt about the parts and functions of a
computer. Now, let us learn how to work on a computer. To start a computer, follow
these steps:

¥1' Switch on the main power " switchonthe UPS button.
supply button.

UPS
, \UUE Main Power Button
; Yy Supply Button

¥1 switch on the nower ' Switch on the monitor button and wait
supply button of the CPU. for sometime.

CPU Power gMonitor
Button Button

You will find a welcome screen of Windows 10.

Students, you will enjoy working with Windows 10, as it is very easy to use.

Windows 10 is the most popular program that makes the computer work.

® The first screen that appears on starting a computer is known as the Desktop.




_ . @ TheWordPadwindow will become small insize.

® The Desktop holds many small 3
pictures, knownas icons.

@ The thin bar at the bottom of the
desktop is called the Taskbar.

When you peep through your room's
window, you can see different views.

In the same way, you can open and view
many programs in Windows, like Paint,
movies, music, and games.

e =& Dt Wi = K2 X
- 0
D :fc.- — i e XS . i ‘-— .__}y __.; -:, ‘_.

e et Pwet  Coteand

- gy L

W STARTING A PROGRAM

L
B/ ldxx Z-A- EZTIARS "o he

a To open the WordPad program, follow the
steps given below:

-. ® Click on the Start > Windows
|' Accessories > WordPad.

The WordPad window will open.

o = [ |

RE-SIZING A WINDOW

Restore Down

You can change the size of awindow. buttorl
Look at the Control buttons at the top right corner of e : @
1'he Tlﬂe bar. Control buttons

@ Clickonthemiddle button (Restore Down).

e hm-ml':;}nimize —E :EL_:_
n ICIose
« »m Again click on the middle button to get back to its Maximize

" normal size.

. 34
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HOW TO SHUT DOWN A COMPUTER?

Afteryour workis finished, you should always shut down the computer.

3
Click on the
Shut down option.

RoN| B, hie Witch 2 Sana

Adobe Photos... | Microsoft News

Click on the
Power button.

Click on the
Start button.

Now, wait for some time till the computer turns

L Type here to search

off automatically. e T T

@ Then, switch off the monitor button. ol :
Switching off the main power supply

@ Switch off the UPS and the main power supply = button of the computer directly without
shutting down the CPU can harm the

button. computer.

SECTION-A

K] Fill in the blanks with the help of the hints given below.

1.  Tostartacomputer,weneedto first switchonthe... supply button.
2.  Iftheelectricitygoesoff,the.......... . makes the computer work.

3. Toturnoff the computer,clickonthe Start>Power> .. button.

4.  Windows is the most popular...... .. that makes the computer work.
D | s is the first display screen when we switch on a computer.

[:.UFB;’ * Program * Desktop * Power ® Shut down * UPS




* B] WriteT(True) or% (False).

. 1. Youcanonlyread theitems, if the WordPad window is active.

., 2. Iconsarethebackground display of the desktop.

3. TheTitlebarislocated at the top of the desktop.

4. Thefirststep tostart acomputeris to switch on the monitor button.

€] Match the following.

L]
[ ]
-]
[
[ ]
[ ]

UUUU

A B
" ™\ i ]
Icons The top-most blue bar of an application
\ J - g
4 . f ™
Desktop Small pictures on the desktop
" J L
, : - :
Task bar Control button
= = % J
& Ay ' e
Minimize The thin bar at the bottom of desktop
— : - , .
Title bar The first display screen
- g/ L J
SECTION - B
Tick the right answer.
1. makes a computer work when the electricity goes of f.
a.CPU b.UPS c.Bothaandb
2, button on the Title bar makes the WordPad window small in size.
a.Restore down b.Close c. Minimize
3.  Thethinbarat the bottom of the desktop is called
a. Taskbar b. Title bar ¢. Menu bar
* » 4, Thefirstdisplay screenof the Windows 10 is called
i = a. Title bar b.Icons c. Desktop

'éz:::i:grs with KiPS @
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B] Answer the following questions.

1. What is Windows?

2. Whichbuttondowe click first to shut down a computer?

3.  Whatis Desktop?

4.  WhatareIcons?

A. How to shut down your computer?

Number the steps, from 1 to 6 as you shut down a computer, in the blank oval spaces.
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RECALL THE STORY

Read the lines of the famous story, "Thirsty Crow". Rearrange the
sentences in correct order and then type them in WordPad.

* The crow picked up stones aﬂd*’dmed them,
oI  one, into the HOE . R dha A SIS

The water level rose up.
The crow drank the water and - - —— 3
felt very happy:

Thirsty Crow




(1)  WORKSHEET |

——{ Chapters 1-4 p—

A. Fill in the blanks.

L is the result given by a computer.

2. The most common output devices are monitor and ... .
3. Iftheelectricitygoesoff,the...............makesthe computerwork. e Printer

4. The CPU works on the data according to the ... . Sl

B. Write™[¥(True) or JH (False).

1. A computer can do many jobs at the same time. :
2. A laptop can be kept on our lap. :
3. CPU stands for Central Programming Unit. :
4. Desktop is the first display screen on a computer., j
C. Rearrange the jumbled words to form the parts of a computer.
OINITIMZ/O[R

RITEPIRIN/T]

B/ADIRIKIO[Y]E!

s[ElmIu]o]

HI[PINIOJEITI[cIMRIO]

D. Mark the following statements in the correct order to start a computer.

2 L | ® @ S " Learning -
> o * & o : e @ s ® Cqm_[_ayiers with KIPS @
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i@  WORKSHEET |

=y Chapters 1-4 }——

A. Choose the right answer.
1. Which part of acomputer works like a human brain?

a.CPU b. Keyboard c. Mouse

2. Which part of acomputer is used to input the data?

a. Keyboard b. Mouse c.Bothaand b

3. Whichdevice lets you make calls, send messages, and store phone numbers.

a.Printer b. Smartphone c. Scanner

4. What dowe call the bar that is placed at the bottom of the desktop?
a. Title bar b. Taskbar ¢.Menu bar

B. Answer in one word.

1. Which type of acomputer has a touch screen?

2. Name the part of acomputer that is used to point and select the objects.

3. Whichbutton dowe click first to shut downa computer?

. Name the mouse with a ball under it.

4
C. Answer the following questions.

1. Name the different types of computers.

2. Mentionthe three - step process onwhich a computer works.

3. Name the screen that appears on starting a computer.

4. Write the names of any two places where computers are used.

- 5. What is Windows 10?
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THE KEYBOARD AND ITS FUNCTIONS

LEARNING IN THIS CHAPTER
¢ Knowing a keyboard ¢ Number keys
¢ Alphabet keys » Special keys

A keyboard is an important part of the computer. It has many keys on it. These keys

are used to type letters, numbers, and symbols.

Numeric Alphabet Delete Numeric
Keys Keys Key Keys

Caps Lock Key Spacebar Key Arrow Keys Enter Keys
Keyboard

ALPHABET KEYS
Alphabet keys have letters on them from o
'A" to 'Z', but they are not given in order. Lol [wl [e] IR]IT] v |1J_LLJ;!_!_° !_LP |
Alphabet keys are 26 in number. We can |E| lzl |E| |E| |E| |E| l g2 | |_K_| |_l-_|
type letters, words, and sentences with |Z| IZI |E| |z| IEI |El |:Iw:|
the help of Alphabet keys. Alphabet Keys

¢ Type: Name:

<+ Press the keys that spell your name you will find your name on the
Activity-1 screen.
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NUMBER KEYS

Number keys have numbers on them. These are 10 in numbers, that is, from O to 9. *
Number keys are present above the alphabet keys and are placed in order. We can
type our age, roll number, house number, etc., by using these keys.

! @ # $ % A & : ( )
Pl 120 15 1% 15 s 5] e )] o]

Number Keys

The Number keys are also present on the right side of the Im / x y
keyboard. This is called the Numeric keypad. -
HZna 8 Ps%p
TV DEVOUPRONIINUMDR .ivusiissssinsissisisssssssasissssinias 3
Press the Enter key. The cursor will move to the 4 2 O fe
next line. (A cursor is a small blinking line on the ; - 7 W
) el |21 lesdo
screen. e el
B Now, type your age. I ns O I Del
Activity-2 Sy
Numeric Keypad
SPECIAL KEYS

These keys have different symbols on them, like:
s-*/" '\ 1T ~@#S R T&()_={}[1?2><.,
There are some more keys on the keyboard, known as Special keys.

Let us learn about them.

Spacebar Key

The Spacebar key is the longest key on the keyboard. I I

Itisused togive space between the words.
Spacebar

¢ Let us type a sentence: mynameiskabir.

< Now, press the Spacebar key once between the words to give a space.
Output: my name is kabir.

Activity-3
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Caps Lock Key

The Caps Lock key is used to type letters in capitals.
WLen you press the Caps Lock key once, the Caps Lock light will turn on. l Gops Sons I

¢ Type: I LIKE MY SCHOOL.

r'\(‘li\'ii“}':-;

Press the Caps Lock key again. The Caps Lock light will turn off. Type the sentence
again and see the difference.

Enter Key
The Enter key is used to bring the cursor to the next line on the
monitor. A keyboard has two Enter keys. I i | I
& Type: TAMINCLASSIL. I
(¥ < Press the Enter key once. The cursor will jump to the next LD
5 line. |

Arrow Keys
There are four arrow keys that help fo move the cursor on the screen.
]il Up Arrow key is used to move the cursor up.
|I| Down Arrow key is used to move the cursor down. l_‘.rﬂ
f : . Left Arrow key is used to move the cursor left.
=L lell3] =]
'®  Right Arrow key is used to move the cursor right.
Backspace Key
The Backspace key erases the letters to the left side of the cursor. l P

Learning
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Type: ILIVE INN DELHI.

Where is the cursor now? Itisafter the word, 'DELHI'.
Press the Left Arrow key and bring the cursor after the word, 'INN'.

Activ m 6 Press the Backspace key to erase the extra’N' from the word INN'.

Delete Key ——
The Delete key erases the letters to the right side of the cursor. I Delete E

Type: ILIKE TOEAT MANGGOES.

To delete the letter & in the sentence, move the cursor using the Left arrow
key to the left of the letter6.

TR m 7 Press the Delete key. The letter Gwill be removed.

B grAIN

SECTION - A

Fill in the blanks with the help of the hints given below.

1. A is a small blinking line on the screen. Hints =l

2.  Spacebar key is the key on the keyboard. o e

3. The key is used to move the cursor right. o CEh

4,  The key erases letters to the left side of * Right Arrow
the cursor. « Longest

5. The key brings the cursor down to the next line.
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Match the following pictures with the given words.

o 7 | | Ente.r' key
~ Delete key
|E ~ Spacebar
— J| ~ Arrow keys
Ill l Caps Lock key
l"l IT' I')I ‘ B Ekspace key
SECTION - B

Guess! Which key am I?
I type the letters in capital. ....

I erase the letters to the right side of the cursor. ...

I move the cursor to a new line.

I give space between the words.

Tick the right answer.

How many Alphabet keys are there on a keyboard?
a. 26 b. 62
How many Arrow keys are there on a keyboard?
a.b b. 4
How many Enter keys are there on a keyboard?
a.l b. 2
Which keys help us to move the cursor on the screen?

a. Arrow b. Caps Lock

&3

c. Spacebar




For Teachers ™7

| v Ope.n the WordPad appllcahon by clicking on the Start > Windows
Accessories > WordPad.

+ Type the following sentences in WordPad.

LT O S

I study inn schhool.

I have brather(s) and e SiSTER(S).

My father's name is

Heisa . |

My mother's name is SIS Q.

I obbey my parents and teachers.

b B i N

I love my teachers and family very much.

( INSTRUCTIONS )

v PresstheEnterkey | & [ at the end of each sentence.

+ Use the Arrow keys and correct the spelling of ‘inn’ and 'schhool’ using
the Delete key.

v+ Inthe same way, correct the spelling of ‘brather’. Replace 'a’ with 'o' in
the word 'brather’.

v Use Arrow keys and erase the extra ‘b’ in the word "obbey’ using the
Backspace key.

v Click the Save button D . Type the file name in the File name box and
clickon the Save button.
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A. The following keys are present on the left side of the keyboard. Make -
some words out of the keys given below.

lef|wllellrl|T]
|Allsliollrllsl
2

zlixtlcllviie]

B. Make some words out of the keys present on the right side of the

1. FAR 3.

4.

keyboard.

W . ¥ 9] [ =] /=]
2 5. LR ER S
| 3. 6. N M|

C. Rahul has an old computer. Some keys of its keyboard have faded. Kindly
help him to paste the stickers with their names on the respective keys.

N7 > 37 57 T
s e =, — —= = =

L JOO000000 «000odod]
LU0 uu 5. JUJUODUU

2.
3. 01000

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

My Name Date Teacher's Signature




¢ What can we do with MS Word? » Entering and selecting text in a document
» Starting Word 2016 » Adding, saving, closing, opening, and
» Creating a new document printing a document

Microsoft Word is a word processing software. As we use a notebook to write words
and sentences, similarly ina computer we use MS Word to type the text ina document.

WHAT CAN WE DO WITH MS WORD?

Type and format the text
- Edit text, such as adding, deleting, copying, and moving
- Add pictures ina document

Save a document for future use

STARTING WORD 2016

Photoshop CC 2

@ Alarms & Clock

Click on
Word 2016.

l AnyDesk

“Click on
— Start button.

L Type here to search

Witrh 2 Sana

-

This opens the Word 2016 Start Screen. Now, select the Blank document fo createa
new document.

. 48
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Components of Word 2016 Window

TITLE BAR The Title bar is placed at the top of the Word 2016 window. It
[ Document1 - Word | displays the document name followed by the program name. '
QUWII'(C)%CBC:;ESS It is placed at the top left of the Word 2016 window. It contains
the Save, Undo, and Redo commands.
The Ribbon contains several tabs on it, such as File, Home, Insert, |
RIBBON Page Layout, etc. Each tab has commands that are arranged into
groups.
FILE TAB The File tab is placed at the upper left corner of the Word 2016 |
‘“— = window under the Quick Access Toolbar. We can create, open, |
,_ save, and print a file by selecting the File tab.

Learning
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The horizontal ruler is placed at the top of the doucment window. It
RULER measures the width of the document page. The vertical ruler
RS | measures the height of the Work Area. It is located to the left of
the document window.

WORKING AREA | Thisareais used for typing and editing the text.

It is displayed at the bottom of Word 2016 window. Here, you can
STATUS BAR see information about the current document, like the number of
pages, number of words, view buttons, zoom slider bar, etc.

« | There are two scroll bars in the Word window — the vertical
=] | scroll bar and the horizontal scroll bar. The horizontal scroll bar

moves the screen display towards right or left, and the vertical :'
! =1 = scroll baris used to move the document window up or down. 1

SCROLL BARS

It is present at the extreme right corner of the Status bar. You |
can drag the zoom slider towards right to enlarge or left to reduce |
the size of the Word document.

ZOOM SLIDER

& ——— =

CREATING A NEW DOCUMENT

<+ Click on the File tab. Select the
New option in the left pane.
Then, click the Blank document

New

Search for onine templates -}

Suggested sewches  Dusinens  Penonal  Industry  Print DesignSes fducation  Fvent

ontheright side pane. e -
; | >
< A new blank document will Blank document) |
appear on the screen with its Take a

tour

Wielcore 2 Word

temporary name as Documentl,

[ )

Creating a Blank Document

” You canalso create a new document by using the Ctrl +N key combination.

Learnin . ‘




Word 2013

When we create a new document in Word
2013, the Start Screen looks as shown in
the given figure.

ENTERING TEXT IN A DOCUMENT '8 Plenk Documentin ¥ord 2013

< Once the new document is open, you can start typing in the document using the
keyboard.

» While typing, do not press the Enter

Type the following Text
key when you reach the end of the ———

Happy Birthday
Dear friends

line.

» Keep on typing the text, you will
find that the cursor automatically
gets shifted to the next line. This ke
feature of Word is called o thebarhy. d
WordWrap. - -

< To start a new paragraph, simply press the Enter key.

SELECTING TEXT IN A DOCUMENT

4 Place the cursor before the text you wish _

I am celebrating my birthday at my
residence on 16th November at 5 pm.
You are invited. Kindly reach on time

to select. S s e aaela L
5] P R S T I Rl
4 Hold down the left mouse button and drag Fv T R S —
the mouse over the text to be selected. Happy Birthday

¢ Release the mouse button. The selected

text gets highlighted as shown in the A R
figure.

Pagrielt Mwsh [F inglenpase  insed = s - 1] + e

Selecting Text in a Document

Kips
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ADDING NEW TEXT

< Place the cursor at the point where you want to add the new text.

< Start typing the required text.
< The typed text will appear in the document.

To delete a character, select the text and press the Delete key from the

keyboard or erase the text using the Backspace key.

SAVING A DOCUMENT

4 Clickonthe Save button I onthe Quick Access Toolbar. Or
Clickonthe File tab and select the Save option.

¢ The Save As screen appears when you save for the first time. Notice that the Save
As screenis divided into three panes.

% Youcansaveyour file using any of the options givenin the centre pane.
2 OneDrive * Addaplace

» ThisPC » Browse

< Click on the Browse button.

< The Save As dialog box will open.

Docurnant! - Word Sign in - o
< Select the location where you want
) Save As
to save the file. Type any name for
OneDrive This Week
your file in the File name box, e.g., T T -DL
. : :  Last Week
Birthday Invitation. 4 rsderis el

I, Browse \ I 1 Documents

I Browse |Oider

- CorelDRAWGmaphicsSuiteX 7 Installe...
F: w Other design » software » CorelDRAW...

< Click onthe Save button.
< The file name "Birthday Invitation"

appears in place of Document1 on the Save As Dialog Box
Title bar.

s Kips € &‘ ’
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; ﬁ The shortcut key to save a document is Ctrl + S.

‘ To save adocument in Word 2013, click on the FILE tab and select the Save option.

CLOSING WORD 2016
< Clickonthe File tab and select the Close option.

< If the changes in a document are not saved, Word 2016 will prompt you to save

the changes.
( <+ The shortcut key to close a document is Ctrl + W.
< The shortcut key to close the Word application is Alt + F4,
< You can also exit the Word application by clicking on the Close button
| on the Title bar.

You should close a document only after saving it. ]

In Word 2013, you can close the document either by using the above given shortcut keys
or by clickingonthe FILE > Close option.
& open X
4 B« Users » UM » Desltop » w & SesschDwinop »p
OPENING A DOCUMENT e , e
i | Dot o 5016 Mdseripgtigon
¢ Click on the File tab, select the Open | ®mow g:m;...“xmmL s o
optioninthe left pane. e
“ The Open document screen appears. This | ::uni
window is divided into three panes. E_W“m RN I
T [Birthday Party ~| [0 Werd Docume vl
Toos + [Open [ | Concel l__

Open Dialog Box

Computers !F!P_Kips_@
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< Inthecenter pane clickonthe Browse button. The Opendialog box will appear.

< Select the file and click on Open button.

InWord 2013, you can open the document by selecting the FILE > Open option.

PRINTING A DOCUMENT
To print adocument:

< Clickonthe File tab and select the Print option from the displayed menu.
<+ Youwould see the preview of your document on the right side of the screen.

4 Now, clickonthe Print = buttonin the center pane.

L et - ProrS et Word - 7 - o =

Print
-

Printer R ————

P Lt 10T

D
Powtes Progestan.

Settings
E\ Pt bl P
- Fhor hacia ey
Pogrs:
ﬁ_' Prot Oe Yoo
;_,l Cinty e oot vades o -

e’ M w

U LI e = i1 jan b o - -+ B

Printing a Document

i The shortcut key to print adocument is Ctrl+P.

‘ Click onthe FILE > Print option to print the document in the Word 2013.
% wKips €© \o
If::::hgrs win KIPS \‘ ’
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m * Title * Status * Horizontal * Word Processing * Documentl
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Fill in the blanks with the help of the hints given below.

Microsoft Wordisa . software.

The Word application opens a blank document with the temporary name

The bar displays the name of the document
followed by the program name.

The.. bar is present at the bottom of Word 2016 window.
The scroll bar moves the screen display fowards right or left.

Write "I (True) or F(False).

The shortcut key to close the Word application is Ctrl + F4.
The Title bar contains the buttons for saving a document.
You should close a document without saving it.

The shortcut key to print a document is Ctrl + P.

The File tab is placed above the Quick Access Toolbar.

Match the following.

A — 8 B
Creates a new file | ~ Cirl+P o
\_ [’r‘im‘é the document \ Alt + F4
B C_Ibs_esi{i'le—cioca@en; 10 __ Ctrl+N
~ Closes Word application ) | _CTF;W— |

'? (L:fi;r::.:rs with KIPS
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SECTION-B
Tick the right answer.
1. The ..area is used for typing and editing text.
a. Working b. Desktop c. Document
2. option is used to create a new blank document.
a. Save b. New c. close

3. How many scroll bars are there in Word 2016?

al b. 4 ¢ 2
4. To close the Word 2016 application, click on the File tab and select the
option.
a. Close b. Exit c. Save

Answer in one word.

1. Inwhat way is MS Word similar to a notebook?

2. How is Word 2016 useful to us?

3. Name the rulers present in the Word 2016 document window.

4,  What does the Title bar contain?

.......
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& For Students

Open Word 2016 by clicking on the Start > Word 2016.
In the work areaq, type the text as given in the figure. Save the document
with the name, * Letter to Mom' using the Save button on the Quick Access |
Toolbar. |
Close the document by clicking the Close option on the File tab drop-down menu.
Press Ctrl+O key combination to open the document, ' Letter to Mom'.

My loving Mom

Thank you for allowing me to go for a picnic along with my
friends. We had alot of fun. There were different types

of swings and games. We also danced with mickey Mouse
and donald Duck.

Yours Lovingly

Ridhima

Place the cursor after the word 'friends'. Type hyphen '-' and the names

- of your two friends. Save the file by pressing the key combination Ctrl + S.

Change ‘'m' of mickey and 'd" of 'donald’ into capital letters. Select the
name Ridhima. Press the Delete key and type your name.

Save the document again by clicking on the Save button in the File drop-
down menu, and then click on the Close button.

7
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TUX PAINT

a
L
L ]
L]
L ]
]

a 5 & & & »

) EARNING IN THIS CHAPTER

* How to start Tux Paint? * Different tools of Tux Paint and their functions
¢ Starting a new drawing ® Adding text in a picture
® Parts of Tux Paint window » Saving and opening a file

Tux Paint is a paint program designed for students. It has many ready-made tools
that help you to make beautiful drawings.

HOW TO START TUX PAINT?

Click on the Start button > Tux Paint > Tux Paint (Full Screen) option. You will get the
window shown below. You can see Tux, the penguin at the bottom of the window.

Up and Down Arrows
Clicking on these
arrows allows you to
see more symbols.

Tools Bar
It contains the
variety of tools.

Selector
It is also known
as the Sub-toolbox

Drawing Area/Canvas
i k) This space is used for
£/ drawing.

™ Co G o o £ o £ o oo

Colors Palette
'\( Help Area
It gives you tips and details 1

It contains the
about the selected tool. g

Pick a color or picture with which to start a new drawing
different colours.

Tux Paint Window

| The Selector contains two buttons on it-Up @® and Down @ arrow buT’rons.] s

\ss':.:.:.:.j.:.:,:.:.:.::

- w w w w w w
® & & 2 8 »
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. . STARTING A NEW DRAWING

* In Tux Paint, you can insert a ready-made drawing. .

" " ¢ Select the New tool @ from the Tools bar. ‘
¢ You will get the coloured [ Click on the Up arrow |

backgrounds and Starters for a }Q = —_— .

new drawing. =.
# Click on the Down arrow button |
@ to see ready-made pictures | o

Erarar

and backgrounds.

Op Ree - ol IV
Open button 8 or simply double- [ 7 ‘, __hmﬂm::e Down arrow |
clickonit. o'

Selecting a New Drawing
+ The picture appears on the drawing canvas.

¢ Select the drawing and click on |

| Starteris like a page ina colouring book, with black and white outlines of a picture. W

COLOURING THE DRAWING

Once you have inserted a ready-made [pus

drawing, you can fill colours init.

+ Select the Magic tool @ in the Tools |
bar.

¢ Inthe Selector bar, click onthe Down S
arrow button @9 and select the Fill &%)
effect option. TRee 80 0 @ @

Pick a magical effect to use on your drawing!

+ Select any colour from the Colors

box. Click on the object where you Colouring the Drawing o
want to fill the colour. o

e o e ® , & © ® e ® . Learning
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PAINT TOOL
It is used to paint and draw any thing that gais

you like. It is similar to the Brushes tool in 2 i
MS Paint. &

Selector.

+ Choose any brush pattern and pick any

Pick a color and a brush shape to draw with.

colour from the Colors Palette .

_ . L Using Paint Tool
¢ The pointer shape changes to Paint brush 4

@ Press the left mouse button and drag. The pattern will be drawn. Now, release the
mouse button.

LINES TOOL

Lines tool P is used to draw straight lines and straight patterns. It works quite
similar to the Paint tool . The Lines tool @) has the same brush shapes in the
sub-toolbox as in the Paint tool [#.

¢ Select the Lines tool . Choose any &
pattern from the sub-toolbox. b

as shownin the given figure.

+ Release the mouse button, and you will &
see a straight pattern drawn in place of
that line.

Clu:l: to start drawing a line. Lat go to complete it.

Using Lines Tool

o | If you draw an inclined line, you will find an inclined paﬁern.}

Learning
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& ERASING THE DRAWING

The Eraser tool @ is used to erase any
- unwanted part of the drawing.

¢ Click on the Eraser tool & in the Tools
bar. |

¢ Select the size of an eraser from the & '
Selector box.

¥ Press and hold down the left mouse button

and start dragging the pointer on the .

drawing. Observe that the drawing will be

Using Eraser Tool
erased. ’

ADDING TEXT IN A DRAWING

Sometimes, you may need to add text in your drawing. In Tux Paint, Text tool is used
toenter text inyour drawing.

To enter text inyour canvas:
¢ Select the Text tool 4 in the Tools [FER _
o : | J
“ Choose a font type from the ‘Letters’ faslt= _Happy »
selector. e e

+ Move the pointer to the canvas. The _,
shape of the pointer changes into a [/

cursor. L/ VW o Lo (e ()

—OlOrsSiy 8/ o gy on R
Choose a style of text. Click on your drawing and you can start typing. Press [Enter] or
. [Tab] to complete the text.

+ Click on the canvas and type the text

that you want to enter inyour drawing. Using Text Tool
INSERTING A STAMP
A stamp is asticker that you can paste on a piece of paper. Likewise, Stamp tool in Tux -

@ Learning
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¢ Move the pointer to the canvas.

l There are 22 different shapes available in the sub-toolbox of the Shapes tool. J r

L L J

Paint allows you to paste the ready-made pictures on your drawing canvas. Tux Paint
has alot of in-built stamps.

L]
]
o
L]

® & & @

b
¢ Click on the Stamp tool @ in the Tools %

bar.

+ Selectany stamp from the Selector.

4 Click on the place where you want to paste

the stamp.

DRAWING SHAPES Using Stamp Tool

Tux Paint allows us to draw different shapes using the Shapes tool. The unique
feature of this tool is Rotation. A shape can be rotated in a circular direction. Let us
draw some shapes.

{ Filled Square

# Click on the Shapes tool 8 in the Tools apes tool

bar.

+ You will see various filled and unfilled
shapes in the Selector.

¢ Select the filled Square shape ® from
the Selector. | P . pp—

Pick a shape. Click to pick the center, drag, then let go when it is the size you want,
& Move around to rotate it, and click to draw it.

+ Click and drag the mouse pointer on the

v Release the mouse button once you have completed the square.

|
|
canvas. Using Shapes Tool i
|
+ The outline of the square will be placed on the canvas with arotation handle. ‘

+ Rotate the shape as per your need.

“
Leammg e ® ® @ © & ® @ © @ =
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EMAGIC TooL

~* This tool is used to add magical effects to

~* your pictures. _ FEs
GRASS TOOL &) (Magic to Grass effect

W—'——r—-&-—v VYT g TV~ T =TT~ T—TT—T . YEaT—
O10I™ ] 5 1 | {

Click and drag to draw grass. Don't forget the dirt!

Itisused to draw grass onyour canvas.
+ Click onthe Magic tool in the Tools bar.

v Select the Grass effect from the Magic
sub-tool box.

Using Grass Tool
+ Choose dark green colour from the Colors palette.

+ Either click or drag the mouse pointer to draw grass on the canvas.

+ Simply clicking on the canvas creates thin grass effect and dragging creates thick
grass effect.

FLOWER TOOL

It is a tool using which you can draw flowers
on the canvas.
¢ Clickonthe Magic tool in the Tools bar.

¥ Select the Flower tool @ from the
Selector. =

¥ Choosered colour from the Colors palette.

Click and drag to draw a flower stalk. Let go to finish the flower,

v Bring the Magic wand ™\, over the canvas
and click fo paste the flower.

Using Flower Tool

| The number of times you click, the same number of flowers will be added on the canvas.}

To apply faded effect onapicture, use the Blur tool ).

© e o @ @ ' Learning -
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Do you really want to quit?

s | Yes. I'm done!

=3¢ No. take me back!

If you quit, you'll lose your
picture! Save it?

CLOSING THE TUX PAINT
¢ Clickonthe Quit tool @ A box will appear.

Yes, save it!

4 Click on Yes button M T — — . &

% Click again on Yes button M if you want
to save the file before closing.

OPENING THE DRAWING

uuuuuuuuuu

4 Clickonthe Open tool &)
y Choose the picture you want, then click “Open®.

¢ Select the drawing that you want to open.

Using Open Tool

VW grAIN

SECTION - A
Fill in the blanks with the help of the hints given below.
1. The tool is used to enter text inyour drawing.
2. A is asticker that you can paste ona piece of paper.
3. Clickonthe tool from the toolbar to save the drawing.

4. Sub-toolboxisalso knownas the

EiigE> © Selector e Stamp ® Save * Text
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.« Bl Write T (True) or B (False). ('

" 1. Thebrasstoolisusedtocreate flowers on the canvas.

2.  Tuxisthenameof aduck. (]
3. Youcan choose any picture as the starting background of a file.
4.  Theworkingof Stamp tool and Paint tool is exactly the same. —
5.  The Grass effect displays grass only in yellow colour but with the tinge
of the selected colour.
SECTION -B
A] Multiple-choice Questions.
1. Which tool in Tux Paint is used to draw and give amazing effects to a picture?
a. Paint tool b. Lines tool c. Magic tool
2. Which tool is used to open an existing drawing?
a. Open b. Start c. Begin
3.  Howmany different shapes are available in the subtool box of the Shapes tool?
a. 17 b. 16 c. 22
4. Which among the following tools gives the faded effect to a picture?
a. Blur b. Fade c. Dull
. 5. Wecanrotatea in Tux Paint.
. a. Shape b. Text c. Stamp
6.  Which among the following tools removes the unwanted part of a drawihg?

a. Remove

b. Delete

c. Eraser
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* Bl Answer in one word.

* 1. Which tool isused to open analready saved file in Tux Paint?

®a & o & = @

2.  Name the tool that is used to draw shapes in Tux Paint.

3. Whichtoolisusedtosave

adrawing?

4.  Name the tool that is used to draw straight patterns.

5. HowisPaint tool similar to Lines tool?

6. Name the tool that is used to add text inyour drawing.

7.  What is theuse of a Stamp tool?

How many shapes are available in the sub-toolbox of the Shapes tool?
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Draw the following picture using the tools that we have learnt till now.

v

v

For Students

Click on the New tool /®) and select white background. Click on the Open
bu‘rfon@.

Click on the Shapes tool (). mm
Select the filled circle @ Now,
draw the circle in the centre of

the canvas.

Use the Paint ’roolTo draw
Earth and select Fill tool @1‘0 |
fill colour in the drawing.

divide the Earth into two equal

parts as shown in the Figure.

CreateeyesusingPaint tool @ . Similarly, draw the half smilingand half sad face.

OnthelLeft side:

+ Fill Black colour in the left part of the picture.

¥ Use the Stamp tool ﬁ;,,,‘ﬁ to show the damage using stamps, i.e., fire, smoke,
vehicles, factory, etc.

On the Right side:

¥ Use the Magic m and Stamp (ﬁ tools to draw flowers, trees, birds or
Grass as shown in the Figure.

v+ Now, give caption to your drawing. Write 'Save Our Earth' using the Text
tool.

+ Save the file by clicking on the Save tool & .
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. = Chapters 5-7 p—

B. Wr'iTeT (True) or'F(False).

‘? ¢ Stamptool
ey @ Lines tool D
D. Label the listed parts of Word 2016 Window.

_1.

: 1. The... key combination is used to create a hew document.
e 2. The tab is placed at the upper left corner of the Word 2016 window.
3. We can erase a picture using an . tool.
4. We should not press the key at the end of each line.
5. The is the top most bar of the Wordpad window.
m e Enter e Eraser e Ctrl+N e Quick access toolbar e Title bar

—
—
—

1. A curve can be modified only three times.
2. The Quick Access Toolbar is placed below the Title bar.
3. The standard keyboard has 108 keys.
4. The shortcut key to print a document is Ctrl+T
C. Match the following tools of Tux Paint with their correct images.
{  Shapestool
e € Magicwand

ﬁ Coltn o) <11 = K & Aae bizg" & A3BDCH
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° A. Choose the right answer.

e & & & 9

] Chapters 5-7 }——

1. Whichtool is used to paste the ready-made pictures on drawing canvas.

a. Stamp b.Image c. Shapes

2. Which tool is used to enter text inyour drawing?

a. Text b. Polygon c. Magic

3. How many buttons are in the Tux Paint Selector?

a. Two b. Three c.One

4. Which tool is used to select the size of aneraser?

a. Selectorbox b. Color Palette c. Paint tool

5. How many scroll bars are there in Word 2016?
a.2 b.3 c.4
B. Answer in one word.

. Write the shortcut key o save the Word document

. Name the optionused in MS Word to close a document?

1
2
3. Name the two rulers present in the Word 2016 document Window.
4

. Which button in Tux Paint is used to start a new drawing?

5. Which key is used to erase the text from aword document?

= lenswer' the following questions.
1. Howis Word 2016 useful to us?

2. Which key brings the cursor to the next line?

3. What isthe use of Work Areain MS Word?

4. What is Tux Paint?

5. Write the names of different parts of Tux paint window.
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Draw and colour the following sceneries in Tux Paint:

Project -1

Project - 2
Stamp tool
Shape tool
Fill tool

Stamp tool
Shape tool
Fill tool
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Stamp

Project -4
Stamp tool Happy
Text tool Summer dOY
Line tool 3,
Fill tool

Fill tool

tool

Shape tool
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B MS WORD

* | Project: Open MS Word and make a beautiful poster on 'Our Parents'.
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Our Parents
We are in this world because
of our PARENTS!
Parentsalwayswish theirchildren tosurpasstheminall fields.

Parents take painsto bring happiness to their children.
Parents are like GOD.

REMEMBER: We must respect our Parents throughout
their LIVES.

( INSTRUCTIONS )

ClickontheFile tab > New > Blank Document button.

Move the mouse pointer inside the document and type the text as shown in the
poster.

Select the text "Our Parents” and change its Font: Cooper Black, Font size:
20 pt and Font Color: Red by selecting the Font group on the Home tab.

Select the text "We are ....... PARENTS" and change its Font: Lucida
Calligraphy, Font Size: 18 pt and Font Color: Black.

Type the points given in the poster and change its Font: Poor Richard Black,
Font size: 16 pt.

Type the last sentence as shown in the poster and change its Font: Calibry,
Font size: 18 pt and Font Color: Red.
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