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CHAPTER

INPUT, OUTPUT, AND STORAGE DEVICES

| LEARNING IN THIS CHAPTER b

' = Computer system ® Input devices = Output devices
. = Parts of a computer ®m Processing device = Storage devices

A computeris a machine that works on electricity. It can be compared to a magic
box that can do a variety of jobs. Computers are not confined to offices only.
They can be seen everywhere around us, such as at shops, schools, hospitals,
banks, airports, railway stations, etc. Computers work very fast and give 100%

accurateresults.

Definition: A computer is an electronic device that accepts data and instructions given by the user,
processes them accordingly, and gives meaningful results.

A computersystem performs three basic functions:

£ INPUT = ' S PROCESSING = ' £ outPur =2
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Figure 1.1: Working Cycle of a Computer
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> PARTS OF ACOMPUTER

A computer systemis made up of four types of devices.
» InputDevices » ProcessingDevice »  OutputDevices » Storage Devices

These devices are connected with each other through wires. A computer performs various tasks with
the help of these devices.

| Storage Devices |

& o
o

OQutput Devices
| | |
4 - T e Processing
‘ﬁh.._/ & ‘ *‘ Device
b

Input Devices

Figure 1.2: Parts of a Computer
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2 INPUT DEVICES

The devices through which we enter data and instructions are called the Input
Devices. Amost commonly used input device is the Keyboard.

Fact File

The other input devices are mouse, trackball, and light pen. They do not

require typing of input data and are called Pointing Devices. We can select any

item on the screen by pointing and clicking onit. Sir Christopher
Latham Sholes was the
inventor of QWERTY
Keyboard.
KEYBOARD

A keyboard is used to input data and instructions

into the computer. A standard keyboard has 104 Fact File
keys, which can be divided into four groups: Typing -

keys (Alphabet keys and Numeric keys), Function
keys (F1-F12), Navigation keys (Arrow keys, Home, End, Page Up, Page
Down, etc.), and Control keys (Ctrl, Alt, Windows logo key, and Esc).

Dr Engelbart is the inventor
of the computer mouse.

\ N
MOUSE
A mouse is a hand-held pointing device with two buttons
i X Let's Know More
on its top. It is used to control the movement of the
pointer to select an object and open files/folders. A i
mouseis also used to draw pictures. \

Magic Mouse - A magic
mouse is a multi-touch

mouse, which was designed
MICROPHONE n2009.

A microphone is an input device, which is used to record
voice, music, and sound into the computer system.

Let's Know More

Sound cards enable a computer to record sound from a
microphone, whichis connected to the computer.

Track Ball

TOUCHPAD

. . . You can also use a Track
On a laptop, a touch sensitive pad is used instead of a Ball instead of a mouse. It
has a ball on its top. To
move the pointer on the

2 s screen, you need to roll
onthe screen by moving the finger on the touch pad. O Eall it vous firear

N

mouse. We can control the movement of the pointer

Learning
Computers with




TOUCH SCREEN
Touch screen is a computer screen, that is sensitive to the touch. Onit, we can
select objects directly by touching them with fingers without using any
pointing device. They are usedin Tablets, Laptops, ATMs, Cell phones, etc.

LIGHT PEN

A light pen is a pen-like pointing device. It is used to select objects on the
< display screen. It is quite similar to a mouse, except that it allows the users

a
>, o

to point to the objects displayed on the screen or draw directly on it. A light

penis used only with CRT monitors. These days stylus, which is a type of light |
pen,isused withatablet or digitizer.

SCANNER
It is a device that reads the text or pictures printed on a paper and translates >

the information into a form that a computer understands. There are mainly
four types of scanners but only two are commonly used. These are flat bed

scanners and hand-held scanners.
DIGITALCAMERA

A digital camera is used to take photographs and record videos. The
photos/videos taken with a digital camera are stored in the memory chip
inside the camera. Then, the digital camera s plugged into the computer and
theimages/videos are transferred toit for storing, editing, printing, etc.

WEB CAMERA

A web camerais a device connected to the computer for capturing still images >
and live videos. It is primarily used to chat live with friends and relatives using
theinternet.

= PROCESSING DEVICE

CENTRALPROCESSING UNIT

Ina human body, the brain has animportant role to play. The activities that we
perform are the result of signals that we receive from our brain. Likewise, the >

Central Processing Unit or CPU is the brain of a computer where it processes
and stores the information, performs calculations, and sends the result to the

output devices. Itis placedinside a box called the CPU Cabinet.

: earing i KPS <10




The CPU has three main parts: ALU, CU,and MU.

MEMORY UNIT
INPUT OUTPUT
i CONTROL UNIT UL W Cce
ALU

Figure 1.3: Parts of CPU
1. Memory Unit (MU): This unit stores information temporarily or

permanently according to our need.

2. Arithmetic and Logical Unit (ALU): This unit performs all arithmetic
calculations and logical operations.

3. Control Unit (CU): The control unit controls the working of all the other
hnits, i.e, MU, ALU, Input devices, and Output devices. It works like a
traffic policeman.

> OUTPUT DEVICES

Output devices are used to display the data that we enterinto a computerand
theresults that we get after processing.

MONITOR
The most common output device is the monitor. Itlooks like a television.

The output that we get on a monitor is called the Soft Copy. There are three
types of monitors: CRT monitors, LCD monitors, and LED monitors.

Fact File

Vinod Dham

He is popularly known as the
'Father of Pentium' for his
contribution in the
development of the
Pentium Processor from

Intel.

.

Let's Know More

CRT monitors are generally less expensive, but consume more
electricity.

Bar Code Scanner

It is used to scan the
printed bar codes present
on the various products. It
can be seenin shops, malls,

Both CRT and LCD monitors produce sharp images, but LCD
monitors have the advantage of being much thinner, lighter,
and consume less electricity.

The third type of monitors are LED monitors. These monitors
look more or less the same as LCD monitors. These have better
picture quality and are muchindemand than LCDs.

SPEAKERS

Speakers are the output devices that are used to listen to .
music and sound effects from the computer. These may 9
be builtinto the CPU cabinet or connected with cables to

the CPU cabinate.

Learning
Computers with
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Know the Fact

» Motherboard is the main
circuit board of the
computer system,

» CPU and other computer
hardware components
are attached to the
motherboard.

Kips®




PRINTER

It is an important part of a computer system. It prints the output onto the paper. The printed copy is
called the Hard Copy. The most commonly used printers are: Dot Matrix, Inkjet, and Laser printers.

The Dot Matrix Printer works like a typewriter and creates an impression
4 by striking its printing head on the paper. It is very noisy and does not
produce quality output. It gives the output only in black and white.

The Inkjet Printer sprays droplets of ink on the paper to form the text and
graphics. It is ideal for routine business work and personal documents. It can
give the output both in black and white and in colour. It produces high quality

prints when used witha special paper.

The Laser Printer uses laser beams and dry ink to print. It is used mainly in
publishing houses. It prints very fast and gives high quality output. Some
printers also work like a photocopier machine. The laser printers cost more
thanthe Inkjet printers.

3D printers are remarkable machines that can make everyday things in

different materials, in all forms. Various objects are created in 3D using additive
processes. In this process, an objectis created by laying down successive layers g

of material until an object is entirely made. In comparison, 3D printers are

much costlier than the other printers.

A o
AETV

USING PRINTER

> OpenPaint3Danddrawa2D drawing.

» Fillcoloursinitand save thefile.

> Click on the Menu icon [, select the Save option, and |ee .
specify the file name. : ﬁ
Clickonthe Menuicon and select the Print option. (T} Thicas
Choosethe2Dprint £ optionfromthe Print pane. ..
In the Print dialog box ,specify the number of copies either \::I |
by typing the number or by clicking the ‘+’icon. [::—_] S

» Clickonthe Printbutton. S S

Compes win KPS <12>




> STORAGE DEVICES

Like our brain, a computer stores the data temporarily or permanently using
short term or long term memory. The devices that help us in storing the data
are called storage devices. We can retrieve the data from these devices
whenever needed.

BITS AND BYTE

A computer can understand only two states-ON (represented by 1) and OFF
(represented by 0). These two digits-0s and 1s are called Binary digits or Bits.
The data is stored in the computer memory in the form of bits, and is
measured in Bytes.

Every computer has a certain amount of memory. The memory capacity
determines how much data and instructions can be stored in the computer
either temporarily or permanently.

MEMORY SIZE

8 Bits = 1Byte 102478 =  1Petabyte(1PB)
1024Bytes = 1Kilobyte (1KB) 1024 PB =  1Exabyte(1EB)
1024 KB = 1Megabyte(1MB) 1024 EB =  1Zettabyte(1ZB)
1024 MB = 1Gigabyte(1GB) 1024ZB = 1Yottabyte(1YB)
1024 GB = 1Terabyte(1TB)

The memory of acomputeris of two types:

| ]

Internal (Primary) Memory External (Secondary) Memory
‘_l_l [
{ | | |
Hard CD/DVD/ Flash/Pen Memory
RAM RO Disk Blu-ray Disk drive card

Figure 1.4: Types of Computer Memory

INTERNAL MEMORY

Internal memory is also called Primary memory or Main memory. It is the
built-in memory, designed to store data and instructions while the computer
is working. The data stored in the internal memory is erased when the
computeris turned off. It is always easier to access data or programs from the
internalmemory asitis the fastest of all forms of computer data storage.

Primary memoryis of two types:

Random Access Memory (RAM): It stores the information temporarily and
Learning

Computers with

Let's Know More

The Laser printer was
invented at Xerox in 1969
by Gary Starkweather.

%

Know the Fact

The amount of RAM
installed in a computer
affects the number and size
of programs that a system

\ can run simultaneously.

Let's Know More

When we start a computer,
the operating system is
loaded into RAM. Any
software that we run is
also loaded into RAM. It
means that a computer
with more RAM will work
faster than a computer
with lesser RAM.

IBM team lead by Rey
Johnson. He is considered as
the father of the hard disk
drive.

.

Let's Know More

é’__,._/’

A Multifunction Printer is
an office machine, which
not only prints, but also

scans, produces
photocopies, and fax the
document. This type of
printer is also known as
All-in-One Printer.

Y I
Fact File
Hard Disk was invented by an

N
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works like a blackboard that can be constantly overwritten with new data. The

information stored in the memory is lost when you turn off the computer or the
power goes off. Thatis why RAM is also called Volatile memory.

RAM is like a calculator, where the information exists till the calculator is on. The moment you
turn off the calculator, all the data disappears.

Ex-ample

Read Only Memory (ROM): It stores the start up instructions that prepare
a computer for use. The instructions stored in the ROM cannot be changed,

but can only be read. It retains the stored information even when the power

isswitched off. Thereforeitis called non-volalite memory. m

- ROM is like an audio disk that can be played, but we cannot record anything on it, except in special
types of disks.

Ex.ample

EXTERNAL MEMORY

Itis used to store information for a long period. Data is not lost in the external memory even when the
computer is turned off. It is also called the Secondary Memory. The external memory is essential,
because theinternal memory of a computer has limited storage capacity.

\ In our daily life, we use many storage devices, such as cupboard, book shelf, refrigerator, school bag,
etc. A computer also uses various storage devices that vary in their storage capacity, e.g., hard disk,
Ei;n_:pl o PEN drive, CD, etc. These are permanent or non-volatile storage devices.
When we run a program, it is copied from the secondary storage into the internal memory. It takes
more time to access data from the secondary memory as compared to the internal memory.

PORTABLE STORAGE DEVICES

Hard Disk: It is the main storage component in a computer. It is fixed inside
the CPU box. It can hold a large amount of data. Hard disks can store up to >
16 TB of data. Nowadays, external hard disks are also available, which are

smallinsize and can be carried anywhere.

CD: CD stands for Compact Disk. It is an optical

storage device. A CD s a thin, shiny, circular disk that can store up to 700 MB of
data and measures 4.7 inches in diameter. A CD can hold text, graphics, sound,
images, and videos. It can be used for data backup and storing software.

teaming i KIPS 10>




DVD: The full form of DVD is Digital Versatile Disk or Digital Video Disk. It is an
optical storage device that is used for data storage and recording movies with >
high video and sound quality. The storage capacity varies from 4.7 GB to 17 GB.

Blu-Ray Disk: It is a new optical disk format that can store upto 128 GB of data.
This disk is mainly used for storing high quality sound, games, and movie data.
The name Blu-ray disk has been derived from the Blue-violet laser that is used
toread and writedataonit.

MWW%ZM >>

Using a CD/DVD

Press the push button present on the CD/DVD drive. The CD/DVD drive tray will slide out.
Place a CD/DVD onitand press the push button. The tray willmovein.
The CD/DVD has an AutoPlay program and the CD/DVD will start playing automatically.

If the CD/DVD does not play automatically, double-click on the CD/DVD drive icon in the This PC folder.
It will display its contents. To open anyfile, just double-click on it.

Flash Drive: It is popularly known as pen drive and the most popular data
backup device. It is a plug and play device and can be connected to the
Universal Serial Bus (USB) port. Itis asmall, light weight, and removable drive. >
Itis used for copying and moving data from one computer to another. A flash
drive canstore upto4 TB of data.

Memory Card: A memory card is a storage medium for portable devices,
like mobiles, digital cameras, and music players. These devices transfer
image and music files into a computer by using memory card reader that
can be connected with a computer through a USB cable. Nowadays, most
of thelaptops come with anin-built card reader port.

~ Amultimedia card in adigital camera or mobile

A memory multimedia card is small in size; approximately the size of a postage stamp.
Example Multimedia cards are available in various storage capacities ranging up to 512 GB.

earning o KPS <15
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» A computer system performs three basic functions: Input, Processing, and Output.

> Acomputersystemis made up of four types of devices, Input Devices, Output Devices, Processing Device,
Storage Devices.

» The devices through which we enter data and instructions intoa computerare called the input devices.
» The devices that display input as well as the result, which we get after processing are called the output devices.

» Thedevices used to store dataandinstructions entered by a user are called the storage devices.

SECTION - A
A. Fillin the blanks.
1. The printers give very high quality output.
2 devices display the result that we get after processing.
3. Theinformationinacomputerisstoredinthe formof digits.
4 and are the two types of memories presentina computer.
5. A flashdriveispopularly knownas

HINTS I » Output » Laser » External + Pen drive + Internal » Binary

B. State True or False.

1. Adigital camerais used to share pictures and have live chat on theinternet.

2. TheCPUmanagesallthejobs ofacomputer.

3. Amultifunction printeris also known as an All-in-One Printer.

4. RAM stands for Random Accept Memory.

5. 1Megabyteis equal to 1024 Gigabytes.

C. Application-based questions.

1. Smriti has lost her computer notebook in the class and the next day she has to appear for a test.
Which device will you suggest her to use so that she can take the photocopy of the chapters from
her friend's notebook?

'&i?..".!:.'i"ars witn KIPS @




2. Sohail could not finish his project work in the class, so he wants to carry the softcopy of the project
to his house in order to finish it. Which device will you suggest him to fulfill the task?

D. Match the following.

A B
Blu-ray Disk ¢  47"indiameter |
MU ¢ Usedto Ia:—en_to music and so@de_ffgz'gs J
D ¢ __Storesfinf_o_nn?ci(_m__ J
Speakers £ ) 12868
SECTION - B
A. Multiple-choice questions.
1. Which output deviceallows you torecord sound?
a. Microphone b.Speakers ¢. Monitor

2. Whichdeviceis used to control the movement of the pointer on alaptop?
a.Touch Pad b.Track Ball ¢. Touch Screen

3. Themaximum capacity of amultimedia cardisupto

a.223GB b.31GB ¢.512GB
4. Thestorage capacity of a DVD varies from to
a.42 GB, 16 GB b.4.7 GB, 17 GB ¢.4.7GB,17.1 GB

B. Answer the following questions.

1. Define the term Input device. Name any two.

2. Whatisaprinter? Name the types of printers.

{IE:an:mmm Kips @




3.  Whatdoyouunderstand by computer memory? Nameits types.

4. Howisaharddiskuseful?

5.  Whydoyouusethe following devices? Answer briefly.

a) Digital Camera

b) Light Pen

SEC'I'IOII

A. Pick the words from the bubbles and put them in the blank places to complete the
rhythmic lines.

A ISIGEWMRGIRShAPER TR L1 o is like a blackboard,

and it wears a shiny drape. It keeps the data on hold.

It stores data, like text, movie, and sound, If you don’t press SAVE,

and plays it moving round and round. The data gets erased.

------------------------- is very small, A ....cccoovvvevnnnns i @N input device of computer.
but transfers data from one to all. It takes a snapshot of your paper and }w
You can connect it to the USB port, displays it back on the screen, ’!% '

it saves data and gives all support. It is quite an amazing machine.

AV T (Y

Y
b
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‘ B. Visitthe computerlabandlearnhowtouseaCD,DVD,andaPendrive.

. . ”‘i ;.ﬁ"' 'v"
LAB SESSION Perfection Through Practic g - g,-

» OpenWord 2016 by selecting the Start > scroll down to Word 2016. The Start Screen appears. Click

on the Blank document. A new blank document will open.
» Typeanytwo differences between ‘RAM’ and ‘ROM’. Set the font size of the headings to 16 points.
» Type‘RAM’and press the tab key thrice and thentype the heading ‘ROM’.

»  Press the Enter key twice, set the font size to 14 and type the points that you have understood in
the class. Now, apply italic effect to the text.

» | Save the file by using Ctrl+S key combination. Specify the name of a file in the File name box and
clickonthe Save button.

» Closethe application by clicking on the Close button on the Title bar.

GROUP DISCUSSION For Concept Clarity

Encourage the students to participate in group discussion on the following topics:
> Digital Cameraand Web Camera

> Differentiate between Touch pad and Touch screen

PROJECT WORK Using Creativity

Make an informative collage on input, output, and storage devices. Collect
pictures from the magazines, newspapers, or the internet with the help of your

parents.

ERTTITTIITTOM  Looking For More

To have better understanding about inputand output devices, visit the following websites:

| » http://www.teach-ict.com/gcse computing/ocr/212_computing_hardware/ output

| . = K =
devices/quiz/ontarget output.htm

» www.pitara.com/quizzes_for_kids/technology quizzes for kids/computer

_hardware

E?.?E:L'lﬂn witn KIPS @




MANAGING FILES AND FOLDERS

. LEARNING IN THIS CHAPTER b

® Features of Windows 10
® Starting Windows
® The Start button

_® This PC folder

File explorer
Files/Folders and their operations
Using Context menu
What is:a Shertoul?

A computer is a machine that cannot think on its own and requires instructions from us. The most
important software of a computeris its operating system. It is a medium through which we caninteract
with the hardware, using software. It controls all the activities of a computer. There are various types
of operating systems, such as Windows, Linux, Unix, etc.

Windows is a Graphical User Interface (GUI - pronounced as gooey) between a computer andits user. It
has been developed by Microsoft-the world's leading software company.

Figure 2.1: Windows 7 Figure 2.2: Windows 8 Figure 2.3: Windows 10

> FEATURES OF WINDOWS 10

The first GUI version of Windows Operating System was Windows 1.0. Since then, many versions of
Windows operating system have been released. The most popular versions of Windows are: Windows
98, Windows 2000, Windows ME, Windows XP, Windows Vista, Windows 7, Windows 8, and Windows 10.

The Windows 10 operating system has become very popular because of its following features:
ATTRACTIVEAND EASYTOUSE

Windows 10 has a very attractive transparent look with blue highlighting features. It hasa complete set
of new pictures, themes, tiles, and icons. The use of graphics makes it quite interactive. It works the
way we want and makes new things possible.

IMPROVED START MENU

The new Start menu of Windows 10 gives you quick access to apps and services. In the left pane, you

oot it KPS 20




can find File Explorer, Settings, and a list of the most used apps, Power option
etc. Intheright pane, live tiles are displayed, which consist of various apps.

SEARCH TOOL—CORTANA

Windows 10 has a refined and powerful search tool called ‘Cortana’. It allows
you to search for information on the system or on the web directly. It can also
be used to play music, videos, set alarms and reminders, send e-mail, give
voice commands, etc.

SUPPORTS MULTIPLE DESKTOPS

Winhows 10 has a new ‘Task View’ button on the taskbar. This button provides
the: bility to open multiple desktops at the same time. You can create multiple
deslitops for different tasks so that only one related set of applications is
visible in one desktop. There is no limit to the number of desktops that you can
create.

WINDOW SNAPPING

This feature assists you to work with multiple applications on the same screen.
You can drag and drop a window to any corner of the screen thereby making
space for other apps to be opened simultaneously.

THENEW BROWSER —EDGE

Microsoft Edge is the default browser of Windows 10. It allows you to write
and highlight the text directly on web pages. Cortana is an in-built feature of
Microsoft Edge that helps youto do things faster.

WINDOWS STORE

The Windows Store application provides you with all kinds of paid and free
apps, games, music, movies, etc. With Microsoft Store, you can try an app
before you buy it. Windows 10 opens these apps in multiple small windows on
the Desktop.

2 STARTING WINDOWS

When we switch ona computer, the Windows operating system starts loading
into the computer's memory. Once the process gets completed, the first
screen that appears on the monitor is known as the Desktop. It contains Icons
thatare the graphicalimages or symbols representing files or programs.

Learning

Computers with

Fact File

Bill Gates
Founder of Microsoft
He developed Windows
for general purpose
computer systems in 1985.

Fact File

Satya Nadella is an
Indo American business
executive, engineer, and

the current Chief Executive
Officer of Microsoft. He
was appointed CEO on
February 4, 2014.
=
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Figure 2.4: Windows 10 Desktop
2® THE START BUTTON

This is probably the most used button on the Windows desktop. When we
click on the Start button [, a menu appears-displaying the major options
along with the live tiles . This is called the Start Menu. It provides access to the

5 [rype here 1o search

installed programs onacomputer.
Figure 2.5: Starting a

2 THIS PC FOLDER Program
This PCfolder displays the contents of the computer's hard disk, CD/DVD, or any other external storage
media, such as a pen drive. By using This PC ¥ icon, we can access and manage all the folders and files
stored in a computer. It is useful for finding, organising, moving, and copying files/folders in a
computer. Double-clicking on ThisPC ™ icon opens the folderasshownin Figure 2.6.

Up Button: It takes you one
step up in the folder tree.

[” Back Button: It lets you — T

complete path of the selecte
file/folder.

1[ - o 4

Address Bar: It displays thj
d

navigate to the previously | e — — —s . - ~
et (250 » B=—— fotn T
e cuent o ol g sy e gl e form of tabs and groups that
B : . are used to work with files
[F]® - max f .8 and folders. -/
# Chath sciom Folgery (8 P —-\
ey A s e R e Sea_rch Box: It allows you to
Forwsrd Bistton: After H--- m o Demen E quu_:kl;;‘search ﬁlefgﬂmoldem
using the Back button, you —_— T R 8- in the curent folder.
can use the Forward oSO, e
button to again move to the jacid ity rbes by
1 corel - [P Hes Vehema (T Hew Volame £
current open window. e . - s .
R L TR R —"
g _‘E 1 (bhasien) __.fz e (e g ‘M:;-_'_ Attt (e
5 Tha irC o
i Manad ...H_ A, g ._ﬁ pry gy - E gt
A ey
—hd g e . _—— _f': < ik
Navigation Pane: It is a R &f— Right Pane: It displays the
the left pane that displays vt % oo o contents of the foider that
a list of drives and have been selected in the
folders, left pane.

X hewra -

Figure 2.6: This PC Folder
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» FILE EXPLORER

File Explorer is an application that displays detailed information about files,
folders, and drives. It enables you to access, edit, manage, and organise your
files and folders. You can use it to view, create, delete, copy, move, rename,
andsearchfilesand folders.

HOW TO OPEN FILE EXPLORER

To open File Explorer:

Fact File

Linux is also a very popular
operating system
Software. It is available
free of cost. The most

popular versions of Linux
. . are - Redhat, Mint,
» Clickonthe Startbutton > File Explorer option. Or Fedora, Edubuntu.
.
Press Windows key E +E.
» TheFile Explorer window will open.
The Left pane displays - Right pane displays the
all kinds of locations, =2 (5 = | Duskiop contents of the folder that have
such as This PC folder, Wems | Share  View been selected in the left pane.
devices and drives i & ot ] Thatiew tem [A i
connected to your computer, | j_—f U - coon s - “? ux_.:_i . Demraan 4 ooe
and other folderson | e TR L L H IR —
your computer. e -~ =
.CIickoﬂa!OOauOT:ltom 1+ Bl ThaPC + Dumbtop et s Deikteg 2
Harrs Ciste rmectiforst Type Knowledoe i Det ilspamsl': the t
Tt :“,. Efﬁ I'f &4 A0 Foba fokder ] Mriseft Word Doturnent common pl’opeﬂias ﬂssocialed
b ettt el o UM — with the selected file, such as
B ittpn_ e iz co i etichuing el 46000 ASPU Adobe Aesba O nres the author, size, and the date
'l;:m-m 32008 1006 AM  Shortent 1ep E | you last changed the file on, etc.
B Knowledge o infarmation AU L1ST AM Mt Wond D T |
x| Word 216 S8 1L AL Shontou I8 Tile Aasd » ke
| Aty g pat
| POF Fae o 18
TOOLS 1580063 :":F'"“““ ::':: 5ol
A Dalone . tl;S:M : :-m
The Status bar displays | :: posrusi o i
the fotal number of items b ; lays the i
i ahocafin, o K8 Wk e S, e )
number of selected items
and their total size. detailed information
« A - E FOR R o about each

| Taeem 1 e selected 12968

Figure 2.7: COmponeﬁts of File Explorer
VIEWING CONTENTS

> Toviewthe contents of any file or folder, simply double-click onit.
> Youcanchange thelayout of files and folders by using the View tab.

> FILES AND FOLDERS
FILE

It is a collection of related information stored together on some storage
device, such as hard disk, CD, DVD, or Pen drive. As we keep important papers
in a file, likewise, any information in a computer is saved in the form of a file.

Eachfileis given afilename, which helps us to find it whenever required.

Learning
Computers with

item in the window. :

Quick View

Select a file and click on
the View > Preview Pane
to view the contents of a
file on the right side of the
File Explorer window.

Know the Fact

In Windows 7, File
Explorer and This PC were
referred to as Windows
Explorer and Computer,
respectively.
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FOLDER i double-click _ Opensa

on a file .':- Document
la

-y

i -~

s spen o File o folder, sisply sove
m polater o m required ¥1le/folder
and doutl-clic Jl the flle/folder
will open -.1,“..

view fts contents|

As we keep all our files in a file cabinet, similarly, a
folder in a computer is like a cabinet where we keep |

relevant files. A folder can hold other folders as well. A | =i J

folder within a folder is called a sub-folder. You can |

double-click 2 R
differentiate a file from a folder with the help of the | g QJ E

icons associated with them. _ " Figure 2.8: Files and Folder

2 CREATING AND SAVING A FILE

The most common method to create afile is by using any application software. Here we are using Word
2016.

» Openanew blankdocumentin Word 2016.
» Starttypingtextontheblank page.

» After completing your work, save your file by using
the File tab > Save option.

» A window named 'Save As' will appear. Click on the
Browse button.

» The Save Asdialog box will open. Select the location

and type the file name in the File name text box. -
Clickonthe Save button.

> The document will be saved with the specified file

name.

Figure 2.9: Saving a File

2 CREATING A FOLDER

» Right-clickontheblank area of the desktop. = [Casc??ing MBM]_ -
» AcContextmenuappears. oy g " ot Y e
- Refresh | = Bitmap image
> Place the pointer on the New option. A list of sub- | — '_ ; s lotHr
options appears, which is called the Cascading Paste shorteut | B Corel PHOTO-PANT X Image
Uﬂ‘undﬂl Cirl=Z ' @- Microsaft Word Document
Menu. — & Journsl Document
a Gﬂphcspmputm.. | @ Microsoft PowerPoint P
. : : : # Graphics Options > G5 Microsoft Publisher Document
» Click on the Folder option. A new foldericon will be
| N ’ WinRAR archive
. P e : ———————————) B TetDomment
displayed on the desktop with its default name, i.e, "7 =0 '@ S
‘New Folder’. N Peironites R Raids

Fi 2.10:
> Typeanameforthefolderand pressthe Enterkey. e Creatinga Now. Folder

Learning H
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» OPENING A FILE/FOLDER

To open a file or a folder, simply move the pointer to the particular file/folder
and double-click onit. The file/folder will open and you can view its contents.

» RENAMING A FILE/FOLDER

Rename means to change the existing name of a file/folder.

Torename any file/folder:

» Right-click onthe desired file/folder. .
» Selectthe Rename option fromthe Shortcut menu.

» Thefile/folder name will be highlighted.

> Now, type the new name that you wish to give to the file/folder.

2 USING CONTEXT MENU

When you right-click on any icon, a pop-up menu appears, which is called the
Context Menu. Using this pop-up menu, you can save your time to access
commands. Right-clicking on the different areas and objects displays different
sets of commands. The Context menuis also called the Shortcut menu.

Quick View
The shortcut to create a

new file is Ctrl + N.

Context Menu

8§

Figure 2.11: Renaming a Folder

Quick View

Press Shift + Del to delete
\\ﬂles,’folders permanently.

RIGHT- CLICKING ON THE BLANK AREA OF THE DESKTOP View T
Sort by > |
When you right-click on the blank area of the desktop, you will find a menu Refresh 1
with a list of options. The Personalize option can be seen at the bottom of this | aste o
list. Using the Personalize option, you can change the desktop background, :::: :’;:‘e”‘ s |
Windows colours, lock screen background, settings of the desktop, screen T = J
saver, appearance of icons, menus, taskbar, etc. @ Graphics Options > |
=3 Display settings |
| | & Personalize |
P access i o =T
° M':‘::“"‘ ‘ RIGHT-CLICKING ON AN OBJECT Figure 2.12: Right-clicking on
B’ Scan with AVG the Blank A
Pin to Star ~ When you right-click on any icon on the i
;;'f':: it - desktop, you will find an entirely different list
Creme shortcut - of options. The Properties option will be found
Delete
 Rename | at the bottom of this list. It displays the basic
Loyt | information about theicon.
Figure 2.13: Right-clicking
on an lcon
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2 WHAT IS A SHORTCUT?

A Shortcut is an icon that provides an easy and quick method to open any application or software that
we use frequently. There is a small jump arrow present at the lower left corner of the shortcut icon.
Double-clicking on the shortcuticon opens the file or programthat it represents.

CREATINGASHORTCUTICON FORMICROSOFTWORD

» ClickontheStartbutton [ scroll downand select Word 2016 program.

» Dragtheicontothe Desktop.

» Ashortcuticonof Word2016 E]_ appears onthe desktop with ajump arrow inits lowerleft corner.

> Double-clickontheshortcuticonto opentheapplication directly.

EERECAP

Windows 10is an attractive and easy-to-use operating system.

An operating system controls all the activities of acomputer.

Thefirst screen that appears on the monitoris known as the desktop.

Small graphics or symbols displayed on the desktop, which represent a file or program, are called icons.

W W N S

This PC folder displays the contents of the computer's hard disk, CD/DVD, or any other external storage
media, such asa pendrive.

» Afileisacollection of relatedinformation stored together on some storage device.
> Afolderinacomputerislike afile cabinet where we keep relevant files.
» Ashortcuticon provides a quick method to open any application or software that we use frequently.

SECTION - A

A. Fill in the blanks.

1. When we switch on a PC, the first screen that appears on a monitor is known as the

2. TheSearchtool, canalso be used to play music and videos.

3. The option at the bottom of the left pane of the Start Menu displays all the apps and
programs.

4. The icon provides an easy and quick method to open any application or software.

'é:?n'::.'lﬁn win KIPS @




5. provides detailed information about files, folders, and drives.

+ Shortcut » Desktop » Cortana » File Explorer s All apps

B. State True or False.

1.  InWindows 10, only one desktop can be opened atatime.

2.  Anoperating system controls all the activities of acomputer.

3. Right-clicking on any icon will display 'Personalize' option at the bottom of the
displayed list.

4.  Cortanaisanin-built feature of Microsoft Edge.

5.  Theshortcutmenuisalso called the Context menu.

C. Application-based questions.

1. Mehak has created a number of files on her school project and stored them on the desktop. She
wants to keep all the relevant project files in a folder, but she has forgotten the way to create a
new folder. Help herto create afolder.

2. Saurabh has created a folder for his Science project and saved it on his computer. But now he
wants to rename it. Help him to do so.

SECTION - B

A. Multiple-choice questions.

1.  Windowsisa userinterface software.

a. Graphical b.Character c.Word

2 | A isa collection of relevant files stored together on some storage device.
a.lcon b. Folder c. Desktop

3. is the default browser of Windows 10.
a.Internet Explorer b. Microsoft Edge ¢. Google Chrome

4. displays the number of selected items and their total size.

a.Status bar b. Toolbar c. Menubar

s Kips 2>




B. Answer in one word or one sentence.

1. Nametheapplication that provides all kinds of paid and free apps.

2. Whichoption of Context menuis used to change the desktop background?

3. Whichoptiondisplays the basicinformation aboutanicon?

4.  Name the area of File Explorer that displays the most common properties associated with the

selectedfile.

C. Answer the following questions.

1. Explainanytwo features of Windows 10.

2. Differentiate between a file and folder.

3. Whatis the use of This PCicon?

4.  Whatdoyouknowabout Cortana?

5.  Whatisthe use of the Start menu?

o win KPS <22




ACTIVNALY

SECTION

>
>
>

>

>

¥yoN v v

Activity-1

Activity-2

Double-click on the This PCicon on the desktop. It will display the drives and folders.
Double-click on D: drive. It will display all the files and folders stored init.

Now, create a new folder in it and name it "My Activity'. Create a file in MS Word 2016 and save it in
the 'My Activity' folder.

Right-click on the 'My Activity' folder and select Send to option from the Shortcut menu. Now, select
the Desktop (create shortcut) option.

You will get the shortcut of 'My Activity' folder on the desktop.

Right-click on the blank area of the desktop.

Select the New option from the Shortcut menu.

Choose the Folder option from the cascading menu.

Type adesired name for the newly created folder and press Enter.

Now, rename this folder by right-clicking on it, selecting the Rename option from the Shortcut
menu, and assigning any new name.

Prepare a chart on the topic: Various Versions of Windows. To make it attractive,
paste pictures of each version along with its brief information.

>

>

For better understanding of an operating system, visit the website:

To know more about Windows 10, visit the website:

www.gcflearnfree.org/windows10/

www.gcflearnfree.org/computerbasics/understanding-operating-systems/1/

| | | | wearig i KIS <22




CHAPTER

. LEARNING IN THIS CHAPTER |
| ; — I
! ®  Adding Stickers to Canvas “® Adding effect !
| ®  Adding 3D text to Canvas ® Adding objects from 3D Library {

Paint 3D has many inbuilt options that can be used to enhance your art work. One such feature is
Stickers in Paint 3D. The Sticker option is used to add realistic texture and icons to your drawings.

Stickers can be added to 2D or 3D drawing. Paint 3D stickers are available in various forms like squares,
curves, lines, surface gestures, and facial gestures. You can also create your own stickers using other

applicationand add it to Paint 3D canvas.
> ADDING STICKERS TO CANVAS

Adding stickers into your Paint 3D canvas is a simple and easy task. The Sticker tool is used to insert
stickersin your canvas. Following steps can be used to add astickerin Paint 3D canvas.

» Toaddastickertoyourcanvas, click on the Stickersicon Bl on the top menu.

» The Sticker, panel will appear on the right-hand side of the Paint 3D window.

> Youwill seethreeicons onthe top of the Stickers panel, i.e., Stickers, Texture, and Add Stickers.

» Clickonthe Stickersoption @ andyou will seeall the available stickers in the Stickers Panel display.

> Selectonthedesired sticker, drag, and placeitonthe canvas.

Stickers

8 %
o ¥
)

B4 s
L]

g
LI L |

® 1 00 ) s @ » i,

Figure 3.1: Adding Sticker to the Canvas
Learning :
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SELECTINGASTICKER

You can make changes to the sticker that you have inserted in the Paint 3D
canvas. You can change the size, position, orientation, and appearance of the
sticker. Before you make any significant change to the sticker, it is necessary
to select the sticker first. The Select tool placed just below the top menu is
used to select asticker.

Following steps can be used to select a sticker:

» Addthesticker Sunto the canvas as shownin Figure 3.1
» ClickontheSelecttool b see! placed below the top menu.

> Once the object is selected, a rectangle with dotted lines will appear
around the stickeras shownin Figure 3.2.

Figure 3.2: Selecting a Sticker

MOVINGASTICKER

After adding the desired sticker, you can always change the position and size
of the sticker by dragging its edges.

» Insertthe sticker Suninto canvas and save the file with name Sun.
» Selectthe stickerusing Select tool from the top menu.
» SelectCopy|® | buttonunderthe Edit option from the 2D selection panel.

> Now, click on the Paste 2 button. The new copy of the selected sticker
willbe placed over the pre-existing sticker.

> Select the inserted sticker, and drag and drop it at the new location as

shownin Figure 3.3.
Learning
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__Qui_ci _View

You can press Ctrl +R to
add Ruler to line up and

| measure the picture.
-

‘ Let's anw More

If you want to focus on a
particular part of a
drawing, you can use Crop
| tool present in the Image
group on the Home tab.
| By using this tool, you can
|' crop (cut) the image and
\

resize it as required.
e

Let's Know More l

I
| There are six 3D shapes
| that you can use to make
| your own 3D models:
I Square, Sphere, cylinder,
capsule, cone, and
doughnut. If you need a
3D shape that is not in the
list, you can draw it
| yourself with the 3D
Doodle tools.
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» Thenew copy will be placed at the desired location on the canvas.

Figure 3.3: Moving a Sticker

DELETINGASTICKER

Paint 3D provides the facility to erase a sticker. To delete a sticker, you
canuse the delete option givenin the Selection Pane.

» Todeleteasticker, selectit using the Select tool from the Top menu.

» Once a sticker has been selected, you can click on the Delete icon
'@ | underthe Edit option as shownin Figure 3.4.

2 ADDING 3D TEXTTO CANVAS

Rotate and flip

@ Al < |
|

Figure 3.4: Edit Options

You can also enhance your artwork by adding 3D text to your canvas. The Paint 3D Text tool is an

upgrade of Text tool used in MS Paint. With MS Paint program you can only add 2D text to your
drawing, onthe otherhand the Paint 3D programis used to create both 2D and 3D text.

» Clickonthe Text tool [lon the Top Menu. The pointer changestoa W7 sign. Click and drag the Text

box onthe CanvasArea.

» A dotted rectangular box with options to rotate the text box will appear with a blinking cursor

insideit.

» Typethetextasshowninthetextbox.

» Youcanthenuse the rotation tools (x- axis, y-axis, and, z-axis) to change and convert the text into 3D.

erion o KiipS 3>




» Rotate thetextusingy-axistoolup toapositionwhereittakesits3Dform. ~ ——

| Let's Know More

Using texture in Microsoft
30 selection ' Paint 3D is similar to using
a sticker. You can use
| different types of textures
like brick, water, grass, etc.
samia filings ' Once placed, you can
g easily change its
properties like opacity,
rotate, flip, etc.

a3l I TR E | |
Tastwring
Semeamramnan,  Let's Discuss
o it e -
Effects Icon
F==- = - vs
Figure 3.5: Addil'lg 3D Text Sun lcon

DELETING 3D TEXT FROM THE CANVAS

>

>

Now, you have learnt how to draw 2D and 3D objects in Paint 3D.You can also

To delete 3D Text, select the 3D text box using the Select tool from the Top
menu.

| T
" . = | Let's Know More
Once the text has been selected, click on the Delete icon \ ® | inthe3D p————————
selection panel. Using Make 30 option
available in Paint 3D you
can add your 2D drawing

and convert it to 3D

enhance thelook of your art work using colours, textures, and effects. model.

® ADDING EFFECT

>

Open the artwork you have already
saved using Paint 3D.
Click on the Effects icon [fl] on the Top

menu. The Effects panel will appear on
theright-handside.

Select a filter of your choice from
filters. Click on the Filter to apply the
eiffect.

You can enhance or lighten the effect
by rotating the Sun icon & on the

ects panel. Figure 3.6: Adding Effects
Learning .




> ADDING OBJECTS FROM 3D LIBRARY

> Click on the 3D Library icon [l in the
Top menu.

» From the 3D Library Pane, select a 3D

model. Once selected, the model will |

automatically load and will be inserted in

to Paint 3D canvas.

» If you do not find a 3D model of your

choiceinthelist, you canalso find the 3D
model by typing its name in the search

b seea ¥ W e de

' : & = @ Remix 30 T @
. L Sparch 3D models
ﬁ.

et

v
g

Figure 3.7: 3D Library

box.
@IIEI}AP,

N Y W WY

The Stickers optionis used to add realistic texture and icons to your drawings.
Toselectan object onthe canvas, use the Select tool from the top menu.
You can change the position and size of the sticker by dragging its edges.

To delete a sticker, you can use the delete option @ giveninthe Selection pane.

The effects options help us to enhance the appearance of the objects.

[ Let's Know More !
' You can share your 3D
drawings with other
people using Remix 3D
option. Remix 3D is a
community that allows
Paint 3D users to share

The Paint 3D Text tool is an upgrade of Text tool used in MS Paint. 1 i Gin their craation

. with the other members
of the community.

A. Fillintheblanks.

1. The

2. TheStickericonisavailable onthe

SECTION - A

optionis used to add realistic texture and icons to your drawings.

menu.

tool.

3. Toselectanobjectonthecanvas,use

4. Todeleteasticker,youcanusethe

icongivenin the Selection pane.

hand side.

5. TheEffects panel willappearonthe

'é:n?r:::ﬂgrs win KIPS




HINTS * Right hand + Sticker * Select * Delete ¢ Top

w

novoA W o

State True or False.

Stickers can be added to 2D or 3D drawings.

There are only twoicons on the top of the stickers panel.

Tomake any change inasticker, itis not necessary to select the stickerfirst.

The Paint 3D Text toolis an upgrade of Text tool used in MS Paint.

You canalso create your own stickers using Paint 3D application.

Application-based questions.

Abhinav wants to create a 3D drawing of an animal sanctuary. His teacher told him that he can use the

Paint 3D application for the same. Help Abhinav in selecting the right tools that can be used for creating
the drawing.

Alisha has drawn a tree in Paint 3D . She wants to add some effects in the background . Which tool can
she use toadd the background effects?

SECTION - B

A. Multiple-choice questions.
1. The optionis used to add realistic texture andicons to your drawings.

a.lcons b. Stickers c.Labels
2. Onwhichside of the Paint 3D application the Stickers panelis placed?

a.Left b. Right c.Center
3. Inpaint3D,the . _.toolisusedtoselectasticker.

a. Sticker b.Select c.Label
4. Youcanconvert2Ddrawingsand convertthemin3Dusing . =obton.

a. Make3D b.Update c.Insert
5. Youcanenhance orlightenthe effectbyrotatingthe ... iconontheEffectspanel.

a. Sticker b.Arrow c.Sun
B. .|ﬁnswer the following questions.

. Name the various formsin which Paint 3D stickers are available.

| Learing o KPS <G5>
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2. Write the steps to delete a Sticker from the Paint 3D canvas.

3. Whatisthe use of 3D Text tool?

4. Howisthe 2D Text tool different fromthe 3D Texttool?

ACTIVAT.Y

SECTION

MY ACTIVITY Learning While Playing

Draw the following drawings.

1
\

» MS Paintvs Paint 3D

PROJECT WORK Using Creativity

Make an attractive invitation card for your friend’s birthday.




CHAPTER
MORE ON MICROSOFT WORD 2016

LEARNING IN THIS CHAPTER

- ® Copy formatting to another selection r Page formatting
r Finding the text m Setting page properties
®» Replacing the text = Previewing and printing a document

Word 2016 is a word processor that helps you to create documents with a professional outlook. It not
only provides the facility to type and modify the text, but also offers features to enhance the overall
appearance of the text. You can find and replace the text, set the page appearance as per your need
andalso preview a document before printing it.

» COPY FORMATTING TO ANOTHER SELECTION

The Format Painter tool is used to copy and apply text formatting and some basic graphics formatting,
such asborders andfills to another selection.

» Select the text or graphics whose formatting you want to copy. Click on the Format Painter
button # inthe Clipboard group onthe Hometab.

> The pointer changes into a brush shape. Now, apply the copied format by dragging the brush
over the desired text.

> Theformatting attributes of the previous text will be applied to the selected text.
2 FINDING THE TEXT

Tofind a particular word or phrase in the current document, follow the given steps:

» Click on the Find button & - in the Editing group on the Home _

tab. R e Gl o A M HLEE FE LY
ot ol B E RN TS S LR R 35 COF-TETE
> ANavigation paneappearstothe left of the documentwindow. .o, - « i: i
P Y,
> Youcansimplytypethewordthatyouwanttofindinthe ‘Search s me == 77
S i T

document’ box. The searched results will be displayed in the ==saieas- -

p
L T s e B B 41 e gy S .

L]

Navigation pane with the highlighted words. Or TERTE TR LS b g
w anens |

Select the Advanced Find option from the drop-down menu of L

the ‘Search document’ text box. The Find and Replace dialog G

box appearsas shownin Figure4.1. - e —

> In Find what box, type the text that you want to search in the Figure 4.1: Find and Replace
Dialog Box
document.

?o::mn win KIPS @




» Click on the Find Next button. The pointer will move to the next Quick View
occurrence of the searched word and the text will get highlighted.

The shortcut key for Find

» After finishing the search, Word displays a message: “We’re finished AigHLEF
The shortcut key for
searching the document”. Click OK. Replace is Ctrl + H.
1 . N . .. r To cancel a search, press
» Click onthe Morebuttonif youwant to widen your search criteria. Escape ke
TR N R, 1clioss it ot -t I I T BT i %

L a > If you click on the Match case check box, it will search the text with a
' @ similar case that you have typedin the Find what text box.

Y

If you select the Find whole words only check box, it will match the | Let's Know More
complete word; otherwise, it will also search those words where it finds !

! To copy the formatting
the first matching letters. For example, if you type ‘the’ in the Find what | effect to multiple text,

2 . 2 ¢ ST double-click on the
text box and do not click on the Find whole words only option, it will Format Palrtes button
also search the word ‘they’, ‘then’, ‘there’, etc., because the first three ! and apply the effects. The

' 2 : Format Painter is a toggle

; letters of these words are ‘the’. ; button. To turn off the

N BrAMG - ol T A Dot e ol e e 4 Wt N P b i L B e B e S S Format Painter, click on
the button again.

® REPLACING THE TEXT

Besides searching the text you can also replace the words or phrases with any

alternate text. Toreplace text, follow the given procedure:

» Click onthe Replace button _ in the Editing group on the Home tab.
In Word 2016, afile is

The Find and Replace dialog box appears. In Find what box, type the text saved with an extension
.docx.

that you want to search for. In the Replace with box, enter the new textto  \

replace the existing text. Fed b Type the text <
g GoTo to be searched !

« o |

I

» Click on the More button to select | res= . =
other options, if required. st win | Quick View
. - ' o | Press Alt + Q key
» Click on either Replace/Replace | corbiation o LRSHEn
All/Find Next button as needed. It o from Tell me what you
U;"m’“ onty ! \ want to do feature.
» WhenWord has finished searching = gesaeier Elipsmiine '

for the word and made

Know the Fact I

llmm
[ pgemate | | spgen= | [T
replacements, a message box B | —— —
appears. Click OK. Figure 4.2: Find and Replace Dialog Box
You can zoom the

A RN N || o AT CSam N S NS I i T O S e e document using mouse.
. 4 » Replace button changes the searched text with the new text given in the Press Ctrl key and move
@ Replace with text box. | the scroll butrammof the
H ! mouse forward to Zoom in
> Replace All button replaces all the occurrences of the searched text with ! and backward to Zoom
: ' out.
k the new text. : K

ey it KPS
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» Find Next button will highlight the next occurrence of the text that it searches.

» Cancel buttonis usedto close the Find and Replace dialog box.

J You canreplace the textin Word 2013 in the same way as you do in Word 2016. ]

®» PAGE FORMATTING
CREATING HEADER AND FOOTER

bottom of every page, respectively. You can include the title, chapter’s
Header Footer

Header and Footer is used to place some information on top and at the B Ig IE
P
heading, date, page number, author's name, etc.inthissection. = = Num-

; &F
» The Header and Footer buttons are found in the Header & Footer group Header & Footer
Figure 4.3: Header & Footer

on the Insert tab. Click on the Header button. Select the Edit Header Tools

option in the drop-down menu. Likewise, select the Insert > Footer >

Edit Footer optionto display the Footer box. An additional tab named Design will appear on the
Ribbonunderthe Header & Footer Tools section.

» You will find the Header and Footer boxes at the top and bottom of each page, respectively,
separated by the dotted lines.

» Click on the Header box and type the text that you want to display here. For example, ‘KIPS
LEARNING’ ontheleftside.

> Press the Tab key twice. The insertion point will jump to the right side. Click on the Date & Time
buttoninthe Insert group on the Design tab under the Header & Footer Tools section. The Date and
Time dialog boxappears. Choose the desired date and time format. Click OK.

» Click on the Go to Footer button in the Navigation group. The cursor will appear on the left side of
the Footer section. Press the Tab key and the cursor will jump to the centre of the page.

> Click on the Page Number button in the Header & Footer group and choose the desired format
from the drop-down list. If you intend to apply specific page number style then select the Format
Page Numbers option from the drop-down menu.

» ThePage Number Format dialog box appears. Define the settings as per your need and click OK.

» (Click on the Close Header and Footer button on the Design tab to come out of the Header & Footer
Tools section.

Click on the INSERT tab, select the Header and Footer group and follow the above given steps to appIyJ

Header and Footerinadocument.
| Learning .
Computers with KIPS




SETTING PARAGRAPH SPACING

Paragraph spacing is the amount of space above or below a paragraph. Follow the steps to set the
paragraph spacing.

> Selectthe paragraph before orafter which youwant to change the spacing.

> Click on the Paragraph dialog box launcher button f& on the Home tab. The Paragraph dialog box
willopen.

» Select the Indents and Spacing tab. Enter the required spacing in the Before and After spin boxes
under the Spacing section. Click OK.

é To set more precise spacing measurement, click on Line and Paragraph Spacing @ button in the
Paragraph group under the Home tab and select the Line Spacing Options from the drop-down menu.
The Paragraph dialog box will appear. Select any specified value for the line spacing and paragraph
spacing.

CHANGING LINE SPACING

Line spacing is the vertical distance between successive lines of the textina :
1 aragraph (—E

document. We can also increase or decrease the line spacing between a —

paragraph. | ot onins g ot

Genn
- ___

» Selectthetext. Click onthe Paragraphdialog box launcher & . | e vowten 5] ot s

L el

> The Paragraph dialog box appears. Select the Indents and Spacing tab | "N e e
and then select the required Line spacing option under the Spacing f:"'”
section. Click OK. TN T

| apw T humgie ] i
[ wmt et spage byvwasn parmpraphs of e tame i
Frovirn

In a similar manner, you can set the Paragraph and Line spacing from the | ‘_
HOME tabinWord 2013. i npea [ ]

Figure 4.4: Changing Line
Spacing

INSERTING COLUMN AND COLUMN BREAK

When you type in Word document, by default the text is displayed in a single column style or

paragraph style. If you wish to format the document in newspaper style, i.e., column style. Word
2016 enablesyoutocreateadocumentintwoormorecolumns.

Using Column Button

The easiest way to create a multi-column document is to use the Columns button -'-'.? * on Layout tabin

the Page Setup group.

» Selectthetext. Click onthe Columns button.

%:::::Lnlgrs witn KIPS




» Adrop-downmenudisplays the choices of columns. [ Cotums

> Select the number of columns that you would like to insert in "'[’[f‘i\,

) L s b
Cm m m m
aft

your document. = o o L B
. . Number of col i »Q{I Line between
» If you want to customise the column then click on the More | " masn gt
! g | gole: wigth spacin
Columns option in the drop-down menu. The Columns dialog = 5 sy = =
box appears. Define the desired settings and click OK. ? ‘_71 =< 2 -
Equal column width
_ Eyﬂh‘tﬂ sdltdld.;;;t_ . :‘Z] Start new column
" : 2
B N ) e Spacng ! [ox ][ conce
!-\-w&-—nw- Sor  (shemen Ronteas .
g0 RO S L R ———— Inserting Column Break Figure 4.5: Columns Dialog Box
=] ] el the ot page bogens.
H Y B |T yOu have already added columns to your Word document, then

you might have noticed that some of the columns are not as
balanced as you would like them to be. One solution to this problem

o Lot Winppieg
Ly she 1ot syt chgesty pe aeh
P meh 0L 1 apizom tret froem by bt

v tce Broaks
Hent Page

' memessesens s to add a column break. It will force the end of the column and

[,

| Eeweesew  move that text to the beginning of anew column.

=1 sactom o th same page

Figure 4.6: Selecting Page
Breaks Option

> Placethe cursorbefore the text where youwanttoinsert column break.

» Click on the Breaks button ¥=Bweskss on the Layout tab and select the Column option from the
drop-downmenu.

> Youwillobserve that the text following the column break will beginin the next column.

To add columns and breaks ina document, click on the PAGE LAYOUT tab and select the desired options.J

WORKING WITH TABS

The most common way to indent the text is to use the Tab key. It is used to move the cursor at certain
spacesinadocument. By default, Tab stops are set at every 0.5 inch. You can set the Tab stops along the
ruler according to your requirement. When you press the Tab key, the cursor automatically jumps to
the next tab. Tabs can also be created using Leaders lines. The Leaders insert dots or dashes in the
spaceleading up to the Tab stop. To set the Tab stop, follow the given steps:

> Click on the Paragraph dialog box launcherin the Layout tab.

> The Paragraph dialog box will appear. Now, click on the Tabs button' s present on the lower left
of the dialog box. The Tabs dialog box will appear on the screen.

> Typeatab position forexample, 1.25” in the Tab stop position: Text box.

Loartind i KPS 40>
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> Selectany of the Alignment options and click on the Set button. congs S <=piog

*S e 0" . 12 Before 0 pt
» Similarly,setanewtabat3”andclick OK. i R
> Now, press the Tab key. The cursor will jump to the next position ™ o Tl

| ab stop potition: " sunt HHops:

whereyouhavesetthe Tabstop. | NN 181

" | Tab stops to be cleared:

& You can quickly set Tabs by using the Tab selector « button presenton
@ the left end of the Ruler barina document. Keep on clicking the buttonuntil | | ®ue Ogenter O iont

it displays the type of tab that you want to set. Then, click on the location on | | iess
] (®) | None (D7 Oa—
the Ruler bar where youwant to set the tab. |'0s—
_____________________________________________________________________________________________________ ' sa | [ cgm Clear Al
[or ][ cance
Figure 4.7: Tabs Dialog
InWord 2013, you can set the tab position from the PAGE LAYOUT tab. J Box

INDENTING TEXT

Indentation determines the amount of
spacing between the text and the page

margins. Indenting basically draws the | i % |[comaon u -
J B I U-~-axx, x* #

. ; U Gy é 3_-—:' = & =
reader's attention. The Indentation | ™ o o w. 2. p. g x S-m- gl g e s |
t Clipboard ™ Font [ Paragraph ra! Styles % A |
feature IS used to move a complete [ Iﬂp‘i: DR RERCRETE MR O SRS T RO @uﬂ-ww.mmw

paragraph or the first line of a |,
- | Increase indent |

paragraph to a specific position, either : Knowledge is information powerful only when it is acted upon. Knowled
fromthe left orright margin. : comes from learning. It is of no value unless you put it into practice

== o T e
i *] oniy

» Selectthetexttobeindented. %

» Click on the Increase Indent |. [Decrease indent | |
button 2= in the Paragraph group | :

on the Home tab. The selected text |™eeiett sowed: [ e SR -+ x|
Figure 4.8: Indenting Text

will shift ¥z inch away from the left
margin.

> Clickonthe Decrease Indentbutton & to move the text ¥z inch closer to the left margin.
4 You can also set the indents by the dragging method. Select the paragraph and drag the First Line
@ Indent, Left Indent, Right Indent or Hanging Indent on the Ruler bar. '

present onthe HOME tab.

E::::Lr;g“ with Kl PS

In Word 2013, you can also indent the text by selecting the Increase Indent and Decrease Indent buttons]




» SETTING PAGE PROPERTIES

Word offers features to set the page properties, such as page margins, page orientation, page size, etc.
SETTING MARGINS

Margin refers to the amount of space that is left from the edge of the page and the document text.
Word 2016 allows you to set the margins on all the four sides of a document, i.e., top, bottom, left, and
right. The default margins are set at 1” from top and bottom and 1” from left and right edge of the
page.

Setting Margins using Ruler Bars

Page sars Tox
» Tochangethe left orright margins, pointtoamarginboundaryonthe | we m wee
Horizontal ruler. When the pointer changes to a double-headed ' > =2 =
arrow<, drag the margin boundary as per your need. Bl i el R
. @) ®
> To change the top or bottom margins, point to amargin boundary on - _ﬁ
the Vertical ruler. When the pointer changes to a double-headed | wewee e 5
arrow § ,dragthe margin boundary, as required. | m—
To Specify Exact Margin Measurement E%
> Select the Layout tab. Click on the Margins option in the Page Setup | - o= &
group. A drop-down list of options appears. The Normal option is ' “**** . -'-"ST“—" m—
Figure 4.9: t
selected by default. Select any pre-defined margin setting. Or ;g D;ﬁ:g ;::

Select the Custom Margins tab. Type the values for Top, Bottom,
Left, Right, and Gutter margins or click the spin boxes to set the margins.

> Inthe Apply todrop-downlist, choose the option; Whole document. Click OK.

SETTING PAPER ORIENTATION

The Page Orientation is the property to set the printing direction of the text. The default orientation is
Portrait, in which document is printed length-wise. When we choose Landscape orientation, the
document s printed width-wise.

To change the page orientation, follow the given steps:
» Selectthe Layouttab. Click on the Orientation buttonin the Page Setup group.
» Choose the Landscape orientation from the drop-down list. Observe the change.

SETTING PAPER SIZE

In Word 2016, you can work with different sizes of paper, but the available selections depend on the
type of printeryou use.

Ié::rl:::ltgrs with Ki PS




Tosetapapersize:

» Select the Layout tab. Click on the Size
button in the Page Setup group. A list of

paper size option appears. The current |

paper size is highlighted in the drop-down
list. Select any desired page size option. The
paper size of the document changes
accordingly. Or

Click onthe Page Setup dialog box launcher.
The Page Setup dialog box will appear.

» (lick on the Paper tab. Select the desired
size from the Paper size drop-down list.

Page Setu 1 x

Mg | Pape | Lywa

Pogay stn
Lette -_'
wen 8y i M
Wi 41 #
| Puper vourte
Bt poge @iher pager
| REMEETRrEeEmETIYN
Lhats gurpase tiar R i
P
E——t
I
=
._
dppite  Wiele denement Z Pt Qepems.
[ ot o] o

Figure 4.10: Setting Paper Size

> Observethechangeinthe Preview block and click OK.

The page setting options are available on the PAGE LAYOUT tab in Word 2013. ]

» PREVIEWING A DOCUMENT

Word 2016 allows you to preview the document before printing. Follow the

given stepsto preview adocument:

» (lickontheFiletab andselect
the Print option.

> A preview of your document
automatically appears onthe
right side of the Word
window. To view each page,
click on the Navigation
buttons -+ «:» below the

preview section.

> You can magnify the view of
the page by using the Zoom

T fh e W St

v ey

e e e | T Speg— .

- — ) -
—

i o

TR A
. ——
- ——

Quick View

The shortcut to open

Microsoft Word is:

>  Windows key +R key.

> The Run box appears.

» Type in winword, and
press the Enter key.

Know the Fact

> To define columns of
equal width, click Equal
column width check box
in the Columns dialog
box.

» To create columns of
different widths, specify
width in the spin boxes
under Width and
Spacingsection. It will be
activated only if you
deselect the Equal
column width check box.

> To insert a line between
the columns, click the
Line between check box.

Let's Know More

|
—
R o=

b e B

P e T i apant]
P e ¢
B O R i e g b T
—
e iy w4 — e o o+
- . -

Figure 4.11: Previewing a Document

Slider bar at the bottom right corner of the preview section.

Lc:mn win KIPS

To Insert Page Break, click
on the Breaks button on
the Layout tab and
select the Page option.
Or
Click on the Page Break
button in the Pages group
on the Insert tab.




» If you want to print more than one copy of a document, you can choose between the Collated and
Uncollated optionsin the Settings section.

» If there are ten pages in a document and you want to print five copies then the Collated option will
print the complete copy of the document, i.e., from page 1 to page 10 and then it will again start
printing the next copy. Whereas, the Uncollated option will print all the five copies of the first page,
and thenit will print the next copy of the subsequent pages likewise.

2 PRINTING A DOCUMENT

After checking the preview of the document, you can follow the given steps to print it:

» ClickontheFiletabandselectthe Printoption.

Print
» Choose the printer from the Printer Properties drop-down list. il :
1 Copies |1
» Enterthenumber of copiesinthe Copies spin box. ::.
| " |
|
» Under the Settings section, click on the arrow next to the Print All |88 ... o *| @
Pages to choose any given option. ol g
Settings

» Selecting the Print All Pages option prints the entire document. [

» Selecting the Print Selection option prints only the selected Document
text fromthe document. ﬂj} The whole thing

» Selecting the Print Current Page prints only the selected page
[~ Print Current P:
fromyour document. Bl aavepege

Custom Print
Type specific pages, sections of ranges

N
» Choosing the Custom Print option prints the specified range of .

pages from the document. Figure 4.12: Selecting the

Print Option
> Afterselectingall the required options, click on the Print button.

Wora 2013 .

In Word 2013, clicking on the FILE tab and then g .7 o i e weses  wams e s e
B * i KN e B SLELT. o mm LW AshnCrts | AsIMCIDE R -

selecting the Print option will open the Print |12 5y au oo a meam e feee | ot i =

section in the right pane. You can change the [ Sty 7 T TR T T

print settings by following the same steps as we

have mentioned above. : :
= |

Figure 4.13: Word 2013 Window
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» The Format Painter tool is used to apply text formatting and some basic graphics formatting, such as
borders and fills to another selection.

> TheFind optionfinds a particular word or phrasein the current document.

» The Replace option in Word offers a facility to search a particular word or phrase and replace it with a
newword.

» Header and Footer are used to place some information on the top and at the bottom of every page,
respectively.

Line spacingis the vertical distance between successive lines of the textina document.
Paragraph spacing determines the amount of spaces above or below a paragraph.

By default, Tab stops are set at every 0.5 inch.

Indentation determines the amount of spacing between the text and page margins.

NN - Y

Margin refers to the amount of space that is left from the edges of a paper where the text actually
begins toappear.
> Page Orientationis the property to set the printing direction of the text on paper.

SECTION - A
A. Fill in the blanks.
1. Thedefault margins are set at from top, bottom, left, and right edge of the
page.
2. Tocopyformatting to multiple text, on the Format Painter button.
3. TheColumnbreaks optionis presentonthe tab.
4. FormatPainterisa button.
5. Thedefaulttabstopsaresetatevery inch.
6. is the vertical distance between successive lines of the textina document.
LS| - » Toggle » Double-click 205 » Line Spacing » Layout

ch.'}'mn win KIPS




A,

State True or False.

indentation determines theamount of spacing above or below a paragraph.

Tab key is used tomove the cursor at certain spacesinadocument.

The Page Break option splits the documentintwo or more columns.

Landscapeisthe default paper orientationin Word 2016.

U HU‘

The Increase Indent button shifts the text 1" (inch) away fromthe left margin.

Application-based questions.

Aaryan has been given an assignment to write three paragraphs on the topic-'Keep Your City Clean'.

Help him format the document by setting the indents, margins, spacing before and after the
paragraph. Name the options that he would use to format these.

Diya has created a Science project of five pages in Word 2016. Her Science teacher has asked her to

mention the tOpiC page numbers, and her name on m
; . all the pages. Suggest h i
pti 0 gg er the ost suitable

SECTION - B
Multiple-choice questions.

The

optionis used to search any particular word or phraseinadocument
n

a. Find b.Search c.Replace

The

option divides adocument in two or more columns

a.T
ab b. Columns c.Header

The selected text can b i
e shifted half i
button. nch away from the left margin by using the

a.Decreasej
aseindent b.Increaseindent C.Spacing




4. Thetopandbottom margins ofadocument can be changed by using the
a. Vertical ruler b. Horizontal ruler c.Tabstop
5. Tomovea paragraphorlinetoa specific position, the ..featureis used.
a. Format Painter b. Paragraph Spacing C.Indenting
B. Answerthe following questions.

How willyou apply textformatting to anotherselection?

2. Whydoweuse Headerand Footer options?

3. Whatisindentation? List the types of indentation.

.

i i ?
he Print Preview option?
understand byt
5. Whatdoyou




| ACT)
| SECTION

| g oa
> OpenWord 2016, insert Header and type the text Class IV. e

» Write the heading BIRTHDAY RECORD. Select the heading, apply orange colour and align it to the
centre of the page.

» Divide the page into two columns using the Columns options. Set Line Spacing of the page to double.

- |» Select the headings NAME and D.0.B, make them Bold, Underlined, change their Font Size and Font

gl > Slet two tabsin the first column to align NAME and D.O.B as shownin the given figure.
Colour to 18 and Dark Blue, respectively. Enter the data using tabs.

: _

| » Afterinserting the complete data of column 1,inserta columnbreakinthe document.
» Inthesecond column, enterthe heading, ‘Your Qualities’.

» Use the Format Painter button to apply the formatting of the heading, ‘NAME’ and apply it on the

heading, ‘Your Qualities’.

» Setthe left margin of column 2 by dragging the BIRTHDAY RECORD
double-headed arrow towards left before awe obos Your Qualities
typlng the text. Shreya January 12 January- You're Ambitious, Smart, and Organised

3 * = = Xushal  Feb g February- You're Quiet, Shy, and Humble
> Find the word ‘Polite’ and replace it with = "

, Vikas July 17 July- You're Friendly, Caring, and Loving
‘Courteous’.

Aliya September19 September- You're Calm, Kind, and Sympathetic

> Save the f1|e by pl’ESSing Ctrl + S key Harshad March 26 March- You're Attractive, Affectionate, and Moody

. . . Mehreet June 22 June- You're Polite, Soft spoken, and Sensitive
combination and exit Word 2016. PRt B

GROUP DlSCUS_él_O_“ | For Concept Clarity

» Paragraph spacing vs Line spacing.
» Discuss the different methods of Margins settings.

| m ______ Looking ForMore

" | To know more about Word 2016,visit the following websites:
http://www.dummies.com/how-to/content/how-to-find-and-replace-formatting-

in-word-2016.html
Learning B
commumKIPS
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(1 " WORKSHEET

{ Chapters 1-4 |

A. Fill in the blanks.

1. Thedefaultmarginsaresetat fromtop, bottom, left, and right edge of the page.

2. A computer can understand only two states and

3. and are the two types of primary memory.

4. The icon is used to delete objects in Paint 3D.

5. displays a list of drives and folders.

“On » Delete + RAM 1" » Off » Navigation pane +» ROM

B. State True or False.

1. The Inkjet printer can give only colour printouts.

2. The Tab key is used to move the cursor certain spaces in a document.

3.  Potrait is the default paper orientation in Word 2016.

4.  InPaint 3D, you can only add 3D text to your canvas.

5.  An operating system controls all the activities of a computer.

C. Find the odd one out.

1, ‘Keyboard | Touch Pad ~ Scanner Printer

2 w ) AN U TN
3, (_Fashdrive ] (@ ow | @__Rom ) Blu-ray Disk

4. Windows7 | Windows 10 | Windows8 | | Sticker |
5. - S \7i|19d Dham - Bill Gates : :'__Saty_a Nadella — Sachin Tendulkar

D. Write the full form of the given acronyms.

1.  CRT
2 CcD

3. GUI
4. ALU

Lcﬁfn'::ﬁﬂrs win KIPS




€} | WORKSHEET _

i1 Chapters 1-4 | '

A. Choose the best answer.
1. | Which device gives the output on a paper?
a. Printer b. Pen drive c. Monitor

2.  The maximum capacity of multimedia cards is up to

a. 223 GB b.31GB ¢.512GB
3. Windows is a user interface. I
a. Graphical b. Character ¢. Word

4. Which among the following tools is not used in Paint 3D?

a. 3D Text b. Effects c. 2D Library
5. Paint 3D Text tool is an upgrade of the used in MS Paint.
a. Text Tool b. Brush Tool c. Eraser Tool

B. Answer in one word.

1. Which input device is used to record voice into the computer system?

Which input device can be used only with CRT monitor?

Name the latest version of the Windows operating system.

2

3

4. Name the tool used to add text to the canvas in Paint 3D.

5.  Which shortcut method is used to replace the text in a Word document?
C

Answer the following questions.

1.  What do you understand by computer memory? Name its parts.

2.  Whatis a storyboard?

3. Write any two features of Windows 10.

4. What are Page margins? What are the default settings of Left and Right margins?

Learing i KPS 5D




WORKING WITH STYLES AND OBJECTS

{ LEARNING IN THIS CHAPTER !

= Applying Built-in styles and creating a new style ® [nserting Symbols and Special characters
r Adding a Text box and inserting WordArt ® Inserting pictures
» Working with shapes » Adding Screenshot in a document

Style is a pre-defined combination of formatting features and types, like font style, colour, and the size
of text that is applied to the selected text in a document to quickly change its appearance. When you
apply astyle, youapply agroup of formats togetherin one simple task.

Toformatthetitle, “WELCOMETO THEWORLD OF STYLE” as 16 pt, Calibri Light, and Font Color : Accent 1, we
would be requiring three steps. You can also achieve the same result in one step by applying the built-in
Heading 1 style. By default, the text that you type in a new document is based on the Normal style.
Besides Normal style, Word provides many inbuilt styles. You can also create and edit your own styles.
Stylesare of two types:

CHARACTER STYLE : A Character Style affects the selected text within a paragraph, such as font
name, size, colour, bold, underline, borders, and shading.

PARAGRAPH STYLE : A Paragraph Style controls all the aspects of a paragraph’s appearance, such as
textalignment, tab stops, line spacing, borders, andit can also include character formatting.

> APPLYING BUILT-IN STYLES
Togiveapolishedlook tothetext, apply astyle from the built-in Styles gallery.

» Select the text to which you want to apply a
style. Hover the mouse over each style in the _
Styles gallery to see a live preview in the = - - s =2 ane BEs i
document and select the desired style. You S ' ’ S )

; L
can also click on the More drop-down arrow | Fompad » i
to see some additional styles and select the A i ™ = 5
. = the mouse cver sech Iyle 1o bew & Brw preview in the Socument snd seiect sy | EMERBIN a
desiredone. Or on the More 1cp-down a7 1 e the sdiionsles. O bewsetupiiss 8
3 . mwzmmmmmm_:::mwnm | s ‘
d . : .I;Ilill t ':‘ﬂ‘ﬂll:‘m " the i the documant w 3 Qudte "
Click on the Styles dialog box launcher button - e ey i B Vi icn . W
e of each hasding dicking o the trisngle collapies and expands the tent bod Subtie Reference a
& intheStylesgroup. I g il
- : ; umagen ¥
» The Styles task pane will appear at the right P—
i . i Ditatie Linked Styles
side of the document window. ; ol o
Pogeintl Jell@muds (N wen i

Figure 5.1: Applying Built-in Style
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» Itdisplaysalist of built-instyles. Choose the style Heading 1. Let's Know More
» Observethe changeinthe appearance of the text. Atheme is a set of
I formatting choices that
can be applied to an entire
® CREATING A NEW STYLE decoment. Hinchudes
. ’ themes, colours, fonts,
» Select the text and click on the dialog box launcher in the Styles group on and effects:

.

the Home tab. This opens the Styles task pane.
» C(lick on the New Style

button |4 located at the “™"**"™"™= i Know the Fact
bottom of the Window. | me. ::r When you apply any

At heeed anx bt Heading style from 1to 9
The Cl'eate New Style Jiyh for foBowng pangrh | ¥ Do) Hesding

on the text, you will
observe that a small

from Formatting dialog | ewmeessin®l o 1+ o | som—m

i | E=sw|lemmillzan
box will appear as shown | e o
|
in Figures_z_ ‘ APPLYING BUILTN-STYLES

triangle appears on the left
of each heading. Clicking

on the triangle collapses
and expands the text body
and sub-headings below it.

> Typethestylenameinthe

Port HomewnoBound 1 L POt (ks Med Jpie Shom i tha Mybes galieny

Name text box, and choose = = e

the formatting effects |§os s o e s st
= e I

under the Formatting —— = 2 Know the Fact I

section. Figure 5.2: Creating a New Style
Heading styles are used

» Select the New documents based on this template radio button so that for document navigation,
3 - > as well as for generating a
the new style will be available in all your documents for use. table of contents.

» Click OK. The new style with the assigned name will appearin the list.

WORD 2013 Quick View
You can apply, change, and create new styles in Word 2013 by using the Styles Toview th: 5“;‘:‘ la::‘
pane, use the Alt + Ctrl +
gloupon e . Shift + S key combination.
> ADDING A TEXT BOX
A text box is a placeholder where you can enter text. It can be used to Quick View
manipulate text and give it new graphical effects. You can move the text box
Give a cover page to your
along withits contents anywhere inthe document. document by clicking on
the Insert tab > Cover Page
CREATINGATEXTBOX? option.
: Similarly, yc{u {:an add
> Select the Insert tab. Click on the Text Box button @& in the Text group. SAEREHIN N0

. document by clicking on
Select the Draw Text Box option from the drop-down menu. The pointer the Insert tab > Text Box
option.

changesinto cross hair(4-) symbol. \_

oo i KIPS <5




-

» Click and drag the mouse pointer on the document to create the (fangesof 7 11 amem S !
" e Ton box || L€ArNING
textbox. | Computer
> Thetextbox will be drawn with the insertion pointinside it. | With i
i tiod | KIPS

> Youcanresize the text box by draggingits handles. X :
L] —— — .

> Type the text. It automatically adjusts and shifts the text to the Figure 5.3: Using Text

Box

nextline withrespecttothe boxarea.
» Youwill observe that the Format tab appears automatically on the ribbon with various options.

» To change the text box style, select it and click on the More drop-down arrow in the Shape Styles
group on the Format tab to display more style options. Move the pointer over the styles and select
any desired one.

» You can also select the text and then change the font, colour, and size by using the commands on
the Format and Home tabs.

» Clickanywhere outside the text box toreturnto your document.

» INSERTING WORDART

The WordArt feature allows you to create special text effects. It gives  [A] ‘E %:::r :

aunique look to the text. By using WordArt, you can create decorative il 3:;". [ Object ~ :
effects, suchas curved, wavy, shadowed or apply 3D effects. A
» Selectthe text on which youwish to apply WordArt effect. A A A A A d
» Click on the Insert tab. Select the WordArt E option in the Text A A A A All

group and choose the desired effect from the WordArt gallery. [
The letter ‘A’ represents the different designs that you can select A A A &\ A 5

toapplyonthetextyoutype. : M E
ik PEERE Figure 5.4: Using WordArt Gallery

» Aplaceholderappears with the highlighted text “Your text here’.
» Enterthetexttoreplacethe placeholdertext.
APPLYING EFFECTS TO WORDART TEXT

> Select the WordArt text. Select the Text Effects IS8 bytton.
Alist of various effect categories from the WordArt Styles group = “*
will be displayed.

» Place the pointer on the Glow option. Click on the Glow options At | f
: jl\ 3-D Rotation » | /4 ' f*

from the displayed sub-menu and set its ‘Presets’, ‘Colour’, ‘Size’ o oec
and ‘Transparency’ according to the requirement. The effect will | dX om0 sewomen
be applied to yourtext. Figure 5.5: The Glow Effect Menu
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» WORKING WITH SHAPES

Shapes is a drawing feature that helps you to draw various shapes, like stars,
banners, callouts, connectors, etc. With the help of these shapes, you can
draw the attention of the user towards your message. To insert a shape,
follow the given steps:

» Cick on the Shapes button in the §

Illustrations group on the Insert tab. -

Shapes, Block Arrows, Flowchart, etc. |
as shownin Figure 5.6.

gROGONEG
"Ell'f‘ 9"-\}‘», slo} |

» Point to the Basic Shapes and select
the Smiley Face. Drag the pointer on
the working area. The selected shape
willappearinthe document.

Gﬂ-:-* =DD@§)998
(21353, Sad =iveim]

> The Format tab will appear. To add a

quick style to the shape, choose the =7« caci. .

A0

options from the Shape Styles group e
onthe Formattab. Flgure 5.6: Using Shapes

ADDING TEXT IN A SHAPE

You canalsoinsert text in the shape. Toadd textina
shape:

» Select the shape. Right-click on it and select the makes a

Add Text option from the Shortcut menu.

Man Perfect!

> The insertion point appears in the object. Now,

typethe text. Figure 5.7: Adding Text

in Shapes
APPLYING SHADOW

You can apply shadow effect on any object. Word facilitates you to change the
colour of the shadow and set its position.

> Select the shape and click on the Shape Effects drop-down menu in the
Shape Styles group on the Format tab.

» Place the pointer on the Shadow option in the drop-down menu and select

Learning
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Quick View

To know more about Word
20186, visit the link:
www.gcflearnfree.org/word
2016/shapes/1/

¥

Let’'s Know More

Layout Options ~
When you insert
WordArt in a document,
the Layout Options icon
appears adjacent to its
right corner, You can adjust
the position of the
WordArt and wrap the text
around it by using the
Layout Options.

Let's Know More

Alignment guides are the
green lines that appear
when you move the image
around the text. These
lines help you to align the
image along with the text
in a document. The
alignment lines disappear
automatically when an
image gets aligned along
with the text.

Let's Know More

Word allows us to change
the order of two or more
overlapping objects. To do
so, click on the Bring
Forward or Send Backward
option in the Arrange
group on the Format tab.

S

Know the Fact

To maintain the height and
width ratio of a shape,
hold down the Shift key

while you drag the shape.

EETEeRe—SmEs 0 eocochnSMEniosscociecs 0 SSaneedseettecccessueessscscesssesesmy’ 0 essSsessgdesseeacceesstreecsesgpn
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the desired Shadow effect from the displayed list of shadow _

options. It will be applied on the object. ‘ B [ |Ee e

ape Sytey — 1
e e T

» Youcanalso change the shadow settings by selecting the Shadow

P—
Options tab fromthe Shadow _J== - drop-downmenu. | ) ome 2 @G
» Similarly, you canapply 3D effects to any shape using 3-D Rotation oL b l {

T o

button [_J#&==" from the Shape Effects drop-down menu. [ L) PG

v T
D]

g 03

Figure 5.8: Applying Shadow Effect
ATV ONE >>

Let us create a hut using various shapes.

» SelecttheLinetool 'N% and draw the outline of the hut.

> Toselectthe outline of the hut, hold down the Shift key, and click on each line 00
individually. Click on the Shape Outline drop-down list g , in the Shape |—l ST
Styles group on the Format tab. Select the Weight option and clickon 3 pt. Drawing a Hut

> Todrawa door, select the Rectangle tool [] and drag inside the hut. Click on the ShapeFilltool [Z¥ in
the Shape Styles group on the Format tab and fillin any colour of your choice.

» Now, change the outline colour of the door by selecting the Shape Outline tool E :
> Selectthe Ovaltool {J and draw windows in the hut.

» To make clouds, click on the Callouts option in the Shapes list and select the 'Cloud Callout'. Now, drag
the shape andfill grey colourinside it.

» To display rain shower, draw a line, then select the Dashes option f-%ca‘ from the Shape Outline tool
present on the Format tab. Select the square dotsand observe the effect.

> Type the text BEAUTIFUL HUT, select it and change its colour by using the Font Color tool E in the
Fontgroup.

® INSERTING SYMBOLS AND SPECIAL CHARACTERS

Symbols and special characters are punctuation, spacing, or typographical characters that are
generally notavailable on the standard keyboard.

Toinsert symbols and special charactersina document, follow the given steps:

» Placethe cursoratthe position where youwanttoinsertasymbol.

Iéz:nr;::}grs with K‘ PS @
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» Click on the Symbol button £ inthe Symbols group | sm _ | 1ox

onthe Insert tab. Select the More Symbols option. ::":”_'::‘““"‘ -

: : Zi<pdei2 @l s [#]o[==sltdts:
» The Symbol dialog box will appear. S=la[ug]: 2|2 2hela=[za5]e |
» Selectthe Symbolstabifitisnot selected. BEVEAES LR nd S A NANAICIE) © DuETLENN
B[O o|%|¢| P05 (%GO 8V,
» Select the Font of your choice from the drop-down | e uecsmeos

S e w[o[ <[] <[+ [x[=]u

» Choose the symbol and click on the Insert button. | [astoconea | [ shonetko- | snorctver

Click on the Close button to close the box. The Wil _ e _'_A
Figure 5.9: Symbol Dialog Box

list, e.g., ‘Wingdings’.

LCharacter code: 76 fromy | Symbol (decimal) _:J

selected symbol will appear at the cursor position.

2 INSERTING PICTURES

Adding pictures to your document helps you to illustrate the information in a better way. It also
enhances the appearance of your document. Word 2016 allows you to add pictures from your

x

computer orthe web directly into your document. g .
ADDING PICTURE FROM YOUR COMPUTER s

T oy L= B ]
*Quomem & r. E ﬂ
» C(lick on the Insert tab. Select the Pictures button #&~== - ..g., ﬂ “&

o Dovumenty # < Wpaprn-HD- pira flewen
& Pletutn P Backprounds

from the lllustrations group. The Insert Picture dialog = s

L w3

box will appear. el
> Selecttheimage and clickonthe Insert button. @ werwm e
> Theselectedimage willappearinyour document. e

> Format the image by selecting the desired option = " g te—
from the Picture Styles group on the Format tab.

ADDING ONLINE PICTURES

T v
ten » [ M | o
Figure 5.10: Insert Picture Dialog Box

Toinsertanonline picture follow the given steps:

> Place the insertion point where you want to display
theimage.

» Click on the Insert tab > Online Pictures option from
the Illustrations group.
The Insert Pictures dialog box will appear on the
screen.

> Enter your search term in the Bing Image Search
text box and click on the Search button EN. - g

s St 50 e et e  p—

> You can also browse through the inbuilt categories of Figure 5.11: Inserting Online Pictures

:':::::::'lgruim KiPS@




images by clicking directly on the Search button IEA.
> This will open another screen, displaying the images of various categories.
> Select the image and click on the Insert button. The selected image will appear in your

document.

® ADDING SCREENSHOT IN A DOCUMENT

Word 2016 provides a new feature called Screenshot. This option allows you to take instant screenshot
without leaving the program that you are working in. This feature is available in Word, Excel,
PowerPoint, and Outlook. You can use it to take the screenshot of any window that is open on your
desktop. To add the screenshotinadocument, follow the given steps:

» OpentheWord document and the other application of which you want to add the screenshot.
» Clickonthe Word document. The Word documentis now active.

> Now,clickonthe Screenshotbutton . in the lllustrations grouponthelnserttab.

» (Click on the thumbnail in the Available Windows _

=,

. . . ; i 4‘7‘ ) T Smanttn a :‘f_}, & * ] Header= .I
gallery. This will add the whole window in the ,,,,P?",:E:g.,',, A oo s ERAT g;:;m |
document. e wm!

» You can also use the Screen Clipping tool to add a | p— { has!
part of the window. ' o ;
» Select the Screen Clipping option. When the pointer E B
changes to a cross hair (+ ) symbol, hold the left
mouse button and drag it to select the area of the jph SIS
screen that youwant to capture. Figure 5.12: Selecting a Screenshot

WORD 2013

In Word 2013, you can also add Text Box, WordArt, different shapes, Online Pictures, and Screenshots by
selecting anappropriate option from the INSERT tab.

EEIRECAP,

> Style is a pre-defined combination of formatting features, like font style, colour and the size of text
thatis applied tothe selected textin orderto changeits appearance.

» Text box is a placeholder where text can be entered. It can be moved along with its contents,
anywhereinthe document.

» WordArt feature allows the user to create special text effects.
» Alignment guides are the green lines that appear when you move the image around the text. These

Lc:::::lntgrs with KIPS




lines help you to align theimage along with the textinadocument.

» Symbols and special characters are punctuation, spacing, or typographical characters that can be
inserted by using the Insert > Symbol option.

» The Screenshot option allows you to take instant screenshot of any window that is open on your
desktop without leaving the program that you are working in.

SECTION - A
A. Fillintheblanks.
1. and arethetwo types of styles.
2. A isa set of formatting choices that canbe applied to an entire document.
3. Lines, Basic Shapes, Block Arrows are the options of button.
4. The feature allows to create special text effects.
5. A isa placeholder where text can be entered.
»WordAt ~ «TextBox  «Character =+ Shapes »Paragraph  » Theme
B. State True or False.
1. The Shape Fill tool is used for colouring a drawing object.
2. Alignment guides help you toalign the image around the text.
3. Textcannotbe formatted within the text box.
4. Youcannotinserttextinashape.
5. ToviewtheStylestask pane, use the Alt + Ctrl + Shift + Skey combination.
C. Application-based questions.

Aarushi wants to write a poem on ‘Rain' in Word document. She wants to apply decorative text effect
to everysingleline. Suggest how she can apply the special text effect.

"cml.'lﬁm win KIPS




2.

The teacher has asked Varun to make a banner for the 'School Fate'. Which feature should he use to
addready-made pictures to the banner?

SECTION - B

Multiple-choice questions.

Which style affects the selected text within a paragraph?

a.Character Style b. ParagraphStyle c. Built-in Style

Whenyoudraw atext box,anew tab appears with Drawing Tools.

a. Home b.Insert c.Format

The key is used while dragging to maintain the height and width ratio of a shape.
a. Shift b. Ctrl c.Alt

The WordArt buttonis presenton the tab.

a.Format b.Home c.Insert

Answer the following questions.

What do you understand by Style? Name the different types of Styles.

Whatis the use of the WordArt feature?

Whatisa Text box? How will youresize a textbox?

Describe the Shapes feature in Word 2016.

mmn win KIPS




ACTINATY

SECTION
228

LAB SESSION Perfection Through Practice =~

» Click on the Insert tab, and add a |

rectangular shape and fill green colour in ~ i
it with the help of the ShapeFilloption. | @ gﬂ WN @R :
> Type the text ‘SUMMER CAMP’, and eni CAM P |
change its font to ITC Benguiat Gothic Std 2 q i
Hvy and size to 36 from the Font groupon | e
the Hometab. ; PLAY, LEARN,
> Select the Text, click on the WordArt | AND
button g on the Insert tab in the Text |
group and choose the desired WordArt
style.
» Create a new style named ‘My Style’. |
Change its formatting effects to Font:
Hobo Std, Size: 18 and apply the Bold effect.
» Addthe Text Box by using the Insert tab and type the text ‘PLAY, LEARN, AND GROW TOGETHER.
» Selectthetext ‘PLAY, LEARN, AND GROW TOGETHER’and apply My Style effect on the text.
» Select the rounded rectangle shape from the Rectangles category in the Shapes group and fill it

with Red colour using the Shape Fill option. Type the text ‘Age group 2-6’ as shown in the figure.
Change the Font Colour to Yellow and size to 16 from the Font group.

>
> Addthe Cloud from the Basic Shapes using the Shapes option. Type the text ‘Splash Pool’in the cloud.
» Similarly, write the content for the other clouds as shownin the figure.

»

Add the Clipart of Football, Sun, and Paint Brush with the help of Online Pictures option and save the
file.

DL I UG usingCreativity

» Make Posters on the following topics by using all the effects that you have learnt till
now and write appealing slogans on them.

» CleanandGreenEarth > Healthy Food Habits

| Learing i KPS 6>




CHAPTER
MORE ABOUT SCRATCH

| LEARNING IN THIS CHAPTER b i e ——————————————

® Features of Scratch ®  Working with two Sprites = Changing the Pen Shade
= Components of Scratch m Setting the Sprite Position = Changing the Backdrop of the Stage
® Adding a new Sprite m Setting the Rotation Style m Playing the Instruments

Although, a computer is a smart machine, yet it needs instructions from us to do any task. A computer
does not understand English, so we have to give instructions to it in a special computerlanguage that it
understands. This language is known as the programming language.

Scratch is a programming language, designed for the students to enhance their computing skills. It
enables the children to create their own games, animated stories, and projects.

Scratch provides objects to which we can give commands to perform different actions. In Scratch,
these objects are known as Sprites.

> FEATURES OF SCRATCH

» Scratchisavailable free of cost.

» Itiseasytounderstand andlearn.

» Itincreasesstudents' interestin programming by providing graphical environment.

» Instead of writing text or codes, pre-defined blocks are snapped together to create the Script.

» Itallows playful experimenting with program segments.

mmlﬁps




Let us learn about the various components of the Scratch window:

SPRITE : Sprites are the objects that perform various actions in a Scratch
project. Scratch provides a number of inbuilt Sprites. By default the 'Cat' Sprite
is selected and displayed in the middle of the stage.

STAGE : It is the main working area to draw pictures or perform actions. Stage
is the place where Sprites move and interact with each other. It is divided into
(x,y) co-ordinates x: 121 y: -111|,which shows the position of the mouse. The
values of both the co-ordinates are displayed at the bottom-right corner of the
Stage.

SPRITE LIST : It displays the thumbnails of all the Sprites that we have
selected, below the stage.

BLOCKS PALETTE : Blocks Palette contains various predefined blocks that are
used to perform specific tasks.

SCRIPT AREA : The collection of step-wise instructions given to a Sprite is
known as a Script. Script Areais the place where we pick and drop the blocks to
createascript.

SPRITE INFO PANE : Click on the € icon present on the top-left corner of a
sprite thumbnail to display the Sprite Info Pane. It includes information about
the selected sprite as well as few tools for manipulating the Sprite. The tools
include:

Sprite Rotation Style Buttons:

» Circular Arrow U : The circular _

arrow enables full rotation of a | o S spries Name | &
ite. o % =
Sprite ‘ ?’ | | o &
» Linear Arrow * : The Linear 0 ;‘ :
arrow enables the Sprite to only | show: R

faceleftorright.

" R . Figure 6.2: Sprite Info Pane
> Disable Rotation ® : It disables

rotation. The Sprite will remain facing 90 degrees no matter what.
x: y: co-ordinates : These coordinates indicate the position of a Sprite on the
stage. The horizontal line is labelled as x-axis and the vertical line is labelled as
y-axis. The point at which the two axes meet is the centre of the stage and is
known as origin. The originisrepresented by x: 0and y : 0 coordinates.

Learning
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Fact File
Scratch is developed by the
Lifelong Kindergarten
Group at the MIT
(MASSACHUSETTS
INSTITUTE OF
TECHNOLOGY) Media Lab,
led by Mitchel Resnick in

2003, with financial
support from the National
Science Foundation, Intel
Foundation, and the MIT
Media Lab. The first official
website of Scratch was
K launched in 2006.

Let's Know More

Scratch 2.0 is the current
version introduced after
Scratch 1.4. It has the
Vector editor and allows us
to edit projects directly
from the web browser or in
an offline editor. It was
officially released on May
9, 2013.

©

Know the Fact

Scratch can easily run on
different operating systems

including Windows, Mac

0S and Linux.

N

Let's Know More

Sprite’s Name
The name of a Sprite can

be changed by clicking
inside the box that displays
the Sprite’s Name.

Kips <s3>




Direction: Itincludes how the sprite will turn whenit executes a move instruction.

0=Up 90=Right 180=Down -90 = Left

VIEW FULL SCREEN ™: View full screen mode or Presentation mode button is located at the top-left
corner of the stage. Click on the button to view the presentation of your projectin full screen mode.

TABS : Scratch provides us with three different tabs namely Scripts, Costumes, and Sounds. All three
tabs have different tasks to perform. In addition to these, the Backdrops tab appears only when we
select the stageiconto add anyinbuilt background on the stage or paint anew background.

STAGE ICON: The Stage icon is present at the left of the Sprite list. Clicking this button will add the
Backdrops tab in place of Costumes tab. Using this tab we canimport any background on the stage.

CURSOR TOOLS: Cursor tools are located at the top of the Scratch window. There are four different
tools to perform different operations on Sprites:

> Duplicate E : This option creates a duplicate copy of the selected Sprite.
> Delete juul:Clicking on this option will delete the selected Sprite.
> Grow [4:Asthename suggests, this option helps us to increase the size of the Sprite.
Toincrease the size of the Sprite:
» Selectthe Grow button m fromthetoolbar.
» Themouse pointer shape changes into four-headed arrow with an outward direction.
» Now, place the pointer on the Sprite and click onit. The size of the Sprite willincrease.

> Shrink E : The function of Shrink button is opposite to the Grow button. It helps to decrease the
size of the Sprite.

Todecrease the size of the Sprite:
» Selectthe Shrink button £ from the toolbar.
» Themouse pointer changesinto four-headed arrow with aninward direction.

» Placethe pointeronthe Sprite and click onit. The size of the Sprite will decrease.

BLOCK HELP: Selecting the Block help button L1 will change the mouse pointerinto a question mark.

Click on any block in the blocks palette with the question mark. A pop-up window appears that shows
quick tip for that specific block. We can also open the tips window by clicking on the Tips option placed
onthe Menubar.

» ADDING A NEW SPRITE

When we open Scratch, by default, the Cat Sprite is present on the stage. We can create a new Sprite,
importitoruse the available spritesin our project by selecting the New sprite option.

lé::nr:mgrs with KiPS




Let us discuss each one of these:

1

4«

CHOOSE SPRITE FROM LIBRARY
inbuilt Sprite options. Clicking on this button will open a Sprite Library

: Scratch contains many exciting

dialog box, which provides multiple options of Sprites.

PAINT NEW SPRITE : Clicking on this button will open the ‘Paint Editor
window’, from where we can draw a new sprite. This window provides
many paint tools. Use the tools to draw a Sprite and fill any colour from the
colour palette of the Paint Editor. After the Sprite is completed, click on OK.
The stage will have similar Sprite as we draw in the Paint Editor and it will
also be added in the Sprite list. While drawing, we can also increase or
decrease the size of the Sprite by using the Zoom buttons. Observe that the
Costumestabis sselected.

UPLOAD SPRITE FROM FILE | g : Clicking on this button will open the Select
file(s) to upload by app:/Scratch. swf dialog box that offers a facility to
choose Sprite from the files stored in a computer system

St Ly = ; -— ———
= ! o _.._ Y ll ':?:9 - :
e3>t 116 B
- Br0aAa®®
¢ YW O :
M av@wW |
i : v | cn e
Figure 6.3: Costume Library Figure 6. 4 Pamt New Sprite
Dialog Box

NEW SPRITE FROM CAMERA : This option opens the web camera of
our system, provided our system is enabled with it. It allows us to click an
image and useitasaSprite.

2 WORKING WITH TWO SPRITES

We have learnt how to add a new Sprite on the stage. Let us make a project
using more than one Sprite.

) 2

Open the Scratch window. Remove the Cat Sprite by right-clicking on it
and selecting the delete option.

Click on the Choose sprite from library button| #|. The Sprite Library dialog
box will open. Choose People from Category section and select the

Learning
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Let's Know More

To remove a block, right-
click on a block in the Script
area and choose delete
option from the menu.
Likewise, we can remove a
Sprite by right-clicking on a
Sprite on the stage and
selecting the delete option
from the list.

Let's Know More

Blocks with a rounded top,
such as r
can only be
placed at the top of the
block stack.

N

Let's Know More

We can also perform
actions on the Sprite by
using the keyboard keys.

The lock
in the Control block menu
runs the script when the
specified key is pressed. We
can select any key from the
drop-down list of

block.

.

Let's Know More

Right-click on any block and
select help.
A short description of the
block will appear in the
help dialog box .
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Ballerina Sprite. Click OK.

» Now, select the Costumes tab. We will notice Ballerina-a, Ballerina-b, Ballerina-c and Ballerina-d
costumes underthe Ballerina Sprite's costume ist.

» Select the Ballerina-a costume and adjust its position on the stage
by dragging it to the desired position.

» Again select the Choose sprite from library button and add Jaime | ;m
Sprite from the People category on the stage.

> Select the jaime-b Sprite from the costume list and place it as é :F

showninFigures6.5.

> Select the sprites, one by one, and start creating the block stack,

step-by-step, inthe Script area. T
Spraes vew st & / & @

» Create scripts for both the Sprites separately as shown in Figures E ;
6.6and6.7. S

. -/ . & ey
» Click on the green flag button located on the top of the window Figu; 6.5: Multiple Sprites

and observe the two Sprites talking to each other. on the Stage

say RETREYGN for €) secs

say By for €D secs

next costume

. " >
=18 Can you demonstrate the exercise which i taught you? {73 o secs s e

Figure 6.6: Script for Jaime Sprite Figure 6.7: Script for Ballerina
Sprite
= SETTING THE SPRITE POSITION

The Scratch stage is 480 pixels wide and 360 pixels high. It is divided into X . 549 y.180  x:240 y: 180
and y grid. The middle of the stage has x coordinate whose valueis 0 and y
coordinate whose value is 0 too. To find out the x and y positions of the Sprite x:0|y: 0
on the stage, click and drag the sprite and observe the change in the
coordinates displayed below the stage.

The 'x' value determines the horizontal location of the Sprite and the 'y' x:-240,y:-180  x: 240, y: -180

. : ; " Figure 6.8:
value determines the vertical location of the Sprite. The 'x' value of stage can Stage Coordinates
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range from 240t0-240,and the'y' value canrange from 180 to-180.

The easiest way to set a Sprite's position is by using blocks from the Motion

I Sermich 3 Offine Editor

block palette.

Now, let us create a Scratch
project by specifying the
Sprite's location on the stage:

>

™ Unbtied

Event block and Control block
palette to the Script area.

Figure 6.9: Stage Coordinates
Select the § block from the Motion block and place it inside the

E block. Change the step value to-100.
Drag the EZE:ESS) block from the Control palette and place it beneath

the block.

Now, clickand drag the block from the Motion block on the Script
area and changeits value to 100.
Again pick the EgiiE S block and place it after the block.

Add the EpEEET) and EEEEEERIE=) blocks one after the other at
the end of the script. Change the value in blockto 5.

Click on the green flag and observe the Sprite changing its position, colour,
andsize onthe stage.

In a similar manner, we can change the value of y coordinate using the

block.

> SETTING THE ROTATION STYLE

We can also set the rotation style of the Sprite by using the rotation style
buttons present in the Sprite Info Pane. Let us use these options in a Scratch
project:

>

»

Open the Scratch window, delete the Cat Sprite and add Jaime Walking
Sprite onthe stage.

Open the Sprite Info Pane section by clicking on the o icon at the left
corner of the Sprite.
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Let's Know More

Show and Hide blocks
display the Sprite on the
stage or make it disappear

\tom the stage, respectively.

Let's Know More

In Scratch 2.0, the picture
on the stage is called a
Backdrop.

In Scratch 1.4, it is called a

Background.
"

Let's Know More

A Sprite can also be made
to glide on the stage to a
specific location by using

the glide block.

Let's Know More

Graphic effects change the
look of the sprite in

different ways.

Let's Know More

We can also record our
own sound in the project.
To record our own sound

we need a microphone
attached to our computer

Kips <>
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» SelecttheLinear Arrow rotationstyle.

» Dragtheblocks onthe Script area. Change the values of the blocks as shown in Figure 6.11 and click

onthe greenflag torunthescript.
. toma2omme tone - 0 x
& A 3T

. [ome wimg i e

LLLLL

next costume
»

mave m steps
L]

>Ps
tuflleer=0n 4

. mEn CA

Figure 6.10: Sprite Costumes List Figure 6.11: Script for Walking Boy Sprite

» CHANGING THE PEN SHADE

In Scratch, Pen block instructions are used to draw a trail as the Sprite moves on the stage. Each pen
colour has different shades that vary from the lightest to the darkest. The pen shade varies from 0to 100, i.e.,
0being the darkest and 100 being the lightest shade. Let us observe this with the help of a given example:

> Delete the Cat Sprite and add Butterfly3 Sprite on the stage.

=, Scvstn ] Offhne Ealibae

> Select the Pen block palette. Click and =y IR
drag the ErE e 10l block &= uvmes T _
onthe Scriptarea. @‘

o]

> Drag the anc

EXEE blocks and place them under

set pen size to m
the EEESEART) block. it

l\‘lﬂvtmﬂeps
» Change the value to 10 ] <t pen size 1o @ e

block. P 57

change pen shade by m

» Now,selectthe Motionblockmenuand =
drag the (R E®H block on the &/éa e
Script area. Figure 6.12: Changing Pen Shade

repeat €D
> Now,select the block from the Control block menuand place it over the Script.

» Click onany blockin the Script and observe the sprite drawing a line with a change in the pen shade.
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If the pen shade is 0, then the pen colour will be close to black. If the pen shade is 100, the pen colour will be
close to white.

= CHANGING THE BACKDROP OF THE STAGE

The New backdrop icons are used to change the background of the stage. We can either create our
own backdrop or choose any backdrop from the available built-in options. Scratch provides four
different options to change the backdrop of the stage.

Letuslearnabout each one of them.

1. CHOOSE BACKDROP FROM LIBRARY aél : To choose a backdrop from the
Scratch library, click on this option. The Backdrop Library window pops up. The
library is divided into two sections: Category and Theme. Select the desired
theme, choose any backdrop from the displayed list and click OK. The selected

theme will be set as the backdrop of the stage.
New backdrop:

/-

2. PAINT NEW BACKDROP / : This option will open the 'Backdrops Window
Editor', where we can create a new backdrop window according to our
requirement.

Backdrop Library

An
Crbeorg

- oo 87 & ‘gm following blocks on the
[T u*stags and see the Cat Sprite
'__: . moving on the ground.
T el ~ | /e o= =
Figure 6.13: Backdrop Library Figure 6.14: Selected Backdrop on the Stage

3. UPLOAD BACKDROP FROM FILE & : Clicking on this option opens the
Select file(s) to upload by app:/Scratch.swf dialog box. Select the required file
for backdrop and click on the Open button. The desired image will be uploaded
forthe backdrop.

4. NEW BACKDROP FROM CAMERA : Selecting this option allows us to
click an image using the built-in camera of our computer system and import it
ontothestageasabackdrop.

I[E:z::iu:zrs with KIPS




> PLAYING THE INSTRUMENTS

The Sound block provides different blocks to add music to our Scratch
project. It also provides music based on different instruments using the
block. This block sets the type of instruments that a
Sprite uses to play the note. There are 21 different in-built instruments
from which we can select the desired one. We can also set the notes for
the instrument for a required number of beats. The notes are signified by

numbers.
Let us create a dancing sprite project as shown in Figure 6.16. The Sprite o ""g‘l :
used here is Cassy Dance present in the People group and the backdrop play drum €5 far €D bear:
‘ . - play dram m far @ beats
usedis the spotlight-stage presentin the Music and Dance group. s s €D s €D bt
B Sermh § Oofine Ligtar - O X .ﬂdy drum (B for () beats

gy drum €5 for CF) boats
; play drum @ for m beats
‘pfﬂy drum (ED for CF) beats
: play drom (E8 for (B beats

Q=qQ

Figure 6.15: Script to Play

: Instruments
wailk o L=

change color

next costume m

While selecting the note, always
remember, the higher number

Figure 6.16: Script for Background will play the higher pitches.

EEIRECAP

Scratchisafree programming language, designed for students to enhance their computing skills.
Sprites are objects that performactionsin a Scratch project.

We canadd a Sprite by selecting the New sprite buttons placed at the bottomright-corner of the stage.
Paint new sprite button will open the Paint Editor window, where we can create or draw a new Sprite.
The Scratch stage is 480 pixels wide and 360 pixels high. Itis divided into x and y grid.

The x value of stage can range from 240 to -240, and the y value canrange from 180 to-180.

ASprite canrotate by using different rotation style buttons presentin the Sprite Info Pane.

Penblock instructions are used to draw a trail as the Sprite moves on the stage.

Y~ ¥V ¥Y.9%9 ¥ ¥ ¥ W ¥

We canadd musicto our Scratch project by using the blocks in the Sound block menu.

Lo« ui KIPS 70>




SECTION - A

Fillin the blanks.

The button helps to decrease the size of the Sprite.

block instructions are used to draw a trail as the Sprite

moves on the stage.

is the place where we pick and drop the blocks to create a

script.

The displays the thumbnails of all the Sprites used in a project.
The x value determines the location of the Sprite and y value
determines location or height.

State True or False.

We cannot change the name of the Sprite.

Stageis the main working area where the Sprite moves and performs actions.
Ifthe penshadeis 0, then the pen colour will be closer to white.

The Scratch stage is 480 pixels wide and 360 pixels high.

View full screen buttonis present on the top-right corner of the stage.

Paint Editor window allows us to create a new sprite on the stage.

Application-based questions.

HINTS ||

+ Script area
» Sprite list
» Vertical

» Horizontal
% Pen

+ Shrink

Kritika is creating a project in Scratch. She wants to create a new Sprite in her project. Suggest her the

method to do the same.

Rahul loves to play Guitar. While working on his Scratch project, he wants to play the sound of Guitar.

Help him by suggesting the appropriate block to do the same.

et lIDS <7D




SECTION - B

Multiple-choice questions.
Which box, on clicking, displays the short description of the block?

a. Help b. Sprite Info c. Info

The collection of step-wise instructions given to a Sprite is known as

a. Blocks b. Script c. Stage
The button increases the size of the Sprite.
a. Grow b. Shrink c. Duplicate

The y value of the stage can range from

a. 240 to -240 b. 180 to -180 . 480 to - 480

To record our own sound in a project, we need a attached to our computer
system.

a. Music system b. Speakers ¢. Microphone

There are different instruments to choose from the Sound block.

a. 20 b. 21 c. 28

Name the block that makes the Sprite disappear from the stage.

a. Show b. Hide c. Remove

Answer the following questions.

What is Scratch? Explain the main features of Scratch.

What does the Scratch Info Pane display?

What do you understand by term 'backdrop'?

Learning o KiPS <7




4.

5.

6.

Whatisthe purpose of the Script Area?

List the names of the different block menus given under 'Blocks menu'.

What are the various Cursortools?

ACTIViITY
SECTION

Your school is organising a picnic for your class. The class teacher has assigned some work for the picnic

to one boy and one girl. Create a Scratch project by adding a girl and boy Sprite on the stage. Make the
Sprites converse among each other.

>

>

Announcement to be madeinthe class
Collectthe names of theinterested students
Collect the fees withinaweek's time
Submitthe names and feesto the class teacher

Ask the students to bring required things for the picnic, like water bottle, packed snacks or lunch,
and games

Use the following blocks to complete your project.

HINTS [ domn] GIED Ry
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L GEISTILT Perfection Through Practice  \

A.

B.

0

Now, add a seed Sprite, and a girl Sprite on the stage. Let the girl Sprite explain the process of the
'Germination of a Seed'.

HINTS | You can change the costume of the seed and show it growing using the EgiRERu block . Adjust the

A

Draw the background by using the Paint Editor tools, step-by-step.

time limit of the changing Sprite with the help of BgSx128 block.

Draw the given shapes by using the Sprite Paint Editor and fill different colours in each shape.

Add the Shape Sprites, one-by-one in the Costumes list. Now, make a script for each shape
Sprite and let the Cat Sprite say the following information about the shapes:

Name of the shapes
Colour of the shapes

Number of sides of the shapes

mgn win KIPS @




A

(ii) The shape should appear one-by-one on the stage. Add different sounds with each changing
shape. Asthe new shape appears, the previous shape should hide.

MDA

™ Untitled ~ g {I] Uintitied e

a -
) L)
<3 s

. /

,

MG R = e F A
tiewspite @ / @ Sprides i sprn © / il

l -
. ] @ "
Cvwar
e dmars —s

a/ee a/am

HINTS I Make use of m and@ blocks to display and hide the shapes. To change to next shape, use
w block. You canalso change the colour of the shapes by using the Pen block palette.

Discuss with the students:

» Different ways to add anew backdrop
> Differentwaystoadd anew Sprite
» Uses of Pen and Sound blocks

For better understanding of the concepts of Scratch, visit the following websites:
» www.scratch.mit.edu/help/

» http://d.umn.edu/~sivelab/project/learningToCode/Cetting-Started-Guide-Scratch2.pdf
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MICROSOFT POWERPOINT 2016

. LEARNING IN THIS CHAPTER |

Introduction to PowerPoint
Starting PowerPoint 2016
Components of PowerPoint 2016
Creating a new presentation

Saving a presentation
Closing and Exiting a presentation
Opening a presentation

| 4
| 4
| 4
» Running a presentation

Microsoft PowerPoint is a presentation graphics software developed by Microsoft. It comes as an

integral part of the Microsoft Office suite of applications. PowerPoint is used to create and display

beautiful presentations that include text, pictures, charts, diagrams, audio, video, and animated

special effects.

PRESENTATION

A presentation is a collection of slides arranged in a systematic order that displays the information along

with graphics, sound, and animation.

SLIDE

Aslideis like a page ina PowerPoint presentation that displays some information about a topic.

How is a Presentation Helpful?

> A PowerPoint presentation helps us in presenting the views and
ideas effectively by creating a good visualimpact on the audience.

» People in the business world use it to present information about
their products or company in seminars and meetings.

» PowerPoint is an effective tool to present and organise the course
contentsinthe classroomand encourage students’ learning.

> STARTING POWERPOINT 2016

To start with PowerPoint 2016, follow the given
steps:

» Click on Start > scroll down to PowerPoint
2016.

» When you open PowerPoint 2016, the Start
Screen appears. Select the Blank Presentation

thumbnail from the screen. A new blank

Figure 7.1: Starting PowerPoint 2016

presentation named Presentation1 will be
openedinthe presentation window.

Loy i IpS




(Quick Access|

Tabs
Home
= @- —) Cm 3 ™ ' »l||_JRibbon
File tab |. o 0
v oz ! § Shapes Amsnge Cuich Edting
Shde- O . i bhe -
Clipboard ‘.] Shides 1 Fant [ Paragiaph [ [hawing -~
1 —
{Gmupsl

‘ﬁ Slides Navigation PaneJ

Click to add title} A Pracenoiders|

Click to add subtitle

Slide Pane

| Notes Pane | | Comments J
— -

Status bar

Slide 1 of 1

. View Buttons

= Noter W Comments

Figure 7.2: PowerPoint Interface
2 COMPONENTS OF POWERPOINT 2016

PowerPoint 2016 consists of the following components:

TITLEBAR

Itdisplays the name of the presentation on which you are currently working.
QUICKACCESSTOOLBAR

It contains the frequently used commands and is placed at the extreme left of
the Title bar. You canalso place this toolbar below the Ribbon. To do so, click on
the drop-down arrow at the end of the toolbar and select the Show Below the
Ribbon option.

To add more commands to the Quick Access Toolbar, right-click on any
command onthe Ribbon and click on Add to Quick Access Toolbar.

RIBBON

The Ribbonis placed at the top area of the document. It displays several tabs,
such as File, Home, Insert, Design, Transitions, Animations, etc. Each tab
contains commands that are organised into different groups.

RULER

The two rulers—vertical or horizontal are located at the top and to the left of
the current slide, respectively. The ruler makes it easy to align text and objects

ontheslide.
Learning

Computers with

Let's Know More

The five best free
animated presentation
software are: PowToon,

Google Drive Presentation,
280 Slides, SlideRocket,
and Prezi.

%

Quick View

To create a shortcut for
Microsoft PowerPoint
2016, drag its icon from
the Start menu to the

L desktop.

Know the Fact

There are two
Scrollbars—Vertical and
Horizontal. You can move
the screen display towards
right or left using the
Horizontal scroll bar and
shift it up and down with
the help of the Vertical
Scroll bar.

N

Quick View

Pressing the Alt key
displays the shortcut key
for each tab.

To open any particular Tab
and its commands, press
the Alt key along with the
specific shortcut key.

For example, Alt + H key
combination opens the
Home tab.
.

Quick Quiz

Where do you find the
Ribbon?

%
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SLIDE PANE
Itis the middle section of the PowerPoint window where you can work directly on individual slides.

SLIDES NAVIGATION PANE

The Slides Navigation pane is a small window on the left side of the presentation window. It shows a
thumbnail version of each slide. If you want to see the large view of any thumbnail, click on it. The
selected slide appears in the Slide pane. You can add, delete, copy, and rearrange slides in the Slide
Navigation Pane.

NOTES PANE

It is placed right below the Slides Area. The Notes pane provides space to add notes for the current
side. These notes are also known as Speaker’s Notes.

COMMENTS
Inthis area, the reviewer may leave comment for any slide.
VIEWBUTTONS

The View buttons are displayed towards the left of the Zoom Control Slider on the Status bar. You can
view the slides in different formats:

(i) Normal (ii) Slide Sorter (iii) Reading View (iv) Slide Show
ZOOM CONTROLSLIDER
To Zoom in or out, click and drag the slider to the Zoom control. The number to the right of the Slider

reflects the Zoom percentge. TEEE LT T® - o ox
- o fﬁm DLGH  TRANGTIONS  ANMATIONS  SUDESHOW  RIVEW  VIEW  ADD-INS |+ |
POWERPOINT 2013 B, B viuean a O W 2p &
The components of PowerPoint 2013 are 1 — e i e R e
similarto PowerPoint 2016. D

l;igura 7.3: Ribbon of PowerPoint 2013
2 CREATING A NEW PRESENTATION

Anew presentation canbe created in the following two ways:

e infoiips pid
S

PowerPoint

e e R
Babers A s Dhsats s

Take a 6
tour

— ——— Pt

» Byusing Blank Presentation

> Byusing Templates

CREATING ABLANKPRESENTATION

To create a presentation, follow the given steps:

» Start PowerPoint2016.

» When the Start Screen appears, either press the Esc key or . '
, . Figure 7.4: Start Screen of PowerPoint 2016
select the Blank Presentation thumbnail. Or

t::n“:nl:grs with Kl PS @




If the PowerPoint application is running, click on the File tab to go to the
Backstage View. Select the New option and then click on the Blank
Presentation.

A new blank presentation appears in the PowerPoint. By default, it
contains only one slide with dotted rectangular boxes called placeholders.
These placeholders hold text,images, and other objects onaslide.

ADDINGTEXTIN THE PLACEHOLDER
» Click on the ‘Click to add title’ placeholder. The cursor blinks inside the text

pox- Now, type some text, |
say, KIPS COMPUTER [@* IS5 oo s -rs v 56 cux ¥
BOOKS. Similarly, select P

the ‘Click to add subtitle’
placeholder and type some
text, say, Learning

PowerPoint 2016.

e B I U e - ,;_ a-.—a.-.,‘,_..J !m-,.

KIPS COMPUTER BOOKS

‘ Laatming PowérPoint 2016

Now, click outside the text
box. You will notice the

Figure 7.5: Adding Text i

n a Placeholder

...... v + un |

entered text appears on
theslideintheslide pane.

CREATING PRESENTATION USING TEMPLATES

» Start PowerPoint2016.

St

» A Start Screen appears,
displaying alist of templates. |
Double-click on the template
thumbnail that you wish to
use.Or

Click on the thumbnail to
preview the template first
and then click on the Create wd
button.

Figure 7.6: Creating Presentation Through Templates

» Youcanalso create a presentation based on Online templates.

» When the Start screen appears, enter a term related to the template that
you are looking for in the Search box at the top of the page. Click on the
Search button. Or

Learning
Computers with

Quick View

The shortcut to create a
new presentation is
Ctrl + N key combination.

Let's Know More

By default, PowerPoint
application opens with Title
\L slide as its first slide.

Know the Fact

A template is a pre-
designed presentation that
includes custom formatting

and designs. It can save a
lot of time and effort when
starting a new
presentation.

\.

Quick View

We can also save our
presentation by using the
Ctrl + S key combination.




Click one of the Suggested Searches present below the Search box. Here, we have selected the
‘Education’ category.

> Agalleryof online templates will open. o

» Select the desired template and click on the Create ',
button. Here, we have selected ‘Children playing ,

education presentation’ design template.

> The selected template will open as a new ‘ o
presentation, comprising a group of slides with -

different backgrounds. g “:w
.....um_._& = B Wosss () 2 ® T - 4 .mﬂ:

® SAVING A PRESENTATION Figure 7.7: Selected Template Presentation
Tosave apresentation: e ; —_— == —

» Click on the File tab and select the Save option. The |

Save As window appears. Or tmalib [ rwiRE S
B Decusnants | Ay Paeme

. P, - t_‘-::’::::m
Click on the Save button on the Quick Access i ontnll '
104 eorni |
TOOIbal'. | - OneDrive - o« Py o T N T R ) (MWl 5. ] *t
] hm;_._.\l. - i = ..‘-'_ B - ...-..-_]I
= . Yrer BT R PomarP et Proveetsteon L= Eord

> Select the Browse option. The Save As dialog box i wosipr P

will open. | =t ST e S

Figure 7.8: Saving a PowerPoint Presentation
» Select the location where you want to save the file.

Specify the name, 'My Presentation' in the File name text box.

» Click onthe Save button. The presentation will be saved with the name ‘My Presentation’, having an

extension'.pptx'.

POWERPOINT 2013

Selectthe Save optiononthe FILE tab to save the presentation. J

2 CLOSING AND EXITING A PRESENTATION

To close the presentation:

» Click on the File tab. Select the Close option. The presentation will be closed, but the PowerPoint
application window will remain open.

Eﬁ?ﬁ:ﬁﬂu witn KiPS @




To exit the presentation:

» Click onthe Close button ll on the Title bar or use Alt + F4 key combination.
 If the changes in a document are not saved, PowerPoint 2016 will prompt you to
‘ save the changes. You should close a document only after saving it.

POWERPOINT 2013
We can close and exit the presentation in PowerPoint 2013 in the same way as we]

doin PowerPoint 2016.

»® OPENING A PRESENTATION

To open an existing presentation:

and select the Open Open

option from the drop- e b :
b P TR ... :
dOWﬂ menu- B p— i:‘ m:; WAL W

& ) S i

» The options related to £ marc FF) PO s

the Open option will be + ot 2';’“:“* ol

display in the right pane. L~ s W e |
» Click on the Browse el e i N S R

button. ; il Bl it ) » 1)
» The Open dialog box foripmeel B tsent e

will appear. Locate and ::::-

select the file name to PR — |

be opened and click on e A i

the Open button. Figure 7.9: Opening PowerPoint Presentation

POWERPOINT 2013
We use the Open option on the FILE tab to open any filein PowerPoint 2013. j

2 RUNNING A PRESENTATION

After making slides for your presentation, you can run the presentation using
F5key. This will let you view the slides in progression on the screen.

Learning
Computers with

Quick View

Press Ctrl + P key
combination to print the

slides.
o

Let’'s Know More

If you had opened a
presentation recently, then
you can browse through
your Recent list rather

than searching for the file.

Know the Fact

Use Save As command if
you want to save an
already existing document
again with a new name,
without deleting the

original file.

Quick View

To view the slide show
from a particular slide,
open that slide and press
Shift + F5 key

Kips <&
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> Apresentationisa collection of slides arranged in a systematic order that displays information along with
graphics, sound, and animation.

> Aslideislike a page of a PowerPoint presentation that displays some information related to a topic.

» TheSlide Paneis the middle section of the PowerPoint window where you can work directly on individual
slides.

» TheSlides Navigation Paneis asmall window on the left side of the presentation window.
Notes paneis placed right below the Slides Area. It provides space to add notes to the current slide.

» Anew presentation can be created in the following two ways-By using Blank Presentation and by using
Templates.

By default, a presentation contains only one slide with dotted rectangular boxes called placeholders.

» ASlidelayoutrefers to the general arrangement of various components on the slide.

W grAIN

SECTION - A
A. Fillintheblanks.
1.  Apresentationisa collection of arranged inasystematic order.
2. Apresentationiswidely usedto present and effectively.
3. are the dotted rectangular boxes that hold text,images,and other objects ona
slide.
4. The key canbe used to runthesslide show.

5. InPowerPoint 2016, the files are saved with the extension

HINTS | +F5 + Slides » Views s |deas s .pptx » Placeholders

B. State True or False.

1.  Bydefault, PowerPoint application opens with Title slide as its first slide.

2. Onstarting PowerPoint, a blank presentation named, ‘Slide 1’ appears on the screen.

3.  Youcansave yourpresentation by using the Ctrl+S key combination.

tl';':n";::ntgu win KIPS @




To close PowerPoint application, click on the File tab > Close option.

The shortcut to create a new presentationis Ctrl + M key combination.

Application-based questions.

Suruchi’s teacher asked her to make a presentation using the predesigned layout backgrounds and
colour schemes. Which option will you suggest her to accomplish this task?

Raghav has created a presentation on ‘Go Green’ by using the predesigned templates. He wants to
save the presentation, but he does notknow how to do so. Canyou help him?

SECTION - B

Multiple-choice questions.
Which among the following options opens the Home tab?

a. Alt+F4 b. Alt+H c. Alt+M

What is the name of the area where we can type the information about the current slide?

a. Title bar b. Comment c. Notes Pane

The contains frequently used commands.

a. Ribbon b. Tab ¢. Quick Access Toolbar
The shows a thumbnail version of each slide.

a. Slides Tab b. Status Bar c. Slides Navigation Pane

Answer the following questions.

How is a presentation different fromaslide?

taurnrg:lr;grs with KiPS @




2.  Listthedifferent uses of a presentation.

3.  Differentiate between Slides Navigation pane and Slide pane.

4. Whatis a Placeholder?

5.  Whatdoyouunderstand by the term Templates?

ACTIVAT.Y
SECTION

A. Follow the below given instructions to create a presentation on Four Seasons:

» Click on Start > scroll down to PowerPoint 2016. The PowerPoint
application window will open a presentation with a Title Slide. Select
Blank slide from the New Slide button. Add a Rectangle equivalent to
the size of the slide by selecting Insert > Shapes option. Fill ‘pink’ shade

FOUR SEASONS

init.
Slide 1
» Change the font to ‘Arial’, font size to ‘44’, font colour to ‘white’, and
type ‘FOUR SEASONS’. Apply the Bold effect.

Spring is wet,

thg ﬂmfvers pEOW. » Add a new slide by pressing Ctrl + M key combination. A new slide will
It rains a lot

and melts the snow. be added inthe presentation.




» Enterthetext‘SPRING’inthe ‘Click to add title’ placeholderand change

» Choose the file ‘Four Seasons’ in the Open dialog box and click on the

its font to ‘Tahoma’, size ‘34’ and colour ‘red’. Fill ‘orange’ colourinthe | & '-ﬁot 9
Placeholder. - with bright Sun.
school,

Click on the ‘Click to add subtitle’ text box. Change the font to it is lots of fun.
‘Bookman old style’, font size to ‘32’, and type the text as shown in the " Siide3 -
Slide 2. Fill the colourin the placeholder as shown here. Adjust the size of the placeholders according
totheslide.

AUTUMN » Similarly, insert textinslides 3,4, and 5 as shownin the slides.
Autumn is cool, » Savethefile and specify the name ‘Four Seasons’.
the leaves fall down.
geREs ntae et > Click onthe Close optionin theFiletab to close the presentation.
all over the town.
st » Toopenthe presentation, select the Open WINTER

Slide 4

option from the File drop-down menu.

Winter is cold,

the snowflakes fall.
We skate and ski,
Openbutton. and make snowballs.

» Press F5 combination to run the presentation and exit from the Slide 5

PowerPoint application.

> Discuss the topic - Different ways to create a new Presentation with the
students.
» Uses of Presentation software in Education

Create a presentation on the topic, Our School at a Glance by using the available
templates.

IRCITIITITTONN.  Looking Formore

To know more about Microsoft PowerPoint, visit the following websites:
www.gcflearnfree.org/powerpoint2016/getting-started-with-powerpoint/2/

W
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CHAPTER

| LEARNING IN THIS CHAPTER -

® Adding slide to a presentation
® Deleting a Slide
® Formatting text in a slide

WORKING WITH SLIDES

® Inserting objects in a slide
® Rotating a Picture, Shape, Text, or Object
® Resizing a Picture, Shape, Text, or Object

Students! In the previous lesson you learnt about the basics of PowerPoint presentation, like whatis a
presentation, how itis created, and in what way it is useful for us. Now, in this chapter, we will discuss
some more features that will help usin making a presentation more presentable.

® ADDING SLIDETO A PRESENTATION

While creating a presentation, we sometimes need to insert new slides in it. Whenever we add a new
slide, we have to select its layout first. Slide layout refers to the general arrangement of the various
components on a slide. A layout contains placeholders that hold text, titles, bulleted lists, and slide
content, such as tables, charts, images, movies, and sound 5

clips. You can also change the layout of the existing slide I+ E e
that matches your requirement. Toadd anew slide: ':""" == 1[F

» Select the slide after which you want to add a new

slide. ;'--# S M—ck to add title

> If you want that the new slide should have the same | = e
| & 2
layout as that of the previous one, then: | ey

» On the Home tab, in the Slides group, click on the |
New Slide button H and not onits drop-down arrow.

el N . w0

Figure 8.1: Adding a New Slide
» Ifyouwantyournewslide tobe based onany otherslide layout, then:

» OntheHometab, click onthe New Slide drop-down arrow to display the available layouts.

» Click on the desired slide layout. PowerPoint will add a new slide with the selected layout in the
Slides Pane. The new slide canalso be seenin the Slides Navigation Pane on the left.

® DELETING A SLIDE R R S

Todelete aslide from your presentation, do the following :

Oghamd % Tade [ A

» Clickonthe View>Normal option. X
» Right-click on the slide in the Navigation pane that you want to E':;_
delete, and then click on the Delete Slide option. Or s~ Click to add

Selecttheslide and press the Delete key.

Learning 2 Figure 8.2: Deleting a Slide
computers witn KIPS @




Let’s Know More

» FORMATTING TEXT IN A SLIDE

Applying formatting effects to text can draw the attention of your audience

If you want to minimise

to specific parts of a presentation and emphasise on important information. the Ribbon from the
- ; g g window, double-click on

Similar to Word 2016, PowerPoint also provides several formatting features any tab. The Ribbon will

to beautify the text onaslide. Let us discuss some of these features: disappear. Double-click

on any tab again to make
the Ribbon reappear.

Presentationl - PowerPoin

Increase
feh Font Size Button De(_:rease : :
_ Font Size Button ;
et Algin Text
el o - p X
o db [ Layout [CalibriLight (H ~ (44 ~||A"[a"] % [} om—
- Ny DI Reset —_— umoenng) Il ~
Vaste ew - -
& | | e Msection- | B T ILLE s {8 - A : =) 5
Slide it ! o
Clipboard 1a jentance case.
: : Text Shadow Button | Change Case I)wcrcese e
UPPERCASE
Capatafize Each Word
OSEAS Quick View
Figure 8.3: Formatting Tools
To create a duplicate slide,
select the slide and press
CHANGINGFONTSTYLE the Ctrl + D key
combination.

%

» Selectthetexttobeformatted.

» Clickonthe Fontdrop-downarrow in the Font group onthe Home tab.
> Selectanyfontstyle fromthe drop-down list and observe the change.
CHANGING FONT SIZE

There are two ways to change the font size of the text.

Know the Fact

Method 1

The layout can be
» Click onthe drop-down arrow present next to the Font Size button |« - in modified in Normal View

the Font group and select the desired font size from the drop-down list. R

Method 2

» Click on the Increase Font Size button|A”|or Decrease Font Size button
|a’linthe Font group toincrease or decrease the font size respectively.

CHANGING FONT CASE
> Select the text. Click on the Change Case drop-down arrow in the Font Moo the Fact
group onthe Home tab. g
1 Alignment refers to the
» Selectany desired case fromthe displayed list of options. placement of text on a

slide.
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CHANGINGALIGNMENT

You can adjust the horizontal as well as vertical alignment of the text to change how it is displayed on
theslide.

Vertical Alignment

> Selectthetext.

> Click on the drop-down arrow of the Align Text button [£15 on the Home tab in the Paragraph
group.

> Selectthe desired option from the menuthat opens up.

Horizontal Alignment

> You can align the text horizontally by selecting the text and choosing any one of the desired
options, like Align Left =, AlignRight = ,Center = ,andJustify = availablein the Paragraph
grouponthe Hometab.

CREATING BULLETED AND NUMBERED LIST

To create Bulleted and Numbered lists:

» Selectthe paragraph on whichyouwantto applybullets. Or

» Placethecursoratthelocation where youwanttoapply the bullets.

» Click on the drop-down arrow of the Bullets or Numbering button =~ i="| in the Paragraph group
onthe Hometab. Select the desired style from the displayed gallery.

APPLYINGINDENTS

Toapplyindentation, follow the given steps:

[« ol

eading tlp@for Students
First Line

e

» Selectthe paragraphthat youwanttoindent.

o

> Drag the Left Indent marker (] towards the right side. It will f |

Indent Markerhte an e'llniution system at home.

increase theindentation. I & Practics resding.
. O Reading tips for textbooks,

> To indent the first line of a paragraph, drag the First Line Indent I
¢ Spend time In middle school developing
marker ‘.’ towards the right side. [
|

USING FORMAT PAINTER

Format Painter helps us in copying the formatting effects from one object to another. It picks up all the
formatting from your first object, whether it is a shape, picture, or piece of text and applies it to the
second. To copy the formatting effect:

good reading strategies,
o o

Figure 8.4: Applying Indents

> Selectthe text with the formatting that you want to copy.
> Click onthe Format Painter button | ¥ in the Clipboard group on the Home tab.

> The pointer changes to a Paintbrushicon .éI Now, hold down the mouse and drag it over the text
onwhich youwantto apply the effect and release the mouse button.
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POWERPOINT 2013 Quick View

You can also insert a new slide, format the text in a presentation by using the] » Press CtrT to open

Font Dialog Box.
» Increase the Font Size
either by using the

commands present on the HOME tab in PowerPoint 2013.

E INSERTlNG OBJECTS |N A SL'DE shortcut keys Ctrl +
Shift + > or Ctrl +]

i i i H i » Decrease the Font size

You can add different objectsin the slide to enhanceits look and feel. e;‘;e: g

INSERTING WORDART 4 S e

The WordArt feature helps you to create special text effects. It gives a unique
look to the text. By using the WordArt, you can make the text curved, wavy,

shadowed, orapply 3D effects. Ml s & o) 1'[_ 0

wqdho e & Slide ou,m equnm
» On the Insert tab, click on the WordArt ' = Tome. thanber

z.af

Quick View

The Shortcut key

button | s inthe Text group. | A A A w:’\J A combination to open a
presentation is Ctrl + O.
> The WordArt gallery opens up on the screen A A A N
as shown in Figure 8.5. Select any WordArt
style. A A A A

> Type ‘KIPS PRESENTATION’ in the A A A /A A
placeholder by replacing the text ‘Your text

Figure 8.5: Inserting WordArt
here’. Now, select this text.

> Click on the Text Fill drop-down arrow in the WordArt Styles group on the
Formattab. Select the desired colourand observe the change.

L Tet Fill - ¥

[ Tt B, g
| Theme Colors T line = S A & Tet Oumne Ly - s
A__ A S ...-..-A & = o ° % A - (R To s B Quick View
g SR B TR R e Press F1 key to open the
i illlll III Help window in
Standard Colors I I i I l I i A\ PowerPoint 2016.
EEN EEEEEN Standerd Colirs
HoFal EEY EENEEN

— @ More Fill Colors — No Outiine

2 Eyedropper & More Qutiine Colors..,
Figure 8. 6 Different Toxt Effects Let's Know More

P . You can zoom the slide by
» Click on the Text Outline drop-down arrow. | usifig iotse: Prass it

Choose the desired outline colour from the KIPS key and move the scroll
button of the mouse,

displayed list. PRESENTATION forward to Zoom in and

move it backward to
> Now, click on the Text Effects drop-down \ Zoomout

arrow. Point to the Glow option and select "'9ure 8-7: WordArt is Applied

mmn win KIPS




the desired effect from the Glow Variations section and observe the changesin the text.
INSERTINGATEXTBOX

Sometimes you may have to add more text than the area provided for entering text in the slide. The

Text Box tool [gl present on the Insert tab gives the facility to add more text to your slide. Text Boxisa

placeholder, where you can enter and manipulate text. You can move the text box along with its

contents anywhere on the slide.

» Click on the Text Box tool on the Insert tab in the Text group. Hold down the 2 O@ .
left mouse button while dragging the mouse diagonally towards right and ThIS is a

release the mouse button.

| Text Box
> You will get a rectangular box on the slide with the cursor inside it. Enter the | e 47— |
text, say, ‘Thisis a Text Box'. Figure 8.8: TextBox

’ If the text is long, it automatically adjusts and shifts the text to the next line keeping the box area in view.

INSERTING PICTURES

] .' e Py ®

It is rightly said that ‘A picture is worth a thousand words. T 2 =
Image of a subject conveys its meaning more effectively = “r:" " e
than its description does. We can insert pictures in a ;=7 _ ﬂ W E
presentation from a file stored on the computer as well as weaniy Wh.onglh. . g .. S

i i oE g === R el
theinternet called Online Pictures. i
Inserting Pictures From aFile o
> Click on the Pictures button & on the Insert tab in the e

Images group. Figure 8.9: Inserting Pictures
» ThelnsertPictures dialog box appears. Select the desired picture and click on Insert.
> Theselected picture willbe added in the slide.

gl wE ~ | Inserting Online Pictures _
Cobr - | Gt i s | ot ~ » C(lickonthe Online Pictures button &5 Q on the Insert tab

ﬂ inthe Images group.
> ThelnsertPicturesdialog box appears.
= !

| » Type a search term in the Bing Image Search box, say,

‘Computer’.
_'?f_:;._”':‘:“"::':““””“ e oo [ r: » Agalleryof images related to the searched term will be
Figure 8.10: lnaertmg Online Pictures displayed.
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> You can refine your search on the basis of the Size, Type, and Colour of the
object.

> Selectthedesiredimage and click on the Insert button.

> Theimage willappear onthe selectedslide.
INSERTING SHAPES

Shapes is a drawing feature that helps in 1z
inserting different shapes into a slide. Shapes "“uww.
can be resized, rotated, flipped, and coloured = '’
too. |

Click on the Shapes button g onthelnsert = °
tab in the lllustrations group. Shapes drop- :: Sh3oB3000n
down gallery will appear displaying ¥ mem
different categories, like Lines, Rectangles, c
Flowchart, etc. |

>

Click on any shape from any category. We |. |
have selected Smiley Face from the Basic
Shapes category.

Figure 8.11: Inserting Shapes

The pointer changes to a' +'sign. Place the pointer on the slide where you
want to place the object and drag it to adjust the size of the selected
object/shape.

Adding TextinaShape

> Right-click on the shape and select Edit Text from the shortcut menu. The
insertion pointappears inside the shape. Now, you can type the text.

Applying Shadow Effectsin Shapes

make the shapeimpressive in appearance.

> Selectanyshape. e =
> Click on the Shape Effects button & on the Yo 3 E=
Home tab in the Drawing group. Select the . |r ; _:
Shadow option L] from the drop-down menu. G w3
> Clickonthe Offset Center buttoninthe Outer <% 2
sub-optionin the cascading menu. e
. : Figure 8.12: Applying
> Theselected effect willappearontheshape. Shadcaw Eificts
Learning
Computers with

N

Let's Know More

To fill colour in a Shape
object:

> Select any Shape
object.

Click on the Shape Fill
button in the Drawing
group on the Home
tab.

Select any colour of
your choice. Click on
the shape and observe
the change.

You can create a
duplicate of an object
by pressing on the left
mouse button and Ctrl

key.

>

"~

Quick Quiz

What is the function of
the Text Box tool?
8

Know the Fact

You can select more than
one shape object by
holding the Shift key and
clicking on the required

k object.

Quick View

To remove any shape,
select it and press the
Delete key.

-
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| You can also apply Shadow effects by using the Format tab. Click on the Format tab > Shape Styles

group > Shape Effects button > Shadow option.

"
'
V

& > To have different shadow colours, select the Shadow option from the Shape Effects drop-down
@ menu. '
: » Select the Shadow Options from the cascading menu.

> The Format Shape task pane appears. Now, define the desired colour and click on the Close button
onthetask pane. '

» Similarly, you can work with 3-D Rotation (7} option present on the Shape Effects drop-down menu.

POWERPOINT 2013

You can also add various objects in PowerPoint 2013 presentation, like Shapes, Text Box, WordArt, and
Pictures by using the INSERT tab and format the objects by selecting various options from the FORMAT tab
underthe DRAWINGTOOLS.

®» ROTATING A PICTURE, SHAPE, TEXT, OR OBJECT

» Left-click onthe picture, shape, wordart, or text box that you want to rotate. Arotation handle (£¥)
appears at the top of the object.

» Click on the rotation handle and drag it in the direction in which you want to rotate the shape while
holding the left mouse button.

Torotate a picture using the pre-defined options:

: é » Selecttheshape. Clickonthe Format tab.

» Inthe Arrange group, clickonthe Rotate button A Rotate-

» Choose the desired rotation option from the drop-down menu.

> Anobiject canbe flipped either by using Flip Horizontal 4 s Hoizonsl or Flip Vertical |~ “#%< |option |
inthe Rotate button on the Format tab. |

Pre-defined rotation options are also available on the Home tab. Select the Home tab > Arrange button >
Rotate option.

® RESIZING A PICTURE, SHAPE, TEXT, OR OBJECT

Resizing stretches or shrinks the dimension of an object.

» Toincrease or decrease the size of an object, selectit.

Loarind i KPS <52
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> Bring the pointer to any of the eight resizing handles on the selected object. When the pointer
changes to a double-headed arrow ( § ), drag the handle inward to decrease and outward to
increase the size of ashape.

> If you want to resize the object by keeping the centre of an object in the same place, then hold
downthe Ctrlkey as youdrag.

EEIRECAP

» Slidelayoutrefers to the general arrangement of various components onaslide.

» A layout contains placeholders that hold text, titles, bulleted lists, and slide content, such as tables,
charts, images, movies, and sound clips.

You can add different objectsin the slide to enhanceits look and feel.

The WordArt feature helps you to create special text effects. It gives aunique look to the text.

The Text Box tool helpsinadding more text than the area provided for entering textin aslide.

No- W W W

You can insert pictures in a presentation from a file on a computer as well as the internet called Online
Pictures.

A4

Shapesis adrawing feature that helps ininserting different shapesinto aslide.

> Youcanrotate andresize any objectinapresentation.

SECTION - A
A. Fillintheblanks.
1. refers to the general arrangement of various components onaslide.
2. NewsSlidebuttonispresentinthe group.
3.  Using the , you can make the text curved, wavy, shadowed, or apply 3D
effects.
4. isa drawing feature that helpsininserting different shapesinto aslide.
5. | Flip Vertical optionis presentinthe button on the Format tab.
+ Rotate +» WordArt + Slide Layout » Slides » Shapes

Loarnog o KPS <S>
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B.
1.

|

Application-based questions.
Rhea wants to add textin her slide but outside the placeholder. Can you suggest the option or tool to

accomplish this task?

Aaryan's teacher has asked him to prepare a presentation on the topic- “Save Environment”. He has
typed the content for the same, but does not know how to insert online pictures relevant to the topic
into the slides. Suggest the optionin PowerPoint, which he should use for the same.

SECTION - B
A. Multiple-choice questions.
Todelete aslide, right-click on the slide in the navigation pane and click on the option.
a. Delete Slide b. Delete c. Cut
The tab contains the Text box tool.
a. Home b. Insert ¢. Design
The button on the Format tab is used to apply 3D rotation to a shape.
a. Rotate b. Resize c. Shape Effects
To insert text in a shape, select the option from the shortcut menu.
a. Add Text b. Edit Text c. Insert Text

Answer in one word or a sentence.

Which group on the Insert tab contains the Shapes button?

Name the button thatis used foradding anew slide in a presentation.

Which key helps us to select more than one shape atatime?

m'::fiﬂn win KIPS @




Which feature helpsin creating special text effects?

Answer the following questions.

How canwe add slidesina presentation?

Whatis the utility of the Text box in a presentation? Explain the method toinserta Text box inaslide.

Briefly explain the WordArt feature.

Explainthe Shapes feature and the procedure toinsertashapeinaslide.

How canweresize an object?

What are the different ways of inserting picturesin a presentation?

Lc::nmnm Kips
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Follow the instructions to create the given presentation:

Click on Start > PowerPoint 2016.

The Start screen will appear. Select the
template ‘lon Boardroom’ from the displayed
listof templates.

The template preview window appears. On the
right side of the window, you will find some

Success Trait...

Suceess is determined by how determmed you are |

variation on the same design. Select the last

variation and click on the Create button.

A new slide with the selected template will be |

displayedinapresentation.

Clickonthe‘Clickto add title’ placeholder and type the text-Success Trait....

> Select the text. On the Home tab, choose the font-style- ‘Bookman Old Style’ and font colour-
‘Gray-25% background 2’.

» Click on the ‘Click to add subtitle’ placeholder and type the text-Success is determined by how
determined you aretosucceed.

> Selectthe textand changeits font-style to ‘Baskerville Old Face’ and font colour to ‘Gold, Accent 1,
Lighter 80%’.

Now, add another slide to your presentation by clicking on the New Slide button in the Slides group

onthe Home tab.

Delete the two placeholders that appear on the slide by clicking on their outline and pressing the

Deletekey.

Insert WordArt on the Slide

Clickonthe WordArt button on the Insert tab in the Text group.

Select ‘Fill-Gray-25%, Background 2, Inner Shadow’ from the gallery of styles and click oniit.

Click the placeholder and type Beautiful quotes and click outside the placeholder.

Fill the WordArt box with orange colour by clicking on the Shape Fill buttonin the Shape Styles group.

Apply transform effect to the WordArt text by clicking on the Text Effects in the WordArt Styles
group. Click on the Transform and select Double Wave 1 from the gallery.

woarnon i KipS <96




> Selectthetextand changeitsfontto ‘Century Gothic’and colourto ‘White’.
Insert Textbox on theslide

> Insert a text box on the Slide. Enter text in the
text boxas givenintheslide. W Beaufiful quofes
> Apply effect to the text box by clicking on the = §&d '

X The world & full of nice people. Jf you
textboxand selecting Shape Effects> Shadow > can't find one, be one
Perspective Diagonal Lower Left. o

» Fill the text box with ‘Orange Text 2, Lighter 19 ave fo : the more
we an ) BSS fOr us
40%’ colouras we did in WordArt.

» Change thefontto ‘Lucida Calligraphy’.

Insert Shape on the Slide

> Clickonthe Shapes button onthe Inserttab in the lllustrations group.

Inthe Basic Shapes Category, select Frame and dragiton the slide.

Enter textinthe frameas givenin the slide by right-clicking on it and selecting the Edit Text.
Fillthe shape with ‘White’ colour with the help of Shape Fill option.

Y ¥ Y Y

Apply effect to the shape by selecting the Shape Effects > Glow > Orange, 18 pt glow, Accent color2.
> Change the font of the text to ‘Lucida Sans Unicode’.

Insert Picture on the Slide

» Search picture of flowers and place them on the corners as shownin theimage.

For Concept Clarity

GROUP DISCUSSION '

Create a presentation on the topic, Cleanliness is next to Godliness, by using the

illustrated Themes.

To know more about PowerPoint 2016, visit the following websites:
» 'www.gcflearnfree.org/powerpoint2016/slide-basics/1
» |\www.gcflearnfree.org/powerpoint2016/inserting-pictures/1/

» |www.gcflearnfree.org/powerpoint2016/shapes/1
!

By iy Kips <5




CHAPTER

BROWSING INTERNET

 LEARNING IN THIS CHAPTER

® |nternet and its uses = |nternet terms- Website, Web Page, HomePage, Web Browser, ISP, URL
= Basic requirements for an Intemet connection = Using a Web Browser

In today's times, the internet has emerged as the most effective communication tool due to the advent
of the internet. It enables us to exchange ideas and share information with a large number of people in
real time. Communication process has become easier and faster with the help of the computer network.

A computer network means two or more computers are connected together with special cables or
devices to shareinformation.

® WHAT IS INTERNET?

Millions of computers around the world are connected with each other to share information through the
internet. The internet stands for International Network. It has many features, but is generally used as a
means to communicate and search endless amount of information from unlimited number of sources. It
is like a huge library that offers various types of information.

»® USES OF THE INTERNET

> Itprovidesinformation/news onany topic.
> Itallowsustosendandreceive messages (text,images, sound, videos) anytime and anywhere.

> We can have video as well as text chat with our friends using the internet (video calls with the help
of acomputer, theinternet,and web camera).

» Wecanbuyorsellnew/old goods.

» We can buy airline/railway/movie tickets.

» We can performbanking operations.

» Wecancheck examresults.

Inshort, we cansay that the internet has become anintegral part of life.

® BASIC REQUIREMENTS FOR AN INTERNET CONNECTION

To connect your computer with the internet, you need the following hardware and software:
> Modem » Aninternet connection

» Telephone line » Web Browser

Eﬁ%’:ﬁﬂrs win KIPS




2 INTERNET TERMS
WEBSITE

The information available on the internet is in the form of websites and web
pages. As a book contains a number of pages, similarly, a website is a
collection of related web pages, linked to one another.

WEB PAGE

Information is put on the internet in the form of digital pages called Web
Pages. These pages may contain text, graphics, video, audio, and links to the
otherpages.

HOME PAGE

The main page of any website, which contains links to the other pages is
called the Home Page. By defaultitis the first page of every website.

WEB BROWSER

Aweb browser is a software application or program that allows you to access
the entire information available on the web. You can visit any website by
entering its URL in the address bar of a web browser. Browsers make it very
easy to move from one website to another. You can normally open your web
browser from a shortcut on your desktop. Examples of some popular web
browsers are internet Explorer, Google Chrome, Mozilla Firefox, Opera, etc.

Fact File

\.

Tim Berners-Lee
is the founder of the World

Wide Web.

Modem is a device that
connects your computer
with the telephone line. It
changes the computer

travel through telephone
lines and vice versa.

@ Google chrome e ﬁ:;fox O browir

_—

Figure 9.1: Popular Web Browsers

URL

Tovisit your friend's place, you need to know his address. Similarly, to visit any
website, you need to know its address. Each website is identified by its unique
address, which is known as the Uniform Resource Locator (URL). The URL
should be entered in the address bar of a web browser.

For example — www.cartoonnetwork.com and www.discoverychannel.com
are the URLs of Cartoon Network and Discovery channel, respectively.
ISP ; =7 .
; ; y | 3
ISP stands for internet Service Provider. /\ - 0 t l
| . A D airte
An ISP is a company, which offers you the Ecadons [y |

usage of theinternet by payingamonthly auwe 9.2 Intermet Service Providers

Learning
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Know the Fact

L

Microsoft Edge is the
default browser of
Windows 10.

Fact File

Kips <>

l.arry Page (R)
and
Sergey Brin (L)
Founders of Google.

Let's Know More
signals so that they can




fee. It provides software, username, and password to the user in order to get connected to the
internet.
WORLD WIDE WEB (WWW)

The World Wide Web refers to a network of websites on the internet, which contains informationin the
form of text, pictures, animation, and videos. This information can be accessed by people all over the
world.

ADDRESS BAR

The Address bar appears on the top of every web browser. To visit a website, you need to put its URL
into the address bar.

To do this, place the cursor at the address bar and type the address. For example, www.wikipedia.org.
Afteryoufinish typing, press the Enter key.

The website of Wikipedia appears as shownin Figure 9.3.

e ) B

Read View source  View history | =0a% _ Q

Participate in Wiki Loves Earth India 2016 Photo contest
Upload Photos of Natural Heritage sites of India to help
Wikipedia & win fanmtastic Prizes
Check oul the rules here

Whicada. e e
This articie is about the 5 For otner uses, mmremenmm
Not to be confused with (he Worg Wide Wb
About Wikpedia The Internet is the global system of inerconnected computer Internet — =
e paxin ks that use the Intemet protocol sulte (TCPAP) to nk blons of
:::";:f" devices workiwide. 1t s @ NeVOK of networks that consists of millons
of private, public. academic, _and g of
Tors focal to global scope. linked by a broad array of electionic. wireless
:::::?m“ and optical riing tec gies The cairies an I £ E
Upload fie range of information resources and services, such as the inter-linked | " i
Special pages hypertext documents and applicalions of the Worid Wide Web (WWW), | ~ __‘::_-:
Permaneant link electronic mail, telephony, and peer-to-peer networks for file sharing An Ophe Propest waualization of routng pathe
ieemation through a porson of the infermet
Fage — The ongins of i intemet date back 0 Indep j povet |

! = [ESE3EL0 COmIm i 1960 i3

Figure 9.3: Website of Wikipedia

While typing inthe address bar, the browser suggests the recently or frequently visited websites.

2 USING A WEB BROWSER

Google Chrome is one of the most popular and widely used web browsers developed by Google. You can
open it either by double-clicking onits icon on the Desktop or select the Start > scroll down to Google Chrome.
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The Chrome toolbaris shownin Figure 9.4.

Let's Know More

A Hyperlink or link is a
text or image, which
connects different web
pages with one anaother.
When the mouse
pointer is placed on the
Hyperlink, the cursor
changes intoa {J hand

icon.
o

] Customise and control Google Chrome
New tab s crnm psy ab&bm NJE.b-_h_:'\zam, &(q Zoom button g5 L;‘-
| Bookmark this pager
History Fogrm gt armdos CtrieShafr« M
At images News Apps  Maps  Momv  Seachioocis Hestory >
— Downioads -
About 3,78 00.00.000 results (0 26 ssconds) Bochmarus »
Zoom - W00% - i
Internet - Wikipedia, mofroeencycbopodia
hitps.ijen. wikiped Zoom Prin i ]
ﬁnm»hm:,umdn«zmmcmummsﬂmm =y S
1 Intermnet protocol suite (TCP/IP) 1o bnk bilfons of devices woridwide T a Print - =
| History of the intemet  World Wide Web  TCP/P (sambag Lu’nwu .
More tools a0 Ct Copy Pase
Intemnet - WWW the free encyc
| NIps /iSHmphe wikip org/wike Setings
Thb-rmummmhhm:mmwamd Help -
computers The internet is used 1o send mnf: queckly b
History - Services on the internet  Cangers on the Internet ﬁhﬂm Bt Cirte St o )
lmguforlnbmtt Report images
Webame Dare
Inteemat Service Provdar
Address: SCO 51 52 53 3ed Floc

Sector M4 Chrandgarh 160022
Phone: 058533 04041

More images for Internet Suggest an e !

Figure 9.4: Google Chrome Toolbar

BACK < : Clicking on this button takes you back to the previous page that you
have already visited.

FORWARD = : Clicking on the Forward button will take you to the page that
you were on before you pressed the Back button. To view the next pagesina
serial order, click on the Forward button.

RELOAD THIS PAGE € : Clicking on this button will reload the most recent
version of the current page.

BOOKMARKS: This option allows the user to store and organise the chosen
websites so that he/she canrevisit them anytime whenever needed.

NEW TAB: Clicking on this button allows you to open a web page in a new tab.
You canalsoopenallinkinaNew tab. Right-click on the link and select the Open
linkiinnew tab option.

CUSTOMISE AND CONTROL GOOGLE CHROME: Clicking on this button will
display a drop-down menu with several options to customise and control the
Google Chrome settings. Some of these options are:

Print: Clicking on this option prints a copy of the web page you are viewing.
Learning

Computers with

Know the Fact

The latest version of
Google Chrome is
Chrome 72, which was

released in July 2019.
.

Quick View

Press F11 to enter and
exit fullscreen mode in

k Google Chrome.

Know the Fact

)
Emoticons
The internet users
invented emoticons (a
combination of the
terms emotion and
icons)- a sequence of
keyboard characters that
symbolise facial
expressions. For
example, :) looks like a
smiling face, when you

look at it sideways.
N

Kips <od>




History: This optiondisplaysa list of websites that you visited recently.

Zoom: The Zoom option allows you to increase or decrease the size of the content of a web page. Click
on‘+’ symboltozoominthe page. Click on ‘-’ symbol to zoom out the page. Clickon C 2 screensymbol
toselect the full-screen mode.

More Tools: Clicking on this option provides different options, like Save page as, Clear browsing data,
Task Manager, etc.

EERECAP

» Theinternetstands for International Network of computers.
> Awebsiteisa collection of web pages.
» Theinformationavailable on the internetisin the form of digital pages, which are called the web pages.
» Web browseris aspecial program that allows the user to access information on the web.
> WWW refers to a collection of information on the internet that can be accessed by people all over the
world.
> Eachwebsiteisidentified by its unique address, known as Uniform Resource Locator (URL).
> An internet Service Provider (ISP) is a company that offers you to use the internet in exchange for a
monthly fee.
SECTION - A
A. Fillin the blanks.
1. A network is a collection of two or more computers connected to one another so as to share
2.  WWWstandsfor
3. A isa collection of web pages.
4. and are the two most popular web browsers.
5.  Thefirst page of any websiteis knownas
+ Website +» Home page + Google Chrome +» World Wide Web
HINTS I :
+ Internet Explorer + Information
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Clicking on the Back button on the Google Chrome window will take you back to the page

State True or False.

A website is a special program to access information.

you have already visited.

An ISPis the company that gives us access to the internet forafee.

The World Wide Web is not a part of the internet.

The Bookmarks option allows you to store and organise the chosen websites.

SECTION -B

Multiple-choice questions.

isone of the most popular search engines, founded by Larry Page and Sergey Brin.

a. Yahoo b. Bing c. Google

is regarded as the founder of the world wide web.

a. Tim Berners-Lee b. Sergey Brin c. Larry Page

is a device that connects your computer with the telephone line.

a. URL b. Web Browser c. Modem

Answer the following questions.

Whatis aninternet? Explain any two uses of the internet.

Define the term Browser. Name any two browsers.

Explain the following options of Google Chrome:

(i) Bookmark this page




(ii) New Tab

4.  Whatdoyouunderstand by the term Web page?

5. Explaintheterm URL.

ACTIVAT.Y
SECTION
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LAB SESSION Perfection Through Practice

Open Google Chrome.

Visit the website of the newspaper whose subscription you have at home.

Does your school have awebsite? If yes, browseit.

w Ny ¥ ¥

Arnav and his parents want to go for a movie. His father has asked him to book movie tickets online.
Help Arnav to find out and list some websites, which can help him to book the tickets.

GROUP D J For Concept Clarity

Discuss the following topic with the students:

Importance of internet in today’s life

Type www.google.com in your web browser to find information on the topic -
Save Water Today, Make a Difference Tommorow, and create a presentation
onthesubject.

To know more about History and Development of Internet,visit the following link:
https://en.wikipedia.org/wiki/History_of_the_Internet

computers witn KIPS @
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{ Chapters 5-9 p——m

A. Fillintheblanks.

1. A isaplaceholder where text can be entered.

2. isasmall graphic characterthat performs actionsina Scratch project.
3. Torunaslideshow, youcanpressthe key.

4.  WWWstandsfor

» Sprite » Text Box + World Wide Web * F5

B. StateTrueor False.

1. Alignmentguides help youtoaligntheimage around the textin Word 2016.

2. InScratch,Oisthelightestand 100is the darkest Pen shade.

3.  PaintNew Backdrop optionallows you to create a new Sprite on the stage.

4.  AnlISPisthe companythatgives usaccess to the Internetin exchange forafee.

C. Matchthefollowing.

Modem j ; Shows or hides the Ribbon __J
Emoticon + { ngice_ that connects ébrﬁﬁutgr with the iele_p_h_one line J
Pen block + + _ A combination of énp_tion andicon

Ctrl + F1 + +__ — _[_Jrathail Es_s_@_e moves on 'Eh{i’égﬁi

D. Writethe components of the Scratch window in the space provided.
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(4 | WORKSHEET

i Chapters 5-9 |
A. Choosetherightanswer.
1. TheWordArtbuttonis present onthe tab.
a.Format b.Home c.Insert
2.  Inwhichgroup, Rotate buttonis present?
a. Format group b. Paragraph group c.Arrange group
3 is one of the most popular search engines, founded by Larry Page and Sergey Brin.
a.Yahoo b.Bing c.Google
4. | The buttonincreases the size of the Sprite.
a.Duplicate b. Shrink c.Grow

B. Answerinoneword. ‘

1. Whichistheshortcutkeytoinsertanewslideina PowerPoint presentation?

2.  Whatisthe default name of ablank PowerPoint presentation?

3.  Writethe full form of URL.

4.  Whichkeyis pressed to maintain the height and width ratio of ashape?

5.  Nametheareathatincludesinformationabout the selected Sprite.

C. Answer thefollowing questions.

1.  Howisapresentationdifferent fromaslide?

2. | Definetheterm Internet. Explainanytwo usesof the Internet.

3. | Listthe names of different menus given under the Blocks menu.

4.  Whatdoyouunderstand by Style? Name the different types of Styles.

t:;mp::grs with KIPS




Internet of Things (loil)

WhatisloT?

The Internet of things, or 10T, is a system where different computing devices interact with each other to
share information and data using the internet. With the increased availability of the internet, loT is gaining
momentum as more and more devices are getting connected to the internet.

In our daily life, we see various scenarios where |oT is being used regularly. A person uses a smart watch to
monitor heartbeat, a vehicle using a sensor for parking or experts monitor wild animals with a bio chip
transponder. Nowadays, 10T is widely used in various industries to monitor production and improve
customer experience.

History of loT

The term loT was coined by Kevin Ashton, co-founder of the Auto-1D Center at MIT. Kevin Ashton used the
term Internet of Things (IoT) as he wanted to introduce radio frequency ID (RFID) to some of his team

members. Although Ashton used the term the Internet of things for the first time in 1999, the idea of

connected devices has been around since the 1970s, under the monikers embedded internet and
pervasive computing. The concept of the 10T, however, did not really gain popularity until the middle of

2010.

The first internet appliance was a Coke machine at Carnegie Mellon University in the early 1980s. Using the
web, programmers could check the status of the machine and determine whether there would be a cold
drink when they visit the machine. Based on this they would decide to make a trip to the machine.

Components of loT




FeaturesofloT:

Connectivity: Connectivity is the fundamental feature of 1oT. Multiple loT devices interact with each other
using theinternet. In the absence of connectivity, the loT devices would fail to share data with each other.

Analysing: After all the data is collected, it is first analysed and then processed. The processed data is then
sent back eitherto the same device or other connected devices.

Sensing: The sensor devices used in loT devices scan their environment for any significant change,
accumulate the data, and send it to other connected devices.

Integrating: For its smooth working, the Internet of Things integrates various others technologies like
cloud computing, data analysis services, artificial intelligence, and the internet services.

Artificial Intelligence: 10T makes things smart and enhances them, which that makes life easier. For
example, if we have loT enabled refrigerator in which stock of milk is going to end, then the refrigerator
itself willaccess the stock and order the milk packet from yourretailer store by sending a message.

Application of 1oT:

With Smart homes app you
can control and monitor all
the loT devices.

Using IOT you can control all the security
devices from your mobile

Using 10T you can track the
location of your vehicle.

Using 10T you can manage different
agricultural resources like water,
soil, and tracking cattle and
vehicles.
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2 PAINT 3D

Create the given drawingsin Paint 3D.

‘ &Ny

Temple Pond

= WORD 2016
Make a banner on Children’s Day in Word 2016.

HAPPY CHILDREN'S DAY

Let us make

Children's Day

Extra special by celebrating it together.
Participate in

FANCY DRESS COMPETITION
N—— e

Make the Day Colourful
Date : 14" November

AN Time : 10:00 am - 12:00 pm
e Venue : School Auditorium

‘ Eﬁﬂ:ﬂﬂm witn KIPS
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Project 1: Create a project in Scratch on the Importance of Physical Exercise. Draw a girl/boy
Sprite to show different exercise postures using Paint Editor and add them under Sprite's | (897
costumes. Add voice bubbles to each Sprite, explaining the importance of physical exercise.

2 SCRATCH

: QEPREB @ riev canv Tps  Avout '
z - = ~ e

QEPRE @ ruev Fonv Tps  About

~ Regular exercise
Exercise keeps us keeps us active.
fit both

R 280 ¥ 124 4 M 240 Wi 124 4

Sprtes New spite ' / &n Sprites newsprite @ / & B

BEDRIE @ riev Edtv Tps  About e 'BEEIRER @ e~ edtv Tips  About
:-3 ~ e (- ~ e

X240 ¥ A4 4 X: 240 ¥ -12% 4

Spntes New sprite @ / & Sprites Newspte € / i D

' Change the Sprite's exercise posture after a gap of three seconds.
Use g block to switch costumes.

Add sound effect to your project.

Add more exercise postures and make your project more interesting.

Iﬁz?ur;mgrs with KiPS @




2> POWERPOINT 2016

Create a beautiful presentation on Animals and Habitats in PowerPoint 2016. Add more

slides to it.

Aquatic
Animals that live in water are

known as Aquatic animals.
Example: Fish, Octopus, Whale, etc.

Learning with KIPS

Aerial
Aerial animals are the
animals that can fly.

Birds and insects are
aerial animals.

Learning with KIPS
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Terrestrial

Animals that live on land are
called Terrestrial animals.
Example: Cat, Dog, Cow, Lion, etc.

A
\J§J-ﬁ

Learning with KIPS

Amphibians

Animals that can live both
on land and in water
are called Amphibians.
Example: Frogs, Toads, etc.

Learning with KIPS

Arboreal

Animals that % §
live mostly on trees
are called Arboreal animals.
Example: Monkeys, Squirrels, etc.

Learning with KIPS
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