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CHAPTER

NUMBER SYSTEM

| LEARNING IN THIS CHAPTER | e ————— R R SRR ey

® Decimal Number System ® Hexadecimal Number System
®m Binary Number System = Computer Arithmetic
» Octal Number System |

In early days when there were no means of counting, people used to count with the help of fingers, stones, pebbles,
sticks, etc. These methods were not adequate and had many limitations. To overcome these limitations, many
number systems were introduced with the passage of time, like:

» Decimal numbersystem » Binarynumber system
» Octalnumbersystem » Hexadecimal numbersystem

Anumber systemis aset of values used to represent different quantities.

> DECIMAL NUMBER SYSTEM

The need for counting paved the way to introduce Decimal number systemin which digits 0,1,2,3...9are usedtoform
any number. Most of our arithmetic operations are performed with decimal numbers.

Decimal number system consists of ten digits i.e., 0 to 9 with the base 10. Each number can be used individually or
they can be grouped to form a numeric value. E.g., 82, -256, 52.87, etc. The value of each digit in a number depends
upon the following:

» Thefacevalue of the digit
» Thebase ofthenumbersystem
» The position of the digitinthe number

Each position represents a specific power of base (10). The right most digit of a number is called Least Significant
Digit whereas the left most digit is called Most Significant Digit. For example, the number 547 can be represented in
the following way:

. 600

| ——— 7*10° units B 7
© 4*10' tens = 40
Example 5* 10! hundreds = ggg

OBSERVATION

The positional value of each digit increases ten folds as we move fromright to left. In the above mentioned example;
5, 4, and 7 are the face values and their place values are hundreds, tens, and units respectively. The place value
depends on the position of the digit in the number.

Now let us discuss about the various types of number systems that are used ina computer.
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The Binary number system consists of only two digits, i.e., zero and one (0 and 1). Since
this syltem uses two digits, it has the base 2. All digital computers use this number
systemand convert the input data from the decimal format intoits binary equivalent.

—

! WHY BINARY?

A computer cannot understand human language, rather it understands only the binary Aryabh “'::5 '“‘:fa;s
. : f S greatest mathematician
code. Therefore, the data that is entered into a computer is converted into its binary sFd astronoar Ha

equivalent. It further converts the binary results into their decimal equivalents for introduced the concept of
0 (zero) without which
modern computer

' CONVERSION OF DECIMAL INTO BINARY NUMBER SYSTEM technology would have

\ been non-existent.

‘ output.

» B+ARY NUMBER SYSTEM Fact File l

The equivalence between binary and decimal numbers can be understood with the given
examples. To convert a decimal numberinto binary number, follow the givenrules:

Step1: Divide the given decimal number with the base 2.

Step2: Writedown theremainder, divide the quotientagain by 2. Let's Know More
Step3: Repeatstep 2till the quotientis zero. Base or Radix of a
Number System
Let us understand the conversion of Decimal number into Binary number with the given The base of the number
exarnples: system is the number of
digits used in it. E.g., Since
the decimal number
Example 1: Example 2: system uses 10 digits, its
\_ base is 10.
5-lor 2 | 321
2 | 12 | 1+ Least Significant Digit 2 | 160( 1-» Least Significant Digit
&
> 16 lo 2180 |0
23R 2, 1300[0 Fact File
2120 (0O
2911
iy L 2|10 |0
0 | 1 Most Significant Digit
21510
2 (2 1
Thus ( 25 ),,= (11001), BE 0
T T 0 | 1- Most Significant Digit S o,
! ; a German mathematician
The base of number is given as is cradited with the
subscript. Thus (321),,= (101000001 ), invention of the modern

\Binary number system.

Remainders, which are obtained in each step are writteninreverse order, i.e., placing the
Least Significant Digit at the top and Most Significant Digit at the bottom, to form the
binaryequivalent of the decimal number.

Which number system do
BINARY TO DECIMALNUMBER \_ we use?

Let's Know More '

To convert a binary number into decimal number, follow the steps given on the next page.

weaming i KIPS <>




» Multiply each binary number with its positional value, which s in terms of powers of 2, starting from the extreme
right digit.

» Increase the poweronebyone, keeping the base fixed as 2.

» Sumupall products to get the decimal number.

Example 1: Example 2:
(1010), (100 1),
0x2° - Units =ti() ‘ |—->‘I><2°= 1
1x2' - Tens =2 0x2' =0
0x2* - Hundreds =0 D2 = 0
1x2° - Thousands = 8 1x2" =8

Thus (1010), =(10),, Thus (1001), = (9),,
.
Example

Example 3:

(110001001, = 1x2°+1x27+0x2°+0x2°+0x 2+ 1 x 22+ O x2°+0x 2" + 1 x 2°
= 256+128+0+0+0+8+0+0+1

= 393
Thus (110001001), = (393),,

2» OCTAL NUMBER SYSTEM

The Octal number system (Oct) consists of 8 digits: 0 to 7 with the base 8. The concept of Octal number system came
from the Native Americans as they used to count numbers by using the space between their fingers rather than
using their fingers. The procedure of ‘octal to decimal’ conversion is similar to 'binary to decimal' conversion, the
only difference is the change of base. So, if we want to convert any octal number to decimal number, we have to
start multiplying the digits of the number from right hand side with the increasing power of 8 starting from 0. And
finally summing up all the products.

Example 1: Example 2:
b (345), (317),
(3% 8)+(4x8")+(5x8" (3x8)+(1x8)+(7x8%
Example 192+32+5 192+ 8+7
Thus (345), = (229),, Thus (317), = (207),,

» HEXADECIMAL NUMBER SYSTEM

This number system consists of 16 digits: 0-9 and the letters A-F, where A-F represents digits 10 to 15 with the
base 16. This number system is also known as Hex, where Hex=6 and Decimal=10, so it is called Hexadecimal. The
procedure of converting hexadecimal to decimalis similar to the methods shown above, the only differenceis the
change of base. To convert hexadecimal number to decimal, multiply the number with base 16.

wearinn i KPS <10




Hex to Decimal Conversion

| 0 0 10 A
‘ 1 1 11 B
2 2 12 C
3 3 13 D
4 4 14 E
5 5 15 F
6 6
7 7
8 8
9 9
Example 1: Example 2:
g (38), (4D2),
o, (3 x 16")+(11 x 16°) 4x169+(Dx16") + (2 x 167
Example 48 + 11 1024 + 208 + 2
Thus (3B),, = (59),, Thus (4D2),, = (1234),,

2 COMPUTER ARITHMETIC

As a computer understands only the binary code, the data input by the user is converted
into binary code for processing. This processing may involve various kinds of arithmetic
operations, such as addition, subtraction, multiplication, division, etc., on binary
numbers.

BINARY ADDITION

The technique used to add binary numbers is very easy and simple. This is performed in
the same way as you perform addition with decimal numbers. The following table
illustrates the addition of two binary digits:

Binary Addition
£ Pk 8 e ) ~at+b=c
0 0 0+0 =0
0 1 0+1 =1
1 0 1+0 =1
1 1 1+1 =10

o While adding 1 + 1, the output will be 10, where 0 is written under the same column
6 and carry over 1is shifted to the next place as it happens in decimal number addition. :

Learning

Computers with

Know the Fact

4 bits = 1 nibble

2 nibbles = 8 bits
8 bits = 1 byte

Let's Discuss

Why do we use Binary
Number system in
computers?

Let's Know More

Most computer operations
use the byte, or a multiple
of the byte (16 bits, 24, 32,
64, etc). Hexadecimal
makes it easier to write
these large binary

L numbers.

Quick Quiz

How will you find whether

a number is represented in

Decimal / Binary / Octal or
Hexadecimal system?

Quick Quiz

Which number system has
‘8" as its base?

Kips®




Example 1:
Compute (1000), + (111),

1000

. +0111

Example 1111
BINARY SUBTRACTION

The rules given in the table must be followed to perform binary

subtraction:

Example 2:
Compute (11111), + (1011),
1111« Carryover
15117
+01011
101010

mThe numberisborrowedwhen 1issubtractedfrom0(10-1=1).

Example 1:
Compute (1111), - (1010),
AR Tl (i
sl 01,0
Dl 101

Ex.ample

BINARY MULTIPLICATION

The rules for performing multiplication using binary numbers is same as
that of the decimal numbers. The given table illustrates the multiplication

of two binary digits:
Example 1:
Compute (101), x (11),
101
> x 11
e 101
Ex'ample +101x%
Sum= 1111

BINARY DIVISION

Binary Subtraction
a b ebee
0 0 0-0=0
1 0 1-0=1
1 1 1-1=10
0 1 0-1=1
Example 2:
Compute (1100), - (11),
Borvowed ) Borrgam 1
10
Balance Balance Number is now
0 1 10
1 1 0 0 :
- 0 0 1 : I
1 0 0 1

Binary Multiplication

gt WasThrd .i..., -
Al Dt S
0 0 0% 0:=:0
0 1 0>3s0
1 0 1450=0
* —
Example 2: L i ] iy
Compute (1111), x (101),
il ' 0
x 101
T=Ea 1
000 0x
+1111xx
1001011

The method to perform division of two binary numbers is same as that of decimal numbers. See the example

givenbelow:
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Example 1: Compute (110), + (10), Example 2: Compute (10000111), = (1001),
i1 #=—— Quotient 01111 «— Quotient
ﬂm—#—— Dividend 1001|10000111<«—— Dividend
A i _ 1001
010 001111
10 1001
00 «——— Remainder 01101
Por 1001
01001
1001
0000«———  Remainder

> The commonly used number system is Decimal number system with the base 10.

> The right most digit of a binary number is called Least Significant Digit whereas the left most digit is called
Most Significant Digit.

> TI;?e Binary number system consists of two digits i.e., 0 and 1 and has the base 2.

> The Octal number consists of 8 digits and has the base 8.

> T1Jhe Hexadecimal number consists of 16 digits and has the base 16.

SECTION - A
A. Fill in the blanks.
1. The base of Binary number system is
2. Thebaseof systemis 10.
3. Octal Number system consists of digits.
4. InBinaryaddition, 1+1equalsto
5. number systemis understood by the computer system.
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[

uses 16 symbols to represent numbers.

In Binary subtraction, 1-1 equals

HINTS * 0 » Binary + Decimal number + Hexadecimal ° 2 ¢ 8 + 10

w

State True or False.

You cannot perform arithmetical operations on binary numbers.

The decimal number system consists of 10 digitsi.e.,0to 9.

The method to perform division of two binary numbersis not the same as that of decimal numbers.
1 multiplied by 0 equals to 0.

Charles Babbageintroduced thelconcept of 0 (Zero).

The numbers usedin Octal number systemare 1to7.

SECTION -B

Multiple-choice questions.

introduced the concept of 0 (Zero).

a.AdaLovelace b. Aryabhat c.Bill Gates

A converts the decimal formatintoits binary equivalent.
a. Digital Computer b.CellPhone c.Abacus

A computerunderstands only code.

a.English b. French c.Binary

In Binary multiplication, 1x1equalsto
a.0 b.1 c.2

To convert Decimal numberinto Binary number, divide the number by

a.2 b.8 c.10
Answer the following questions.

Whatisa Number system? Name the different types of number system used.
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2. WLat are the rules to convert a Decimal numberinto a Binary number?

|
3. Write the rules to multiply two Binary numbers.

4.  Briefly explainthe Octal number system.

5. Whatdo youunderstand by Hexadecimal Number System?

JACTIVAT.Y

SECTION

2 2%
. LAB SESSION ____Perfection Through Practice M
- :
3

|
‘A, Convert the following Decimal numbers into Binary numbers.

a.68 b. 987 c. 657

et i KIS <1




B. Convert the following Binary numbers into Decimal numbers.

a. 1011

b. 100110

c. 10101

C. Perform Binary addition on the following.

a. 10101 + 00111

b. 1001101 + 1000101101

c. 1101 + 1001

D. Find the difference between the fo

llowing Binary numbers.

a. 10011 - 01010

b. 11001001 - 01100110

c. 111 - 001

E. Multiply the following Binary numbers.

a. 101 x 011

b. 1011 x 101

¢. 101010 x 1011




|
F. Divide these Binary numbers.

a.1111+=1 b. 111001 = 101 c. 111111111 = 1011

|
GROUP DISCUSSION For Concept Clarity

Divide the class into two groups and discuss the topic.

Decimal Number System vs Binary Number System

PROJECT WORK Using Creativity

Make a presentation on Number System. Set a beautiful background. Apply nice - o
formatting and animation effects onit. b

To learn more about Number System, visit the following websites.

» http://www.tutorialspoint.com/computer_fundamentals/computer_number_system.htm

» http://code.tutsplus.com/articles/number-system-an-introduction-to-binary-
hexadecimal-and-more-active-10848
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USING EXCEL AS A DATABASE

| LEARNING IN THIS CHAPTER |

® Using a Form to enter data ® Using Advanced Filter and Data Validation
® Adding, Searching, and Deleting a record in a Form ® Adding Subtotal in Database
® Sorting and Filtering data ® Analysing data with PivotTable

A database is a collection of information related to a particular object, such as maintaining addresses and phone
numbers, a list of library books, keeping students’ record pertaining to academic and co-curricular achievements,
keeping employees'information, etc. It helps the users to organise, retrieve, sort, and edit data as per theirrequirement.

Database consists of fields and records. In simple terms, records refer to rows and fields refer to columnsin Excel.

FIELD : A column within a database that contains only similar type of data is called Field. For example, Roll No.,

Name, Address are different fields.
Field Name| |

RECORD : Arow in a database is called a Record that consists of the | 4 A B c D

¢ ’ P . 3 1 |Roll No |Name _|English |Hindi |Math |Total [Per

information about one person or one object. For example, in the given r{"’lm Ao 75 182 [ 90 | 247] 8233

figure the data—- 101, Anju, 75, 82, 90, 247, 82.33 of one student, forms al p2 |[Manju | 82 | 72 | 67 | 221 73.67
=103 |Ranjana| 72 70 | 76 | 218] 72.67

record. 5 104 |Kirti 85 | 79 | 82 | 246| 82

FIELD NAME : Itis a column label for the field in a database. All the 5-1_105 Hemant| 96 | 98 | 89 | 283| 9433
7 106 |Kunal 85 | 92 | 98 | 275]| 91.67

8 [ 107 Jankita | 87 [ 85 | 88 | 260[ 86.67
Figure 2.1: Excel Database

field names appear in one row. For example - Roll No, Name, English,
Hindi, Math, Total, Per are the field namesin the given database.

» USING A FORM TO ENTER DATA

A Formis a window that contains numerous fields to enter, modify, and view one record at a time. Each field holds a
field name so that any user who views the form or enter data in it, gets an idea of its contents. Forms often contain
Command buttons and other controls that perform various tasks. When you enter information into a form, the data
gets saved directlyinthe database.

el Opsors ety Rl
Before adding a record in the form, the = 68, customize the Quick Access Toolbar
worksheet must have field names at the top of broctrg R R
each column. Microsoft Excel uses these field S i ed D T B
A Exponentistion Sign - a ol
names as a label to ease the process of | Aduanced | 3 reomwingtoContwn o Rade I
entering records in a form. Make sure that %' W“_ ]
thereare no blank linesin the range of data. || adam o fim ' .
| Tai Gintae I 1% Freeform: Seribble
| 1 [ Freeform: Shage
H B Freese Panes
. A | | [ GreupBor (Foom Contral] = r
> InExcel 2016, the Forms option s hidden. To AR T Cuomicons: [ fpet + 1
. | Fbson Imgen Expeet
add a Form button, select File > Options. = =’ e —
The Excel Options dialog box will open. O T

Figure 2.2: Excel Options Dialog Box
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>  Select the Quick Access Toolbar optionin the left pane. Know the Fact

»  Clickonthe drop-down arrow of Choose commands from the list box. Rules To Enter Field
Names:

»  Select Commands Not in the Ribbon option from the drop-down list and choose > Each Field name should

be placed in a separate
the Form command. celf P

» ClickontheAddbutton  2%>> | ClickOKandyouwillfindthe Formbutton B on |” E:':I’u:am“ Sloud be
the Quick Access Toolbar. , 8

> ADDING A NEW RECORD IN A FORM

Using the data form, we can add a new record in the database. Follow these steps to

enternew records:
Know the Fact
»  Click on the cell A1. Select the Form buttonon .

r Sheetl ? X An easy way to add a
the Quick Access Toolbar. The Sheet1 dialog box custom style from another
appears. It contains the record of the first |RafiNo: 188 | ~ Loky workbook is to copy the
studentin your database. Name: Av | N e i Wit

S | style and paste them into
> Toadd d. click heN b e = '—l [ﬂ ] a new workbook.
oaddanewrecord, clickon the New button. Mok 82| EFEEE \_

>  Typethedataintherespectivefieldsofthe Form. |Math [s0 Srre]
Totak 247 e
»  After you have finished typing data, press Enter i | FindNext |

key to add the row to the bottom of the range or . [ |
table. WEL DA

Close |

»  You can move to the previous or next record by
clicking on the Find Prev and Find Next buttons
respectively.

Figure 2.3: Adding a Record

Using Form
»  Clickonthe Close button to close the data form.
2 SEARCHING A RECORD
This option is used to search the records with specific
Sheetl ? X
values.
RoliNo: [104 | ~ Criteria |
»  Clickonthe Form button. — ST T s Quick Quiz
Name | | AT |
> Select the Criteria button in the Sheet1 dialog et | | [ e || { WhatisaDatabase?
box. L | Restore
R e WL e
>  Type the data that you want to search in the nidas Saaa o | FindPrev |
appropriate field. For example, type 104 in Roll | _ F ------ ' | FindNet |
No: text boxand press the Enter key. ' ERa fom |
. == Let's Discuss
»  If the record exists and matches the given value |_Qose || 7
for that field, it will be displayed. Otherwise, the \\MPorECLE B,
J 1 3 Figure 2.4: Searching a Record
first record will be displayed. Using Form

Loarind i KIPS <19




2 DELETING A RECORD

Todelete a particularrecord:

»  Click on the Form button. In Sheet1 dialog box, move to the desired record by clicking either on Find Prev
button or Find Next button.

> After selecting it, click on the Delete button. Excel prompts you to confirm the operation. You cannot undo a
row deletion after you confirmit. |

» SORTING DATA
| |

Sorting means, arranging the data either in an ascending or descending order. In a worksheet, data can be sorted in
rows on the basis of text, numbers or dates. Once the datais organised, it becomes easy to work onit. ‘

Follow these steps to sort the given data: m

»  Openanyworksheetand select the cellrange thatyouwant to sort. 8l T f Sy
2y Reapply
] |Sort|  Filtes

Yo Advanced
Sort & Filter

»  Click onany cell, say B2. Now select the Sort button in the Sort & Filter group
inthe Data tab. The Sort dialog box appears and the entire database gets selected.

»  Click on the Sort by drop-down arrow and select the field on the basis of which you want to sort the data. For
example, select the Name field.

»  Select the Values option from the Sort On drop-down list. Select the sorting order from the Order drop-down

list. If Sort by contains alphanumeric datathenAtoZ option [« i %
gets selected automatically. In case, Sort by contains Iﬁ:‘su'mn_a__ X tte vt | [ 5 copytevt | 0] [0 [ bons= | 2 vy oo s s

| Column Sart On Ordet |
numeric data then Smallest to Largest option gets selected. | sensr ume Blwes  FiS

»  Select the My data has headers checkbox to exclude the — . . e
first row, containing the column headings for sorting.

Figl.-l-r-e_lg:_ S;rl Dialog Box
Otherwise, uncheck the checkbox toinclude the first row headings in sorting.
»  (lick OK.The database will be sorted in descending order on the basis of Name field.

In Excel, you can also sort more than one column. For example, after sorting by Name, you want to arrange the list by
Roll No.

To sort by more than one column, follow the given steps.

»  Click on the Add Level button in the Sort dialog box. Anew .. 5 . %
level gets added below the first level. [ goa et | X ot Lot || B3 Goplon [ 2]
» Select the column name as Roll No in the Then by ..o ™ R =

drop-down list and order of sorting as Largest to Smallest in
the Order drop-down listin the new level. Click OK.

InExcel 2013, also you can add, search, delete records using forms in the same way as you doin Excel 201 GJ
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> FILTERING DATA

The Filter feature is one of the interesting features of Excel which helps you to display

only those records that meet the specified criteriaand hide rest of the records.

) 2

Select any cell within the database range, say D1. Click on the Filter button in the

Sort &Filter group in the Data tab.

Small arrows will be added in the
column header. These arrows are
used to specify conditions to filter
the data.

Click on the arrow next to the Hindi
column header in cell D1. Uncheck
the Select All check box to deselect
all the check boxes. Now select the
check boxes of the values 82 and 98
from the drop-down list. Click OK.

You will notice that the list gets
filtered and displays only those
records that meet the specified
criteria, i.e., records related to marks
82 and98in Hindi.

To clear all filters from the worksheet, click on the Clear button presentinthe
Sort &Filter group on the Data tab or click on the Filter button|-¥| in the Datatab. If you !
have modified the data and want to filter the new data, click on Reapply button(%!.

2 USING ADVANCED FILTER

Advanced Filter option is used to filter the data in multiple fields using specified criteria,
to copy the filtered records to a different location, or to find unique records. Let us use

A
>
«
2 Pl
o
m
-

Let's Know More

Remove Duplicates button
under Data tab is used to
remove duplicate values
from one or more
\_ columns.

2 [Rolt No-[Name -Jenglish -[Hindi =[Math -|votal {per -
2] 30918 JetSmetunre Lages 67 21] 7367
3| 102 il erpmeieas a8 21s] 916
Wil D3] mwee= 76 218] 7267
5 104 82 246 82
i e 3 T 89 283 9433
7] 106] 88 260
8 107 Sawmasn 90 247] 8233
9 o
o

10 B
11 i

L 5 ]
12| #n Let's Know More
13 Ea ]
:: Conditional Formatting is
5 o] o L= e the feature in Excel that
By - ) sets a cell's format

Figure 2.7: Using Filter Command

according to conditions
that you specify. Using this
option, you can change
the font colour, styling,
H etc., of the data in the
: selected cells. Select
: Home > Conditional
Formatting in Styles group
and specify the condition
k as needed.

this option.
> Insert at least three blank rowsabove 4 A . 8 | C [0 |
e 1N Department  Designation Sala
the range, which is to be used as a 2—-' Sl gnation m:)u

criteria range, by clicking on the Home 3

tab and selecting the Insert > Insert

Sheet Rows option.

The criteria range must have column
labels. There should not be any blank
row between the criteria values and

therange.

Select the range A4:D4. Press Ctrl+C to

copy therange.

5 Anika Development  Manager

6 Manas  Production Prod Manager

7 Priya Production Sr. Prod. Manager
8 Arrundn Purchase Manager

9 Ganesh Sale Manager

10 Sumita  Sale Executive

11 Saransh  Sale Executive

12 Girsh  Store Store Keeper

13 Ramesh Store Store Keeper

Figure 2.8: Using Advanced Filter

Ef.?n";:.'l';rs win KIPS @

4 Name  Department  Designation Salary

20000
10000
15000
10000
12000
8000
8000
5000
8000

Let's Discuss

Advantages of Filters




»  Select the cell A1 and press Ctrl+V. Type the criteria which you want N
to matchin the row below the column labels. Type = 10000 under the i Advanced Filter ? b ¢
field name Salaryi.e., D2.

| Action

»  Click on a cell within the data range. Select Data tab and click on the :. O Filter the list, in-place
Advanced button ¥Aswnced inthe Sort & Filter group. (@ Copy to another location
»  You will notice the range is already defined in the List range: | List range: |sAS4:50513 |ﬁ|
$A$4:4D$13. Criteria range: | SAS1:SDS2 |
»  Select Copy to another location radio button in the Action section of | Copy to: iSFSG:ﬂSG 3
Advanced Filter dialog box. [ ] Unic st iy
» Define the Criteria range box, by entering the reference of the
oK | Cancel |

criteriarange, including the field names.

Figure 2.9: Advanced Filter

Dialog Box
s o » Define the range of the target location where the
E 5| Name Department| Designation | Salary ' filtered rows will be copied in the Copy to box,
:— e e e i.e., $F$6:4136. Click OK. The data will get filtered
- SR e I according to the specified condition and be
CS 152 e copied in the place, which you have definedin the

Figure 2.10: Result of Advanced Filter Copyto box

m In Microsoft Excel, you can alsofilter and sort the data by cell colour.

> USING DATA VALIDATION
Data Validation is used to restrict the type of data or value that users enter a cell. Let us use data validation to restrict
the data entry to whole numbers between 0 and 100.

»  Selectthe cell range E5:E13. Choose Data tab > Data Validation =% in the Data Tools group. The Data Validation
dialog box appears. The Settings tab is selected by default.

»  InAllowdrop-down list, select the Whole number option. o S MRS AITE WSStk
»  InDatadrop-downlist, between optionis selected by default. s s L
»  InMinimum:textbox, type 0,and in Maximum textbox, type 100. | :_. NAFi

> v

Click on the Input Message tab. In Title: text box, type I
| E
‘Validation’. In Input message box, type ‘enter between 0 and l Datx

| [
100'. F—— ‘.
»  Select the Error Alert tab and type ‘Input is wrong’ in Error 5;... SRR

message box. Clickon OK to close the dialog box. [} laes =
| [ 2pply these changes to all other cells with the same settings
»  Ifyoutry to enter data beyond the specified limit in the selected | =

range, an error message will be displayed. Click on Retry to enter ! o ST "-—:;i
anothervalueinthe cell. Figure 2.11: Data Validation Dialog Box
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» ADDING SUBTOTAL IN DATABASE

| , e 8 e
The Subtotal feature in a database helps us to manage, analyse, and 1 s.No. Sulns Exacutive Month Sales i
extract specific information from rows of related data. To apply | 2 1 Raman October 125000
subtotals, the database must be sorted. Let us learn the use of this | 3 2 Mohit October 320000
feature through the given table. Follow these steps: s s
eature through the given table. Follow these steps: a S abiar |~ aaton0]
> Opénanewworksheetand enter the data as shown in the Figure 2.12. _6_§5 Mohit November 222000

' e i 76 Raman November 275650
» Select any cell within therange,and =~ N % i
aeiectany & e Figure 2.12: Data for Subtotal
Subtotal L choose Datatab > Subtotal optionin
| 2 otich chyage in: ) =] the Outline group. The Subtotal dialog box appears. Choose 'Month' from At
Month -
Yo =1 =R SR each changein: drop-downlist.
. R M » To calcul h f Sal lect Sum function f Use function: drop-d
po pew e o calculate the sum of Sales, select Sum function from Use function: drop-down
2P . list.
| Sales Executive
Month

» In Addsubtotal to:list box, select the Sales checkbox.

» Deselect the Replace current subtotals option by c[ucklng on its checkbox This

[l Replace qurrent subtotals

] s taah bectic desiios option overwrites the existing .. : ¢ | sumonaon
£ summary below data subtotalif present. "|’["1—-1—§s :D_ ’m&!_ e m: < ""“s':..__‘
(Bemowedt | [ oK ][ cancet | | 21 Raman October 125000
Mohit October 320000
Figure 2.13: Subtotal Dialog Box | ; : : Prashant October 285000
i} =t OctoberTotal 730000
» The Summary below data checkbox is marked by default. This | J \ _:_j; Mohit m 222000
option will place the total below the data of each month. SIS, Saman Novendkie: 275680
E ;_-?.-_ November 832650
> Click OK. The subtotals will be displayed as shown in the Figure 2.14. .E‘ "QQ; Seond Yor!

Figure 2.14: Result of Subtotal

Toremoveall the subtotals in your worksheet, click on any cell within the range and select Data tab > Subtotal option.
Inthe dialog box, select the Remove All button.

2 ANALYSING DATA WITH PIVOTTABLE

PivotTable is a powerful tool for consolidating, summarising, and presentlng the data. Follow these steps to create
PivotTable:

» Enter the given data in a new worksheet and select the entire
datarange.

» Choosethelnserttab > PivotTable optionin the Tables group.
The Create PivotTable dialog box appears.

> Inthe Table/Range text box, the range that you have selected
forthe PivotTableis displayed.

The New Worksheet radio buttonis selected by default. = o i
Flgure 2.15: Data for PivotTable

Leaming o KiDS <2

Click OK. The Create PivotTable dialog box closes.




»  The PivotTable layout is displayed on the new worksheet. The
PivotTable Fields task pane appears on the right side of the screen.

»  (lick and drag the Name field and drop it into the Rows quadrant as
shownin Figure 2.17.

»  Dragthe Designationfieldinto the Columns quadrant.

»  Drag the Salary field into the Values quadrant. Your worksheet
should look similarto Figure 2.18.

»  Youcanre-arrange the datain any way you like. You can also change
the place of buttons here. If you do not like their placement, click the
Undo button.

Create PivotTable ? ®

Choose the data that you want to analyze
(®) Select a table or range
Table/Range:  ‘Sheett RI1SASESDS10
() Use an external data source
CHb e LA Ined o
Connection name:
Use this werkbook’s Data Modsi
Choose where you want the PivotTable report to be placed
@ Hew Worksheet
O Existing Worksheet
Location:

Choose whether you want to analyze multiple tables
] Add this data to the Data Model

X 2 1

anes |

Cex 1]

Figure 2.16: Create PivotTable Dialog Box

By default, non-numeric fields are added to the Rows quadrant, date and time hierarchies are added to the Columns

quadrant, and numeric fields are added to the Values quadrant.

PivotTable Fields - X

Choose fields 1o add to report o - : £
gl ¥ s = General FZ Conditionsl Formatting = £~ Insert ~ bR
— . -— B Calibni =11 =-A A Sokn =
Search el o B $ -~ % » ¥ Format as Table~ £ Delete = T- p-
1] Merme et S AT A W8 sy i fomat= & -
Department Clipboard & Font Alignment Number R Styles Cells Editing -
7 Designation .
7 Salary A3 > = sum of Salary
More Tables.. 4 A B C D “HES _ F ez Gl © =poGHst '__'_:-
3 [Sundsduv!cdmmhhls ~ L
Drag fields e ek 4 Row Labels - Executive Manager Prod.Manager Sr. Prod. Manager Store Keeper Grand Total
5 |Anika 20000 20000 |
W SsColumme 6 |Anuradha 10000 10000 |
Designation _~ 7 |Ganesh 12000 12000 ‘
8 |Girish 5000 5000 |
9 |Manas 10000 10000
10 | Priya 15000 15000
= =i, 11 Ramesh 8000 8000
Hose L S 12 Saransh 8000 8000 |
13 |Sumita 8000 8000 |
14 IGﬂnd Total 16000 42000 10000 15000 13000 96000 [z
N » | Sheett | Sheetil | Sheets .. @ £} (A g = O
L JiEhat Shyedt ocas Ready  Scroll Lock B m m - 1 + 5%

Figure 2.17: PivotTable
Fields List

Figure 2.18: PivotTable Layout

inthe same way as explained above.

You can use all the features, like Sorting, Filtering, Validation, PivotTable, etc., in Excel 2013 also]

Learning
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SEIRECAP

» Adatabaseisacollection of informationrelated to a particular subject.

A column within a database that contains only one type of datais called Field.
Arow inadatabaseis called arecord, which consists of the information about one person or one object.

Field nameis a columnlabel for the field in a database.

L A i T

A Form is a window or screen that contains numerous fields or spaces to enter, modify, and view one record at a
time.

Y

Sorting means arranging the data either in an ascending or descending order.

» The Filter feature is one of the interesting features of Excel which helps you to display only those records that
meet the specified criteria and hide rest of the records.

» Advanced Filter option is used to filter the data in multiple fields using specified criteria, to copy the filtered
records to a different location, or to find unique records.

» DataValidationis used torestrict the type of data or the values that users’ enter into acell.

» The Subtotal feature in a database helps us to manage, analyse, and extract specific information from rows of
related data.

» PivotTableis a powerful tool for consolidating, summarising, and presenting the data.

Q_BLAIN

SECTION-A
A. Fillintheblanks.
1.  Adatabasehelpstheuserto ,retrieve, sortand edit dataas needed.
2. A window or a screen that contains numerous fields or spaces to enter, modify,
and view onerecordatatime.
3. isacolumn label for the fieldin a database.
4. Torestrictthe type of data and the values while entering datain acell, use option.
5. Tosearchforarecord with specific value, clickon the buttoninaform.
6. provides an easy way to present the datain a summarised way.
I » PivotTable » Organise @ Form » Field Name  Criteria » Data Validation

Loarning i KPS <25




State True or False.

Recordsreferto therowsinthe database.

\[

Field names can be duplicatedin the database.

You cansort the data only on onefield.

|

Field representsacolumnin the database.

Subtotal valuesinthe database are calculated with Count function.

Inadatabase, one cannot rearrange the data as perthe need.

]

Conditional Formatting sets a cells format according to the condition that you specify.

Application-based questions.

Kanikais a Chartered Accountant. She looks after the accounts of various companies and keeps theirrecords in
Microsoft Excel. She does not have any idea on how to view only those records that she wants to see. Suggest
the feature of Microsoft Excel, using which she can perform this task.

Varun is maintaining the marksheet of his class in Microsoft Excel. The teacher has asked him to restrict the
marks enteries between 1 and 100 in all the subjects. Which feature of Microsoft Excel should Varun use in
orderto accomplish the task?

SECTION -B

Multiple-choice questions.

Which among the following features is used to filter the data in multiple fields using a specified criteria?
a.AdvancedFilter b. Criteria c.Sorting

Which button under Data tabis used to remove a duplicate value from one or more columns?
a.Remove b.Remove Data ¢. Remove Duplicates

Which feature ina database provides an easy way to enter, modify, and view one record at a time?
a.Form b.Adding Subtotal c.Filter

Which feature helps you to display only those records that meet the specified criteria?

a. DataValidation b.Sort c.Filter

Which feature allows us to arrange the given data according to a particular field either in an ascending or
descending order?

a.DataForm b. Filter c.Sort

ch::::?lgrs with KiPS




Answer the following questions.

Describe the term Database.

What is the utility of a Formin a database?

Whatis the use of the Sorting feature in Excel?

How is Filter useful?

Whatis a PivotTable? Describe its utility.

How is Advanced Filter different from Filter?

State the difference between a Field and Record.

Learning
Computers with
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OpenExcel 2016 and type the data as given in the worksheet.

Save the worksheet using Ctrl+S key combination.

Clickonany cell. Click on the Form button on the Quick Access Toolbar. Select the New button.
Typetheinformation-1011,S. R. Electronics, Retailer, Television, 12, 240000 in the respective fields.
Click onthe Close button. Record will be saved and displayed at the end of the worksheet.

Click on the Form button on

the Quick Access Toolbar. A [ B [ c [ D eI
Now, click on the Criteria | | SWEUR Vel Save
2
i sl b g
button. Type Television' in 3| Invoice No. Customer Type Product Qty Price
Product text box. Press the 4| 1001 R.S. Malik & Co. Whole saler Television 35 700000
: h 5| 1002 R.S. Malik & Co. Whole saler Washing Machine | 25 250000
Enter key. It will d|splay the 6| 1003 Gupta Electronics | Retailer Mixer 15 127500
record that matches with the 7 | 1004 Ramsons Retaller Television 10 200000
criteria. 8| 1005 Ramsons Retailer Mixer 15 125000
9| 1008 Malhotra Cottage Retailer Washing Machine | 12 120000
Click onthe Find Next button. 10| 1007 Batra Electronics Whole saler | Washing Machine [ 50 500000
The next entry related to 11| 1008 SiaRams Coltage Retailer Mixer‘ : 10 85000
- 1y A . 1 ) 12| 1009 Shine Electronics Whole saler Washing Machine | 30 300000
Television' criteria will be 13| 1010 Shine Electronics | Whole saler | Television 60 | 1200000

displayed. Click on the Close
button.

Click any cell. Select Data > Sort option. In Sort by list box, select 'Customer' field. Select Z to A option from
Order listbox. Click OKand observe the change.

Click the Data > Filter option. Small arrows will be added to each field name.

Click the drop-down arrow of 'Product' field name, and uncheck the Select All checkbox to deselect all the
options. Now select'Washing Machine' from the displayed list.

Click OK. The list will get filtered and display the records of the product - 'Washing Machine'.
Now remove all filters.

Click onthe celladdress A2. Insert 4 blanks rows.

Selectand copy the cells A7:F7. Click on the cell A2 and paste the copied cells.

Type ‘Washing Machine’ under the ‘Product’ field name.

Click on any cell in Data range, i.e., from A7:F8. Select the Data tab and click on the Advanced button in the
Sort &Filter group. Select 'Copy to anotherlocation' in Advanced Filter dialog box.

Specify the Listrange as $A$7:4F$18, Criteriarange as $A$2:$F$3 and Copy to as $1$7:$N$7. Click OK.

cmnpuluuvﬂﬂl Kips @




» Thedatamatching the criteria will be displayedin the output range.

» Clickthe Data > Subtotal option. Select 'Product' from Ateach changeinlist box.
» Select'Sum'from Use functionlist box. Click on the 'Price’ check box in the Add subtotal to section. Click OK.
Again select SubTotal option and click on Remove All button.

» Select any cell, let us say A10. Click Insert > PivotTable and follow the steps given in the chapter to proceed
further.

» Savethefile by pressing Ctrl + S key combination.

Shikha is a Public Relations Manager in a company. She has prepared a list of her clients along a
with their birthdays. She now wants to find out the names of persons, whose birthday falls in ‘Ia O\
the month of September. Help her to complete this task using Advanced Filter command.

| S.No. | Client's Name | Client's Designation | Date of Birth

To know more about Microsoft Excel 2016, visit the following websites:
> www.gcflearnfree.org/excel2016/groups-and-subtotals/2/
>  www.groovypost.com/howto/create-pivot-tables-microsoft-excel-2016/
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CHAPTER

ADVANCED FEATURES OF EXCEL

“ LEARNING IN THIS CHAPTER foin — - s

i = Chart and its Components = Chart Elements/Formatting a Chart = Using Goal Seek

] ® Commonly used Chart types ® Combo Charts ® Grouping Worksheets
|

®m Creating a Chart »m Sparklines

®» Consolidating data

Chartis an effective way to display datain a pictorial form. Charts make it easier to draw comparisonand analyse the
growth, relationship, and trends among the valuesin arange. Charts provide more accurate analysis of information.

When you insert a chart, the data is displayed in a special window called Datasheet. Chart is updated automatically
with the changein data.

> COMPONENTS OF A CHART
The various components of a chartare shownin Figure 3.1.
1. CHARTAREA:Thechartareaincludesall objectsand elementsinachart.

2. CATEGORY AXIS: Category axis or X-axis is the
horizontal axis of achart.

3. VALUE AXIS: Value axis or Y-axis is the vertical o Ll L

axis used to plot the values. e Chart Title
o]
4. DATASERIES: Adataseriesis arelatedset of data . .

values.

5. AXIS TITLES: These are the headings given to
X-axis and Y-axis. The titles help in understanding

whatisbeing depicted onthe axes.

©

(>

O—||
6. PLOT AREA: The plot area is a window within a @_.-EI}
A 10|+
Chart area. It contains the actual chart and u
includes the plotted data, data series, category, @

and value axis.

o .., I.
—={ Arshia Vinod Monica Aman Aradhika Ashish|

7. LEGEND: It depicts the colours, patterns, and

symbols assigned to a data series. I' A A L el
8. CHART TITLE: It describes the aim and contents D t m |

ofthechart. Figure 3.1: Components of a Chart

9. GRIDLINES: These can either be horizontal or vertical lines depending on the selected chart type. They extend
across the plot area of the chart. Gridlines make it easier to read and understand the values.
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» COMMONLY USED CHART TYPES

Different types of charts are available in Excel. Some of the most commonly used charts are:

COLUMN: A column chart is a commonly used chart type to display

‘ data in the form of vertical bars. It is used to show changes in data over
a period of time or comparisons among different data items. In a

Column Column chart, categories are represented on the horizontal axis and
Chart F y
values along the vertical axis.

BAR: This chart displays data in the form of long rectangular rods, also

. called bars, that are placed vertically or horizontally in the Chart area. A

bar chart illustrates comparisons amongst the individual items. In this

type of chart, categories are represented on the vertical axis and values
arerepresented on the horizontal axis.

Bar Chart

c : LINE: This chart is in the form of lines. It is very similar to plotting a
graph on a graph paper with its values on the X and Y-axis. A line chart

Linechart | Usesconnecting dotsto display trendsin data overaperiod of time.

PIE: It is a circular chart divided into sectors where each sector shows
. the relative size of each value. It always shows only one data series and

Plakhart is useful when you want to emphasise on a significant element.

DOUGHNUT: This chart shows the relationship of part to a whole. It
displays data in the form of rings where each ring represents a data

series added into the chart. Unlike a Pie chart, Doughnut chart
PO represents more than one dataseries.

» CREATING A CHART
Itis quite simple to create achartin Excel. Follow these steps to _:' = ; ] ' “B._“ ]
createachart: 1
> Create a new worksheet with the data as shown in ; _
igure3.2 alF
> Select the range (A2:B7) including column headings and | 5 | B
row labels to be displayed in the chart. |6} .-
. L7 |Viay T e8|
> Click on the Insert tab. In the Charts group, select the B AT
Figure 3.2: Selecting
Column drop-down menu. Range for a Chart
» Click on Clustered Column in the drop-down list. The chart gets displayed in the
center of the worksheet.
» Thetwo tabs named as Design and Format appear under the Chart Tools category on

the Ribbon. These tabs contain options for editing and formatting the chart.
Learning
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Quick View |

To create a chart instantly,
select the data that you
want to present in the
chart and then press F11
function key. It will create
a chart in a new Sheet tab
named as 'Chartl’.

_ Quick Quiz
= -
What is the difference
between Chart Area and
Plot Area?

— -

:
|
l
\

.

Let's Know MBre

To change the chart type
and its subtype, select the
Design tab > Change Chart

Type option in the Type
| group. Choose the chart
i from 'Change Chart Type'
| dialog box. Or
| Right-click on the chart,

} and click the Change Chart
| Type option in the
k Shortcut menu,
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and columns using this button
and readjust the chart.

| tidden ana Empty cen

Figure 3.3: Creating a Chart

» Click on the Design tab. In the Chart Styles group, click on the More button ~

Fagu re 3.4: Select Data Source Dlalog Box

to view all the available styles.

Place the mouse pointer on each style to preview its effect. Click on the desired style that you want to use and
observe the change. All the titles, data labels, legend details mentioned in the selected data range will be
displayedinthe chart.

> To change the data range of your chart, right-click on the chart and click on the Select Data option from the
Shortcut menu. The Select Data Source dialog box appears. Click OK after making the desired changes.

2 CHART ELEMENTS

You can add Axis Title, Data Series, Chart Title, Legend, Gridlines, and any other ...

component of the chart whenever required.

ADDINGACHARTTITLE

Click on the chart and follow the given steps:

» (Clickonthe Add Chart Elementin the Chart Layouts group on the Design tab.
» Alist of options appears. Click on the Chart Title option and select either the Above ‘

Chart or Centered Overlay option.

» A Chart Title text box appears. Type the text in it. After typing the title, click outside |

the chart.
ADDINGAXISTITLE

» GototheDesigntab.

» Select the Axis Titles option from the Add Chart Element button in the Chart Layouts

group.

Select Primary Horizontal option to add title for an X-axis.

Axis Titles
Chart Title

Data Labels
Data Table

Error Bars

BEEF S BMESEE

Gridlines

Figure 3.5: Various
Chart Elements

The Axis Title box appears at the bottom. Type the text init and then click outside the chart.

Learning

Likewise, you can add Y-axis by selecting the Primary Vertical option.
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ADDING DATA LABELS
» Click onthe Add Chart Elements button in the Chart Layouts group.

» Click onthe Data Labels option from the drop-down menu. Choose any option from the displayed list.

ADDING DATATABLE
» Click onthe Add Chart Elements buttonin the Chart Layouts group.
» Click onthe Data Table option from the drop-down menu. Choose the desired option from the displayed list.

ADDINGLEGEND

Legend is a box that identifies the patterns or colours assigned to a data series in a chart. It helps inreading the chart
accurately. By default Legends appear at the bottom of the chart. You can place them anywhere as per your choice.

» Click onthe Add Chart Elements button in Chart Layouts group.

» Click onthe Legend option from the drop-down menu and choose any desired option from the displayed list.
ADDING GRIDLINES

» Click onthe Add Chart Elements button in Chart Layouts group.

» Click on the Gridlines option from the drop-down menu and select any desired option.

. & Youcanalsoadd, remove or change chart elements by clicking on the Chart Elements button + , which appears at
the upperright cornerof the chart. ‘

.

> FORMATTING A CHART

&Sl Format Plot Area ot
Formatting improves the appearance of a chart. We can format a chart by .~ .

adding title, changing text, font, line colour, width, border style, legends, data S O
series, and so on. We can also change the numbers on the value axis, hide or

show gridlines, etc. 4 Fl {=]
No fill
CHANGING BACKGROUNDS, COLOURS, AND PATTERNS
" Gradient fill
We canmodify a chart by changingits colour, pattern, and background. | O Burortabin il
> Right-click on the Plot Area and select the Format Plot Area option. The | : ':mﬁ?'
Format Plot Area task pane will appear on the right side. =l '
Color - |
» Click onthe Fill tab and select the Solid fill radio button. Transparency ———— [ 0% '
» Select the Color button and choose the desired colour from the Fill Color = # Berder
drop-down menu. Observe the change in the colour of the Plot Area. - Noline
® Solid fine
» Click on the Border tab. Select the Solid line option and increase the width.  Gradient fine
Observe the change. | <S5 Avomatic v

Figure 3.6: Format Plot Area Dialog Box

Mmilarly, you can change the background of Chart Area by clicking on the Format Chart Area option.
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FORMATTING THE LEGEND

»  Wecanformat text, background, boundary, and colour of a legend. Right-

Format Legend v K
clickonthe Legend boundary and select the Format Legend option or simply | leedOptions ¥ Test Options
double-click on the Legend. OO M
The Format Legend task pane appears on the right side. dhin - =
4 Border | |
»  Select the Fill & Line tab and then select the Border option. Click on the  Noine |
Dash type drop-down list and select any style. Skt
Specify the Width by clicking the spinarrows. g

Color
Select the desired colour by clicking on the Color drop-down menu.

To position the legend on the chart, select the Legend Options tab and
select the Top radio button from the displayed list.

Qush type = ||
» Click on the Close button. The legend will be placed at the top of the Captype e -]
chart. fo ype Round ~ | |
Figure 3.7: Format Legend Dialog Box
Format Axis Y ®
Sat Oyl CHANGING THE SCALE OF VALUE AXIS
OO E .
_ Achart consists of two axes - horizontal axis (X-axis) and vertical axis (Y-axis).
X :_' ~ Most chart types have two axis. By default, Excel automatically determines
Mg @0 |ime | | thevaluesonthe vertical axis. To change these values, follow the given steps:
Mg (w0 || neset || |
e ' » Point the mouse at Y-axis. Right-click on it and select the Format Axis
Mo TR option from the Shortcut menu.
(0 |
l'"i 305 D A s » The Format Axis task pane appears on the right side. Select the Axis
- Augmatc Options tab. Click the Minimum text box and enter 20init.
' s valug 200 =
 Musmom sos value S sl »  Similarly, enter 200 in the Maximum text box. Click on the Close button
Display ynts [None -
A e | and observe the change.
| Logerithmic scale fase 10 -

Figure 3.8: Format Axis Dialog Box

‘ » Similarly, we can change the scale for X-axis.

@ » Toinsertadata label, right-click on the Data Series and choose Add Data Labels '+ from the Shortcut menu.
| Or Select the Design tab and click on the drop-down arrow of the Add Chart Element option in the Chart !
Layouts group. Select the Data Labels option from the list that appears. :

FORMATTING DATA SERIES

We can format data series by changing the bar colours, lines, slices, and shifting its position. Let us do it practically:
» Right-click onthe dataseries. Select the Format Data Series option from the Shortcut menu.
» The Format Data Series task pane will appear on the right side.

» Click on Fill & Line. Change the border type and its width by selecting the Dash type and Width options
respectively.
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» (lick on the Fill tab and choose the Picture or Format Data Series . R p—

I Series Optioms ¥ | KI"IO“;' t_he Fact I
Texture fill radio button. 5Ol o ettt
' A chart is saved
» Click on the Texture drop-down button and “'” ‘ automatically when you
select any texture from the displayed choices. Cam | saveaworkbook.
L'__;:“E | To print a chart, follow the
» Click on the Effects tab and select the Shadow g | givensteps:
; Agpioils | » Selectthe chartsheet.
option. Select the desired format from the it € gt b ctick o s Wia tab 51

| Print.

» Choose the Print
Selected Chart option
button.

' » Clickon the Print button.

\

Presets drop-downmenu.

» (lickontheClosebutton .

Cftaat ot

== HlER

Figure 3.9: Format Data
2 COMBO CHART gs:i“ DiaT::;oxa =

[
|
A Combo chart is a combination of two or more chart types in a single chart. Using !
this feature you can plot two or more set of values to show multiple types of data. can move the chartto a

T t Bochare: ' new location in the same
O create a combo chart: worksheet and can also

> EnterthedataasshowninFigure3.10. - —— ; - T R R B e
- - NNl > £ ; worksheets,

In an Excel worksheet, you

88
» Go to Insert tab and select Insert —— l Click on the Design tab.
A A ATeTa I Guiaygan ‘ Select the Move Chart
Combo Chart drop-down menu from | 1 yogel Bicycle Sold |Price Per Bicycle | option in the Location
the Charts group. | 2 [Classic 2000 1000 | group. The Move Chart
3 Gear 3000 1500 . dialog box appears. Select
> Select Create Custom Combo Chart. 4 'Hlking 2500 1200 | the desired location for
The Insert Chart dialog box appears. 5 |Advanced 1000 2000 || the chart. Either select the

! New sheet or select
Object in option button
and specify the name.
Click OK. The chart will
appear in the new

Figure 3.10: Data Shown in a Table

Insert Chant ? x

Recommended Charty  All Charts
» Select Clustered Column as 1|

> Recent 2

g il 5 | location.
; by g i [ S m the chart type for Bicycle .
i tne Custom Combination sales and Line chart for the
» P Chart Title . .
E - - Price Per Bicycle column.
i st - " Click on the Secondary Axi
i xyfane | > ick onthe Seconda s
; ;m s ) 4 ’ Let's Know More
D sbe e - checkbox. - "
& hods - s Recommended Charts
R . . ) » Now click OK to insert the In Excel,
@ sunbunt AT Ao chart Recommended Charts
B Hatogram Choase the chart tyse and s for your Gata series: ¥ button, recommends the
B b | Fetecuttprmissiiuntinns : - . i
. Gl g | | et e E 5™ > Give appropriate titles to mostsultable charts for
_ | : - — | h dth b your data. This option

ot ) newnstate v | 5} | the chart and the axes by displays the breakup of

| clicking on the Chart | chart types that will be
' : Elements button. _ relseie tithe
o] comen . information you have

\ entered in Excel.
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Figure 3.11: Insert Chart Dialog Box
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Annual Bicycle Sale

3500 2500
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2000
2500
2000 59
1500 1000

1000
500
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m Bicycle Sold  —#=—=Price Per Bicycle

Figure 3.12: Displaying the Combo Chart

» SPARKLINES

Sparklines are mini charts that fit into a single worksheet cell to provide the visual representation of the data.
These can be used to analyse the trends in your data. Once the Sparklines are added, further options can be

accessed throughthe Sparklinestab. Thereare 3 typesof sparklines - Line, Column,and Win/Loss.
Linerepresentstherelative value of the selected worksheet data.
Column where the selected worksheet data is represented by tiny columns.

Win/Loss where the selected worksheet data appears as a win/loss chart. Wins are represented by blue squares that
appearaboveredsquares.

Follow the below given stepsto add sparklines to yourdata. Create Sparklines L
» I he d ith | A h | Kasdi Choose the data that you want
Select the data without selecting the column headings. Let us say Doteftange FT TR, E]
A2:C5.
Choose where you want the sparklines to be placed
> i i cat
Go to Insert tab, select the Line }7\_/_‘ option from the Sparklines PR e &

group.

[ oe ] comce

Figure 3.13: Create Sparklines Dialog Box

] " High Point | First Point |
: E Tiowtore ) tasthoi \/\/‘\/\/
ne [Column e .A N.g"m.pmm ]

s The Create Sparklines dialog box appears.

Data~ |
R e i > Specify type $D$2:4D$5 in the Location Range
L2 e = textbox.

4 A 8 ALY 2 »  Click Ok. Excel will create Sparklines graphics for

1 Model Bicycle Sold |Price Per Bicycle |Sparklines the specified data.

2 |Classic 2000 1000 e

3 |Gear 3000 1500 »  You can make changes in the style and colour of
_ 4 |Hiking 2500 1200 the Sparklines by selecting any style from the

5 |Advanced 1000 2000 . Style group and Sparkline color drop-down

Figure 3.14: Sparklines are Created menu.

‘ In Excel 2013, you can add, delete and format the chart andits elementsin the same way as you doin Excel 2016. )
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» USING GOAL SEEK

Goal Seekis a wonderful feature that helps in determining input values needed to achieve
a spedific goal. It calculates a value by performing What-if Analysis on a given set of
values. Let usunderstand it with the help of an example.

» Enterdatainaworksheet. Calculate total and percentage as shownin Figure 3.15.

124 | 62
Figure 3.15: Using Goal Seek

»  Select the Data tab, click on the What-If Analysis button in the Forecast group and
then select Goal Seek option. The Goal Seek dialog box will appear on the screen.

» Inthe Set cell text box, define the cell address E5, on | Goal Seek ? X
which the goal seek is to be applied. In this box, | st e & =
always refer the cell that contains the formula. To walue: I

» Type the new value 150 in To value text box. This box Byganging cet [soss  [F]
contains the target or goal value to be attained. Press [ ox || canent |

the Tab key. Figure 3.16: Goal Seek Dialog Box

» Click on the cell D5 in the worksheet. The address will

appearin the By changing cell text box. This value points to the input value you want
to adjust. Click on OK button.

» The Goal Seek Status dialog box appears on the screen displaying the solution. Click
OKtoclose the dialog box.

» Observe the changes in the worksheet. The percentage (Per) also gets changed
accordingly.

In Excel 2013 also, you can find the goal seek option on the DATAtab.J

® GROUPING WORKSHEETS

Grouping worksheets facilitates in editing multiple worksheets at the same time. You can
enter common data, formatting effects, and formulas in the grouped sheets. Follow

Learning
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| Let's Know MI-J;;

| —

To edit the contents of
more than one sheetata
. time, hold down Ctrl key
| while clicking the tabs of
' the sheets you want to edit
| and then modify the data. |

__Know the Fact

. In Microsoft Excel 2016,
a file is saved with an
extension .xlsx.

| QuickQuiz___ |

| How can we ungroup the
worksheets?

Le_t‘s Discuss

Advantages of grouping
worksheets.

e ——

| Let's Know More

» To delete the grouped
sheets, right-click on
! any grouped Sheet tab
| and click on the Delete
option from the
Shortcut menu.
| » Note that you cannot
delete all the sheetsina
. workbook. At least one
| sheet must exist in the
workbook.
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these steps to group multiple worksheets:
ali ey N ASERER B | (4 | D E [+
» Create a new workbook. Add two more |1 e ~***~7ER SALES 2019 |
i & i Delete
sheetsinthe workbook. Select Sheet1tab. | - | % ;:m. m FEB MAR
» Pressand hold the Shiftkey and clickonthe | % —— _  woworcopy.
s HONDACIT _  “ 450 800 900
Sheet3 tab. & XCENT __ = . 200 800 600
: . | 7 TIAGO wews o 1000 1200 700
> Release the Shift key. Currently Sheet1 is | Reae=sus 111 :.c . 2000 2500 8000
active. Enter the datain the sheet. Notethat |s[SANTRO = ™" 500 800 800
all the three worksheet tabs have become :f"—&— Select All Sheets 109 L 0
white and the word ‘[Group]’ appears on [ Byow Sheeks | e A
the Title bar. Itindicates that Sheet1, Sheet2 | ressy Iy O -+ oo
and Sheet3 are grouped together. Figure 3.17: Entering Data in Grouped Worksheets
>  Formatthe heading by making it bold and increasing its font size to 18. Apply border around the heading ‘FIRST
QUARTERSALES 2019".
» Select row 3, increase the font size to 14 and give bold effect. Similarly, select column A and apply the same
formatting effects.
»  Toungroup the worksheets, click on any Sheet tab other than the grouped ones or right - click on any grouped
Sheet tab and select Ungroup Sheets option.
»  Allthe three sheets will display the common data with formatting effects.
» Savetheworksheet.

If you have entered data in Sheet1 before grouping the worksheets, that data will not be reflected in other sheets.

> CONSOLIDATING DATA

Consolidation helps in combining the data of multiple worksheets. We can combine data of various ranges eitherin
the same sheet or in different sheets. We will consider the same example (as given under ‘Grouping worksheet’
section)for explaining this feature.

> Toconsolidate datain different sheets, itis essential to group them together.

Figure 3.18: Data Entered in Sheet1

Kips 3>
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Figure 3.19: Data Entered in Sheet2

SN A e e SRS B e e )LD AF TR i B Ly |npeenicnha S0, {0565, DS SRRRS] F‘]
1 FIRST QUARTER SALES 2018 ] 1 FIRST QUARTER SALES 2019 | |
2 [ 2 :
3 JAN FEB MAR 3 JAN FEB MAR i
al 1 4

s HONDA CITY 450| 800 900] | | | s HONDA CITY 900| 1600 2000| | |
& XCENT 200| 800 800] | | | XCENT 500 800 5000] |
7 TIAGO 1000] 1200 700 : 7 TIAGO 1500 1000 6000

s WARGON-R 4000| 4500 6000 s WARGON-R 6000 6000| 4000

» SANTRO 500/ 600 800| s SANTRO 800 800] 2000|
w[ALTO 100 120 200f | 10 ALTO 500 200] 4000|

A8 T . o U Oy i | 1
T T ] sheett [TSentd | S0 e P L < v | shestt | Shee2 [Sheets .. ® [ ] (3]
waan e mm | - ———+ W= Ready mm m - —8 + 100N



»  Considerthe example given under ‘Grouping worksheet’ section and follow the steps to group the sheets.
»  After grouping and entering the common data in 3 worksheets, click on the Sheet3 tab, change the heading as
shownin Figure 3.21 and select the cell B5.
»  Select the Data tab > Consolidate option in the Data Tools ! N B Flash Fill B0 Conse |
group. The Consolidate dialog box appears. B2 B Reiove Dupbtais ng Relationships
Text to
»  Tocalculate the total car sales in the First Quarter of 2018 ] Columns =& Data Validation ~ [} Manage Data Model
and 2019, select the Sum function from the list box, if itis | ~ DataTools
notselected. | Consolidat ' 7 x
»  Click on the Reference: text box. Click on the Sheet1 tab | function: _
and select the cell range from B5:D10. =8
o TR W R Rt |
> dick on the Add button. The cell reference will be added  |shests8s5:50510 B & | Bowse. |
| All references:
in Allreferences: textbox. Sheetl!SB55:5D510 1[eea_]
»  Clickonthe Reference: text box once again. ._ ‘ .| [Coeete]
» Nowclickonthe Sheet2 tab. Select the cellrange B5:D10. | US::: ‘
| [Jieftcommn [ Create finks to source data
4 A | 8 , c , o | [ Tox ] Qo |
CONSOLIDATING FIRST QUARTER SALES : L., L o L e lies
1 (2017-2018) i | Flgure 3.20: Consolidate Dlalog box
2 [ |
3 JAN FEB MAR |
s | »  dlick on the Add button. Now click on OK button in
RRHONDA CITY 1350 2400 2000 | the Consolidate dialog box.
5 XCENT 700 1600 5600 |
7 TIAGO 2500 2200 6700 »  Sheet3 will display the consolidated data of first
: :Anmo R ! 1300 1 1400 12800 quartersales of each carinthe year2017and 2018.
SUALTO . 22 42001 | » savethefile.
R T B R — B
Ready i : ! m M -——t + 1

Figure 3.21: Data Consolidation in Sheet3

You can group the sheetsin Excel 2013 in the same way as explained above. )

EERECAP

Charts make it easier to draw comparisons, analyse growth, andrelationship among the values.

s o N

We can change the chart type by clicking the Change Chart Type button on the Design tab.
]iThe Chart Areaincludes all objectsand elementsina chart.

The Plot areais a window within a Chart Area, which contains the actual chartand includes the plotted data, data
series, category, and value axis.
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ADataseriesisarelated set of data values.
Legend is akey thatis used toidentify the colours, patterns, or symbols assigned to a data series.

Grouping worksheets facilitate in editing multiple worksheets at the same time.

Goal Seekis awonderful feature which helps in determining input values needed to achieve a specific goal.

Consolidation helps in combining the data of multiple worksheets. We can combine the data of various ranges

eitherinthe samesheet orin different sheets.

AO

1

6.

SECTION- A

Fillin the blanks.

A is an effective way to display data in pictorial form.

isarelated set of data values.

A chart displays datain the form of long rectangularrods.

is the vertical axis thatis used to plot the values.

isakeythatis usedtoidentify the colours, patterns, or symbols assigned to data series.

,and

The purpose of grouping worksheets is to enter common

© Bar « Data @ Chart < Formulas < Data Series
HINTS |

@ Value Axis  «Legend + Formatting effects

State True or False.

Achartis updated automatically with the changein data.

We cannot modify the chart by changing its colours and patterns.

X-axisis the horizontal axis.

The Chart area contains the actual chartitself and includes data series, category, and value axis as well.
You can change the pattern of the data series using Fill option.

All the worksheets cannot be deleted in a workbook.

Computars wits KPS
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Application-based questions.

Rituis a student of class VII. Her geography teacher has asked her to prepare a chart on the population of four
Metro cities of India. Suggest the chart type that suits her project.

Tripti has created a chart. She wants to improve the appearance of her chart by changing the background
colour ofits Plot area. Which option will you suggest her to do so?

SECTION-B

Multiple-choice questions.

Which feature is used to determine the input values needed to achieve a specific goal?
a. Grouping Worksheets b.Legends c.Goal Seek
What are the headings given to X-axis and Y-axis known as?

a.DataSeries b. Axes Titles c.Legends
Which chart type displays datain the form of acircle?

a.Line b. Pie c.Bar
Which function key is used toinsert a chartinstantly ina worksheet?

a.Fé b.F8 c.F11
Which keyis used to group multiple worksheets?

a. Shift b. Ctrl c.Enter

The mini charts that fit into a single worksheet cell to provide the visual representation of the data are known
as

a. Mini Charts b.Combo Charts c.Sparklines

Answer the following questions.

WhatisaChart?

How isa Column chart different froma Bar chart?

'éi?n";:.'lﬂrs witr KIPS




3.

4,

5

LAB SESSION

What is the difference between Chart area and Plot area?

What is the utility of grouping the worksheets of a workbook?

What is Data Consolidation?

ACTINATY
SECTION

Perfection Through Practice

Openanew workbook. Add 2 more sheetsinit. Select Sheet3 tab. Sheet3 is now active.

Press and hold the Shift key and click on the Sheet1 tab.
Release the Shift key. Now all the three sheets are
grouped.

Enter the common data in the grouped worksheets as
givenin Figure 1.

Format the heading. Increase the font size to 16, make it
bold and apply bordertoit.

Selecttherange A4:B14 and apply bold effect toit.
Right-click on any grouped Sheet tab and choose
Ungroup Sheets option from the Shortcut menu.

Click on the Sheet1 tab and enter the data as shown in
Figure 2.

Click onthe Sheet2 tab and enter the dataas shownin Figure 3.

Click on the Sheet3 tab and select cell C4. Click on the Data tab > Consolidate option. Select Sum function

fromthelist. Click the Collapse buttonin the Reference text box.

Click on the Sheet1 tab and select the range C4 : F14. Now click on the Add button in the Consolidate dialog

Fig S

v e ) ol c p_ | E NS

1| Students Performance Report

2

3 [ROLLNO [NAME _ |HINDI [ENGLISH [cOMPUTER [HisTORY

4 101 |aav

5 102 |viaY

6| 103 [iavaA

7 104 |oieTi

8 | 105 |SARIKA

9 | 106 |simRAN

10| 107  |KIRAN

11| 108 |iov

12| 109 [rom

13| 110 |GANESH

14| 111 |REMESH

TV ] sheens [[SHeeZ [Sh @ F el

Ready N = = 1
Figure 1
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lagla § s | cmmm ¢ | ¢ | i box. The cell reference will be added in All references
| Students Performance Report :
i ! listbox.
?3 :R:{IlLI‘JD NAME HINDI IIENGLISII COMPUTER [HISTORY ;| ) Select the collapse button of Reference text box
{4 | 1101 |asmy 58| 78 89 as| |
|5 || 102 [vuAY 78 67 78 56 again. Click on the Sheet2 tab. Select the cell range
|6 | | 103 pava 76 56 78 54 ’ :
7 104 |oiPTi 78] a5 56 | | C4:F14. Click on the Add button and then click on the
/8 | | 105 |sARiKA 98 56 76 65 | . - ;
'9 (106 [simman & % e sa| | OKbuttoninthe Consolidate dialog box.
10| | 107 [KIRAN 86 76 87 65 I
11 | | 108 oY 65 34 87 45 :
(12109 [rTom 54 56 66 58 4 A LR |l Rt L B
[13 | | 110  [GANESH 75 67 54] 76 1 Students Performance Report
{14 | | 111 [REMESH 86 54 78| 65 2|
7 b | Sheets [Sheel? [SheE. @ 1 o - 3 [ROLLNO [NAME  [HINDI  [ENGLISH [cOMPUTER [HisTORY | |
o iy s T : g 4| 101 |may 60 55 90 65
' — c 5| 102 |VuAY 43 67 82 87
Figure 2 6 103 [iava a5 67 85 65
7 104 |DIPTI 74 89 67 76
» Sheet3 will show the total marks of all the students in | 8 105 [sARika 73 L2 75 89 | |
9 | 106 |SIMRAN 80 67 90 67 |
each subject. 10[ 107 [wiran 89 64 78 78] |
' . 11 108 oY 56 87 78 56
» Create a Column chart by clicking on the Insert tab and |12 100 [tom 67 74 89 65| |
! 13| 110 |GANESH 77 72 90 87
add the title-'Students Performance Report'. 1T [assaton oE B 5 +a |
: 3 | Sheetl | Sheet2 [Sheeli.. &) | =’
> Now format the chart as per your requirement. Save the | e T e e ey v

file using Ctrl + Skey combination.

Figure 3

Data Consolidationvs Grouping Worksheets

Divide the classinto two groups and conduct a group discussion on the topic:

B LUSSS  UsingCreativity

Shrutiis a dance teacher. She teaches various forms of dances in her class which are Classical, Hip

Hop, Contemporary and Salsa. She has created a

: ! = o Dance Class
worksheet in Microsoft Excel, maintaining DatciFors No. ISt ts Fooa Por Student
details of the students' fees for various forms of Classical 25 500
dances. She wants to create a Column chart with Hip Hop 15 1000
proper formatting effects for the given data. Contemporary 20 1500
Salsa 40 2000

Help herto perform the task.

Looking For More

» www.gcflearnfree.org/excel2016/whatif-analysis/1/
» www.gcflearnfree.org/excel2016/charts/1/

To know more about the new features of Microsoft Excel 2016, visit the following websites:
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ANIMATE CC

' LEARNING IN THIS CHAPTER !

® What is Animate and how to Open it? ® Creating and modifying Linear and Radial Gradient

= The Animate Workspace and its components » Editing objects and Importing graphics

# Setting document properties = Animation in Animate

®= Drawing an Object and Grouping Outline with Fill » Tint Tweening and creating a simple text Shape Tween
|

Applying Gradient Fill » Applying Filters and animating Filtered Text

2 WHAT IS ANIMATE?

Animate is a powerful animation software package developed by Adobe Systems (formerly Macromedia). Animate
provides a versatile and easy way to create animation that consists of images, sounds, and videos with various effects.
Animate is a vector based program, which means that the graphics created in it can be scaled to any size without
compromising the quality. Animate is extremely useful for
developing highly interactive websites, online advertisements,
computer games, and contents for various mobile devices. Playing
moviesinany browseris one of the best features of Animate.

" 8 A new document
® TO OPEN ANIMATE
» ClickontheStart> scrolldownto Adobe Animate CC.

» Theopeningscreenappears.

» Click on the ActionScript 3.0 under Create New section to
openthe Animate document.

2 THE WORKSPACE

Animate is similar to the Paint software in _
Windows. It has almost the same tools that Paint [BEE
uses, except that these tools are mainly used for

animation.

The 'Workspace' is the arrangement of various
Animate elements, such as the Tools panel, Library
panel, Property inspector, and Stage.

STAGE

The Stage is a drawing board where we can create
graphics, animation, and can make modifications
too. It is a large white space that is present at the |8 .
center of the workspace. By default, the Stage !
dimensions are 550 x 400 pixels. The grey area E—

Computars with KIPS

Figure 4.2: Animate Workspace




surrounding the Stageis called the Work Area. Thisareacancontain =
| Know t!w Fact [

graphic elements which can be moved to the stage as and when
Animate was earlier

known as Future Splash
| Animator, developed by
FutureWave in December
: 1996. Later on, it was
| acquired by Adobe I
Systems in 2005. The first I
closing, and saving of a document. Some other features like | yersion of Animate cCwas |

required. We can modify the view of the stage size by selecting the
View >Zoom In and View > Zoom Out options as well.

MENU

The Menu provides control over common functions like opening,

copying, pasting, calling up specific panels, and controlling overall | released on

: < . \ February 8, 2016.
Animate environment can be seen under Menu options. i

TOOLS PANEL

The Tools panel consists of various tools to draw, paint, select, and
modify objectsin the workspace. The Tools panelis divided into four
parts—Tools, View, Colors, and Options.

Tools Section: It contains tools that are used for drawing, painting,
andselecting objects.

View
Section

/| View Section: It consists of tools for zooming and panning the
Colours icati i Quick View
i e application window. l
Colors Section: Itincludes modifiers to select colours for the shape The 5“":“"‘ keyto insert
; . ) . a frame is F5.
‘ you draw, using Stroke and Fill Color picker. \
S Options Section: It displays modifiers for the currently selected

Figure 4.3:  tools. Modifiers affect the tool’s painting or editing operations.
Tools Panel

TIMELINE

The Timeline is a rectangular window that is present at the bottom of the Stage. Itis the
areawhere one controls the sequencing and timing of graphics and other elements of a
movie. The major component of the Timeline are Layers, Frames, and the Playhead.

Playhead | | KeyFrame |

Timeline

Onion Skin
Outlines

Figure 4.4: The Timeline

FRAMES

- Lét‘s Discuss

Animations in Animate are created with the help of frames. Frame is defined as the little
rectangular cells that appear on the Timeline. Every fifth frame displays a number, which Animate vs Paint

we can find on the top of the Timeline. Like films, the Animate document divides the

Loarion i KPS <42




length of time into frames. A frame displays the content of the movie at a specific moment of time.

KEYFRAMES

Keyframe with Content

Keyframes are special types of frames, where we define some change to an :
object’s properties for an animation like position, colour, shape, etc. A |

keyframeis represented by a solid black dot. We can easily change the length of
atweenedanimation by dragging akeyframe in the Timeline.

LAYERS
Figure 4.5: Two Types of Keyframes

Layers arelike transparent sheets stacked on top of one another, each containing a differentimage that appears on
the Stage.

When we open a new Animate document, it displays only one layer which contains its own timeline with endless
frames. We can add more layers to organise the artwork and animation in a document. We can draw and edit
objects on one layer without affecting objects on another layer. The active layer is indicated with a Keyframe
Navigation Controllericon g3 .

PLAYHEAD
f : i The Playhead indicates the
= 2 current frame displayed on the

Miayer 1 qFp + o |

Stage. It is represented by a red

Active Layer Keyframe Navigation frame and a red vertical line
Controller

below it in the Timeline window.

1k O : e |t moves from left to right on the

Figure 4.6: The Playhead Timeline as the movie proceeds

through the frames. The speed of the playheads movement is based on the frame
rate setting.

PROPERTY INSPECTOR

The Property Inspector is a panel that displays the properties of the selected
object (text, symbol, animage, aline, or a shape). The list of properties also varies Figure 4.7: The Property Inspector
in the Property Inspector depending on the object selected. We can make changes to the object or document
attributesinthe Property Inspector.

> SETTING DOCUMENT PROPERTIES

Each time when we open Animate, the application opens a new
file with the default settings for the movie properties. We can
create a new movie as we want. To set the frame rate,
background, colour, and ruler units, we use the following steps:

» Click on File > New. The New Document dialog box is
displayed.

» Selectthe ActionScript 3.0 optionin the Type section. Define

the Stage dimensions, Ruler units, Background colour, and Figure 4.8: New Document Dialog Box

Learning = 5
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Framerate, and click on OK.

» Adocument will open with the defined settings.

CHANGINGTHESETTINGS OF ANALREADY OPENED DOCUMENT

» You can also modify the settings of already opened document later on by selecting
the Modify > Document option and change the settings as per your need.

» To specify the Stage size in pixels, select the Pixels from the Units drop-down list.
Enter the values of width and height in their corresponding boxes in the Stage size

section.

> To set the Stage size according to the contents on the stage, select the Match

contents option next to the Stage size section.

» To set the background colour of the stage, choose any colour from the Stage color

swatch.

Document Settings

Stage color

Figure 4.9: Document Settings Dialog Box

To change the frame rate, specify
the speed at which an animationis
to be played in frames per second
in the Frame rate box. By default,
the frame rate is 24 fps (frame
per second). Type any number
between 0.01 to 120 fps in the
Frameratebox.

To save the current settings as the
default, click on the Make Default
button.

Click on OK after specifying the
required options.

2 DRAWING AN OBJECT AND GROUPING OUTLINE WITH FILL

When we make a drawing in
Animate, it actually creates two
objects — the fill and the outline.
To manipulate elements as a
single object, we need to group
them.

» Select the Pencil Tool -and
select brown as the Stroke
Color. Draw the trunk as

showninFigure4.10.

Figure 4.10: Drawing Tree

Learning

Computers with

Know the Fact

The default extension of
Animate file is .fla.

— — —

Know the Fact

Keyframes can be of two
types. If a keyframe has
content in it, then it is
represented by a dark
circle. An empty circle in
the timeline, preceded by
a keyframe represents an

empty or blank keyframe.

Quick View

The shortcut key to insert
a keyframe is F6.

S

Quick View

Ctri+] is the shortcut key
to display Document

Settings dialog box.
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» Choose the Selection Tool Il and move the pointer on the tree trunk. A curve
is displayed below the arrow. Hold-down the left mouse button and drag the
lines of the trunk to give a proper shape.

» Select the Pencil Tool Bl and choose the Smooth mode from the Pencil Mode
option.

» Select green colour as the Stroke Color. Draw the curves of the tree top as

showninFigure4.10. Figure 4.11: Filling Colour
in the Object

Dragging the Tree Top . Y
» Select green colour as the fill colour and then select the Paint Bucket

Tool .Clickinside the tree top. Similarly, fillbrown colourin the trunk.

» Select the Selection Tool Bl . Double-click on the tree trunk and group
them by pressing Ctrl+G. Drag the tree trunk over the tree top.

» Nowselectthe complete tree by dragging the mouse aroundit.

Figure 4.12: Dragging fha Object » Choose the Modify > Group option or press Ctrl + G.

You can also select multiple objects by choosing the Selection Tool, holding down the Shift key and clicking on the
objects.

)
Select Paint Bucket

2 APPLYING GRADIENT FILL

A gradient is a multicolour fill in which one colour
gradually changes into another colour. Gradients
are formed by mixing of two ormore coloursinan
object. We can either use the in-built gradient
presets from the Swatches panel or use the Color

4
Fill the Gradient Colour

i 2
panel to create your own gradients and add them e G

to the Swatches panel.
Follow these steps to apply a gradient fill to an object: Figure 4.13: Applying Gradient Fill

» Selectthetree using the Selection Tool :

Ungroup the selection by pressing Ctrl+Shift+G key combination, or by double clicking on the tree.
Select the Paint Bucket Tool o .

Click theFill Color swatch to get the colour palette.

Y ¥ ¥ Y

Select the Green gradient colour effect from the Swatches panel, and click inside the top of the tree. The
gradient colour fills the shape.

2 CREATING A NEW GRADIENT

Animate can create two types of gradients -

Linear Gradient changes colour from the starting point to the end pointin a straight line.

Radial Gradient changes colourina circular outward direction, starting from the focal point.

: (L:::I::{:grs witn KIPS @




Linear Radial

Fill Style Box ’" a

Quick View

B

o

To create anew gradient, follow these steps:

. . - . | | —
Color panel visible on the
Reflect
Color

screen, press Ctrl+F3 key

L \ combination.

» Choose the Window > Color option to display the = |

Color panel. == om
» Choose either Linear gradient or Radial gradient [ N\

from the Color type drop-down list. Here we have

selected the Linear gradient.

Figure 4.14: Color Panel
» Double-click on the Left Pointer below the gradient —
Quick View

definition bar. The colour palette appears. Select the brown colour.

b —

Double-click on the Right pointer and select the orange colour. |

Select the Paint Bucket Tool B and click on the trunk of the tree. |

Adjust the colour blends of the gradient by moving the pointers closer to each other
orfartherapart.

» Select any mode amongst Extend, Reflect, or Repeat colour under the Flow section
toapply to the gradient.

» To add more colours to your gradient, click anywhere on the gradient definition bar

toaddaslider (pointer). You can then double-click this slider to set the colour. @_

=

» Youcanadd the new gradient colour in the Swatches panel by clicking on the Add To
Swatches button below the gradient definition bar. Or

Click on the Hamburger button -on the top right corner of the Color panel bar and
select the Add Swatch option from the drop-down menu.

2 MODIFYING A LINEAR GRADIENT

As you have filled the Linear gradient shade in the trunk, similarly, fill the Linear gradient

. The shortcut key to open
" the Color panel to set the
gradient colour is Ctrl +
\ Shift + F9.

colourinthe top of the tree. Let us now modify the Linear gradient filledin the tree shape

Quick View

by using the Gradient Transform Tool [IE].

To group the selected

objects, press the Ctrl+G :
» Click on the small triangle on the bottom right corner of the Free Transform Tool and key combination.

select the Gradient Transform Tool from the Tools panel.
» Click onthe object filled with gradient colourinit.

» The Gradient selection shape will appear as shownin Figure 4.15.

Quick View

Width adjustment handle]

This is the center point of the gradient |

|

Figure 4.15: Modifying a Linear Gradient

tzar;::;grs with KIPS F

To ungroup the selected
objects, press the
Ctri+Shift+G key
) combination.




CHANGING THECENTER OF THE GRADIENT

The center point of the gradient is the place where all
the mixing colours are present in equal proportion. To
change the center of agradient, use the following steps:

» Bring the pointer over the center point.

» Drag the center point in a desired direction to
changeits position and observe the change. Figure 4.16: Changing the Center of the Gradient

CHANGING THEWIDTH OF THE GRADIENT

To change the width of the gradient filled inside the
shape, follow the steps given below:

» Position the pointer over the width adjustment
handle. It will change to a double-headed arrow ().

» Drag the adjustment handle either to the left or right
toincrease or decrease the gradient's width.

Figure 4,17: Changing the Width of the Gradient
ROTATING THE GRADIENT FILL

To rotate the gradient colour filled inside a shape, follow
thesesteps:

» Position the pointer over the Rotation Handle Q.
The pointershape changesto ¥ .

» Drag the rotation handle clockwise or anti-clockwise,
according tothe need and observe the change.

Figure 4.18: Rotating the Gradient Fill

2 MODIFYING A RADIAL GRADIENT

Likewise, we can modify a Radial gradient colour filled inside the tree. Let us modify the gradient filled in the shape
by using the Gradient Transform Tool.

» Select the Gradient Transform Tool |l | in the Tools panel and click on the object.
» Thebounding shape will appear as shownin Figure 4.19.

» Adjustthe gradient as required.

Center of the gradient: We can J N Width adjustment handle: We
drag the center point to change the / [ can drag the width adjustment
starting point of colour mixing of the | handle to increase/decrease the
gradient. gradient’s width.

Rotation handle: We can drag the
rotation handle clockwise or anti-
clockwise to rotate the gradient as
required.

Radius adjustment handle: We
can drag the radius adjustment
handle to alter the gradient size
proportionately.

Figure 4.19: Modifying a Radial Gradient

Learning .
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- E[l)ITING OBJECTS

SELECTING OBJECTS Quick View
To editan object, we need tofirst selectit. The shortcut key for the
Pencil Tool is Shift + Y and
» Clickonthe Selection Tool . for the Selection Tool is V.
.

» (Click and drag the selection box around the object and release the mouse
button. Or

» Double-clickonthe object toselect both stroke and fill. I
TRANSFORMING THE SHAPE

Using the Free Transform Tool (@, we can scale, rotate, compress, stretch, or skew lines
and shapes.

To compress the drawing, follow these steps:

» Drawahexagon using the PolyStar Tool.

> Selectthe Free Transform Tool [@lin the Tools panel.

> Double-click on the hexagon on the stage to select both stroke and fill. A bounding
box appears around the object.

» 1
Let's Know More |

> You can add another
colour marker and
assign colours to them
by clicking below the
Gradientbar.

» To remove a colour
marker, drag it off the

» Dragthehandle onthetop center of the box down to shrink the hexagon.

| S e

Hexagon Using Free Transform Tool Shrinking the Hexagon \

bar.

Figure 4.20: Using Free Transform Tool
Toscale an object, follow these steps:

» Select the Free Transform Tool from the Tools panel and
double-click on the object.

Vertical Canter
Handle

» To scale the object in both the horizontal or vertical ]

direction, drag one of its corner handles.

» To scale the object horizontally, drag the horizontal center
handle. Likewise, to scale the object vertically, drag the

vertical center handle. Figure 4.21: Scaling
an Object

» Click outside the object to end the transformation.
ROTATING AN OBJECT

Follow the given steps to rotate/skew the object:

Quick View

The shortcut key to use
» Selectthe object. \Free Transform Tool is Q.

» Selectthe Modify > Transform > Rotate and Skew. Or
Learning -
Computers with KIPS@
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SKEWINGAN OBJECT

Skewing an object means slanting the object by a specific angle along with one or both

Hover the mouse on one of the corner handles of the object. The pointer changes
toarotationhandle ) .

Dragthe cornerhandle torotate the object.
Anoutline of the object appears as yourotate.
Release the mouse button and observe therotated object.

To end the transformation, click outside the selected object.

Figure 4.22: Rotating
an Object

the axes. You can skew an object by dragging or by entering a value in the Transform

panel.

>
>
>

Hover the mouse on the center handle, the pointer changes to a skew handle («).

>
»
»

FLIPPING AN OBJECT

»
>
»
>

Select the object using the Free Transform Tool.
Choose the Window > Transform option.

Click on the Skew radio button and enter values for Skew Horizontal and Skew
Verticalangles. Or

Figure 4.23: Skewing
an Object

Dragthe center handle to skew the object.
Release the mouse button.

To end transformation, click outside the selected object.

Draw a fish using the Drawing Tools and fill colourinit using the Paint Bucket Tool.

Select the fish using the Selection Tool.
Select the Modify > Transform option. Figure 4.24: Fliping Horizontal

Then, choose either Flip Vertical or Flip Horizontal and observe the change in the object.

COPYINGAN OBJECT

>

) 2
) 4
>

Select the object that you want to copy by using the Selection Tool [B.

— Copy
Select the Edit > Copy option. :Dr. )
*ats V.da
Click ontheblank area on the stage. ks ‘i{f '
@ A"
Select the Paste in Center option from the Edit menu. We will get a duplicate copy of Pastein Center

the objectat the center of the stage. Figure 4.25: Pasting an Object

MOVING AN OBJECT

>

Select the object that you want to move by using the Selection Tool B rlace the
pointerinside the object. :

% AP
Afourheadedarrowsign <-I-' appears nexttothearrow. ‘v 1?

D A
Click and drag the object to a new position. ' *‘i‘
Release the mouse and you will see that the object has moved to a new location. .Figure 4.26: Moving an Object
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> IMPORTING GRAPHICS

» SelecttheFile>Import>Import to Stage.

Let's Know More

It is not always required to

> Thelmportdialogboxappears. draw an object on the

> Browseand select the file that youwant toimport and click on Open. SthEE and thencreatesn
' animation in Animate. We
The picture will be placed on the stage. can also create animations

from the external images
L and bitmaps.

Quick View

The shortcut key to import
a picture to Animate is
Figure 4.27: Selecting Import to Stage Option \_ Ctrl +R.

To import a file into the Library, select File > Import > Import to Library. Drag the library
item on to the Stage to use itin your Animate document.

2 ANIMATION IN ANIMATE

Animation involves a series of stillimages, usually painted or sketched, displayed in rapid
sequence. This transition from one image to another is so quick that it appears to show
movement.

Animation in Animate is created by changing the contents of successive frames. We can
make an object move across the stage, increase or decrease its size, fade in or fade out,
change colour or shape using an animation.

There are two methods for creating an animationin Animate:

FRAME BY FRAME ANIMATION Quick View

In Frame-by-Frame Animation, we create animage in every frame. The shortcut key to
convert an object to

TWEENED ANIMATION \_  symbolisF8.

In the Tweened Animation, we create the starting and ending keyframes to animate the
object. Animateitself creates the motion effects in between the frames.

2 TINTTWEENING Quick View

2 . 7 : ’ Ctrl+Enter is the shortcut
Tint Tweening is used to change the colour of an object. Tint effect works only on Kt b alidiation

symbals and cannot be added to the objects that are drawn directly on the canvas of | in Animate.
themovie.

omes, KiPS ED>



» Select the Text Tool in the Tools panel. Select Text > Font > HomewardBound to set
the font type. Choose Text > Size > 48 from the menu to set the big font size. Select
Text Style > Faux Bold to make the text bold or we can make changes in the formatting
of textin Properties panel as shownin Figure 4.28.

» Nowtypethetext-KIPSintheworkarea.

» Click on the Selection Tool and select the text. Now click on the Modify > Convert to
Symbol.

» Type the name 'TEXT' for the symbol in the '"Name' text box in the Convert to Symbol
dialog box. Select the Graphicoption from the Type drop-down listand click on OK.

» Graphicsymbol automatically gets savedin the Library.

» Select the Frame 30 in the Timeline and press F5 to insert a frame. Insert a keyframe in
Frame 10, Frame 20, and Frame 30.

Figure 4.28: Changing Text
Properties

» To add Tint effect, select Frame 1 and
clickonthetyped text.

» In the Property Inspector, select Tint
from the drop-down list of the Style

option under the Color Effect section.
Move the Tint slider towards right to
make it 100%. Set the colours to Red=255,
Green=0, Blue=0 (RGB Colours).

= ' » Similarly, add Tint tweening to Frame 10

Convert to Symbal =]

Figure 4.30: Convert to Symbol Dialog Box

» Add Tint tweening to Frame 20 and set
the colors R=0, G=0, B=255. Add Tint
tweening to Frame 30 and set the colors
R=255, G=0, B=0.

» Right-click on the timeline at any place
between Frame 1 and Frame 10, and

Figure 4.31: Selecting Tint Option

Learning -
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select the Create Classic Tween option from the drop-down menu.

»  Similarly, right-click on
the Timeline at any

Cruate Motion Teees

Creste Clomsic Twesn

place between Frame
10 and Frame 20, and
between Frame 20 and
Frame 30, and choose
the Create Classic
Tween from the drop-
down menu.

Temet toFrme by -Frame Arenation

Ireset Fraeme

Permeve Frames

Inzert Keyframe

Inzart Blank Keframe
Comvert to Kafuames
Comest to Blank Keyframe

Cut Fraenes
Copy Fames

Clegr Fremes.

» C(Click on the Control >
Test Movie> In

Animate and view the
Tint tweening effect
onthetext.

.....

Figure 4.32: Selecting Create Classic Tween Option

® CREATING A SIMPLE TEXT SHAPE TWEEN

With Text Shape tweening, we can convert one shape of text into another shape in order
to create an animation. We cannot convert an object into a symbol in Shape tweening.
Letustry:

» Select the Text Tool T and choose Text > Size > 48 from
the main menu and select Text > Style > Bold to make the
text thick.

» We can also select the font, size, and style from the
Properties panel under the Character section.
Click on Color in the Properties panel. The colour
palette will be displayed. Select any colour of your
choice.

» Type the text on the Stage in the first frame of the
Timeline. Select Window > Align. In the Align panel,
select the Align to stage check box [Ell. Click on the

- button and Align vertical

under the Align section. Close

Align horizontal center
center button
the Align panel by clicking on the Hamburger
button-and choose the Close Group option.

» Move the pointer at Frame 50 and right-click the mouse.

Select the Insert Keyframe option from the pop-up
menu.

Figure 4.33: Properties Panel

Learning

Computers with

Know the Fact |

| |
. Asymbol in Animate can

be a Button, a Graphic, or
a Movie Clip. The symbols ]
in Animate remain a part
of the Library for the
current document. It is
created only once and can |
be used a number of
| times throughout the
i same document or can be
i used in other

\ documents too.

Let's Know More

The Library panel in

|

‘ Animate acts as a store

ll house, where all the
symbols created in |

| Animate are stored in an

| organised manner. It can

| also store the video clips. i

Quick View

| F7isthe shortcut key to
insert a Blank Keyframe.

Kips o>




Figure 4.34: Choosing Break Apart Option
» Now right-click on the Frame 25 and select the Insert Blank
Keyframe option.
» Type some new text and then apply Align horizontal
center and vertical center onit.

Tt Lo
et Bt 4 b

SPLASH

e e b Ly S »
Comwtts Bat bt

it e

D b
St

Figure 4.36: Selecting Shape Tween

» Right-click between the Frame 1 and Frame
25 and select the Create Shape Tween option
from the Context menu.

Then, right-click between the Frame 25 and
Frame 50 and again select the Create Shape
Tween option.

L 4

» Select the Control > Play option from the
main menuto play the animation.

2 APPLYING FILTERS TO TEXT

Select Frame 1 and choose the Break Apart

option from the Modify menu. The letters break

into separate blocks.

Again, select the Break Apart option. Note the
text gets converted into shape.

FLASH

Crests bicton Tween
Cruste Shape Tomen
Crasts Cloree: Toeen

Commvert tn Framme by Frame Anenaten »
lrtert Frame

Remrre Fame

rvert Epytoame

et Bt Gt

Comment tz Koyfrarmes

Tt b Bk ebrmr

Cut Frames

Copy Fames

Claw Framas:
Sedect 28 Frammes

Figure 4.35: Inserting Blank Keyframe

Select the text in Frame 25, then choose Modify > Break Apart
twice. Similarly, select the text on Frame 50 and then choose
Modify > Break Apart twice.

Figure 4.37: Playing the Animation

Filters allow you to addinteresting visual effects to text, buttons, and movie clips. Filters usually involve effects, such

as drop shadow, blur, glow, bevel, etc. These effects can be easily applied using the Properties panel. Follow the

givensteps to apply afilter to your text:

> Openanew Animate document.

. tz::::}grs with KI PS




panel.

Figure 4.38: Applying Filters
to Text

2 ANIMATING FILTERED TEXT

» Selectthe Text Tool from the Tools panel and type the text ‘Wisdom’.
» Choose the Selection Tool and then select Modify > Break apart.

» Now convert each letter of your text into a symbol by pressing F8 and select the
‘Movie Clip’ type from the ‘Convert to Symbol’ dialog box.

» Select all the letters using the Selection Tool. Click on the Add Filter . button
underthe Filters section of the Properties panel.

» Select the Drop Shadow from the Context menu and observe the change. The
settings for the applied filter will appear in the Filters section of the Properties

Wisdom

Figure 4.39: Filtered Text

Animate provides a unique feature to animate movie clips that have filters using the Classic Tweens. You can create
ananimation that contains light source effects, highlights, bevels, and distortion by changing the filter properties at

different keyframes and applying classic tween. Let us create a disappearing text effect on the text with drop-
shadow effect created above.

»

Select the text "Wisdom'. Right-click on it and select the Distribute to Layers option from the Context menu. This
will split all the letters into separate layers.

Select the layer of the first letter and insert keyframe at the Frame 10. Select the layer of the second letter and

insert keyframe at Frame 20. Repeat this step for all the letters of your text.

Onthe timeline, right-click between the two keyframes of alayer and select the Create Classic Tween option.

Repeat the same steps for all the
layers.

Select the Keyframe 10 for the first
letter and click the letter. Select
Alpha option from the Style drop-
down list under Color Effect
section. Now move the Alpha Slider
towards left to make it 0%. Repeat
this step forall the letters.

Press Ctrl + Enter to preview the
animation.

4
g daaaaaa

Color Effect

Alpha Optio

Figure 4.40: Applying Animation to Filtered Text
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Animate is a powerful animation software package developed by Adobe Systems.

The Stage is a drawing board where we can create graphics, animation and make modifications in it.
The default stage size is 550 x 400 pixels.

The major components of the Timeline are - Layers, Frames, and the Playhead.

Frames are the little rectangular cells that appear on the Timeline. They display the content of the
movieata specificmoment of time.

Keyframes are special types of frames, where we define some change to an objects properties for an
animation like, position, colour, shape, etc.

Playhead is represented by a red frame and red vertical line below it in the Timeline. It indicates the
current frame displayed on the Stage. It moves from left to right as the movieis played.

The Library panelin Animate acts as a store house where symbols created in Animate are stored inan
organised manner.

Animation involves a series of stillimages, usually painted or sketched, displayed in rapid sequence.
Tint Tweening is used to change the colour of an object.

Filters allow you to add interesting visual effects to text, buttons, and movie clips.

o MW grAIN

SECTION - A
Fill in the blanks.
Animateis a powerful software package developed by
The is the arrangement of various Animate elements, such as the Tools panel,

Control panel, Property inspector, and Stage.

The isthe large white space thatis seen at the center of the workspace.

The gray area surrounding the Stage is called

The is the area where one controls the sequencing and timing of graphics of a

movie.

are like transparent sheets stacked on top of one another, each containing a

differentimage that appears on the Stage.

HlNTS » Stage  » Animation » WorkArea ¢ Adobe Systems « Workspace ¢ Layers « Timeline
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State True or False.

The shortcut key toimport a pictureis Ctrl+G.

Radial gradient changes colourina circular outward direction starting from the focal point.

In Tweened animation, we can change the contents of every frame to create an animation.

The Tools section consists of tools that are used for drawing, painting, and selecting objects.

To select multiple objects using the Selection Tool, hold the Ctrl key while clicking on the objects.

The default Stage size is 550 x 400 pixels.

Application-based questions.

Mohit created an animation file using Animate. He wants to convert an object to a symbol using the shortcut
key. Which shortcut key should he use?

Chetna wants to create a rainbow scene in Animate. Suggest the tool that she can use to paint the rainbow on
the Stage.

SECTION - B

Multiple-choice questions.

What are thelittle rectangular cells that appear on the Timeline called?
a.Frames b.Layers c. Keyframes
Which one of the following shortcut keysis used toinserta frame?

a.F2 b.F5 c.F10

Which shortcut key do we use to display Document Settings dialog box?
a.Ctrl+F3 b.Ctrl+J) c. Ctrl+C
Which panel acts as a store house of symbols in Animate?

a.Library b.Tools c. Properties
Which shortcut key is used to play the animation in Animate?

a.Ctrl+Alt b. Shift+Enter c..Ctrl+Enter
What is the file extension of Animate?

a..fla b..flash




B. Answerinonelineorsentence.

1. Whatare the default stage dimensions displayed on the Animate Window?

2. Namethe parts of Tools panel.

3.  Mentionthe twomethods for creating an animation in Animate.

4.  Namethetypes of gradientsin Animate.

5.  Namethe tweened animation thatis used to change the colour of an object.

6. Nametheshortcutkeytoinsertablank keyframe.

C. Answer the following questions.

1.  Whatisthe use of Tools Panel? Mentionits different section.

2. Differentiate betweenaFrame and a Keyframe.

3.  Whatdoesthe Property Inspectordisplay?

E::::gn win KIPS




4. Whatis Gradient.

5. Briefly explain the term Animation.

6. Whatdoyouunderstand by Tint Tweening?

7.  Explainthe utility of Filters in Animate.

ACTIVAT.Y

SECTION

| LAB SESSION Perfection Through Practice

‘ A. Create a Rainy Day Scene by following the given |
| instructions. =

BACKGROUND

> Draw a rectangle covering the Stage and fill it with gray
colour using Gradient effect. Rotate the gradient using the |
Gradient Transform Tool from the Tools panel. Lock this |
layer.

» Create anew layer and import a 'Frog' clip Art and a 'Tree’
Clip Art onto the Stage and draw some mushrooms as
showninthe screenshot.

=R ‘
= .
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CREATING RAIN

v @ VY VvV VY

Createanew layerandrenameitas'Rain’.

Select the Line Tool from the Tools panel. In the Property Inspector, select light gray as the Stroke color
and Hairline from the drop-down list of the Style option.

Clickon the Pencil icon [l next to the Style option. The Stroke Style dialog box appears.

Select the Dashed from the Type drop-down listand set the value 25 as the Dash and Spacing options. Click
on OK.

Draw a line on the Stage. Select the line and right-click on it. Choose Copy and Paste in Place. Repeat this
action to fill the Stage with dashed lines.

Create anotherlayernamedas 'Cloud'.
Select the Oval Tool, white as Stroke Color and Fill Color. Apply Linear gradient fill to the clouds.

Draw a small oval shape. Copy it and overlap it on top of the oval shape by selecting the Paste in Place
option.

Repeat this step to make a cloud shape. Likewise, make a few more clouds and adjust their position by
selecting the Modify > Arrange > Send Backward option. Click on the Cloud layer and lockiit.

Select the Rain layer and convert the rain to a Graphic symbol. Open the symbol editing window and
insert a keyframe at Frame 2. Move the rain symbol a little in the downward direction. Repeat the same for
Frame3.

Clickon Scene 1toreturnto the main window. Now, insert frames at Frame 60 on all the layers.

Select the Rain layer again and tilt the rain symbol a little towards right using the Free Transform Tool.
Press Ctrl + Enter key combination to preview the animation.

Follow the giveninstructions to create an animation depicting the use of Text effects:

Using the Rectangle Tool, draw the board as shown in the figure. Apply gradient shade on the borders of
theboard.

Create a new layer named as 'Teacher'. Import a teacher clip Art on to stage and convert it into Graphics
symbol.

On a new layer named as 'Text', type the text

=SS

. Learning Animate C% |

'Learning Animate CC'.

Select the text using the Selection Tool and choose
Modify > Break Apart to break the text into individual
alphabets.

Convert each alphabet to a Movie Clip symbol and
distribute all these symbols to separate layers by
right-clicking on them and selecting the Distribute to

Layers option.

Learing i KiPS <6




> Insert a keyframe in Frame 3 on the first alphabet layer, Frame 6 on second alphabet layer, and so on till
Frame51onthelastalphabetlayer.

> Insertkeyframe at Frame 51 onall the layers.

Now, right-click on Frame 1 of first alphabet layer followed by a click on the first alphabet on the Stage. In
the Properties panel, select Alpha option from the Style drop-down list under the Color Effect section.
Repeat this forall the alphabet layers.

> ApplyClassic Tweenonthe 'Teacher' layerand move the teacheracross the board.
» Setthespeed oftheanimationto 10fps.

» PressCtrl+Enterto preview the animation.

l

GROUP mscussmi‘_j

For Concept Clarity

Conduct agroup discussion on the topic: Types of Tweened Animation.

ACESTIISN usingCreativiy

Make a chart on various tools of Adobe Animate under the title, Understanding the Animate
Environment.

| ONLINE LINK T L S

To know more about Animate, visit:

https://helpx.adobe.com/animate/using/documents.html
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{ LEARNING IN THIS CHAPTER

®m Selecting and Renaming a layer ® Masking in Animate
= Adding layers and Changing their order m Rotation with Masking effect
= Hiding, Showing, and Locking a layer ® Onion Skinning

= Creating an animation with multiple layers

Layers are like transparent sheets that can hold objects and are stacked on top of each other. Layers are useful while
developing a big animation movie. When you have to use a number of objects, it is always better to distribute the
objects in different layers as it makes the work process much easier. Layers allow you to organise the artwork,
animations, and other elements of your movie. You can draw and edit objects in one layer without affecting the
objectsinanotherlayer.

Although you can activate one layer at a time, yet you can select more than one layer at the same time. You canadd a

number of layers, hide and lock the layers, change the position of the layers, delete the layers, and even customise the
layers as well. When you add an object in a layer, the file size increases. The standard view of a layer is shown

sl | Show/Hide All Layers I\ ./ niock All Layers

Keyframe Navigation
Controller lcon

_:. New Layer Button

Figure 5.1: Displaying the Layer Components

» SELECTING A LAYER

To make a layer active, either select the layer in the Timeline or select a stage object in
the layer. The active layer is highlighted in the Timeline and is indicated with a
Keyframe Navigation Controllericon Eili.

» RENAMING A LAYER

Method 1:

»  Select the layer which you want to rename.

»  Double-clickonthelayername and type the new name.
Method 2: Double-click or

Right-click
>  Right-click on the layer name. Select the Properties option from the Context

menu. Or Figure 5.3: Renaming a Layer
Choose Modify > Timeline > Layer Properties from the menu.

»  ThelayerProperties dialog box appears. Type the new namein the Name text box and click on OK.

lE:::;E:rsm KiPS




E} ADD‘NG NEW LAYERS _ Letq Know More

Toadd layers, do one of the following:

» Click on the New Layer button [l at the bottom of
theTimeline. Or

testing or publishing an
Animate movie.

Tneine . Laryer

Select the Insert > Timeline > Layer. e e )
> A new layer appears above the selected layer, and e

the new layer becomes the active layer.

Figure 5.4: Creating a New Layer

Quick Quiz
What is a Layer?

For Better Concept Clarity“‘:

' o Sapeies ——
. » Choose the Line Tool -and draw the fence as

shown in the figure. Click on the Fill Color box and e
select the required colour. Layim i

Change Outline
colour of Layer

Layer Properties Dialog Box

» Choose the Paint Bucket
Tool Y and click inside
the fence. Rename the

Layer 1asFence.

Drawing a Fence | When you pick an object

|

out of the Library, the
| object is referred to as an
instance of a symbol.

- » Add a new layer and double-click
on the layer name, type Elephant
as the new name for the layer and
press the Enter key.

' » Draw an Elephant by using the
| tools from the Tools panel.

' » Save the file using the Ctrl+S key

. : =
: combination. with a short meaningful

name that indicates
the type of content
stored in it.

Adding the Elephant Layer

Eﬂ:::‘.."lgrs win KIPS

.swf is an Animate output
| file that is developed while

Know the Fact

Always name the layers

%

—
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®» CHANGING THE ORDER OF LAYERS

The order of the layers on the timeline determines the order of the

"™ - -

different objects that appear on the Stage. When images on different Figure 5.5: Selecting Figure 5.6: Dragging

layers overlap, objects in the upper layer appear on top of the objects in the Elephant Layer the Elephant Layer

layers below them. To change the order of the layer, click on the layer
name that you want to move and dragit to the required position.

To placethe Elephant layer behind the Fence layer:

» ClickontheElephantlayerinthe Timeline.

» DragtheElephantlayer downward to placeit below the Fence Layer.

Figure 5.7: Elephant Dragged
behind the Fence
» HIDEAND SHOW A LAYER
You can hide the layers to view the contents on the other layers. While hiding the layers,
you have the option either to hide all the layers in your document at once or hide the

layersindividually.

» Click on the Eye icon - above the layers. A white cross Bdsymbol appears in the

g Figure 5.8: Hiding Layer
Eye column. You will find that all the contents disappear from the stage.

» Click on each white cross B8 symbol one by one in the column, and observe that the contents on the layer
| reappear onthe stage.

» LOCKA LAYER

You can lock the layer to avoid any further changes to the content.
» (Click on the Fence layer to make it active.

» In the Timeline, click on the white dot under the Lock column[EX.

» A padlock icon Bl appears, indicating the layer is now locked. Figure 5.9: Locking a Layer

» Usingthe Selection Tool -, try to drag the fence drawn on the Stage. You willnot be able to do so because the
Fencelayerislocked.

» CREATING AN ANIMATION WITH MULTIPLE LAYERS
DRAWING A BUILDING

» Createanewfile by clicking on the File > New.

» Selectthe View > Grid > Show Grid option.

» Draw the building using various tools from the Tools panel.
>

Select a colour from the Fill Color box, choose the Paint Bucket Tool S
and click inside the building. Rename the layer as Building. Layer

CREATING THE SKY

» Createanotherlayerandrenameitas Sky.

» Selectthe Rectangle Tool =}

_ topats wis KiPS 6>

Figure 5.10: Drawing a Building




>

Draw sky by using blue as the Stroke Color and Fill Color.

Choose the Window > Color option to display the Color panel.

Select the Linear gradient option from the Color type
drop-down listin the Color panel.

Double-click on the left and right color markers, and set the
colour aslight blue and dark blue respectively.

Select the Paint BucketTooland clickinside the rectangle.

Select the Gradient Transform Tool from the Tools panel and Figure 5.11: Creating Sky
click on the sky object. Drag the middle handle to shift the gradient
and adjust the corner handle torotate the gradient.

Now, move the Sky layer just below the Building layer.

ADDING GRASS ANDROAD

>

>

>

Add anew layerand renameit as Grass and Road.

Select the Rectangle Tocﬂ-.CIick on the Stroke
Colorbox andselect NoColor. Selectthe Fill Color
box [l and choose bright green as the fill colour.

Draw arectangle below the building for the grass.
Similarly, select the bright grey as thefill colour.

Draw a rectangle below the grass for the road as
showninFigure5.12.

Move this layerjust below the Building layer.

Figure 5.12: Drawing Grass and Road

DRAWINGATREE

>
»

Add a new layer above the Building layer by clicking on the New Layer button g} Renameitas Tree.

Draw the trunk and top of the tree separately. Fill the colour brownin trunk and greenin the top. Place the top of
the tree on the trunk with the help of the Selection Tool. Select both the objects and group them by pressing
Ctrl+G. Convertitinto symbol by pressing the F8 key.

Type the name Tree in the Convert Symbol dialog box and click on OK. Place the Tree to the left of the building.
Now create a duplicate copy of the tree. Place this duplicate Tree to the right of the building.

DRAWINGACAR

>
>
»
>

Make the Tree layer active andinsert anew layerand nameitas Car.
Draw a car by using the Oval and Rectangle tools as shownin Figure 5.14.
Select the car by using the Selection Tool.

Convertitinto the symbol and place the Carinstance onto the Stage.

MOVING THE CAR

>

>

Extend the Sky, Grass and Road, Building, Tree, and Car layers by clicking Frame 60 and insert frames in them by
pressing F5 key.
Choose the Selection Tool. Click and drag the car to the right side of the Stage.
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» Right-click on Frame 1and select the Create Motion Tween option. Drag the playhead to Frame 60.
» Movethe cartotheleft side of the Stage.

» Press Ctrl + Enter or Control > Test Movie > In Animate to
preview the animation.

Figure 5.13: Creating a Motion Tween Figure 5.14: Moving Car on the Stage

® MASKING IN ANIMATE

In Animate, masking is a way to selectively hide and display the contenton a

layer. The mask layer contains a mask item that can be a filled shape, a typed

object, aninstance of graphic symbol, or amovie clip on one layer. This acts as

a hole through which we see the content of the other layers beneath it. Cilck here
Masking is often used in Animate to create spotlight effects that would

display the text or object through a hole.

CREATINGA MASK LAYER
» Openanewfilein Animate.

» Change the background colour to dark blue by clicking the Color box in
front of the Stage optionin the Properties panel.

» Double-clickonthelayerand type the name Text. TREET +1

> SelecttheTextTooland type HARDWORK. Figure 5.15: Selecting Background Color

» Choosethe Selection Tool from the Tools Panel and select the text.

» Choose Font Family Arial, Style Bold, Size 80,
and Color White from the Properties Panel.

» Convert the text to a ‘Graphic Symbol’ by
selecting the Modify > Convert to Symbol.

» Extend the layer by selecting Frame 40 and
pressing the F5 key.

» Using the Selection Tool, drag the text off the
top-left side of the Stage, on to the work area.

> Right-click on Frame 1 and select the Create
Motion Tween option from the Context menu
thatappears. Drag the playhead to Frame 40.

> Select the text and drag it to the bottom-right
Figure 5.16: Creating Motion Tween on the Text corner of the Stage.
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Insertanew layerand renameit as Mask.

Select the Oval Tool and pick any Fill Colour. Draw an oval shape in the center of the
Stage. The width of the oval should be larger than the text symbol.

Right-click on the Mask layer and select the Mask option from the Context menu that
appears. This will convert the layer to a Mask layer and the tween layer gets indented
underneath. Both layers are locked automatically.

Let’'s Know More

To reduce the speed of an B

animation, click on the
Frame Rate field in the
Properties panel and
define a number
less than 24.

HARDWOP*

Figure 5.17: Selecting Mask Option
Press Ctrl + Enter or select Control > Test Movie > In Animate to preview the
animation. The text animates through the stage.

> ROTATION WITH MASKING EFFECT

A 4

Openanew file by clicking the File > New option.
Import an image to the Stage by selecting the File > Import > Import to Stage.

Select the Free Transform tool anddrag the image to fit in accordance with the
Stage.

New.. Curi+N

Right-click on Frame 60 Open Ctee0
Browse in Brdge Ctils At 0
and select the Insert Open Recent ,
3 Close Ctrl='W |
Frame option from the Close a1 Cutoanew |
3 |
displayed list. sl ’
Save Ctrl+5
Rename the image g it
Save 8z Template..,
layer as Nature. Lock the S
Nature layer. — [ impon to suage.. er )
Export » Import to Library... |
Add one more layer by = =1 . OpenEdemallibpry..  CtleShift=0
| y — - L Import Video...
clicking the New Layer PUBSSh Sesing e
Pubfish Shift- A+ F12
button [E]. Name the layer prpe=
ActionScript Setti
as Star Mask. 2 o |
Exit Cif+Q
| Ol S S e e 1
Figure 5.18: Importing Image to Stage
Learning
Computers with

Know the Fact

In Animate, masking hides
the other parts and shows
only those parts of an
image that appear
underneath the object on

AN ¥ 4,
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which we are applying the

masking effect.

Let’'s Know More

Mask and Masked Layers
These layer properties
always come in pairs,
which are: the layer
for the mask and the layer
for the object that is
masked.
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» Select the Star Mask layer and draw a star on Framel by
selecting the PolyStar Tool . Click on the Options tab under
the Tool Settings sectionin the Properties panel.

» Select the star option from the Style drop-down list. Define the
number of sides and click on OK.

» Select the Fill Color either from the Properties panel or from
the Tools panel with no Stroke Color. Draw the star at the
center oftheimage.

Tool Settings ﬂ

Selecting the PolyStar Tool Selecting the Star Option Drawing Star on the Stage

Figure 5.19: Drawing a Star

» Click on the Selection Tool and select the Star. Convert the Star into the |coetwgmes 3]
symbol by pressing the F8 key. e '

» Define Graphic behaviour, and type the name Star in the Name box. Click |
on OK.

Select the Free Transform Tool and reduce the size of the star. You can also
reduce the size of the star by pressing the Ctrl + Alt + S key combination.

» Right-click on Frame 60 and select the Insert Keyframe option from the Context

menu. Now increase the size of the star in Frame 60. Right-click in between the
Frame 1 and Frame 60 and
_ o select the Create Classic Tween
oo ; == option.

Hide Cxthery
She Dthrs Transgareet

bt e » In the Properties panel, select

Calate Leywr

i : - the CW option in the Rotate

Dephcselorms : field under the Tweening

e T section.

= » Right-click on the Star Mask
layer and select the Mask

Imaert Foider

option.

» Press Ctrl+Enter or select the Figure 5.20: Selecting
Clockwise Rotation Option

Control > Test Movie > In
Figure 5.21: Selecting the Mask Option Animate to play the movie.
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2 ONION SKINNING

The Onion Skin feature allows you to see a faint ghost image of the previous frame, which helps you in placing the
image for the next frame. By clicking on the Onion Skin buttonlE, you can see several frames before and after the
current frame. In Animate CC, you can choose between the following two types of Onion Skinning:

Onion Skin BB : It shows the frame in full colour.

Onion Skin § Onion Skin Edit Multiple

Onion Skin Outlines &): This option displays only EE SEl Outiine button Sl

the outline of the object in the frames.

Observe, when you select the Onion Skin option,

Modify Onion
Markers button

i workin rsi b /
the frame on which you are g appears in . .‘, / '

full colour, while the surrounded selected frames
appear dimmed. Let us try our hand on the Onion

Figure 5.22: Onion Skin Tools

Skinfeature:

>

»

>

CREATINGANANIMATION BY USING ONION SKIN

>

»

Click on the Onion Skin or Onion Skin Outlines button at the bottom of the Timeline.

Drag the markers above the timeline to view multiple frames at
once.

All the frames will be displayed superimposed over each other.

Openanewfile.

Import any background image on the Stage by selecting the File

>Import > Import to Stage. ‘
Draw Eieht

Lock the Background layer. . : d =
Addanewlayerandrenameitas Elephant. 0 Ve |

Draw an Elephant on the Stage as shown in Figure 5.23. Makea  Figure 5.23: Selecting the Onion Skin Button
separate group for each part of the elephant.

Select the Onion Skin button IEX.

Right-click on Frame 3 and select the Insert Keyframe option from the Context menu.

» Choose the Selection Tool Il and select the

elephant. Move the elephant slightly towards the
left side on the stage.

» Madify its parts in the walking position using the
Selection Tool and Free Transform Tool.

» C(lick on the Frame 5, and press F6 to insert a
keyframe.

> Repeat the above procedure to give movement to
the elephant.

» Repeat the steps to insert keyframes from Frame 7
to 25. Make changesin each new frame.

ety KD

Figure 5.24: Modification by Selection Tools




» To play the animation repeatedly, select the
Control > Loop Playback option.

» Select the Control > Play to view the animated
effect onthe elephant.

Figure 5.26: Playing a Movie

Play
Fewand
GoToEnd

Shifts,
Shifr+

Sep F ard Cine Frama
Step Backward One Frame .
Step Forward To Next Keyfiame hlte

Srap Backward To Previous Keyframe Alte_
Test Crbe Enter
Test Mo »
Test Scene Ctrbe A Enter
Cless Pubiich Cache

Clear Publish Cache and Test Mavie
Tarmeline »

¥ Loop Pleybeck
Play AN Scenes

Ensbie Smple Buttons
Ilute Sounds

Figure 5.25: Selecting Loop Playback and Play Option

» Tostopthe movement, select the Control > Stop option.

EIRECAP

VAW Y Y W

Layers are like multiple transparent sheets that can hold objects and are stacked on top of each other.
Anactive layeris highlighted in the Timeline and is indicated with a Keyframe Navigation Controllericon.
The order of the layers on the timeline determines the order of the different objects appearing on the Stage.
In Animate, masking is a way to selectively hide and display the content on alayer.

The Onion Skin feature allows you to see a faint ghostimage of the previous frame.

In Animate, there are two types of Onion Skinning: Onion Skin and Onion Skin Outlines.

SECTION - A

Fillinthe Blanks:

1. Layersarelikemultiple

2. Theactivelayerinthe Timelineisindicated witha

Learning
Computers with
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sheets that can hold objects and are stacked on top of each other.

When you take an object out of the Library, the objectisreferred asan

ofasymbol.




4.  Todisplaythegrids onthe stage, selectthe > >

5. 5 is an object that acts as a hole through which we see the contents of a layer or layers
beneathit.

HINTS I #Mask « Keyframe Navigation Controllericon «View « Grid  Transparent o Show Grid ~ Instance

B. Write True or False.

1. In Animate, only one layer can be activated at a time.

2. You can convert an object to a symbol by using the F8 key.

3. The speed of the animation can be adjusted in the work area.

4. Masking hides the other parts and shows only those parts of an image that appear underneath
the object on which we are applying the masking effect.

LU

5. Ananimation cannot be repeated more than once.

C. Application based questions.

1. Himani has imported animage of the jungle scene to a layer. She has drawn a polygon shape in another layer.
She wants to create the spotlight effect that would display the animals and the jungle scene through the
polygon object. Suggest the effect which can meet herrequirement.

2. Ishais a Fine Arts student. She has drawn various sketches in different layers in Animate. Now she does not
wantto make any further changes to her sketches. Which option should she use to do so?

D. Multiple-choice questions.
1. Which tool allows you to see a faint ghost image of the previous frame?
a. Onion Skin b. Timeline c. Layer
2. Which option is used to repeat the animation?
a. Ctrl+F6 b. Ctrl+Play ¢. Ctrl+Loop Playback
3. Which key combination can group the objects in Animate?
a. Ctrl+O b. Shift+G c. Ctrl+G

4.  Which key will you press to insert a keyframe?

a.Fq b. F5 c. F6

Loerning i KIPS <72




Answer the Following:

What do you understand by the term Layer?

What do you understand by hiding and showing alayer? How will you hide alayer?

Write any two methods torename alayer.

What do you know about masking in Animate?

LAB SESSION

Follow the giveninstructions to create a'Classroom Scene' depicted through Pencils:
» Createabackground using the Rectangle Tool from the Tools panel.

» Addanew layer, 'Teacher,' and draw an image of a pencil representing the teacher, using various tools from
the Tools panel.

» Createanotherlayer,'Children,' and draw the given set of pencils depicting the children.

Using the Onion Skin feature, apply motion to the teacher and to the hands of the children for 25 frames.

Iéi::mﬂrs .mn..KiPS




To cre:ate the text Masking effect:

> (reate another layer and name it as 'Text'. Type the
text, 'Learn with Kips'. :

> Convert this text to 'Movie Clip' symbol by pressing |
the F8 key. Double-click on the symbol to open the |
ed:ﬁting mode. |

» From the Properties panel, apply the Drop Shadow :'
and Gradient Glow filter to the text.

> On a new layer named as 'Rectangle Mask/',
create a lemon coloured rectangle before the text.
Remember, the height of the rectangle should be a
little largerthan the text.

» Convertitinto 'Graphicsymbol'in Frame 1.

» Right-click on Frame 1 of this layer and select the
Create Motion Tween option. On Frame 25, stretch the rectangle till it covers the complete text.

> Copy the text from Frame 1 of 'Text' layer and Paste in Place on a new layer named, 'Final’on top of all
the layers.

> InsertFrames at Frame 40 onallthe layers. Lock the 'Text' and 'Rectangle Mask' layers.

> Right-click on the 'Final' layer and select the Mask option. Click on Scene 1 to return to the Classroom Scene
and press Ctrl + Enter to preview the animation.

GROUP ForConceptC'ﬁfltv

Divide the classinto groups and conduct a group discussion on the topic:
Masking in Animate

PROJECT WORK Using Creativity

Make a project on Solar System in Animate. Apply the
rotation effect onthe planets.

Looking For More

To knqlw more about Animate, visit:

https:IﬂheIpx.adobe.com;’in}anirnate/using!animation-basics.htmi
|
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Q@ | WORKSHEET _

i Chapters 1-5 }

A. Fillinthe blanks.

1.  Hexadecimal numbersystem has the base

2. means arranging the data eitherin anascending or descending order.
3. The feature helpsin determining input values needed to achieve a specific goal.
4, shortcut keyis used to convert an objectinto a symbol.

5.  Theactivelayerinthe Timelineisindicated witha

6. operatoris used to concatenate or join two or more strings.

B. StateTrueor False.

1. Inbinaryaddition, 1+ 1equalsto0.

Subtotals can only be applied on sorted data.

2
3.  TheTinttweening effect cannotbe applied onasymbol.
4

Inadatabase, records refer to rows and fields refer to columns.

5. Youcanhideallthelayersinyour Animate documentat once.

6.  Theorderinwhichthe operators are evaluatedis called precedence of operators.

C. Identify the types of charts and name themin the given spaces.

E i
% g8 S
d

D. Match thefollowing.

View the p_r;pe-rty_ p;r;:l_ __+ _ 1 N F6 e
Insert a kéyframe ‘ L Ctrl+F3
Fp——r——— | & o
| Groupin_g thé_ot;ia < e e Ctrl + Enter
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@ 3 WORKSHEET _

i Chapters 1-5 F

Clrloose the best answer.
Tli'ze base of binary number system is

a.2 b.5 G 1

The default extension of Animate file is

a. .fla b. .snif .. Tis
Which icon is used to indicate Keyframe Navigation Controller?

2. O b. B2 o |

Which of the following options is used to define the speed of animation in the property inspector?

a. Repeat b. FPS c. Frame rate
Urinary operators work on operands.
a.one b. two c. three

Answer in one word.

Name the number system that is used by all digital computers.

Which button, under the Data tab, is used to remove duplicate values from one or
more columns?

Which function key is used to insert a Chart instantly in a worksheet?

Name given to = operator.

Name given to ** operator.
Answer the following questions.

Briefly explain the Octal number system.

What do you understand by the term Data Consolidation?

What is the utility of Tint Tweening?

Do as directed.

(58)10 = ( )2 2, (10011); = ( Yoo
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CHAPTER 6

MORE ON PYTHON

{ LEARNING IN THIS CHAPTER | . . — . : ———

1 ® Types of Operators in Python ® QOperator precedence = Types of Control Structures
' = Assignment Operator ®  Algorithm = Conditional Statements

| = Relational Operators ® Flowchart ) = if, if...else, and if...elif...else
? ® Logical/Boolean Operators = Conditional Statements in Python

- e et e — e e e e e — -

Inthe previous class, you have learnt how to declare and initialise variables. Now, you will learn how to use operators
to performarithmeticand logical operationsin programming.

Operators are symbols that perform arithmetic and logical operations on operands and provide a meaningful result.
An operator needs one or more operands to perform any operations. The valid combination of both operands and
operators makes an expression which returns a computed result.

Operators

2 TYPES OF OPERATORS IN PYTHON

Operators can be of different types based on the kind of operation they perform:

1. ARITHMETICOPERATORS

The arithmetic operators are used to perform basic mathematical calculations, i.e., Addition (+),
Subtraction (-), Multiplication (*), Division (/), etc.

The Arithmetic operators can be further classified as:

Unary Operator: These operators operate on only one operand, e.g., a= + 100 (the value assigned to ‘a’is +100),
b=-100(the value assigned to ‘b’is-100).

Program 1: N
|Python 3.7.4 (tags/v3.7.4:e0%35811%e, Jul & 2019, 19:29:22) [MSC v.1 |
916 32 bit (Intel)] on win32
Type "help", "copyright", "credits" or "license()" for mors informati
on.

>>> a=+100 4 +inary ‘

>>> b==100' § -Unary
»>> print(a)

100

»>>> print(b)

-100

{322 |

Iéeo:nr::lr;grs with KIPS

Figure 6.1: Unary Operator




Binary Operator: These operators operate on two operands, e.g., a+b. Here '+' is a binary operator working on 'a’'
and'b'. Binary operators can further be classified as:

T ——

To obtain the sum of the values Valueof13+3.5is 16.5
Subtraction - Tosubtractthe values Value of45-35is 10
Multiplication * Tofind the product of thedata Value of 6.2*6is37.2
Division / To divide the numbers and give an output in the « Valueof5/2is2.5
decimal form « Valueof-5/2is-2.5 I
+ Valueof10.0/3is3.333
Floor Division Il To divide the numbers and give an output in the « Valueof5//2is2
integer form + Valueof-5//2is-3
Remainder % To find the remainder when one value is divided by the « Value of3%2is1
other. « Valueof 10%6is4

+ Valueof6%10is6

Exponential i To calculate the power of numbers + Valueof2**3is8

Program 2:
i S AR AR AR R e B

File £t Formad Mun Options  Window Help 1 Tie Bt Ghell Oobuy Optoms Wemdew Help

fa=iht {input ("Enter the First value:" oy Python 3.7.4 (tags/v3.7.4:e0935%9112e, Jul 8 2019
Baihi :i;::lh:lutl g s \j-.L,-Iu..-l:) | |; 19:29:22) (MSC v.1916 32 bit (Intel)] on win3z '
e (4 T - RSl LR Type "help", "copyright®, "credits"™ or "license()
lprint ("The sum of 5 , a+b) | " $ar move {nfortation.
;p:inl{"?h" diff ] 3>
Eplirﬂ ("The pri RESTART: C:/Users/abhay/AppData/Local/Programs/P
iprint ("The ython/Python37-32/CT pageS2.py
{print ("The resul is:", a//b) Enter the rzrst.vainﬁ:45
IETIN!{"TTH- miba of The First nuaber i Enter the second value:20 )
ir The sum of the numbers is: &5
]I The difference of the numbers is: 25
| The product of the numbers is: 900
The quotient of the division is: 2.25
The result of floor division of the numbers is: 2|
The cube of the first number is: 91125
> |
——1 : CLEC
Figure 6.2: Binary Operator Output
STRING OPERATORS

While working with the string values, we may have to perform some operations on them. Python allows only two
kinds of operations on string data types. We can either join two strings or replicate a string multiple times. For these
two operations, we use '+' and "*' operators on strings respectively. '+' operator is termed as the concatenation
operator when we use it with strings. It is used to concatenate or join two or more strings.

Program 3:

W b Sk Doy Cosee it s

Python 3.7.4 (tags/v3.7.4:09359112e, Jul € 2019, 19:29:22) [MsC v.19 3
|16 32 bit (Intel)] on win32

| Type “help®, "copyright", "credits™ or "license()" for more informatio
|

|>>> a="Hallo "
>>> b="How are
|»»> print (a+b)
Hallo How are you?

SO | —

yoru

Figure 6.3: Concatenation Operator
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'*! operator is used to replicate a given string specified times. Itis also known as Replication Operator.
Program 4:
e s R e S S S S s e i e

Fla lde Sl Oebug Optiom Window Help

Python 3.7.4 (tags/v3.7.4: e093591i2e, Jul 8 2019, 19:29:22) [MSC v.l
916 32 bit (Intel)] on win32

Type "help", "copyright", "credits" or "license()" for more informati
on.

>>> print ("Welcome "*3)

Welcome Welcome Welcome

>>> |

Figure 6.4: String Replication

Here, the '*' operator is used to print the string, 'Welcome' three times as you can see in output above.

( Predict the output of the following statements:

pnnt(52*7)
print("52*7")
print(“52*7 =", 52*7)
print("52"*7)

\

‘ Solved Programs:

Program 5: Write a program to find the area and circumference of a circle whose radius is entered by the user.

Br B foms Fum Optems Wdne Hep | Pl B Shel Debug Opbons Wedow Hep

r=float (input ("Enter the radius of the circle:™)) Eython 3.7.4 {tags/vj 7.4:2 9093591125' Jul I
[S23. 10 2019, 19:29:22) [MSC v.1916 32 bit (Intel))
B o hats ot & n win32
igﬁﬂt:--n-.é sten of ‘the cicil-imty agh Type "help", "copyright", "credits" or "lid
| se()" for more information.
: 35>
! RESTART: C:/Users/abhay/AppData/Local/Pro
ms/Python/Python37-32/CT_page93.py
Enter the radius of the circle:21
The circumference of the circle is: 131.88
S | it B B The area of the circle is: 1384.74
Figure 6.5: Program to find the Area and Circumference of a circle Output

Program 6: Write a program to print the string entered by the user five times.

e e o :yt‘?muaw; Z"’Et /"; 7.4:0093591126, Jul €
=== F("Enter the Stri s | on ags/v e e, Ju
[SERSRENCCERTaE The SEEIngT 2019, 19:29:22) [MSC v.1916 32 bit (Intel)]

print (str*5) n win32

{Type "help", "copyright", "credits™ or "lice

se()” for more information.

>>>

[ RESTART: C:/Users/abhay/AppData/Local/Prog:
ms/Python/Python37-32/CT _page%3 2.py

| Enter the String:Python

Pytﬁon?ythun?ythun?ythonPython

>>>

Figure 6.6: Printing a String Output
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ASSIGNMENT OPERATOR

Assignment operator (=) is used to assign a value to a variable. It assigns the value on its right side to the variable
written on the left of it. We have used this operator previously in the programs.

i i mald T T ey o e

Python 3.7.4 (tags/v3.7.4:e0935%112e, Jul 8 2019, 19:29:2Z2
916 32 bit (Intel)] on win32

Type "help", "copyright", "credits" or "license()" for more
on.

>>> a=10 § assigning the value 10 to the variable a
>>> a

10

[>>> b=a*l0 § assigning the product of a and 10 in b
[>>> b

1100

1>>> |

Figure 6.7: Assignment Operator
In the above example, we have assigned the value 10 to the variable 'a' and then the product of 'a’' and 10is assigned
tothevariable'b'.

RELATIONAL OPERATORS
Relational Operators are used to show the relationship between operands. These operators compare the values of

variables and determine the resultin a Boolean expression, whichis either '"True’ or 'False’. Python provides six types
of relational operators as shownin the table given below:

Less than < a<b False

Less than or equal to < a<=b False
Equal to == a== False
Greater Than > a>b True
Greater than or equal to - a>=b True
Not equal to = al=b True

Letus understand these operators with the help of a programin Python.

Program 8: »>> a=100

>>> b=200
>>»> =100
>>> a<b # Use f leas than operator
True

>>> a<=g § U= ! less than o

>>> a==b # Use of egual to operator

False

>33 as==g

True

>>> a>b § Use f greater than o©

False

>>> b>=a # Use ! greater than or ec

True

>>> al=b # Use of not equal toc operator

True
| >>> |

Figure 6.8: Relational Operator
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LOGICAL /| BOOLEAN OPERATORS

The Logical or Boolean operators evaluate to one of the two states, either True or False. We use these operators in
Python to make comparisons. There are mainly three types of Boolean operators, i.e., AND, OR,and NOT.

and a==5and b>=10 (a==5)-> True So the result of the
(b>=10) -> True expression is True

or a<5orb!=10 (a<5) -> False So the result of the
(b!=10) -> False expression is False

not not (a !=5) (a!=5) -> False So the result of the

expression is True

» OPERATOR PRECEDENCE

An expression in Python may have more than one operator involved in it. When more than one operator is to be
evaluated in an expression, the Python interpreter decides at run time which operator should be evaluated first. This
decisionis based onthe precedence and associativity of the operators as explained below.

Precedence: Precedence is the priority order of an operator according to which it is evaluated. Each operator has
precedence associated with it. This precedence is used to determine the order of evaluation of an expression
involving more than one operator. There are different levels of precedence from high to low. An operator belonging
toahigherlevelis evaluated first.

Associativity: If two operators have the same precedence (priority), then they are either evaluated from “Left to
Right” or from “Right to Left” based on theirlevel. Itis termed as associativity, which tells the direction of execution
of operators (“Left to Right” or “Right to Left””) when operatorsin an expression have the same precedence.

@) Parenthesis
- ol Exponentiation
+a,-a +Unary, — Unary
Let's Know More
ol o ¢ Multiplication, Division, Floor Division,

The precedence of an

Modulus (Remainder
( ) operator tells the compiler

4= Binary addition and subtraction the order in which the
operators should be
<,<5,3,05,=5,1= Relational operators Y evaluated.
not
and Boolean / Logical operators
or

Operator Precedence

Higher precedence operators are operated before the lower precedence operators. When an expression contains
operators, which have the same precedence (like * and/), then whichever operator comes firstis evaluated first.
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Examples:

Evaluate the following expressions:

12+3*4-6/2 (12+3)*4-6/2 " 12+3*(4-6)/2
Solution Solution Solution

=12+12-6/2 =15*4-6/2 =12+3*(-2)/2

=12+ 12-3.0 =60-6/2 =12+ (-6)/2

=24-3.0 =60-3.0 =12-3.0

=210 =570 =9.0

2 CONDITIONAL STATEMENTS IN PYTHON
In the previous chapter, you have learnt about the basic elements of Python. In this chapter, you will be introduced
to the concept of Conditional Branching and the various control statements available in Python.
In our day-to-day life, we come across various situations where we have to take decisions and take actions
accordingly.
Let us take a simple real-life example. It is rainy season and you want to go out and play with your friends.
Before you move out to play, you want to be sure that the weather will remain clear throughout the day or not.

In this case, first you will check:

Ifthe weatherisclear Thenyou will go outand call yourfriends to play.
Example
Ifitis raining You will sit at home and enjoy watching television or probably read a

story book.

Let us take another example. You need to have a valid driving license for driving any vehicle. To apply
foradriving license, your age should be greater than orequal to 18.

E:lltamp!e Ifyourageis greaterthanorequalto 18 Thenyouare eligible to apply foradriving license.

Ifyourageislessthan 18 Thenyouarenoteligible to apply fora driving license.

As you have already studied about algorithm and flowchart, let us analyse the above example with the help of an
algorithmand a flowchart.

2 ALGORITHM

An Algorithmis a well-defined step-by-step procedure to solve a problem. It helps us to understand the problem and
its solutionin a better way. '

Algorithm to apply for adriving license:
1. Inputyourage.
2. Checkyourage. If yourageis greater than 18, thenyoucanapply forthelicense.

3. Ifitislessthan 18, thenyouarenoteligible toapply foradrivinglicense.
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Let us draw a flowchart for this example.
2 FLOWCHART
Itis a pictorial representation of the flow of steps to solve a problem.

Flowchart to check whether you can apply for adriving license or not.

START
v
Input your Age

YES

You are not eligible to apply | You are eligible to apply for f
for a driving license. 1 a driving license.

==t STOP .=
Figure 6.9: Flowchart

Ina computer program, statements are generally executed in a sequential manner. However, at times, the user may
need to change this order of execution by repeating or skipping the execution of a few statements, subject to a
given condition. Insuch asituation, the flow of execution is altered by the use of Control Statements.

Before proceeding further, we must understand the different types of constructs/statements in programming that
governthe flow of the control of a program.

2 TYPES OF CONTROL STRUCTURES
SEQUENTIALSTATEMENTS

In Sequential construct, the statements in a program are executed in a sequential manner, where one statement is
followed by the other, with no possibility of branching off to anotheraction.

Program 9: To calculate the area of a rectangle, first, enter the length and breadth of the rectangle, then calculate

itsarea and print the resuilt.

ul 8 2019, 19:29:22) [MSC v.1916 32 b
. 't (Intel)] on win32

| fﬂhﬁﬂﬁ_?ﬂ_gfr“ Mocow, e —————— | iType "help", "copyright”, "credits" or
1=int({input{"Enter the length of the rectangle:")) | Iwlicense()" for more information.
b=int (input ("Enter the breadth of the rectangle:")) | >

ar=1*b - RESTART: C:/Users/abhay/AppData/Local
; e ) : | iPrograms/Python/Python37-32/page 102 F
print ("The area of the rectangle is:", ar) g B8.2.py

Enter the length of the rectangle:20
Enter the breadth of the rectangle:40
The area of the rectangle is: 800
>>> |

Figure 6.10: Program on Area of Rectangle | -_C)_ut;:ut
CONDITIONALSTATEMENTS

In programming languages, conditional statements cause the program control to transfer to a specific location
depending on the outcome of the conditional expression. Every decision involves a choice between the two
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alternatives 'Yes' and 'No' result. If a conditional statement is true, then one set of statements is executed,
othem[ise, the otherset of statementsis executed.

ITERATIVE STATEMENTS
|

These statements enable the execution of a set of statements to be repeated till the conditionis true. As soon as the
condition becomes false, the control comes out of the loop and the repetition stops.

2 CONDITIONAL STATEMENTS

Before you start writing programs based on conditions, it is important to understand how conditional programming
works. In conditional programming, the mostimportant element is the condition on which the decision is based. The
conditional statements check the condition and execute the statements accordingly. The conditional statements
canberepresentedin manyforms:

if STATEMENT

The if statement is used when we have to evaluate only one condition. It performs a course of action if the condition
evaluates to true, otherwise it skips the statements if the condition evaluates to false.

Forexample, your parents allow you to go out for playing only if you complete yourhomework.
Syntax:
if <condition>:

Statement 1

Statement 2

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

Remember, that after the if condition there is a colon and the condition body starts with an indentation of tab space.
Itismandatoryin Pythontoindent the statementsin the condition body else it will display an error.

Let us understand this through a Python program:

Program 10:

| File Edit Format Run Options Window Help %ti_‘;li"“;*;ﬂ_ ;W_*Tﬁﬁ'vtr}_'i'; T AT
| e ] o S s Al Gl 3.7, ags/v3.7.4:e !
a=int (input ("Enter a number:")) Jul 8 2019, 19:29:22) [MSC v.1916
if a<200: bit (Intel)] on win32
print ("The number is less than 200") |Type "help”, "copyright", "credits”
I "license()" for more information.
[>>>
| RESTART: C:/Users/abhay/BRppData/Lo
/Programs/Python/Python37-32/CT_pag
99.py
Enter a number:150
The number is less than 200
>>> |
e e - Gae | R S—
Figure 6.11: Program Displaying the use of If Condition Output

So,inthe above example, if we enter a numberless than 200, it shows us the output “The numberis less than 200"

But, what will happen if we enter anumber greater than 200? No output will be displayed because we have not given
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Thisis demonstrated in the following example:

Program 11:

in32
'I‘ype “hElp", "copyright“, Mery
its" or "license()" for more

| File Edit Format Run Options Window Help

§=int{input{"Enter a number:")) ' e ierun,
1f a<200: s
print ("The number is less than 200"™) RESTART: C:/Users/abhay/BAppD

| \a/Local/Programs/Python/Pytho!

7-32/CT pages 99.py
Enter a number:678
>>> |

Figure 6.12: Program Displaying the Use of If Condition Output

Here, nothing is displayed when you enter anumber greater than 200.

if...else STATEMENT

The if... else control structure is used when either of the two different actions is to be performed depending upon
the result of the conditional expression. It contains two blocks of statements. In case the conditional expression

evaluates to true, the statements in the 'if' block are executed, and if the result is false, then the statements in the
'else' block get executed.

Forexample, you can go out to playifit doesn'train else you have to play indoor games.
Syntax:
if:
Statements Set1
else:

Statements Set2

Program 12:

T O Tome Do Opbors Wodw Meb [oython 3.7.4 (Fago/vs.7 479093591125
= : s : har-n Python 3.7. ags/v3.7.4:@ e,
B=HICIEABECIRIERE 2 NaRERL ) |9722) (MsC v.1516 32 bit (Intel}] on
11 a<200: |Type "help", "copyright", "credits" a
print ("The number is less than 200") more information.
else: >>> |
print ("The number is greater than 200") RESTART: C:/Users/abhay/AppData/Loca
| * Pythond7-32/CT pages 99 2.py
| Enter a number:789
| The number is greater than 200
| >>> |
|
i

——r =r=——= === =— - A f okl == T

Figure 6.13: Program Displaying the Use of if-else Statement Qutput
In this example, when you enter a number less than 200, the first part, i.e., the 'if' part is executed and you get the

output, "The numberisless than 200".
When you enter a number greater than 200, in this case, the statement following the 'else' part is executed and

displays the output, "The numberis greater than 200".
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Progrrm 13: Create aprogramin Python to enteranumberand checkif the numberis a positive or a negative.

Eﬁh Edit Format Run Optons Window Help

| inum=int(input("ﬁnter a number:")) a

1if num<O:

20D TN | Dy - gl Mkl | s s L ! -
Python 3.7.4 (tags/v3.7.4:e09359112e, Jul 8 2019,
19:29:22) [MSC v.1916 32 bit (Intel)] on win32
Type "help", "copyright®, "credits™ or "license()"
for more information.

>>>

RESTART: C:/Users/abhay/AppData/Local/Programs/Py
thon/Python37-32/CT pagel00.py

Enter a number:-10

Number is a negative number

>>> |

Le? Cekd

Output

PRACTICE TIME

print ("Number is a negative number")

els
| print ("Number is a positive number")
|

Figure 6.14: Use of if...else Statement

| Fla Edt Shel Debug

e I e e el Lol S

B 2019, 19:29:22) [MSC v
1)] on win32
Type "help®, "copyright®

A

.1916 32 bit (Inte

, "credits" or "li

cense ()" for more information.

22>

RESTART: C:/Users/abhay/AppData/Local/Pro
grams/Python/Python37-32/CT pagel00.py

Enter a number:10

Number is a positive number

>>> |

-
LT Cotd

QOutput

AT

ik ‘ Create a program to input name of the month. Based on this input, the program should display the number

‘ofadaysinamontbh,i.e, January-31 Days, February-28 Days, etc.

2. Create a program to input the runs scored by a batsman in a match. Based on the scored runs by the

\ batsman, the program should display amessage whetherabatsman has scored a century or not.

if...elif...else STATEMENT

Sometimes, we need to work with multiple conditions. In this case, only using if-else construct does not serve the

purpc?se. Theif... elif... else statements provide a compact way to perform multiple tests on a condition.

For example, when you visit a bank, you go to the counter according to the service you want to avail. If you want to

deposit cash, you go to counter 1, if you want to enquire about the cheque, you go to counter 2, if you have to

enquire forasavings plan, you go to counter 3,and so on.
Syntax:
if <condition1>:
statementset 1
elif <condition 2>:
statementset 2
else:

- statementset3
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We canalso have the following syntax:
Syntax:
if <condition1>:
statementset 1
elif <condition 2>:
statementset2
elif <condition 3>:
statementset3
elif <condition 4>:
statementset4
else:
statementset5

Program 14: Write a program to display the name of the day according to the number given by the user.

(Fée Tée Format Fom Optcms Window MHep

a=int (input ("Input a number to print the name of th

f a==1:

print ("Monday™)
elif a==2:

print ("Tuesday™)
ellf a==3:
| print ("Wednesday")
jelif a==4:

print ("Thursday")
elif a==5:

print ("Friday")
elif a==6:

print("Saturday")
elif a==7:

print ("Sunday"™)

print("Invalid option®)

Figure 6.15: Program Displaying the Use of if-elif-else Statement

-

-

Fle BTN Teboy —Dpticen Wikliow - Hali PR W i
Python 3.7.4 (tags/v3.7.4:e09359112e, Jul 8 |
19:29:22) [MSC v.1916 32 bit (Intel)] on win3.
Type "help", "copyright®, "credits" or "licen:

for more information.
[>>>

|
RESTART: C:sters/abhay/nppnata/LocalfPrograﬁ

‘hon/Python37-32/CT pagel0l.py

Input a number to print the name of the day:5
Friday
>>> |

Output

Hence, from the above example, it is clear that we can add muiltiple conditions in a program using conditional

constructs.

Program 15: Createa programin Python to display the name of a colour on the basis of corresponding colour code.

|fhe Edh Femm Bun Options Windew Wep
lcode=input ("Enter a colour code:")
11 code=='v':
print ("violet")
lif code=='i"':
print ("Indigo")
elif code=='b':
print ("Blue™)
1if code=="qg":
print ("Green™)

f code=='y"':
print("Yellow")

if code=="o":
print ("Orangas")

elif code=='r"':

print ("Red")

pr;nt("Invaléﬂ_qgjour code"ﬂ

Figure 6.16: Displaying Colour Name

toaritg i KPS B

File Edit Shell Debug Options Window Help aas S e
Python 3.7.4 (tags/v3.7.4:e09359112e,
019, 19:29:22) [MSC v.1916 32 bit (In
win32

Type "help”, "copyright", "credits" o}
e()" for more information.

>>>

RESTART: C:/Users/abhay/AppData/Loca)
s/Python/Python37-32/CT pagel0Ol 2.py

Enter a colour code:o
Orange
>>> |

Output



| PRACTICE TIME

ABC Company is offering discounts on purchase of various electronic goods. At the payment counter, the operator is
required to input theitem code to get the details of the discount on the purchased items.

M

Refrigerator

Smart TV 101 15%
Micro Wave Oven 102 5%
Laptop 104 12%

Create a program which will display the total discount availed by auser based onitem purchased.

EEIRECAP

» Operators are symbols that perform arithmetic and logical operations on operands and provide a meaningful
result.

» Arithmetic operators are used to perform mathematical operations.
String operators work on the strings.

> The concatenation operator is used to join two strings and is represented by a '+' sign, while replication
operatoris used to repeat the printing of a string speicified number of times and is represented by the '*' sign.

Assignment operator (=) is used to assign the value of an expression to a variable.
Relational operators are used to compare the values or expressions.

l-(ogical operators work on the statements to set the relation between them.

The orderin which the operators are evaluated s called precedence of operators.
Analgorithmis a well-defined step-by-step procedure to solve a program.

Aflowchartisa pictorial representation of the flow of steps to solve a problem.

s L, U A il v S Gt

In programming languages, conditional statements cause the program control to transfer to a specific
location depending on the outcome of the conditional expression.

> The if statement is used when we have to evaluate only one condition.

|
> The if...else control structure is used when either of the two different actions are to be performed
depending upon the result of the conditional expression.

> The if... elif... else statements provide a compact way to perform multiple tests on a condition.
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SECTION - A

A. Fillin the blanks.

1. Theorderinwhich the operators are evaluatedis called of operators.

2. The valid combination of both operands and operators makes an , which returns a
computedresult.

3. operatoris used to concatenate orjoin two or more strings.

4. In Python, the flow of execution is altered by the use of statements.

5. The control structure is used when either of the two different actions is to be performed
depending upon the result of the conditional expression.

6. In Python, the conditional statement is terminated with a symbol.

I o '+ e+ ifelse + Precedence @ Colon 4 Control ¢ Expression

B. StateTrueorFalse.

1. Anoperator doesnotneedany operand to performany operations.

2. Unaryoperators canbe used onmore thanthree operands. :]

3. Exponential operatoris used to calculate the power of numbers.

4. Higher precedence operators are operated before the lower precedence operators.

5. 'if-elif-else' statementsare used when we have to evaluate only one condition.

6. Iterative statementsenablethe execution of aset of statements to repeat till the conditionis true.

C. Application-based questions.

1. Sumitis converting a decimal number to a binary number. He needs to calculate the remainder in each step.
Which operator do you suggest him to use for this task?

2. Arif's father is a businessman. He wants to determine whether he made a profit or loss based on the revenue
figures. Suggest an appropriate conditional construct he can use to solve the problem.

SECTION -B
D. Multiple-choice questions.

The values on which the operators work are known as

a. Operands b. Operating system c. Data d. Numbers
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/| (floor division) is same as / (division).

a. True b. False . In some cases, yes d. None of these

In which construct the statements in a program are executed in a sequential manner followed by one after
the other with no possibility of branching off to another action.

a. Conditional b. Sequential c. lterative d.None ofthese
Which statement among the following enables the execution of a statement to repeat till the conditionis true.
a. Conditional b.Sequential c.Iterative d.None of these

If in a conditional expression, the condition evaluates to false, then which block of statements will be
executed first?

a.else b.if c.bothaandb d.None of these

Name the following.

Two types of arithmetic operators

Three types of logical operators

Two operators used instrings

The statement whichis used to evaluate only one condition

The procedure to write the steps of a programin a well defined way
Answer the following questions briefly.

What do you mean by the term operator?

Whatis the difference between'/'and'//' operator?

Whatis the use of "*' operatorin a string manipulation?
P g P

What are the different types of control structures?
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ACTINATY

1. Write the output for the following code of statements.

a. a=10
b=20
print(a>10and b<40)
b. a=10
b=20
print(a+b)
print('a+b')
c. a=100
ifa>99:
print(a, 'is a three digit number")

else:
print(a, 'is a two digit number’)
d. a=4
ifa%2==0:
print(a,'is even number’)
else:
print(a,'is odd number")
2. Rewrite the programs after correcting the errors in the given box.
a. n=6
IfN%2 =0:
Print “n, is divisible by 2"
b. a=10,b=20
Sum=a+b
Print(Sum of numbers is +sum))
c. numl1=50
Num2=60
If Num1 < Numz2
Print num1 is smaller than Num2
Else

Print Num2, is greater than Num?1
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|
1. Write the code for the following programs using Script Mode.

a. Using the String Replication operator print your name 10 times.

i. Addthenumbers.

ii. Subtractthe numbers.

ili. Find the remainder when one number is divided by the other.
iv. Findthe quotient when normal division is performed.

v. Findthe quotient wheninteger division is performed.

i vi. Multiply the numbers.

adding 10% DA and 10% HRA to the basic salary.

be>=18.

b. Inputtwo numbers and design a program which can perform the following functions:

¢ Input the name, age, and basic salary of an employee. Calculate the total salary of an employee by

2. CreateaprograminPythontofindifayearisaleapyearornot. Ayearisaleap yearifitis divisible by 4.
3. Write a program to display “Valid Voter” if the following condition is true: Age of the person should

"GROUP DISCUSSION For Concept Clarity

Conducta group discussion in the class on the given topics:
> Different Types of Operators

> Sequential Statements and Iterative Statements

. PRoJECT work [N Using Creativity

perthe given conditions.

Age HRA DA
age <40 HRA 5% DA 10%
age between 40 to 50 HRA 7% DA 12%

Input the name, age, and basic salary of an employee. Calculate the total salary of the employee as

1 onuie s 1O

| .
To kn|ow more about programming in Python, visit the following links:
> https :/[www.tutorialspoint.com/python/python_basic_operators.htm

> https://www.programiz.com/python-programming/operators
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CHAPTER
INTRODUCTION TO HTML 5

' LEARNING IN THIS CHAPTER '

® What is HTML and its brief history = Tags, Elements & Attributes = Cascading Style Sheets |
» Tools to be used ® HTML document structure r Methods of applying CSS

®» Creating an HTML document # Common HTML Elements » Background properties

Internet, an emerging technology, has become a vital part of our life. It is the largest information base and has
revolutionised the world economy as well as the society. The internet is a network of millions of computers, which
are connected with each other to share information and resources. Computers on the internet are either Servers or
Clients and communicate via networking protocol. The clients send requests to the servers and the servers respond
immediately with the required data.

The servers store files and information in the form of websites. These websites consist of millions of pages called
web pages, which contain, text, graphic, video, audio, and link to the other pages called Hyperlink. These web pages
can be accessed by different users around the world by using an internet connection. Have you ever wondered how
these web pages are created? Which language is used to write these web pages? The answer is: HTML. HTML is the
most widely used language to design web contents for the internet. In this chapter, you will be introduced to the
basics of this technology.

2 WHAT IS HTML?

HTML stands for Hypertext Mark-up language. It is a complete code package that allows the user to create web
pages that contain both text and graphics. It is a simple mark-up language that describes the structure and
behaviour of the web document. All the web browsers are designed to understand and interpret this language.

Letusanalyse theacronym HTML.

HYPERTEXT

Hypertext is a piece of ordinary text that has been spruced up with a special feature of linking to other documents or
webpages. So, when you click on the hypertext, it opens a new web page.

MARKUP LANGUAGE

Itis a language that uses special symbols called ‘Tags’ to mark-up a text
document that instructs the browser how to display the text. Mark-up
languages are solely concerned with classifying the parts of adocument
according to their functions like, indicating which part is the title of the
document, which partis heading or subheading, and soon.

Originally, HTML was developed with the intent of defining the
structure of documents to facilitate the sharing of scientific
information between researchers. Now, it is being widely used to
format web pages with the help of different tags.
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2 BRIEF HISTORY OF HTML

HTML started its journey in the early 1980s with General Markup Language (GML). In
1986, this language was modified and standardised and named Standard General
Markup Language (SGML). In 1989, Tim Berners-Lee and his team re-designed this
language and named it as HTML. The standard version of it came into existence in 1995,
when HTML 2.0 version was announced. Later on, after two years HTML 3.0 and then
after two years HTML 4.0 was announced. HTML5 came into existence around 2008. The
two major organisations that were involved in developing HTMLS5 were World Wide Web
Consortium (W3C) and Web Hypertext Application Technology Working Group
(WHATWG ).

In this chapter, you will learn about the basics of HTMLS.

HTML 5 is the latest version of HTML. Itis a mark-up language using which you can create
aweb page in an easy and convenient way. Now, adding audio and video clips in the web
pageis as easy asincluding images, which was not possible in the earlier versions without
the support of external software or plug-ins like Flash Player. With the CANVAS feature,
you can also draw images directly in the web page. All these attributes of this new
version have addedrelevance and credibility toiit.

> TOOLS TO BE USED

We require two basic tools to work with HTML documents:
» HTML Editor - for creating and saving the documents

» Browser-forviewing the documents

HTMLEDITOR

There are mainly two types of HTML editors.

WYSIWYG Editor

WYSIWYG stands for What You See Is What You Get. This type of web editor allows a
developer to see what the end result will look like while the document is being created.
These editors provide various tools and graphical interfaces where the web pages are
designed. While using a WYSIWYG editor, users may not require the knowledge of HTML
commands as the elements (images, tables, lists, etc.) can be placed on the interface and
therequired HTML code will be added automatically.

For example: Adobe Dreamweaver, Amaya, Google Web Designer

Text Editor

You can also create HTML documents using normal text editors like Notepad or

WordPad. Unlike WYSIWYG editors, here, one is required to have proper knowledge of
HTML commands to develop web pages.

BROWSER

Web browsers are used to view the HTML documents. Some commonly used web
browsers are:
Learning

Computers with

Know the Fact

The internet began in the
mid 1960s as a project of
the United States
Department of Defense’s
Advance Research Project

k Agency.

Let's Know More

Tools like Macromedia
Dreamweaver and
Microsoft Frontpage can
also be used to develop
HTML web pages instead

\ of writing plain text.

z

Let's Know More

An intranet is a corporate
organisational network
that uses the same
protocols used on the
internet to share files and
send e-mail.

The only difference
between the two is that
an intranet is cut off from

\_ the outside world.
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0 Google Chrome @ Apple Safari

é Internet Explorer 0 Mozilla Firefox

e Microsoft Edge 0 Opera

2 CREATING AN HTML DOCUMENT

To create HTML documents, you will use NotePad. Let us ) My first Program - Notepad = O X
discuss how to create HTML document using Notepad. File Edit Format View Help
» Open Notepad by clicking on Start > Windows Accessories > :::i: “
Notepad. ctitle>
First Program
» The Notepad window will appear. :‘;titlm .
> Typethe HTML codeasshownin Figure. :;::;‘:’
— This is my first HTML program!!!!!
o X </body>
4 [ « Desktop » New foider @) v & Sesech Newlolde [ P </html> o
Organize v Newfolder . ' §
1 This PC
& Desktop |
o ' » Click on the File > Save option. The Save As dialog box will
b Music My first Program | . :
& Pictures - appear. Select the target folder to save the file and mention
2N the name in File name text box with an extension .html.

Fle name | My fiest Program hem|

» (ickonthe Save button.
Serastype Tet Documents (")

A~ Hide Foiden Encoding ANS [ s || e

VIEWINGANHTMLDOCUMENT

Here, Google Chromeis being used. .

Unlike other browsers (Internet Explorer, Mozilla Firefox), = *° &=« !
Google Chrome does not have menu bar. So, to openan HTML

file, either you can opt for keyboard shortcut, i.e., Ctrl + O or |
follow the given steps: a
|

> Enter the letter for the drive, in which your HTML file is | Google

present, in the address bar of Google Chrome. In our case, ;

itisC.. P ——
> Press Enter key. The directories and files on that particular s i

drive (C:in our case) will be displayed as links in the Chrome . ol e oty

window.
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» Now, navigate to the directory
|
that contains the HTML file you | «

[ tndexafca 4

C | O fiesfrcy

= n |
want to open by clicking the Index of C:\

links.

Name

¢ SAVG

Date Modified
160472016, 18:40-57

» Click on the HTML file, once you | = seecvciesis 25042016, 12,4715
SWindowy -WS 16042016, 152404
Cenfis Mgy 18102016 10-35 58

find it in the list. The file will
be|displayed in the Chrome

ot Decuments and Scttings

ESD

il metpub
& Imel

14/07:2009. 10:38:56
16042016, 17-24.10
05302016, 09-21:11
15042016, 18:23.05
13022016, 18:4822

wiqdow. | & Logs
2 TAGS, ELEMENTS, AND ATTRIBUTES

HTML code is made up of elements, tags, and attributes.
TAGS |

Tags are the building blocks of a web page. They contain elements that define how the
inform?':ltion onaweb pageis formatted or displayed. You can also include non-textitems
such as images, links, and lists on the web page using the text. Tags do not appearin the
browser window but they affect the display of the text and non-text items in it. Each tag
in HTML follows specific rules and syntax. These tags are not case sensitive, for example,
<tag name> and <TAG NAME> will have the same effect.

The HTML tags or commands are inserted before and after the text. Each tag, giving a
specificinstruction, begins with aless than sign ‘<’ and ends with a greater than sign ‘>’.
For example, the tag for defining a paragraphis <p>.

You use <p> before the block of text that you want to designate as a paragraph. This is
the opening tag or the ON tag. At the end of the text block, you place </p>. This is the
closing tag or the OFF tag. So, to define a paragraph, you will type the following in the
text editor;

SYNTAX: <p> some text</p>

on tag off tag

ELEMENTS

An HTML element consists of an ON tag, the content, and an OFF tag.
The HTML elements can be categorised as:

» Container Elements » EmptyElements

Container Elements

The elements thatinclude both ON and OFF tags are called Container Elements.
Forexample, <b> This makes the text bold </b>

Empty Elements

Empty elements contain only ON tags. They do not have OFF tags. These elements do not
enclose any data; instead they do some function on theirown.

Forexample, <br>tag (It breaks the line and displays the text from the nextline.)
Learning

Computers with

Know the Fact

Opera, a popular web
browser by Opera
Software, is known for its
features, like download
manager, inbuilt phishing,
and malware protection,
etc. It is also the default
integrated browser for

L various mobiles.

Let's Know More

<HTML> tag is the
outermost tag in HTML
and is also known as the
root element.

Know the Fact

The <meta> tag, which is
placed inside the <head>
element, is used to specify
page description,
keywords,and other
metadata (information
about data) of the HTML
18 document.
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ATTRIBUTE

An Attribute is the property that provides additional information about an HTML element. It enhances the
functionality of a tag. An attribute is always specified inside the opening tag. All attributes consist of two parts -a
name and a value. The ‘name’ is the property that you want to set and the ‘value’ is what you want for the respective
property. Attribute value is always enclosed within quotes. We can use more than one attribute inside a tag.

For example, the width attribute of the <hr> tag specifies the width of the horizontal line in pixels or percentage. By
default, the width of the horizontal rule is 100%.

Soif we write <hr width=50%>, the horizontal line will cover only 50% of the page.

2 RULES FOR WRITING HTML CODE

» Tags and attribute names are not case-sensitive, so <Head>, and <head> have the same meaning. However,
using lower case is recommended.

» Containertags should always be closed because an unclosed tag can lead to undesired results.
» Valuesgivento the attributes should be enclosed within quotes especially if the value contains any blank space.
» Attribute values can be case sensitive.

» Whenthetagsare embedded, i.e., when you start a tag within another tag, you need to close theinner tag before
closing the outertag.

For example: <p><b> Hello </p></b> «| Incorrect

<p><b>Hello</b></p> *| Correct
» Tagnamesshould not contain spaces. For example, writing <body>as<b o d y>isincorrect.

» There should be no space between ‘<’ and ‘>’ in a tag.

2 HTML DOCUMENT STRUCTURE

The general structure of an HTML document has two sections: Head and Body.
HEAD SECTION

The Head section provides general information about the document, e.g., the Title defines a title for the page on
the browser’s Title bar.

BODY SECTION

The body section contains the text that gets displayed on the web page along with the other tags and attributes. It
includes text, graphics, and the other HTML elements that provide control and formatting to a page, like fonts,
paragraph, list,and other elements. Let us discuss the basic structure of an HTML document.

» The HTML document starts with <htmI> tag and ends with </html> tag. Everythingis written within these tags. If
the commands are not enclosedin tags then a web browser will assume the commands as text.

» The <head> tag is the HTML document header. It lies just below the <html> tag. It contains information that is
important about the web page, but you cannot see it in the browser window. The <head> contains no text within

itself.
et it KPS <98




» The <title> tag is to be given within the <head> tag. It contains the title of the document. The title is displayed on
the title bar at the top of the browser window and not inside the window itself. The title should be short and
include less than 64 characters.

» The <body> tag contains the contents of your document that gets displayed on the web page in your browser
window. In the <body> tag, you use number of formatting elements, images, heading, list, and hypertext links to
enhance the appearance of aweb page.

There are two basic categories of HTML elements used in the body tag:
» Block-level elements » Text-levelelements

A Block-level elements take up the full width available and by default begin on a new line. These elements include
tags like:

» Paragraph<p>

> Heading<h1>

» Horizontal rule <hr>
» Centering <center>

Text level elements are used to mark-up bits of text. They do not start on a new line and only take up as much width as
necessary. These include tags like:

> Bold<b>
> |talics <i>

» Linebreak<br>

( i
<html>
<head> " u g 0 %
Title of the web x
<title> 3 i _p_°9° = - o
C | @ file:///C:/Users/User]
Title of the web page —
; Text, which you want to show on your web
<ftitle> will be given here.
</head> @d]l’ l
<body>

Text, whichyouwant to
show on yourweb page <br>
will be given here.

</body>

</html> )
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The main functional difference between these two types is that block-level elements do cause line breaks
whereas as text level elements do not cause line breaks.

In the coming section, we will discuss some of the common HTML elements that are used frequently in an HTML
document.

2 HEADING

This tag is used to define different heading levels in an HTML document. It is basically used to emphasise the text.
There are six heading levels, H1 to H6. The H1 heading style displays the text in the largest size and is mainly used for
main headings. The lower levels are used for sub headings and less important things. It is not essential to use these
heading levelsin hierarchy. These heading tags are written within the <body> tag of the document.

/<htmi> \

<head>

<title> Using Heading Styles</title> e " SELE]
C @ Fe | Cyusers/MirnakDeskion/ 1 ntmi ax @ :

</head><body> : s

<h1>KIPS LEARNING PVT.LTD. -(H1)</h1> KIPS LEARNING PVT. LTD. - (HI)

<h2> KIPS LEARNING PVT. LTD.- (H2)</h2> KIPS LEARNING PVT. LTD. - (H2)

<h3> KIPS LEARNING PVT. LTD. -(H3)</h3> KIPS LEARNING PVT. LTD. - (H3)

<h4> KIPS LEARNING PVT. LTD. - (H4)</hd> RESLEARRNG SNT LD~ (89

KIPS LEARNING PVT. LTD. (HS)
<h5> KIPS LEARNING PVT. LTD. -(H5)</h5>

KIPS LEARNING PVT. LTD. - (H6)

<h6> KIPS LEARNING PVT. LTD. -(H6)</h6>
</body>

!{htmb /

2 PARAGRAPH

To display a long piece of text on a web browser, the paragraph element <p> is used, which marks a block of text as a
paragraph. To mark the end of a paragraph, </p> element is used. When you start another paragraph, the web
browser willleave one line between the two paragraphs.

» LINE BREAK ELEMENT

Line break element splits the line and displays the text on a new line. It is like an Enter key on a keyboard that takes
the cursor on the next line towards the left margin on the screen. Line breaks are good for ending lines after short
pieces of information, such as address. You can introduce a line break into your HTML document with the help of
<br>tag. This element has no end tag.

weared i KPS (00




K:htmb

<head>

=B8] 8 |

@ Line break element x4

C @ File | C/Users/Mirnal/Desktop/... @ o

Kips Learning Pvt. Ltd.
B-40, Sector-57,
<body> Noida

Pin-201305
Ph-8130100096

<title> Line break element </title>

</head>

Kips Learning Pvt. Ltd. <br>
B-40, Sector-57, <br>

Noida <br>

Pin-201305 <br>

Ph-8130100096
</body>

\czlhtmb /

2 HORIZONTAL RULE

It is used as a separator between blocks of text. The <hr> element draws a horizontal line across the page. It is an
empty elementand has no end tag. Type <hr>where youwant toinserta horizontal line in between the text.

2 COMMENT

So far you have seen that whatever you write inside body tag, it gets displayed in the web browser. Sometimes, you
want to write notes for yourself in an HTML document, but do not want them to be displayed in the browser
window. Insuch a case, youneed to use the Comment tag. To comment the text use any of the following ways:

<!-Learning HTML is great fun—>
Or
<comment> Learning HTML s great fun </comment> (The commenttag worksin Internet Explorer)

> BOLD

The bold tag is used when you need to emphasise the text. Type <b> before typing the text that you want to display
asboldand type </b> afterthe text.

For example:<b> KIDS POOL-A COMPUTER COURSE </b>

> |TALICS

To draw the attention of areader on any important information, Italics tag is used. This element marks up the text in
Italicstyle. Type <i> tag before typing the text that you want to display in Italics and type </i> tag after the text.

For example: <i> Organised by: KIPS Learning Pvt. Ltd.</i>

I[E::nr:::;grs with KiPS




<html> \

<head>

<title> Using Bold & Italics </title>

==
shisdc> @ Using Bold & Italics x o+ =
<body> ¢ » @ @ File | Cy/Users/Mimal/Desktop/... @ & Q_;ﬁ
: A ~_ Bold effect |
<!- In this program we have used Formatting KIDS POOL - A COMPUTER C
effectsonthe text.—> Organised by: KIPS Learning Pvt. Ld.
' ltalics effect

<b> KIDS POOL-A COMPUTER COURSE </b>

<br>

<i>Organised by: KIPS Learning Pvt. Ltd.</i>
</body>
</html>

4

2 CASCADING STYLE SHEETS

CSSis a style sheet that provides a set of Style rules for defining the layout of HTML documents. Using CSS, you can
control the colour of the text, the style of fonts, the spacing between paragraphs, size and layout of columns,
background images as well as a variety of other effects. Style sheets are designed to separate the presentation style
of documents from the content of documents. This makes site maintenance much easier and provides more
flexibility.

The concrete benefits of CSSinclude:

» Controllayout of many documents from one single style sheet (External Style Sheet)

» More precise control of layout

» Apply differentlayout to different media types (screen, print, etc.)

» Moreadvanced options and sophisticated techniques

CSS TERMINOLOGY

Property

It defines how different elements look on the web page. Font-family, color, background, border and the like, all are
examples of properties.

Value

This is the value or option chosen for a property.

For example: Value for the Font-family property can be font names like Monotype Corsiva, Times, Arial, etc.
Declaration

A property and its value is collectively known as Declaration.

For example: Color : Green

(Property | (value)

Learion o KPS <002




Selector
It is the name of the HTML element to which you want to apply the declaration.

For example: If you want to change the behaviour of hr element (let us say its width should be 50%) then you would
use hras yourselector.

Rule

Selector and declaration together form a Rule.

Declaration Property Value

H1 { Color : blue; font-size: 20 px;} —> Rule

Example Value Declaration

Property
Selector

2 METHODS OF APPLYING CSS

You can include the style sheet rules with an HTML document in the following given ways.
IN-LINE (THE ATTRIBUTE STYLE)

One way to apply CSS to HTML elements is by using the ‘Style’ attribute. The Style attribute can be used with any
element in the body section including the <body> tag itself. You can use any number of declarations; each one
separated by a semicolon.

For example: <hr style = “width:50%; height: 100;
background-color: blue”>

This is not an efficient use of style sheet as the declaration is to be repeated with every element, even if the same
styleis applied onsome other elementinadocument.

INTERNAL OR EMBEDDED STYLE SHEET

This style has wider scope than the In-line method. With In-line method, the effects applied are limited to the
element with which the style declaration has been specified, whereas in Embedded style, the effects get applied to
allthe elements of the type with which the style declaration has been specified.

To create anembedded style sheet, you make use of <Style> tag in the Head section.

ehthi> - <lhaads )

<head> <body>
<style> <hr>

hr{width:50%;height:5%;background-color:blue;} </body>
<[style> </html>

\ - o
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EXTERNALSTYLE SHEET

In this method, you define the style rules separately in one file and then use it with any HTML document. An external
style sheet is simply a text file with an extension .css. Like any other file, you can place the style sheet with its name,
like style.css on your web server or hard disk.

This method incorporates two files. One file contains the style code only and the other file contains the HTML code.

Let us use the Style Sheets to set the various properties of body background. You will use Embedded style sheets in
this chapter.

2 BACKGROUND PROPERTIES

HTML allows you to set the background style of an element with the help of the following properties:
Color Image Repeat Position Attachment

BACKGROUND COLOR

This property is used to set the background colour of the HTML element.
SYNTAX:background-color:value

where value = color/RGB color code

,/ <html> \

<head>

<title> Using Background Color Property </title> ey H - o x
<style type = “text/css”> e C | ® fiesc fusersfuserzoesii@@éfgﬁé_ﬁaﬁa)mw Qi
body {background- color: yellow} Cenam Using background-color property an dehan gmg
<Istyle> |Property; value body background.

</head>

<body> el FHOL:

Using background color property and changing background colour.

\<Ibody> </html> /

BACKGROUND IMAGE

With this property, youcanadd animage in the background of an HTML document.
SYNTAX:background-image: value

where value = url (path of the image)

ﬂhtmb \\

<head>

<style type ="text/css">

body{background-image:url("C:/Users/User/Desktop/Html/ Teamwork.png")}

\<Istyle> J
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:(dhead:» ' ——— } o - 5 R

<body> C | D fies//C/Users/user/Desktop/Himi/Teamhim @ fr

<p>Teamwork is soimportant thatitis virtuallyimpossible

for? person to reach the heights of his capabilities or

make themoney that he wants without becoming very goodat t. b - ™
p_. Background <. ﬁ ; }j ﬁ\l ‘E s ﬂ#ﬁ .
</body> Image Repeated | S ;-4
\\<Ih§ml> > o s L/
BACKGROUND POSITION
Let's Know More
This pﬂoperty helps us in placing the picture or image at a desired place on the HTML
Col
document. By default, animageis placed at the top-left corner of the element. Hiack .O:;ite 0
‘v . : AT red B blue u
SYNTAX:background-position: value el R
where value = xpos ypos|x%y%| [top|center|bottom]||[left|center|right] maroon Mioive W
grey M purple m
. » xpos ypos - specifies the horizontal, vertical position respectively in units lime Wereen W
aqua [ navy m
of length orange [ teal m
o . e silver [ tan O
»  x%y%-horizontal & vertical positionin percentage dodgerbluem fiebrick  m
> [top|center|bottom]||[left|center|right] - These keywords also specify the peachpuff [ aquamarinefd]
vertical & horizontal position values respectively. Values are tobe chosenin =~ | . “Gami'{’:;fo‘ ]
conjunction from both the sets specified above. --i-:-f:‘-‘f‘-"-‘ e a
" Crimson rgb(220,20,60) W
BACKGROUND REPEAT Blueviolet  rgb(138, 43,226) W
' Gold rEb(255,215,0) @
T i 1#1 Pink b(255, )91, ZDBICI
With the help of this property, you can set the repetition pattern for the background T
image. By default, a background image is repeated in both horizontal and vertical
Hexadecimal Codes
directions. #800000 W | OOff00 M
_H#ff0000 M | #008000 M
SYNTAX:background-repeat : value #ffASO0 [ | #000080 W
#ffff00  [1 | #0000Ff M |
where value = no-repeat|repeat-x|repeat-y|repeat 4808000 M | HOOFff [ |
| #800080 [ | #008080 W |
> norepeat-image willnotberepeated #ffo0ff W | #000000 W |
] ; Hffffff [ | #cOcOc0 @
>  repeat-x—-image will berepeated horizontally \?naoao = '

» repeat-y-image willberepeated vertically
> repeat-defaultvalue,image will berepeatedin both the directions.

BACKGROUND ATTACHMENT

This property helps in either fixing the image in the background or make it scroll when
the userscrollstherest of the page.

SYNTAX:background-attachment: value

where value = fixed|scroll
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/ <html> \

<title>sbackground properties</titie>

<head>

<style type="text/css">
body{background-image:url("C:/Users/User/Desktop/Html/flower.jpg");background-position:topcenter;

background-repeat:no-repeat;background-attachment:fixed}

<[style> - B - EP e

[ background properties X
</head>

C | @ file//C:/Users/User/Desktop/Html/back_prop.html e 4

<body> Bockgoond prcpertias réed o imge
Background propertiesrelatedtoimage \
</body>

</html>

Because of
background-repeat:
no-repeat, the image
is not repeated

\ =

BEIRECAP

> HTMListhe most widely used language to design web contents for the internet.
| > Internet is a network of millions of computers, which are connected to each other to share information and
resources.
> Twobasictools arerequired to work with HTML documents:
> HTML Editor for creating and saving the documents
> Browserforviewing the documents
> HTMLcodeis made up of elements, tags, and attributes
HTML elements are of two types
» Container elements thatinclude both ON and OFF tag
> Empty elements that containonly ON tag
> Thegeneral structure of an HTML document has two sections
> Headsection: It contains the title that identifies the first part of an HTML document
> Body section: Thisis the section where you do most of the work
CSSisastyle sheet that provides the set of style rules for defining the layout of HTML documents
You caninclude the style sheet withan HTML document in three ways:
» In-linemethod
» Internal orembedded Style Sheet method
> External Style Sheet method
> HTMLallows youto set the background style of an element with the background properties.
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SECTION- A

A. Fillintheblanks.

1 is a piece of ordinary text that has been spruced up with special feature of linking to
otherdocuments or web pages.

2 areusedtoviewthe HTML documents.

3.  InHTMLS, feature helpsin drawing images directly in the web page.

4. elementsinclude both ON and OFF tags.

5. element splits the line and displays the text onanew line.

I + Canvas -~ Hypertext o Line Break +Web browsers » Container

B. StateTrueor False.

1. HTML5cameinto existence around 2008.

2. Tagsandattribute names are case-sensitive. ]

3.  Property defines how different elements look on the web page. :

4.  WiththeIn-linemethod, the effects get applied to all the elements of the web page. :

5. Youcanaddanimageinthebackground of a web page with the help of picture tag. _—

C. Application-based questions.

1. Rashmiwants to set the image of a zoo as the background of her web page but she is unable to do it. Help her
doso.

2. Ramitwantsto place thelogo of his school on the top left corner of the web page. How canhe do so?

SECTION-B

A. Multiple-choice questions.

1. HTMLisanimproved version of
a. XML b.SGML ¢.SML

Learning
Computers with
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Amayaisa

a.Text editor b.Web editor ¢. Word editor
The tag draws a horizontal line across the web page.
a.<br> b.<hr> c.<line>

provides the set of style rules for defining the layout of HTML documents.
a.Css b. WSS c.TSS

AProperty andits valueis collectively known as

a.Selector b.Attribute c.Declaration

The helps us in placing the picture or image at a desired place on the HTML
document.

a. Background-position b. Background-place ¢. Background-point

Answer the following questions.

Whatis HTML?

Explain the terms Tags and Attributes.

Whatis an Element? Explainits various types?

What are the basic tools used to work with HTML documents? Give an example of each.

What are Cascading Style Sheets? Name the different methods available for applying Style rules.
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ACTIVAT.Y

SECTION

‘ maLdhdh il S Perfection Through Practice

Create a web page using HTML to give description about

O erdangered species »

Instructions
» Giveatitleto the web page as ‘endangered species’.

; » Setthe backgroundimage at the top left of the page and set

the background colour to khaki. Piidangered Speeiés

» Apply Heading level 1 to the text ‘Endangered Species’ and ;..m e * o
using style sheetrule setits colourto blue. LA

> Apply Heading level 2 to the text ‘House Sparrow’ and |Domiiiessies e s tmos g LI 13
‘Reasons for ... Sparrows’ and using style sheet rule, set its |t S T S S Son i
COIOUFtorEd. Reasons for the dislocation of Sparrows

.\'Wﬂigwfﬁm‘!mn:ﬂ qtﬂ::vdd‘mmﬁafhw af vegetation

> Give Bold and Italics effect to the paragraph texts as and |/ i L miee it s

When required. m;:uimfng which leaves no entry or exit pofnts for feeding spareow

the ‘Endangered species’. " O e/t stseDesiop i sciynem @ %]

Divide the class into two groups and conduct a group discussion on the topic:

Block-level elements and Text-level elements

Create a web page for the website of your school, which will display the first three rank
holders of classes 1- 12. The title of the page should be, Achievers of the Year. Make use of
appropriate tags and different background properties.

“ow e

To know more about HTMLS, visit the following sites:
» https://www.tutorialspoint.com/html5/
> www.html5tutorial.info/
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MORE ON CSS3

| LEARNING IN THIS CHAPTER b - i

. = In-line Style e Font properties » Border properties
» Text properties ® Margin properties §

A cascading style sheet makes it easier to enhance the look of the different elements on a web page. It defines a
structure and way of presentation for the website. In the previous chapter, you learnt about the basics of HTML and
CSS. This chapter will further enhance your knowledge and skills on CSS.

2 IN-LINE STYLE
As explained in the previous chapter, Inline style is also one of the methods used to apply CSS on the elements of a
webpage. In this method, style declarationis given with each individual element with the help of ‘Style’ attribute.

Thisis not an efficient use of style sheet as the declarationis to be repeated every time even if the same effectistobe
used by some other elementinadocument.

Let us understand this with the help of an example.

( <html> 3
<head> <title>in-line method</title> i p———
</head><body> B s = S— —

C | © fie: fﬂCJUws/User!Desktopﬁrdme htmi b
We are using In-line style here. e
We are using In-line style here.
<hr style="width:50%; background-color:green; ST e
height:10"> S RS h L = =
The declaration has to be repeated agawn to apply d:umeeﬂ'ectonthel-ﬂ'\‘.ug
Asimple HR tag without stylerule e e e mwenm et e
<hr>
The declaration has to be repeated again to apply
the same effect onthe HR tag.
<hr style="width:50%; background-color:green; height:10">
<[p></body>

k </html> L

> TEXT PROPERTIES

Text properties in Cascading Style Sheets provide various formatting options to style the text in a webpage. In the
following section. You willlearn about the various text properties and their description.

TEXTALIGN

This property is generally applied to a block of text (h1, p, etc). It is used to set the horizontal alignment of the text
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inside the block.

i Know the Fact |
SYMTAK: textalign:value The default text colour for
where value = left|right|center]justify a page is defined in the
body selector.
TEXTDECORATION
This property specifies the decorations that can be applied to the textinablock.
SYNTAX: text-decoration:value
where value = underline|overline|line-through|blink|none
COLOR

This property helpsin setting the colour of the text.

SYNTAX: color:value

where value = color name|RGB color code|hexadecimal code

TEXT TRANSFORM | Let's Know More |
This property is used to transform the letters in a text into uppercase, lowercase, or | Youcanalsoadda blur
| 1 effect to the shadow by
capitalise thefirstletter of each word. . specifying the blur radius
SYNTAX: text-transform:value hitiaibs ::L‘;‘;_sz et

where value = capitalize|uppercase|lowercase|none
The higher the blur radius,

the shadow becomes
| wider and lighter in colour. |
> uppercase - capitalizes all letters of each word R e e )

i 5px red;}
» capitalize - capitalizes first letter of each word ‘
» lowercase-converts all letters of each word to small case
» none-thetextremainsunaffected
TEXTSHADOW

The text-shadow property adds shadow around the text. This feature may not be
supported by all the browsers.

SYNTAX: text-shadow:value

where value = h-shadow v-shadow color
> h-shadow specifies the distance of the horizontal shadow

» v-shadow specifies the distance of the vertical shadow

» color specifies the color of the shadow ™ Lat's Know More. |
! You can add multiple
shadows to the text;
: | specifying them one after |
value of v-shadow places the shadow above the text. ; another,
separated by comma.
For example: p{text-
TEXTINDENT shadow:1px 1px blue, 2px |

2px red}

tompurs win KPS (1>

A negative value of h-shadow places the shadow to the left of the text and a negative

The text-indent property specifies the indentation of the firstline of a text.




SYNTAX: text-indent:value
where value =lengthinpxor#%
WORD BREAK
The word-break property specifies the line breaking rules.
SYNTAX: word-break:value
where value=normal|break-all|keep-all
» normal-Words will break according to their usual rules
» break-all-Thelines will break at any character
» keep-all-Thelines will break at hyphens
LINEHEIGHT
This property is used to specify the space between two lines of the text.
SYNTAX: line-height:value

where value = number]length|percentage|normal

( <html> \

<head> H - o x
[ text properties X / [} text properties x \
<title>text properties</title> =y -
c |® file:///C:/Users/User/Desktop/success.html Q ﬁ'! :
<styletype="text/css"> e e e e
body{color:blue;text-decoration: m
underline;}
break-all effect
text-indent:30px; Success Is About Who You Are. Not What You Have '_l'l.ﬂ'tl'_l
p
text-transform:capitalize; People Work To Discover Their Talents. To Develop Discovered-Talen
line-height:1.5} ts. And Then To Use Those Talents To Benefit Others W 5
¥ mselves.
h1{text-align:center;text-shadow:2px
2pxred} 5 1t W What Vi
<Jstyle> People Work To Discover Their Talents, To Develop Discovered
S hasis [alents. And Then To Use Those Talents To Benefit Others 2 p_auaﬁm
As Themselves.

<body> -
<h1>Success</h1>

<p style=word-break:break-all>Success is about who you are, not what you have. Successful people work to discover
theirtalents, to develop discovered-talents, and then to use those talents to benefit othersas well as themselves.</p>

<p style=word-break:keep-all>Success is about who you are, not what you have. Successful people work to discover
theirtalents, to develop discovered-talents,and thentouse those talents to benefit others as well as themselves.</p>

</body>

\<Ihtml> )
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Font properties facilitate the settings and appearance of individual charactersin a line of Let's Know More

text. Let us discuss the various font properities. (C - —.

FONT FAMILY Sans-serif font is

considered easier to read

=t g g TRl

than Serif fonts.

Font family specifies the prioritised list of fonts to be used to display a given element or
web page.

SYNTAX: font-family:value
where value =family name|generic-family
Generic families are groups of family names that have uniform appearances.

Forexample:

Cursive: Family of cursive fonts, which look like handwritten text.
e.g.Comic Sans, Monotype Corsiva.

Serif: Family of fonts, which have finished strokes or pointed ends.
e.g. Times New Roman.

Sans-serif : Family of fonts, which have plain ends. Let's Know More

If you do not specify a font

size, the default size for |
normal text is 16px

(16px=1em), whereemisa

e.g. Lucida console. unit for measuring the
width of the printed matter.

e.g. Arial, Verdana.

Monospace: Family of fontsin which all the characters have the same fixed width.

Fantasy: Family of decorative fonts.

e.g. Impact.

Though generic family name is optional but it is advisable to use it, so that, if the browser
does not recognise the specified font, it will use the same generic family.

FONT SIZE
Itis used tosetthe size of the text.

SYNTAX: font-size:value

where value canbe

» xx-large »  smaller
» x-large »  x-smaller Let’s Know More |
» large >  xx-smaller If a font family name
contains space or special
» larger > length symbols in it, it must be |
; enclosed in quotation
» medium »  %(percent) L I'J
» small
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FONTSTYLE

This property displays the chosenfont, eitherin normal, italic, or oblique.
SYNTAX: font-style : value
where value = normallitalicloblique
FONT
This property is used as a shorthand method to set all the above properties in one single declaration.
SYNTAX:font:value
where value = font-style font-size font-family

Example: p { font: oblique 12px Impact, Fantasy;}

/ <html> B

<head>

<title>font property</title>
<style type="text/css">

body{background-color:rgb(201,150,100)}

</[style>
</head>
<body>
i e i B B =i e ik
<p style="font-family:monotype VT, =
Corsiva;font-size:xx-large'">You don't e
c | @ file:///C:/Users/User/Desktop/font-prop.html w ] ]

make progress by standing on the — — |
sidelines, whimpering and
complaining. You make progress by

implementing ideas.</p>
<p style="font-family:times new _’“"Wemmi‘fﬂ-*"-"mﬂ

roman;font-size:x-large">You don't
make progress by standing on the
sidelines, whimpering and

complaining. You make progress by 2

implementingideas.</p>

<p style="font-family: verdana;font -

size:large;font-style:italic">You don't
make progress by standing on the

sidelines, whimpering and Lucida console,medium

complaining. You make progress by

implementing ideas.</p>

<p style="font-family:lucida

Iﬁ:?nr:::grs with KIPS




/console;font-size:medium;font—style:oblique">You don't make progress by standing on the sidelines, whimpering \
and complaining. Youmake progress by implementing ideas.</p>

<p style="font-family:impact;font-size:small">You don't make progress by standing on the sidelines, whimpering
and complaining. You make progress by implementing ideas.</p>

</body>

\</html>

2 MARGIN PROPERTIES

In HTML, each element has four sides: right, left, top, and bottom. The Margin properties are used to set the margin
on HTML document; you can change the presentation of elements by setting the margin and padding properties.
The Marginis defined as the distance from each side to the sides of the neighbouring elements of the document.

Margin properties are used to specify the amount of free space surrounding an element.
» Margin-top : Sets the top margin of an element
> Margin-right : Sets the right margin of an element
» Margin-bottom : Sets the bottom margin of an element
» Margin-left : Sets the left margin of an element
SYNTAX: margin-side : value
where side =top|right| bottom|left and value =length|percentage|auto
» length—-Marginis specifiedin units of length, such as px, pt, cm, etc.
» percentage( %) — Margin is specified in % of the width of the containing element.

» auto - Browser calculates the margins itself.

We can also use margin property to set all the margins in one declaration.

SYNTAX: Margin : value of top margin value of iight margin  value of bottom margin value ofieft margin
2  Example: Margin: 10 px 5px 10 px *| Spx

B Margin:10px 5px 10 px Spx

> BORDER PROPERTIES
Border properties help you to set the border style, border width, and border colour of an HTML element.
BORDER WIDTH

It helps in specifying the width of all the four borders of an element. This can be defined by the values ‘thin’,
‘medium’, and ‘thick’. Its default value is ‘medium’.

SYNTAX: border-width: value

where value = thin| thick| medium| numeric value in pixels
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BORDER STYLE
It sets the style of the border. Its default valueis ‘none’.
SYNTAX: border-style : value

where value = none| hidden| dotted| dashed| solid| double| groove| ridge|inset| outset

BORDER COLOR

This property allows you to change the colour of the border surrounding an element. You canindividually change the
colour of the bottom, top, left and right sides of an element’s border. |

SYNTAX: border-color:value

where value = colour name|colour value (hexadecimal or RGB)
BORDER
Itsetsall the border properties in one declaration.

SYNTAX: border: border-width border-style border-color

Always declare the border-style property before the border-width and border-color property because an
element must have borders beforeits width and colouris set or changed.

( <html> \

<head>

<title>border property</title>

<style type="text/css">
body{background-color:rgb(255,195,11)}
<[style>

</head>

<body>

<p style="font-family:monotype corsiva; font-size: 40px; font-weight: normal;border-style:ridge;
border-color:blue;border-width:thick"> Hard-work beats talent when talent doesn't work hard.</p>

<p style="font-family:monotype corsiva; font-size:40px; font-weight: normal;border-style:groove;
border-color:yellow;border-width:medium"> Hard-work beats talent when talent doesn't work hard.</p>

<p style="font-family:monotype corsiva; font-size:40px; font-weight: normal;border-style:dashed;
border-color:green;border-width:medium"> Hard-work beats talent when talent doesn't work hard.</p>

\<p style="font-family:monotype corsiva; font-size:40px; font-weight: normal;border-style:dotted; /

earning i KiDS <C18>




border-color:yellow;border- P W o
i / [ border property *\

vﬁdtl?:thick'% Hard-workbeatstalent | 1o fle///C/Usersfser/Desktop/BorderkOpropeny bl @ #| i
when talent doesn't work hard.</p> - S ; : :

<p style="font-family:monotype Border-Style : Ridge

corsiva; font-size:40px; font-weight: r

r- 3

n‘onral;border-style:double;
border-color:red;border-width:thick"> |¢ <. : . :

Hard-work beats talent when talent ' o A RN R ORI & Yo Y sy
doesn't work hard.</p> sl T

Border-Style : Dotted

corsiva; font-size:40px; font-weight: :
normal;border-style:inset; :
b'oré:ler-color:green;border- y: )
width:thick"> Hard-work beats talent |f d-workf beats talent when ta 10 ) d.
when talent doesn't work hard.</p>

<p style:"font-family:monotype AT 1010 P T T o T PN oy Py R (i pke s e gty e G P R EETETES L

3 Border-Stye - Insel_

<p style="font-family:monotype

corsiva; font-size:40px; font-weight:
normal;border-style:outset;
bord'gr-color:blue;border—width:thick"> Hard-work beats talent when talent doesn't work hard.</p>

Border-Style : Outset

<Iboéy>

</html>

SERECAP

> AcCascading Style Sheet makes it easier to enhance the look of the different elements on a web page.

> Inthe In-line style method, style declaration is given with each individual element with the help of the
style attribute.

> Text properties in cascading style sheets provide various formatting options to style the text in a
web page.
> Fontproperties facilitate the settings and appearance of individual charactersin a line of text.

Margfn properties are used to specify theamount of free space surrounding an element.

> Border properties help you to set the border style, border colour, and border width of an HTML
element.
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6.

SECTION - A

Fill in the blanks.

sets the horizontal alignment of the text inside the block.

property is used to specify the space between two lines of text.

displays the chosen text eitherin normal, italic, or oblique.

propertyisused to convert the textinto uppercase orlowercase.

In method, style declaration is given with each individual element with the help of the Style
attribute.

is the distance from each side of an element to the sides of the neighbouring elements.

sIWVIESY| ¢ Font-style < Line-height » Text-transform » Text-align »Margin 2In-line

State True or False.

Generic family names should always be written in quotation marks.

Fontsize setsthe size of the text.

Word-break property specifies space between two words.

Itis not possible to specify margins individually for each side.

The default value of border-styleis ridge.

CSS provides formatting options to style the text of a webpage.

Application-based questions.

Shruti has displayed the entire text of her document in uppercase. Name the property she must have used to
achieve the same.

Rimiwants to apply shadow effect to the heading of herweb page. How canshe doiit?

Rajat wants to assign green colour to the paragraph. Write the code that will help him in completing the task.
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SECTION -B

Multiple-choice questions.

Which of the following values of the font-style property displays the textin cursive form?
a.Normal b. Italics c.Oblique

Identify the correct code.

a.Border-style:double_side  b.Border-style:single_side c.Border-style:inset
Choose the property that enables you to specify the space between the lines of text.
a.Font-Height b. Font-Weight c.Line-Height

Which property allows you to apply decorations to the textinablock?

a. Color b. Font-Decoration c. Text-Decoration
Which property has Overline as one of the possible values?

a. Text-Style b. Text-Decoration c. Text-Transform

is the family of fonts, which has finished strokes or pointed ends.

a. Cursive b.Monospace c.Serif

property specifies line breaking rules.

a.Word-break b. Line-break ¢. Text-break

If the font size is not specified, the default size of normal text would be

a. 10px b.20px c. 16px
Answer the following questions.

Differentiate between the properties: Text-decorationand Text-shadow.

Explain the utility of the font-family property.
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How canyou set the margins for an element?

What values can be assigned to the Font-size property?

Explain the In-line method of applying CSS.

Write ashort note on Border properties.

Write short notes on the following:

Text-Indent

Word-break

Text-transform

Line-height
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LAB SESSION Perfection Through Practice k& u‘*

Create a Web page similar to the one givenin the figure.

> Give title to the web page as ‘Clean [ 5 qenindiamission  x |+ i
1 s S st iasrta [l Ince

India Mission’. , {
& uad -

» Set the background image at the “
Center top of the page. o5 33 M
o :
SW C

| filey//Cy/Users/User/Desktop/Html/hirr

» Place a grey-coloured horizontal
rule.

» Using Style Sheet rules, apply JAM_J
Heading level 1 to the text ‘CLEAN
INDIA MISSION’. Centre align it, set
the font family as Times New

CLEAN INDIA MISSION

Seachh Bharal Abhiyasn ks A Metional Gampaign By The Government 0f India Sovering 4 041 Statutory Bities Aad Towns. Te
Glenn The Streels Boads And lntrastrocture 01 Thi Goantiy

% The Campaign Was Officialy Launched On 2,0ct,2014 At Rajghat, New Delhi, By Prime Mininster
Roman, font-color: green, font-size: |narendr= odi.

= 3 It 1s India's Biggest Ever Cleanliness Drive And g Million Govt Employees And School And College Students Of
200%. The heading should be in |f & 55 e o e

uppercase. At the end, place three

horizontal rules.

GROUP DISCUSSION For Concept Clarity

Divide the class into two groups and discuss on the topic:
Text-property vs Font-property

PROJECT WORK Using Creativity

Create a web page on the topic Tourist places of India. Set a suitable background colour, o
image, fontand font colour for the web page. Also, set the top and bottom margins. b

Tolearnmore about CSS properties, visit the following sites:

http://www.htmlhelp.com/reference/css/properties.html
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CYBER TOOLS

i

= OneDrive

m Google Drive

LEARNING IN THIS CHAPTER |
r- Cloud computing

m Google Maps

Millions and millions of computers with the internet access, communicate with each
other around the clock. This shows the amount of activity happening on the Internet,
which acts as a Global Network Platform. The services available on net are colossal.
Some of the basic and important services of the internet are: Online Chat, Video
Conferencing, File Transfer, Cloud Computing, Online File Storage, and so on.

» CLOUD COMPUTING

Cloud is defined as a set of hardware, networks, storage, applications, and services
combined together to deliver different aspects of computing as a service over anetwork
ortheinternet.

Applications, such as e-mail, web conferencing, customer relationship management
(CRM), all run in cloud. Salesforce — an American cloud computing company provides a
CRM cloud software that addresses all the business needs of the customers.

Cloud Computing refers to manipulating, configuring, and accessing the applications
online without installing them. Moreover, this centralised storage, memory, and
processing allow efficient and cost-effective computing. It makes the business
applications mobile and collaborative.

Along with this, copyright violations and piracy have seen a sharp decline over the past
few years, as the users instead of using pirated software can easily access the authentic
content by paying a fraction of the total cost. Cloud computing is 100% secure and
supports data confidentiality to use cloud computing facility. Thus, you can say that
cloud computing is amodel for enabling convenient and on demand network accessto a

shared pool of computing
resources (e.g., networks,
servers, storage, software
applications, and services) |
that can be released with @
minimal efforts or service = N

providerinteraction. '

ONLINE SHARING

Online Sharing is basically
sharing afilewithoneormore

rearie < win KPS <022

Fact File

Jack Don_w is the
founder of Twitter, which is
one of the most popular

social networking sites.
F

Know the Fact

In 2014, Facebook
acquired the famous
mobile messaging service

o WhatsApp.

Let's Know More

Linked [T
Linkedin is a social
networking site for
professionals and job
seekers. It is the world's
largest professional

network.
=




users through the internet. Itinvolves storing and accessing a file, such as documents, photos, videos etc., on a cloud
based storage. Google Drive, Microsoft OneDrive, Dropbox, etc., are some of the common examples of free or
economical cloud storage for the users.

To share files on a cloud based storage, users are first required to upload the file on the cloud server. Once the file is

stored on the cloud, it is assigned a unique URL, which the user can use to access, view, edit, download or share the
file.

2 GOOGLE DRIVE

Google Drive is a free online storage service provided by Google that allows you to store files securely on a cloud
with an internet connection. You can access your files anytime and anywhere from any device, such as computer,
smartphone oratablet using the cloud.

Google drive provides 15 GB of free online storage that enables you to store all kinds of files and documents on it.
You can store unlimited amount of photos, drawings, recordings, videos, attachments, text documents, and much
more.

Google drive not only stores your files but also gives access to free web based applications for creating documents,
spreadsheets, presentations, and more.

It also allows the users to share files and folders, edit documents in a collaborative way, which enhances the
efficiency and productivity.

The Google Drive can be accessed offline on the Google Chrome browser via a Chrome app, which can be installed
from the Chrome Web Store.

Google also offers various storage plans with a monthly subscription. The storage capacity of Google Drive can be
increased from 100 GBto 30 TB.

Ao B 0 d UPLOADING FILES ON GOOGLE DRIVE
To upload a file,
Googla apps Launcher
e b P-' » Sign in your gmail account.
GOC'g]E Drive Q  Search Drive
po Ao Saach » Go to the Google apps launcher i .
u e Drve i Sel.ect t!ﬁe Drive icon & . The Google [ e | My Drive +
YouTube Play News DerEwmdowopens, Iln o T J New folder.
r I X : » To upload a file to your drive, choose " | B Usiosd fics
L the Upload files option from the My Nikoad fokder.
J Grnail v Calendar I} . (© Recent
Drivedrop-downlist.  Or
ﬁ Google Photos B Google Docs
@ a( ’a' Clickonthe New buttonandselecttheFile B Google Sheets
Google+ Translate upload. § Tes B Google Slides
More » An Open dialog box appears. Browse B i ’ I
Figure 9.2: Opening Google and select the file(s) you want t0 g, o 3: Uploading Files on Google Drive

Drive Folder upload and thenclick on the Open button.
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» The pop up window appears notifying the uploading status of your document.
» Oncecompleted, the uploaded files willappearin your Google Drive folder.

» Similarly, you can upload a folder either by clicking the Upload folder option from the
MyDrive drop-down list. Or

By selecting the Folder Upload option from the New button.

» The Browse For Folder dialog box opens. Select the folder that you want to upload
and click OK.

Once you upload the files to Google Drive, you can manage, organise, share and access
them from anywhere. You can also edit your files online, but for that it is required to
convert themto Google Drive format.

"
. [

2 ONEDRIVE

OneDrive, previously known as SkyDrive or Windows Live SkyDrive, is a free online
storage facility offered by Microsoft. As the name suggests, it is a single place where you
can store all your photos, videos, documents, and much more in an organised manner
and that too free of cost. It allows the users to specify the files they want to keep private,
share with contacts, or make public.

It is a password-protected storage area in the cloud that allows the users to upload and
synchronise the data to cloud storage, and then access it from the web browser
anytime. It works well on all devices, like PC, Mac, Android, and iOS. Microsoft offers 5GB
free storage space to all its OneDrive users. It provides various other storage plans to
upgrade the storage space.

OneDrive is also available as a pre-installed app on windows 10. To access OneDrive in
Windows 10:

& Microselt OneDrve - x

Set up OneDrive

Put your fles in OneDrive to get them from any device

» C(Click on Start > scroll down to
OneDrive. The Microsoft OneDrive
window will open.

» Enter your Microsoft e-mail address
and click on Signin button.

> Enter the password and click on
Next.

> The location of your OneDrive folder
is displayed on the screen. You can
change the location of this folder by clicking on the Change location button. Click on
the Nextbutton.

Leaing 1 KPS 20>

Figure 9.4: Signing-in OneDrive

Let's Know More

Google Drive was
launched on
April 29, 2012. The web
version of Google Drive is

Qailab!e in 105 languages.

Know the Fact

In February 2014,
SkyDrive was
officially renamed as

OneDrive.
.

bee
Windows
Edition. No
for vari op ONns

Anniversary
you can look

directly by clicking on the
Start button.

Let’'s Know More

Dropbox is another file
hosting service, operated
by American company
Dropbox Inc., which has its
headquarters in San
Francisco, California. It
offers cloud storage. It was
founded in 2007, by MIT
students Drew Houston
and Arash Ferdowsi.




» Clickthe checkboxin front of Sync all files and folders in my OneDrive. *"*™
This will automatically save all your files and folders on OneDrive. Click _Sme files from your OneDrive

ve foldar. Yau
= pffiing,

on the Next button. Your OneDrive is now ready for use. To open
OneDrive folder, click on the Open my OneDrive folder button.

B4 Sync all files and folders in my OneDrive

Sync only these folders
L7 Flesrotn g foider (3.7ME)
[ | Doament pesm

« B motres uoaEy
B | schedies (3aa05)

» To add any of your files to OneDrive, drag them to your OneDrive
folder.

Once uploaded to OneDrive, you can work in collaboration on your

Selectet .64
Remaining space on C: 61.2 GB

documents by sharing them with multiple people. e e

! ; ; Y Figure 9.5: Syncing Fil Id
& Ifyouwanttouploadonly the chosenfiles, thenjustselectand drag | e inygf‘:g,i‘::s Sl

‘.[1 them to the OneDrive folder.

1

» GOOGLE MAPS

Google Maps is a free web mapping service that provides various types of geographical information. It offers real-
time traffic conditions and step by step directions to reach a destination by any mode of transportation. It also
renders satellite view, user submitted photos, 360 panorama and street view, thereby making it an interactive way
to learn about different places all over the world. It is accessible through your web browser or as an app for mobile
devices. While using Google Maps on Smartphone, you get even better directions. If there is traffic congestion on
yourway, it will suggest an alternative route. Apart from finding the way, Google Maps provides a lot of information
about different places builtrightinto the map.

Forexample, you can look up the address of a local ice cream shop by just searching for its name. You will be able to
see even the closing time of the shop and grab a link to the website.

Unlike a paper map, Google Maps is not limited to one state or country. Infact, it provides maps for almost every
countryintheworld.

HOWTO USE GOOGLE MAPS ON YOUR DESKTOP

» Visitthe link maps.google.com. Or

Conduct a search on Google for the name of a | piicin il
location. Various links to Google Maps willappear. ~ |€ € & 'meimeesskanin it i o e A
RAJEEV VIHAR i m
S -. i
» Select the link. It will move the location pointer to v H B
the destination point. oty = inary ves e s
. . . SECTOR 18 | cohpd Judian I.
» Click and drag the map to view the area and getan | .© " g fn
ideaabout the route to be followed. : sectoRiz oo N e . A
RAJEEV. COLONY ot S , 8l
" nangur R v oo ¥ EY ¥Gps Publizhing Work .
> You can click on the Zoom button [+] at the lower- : SERTORS. AW o chkula ' i
i ‘ : 1 JAGRA . T g . SECTOR
right corner to zoom in the image and get a better :: A N R e TR O e | 7 e 'f--.w.
L 5 vt 3 =0
view. : ;..d TR e e [ seoi * s
AL ¥USECTOR1] 4 w 8 2
. i . = - ~ Panchkula Google "".;..__ L Ta —ilE A
» To view the location in Satellite view, click on the | ™ Urban EState e ebmin e Solse
Earth view button @ present at the lower-left Figure 9.6: Using Google Maps
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To make use of Google maps on your smartphones, click on the Google Maps app. Select Directions and enter your

starting pointin My Location, choose the destination and press the Search button. It will display the route.

SEIRECAP.

> Google Drive is a free online storage service provided by Google that allows you to store files securely on a

cloud with an internet connection.

> OneDrive, previously known as SkyDrive or Windows Live SkyDrive, is a free online storage facility offered by

Microsoft.

» Cloud is defined as a set of hardware, networks, storage, applications, and services combined together to

deliver different aspects of computing as a service over a network or the internet.

> Google Maps is a free web mapping service that provides various types of geographical information.

SECTION - A

Fill in the blanks.

is a new form of communication in which the users can describe their status in short

posts.

OneDriveis a free online storage facility offered by

A is an online platform through which people, who have same personal or business

interests, backgrounds orreal life connects, build personal relations with each other.

Google Drive provides of online storage that enables you to store all kinds of files onit.

Microsoft offers free storage space toall ofits OneDrive users.
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HINTS v 5GB » Microblogging 2 15GB » Social Networking 2 Microsoft

B. StateTrueor False.

1.  Onedriveisafree online storage facility.

2. Thestorage capacity of Google Drive can beincreased upto 100 GB only.
3. Youcannotsharefilesstored on Google Drive.

4.  Cloud computing provides only hardware resources as a service overa network.

UL

5. Google Mapsis limited to only one country.

C. Application-based questions.

1. Deep wants to upload a video on Google Drive. Suggest the option that he should select in order to
accomplish the task.

2. Radhika is on the way to catch her flight. On her way to the airport, she lost the way. Suggest an App that
Radhika can use find the location of the airport.

SECTION - B
A. Multiple-choice-questions.
1. is the process of sharing a file with one or more users through internet.
a. Online sharing b. Video conferencing c. Updates

2. The storage capacity of Google Drive can be increased from

a. 5GBto 15GB b.15GBto 1 TB c.100GBto30TB
3. window is used to notify uploading status of a document.
a. Webpage b. Pop-up c. lcon
4. is a free service that provides various types of geographical information.
a. Google Drive b. Google Maps c. Cloud
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B. Writeashortnote onthegiven topics.

1. Online Sharing:

2. OneDrive:

3. Google Map:

C. Answer the following questions.

1. Whatis cloud computing? Explain briefly.

2.  Whatisthe use of Google Drive?

3.  Explainbriefly the use of Google Map.

4.  Writethe steps touploadfiles on Google Drive.

Learing i KPS G20




ACTIVAT.Y

SECTION
 mam
LAB SESSION Perfection Through Practice @ chvﬂ

Open Google Maps andfind the locationand address of a nearby ice cream shop.

1. Visitthelink maps.google.com. , e R UL e e

-‘-"-r' .
S e B EEE A e
. S g | Jo~se=s =
A o

2. In the Search box, type ‘ice .

cream shop’ and press Enter key
orclickonthe Searchicon.

3. A list showing the names of
different ice cream shops will be
displayedin the Showing results
panel.

4 Next, from the list, select the
name of your favourite ice ©

cream shop and clickonit.
Or

Locate the position of the ice cream shop on the map and click on the icon. This will further show the relevant

information like address, phone number, website link, etc.

' GROUP DISCUSSION For Concept Clarity

Discuss the following topic with the students:
OneDrivevs Google Drive

PROJECT WORK Using Creativity

Create a Microsoft PowerPoint presentation on five Latest IT Inventions, and upload the

presentation on One Drive,

CTTITETICNR oo For More
9 B

To know more about cloud computing, visit the following sites:
» www.ibm.com/cloud-computing/what_is_cloud_computing
» www.gcflearnfree.org/googledriveanddocs

| i Learning
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CYBER THREATS & SECURITY

« LEARNING IN THIS CHAPTER |- — e ——————— -

# Cybercrime = Cybercrimes against organisation/society I
® Cybercrimes against an individual person ® Cyber Security 5
| ® Cybercrimes against property . i

Computer and the internet have become inseparable parts of your life in multiple spheres these days. The booming
technologies of the modern age have made your life much easier and more connected across the globe via the
interconnected networks. Now-a-days, you are connected to the internet by many means, i.e., through computer,
smartphone, or tablet. These gadgets are used for storing personal information, online banking, online shopping,
booking tickets, playing games, and connecting with friends over social media.

Although networks of today have simplified the communication process and provided great opportunities in almost
all spheres, there are various types of challenges and threats associated with the use of these networks of today.

These threats are known as cybercrimes.
» CYBERCRIME

A cybercrime is any illegal activity done through the internet e.g., identity theft; where somebody can steal your
e-mail id or password and use it to send fake e-mails to people containing false information about the product or
winning alottery, etc.

Then there are credit card account thefts, internet frauds like, ordering goods in your
name, extracting mobile phone contacts, etc., forgery, i.e., imitating documents and
currency, harassing others and mischief mongering, by sending threatening messages,
all of which come under the jurisdiction of the Indian Penal Code (IPC).

Cybercrimes canbe divided into three main categories:
» Crimeagainstanindividual person
» Crimeagainst property

» Crime againstan organisation/society

2 CYBERCRIMES AGAINST AN INDIVIDUAL PERSON

The offences that cause or attempt to cause harm or threat to an individual come in this
category. These crimes can be committedin the form of:

E-MAILSPOOFING

Spoofing means hoax or misleading. Init, areceiver of amessageis fooledinto believing
that the message received by him is from a trusted source, which actually is not so. The il :
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message is bogus. When a user clicks on the link that is falsely provided by the sender, the
malware orvirus enters into the system of the user.

CYBERSTALKING

In it, an attacker harasses a victim through e-mails, social media, chat rooms, blogs,

instant messaging, etc. A stalker can be an online stranger or a person known to the

targeted person. In cyber stalking the person can:

» harrass and humiliate the victim by posting false |

informationabout him.
» monitororview avictim’s online activites. -

» damage the victim’s computer by sending r—‘

viruses.

CYBER BULLYING

It is an act of harming or harassing through information technology in a deliberate
manner. This includes insulting remarks and threatening messages sent by e-mail,
spreading rumors about the person either by e-mails or social networking sites, posting
embarrassing photos and videos to hurt the person, making derogatory remarks against

gender, race, religion, or nationality.
2 CYBERCRIMES AGAINST PROPERTY

In real life, you hear of stealing or robbing of one’s property. In cyber world also,
criminals look for an opportunity to steal or rob through the internet. They can steal
a person’s bank details and withdraw money from his account, misuse credit card of a
person, spoil the system of an organisation through malicious software to gain access
toit.

IDENTITY THEFT

It refers to the act of stealing and misuse of someone’s personal information. Itisamajor
issue for people who use the internet for online shopping, cash transactions, and
banking services. The stolen information generally includes a person’s name, date of
birth, account number, credit/debit card number, ATM pin, etc. This information is then
misused to obtain genuine documents, new credit cards to make purchase, withdraw
money, get passports, and driving licences in the victims name. Hackers steal the
information either through hacking the network that a personis connected to or placing
asoftware, unknowingly, on a person’s computer.

PHISHING

Itis an act of sending an e-mail to a user misleading him to believe that it is from a trusted

person or organisation. The user is asked to visit a website in which he is asked to update

or validate his personal details, such as the user name, password, and credit card details.
Learning
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Let's Know More

Any malicious program
on a computer or

. mobile device, such as

! virus, worm, Trojan, horse,

| Spyware, etc.,

are collectively

called malware.

Let's Know More |

Defamation is defined as a
communication that
intends to harm or
damage the reputation of
a person, business,
product, government,
religion, or nation.

Know the Fact

Key logger programs are

used to check the user's
keystrokes and get

important information,
k. such as passwords.

Let's Know More |

Social Engineering refers
to psychologically
manipulation of people
into performing actions or
divulging confidential

k\ information.
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In this way the operators of the fake website commit crimes in your name after
stealing youridentity.

PHARMING

In this type of attack, a piece of malicious code is installed on a computer or a
server, which misdirects the users to fraudulent websites without their
knowledge in order to obtain personal information, such as passwords, or

account numbers.

2 CYBERCRIMES AGAINST ORGANISATION/SOCIETY

Itis a planned and politically motivated attack to cause large scale disorder in computer networks. This category can
cause panic amongst the civilians. In this category, criminals hack government websites, military websites, or
circulate propaganda.

TRANSMITTING VIRUS

A computer virus is a program or a set of programs that disrupts the normal functioning of a computer. A virus
infects or destroys data. Like biological virus, it enters into the host (computer) without the permission or
knowledge of the host. The full form of VIRUS is Vital Information Resources Under Seize. The essential resources of
a computer, like memory, processing speed, data, and programs are hampered when a virus enters into the system.
Virus programs are self-replicating programs, which continuously expand their reach by infecting more and more
computer files, resulting in the loss of speed and destruction of data. Creating a computer virus and spreadingitisa
cybercrime. Almost all the viruses are attached to an executable file, which means that if a virus exists on a
computer, it will not infect the computerunless you run or open the malicious program.

Types of Virus
Thereare different types of viruses but broadly they can be classified into the following categories:
Boot Sector Virus

This type of virus damages the boot sector of a hard disc or floppy drive. A disk or hard
drive comprises smaller sections known as Sectors. The first sector is called the boot
sector. It holds the master boot record, which is responsible for reading and loading
the operating system. Boot Sector Virus becomes active at the time of booting the
machine and destroys the datain hard disk.

For example: Disk killer, Stone virus, etc.
Program File Virus

This virus infects the executable files or programs, such as those with extension, like .com, .exe, .ovl, .drv, .sys, etc.
These programs get loaded in the memory during the execution. The virus becomes active in the memory by
replicating itself and infecting files and other programs on the disk with the intention of causing permanent damage
ormaking themunreadable.

For example: Sunday, Cascade, etc.

Learning H
Computers with KIPS @



Multipartite Virus

A multipartite virus is a hybrid of a Boot Sector and Program File virus
that spreads in multiple ways. The virus gets entry into the computer
system through some infected media and then resides inside the
computer memory. After that this virus moves into the hard drive,
infect, the boot sector and starts spreading in the system by infecting
the executablefiles.

For example: Invader, Flip, Tequila, etc.
Polymorphic Virus

As the name suggests (poly-many, morph-forms), this type of virus exhibits itself in
different forms every time it infects a file and changes its binary pattern to avoid
detection by an antivirus program. For examples: Elkern, Marburg, Satan bug, etc.

Network Virus

Network viruses rapidly spread through a Local
Network Area (LAN), and sometimes throughout the
internet. Generally, network viruses multiply through
shared resources, i.e., shared drives and folders. When
the virus infects a computer, it searches through the
network to attack its new potential prey. When the
virus finishes infecting that computer, it moves on to
the next and the cycle repeats itself. The most
dangerous network viruses are Nimda and SQL Slammer.

Macro Virus

A Macro virus is associated with the application software, like Word, Excel, Powerpoint.
When opening the infected document, macro virus gets loaded into the main memory
and destroys the data stored in the hard disk. These viruses cause a sequence of actions
that get performed automatically, when the application starts. Once a macro virus gets
active on to your computer, every document you produce will becomeinfected.

For example: Melissa.A, Relax, bablas, etc.
CYBERVANDALISM

Itis the creation of malicious programs to perform harmful tasks, like to physically harma
computer or any of its parts, putting a malware on a computer that erases the hard drive
data or steals sensitive information. It also involves editing the online content in a
malicious manner so as to defame a website or disrupt businesses.

HACKING

Hacking refers to an illegal entry into a computer system or network. Hackers write or

use ready-made computer programs to attack the target computer. Some hackers do it
Learning
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Know the Fact

MyDoom is considered to
be the most expensive
virus in the world and in
cyber security history.
It caused an estimated
financial damage of
$38.5 billion.

Let’'s Know More

Clickjacking is a malicious
technique of tricking a
web user into clicking on
something different from
what the user perceives he
is clicking on.

Know the Fact

Vishing is the criminal
practice of using social
influence over the
telephone system, most
often using features
facilitated by Voice over IP
(VolP), to gain access to
sensitive information such
as credit card details from
the public. The termis a
combination of "Voice"

\_ and phishing.

Let's Know More

Bots are one of the most
sophisticated types of
crime-ware applications
that perform a wide
variety of automated tasks
on behalf of the cyber
k. criminals.
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just for enjoyment while the others hack for personal monetary gains by stealing credit card information and
transferring money from various bank accounts to their own or stealing sensitive information and extorting money
from some corporate giants.

CYBER SQUATTING
Itrefers to the act of using the goodwill of a trademark belonging to someone else and getting benefit out of it.
FORGERY

Itis an act of imitating or making a false copy of a document like Birth Certificate, Driving Licence, Currency notes,
Cheque Book, Passport, Postage/Revenue Stamps, Mark Sheets, etc., with an intent to check an individual or .
organisation. Special software, scanners, and other devices are used to recreate these documents and proceed with
theintended scam.

CYBEREXTORTION

It is a crime in which the victim is attacked first and then demanded to pay money to stop further attacks. Cyber
extortion may be done by blocking the system resource of the victim by some Ransomware or Denial of Service
(DOS) attack. Hacked e-mails are used to commit this crime. These fake e-mails force the user to click on some links
that may install the malware.

CYBERTERRORISM

It is used to conduct terrorism through the use of computers and the internet in order to cause fear and panic. It
causes large scale disruption of computers, telecommunication networks orinformation systems, so as to compel a
government or its people to fulfil some social, religious, or political objectives. Attacks on military installations,
power plants, air traffic controls, banks, etc., are some examples of cyber terrorism.

» CYBER SECURITY

Cyber security is a collection of technologies, processes, and practices designed to protect
networks, computers, programs, and data from attack, damage, or unauthorised access.
Itincludes the use of the following:

ANTIVIRUS

Antivirus is a computer program that is designed to identify, prevent, and remove viruses
froma computer. It performs the following tasks ina computer:

» Scansthe computerfiles to look for known viruses from virus dictionary.

> Identifies suspicious behaviour of any computer program, which might indicate
infection.

» Scansincoming e-mails, which might contain virus in the attachment.
Some popular antivirus software in use nowadays, are as follows:

McAfee, AVG Antivirus, Quick Heal, Microsoft Security Essentials, Symantec Norton Antivirus.

lﬁ.é:nmrswm KiPS@




Features of Antivirus Software [ Know the Fact |

e —

» Full System Scans: These types of scans are needed when you install antivirus | Cyber espionage is the act

. . & s . or practice of obtainin
software for the first time or recently you have updated your antivirus software. This Bl o indiv;dua:

ensures that there are no hidden viruses presentin yoursystem. competitors, rivals,
groups,
governments, and
. enemies also for military,
political, or economic
advantage. It is done using
illegal exploitation
methods on the internet,
| networks, software, and
l computers.

» Custom Scan: It helps you to scan your systemas
per yourrequirements.

» Virus Definitions: Antivirus software depends
onthe virus definitions to identify malware. That

is the reason you get regular updates on the new
virus definitions.

> Actions taken by antivirus: Antivirus software takes three types of actions whenever
avirusisfound. These are:

» Repairit: The identified virus gets removed from the infected file. This is the best
optionusually.

» Delete it: The infected file gets deleted
along with the virus. This option is used if

the virus cannot be separated from the
datafile.

» Quarantine it: When the antivirus program
is not sure whether the file is infected or
not, it separates out the file so that the virus
does not spread. Itis called quarantining. [ Know the Fact

FIREWALLS I A con man is the one who

exploits characteristics of

the human psyche such as

. greed, honesty and

users from gaining access to it through network or internet. It can either be hardware or dishonesty, vanity,
compassion, credulity,

| irresponsibility. He is one

follows a specific set of rules defined by the user or the network administrator. Basedon | yho tries to get something |

Firewall is a security system that protects your computer by preventing unauthorised

software or a combination of both. It is implemented on the gateway of a network and

theserules, it controls theincoming and outgoing network traffic. of value for nothing or for
something far less
ENCRYPTION SOFTWARE valuable.

While transmitting data over network, you may lose data privacy. You can protect our
data from an unauthorised access by using the technique called Encryption. It is the
process of converting your electronic data into a form that cannot be easily understood
by anyone. Encryption software is used to produce the encrypted text called 'Cipher
text'. To read an encrypted message, it has to be decrypted with the same software on

the receiver's side. This process is called Decryption. The software applications, such as
GnuPg or GPG can be used to encrypt data files and e-mails.

'éi?n':ﬁlﬁrs win KIPS @




Biometrics

It is the safest method to give authorisation rights to an individual. In Biometrics, a person is verified by means of
his/her unique biological or physical characteristics. It identifies a person by retinal scan, finger prints, voice
recognition, etc. These characteristics of a person are saved in a database. When a person tries to access the system,
the new data put by him is matched with the saved data. If verified by the unique identifier the person is allowed to
access the system.

Passwords

Apassword is a sequence of characters, numbers and special symbols that a user is supposed to enter to gain access
to the computer. It guarantees that the system is accessed only by the authorised users. To protect data and
importantinformation, strong passwords should be used.

Backups

In computer terminology, backup is the process of making duplicate copies of data, which can be used torestore the
original data in case of any loss of it. These additional copies are called backups. Backups can also be used to restore
the files that have been deleted accidentally or corrupted by the virus.

Cookies

Acookie s a text message given to a web browser by aweb server. The web browser savers this user-specificdatain
a text file. This file is called a Cookie. This file is later used by the browser to prepare customised webpages. A user is
notrequiredtofill the stored information everytime he purchases goods online.

Cookies are otherwise safe documents, which can be deleted anytime. But they can produce harmful consequences
if read by an unauthorised person. Hackers can use cookies to gain access to the user's sensitive information, which
can be misused to commit further crimes. It is advised to delete the cookies periodically so as to avoid any kind of
privacy threat, especially when working on public computers.

EIRECAP

» Acybercrimeisanyillegal activity done through the internet.
» Cybercrimes can be divided into three main categories: Crime against an individual person, Crime against
property, and crime against an organisation/society.

> In e-mail spoofing a receiver of a message is fooled into believing that the message received by him is from a
trusted source, which actuallyis not so.

» Cyber bullying is an act of harming or harassing through information technology in a deliberate manner, like

threatening messages by e-mail, posting of embarrassing photos and videos on social networking sites, etc.

Identity theftis anact of stealing and misuse of someone’s personal information.

» Acomputer virus is a program or a set of programs that disrupts the normal functioning of a computer. The full
form of VIRUS is Vital Information Resources Under Seize.

» Cyber Security is a collection of technologies, processes, and practices designed to protect networks,
computers, programs, and data from attack, damage or unauthorised access.

> Antivirusisacomputer program that is designed to identify, prevent, and remove viruses froma computer.
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% BRAIN

HINTS I » Biometrics

B.
1.

Fillin the blanks.

A

SECTION - A

canbean online stranger ora person known to the targeted person.

manner.

A

is an act of harming or harassing through information technology in a deliberate

is @ program or set of programs that disrupts the normal functioning of a

computer.

is a security system that protects your computer by preventing the unauthorised

users from gaining access to it through the network or Internet.

In

apersonisidentified by retinal scan, finger prints, voice recognition, etc.

State True or False.

Acookieis atext message given toaweb browserbyaweb server.

To protect data andimportantinformation, strong passwords should be used.
Decryptionsoftwareis used to produce the encrypted text called Cipher text.

The program file virus damages the boot sector of a hard disc or floppy drive.

Identity theft refers to the act of stealing and misusing of someone’s personal information.
Cybercrimeisanyillegal activity done through the internet.

Application-based questions.

» Cyber Bullying » Virus » Stalker @ Firewall

Arnav’s computer hangs frequently as it has virus in it. Which software will you suggest him to install in order to

solve this problem.

Sumit’s computer is not working properly. The executable files and programs with extensions, like .com, .exe,
.drv, .sys, etc. on his PChave got infected. Which type of virus has entered into his computer?

Learning =
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SECTION - B

Multiple-choice questions.

Whatis the full form of VIRUS?

a.Vital Information Resources Under Seize

b. Various Information Resources Under Sezie
c.Vital Information Resources Under Size

Whichamong the following virus is a combination of Boot Sector and Program File virus?

a.Boot Sector b. Multipartite Virus c. Polymorphic Virus
A virus is associated with the application software, like Word, Excel, and Powerpoint.
a.Network b. Program File c.Macro

is a computer program, that is designed to identify, prevent, and remove viruses froma

computer?
a.Antivirus b. Decryption c.Firewalls

What do you call the process that converts the electronic data into a form that cannot be easily understood by
anyone?

a. Decryption b. Encryption c¢. Translation
Answer the following questions.

Whatis Cybercrime? Give an example.

Whatis difference between Cyber Stalking and Cyber Bullying?

What s Phishing?

Mention any two ways in which you can protect your system.
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ACTINITY
SECTION

Open Microsoft PowerPoint 2016.

Choose ‘Blank Presentation’ from the

displayed list on the Start Screen. K %EE
Select the ‘Blank Slide layout’ from the |  bsemseame
Layout button on the Home tab. f:%?,f
Click on the Text Box button on the - m;gmrm
Insert tab in the Text group. Hold-down | s
the left mouse button while dragging i
the mouse to the right side. Release the | """
mouse button. S tar: 1B

e ——

SOFTWARE LICENSE

> You will get a rectangular box with the insertion pointin it.

Enter the text as shown in the first slide. Insert another slide in the presentation.

Click on the Layout button on the Home tab, and select the ‘Two Content’ layout from the

drop-down menu. Enter the text (refer Outline Pane).

Apply different animation effects to each point. Save the presentation by specifying a name to it.

4

Conducta group discussion on: Cyber Security.

S E ARSI  UsingCreativity

Make a presentation on Different types of Virus and their harmful effects. Explain the role of
antivirus in preventing the virus to enterin a computer. Search and access the information about
virus with the help of the Internet.

>
»

To know more about Cyber Security and Virus, visit the following sites:

http://www.itgovernance.co.uk/what-is-cybersecurity.aspx
http://en.wikipedia.org/wiki/Computer_virus

T

i
]

{
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i} " WORKSHEET _

———————] Chapters 6-10 |
Fillin the blanks.

isa piece of ordinary text that facilitates linking to other documents or webpages.

2. s OP@rators are used to compare the values

3. In areceiver of amessageis fooledinto believing that the message received by himis from
atrusted source, which actuallyis not so.

4, isafree online storage facility offered by Microsoft.

5 I , a piece of malicious code is installed on a computer, which misdirects the users to
fraudulent websites without theirknowledge. '

HINTS I » OneDrive + E-mail Spoofing ¢ Hypertext ¢ Pharming @ Rational

B. StateTrueorFalse.

1. Antivirusisacomputer program, thatis designed toidentify, prevent, and remove viruses
fromacomputer.

2. Tagsdonotappearinthebrowserwindow.

3. Negative value of horizontal shadow places the shadow above the text.

4.  Algorithmisthe practical representation of the stepstsolve aproblem.

5. Acybercrimeisanyillegal activity done through theinternet.

C. Giveanexample foreach of the following.

1. Conditional Statement

2. ABootVirus:

3. Online Storage Facility:

4.  FreeWeb Mapping Service:

5. Cybercrime against an individual
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(4 | WORKSHEET _

I Chapters 6-10 F

A. Multiple-choice question.

1

is the act of using the goodwill of a trademark belonging to someone else and to get

benefit out of it.
a. Cyber Squatting b. Cyber Stalking c. Cyber Bullying

is the process of making duplicate copies of data, which can be used to restore the
original data in case of any loss of it.

a. Custom Scan b. Backup c. Passwords

editors have graphical interfaces where the webpage is designed and HTML code is

added automatically.

a. Text b. WYSIWYG ¢. Graphic
property transforms the letters to uppercase, lowercase, or capitalises the first letter of
eachword.
a. Text Decoration b. Text Shadow. c. Text Transform
The value of the background repeat property will repeat theimage vertically.
a. Repeat-x b. Repeat-y . Repeat

Answer in one word.

Name the free web mapping service that provides geographical information.

Which property in CSS is used to specify space between the lines of text?

Which Python operator is used for floor division.
Answer the following questions.

How is Internal Style Sheet different from External Style Sheet?

What is meant by encryption?.

What do you understand by Cloud computing?
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» ANIMATE CC

Project 2:

Create an animation using two layers. Create a sea
scene in one layer and fish in the other layer.
Animate the fish from one end to the other.

Project 1:
Draw a matchstick man figure. Create an animation

using the Onion Skin tool.

Project 3:
Applying Masking Effect:
+ Importanimage of sports stars to the stage.

+ Renametheimage layerto Sports Stars.

+ Addonemorelayerand name it Hexagon Mask.

+ Drawthe hexagonshape at the centre of theimage in Hexagon Mask layer.

+ Convertthe hexagonintosymbol.
+ Insertakeyframeat Frame 60 on the Hexagon Mask layer and make it 4 times bigger on this keyframe.

Loaring i KPS <442




+ Selectthe Frame 1onthe Hexagon Mask layer and select Insert > Classic Tween.
+ Selectthe CW optioninthe Rotate field on the Properties panel.
+ Right-click onthe Hexagon Mask layerand select the Mask option.

+ Press Ctrl+Enter to play the Movie.

> PYTHON

Design a project for Delhi Vidyut Board that will generate the Electricity Bill based on the current and old meter
readings of an electricity meter. The following criteria should be used to calculate the total bill amount:

1. Fixed meterrental andline maintenance charges @ Rs 250.

2. Forthefirst 100 units, every unit will be charged @ Rs 3.25/unit.

3. After 100 units, every unit will be charged @ Rs4.75/unit.

4. Servicetaxof11.5% will be added to the final bill.

| File Edit Shell Debug Options Window Help e SR E— S —
Python 3.7.2 (tags/v3.7.2:9a3ffc0492, Dec 23 2018, 22:20:52) ([MSC v.1916 32 bit (In -~
tel)] on win32 1
Type "help", "copyright", "credits" or "license ()" for more information.

>>>
|| mmmmm=mmse===== RESTART: C:\Users\ADMIN\Downloads\elec project.py s====semsas=a
| Enter Customer Number:4556
| Enter Customer Name:Swaraj
| Enter the old reading units:50

| Enter the current reading units:500
I LR R e e e R

DELHI VIDYUT BOARD i
Bill of suplly for electricity |

Circle: Delhi Circle Code:103 Fhone Number 011-39333707
Customer Number: 4556
Cusctomer Name: Swaraj
Old Meter Reading: 50
Current Meter Reading: 500
Total Units Consumed: 450
Fixed Rental & Line Maintenance Charges: 250
Total Usage: 1987.5
. Total Tax:{(11l.5%) 228.5625
Total Bill Amount Payable 2466.0625
I EE|
|
| ~'h LN = e ____ pin e i e e S T e 0
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» EXCEL

Project 1: Create an Excel sheet to calculate the Actual Sales for different quarters for the ABC Company.

o e C D | E | F
REGION WISE SALES REPORT OF ABC COMPANY

Region Quarter 1 (Rs.) Quarter 2 (Rs.) Quarter3 (Rs.) Quarter4 (Rs.) Actual Sales Projected Sales

2

3 _North | 50000.00 4500.00 31000.00 4500.00 | 90000.00 | 90000.00
s+ East |  4500.00 5000.00 5343.00 3067.00 40000.00
s West | 3067.00 1200.00 23870.00 1200.00 34900.00
6 South | 50000.00 5400.00 3067.00 5400.00 70000.00

» OpenExcel 2016 and type data in the worksheet as shownin the figure.
» Fillthedatainall the columns except the column, Actual Sales.

» Click on the cell F3 and type the formula = Sum(B3 : E3), similarly calculate the Actual Sales for rest of the
columns.

» Apply Goal Seek on the column Actual Sales, so that it matches with the Projected Sales.
» Createthe Combo Chartbyselecting the columns - Region, Quarter3 and Quarter 4.

» Add one more column in the worksheet and show the Sparklines for the Quarters 1 to 4. For example, the
Sparklines for the North region will include the datarange B3: E3. Save the fileand close the application.

Project 2: Create an Excel sheet to calculate the Consolidated salary of three different years.

» OpenExcel 2016. Add three more sheets and group them.
» Formatthedataasshowninthefigure.

» Select the Sheet1 and enter the salary

Department Wise Salary Increment

forthe 2014.
» Select Sheet2 and calculate the salary il salany
for the 2015 with an increment of 22% | S-No. Department 2014
for all the departments. Similarly, 1 Marketing 45000
calculate the salary for year 2016 in 2 Sales 30000
Sheet3 withanincrement of 30%.
: 3 Content 30000
» Consolidate the salary of last three 4 HnTsan ReSOUrce 20000
yearsin Sheet4.
5 Administration 25000
» C(reate aPivotTable for Sheet4 and save
; 6 IT 40000
thefile.
7 Accounts 30000
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2 HTML

Project 1: Follow the below given instructions to create the home page of a school.

V. W YWV

W W

Bl - o0 X
[ Secred Heart Convent & X . .
C | @ files//C:/Users/User/Desktop/ HlmirchmAcu»ny xhooi htm! . T - _ _. e Q ﬁ |
“1I'Sacred Heart Convent Sr. Sec. School

FOUR VISION

Our vision and endeavours are 1o ensuse excellence i teaching and learning so that each cluld m his capacity 15 able to render his duties ina
responsible manner and lead a value based life in the diverse and challenging world of today. Disciplined life regulates the mind and body. It is
mandatory for students to follow the rules and regulations of the school which have been carefully designed in order 1o insnll the values of self control
| and a c1vic sense in them.

INSIGHT

— e ——— e — e ———
lith The Grace Of God Almighty. Sacred Heart Convent Sr. Sec. School. Jagadharn Is One Of The Best Schools In The Twin Cities Of Jagadhn And
amunaNagar The Proud Members Of Sacred Heart Fanuly Include More Than Twvo Thousand Students. Sux Sisters. Sixty Five Teachers And
weaty Seven Non-Teaching Staff. It Provides An Atmoqﬂm'! Where The Individual Can Develop His Her Talent To The Full We Take Collective
ide In Our Achievements With The Pronty Of The Indiviclual's Academic Potential.

Givetitle to the web page as 'Sacred Heart Convent School'.

Setthe background colour of the web page to PeachPuff.

Insert horizontal rule of Green color.

Using Style sheet rules, apply Heading level 1 to 'Sacred Heart Convent Sr. Sec. School'.
Top align and capitalize the text, set font-size to 500% and Font-family to Book Antiqua.
Place the logo of the school on the left side of the heading.

Insertanother green coloured horizontalrule.

Using Style sheet rules, apply Heading level 2 to 'OUR VISION'. Set the text in uppercase, underlined with
background color'Maroon', and text color "White'. Use appropriate Font size.

Italicise the paragraph textand set the font to 'Times New Roman'.
Insert one goodimage of the school.
Apply the same settings to the heading, 'INSIGHT' as used in the previous heading 'OURVISION'.

Apply border to the paragraph text with the border color - Olive and style as Ridge. The text of this paragraph
should be capitalised.

'éifn";‘.:.'lﬂm witn KIPS _




Project 2: Follow the below given instructions to create a web page similar to the one given in the figure,
describing the Benefits of After School Club.

;]f D After School Club 3

c.' [ @ filey///C sters/UserfDesktoprtml[htmlprcuect change HB.html Q % l :

| A HEALTHY MIND RESIDES IN A HEALTHY BODY

T IRTEIRTE IRTIIRTE IRT
TAPRTE PRI FATA PRI P

BETE

This Club Allows Students To Explore Areas And Subjects That They May Not Have Access To, During Their Classroom Studies.

After School Activities Play A Positive Role In Keeping The Kids Active And Healthy.

To Stay Healthy, the Youth Need At Least 60 Minutes Of Physical Activity Daily. There Is Not Enough Time During The School hours '
To Get It All.

Physical Activity Can Teach Life Skills Such As Teamwork, Patience, And Motivation To Help Youth Achieve Higher Goals.

o W
~u il

Being Physically Active Increases Self-Esteem And Reduces Anxiety, Depression And Stress.

After School JActivities Ward Off The Back-To-School Blues In Kids, and Make Them Healthy. As a Healthy
JMind Makes Its Abode In A Healthy Body.

st

Come One And Come All

Give title to the web page as 'After School Club'.

Using Style Sheet rules, apply Heading level 1 to the text ‘A HEALTHY MIND RESIDES IN A HEALTHY BODY ’,
center align it, set the font-family to, Cooper Std Black, font-color to green, font-size to 600%. The heading
shouldbeinuppercase.

A 4

Set the backgroundimage andrepeatit horizontally.
Positiontheimage as per the given figure.

Insertone horizontal rule.

WL W W

Using required Style sheet rules, enter the text for the given paragraphs. All the paragraphs except the 2nd
last one are having font-family as ‘Segoe UI’. The 2nd last one has font-family as ‘Elephant’.
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Robotics and other combinations will make the world pretty fantastic compared with today.

Arobot is a machine which is programmed by a computer
and can carry out a complex series of actions
automatically. The control of Robots can be done by an
external control device or from within the Robot itself. &=
Robaots can be designed in human form, but most of the e
robots are machines designed to perform a task with no
regard to how they look.

' Robot Vs Automatic Machines

“Carrying out complex actions automatically” is the key
element of Robotics but it is also true for many other
machines like washing machine, microwave, dishwasher, etc. However, washing
clothes cannot be considered a complex series of action. But, flying a plane on auto-pilot
mode definitely consists of a complex set of steps. Thus, we have so many machines
which areat the cusp betweenautomaticand robots.

So, programmable by a computer becomes another key element of Robots as many
automatic machines are programmed mechanically and are not very flexible. But since
computers are found everywhere now, it becomes difficult to use this to distinguish a
robot from another machine. So, how to differentiate between a robot and an
automatic machine?

Well, most of the Robots use sensors which can help them adapt their actions to their
environment and enable them to carry out complex tasks. Robots can be used in any
situation and for any purpose, but primarily they are being used in dangerous
environments (including bomb detection and deactivation), manufacturing processes,
or where humans cannot survive.

| Classification of Robots based on Working Environment
FIXED ROBOTS

These are mostly used in industries with well-defined work environment adapted for
Robots and perform specific repetitive tasks like painting parts in a car manufacturing
plant. With high capacity sensors, they are also being used increasingly for high-
precision surgery.

MOBILEROBOTS

They move around and perform tasks in large, uncertain environments. They are quite
helpful in situations that are not defined in advance and keep on changing over time.
They deal with unpredictable entities like humans and even animals. Self-driving cars,
vacuum cleaners, and drones are some of the common examples of Mobile Robots. The

- Bill Gates

Fact File

Eric the Robot, built in
1928 by UK is considered
to be one of the early
Robots. It would walk,

k move, and even talk.

Let's Know More

Robots can be used in a
classroom environment
as an engaging
educational tool. It is the
best tool for Project
Based Learning (PBL)
and an exciting way to
learn basic subjects like
Mathematics, Scientific
principles, Engineering,

and Technology. "

Learning

Computers with KIPS




design principles for Mobile Robots will change as per the motion mechanism: Aquatic
(underwater), Terrestrial (Cars), and Aerial (drones). However, we also have
amphibious Robots that can move, both underwater and on the ground. An operator
remotely controls many mobile robots used for pipe inspection, aerial photography, and
bomb disposal. Of late, fully autonomous mobile robots have been developed that don't
depend on any operator and can take a decision on their own. Self-driving car happens
to be the autonomous mobile robot getting the most publicity, although there are
mobile robots for even more dangerous and challenging environment, e.g., Space.
Curiosity, a car-sized rover, has been active since landing on Marsin 2012.

Classification of Robots Based on Application

INDUSTRIALROBOTS

The initial Robots were industrial Robots which were used to replace human workers
performing simple and repetitive tasks in a well-defined environment. The simplicity of
tasks and the well-defined environment simplified their design process. However,
today's industrial robots can manipulate objects in different orientations and can even
recognise different objects that need to be packaged in adifferent order.

SERVICEROBOTS

The Service Robots have improved sensors and have to interact with humans closely.
They are used to assist us in tasks like cleaning (vacuum cleaners), transportation (self-
driving cars), defense applications (drones), and medical procedures (surgery) etc.

Robotics is a branch of engineering and science that deals with the design, construction,
operation and the use of robots, including the design of computer systems for their
control, sensory feedback, and information processing. Robotics is used to develop
machines that can substitute for humans and replicate human actions.

Most of the research today in Robotics centres around making Robots more
autonomous by improving sensors and enhancing intelligent controls. Efforts are on to
make the robots more flexible and adaptable towards adapting to new situations based
on human interaction and past learning. It requires both sensing and intelligence as well
as understanding the psychology and sociology of the interactions.

—

Sophiais a social humanoid robot with the ability to display more than 50
facial expressions. Developed by a Hong Kong-based company Hanson
Robotic, Sophia was activated on April 19, 2015, and made her first
publicappearance inmid-March 2016in Austin, Texas, United States.

With the granting of a Visa by Saudi Arab In October 2017, Sophia
became the first robot to receive citizenship of any country. In
November 2017, Sophia was named the United Nations Development
Programme's first- ever Innovation Champion, and the first non-human
tobe given any United Nations title.

In 1998, Lego
introduced Mindstorm

Robotics Kits

- consisting of standard

bricks and building

. components, motors

and sensors, and a
programmable brick
having the computer

that controls the
components of the
Robot. With the help
of these kits, students
can develop their

Robots to perform

specific tasks.

Visit:
https://education.lego.com/

to know more details
about Lego Robot Kits.

Know the Fact

A humanoid robot is a
robot with its body
shape built to resemble
the human body. Some
humanoid robots also
have heads designed to
replicate human facial
features such as eyes
and mouths.




GOOGLE SHEETS =

Google Sheets is a free web-based spreadsheet application that allows you to organise, edit, and analyse different =
types of information much like Microsoft Excel. Using Google Sheets, you can perform calculations with powerful |

functions and formulas in it similar to other spreadsheet applications. You can also add charts, filters, generate pivot =
table, and much more it. It contains, has been designed keeping three major features into consideration:
collaboration, speed, and convenience. As it is an integral part of Google, Sheets can import all types of data from |
other Google services and the web at large. Though Excel is the all-time favourite of spreadsheet users, still Google :'
Sheets shines in some of the following areas:

COLLABORATION

. Multiple people can work on a spreadsheet simultaneously. Instead of working individually on a spreadsheet and
1 then e-mailing it to other team members for review, Google Sheets lets you share a single file with a group. This |
1 simultaneous editing and real-time commenting with others gives you a feeling as if you are across a table with each
: other, evenif youare miles apart.

CLOUD STORAGE

Though you can save your Excel spreadsheets in OneDrive, but in Google Sheets, it gets automatically saved in the
. cloudand canbe accessed from any computer, smartphone or tablet with a browser.

VERSION CONTROL

While using Google Sheets, there is no need to worry about another computer having the same version of Excel as

- thatofyours or switching on between different operating systems, like Windows and Mac.

INBUILT REVISION HISTORY

I
[ Google Sheets has an inbuilt revision history that gives a clear and complete information of all the changesand who =
. madethem. Youcan go toFile > Revision History to see thisrecord and restore your file from any point, if needed.

USEFULFUNCTIONS

You can translate the contents of a cell using the function GOOGLETRANSLATE() or using IMPORTFEED() and |
IMPORTDATA() functions, you can getinformation from the Internet directly into your sheet.

2 TO CREATE A NEW GOOGLE SHEET

» Click on the Launcher button | and select the Drive option.

. = |
Google Drive @ Seard

. » TheGoogleDrive window will open. .“ oy Dve
= » Now click onthe New tab and select the Google Sheets option from the drop-down |» i ’
menu. | B Fileupload
» The spreadsheet will appear in a new browser tab with the default name Untitled | i
spreadsheetat the top of the page. | | B GoogleDoss
» Click on the Untitled spreadsheet, at the top of the page, type a new name for your | ﬂ B GoogieSheets | [ :
B Google Slides

spreadsheetand then press Enter on your keyboard.

computers witn KPS @ r




> Yourspreadsheet willbe renamed.

» Whenever you need to view or edit your spreadsheet, you can access it again from your Google Drive, where it
will be saved automatically.

2 WORKING IN GOOGLE SHEETS
Each cell can contain various types of content, including text, formatting attributes, formulas, and functions.
Text: Cells can contain text, such asletters, numbers, and dates.

Formatting attributes: Cells can contain Formatting attributes that change the way letters, numbers, and dates are
displayedinacell.

Formulas and functions: Cells can contain formulas and functions to calculate the values entered inacell.

SELECTINGDATAINACELL fr 82
> To input or edit the cell content, select the cell by R B o LA
clickingonit ! Roll No. Name Hindi  English | Maths
gonit 2 101 Amit 2 7 90
» Youwillnotice ablue box around the selected cell. 3 102 SurbhiSharma 72 82 67
: ; ¢ | 103 Neha 70 72 76
» Now enter oredit the dataas required. 5 104 Hapreet 79 e &
st ~ 8 105 Bhaskar 98 96 89
s You can also select the cells using the arrow keys on | . 105 2 o s
: 8 107 Hemant 86 95 98
yourkeyboard. 5 —
- SELECTINGARANGE

e
English Maths Toselectacellrange:

5 0 » Click and drag the mouse until all the cells you want to select
= i are highlighted

72 76 ghlig '

85 82 » Releasethe mouse buttonto select the desired cellrange.

96 89

INSERTINGAND DELETING CELLCONTENTS
» Selectthecell whereyouwant toinsert the data.

» Type contentinto the selected celland press the Enter key. The content will appear in the cell and on the formula
bar.

» Similarly, you can delete cell content by selecting the cell and pressing the Delete or Backspace key from the
keyboard.

COPYINGAND PASTING CELLS
» Selectthecellsfromwhere youwant to copy the dataand press Ctrl+C.
» Place the cursoronthelocation where youwant to paste the data and press Ctrl+V.

» The copied cells will now have a box around them.




SORTING

Google Sheets allows you to recognise your data by sortingand -
applym gfilterstoit. sert Format Data Tools Add-ons Help  Allchanges saved i

L .03,1 SortshestbycolumnA A -Z 3 7 5 A .
Sortsheetby columnA Z -A |
» (lick on the Data tab and select the Sort range from the ¢ | =8
|
|
|

» Selectthecellrange youwant to sort.

Sortrange by column A A +Z |

drop-down list. Hindi Bofaage iy AT<n , B
az =
> i i > o -
The Sort range dialog box appears. Select either A-Z or Z-A - [ Sonmange
and click on the Sort button. 70 | Namedranges.
. ¥
» The entire data will be sorted according to the selected = 7° | ProlEResbess:neengs
option.
FILTERING
> Select the range that contains data. Do not include the Untitled spreadsheet 3]

column header, go to the Data tab and select the Filter P TR Vier WO D D S SRS )

S e 2P 18 123.  Capibri - - |k
option or click the Filter button ¥ onthe Menu bar. T = o i
» Thedrop-downarrow appears in each column header. ,—I s LR B RO s T e T
P PP ) RoIlNclj“--" |63 PP O S B,Ml‘l‘hsE‘Tohl =
» (lick the drop-down arrow for the column youwant tofilter. 2 | 11 SenA -2 %0 247
Adrop-downlist willappear L £} WHT e =8
yrop-¢ ppear. « | 1 % s
. . . 108 » [Filter by condibon . o 26
> Uncheck the tick marks of those values which youdonot | = = =
wanttoincludeinyourfilteredlist. Click OK. | 7 | sos| Secd-Cam Y |m o
) ) v | a = m
» Theselectedrange will befiltered accordingly. o
10
You can also filter the data by specifying the condition: n
12
» Click on the drop-down arrow for the column whichistobe = '
| 14
filtered. Adrop-down list will appear. 1
1%
» (ClickontheFilter by condition option. L
18
kx B
I A B L o4 D E F
1 |Roll NI Memee Bluiea: Elewatior B maths & Total
2 101 | SotA—2Z % 247
3 102 Sonz A 67 221 > Choose the condition from the spin box
4 103 _ 1176 218 and enter the value for the condition.
|. -5 104 « Filter by condition... lie5 s Click OK.
e iy | [hemsie *] |89 283 » The data will be filtered according to the
! 106 Value or formula _ 98 275 condition.
¢ | 107 _ T
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INSERTING ACHART
» Selecttherange.
» Clickonthelnserttab andselect the Chart R __—Bf

Option. Chart Earor
Recommendations = Crarbhped  Cushomizalion parg

» The Chart Editor window will appear. - |
» You will observe that Recommendations s = '

option is selected by default and the |, | .I_l.lli o =

recommended chart according to the .. T —

» " —_— I -
range you have selected, will be displayed ‘E Ty
==="mm "

on the right side of the Chart Editor

window. E E e e hes Bem W e

» Click on the Chart types. The list of
available categories for the charts willbe -
displayed. Choose the desired category
fromthelist.

» Formatthechartasdesired.

INSERTING ADRAWING

» ClickontheInserttab and choose the Drawing option.

» Now select the Text box tool and drag the mouse pointer on the
Drawing area. The text box will appear alongwith its associated |
formatting tools onthe Menu bar. i

|

Change the Font size and Text colorand type the text.
Click on the Image tool. The Insertimage dialog box will appear.

Select the Your albums option to choose animage.

L A S, Sl

After selecting the image click on the Select button. The image
willbeinserted onthe Drawing area.

» Click onthe Save & Close button to close the Insertimage dialog
box.

» Theimage willappearonthe spreadsheet.

isheet -} APPLYING FUNCTIONS
| t Data Tool -
i Insert | Format _Data _Tools Add-ons FelP | piace the cursor on the cell where you want the result of the
Bowanovs o functionto be displayed.
Row below
— ... » C(lickontheInsert>Functionoption.
Column left jodE G
Note Shift+F2 g > Selectthedesired function from the cascading menu.
| £ Function - Sum » Select the range. The selected range will get highlighted in the
E Chart. AVE_RA9E | columnwhere theresultis to be displayed.




L

i

» Afterselecting therange, pressthe Enter key.

» The calculatedresult willappearin the selected cell.

2 CREATING A FORM

Form helps youin creating and analysing surveysrightin

your web browser. Form is an inbuilt feature of Google | i «) B s «

J C | & hitpes/O0egoogiecom Toma// TKETguiwe, _urmncl07 S g RMORNLS ofniY Gl she e &) i

Drive, which is used to collect information from a group

4+ Marks Sheet

of people, giving you flexibility with the questions you
ask, and helpsin performing quick assessments.

QUESTIONS

For example : A teacher can assess student’s learning
and progress before, during, and after a lesson, collect Marks Sheet
observational data on student classroom work, survey

staff, and students for feedback on school matters and

T g % J @ Mubiple choice
so on. It can be shared with a link or via email. You can Wity eI

Viond Wios Yl

create a form with Google Drive or from an existing

\rend Wiice White

spreadsheet that can record your responses to your Duplication button

» Open an existing spreadsheet and click on the Insert Add title and ~ <
i 3 Add question || description = Ea
>Formoption or select Tools > Create aform option. -

» A message will be displayed at the top of the page " " = . S W

Worid Wea Wite

form. To createaformin Google Sheets: FO——

notifying you that anew form has been created. Click
on the Add question here option. A new window will open named as Untitled spreadsheet. Place the cursor on
the Untitled spreadsheet and type a new name for the spreadsheet.

» Clickonthe Color Palette to change the background color or theme of the form.

To apply any theme, click on the theme button (®'. The Select Theme window will open. Choose the desired
. & theme from the available list in the Navigation Pane and click on the Select button. The selected theme will be
@ applied to the form.

» (lickonthe Untitled Questions and type the question.

» (Click on the drop-down arrow adjacent to it and select the type of a question from the list. By default, Multiple
Choice typeisselected.

> Enter the options for the answer by clicking on Options1. Likewise, enter 3 more choices by selecting the Add
option or ADD “OTHER” option.

» Toaddmore questionsinto the form, clickonthe Add question button € andrepeattheabovestep.
> Youcanalso clickonthe Duplicate button I[J to copy the question.
» Thesame questionwill be pasted. To modify the duplicated question, click onit and type the new question.

» Todeleteaquestion, clickonthe Deletebutton @ presentatthe bottom.

ll-:i?rrl::lntgrs with KiPS @
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>

>

v W ¥ N N W W

é You can also add image and video into a form by clicking on the Add image I or Add video @3 buttons

.

Toreorder your questions or the options within a question, drag them to a new location.
To add titlein a form, click on the Add title and description button Tr .

To preview your form, click on the Preview buttonf0J .

~ respectively.

To add people in the group, click on the More menu and select the Add collaborators option. You will get the
Sharing settings window.

Inthe Invite people section, enter any user or group e-mail addresses you want to share your form with.
Click onthe Send button and then click on the Done button.

The persons whom you have added in the group will receive an e-mail with alink to your form.

Toview theresponses, go to the Responses tab present on the form.

Enable the Accepting Responses option.

Click on Create Spreadsheet button jgg to createanewsheet.

Click on the View responses in Sheets button to send the responses to a spreadsheet.

» You can also create a form in Google Drive by selecting the Google l."";".'..';“;.............,.,. e
Drive > New > More > Google Forms. Or '

Visit the website docs.google.com/forms and click on the Blank
thumbnail. A new blank form named as Untitled form will open in the
Forms window. You can customize the form in the same way as =

discussed above.

» Youcan also access predesigned templates from the same window. To R
access more templates, navigate through the TEMPLATE GALLERYand |
choose any template of your choice.

Share with others Gt sharsatia b @)
Lew snarmg an Lean more SHARING YOUR GOOGLE SHEET
Anpons =T e bok can ed - Copy hnk
e o A e e > Openthespreadsheetand click onthe Share button.

» The Share with others dialog box appears.

A e » Type the e-mail addresses of the people with whom you want to
i collaborate onthe spreadsheet.

== ! » Selecttheauthorization fromthelistand click on Send button.




QUICK GLIMPSE OF OFFICE 365

Office 2016 suite contains applications, such as Word, Excel, PowerPoint, and Outlook, which are available as a one-
time purchase foruse onasingle PC.

Office 365 is a suite of services offered by Microsoft. It is a web based subscription service, where you have to pay a
monthly or yearly fee to avail the various services it provides. Office 365 subscription plans include, Office 365 Home,
Office 365 Personal, Office 365 University, Office 365 for Mac, Office 365 for Business, etc. With each plan, you can
install the 2016 versions of Word, Excel, PowerPoint, Outlook, and OneNote (Access and Publisher are also included
for PCusers).

Withthe subscription of Office 365, you get:

» The latest version of Office applications that is updated regularly, as and when a new version is released. Office
365 can beinstalled on up to five devices.

» One Drive cloud storage (free up to 1 TB) enables you to store all the documents in one place and allows you to
access these documents at anytime and anywhere. Therefore, it is easier than ever to create, edit, and share the
documentsatonego.

» Free 60 minutes of Skype calling per
month, which will help you to stay in
touch with your friends around the
globe.

» Office Mobile Apps to get the things
done on any device - PCs, Macs, tablets
(including iPad and Android tablet).

2 KEY FEATURES OF OFFICE 365
Work smarter with the built-in Word Researcher and Editor

Researcher feature helps you to find and use the content, related to your topic, right within your Word document. It
uses the Bing Knowledge Graph to extract the relevant content from the web and provides safe and credible
information.

The Editor feature, on the other hand, provides intelligent suggestions for proof-reading and editing as you typeina
document.

Find the right command in seconds with Tell Me

Itis easier than ever to find the feature you need. Just type what you want to do in the intelligent “Tell me what you
wantto do” search box and go directly to the command you need.

Put your best foot forward with PowerPoint Designer and Morph

PowerPoint Designer is an intelligent, built-in tool that helps you to create high-quality slides in seconds. The new
Morph transition effect creates cinematic motion in one click, seamlessly animating between the slides.

]




Keyboard, touch, or pen-it works the way youdo

Touchand inking capabilities give flexible options for reviewing, editing, and presenting the views.

Organise and Share Your Work

OneNote is a digital notebook that helps you in
making quick notes either handwritten or typed. It
provides you with the flexibility to assemble and
organise your notes, images, audio, and video
clippings together in one location on your computer.
You can share your notebook with anyone you desire
and work onyour projects also at the same time.

Connect and Stay in Touch

It is the most popular application used for making
voice and video calls on the Internet. Skype to Skype
calls are always free but you can also use Skype to
call mobile phones and landlines at affordable rates.
You can also useit forinstant messaging or chatting.

SharePoint

Keep Projects Together

It is a platform, offering different services. You can
- use SharePoint to store and organise documents and
collaborate with anyone in real time. You can sign-in
to SharePoint from any device, like desktop or mobile
phones and can use it to have access to any

| information.

2 yammers

Connect across your Company

It is a private social network within a company or an
organisation that allows the team members to share
information, to have group discussions, and build a
body of knowledge that is instantly accessible by any
co-worker at anytime and anywhere.

Turn your Ideas into Stories

It helps in creating and sharing dynamic and
interactive reports, presentations, newsletters, and
personal stories. The built-in design templates help
to enhance its look. It also provides you with a safe
browsing tool to search relevant images, audio
clips, videos, and other contents that you can drag
and drop right into your creation. It is extremely
easy to share a Sway with your family and friends
without signing in or downloading additional
software. Sway for Windows 10 is available for
download in the Windows Store.

#
Eh Delve

Discover exactly what you need

Microsoft Delve, previously code-named "Oslo",
helps you in searching your e-mails, meetings,
contacts, social networks, and corporate documents
stored across Office 365. It uses "machine learning"
artificial intelligence to provide you with the stuff you
need to see. You do not have to remember the title of
a document and its location. Delve brings the right
information to you proactively based on what you
are working with. It shows you the documents no
matter where they are stored in the cloud but you
can only see the content that has been shared with




> Office lens

A Scanner in the Pocket

Office Lens, one of the incredible apps available

with Office 365, acts like a scanner and
makes digital copies of the captured printed
documents, business cards, posters, etc.

One can also use it to take pictures of the notes
from whiteboards or blackboards in the
classroom or meeting. This app digitises these
pictures and helps in cropping and refining their
quality to make them clear and readable.

This app provides the option to convert the
captured images to PDF, Word, or PowerPoint
files, which are automatically saved to OneDrive.
Besides that, the images can be saved to
OneNote oronthelocal drive of the device also.

It makes use of OCR technology (Optical
Character Recognition) to recognise the printed
or handwritten text so that one can search for
wordsinimages and then copy and edit them.

@B Office Remote

Turn your Phone into a Smart Remote

» Office Remote is another free app, which turns
your phone into a smart remote that interacts
with Word, Excel, and PowerPoint files on your
PC.

> In PowerPoint: You can start the PowerPoint
presentation, move to the next slides, check out
the speaker notes, view slide thumbnails and
jump to a slide, play and pause the embedded
audio andvideo files, etc.

» In Word: You can scroll through a Word
document, jump to headings and comments
section, change the zoom levels, screen up and
down, etc.

> In Excel: You can switch between worksheets,
move up and down the worksheet, change the
zoom level, etc.

» This app works both with Windows as well as
Android phones.

_ 8 r :
pﬁf Smart Forms 365

Convert your Paper Forms into Mobile Forms
Itisadata collection app, which facilitates in creating professionally looking forms.

It supports various templates to make the form design user friendly and attractive. It works in offline mode

also.

After creating forms, you can collect data through various means, such as sharing web link with desired

users, sharing the code with other Smart Forms 365 users, etc.
Filled data can be easily exported to other formats so thatit can be reused.
Filled forms canbe sent to OneNote, with the result the forms can be viewed on multiple devices.

It can be used to create short courses, assessments of mark sheets, surveys, take structured notes, lesson
plan. Medical professionals can use it to record Patient’s medical history, Trainee assessments, etc.




NATIONAL CYBER OLYMPIAD
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Section 2 : Fundamentals of Computer, Evolution of Computers, Memory & Storage Devices, Using Windows 7, MS-Word(Links, Mail Merge, Macros, Exploring
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Questions are based on Windows 7 and MS-Office 2010.
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L LOGICAL REASONING

1. Which of the following options will complete the (A) P

given series? (B) Q u
—> | F J' <L 2 (C) R P k
t (D) s sNT
A) | 1 = B) | 1 = 4. Five boys A, B, C, D and E are standing in a
row. A is between C and D and B is between D
(C) ~L ¥ (D) T and E. Which of the following pairs represents
— the boys standing at both the ends?
2. If TOGETHER is written as RQEGRJCT, then (A)C,B (B)E,C
how will PAROLE be written? (C)E,A (D)A,C
(A) NCPQJG (B) NCQPJG : -
(C) RCPQJK (D) RCTQNG 5.  Aman goes towards east five kilometres, then he
takes a turn towards right and goes five kilometres.
3. Inthe given figure, the triangle represents girls, He again takes a turn towards right and goes five
square represents sportspersons and circle kilometres. With respect to the point from where
represents coaches. Which portion of the figure he started, where is he now?
represents girls who are sportspersons but not (A) East (B) North

coaches? (C) West (D) South

6. MBP is a short form for a famous high end (iv) Windows Enterprise Edition
nOtebOO.k from Apple. It is called . (A) Only (i) and (ii) (B) Only (iv)
(A) Macintosh Book Pro (C) Only (ii), (i) and (iv)
(B) Mac Book Programmable (D) All of these
(C) Mountain Book Pro ==
(D) MacBook Pro 8. The function of 'Wrap Text' icon in MS Excel is
used to

7. You can join an Active Directory domain in which
i i ions?

?f the Tollowmg W'ndo“fs_ F-vorsions (B) Rotate text to a diagonal angle

() Windows Home Edition (C) Make all content visible within a cell by

(i) Windows Professional Edition displaying it on multiple lines

(ili) Windows Ultimate Edition (D) Highlight interesting cells

léz::::lntgers with KIPS @

(A) Join selected cells into one larger cell




9.

Match the following terms with what they stand
for

Term
(i) .com
(i) .edu

Stands for
(a) Education
(b) India
(iii) .in (c) Australia
(iv) .au (d) Commerce
(A) (i)-(a) (ii)-(b), (iii)-(c), (iv)-(d)
(B) (i)-(b), (ii)-(c), (iii)-(d), (iv)-(a)
(C) (i)-(c), (ii)-(d). (iii)-(a), (iv)-(b)
(D) (i)-(d). (ii)-(a), (iii)}-(b), (iv)-(c)

10.

14.

‘P- (A) 2. (A) 3. (B) 4. (B) 5.0

A browser is an interactive program that permits

a user to view web pages on the computer. The

browser performs which of the following services?

(A) Connecting to the source computer whose
address is specified

(B) Requesting new page from the server

(C) Receiving new page

(D) All of these

b B

12.

13.

Modern Computers compared to earlier
computers are ;
(A) Faster and larger (B) Less reliable

(C) Larger and stronger (D) Faster and smaller

In MS-Word, which shortcut key is used to
increase the font size of text?

(A)Ctrl + F (B) Ctrl + Alt + F

(C) Ctrl + Shift + > (D) Ctrl + Shift + X

Match the virus types given in Column-| with their

corresponding examples given in Column-Il.
Column-i Column-ll

(a) Macro Virus (i) Lamer Exterminator

(b) Boot Sector Virus (ii) Natas

(c) Polymorphic Virus (iii) Melissa

(A) (a)-(iii), (b)~(i), (c)-(ii)

(B) (a)-(i). (b)-(ii), (c)-(iii)

(C) (a)-(ii), (b)-(i), (c)-(iii)

(D) (a)-(iii), (b)~(ii), (c)-(i)

ACHIEVERS SECTION

Match the following output devices given
in Column-| with their descriptions given in
Column-II.

Column-i Column-ii
(a) Voice Response (i) It produces
System audio output by

selecting an audio
output from a set
of pre-recorded
audio response.

(b) Voice Reproduction (ii) It enables a
System computer to talk
to a user.
(c) Speech (iii) It converts text
Synthesizer information into

N . spoken sentences.
(A) (a)-(ii), (b)-(i), (c)-(iii)
(B) (a)-(i), (b)~(ii), (c)-(iii)
(C) (a)-(iii), (b)-(ii), (c)-(i)
(D) (a)-(i), (b)-(iii), (c)-(ii)

15. Which of the following QBASIC codes will
produce the given output?

Output:

1

2

3

(A)FORx=1TO3 (B)FORx=1TO5
PRINT x PRINT x
NEXT x NEXT x

(C)FORx=1T03 (D)FORx=1TO 3
PRINT x PRINT x
EXIT FOR EXIT FOR
NEXT x MORE x

16. If your cell shows 100, then the formula bar

could show.

(A) one hundred
(B) =50*2

(C) 50x2

(D) Nothing

Learning

Computers with KIPS

6. (D) 7. (C) 8 (C) 9. (D) 10. (D) 11. (D) 12. (C) 13. (A) 14. (A) 15 (A) 16. (B) |
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