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/Preface

Keyboard: Computer Science with Application Software (Third Edition); a series of eight
hooks for Classes 1 to B; is a concerted affort to impart knowledge about computers using
an ineresting and interactive approach. Computer science is a fascinating and wide-
ranging subject with limitless opportunities for ereativity and application. Today computers
influence every facet of our lives. In the highly competitive world we live in, a basic
working knowledge of computers is essential for success, There is, therefare, a great desire
to introduce computer education to children at an early age. There should also be enough
room for them to explore and create on their own,

This series introduces the subject in language that is simple and direct, Technical
vacabulary is introduced where necessary and all such terms are defined at the end of

each chapter. Comic strips, icons, engaging characters, and illustrations make the learning
process an enjoyable experience,

The content is based on extensive feedback from teachers, and on the latest trends in
computer education. Particular care has been taken to update facts and figures, and to
include information about the latest devices in the market,

The focus of Books 1 to 5 is on learning the basics of computer science; on understanding
MS Office 2013 and using KTurtle, a5 a programming language.

Books 6 to & move beyond elementary concepts and introduce Publisher 2013 (Flash
Viersion C83), HTML 5, Dreamweaver (Version C53), Photoshop (C53), Microsoft Small
Basic, and Visual Basic (Version Microsoft Visual Basic 2013 Express). This edition also
gives them the potential opportunity for hands-on experience of sound and video editing
through the programmes, Audacity and Lightworks,

With a strong emphasis on developing 21" century compates skills: critical thinking,
communication, collaboration, and creativity—this edifion of Keyboard: Computer cience

with Application Software will prove to be invaluable for students and teachers.
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A MACHINE

Machines are things made by us. They make our work casier,

Yosur rouist have alreacly
spert rany rmaciunes. Some of
el e given here

A pair of scissors is a simple
machine wused 10 cut paper or
cloth,

A car is also a machine
found outside the house.
Il is used 1o travel from
one place o another,

A toaster is a machine
found inside the house. Il
helps o make bread crisp
aned brown.
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box next to the machines that are usually found inside tha

Mark a tick () in the
house.

THE COMPUTER—A SMART MACHINE
F Join the dots.and complete the picture. Then colour it
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This is a machine called a computer, A computer helps us d0

many things. It helps us solve sums, draw pictures, listen to
music, play games, elc,
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Rocky, the Rabbit, wants to play a computer game. Help him reach his computer,
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Machines They are things made by us. Computer [t is a machine that helps
They make our work easy. us solve sums, draw pictures, listen to
music, elc,
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1. Count the number of animals using compulers and write the number in the bay Provideg

What is the crow USING? ... 15 10 2 COMPULRET ..oiiiivrannnn,

Mumber of animals using computers C]
2. Answer the following.
What are machines?
Is computer a machine? Give reasons for your answer,
Why is computer called a smart machine?

Identify things that you must not keep on your computer table. Why is this
important?

a0 oow

e. What are the different tasks that your computer can do and you cannot?
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* IN THE LAB

1. Write any three points of difference between you and a computer,

2. Take a look in and around your house and make a list of any five machines that you
see. Also try to draw their pictures,

3, Do you remember your first visit to the computer lab? How exciting was that! But can
you also remember what your teacher showed you? Make a list of all the wonderful
new things you discovered.

4. Imagine you are taking a very special guest into the lab for their very first time. Write
a short report on how you shared with them about the many different parts of the
computer, Remember ta show your enthusiasm!

GROUP PROJECT

Your task is to help make the essential rules of the computer lab interesting and
entertaining, 50 everyone wants to obey them without complaint! As a group, create your
own paper poster showing these rules and make sure you all contribute and share in the
experience, Have fun...and of course remember to follow the rules whenever you are in
the lab! Use pictures, images, or cartoon figures as well as bold and bright colours for the

text—you want everyone to take note of this very important poster!

22 TEACHER'S NOTES

« The teacher could bring pictures of common machines and ask the pupils to identify
them, Tell them about both desktop and laptop computers,
If possible, show the pupils a short children’s film or a cartoon film on the various
machines invented by human beings, including the computer, Explain the importance
of each of the machines in our day-1o-day life.
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WORKSHEET—1 !
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1. Connect the dots of the picture on the left, name it, and redraw the picture o
the right.

3. Who am I?
a. | am a machine used to wash dirty clothes.  b. |am a machine used to cut paper
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Rarts of a Computer
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A CORTRLITET ttw; \
has many s
Using the given words, label the body parts in the following figure:
head, arm, chest, knee, fool
A computer is made up of the following main parts:
» Monitor « CPU Box * Keyboard * Mouse
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MONITOR

“These are called
monitors You wil see
. barh kinds nowaocays

Maonitors look like TVs. You can see pictures and words on them,

Join the dots from 1-20 and colour the figure.
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CPU BOH

CPU box contains the CPU.
CPU stands for Central Processing Unit.
The CPU is the brain of a computer. It controls all the other parts of a computer.

Look at the numbers in the picture below. Now, use the given colour code to
colour the picture.
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HEYBOARD

Thais oy o

Lyl

A keyboard has many keys on it, These keys are used for writing on the computer,
This is known as typing.

Tor type any letter or number, press the keys.
Write your name in the blank space below.,

Now, colour the keys that have the letters of your name.
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The mouse of a computer cannot run and eat. But, like the mouse in Goggle’s
house, it has a long tail. It has two or more buttons,

It helps us draw pictures and point at things on a computer monitor.

The CPU in this picture does not know how to reach its Keyboard and monitor.
Can you show it the way?
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Other devices that can

be attached 1o a computer are speakers and printers, gt

learn about these devices.

GPEAKERS

A speaker is used 10 listen

a5 music, Two speakers are U

computer.

PRINTER

LFORD

Emvammnn i

to recorded voice as well
sually attached to a

Using a printer you can take a copy on paper of
whatever you see on the computer monitor.

This copy on paper is called a printout.

12
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Monitor It looks like a TV and can be Speakers They are used to listen (o

used to see pictures and words. recorded voice and music.
CPU It is the brain of a computer, Printer - It is used to take a copy on paper
Keyboard It has many keys on it. These of what we see on a computer monilor,
keys are used for typing.

Mouse It helps us draw pictures and paint
at things on the computer monitor.

mmm;{_

1. Circle and colour the objects that are parts of a computer.

D
2, Fill in the blanks with the correct words.
printer maonitor ™ CrU typing
a. A computer monitor looks ke a s
B, THE oo iesenssssssssnsesenneeses 15/t brain of the computer.
c. The keys of the keyboard are used fOr ... «
d. A mouse helps to draw pictures on a8 COMPULET ... o
B. A oessssseessesessssnereners 15 USEd 10 take a copy of what we see on the monitor on a
sheet of paper.
13 oo g o JEGHD
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3. Write T for the true statement and F for the false one.
a. The CPU stands for Central Pointing Unit. |;_
b. A keyboard has only 10 keys. ;_
c. A computer mouse is the brain of a computer. H-
d. A computer mouse helps to point at things on a computer monitor., .
e. Speakers are used to listen to music. (]
4. Answer the following,
a. Name the main parts of a computer,
b. Compare the common features between a monitor and television,
€. Why is the CPU essential for the computer to work properly?
d. Is it possible to print information from a computer screen using a device?
e. What does a computer mouse do?

i IN THE LAB

1. Visit the computer lab to see and identify the different parts of a computer,

2. Make a list of all the parts of a computer that you saw and try to draw their
pictures,

3. Write down the answers to these statements on different pieces of paper and put
them by each part.

i. | help enter information into the computer,
. 1am used to point at things and select them.
jii. I help produce sound,

iv. | am the brain of the computer,

v. | can help you get a printed copy.,

4. Look carefully at the computer and see how it is joined together by cables. Which
parts are connected to electricity?

3. Just to make sure you know the essential

s—explain how to start up and close
down the computer.

14
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50, let's i 3

et r,f;ﬂ:g:“- 'YPing and printing, Give your group a fun name and with your

type in their D“'::E WPE it into the computer. Each member of the group can then
Names. Again with your teacher's guidance, make a paper printout

of your efforgs. Yoiu ;
YOUr COmputer WEITEE:::E o proudly display your first printout on the wall near

4% TEACHER'S NOTES

* The teacher could point to the various parts of a computer and quiz the students on
naming those parts. Their functions could also be discussed.

* One could also demonstrate typing simple words on 2 computer, and fhen take a
printout to explain the concepts of typing and printing on paper,
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WORKSHEET—2

1. Search and circle the names of five computer parts in the grid given below,

|
C{MIO|N|[IT|T|OIR|T|M
PlL|P|[T|T|M|R|[K[R]|O
UIKI|E|Y|B|O|A|R|D|U
FIK|IN|IE|W| U ]JT|L|A|S
S|PlE]JA]|K E R #|&% |k
S{Y|S|T|E|M|U|N|I]|T
2. Match the following.
a, CPU a. typing
b. keyboard b. looks like a television
' €. monitor c. brain of a computer

3. Write the names of the two parts of a computer shown below.

(R PORD 1 E
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3 Uses of Computers ,-

Wh;]l can you dﬂ with a TV? You can listen to music, watch cartoons, and movies
to! Look at Mariam. She is enjoying a cartoon film on her TV.

You can do all of these things on a compuler also, and more!

On a computer, you can even play games, type, ma ke drawings, and solve sums.

PLAYING GAMES ON A COMPUTER
We can play games like cricket, racing, chess, and basketball on the computer.

] rlp . LXFORD



Cricket

Chess Basketball
TYPING

We use a keyboard to write on the computer, The keyboard has many keys. These
keys are pressed to write words and numbers. This is called typing.

" Weallhave g
A weirten on paper with a 1*-.Ir
¢ pencil. Bur look ar Ahad! He is
i writing using the keyboard
\_of a compurer. This is called
o 0 eyping

e ke
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MAKINE DRAWINGS

Draw your favourite fruit on the monitor. Now colour the fruit.

'I H LRRLIRTY
|. o & BB B 8 | 1 1 )
a5 = g @ ®m EEEE B B &
Ny mmm == #E BEE mEEE EEE &B

m—



SOLVING SUMS

A i - e .
A comprerc -{'

I50 Do st o sohe LR

Avesha is aoding numbers oa ;I

e CompLueT

Ve can also play ™
songs and hsen ro musc
O A COMMpLLer,

Sameer, Mashal Adam, and
Y, Hinaare having fun,

mends are watching
& carroon film on che
M COMPLILEr




AT SCHOOL

Have you seen computers in your school? They are very useful for teachers too!

Computers are used for teaching. Computers are also used for
preparing exam resulls.

AT HOME

You can also use computers for making project reporls and doing homework. They
are also used 1o send emails, which are like the letters you post at the post office,

sending emails
Making project reports

(VLFORD
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Often vou may have to share a computer in the lab with your classmate. Share the
computer and work together so that you can finish the work given to you by your
teacher in time.

1. Bunny the Rabbit, is doing different things in the pictures shown below. Mark with a
tick (+) or a cross (X) in the given boxes, the things that you think can or cannot be
done on a compuler.

B B D L.



Writing letters [ Washing dishes »
2. Fill in the blanks with the correct words,

pictures games music sUMs type
a. Youcanplay ..coocimnnnnns on a computer,

b YOU €aN .orrrareiansars a letter on a computer,

c. We can draw ...oooveiinin on a computer.

d. We cansolve ........ccocn on a Compuier,

e We can listen t0 ........ocoiens on a computer.

3, Write T for the true statement and F for the false one.
a. A computer is used in school for preparing results,
b, A teacher can use a computer 1o teach students.

c. A computer cannot be used to send mails.
d. You can make projects using a computer.
&, You cannot watch movies on a computer.

O0O000

4. Answer the following.
a. How can you use a computer to help you with your schoolwork?
b, List the things you do on a computer for entertainment.
c. What it the difference between playing cricket on a computer and on the field?
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A IN THE LAB

1,

B

. Using a computer program C

. Itis always good to say ‘Thank you'; try writing

Visit your school computer lab and learn to play games. draw, and type Using ,

compulter, ;
hosen by your teacher, try to draw an image o the

computer, just like Wajiha on page 19 of your Keyboard book. Can your frigng,

guess what you have drawn?
a thank you note to your frieng

for a present they have given you. Your teacher will help choose the computer

program for this activity.

Use the calculator app on the computer to solve the following sums:
. 4+1=

il. 543 =

.3 +b6=

v.2+3=

GROUP PROJECT

Computers are great for watching films and listening to music just like Sameer,
Mashal, Adam, and Hina are doing on page 20 of your Keyboard Book. Now it is
your group’s turn to see how to use the computer for this activity. Work out what the
steps are to do this and then decide who is going to do each task. (Remember things
like making sure the speakers are turned on, how to control the volume, how to tum
the computer on, how to start a cartoon film or music, and how to turn it all off at
the end). Enjoy!

4% TEACHER'S NOTES

The teacher could hold a class discussion on the difi .

; erent kinds of hat can be
v on s cnp: oo Ao 1
different from playing, say, a game of football on g sports field B

CXFORD 24
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WUORKSHEET—3

P
1, Loak at the pictures given below and complete the sentences,

Wit 15 2overerionnnnans o JiEIURE G BT COmpULLE.

The children are dancing 1o ..o
from a compuler.,

Aloram s making @ ....veeeeienn. 00 his compuler,

sums on her computer.

Ayesha i5 .ooevisnrrinsannes
O FONILIY
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2. Identify what is happening in the pictures below.

How many of these activities can be done on a computer? ...

3. Mark a tick in the box next to the activity that can be done using a computer in the
school.

—
—
[ ]

a. teaching [_ b. preparing exam results o
c. washing clothes [: d. solving sums |
e, cooking food E f. making Drawings -
SxFORD - 8 6 a 26 . IE
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KNOW YOUR KEYBOARD,

Hey | warnt you all ro
. meet my mend Toggle | Hi | am Toeele
4 fn'dli_:fl- He‘ knﬂ"ﬁj klt .:III.'-'C"JI: J |I 'I -El |_|_—I|I|I r_:-ll._'zll_;':lu.r

kevboardy in

rhis lesson.

A

i

A pencil or a pen is needed to write in a notebook. But we cannat use a pencil or a
pen for writing on a computer. For that, we need a keyboard.

The keysona

KEYS ON THE KEYBOARD 7 keyboard are different
P | from che beys used o
We can type by pressing keys on the . "’L:p; i "y

keyboard of a computer. T

El? OFORD
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In this chapter, we will learn about the following keys:

* Alphabet keys » Number keys * SPACEBAR
* ENTER key * Backspace key * Delete key
“Vour keyboard "
ALPHABET KEVS Ptk ver

The alphabet keys are used for typing words i different from the one
and sentences. Look at the figure given below. \5‘“’” here
Only the alphabet keys are coloured.

Colour the letters of your name in blue.

-

B EEEE] EEEE EEEE
SR RTHIH N EE B E

] - l-|l T ¥ W [l " " TNl §

|

s A

HUMBER KEYS

The number keys are used for typing numbers, These keys are also known as
numeric keys,



L ook at the figure below. There are two sets of number keys. Only the number keys
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The SPACEBAR key is used to insert blank spaces between two words or leters,

ENTER KEY

o

ENTER keys come
i twa shapes Your will
see bath kinds on

keyboards

i

BACKSPACE Key -

When pressed, the BACKSPACE key | -
erases anything typed on the left side of CLILASS
the cursor.

The cursor is the blinking line that you see
on the screen,

In this example, you need to correct the
spelling of ‘CLLASS' to ‘CLASS’ (Fig, 4.1),

Place the cursor after the first ‘L’ and then
the BACKSPACE key to erase the

ra'l’.

Fig. 4.1 Using the BACKSPACE key

i i E] ER B Hu = .

]
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DELETE HEY .

G’P"’d on the right side of the cursor,

in this example, you need to correct the spelling

of ‘COMPUTYER' to ‘COMPUTER' (Fig, 4.2),

position the cursor after ‘7" and then use the
DELETE key to erase Y,

Colour the keys according to the following
colour codes:

ENTER—Purple  SPACEBAR—Orange
BACKSPACE—Green  DELETE—Red

T.I}MFI_JTI‘FER

Fig. 4.2 Using the DELETE key

-

] EEEE] EFEE
=1 F=
nnpgl=o=
II—__J
= =] =) :
\ =,
H

Alphabet keys They are used for typing
words and sentences.

Number keys They are used for typing
numbers,

SPACEBAR It is used to insert blank

il -
l-: -

ENTER key It is used to move to the
next line.

Backspace key It is used to delete 3
character typed on the left side of the

Cursor.
Delete key It is used 1o delete a character

gpﬂfE.’E. t'r'F'E'd on the right gidg .[:f the CLursor.

31
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The keys on a keyboard should be pressed gently. Pressing hard on the keys can damage
the keyboard,

'_IEEHW

1. Fill in the blanks with the correct words,

Twi keys Enter spacebar keyboard
a. Weneeda ..o, 10 wrile on a computer,
b. You can type by pressing .......ccoiiinnnee.. 00 a keyboard,
c. Thereare...........c.covuenennn, 5815 Of nUmMber keys.
d. The longest key on the keyboard is called the ........c.....v.0.
e, The i, key is pressed to move to the next line.
EEEE ia o oo = EE & =
B EEER @& oo
20 SEE EEEE DOD i = : & [
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7, [l.fmhl:l, the Elephant, 'l-'l-'-'ll'.llLL to play a game on the computer but some of the keys of
his keyboard have fallen into a pond. Identify the keys of jumbo’s keyboard that have
fallen into the pond, and write them in the space provided.

1. Answer the following.
a. What is the longest key on the keyboard called and what is it used for?
b. Which keys help you to correct mistakes!
c. ‘What is the function of a cursord

d. What are the different types of keys on a keyboard!

e. Can you use alphabet keys to delete a word? Give your reason for your answer,

- 33 EFORD
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*L IN THE LAB

h

Visit "'If' ._-”H'.PL“{"' lala n|- '!I.'[:II”' !-',I:,:F'H‘}Hl q'l!'lfl |[][]'k il ”"H'_" fiiﬁ-l’,"!'[!nl kﬂ}'l]ﬂﬂl'dﬁ El[tHl:hE'd
1o the computers, Do all look the same or are they different from each other,

Iddentify the various keys of the keyboard you have learnt in this chapter,

Let's play Bingo! As letters are called out, type them in to form three letter
words. You may need to take it in tumns to type in the words, if you are sharing 5
computer with other students.

. Which key would you use?

i. 1o type a phone number

i, to delete a word an the left hand of the cursor

iii. to create a space between two words

iv. to type words

v. 1o move to the next line

vi. to delete a number on the right hand of the cursor

GROUP PROJECT

Now for some fun math. Take turns to type your names and birthdate. Type the
current year and calculate your ages. How many of you have birthdates in the same
month? Now add all your ages together, See if you can make the total number of
vour ages fill your screen.

<2 TEACHER'S NOTES

* The teacher should point out that there are two sets of numeric keys on a keyboard, To
avold confusion, the usage of the set that reguires knowledge of the NUM LOCK key
can be taught at a later stage,

* The teacher could also point out that the ENTER key on the NUM pad is convenient to
use when the calculator is being used, This is because while using the calculator only
the keys on the NUM pad are usually required.
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WORKSHEET—4

"

1. Colour the boxes that make the names of the following keys in the grid below:
sPACEBAR  DELETE  ENTER  BACKSPACE

ALAISIRITIYTE[W]A]
DIFIPIRIE]lZIX]x]c]
VIiBlA[N][M[K|[L[A]S]
BlA|C|K|S|PlAalc|E]
AlFlelr]T]|¥Y|H]|G]|N
s|clB[M[N[T][P|O][T
FIH[AIDBIE|L]E]|TIE
G(J|R|G|F[D|E|S]|R]

2, Who am I?

Backspace Enter Spacebar Delete

. | am the longest key of the keyboard. ..

b. | am the key used 1o delete the char&cter tcl the rlght nf the cursor. .

c. |amthe key which helps youdelete the character tothe left of the cursor..
d. | am the key used to move to the next line ...

3. Look at the picture carefully. Circle and write what is wrong with it.

4
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“ohapte, L\") '”

R

¢ rthe house mouse and the
| compuier mouse are differene? |
A compater mouse has burrons
.

on it/ _
m—

Look at the buttons on a computer mouse carefully. A computer mouse can have
twio or more bultons. Nowadays, there is also a mouse with two buttons and a

scroll wheel at the centre, The scroll wheel helps you move up and down a page,

P e |

P E—————— =

P SR

i_lﬂ. _thm.
"y

Left butron

—

= oy

Two-buttoned mouse Mouse with two butlons
and a scroll wheel

36
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P
THE PHﬂP

R WAy OF USING & MOuUsE

_ .-D-Dj.-'ﬂlu know, Gagple. thar

there &5 a proper way of placing /l
\\l‘ the compuiter mc:usr.?f__,.-

e e e

Is there? Whar's the proper
L Wy mhen, Togge?

—

The proper way 10 place the mouse is on a mouse
pad. Just as you sit on a chair, there is a special seat
ior the mouse called the mouse pad.

slso. the buttons of the mouse should always point
luwﬁrds the computer, It becomes easy 1o use the
mouse that way. The mouse should not be turned
sideways.

Loak at the picture below ca refully, The mouse ha
mouse pad and is pointing iowards the computer.

s been placed properly on a

(" Oid you Know? j

The mouie that you get
nowadays can also be used

withaut a mouse pad.
oL
by L S afe 8 a
gy § fnn DEEE EERE @8
e VEw . i N " pEEONEE E BE B B



Toggle, is there also a

I|'_Jr|:.|||'_:l.|'_'1' 1.';:.1':.-" ﬂfhﬂ.rdlﬂg‘
the moise?

Yes there ! Bue e

us firse fernber the . J
“'k fingers of our hands

Look at the pictures of our left and right hands.
These pictures tell us how to number our fingers.

Look at Mashal and Ali. Ali is right-handed and
al is left-handed.

How will each of them hold a computer mouse? Left hand Right hand

Mashal Ali

38 o Bl




ishow Ali would hold a compuyye, Mo
1hi 7 on the left button of the mouse, and

ﬁ'gh! putton of the mouse.
i

5. He would pyt
finger 8 on the

This is how Mashal would hold a computer mouse. She

v_.'ﬂuld put finger 3 on the left button of the mouse, and
finger 4 on the right button of the mouse.

MOUSE POINTER

Look at the children playing in the park. Can you see Ibrahim pointing his finger
at Mohid?

a1 #

S, =
o e ol g LR
d I| ! 5 3 -, "
T S e £ — :
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Miouse poinner D you notice thar
Iere iN &0 arrgw on the
COMPLES Moo

The arrow on the computer monitor is called the mouse pointer, When you move
the mouse on the mouse pad, the mouse pointer on the monitor also moves.

MOUSE ACTIONS
Try pressing a button on the mouse. Did you hear a click sound? This action is
called clicking the mouse,

Wl‘tEnwn': use the maouse, a tilted arrow, X known as a pointer, appears on the
This pointer hi Jps in pointing and selecting objects on the screen.

5 n.. B peeE & 40 g1



There are four mouse actions:

« Left click * Double-click * Right-click * Drag-and-drop

(gft Click

To left clicl-:,_ gently press the left mouse button once
and release it (Fig. 5.1). In short, this action is called 1o
click the mouse’. On doing this, the mouse makes a
clicking sound.

A dlick is generally used to select an item on the
monitor,

pouble-Click

To double-click, gently press the left mouse button
wwice within a short period of time and release it

{Fig. 5.2).

A double-click is generally used to open a window on
the computer (Fig. 5.3).

Fig. 5.2 Double-clicking
the mouse

" happens when you take pour
| mouse pointer to the ‘Computer’
% iconon the deskrop and
doube-click ic?

st jsee the '
Z Computer window
appear when | double-cick

[ fOENT O
rhe deskiog
[ ] ﬁ'.l A mE ] I H?ﬁ!l?'ﬂ?
gt . @ EEBEE B B ®
i ] §E0 EERE EEO E@
= sl i m o ] EEREEE W mE @ @ m
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Fig. 5.3 Double-clicking the mouse opens a new window

Right-Click

To right-click, press and release the right mouse
button once (Fig. 5.41. Right-clicking shows a list
of things one can do, i.e., a list of commands
that one can select from,

Reght-chcking shows a
fesr of commiands on

Fig. 5.4 Right-clicking the mouse
shows a list of commands

Orag-and-Orop
The drag-and-drop action is used to move an item from one position to another on
the monitor with the help of the mouse [Figs. 5.5(a-c].

42



; Place t'he mouse -;ii]T-.imEr on Step 2: Siill holding the button, drag
he ‘Computer’ Pressand hold the left the jcon 1o the position where you

mouse button. want the ‘Computer’ icon to be.

—

II_"‘-\‘

T.hﬂ'ii how you drag a
¢ drop using a computer
" mouse, isn'e it simple?

e

Step 3: Release the mouse button.

Fig. 5.5(c) Mouse button released 0
place (or drop} the icon

CTORD
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A computer mouse should be held properly. Do not play with its wires or pull them
because that can prevent the mouse from working properly.

| richy Terms IR &

Mouse pad It is a special seat for the Double-clicking  pressing the left mouse
computer mouse, button twice within a short period of
Mouse pointer |t is the arrow on the time and releasing i
computer monitor, Right-clicking pressing and releasing the
Scrolling  moving a page up ordownona  Tight mouse button
computer screen Drag-and-drop a mouse action used
Clicking pressing the left mouse button to move an item from one position to
once and releasing it another on the monitor

COCFOND g
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Ff'

lliI. 1

I- h‘“l:h', thl:.' l.'ﬂﬂ'll!lll IL"J' mm.lﬁl_"; w.-“-“!'-

o

Voreach its computer, Show it the right path.

2. Fill in the blanks with the correct words,

Double-click move mouse pad Right Click
B A it 15 the special seat for a computer mouse.
SR AR generally used to select an object.

Co v 15 generally used to open a window.

o ~click is used to show a list of commands on the monitor,

e. Drag-and-drop is used o ..............cc..c.......... an object from one position 1o
another on the manitar.

- Answer the following

4. What is the primary function of a computer mouse?

b. What happens when you press the buttons on the mouse?

€. What does the scroll wheel do?
d. How has the mouse made it easier for us to use the computer?

45 OXFORT
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¢, List the correct ways of using a mouse,

f. Imagine your friend is right-handed and you are left-handed. Explain the
different ways you will use the mouse,

A IN THE LAB

1. Visit the computer lab and look at the mouse devices attached 1o the compauters,
They may be slightly different from each other. Request your computer teacher o
demonstrate various mouse actions such as moving and clicking.

2. Explore the anatomy of your computer mouse!l What happens when you move
the pointer, scroll up and down, left click, right click, and double click? Compare

what happens on your screen with what happens in the pictures in your Keyboar
book on pages 41 and 42. Are they the same?

GROUP PROJECT

‘Toggle’, in your Keyboard book on page 43, says it is simple to “drag and drop’ using
a computer mouse. Do you agree? Following the Steps 1, 2, and 3 on page 43 take it
in turns to drag and drop the icons that your teacher has put on your monitor screen,
Can you create a pattern with them? Can you put them in alphabetical arder? Can you
put them all in one area of the screen or in the four corners? Decide as a group which
display looks the best and make sure you all have a go at dragging and dropping,

<% TEACHER'S NOTES

* Various kinds of mouse devices such as a two-buttoned mouse, scroll mouse,
trackball mouse, and optical mouse could be shown to pupils, Their differences
and advantages could also be discussed,

* The teacher could point out that a lefi-handed child and a right-handed child
would hold a computer mouse diffﬂr&n‘[h" and, if possible, demonstrate it in class.

A briefl explanation of the terms desktop, icon, and file would be required during
the: course of the lesson,

QXFORD
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WORKSHEET—S5

1. !ain the dots from 1 1o 45 and see what shape you get. Write the name of the object
in the space provided.

"

4

LS

e

L] o
LT

u;ﬂﬁ_,

2. Look for the following four mouse actions in this grid and encircle the words.,
CLICK DOUBLE-CLICK DRAG-AND-DROP RIGHT-CLICK

Dla|lo|s|cle[Rr
ol FIR]D] LR
UJG[AJF| I |W]|G
B|R|G|G|c|aAalH
L | e | a8k |s]T
E|l T [ N]Jw]lr|agle
ClYy | BT L |Zi1
L |8 |D|P]K|D]I
| [N R][O|[N|G]|C
c |l r o1 |e]Rr]x
k[ miel] | RIBIN
3. Answer the following.

4. Number of mouse actions. e
b. To select a file, will you click or double-click the mouse bulton? ........cocoveveeeeee
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chapte, (‘) N .
5 Brawing for Children-
A V. .4 |- /'

J i friend!
How abourt doing a bit
| ofdrawing today? Nor
'\, On paper, but on the

Drawing for Children is a fun program in which you can draw and colour pictures.

ok

STARTING DRAWING FOR CHILDREN “Top i iy
To start the program: To get more colours, click the Drawing
Click Start » All Programs » Drawing for ;ﬂmh: :mn:.:" ,;E,:E: :::LTIUE =
Children.

Tock

The main screen appears.

=T TN "’1:“61 :
PARTS OF THE MAIN WINDOW ; #YELLEEeS S D ag @« I
The main parts and tools are shown . fl' The Drawing Celor button  Help buaton
in Figure 6.1. #. i =
ale]
USING THE TDOLS [2 1
Selecting a Colour £
7 | Drawng,
,E'CI a colour you like, click the ' " area
fired colour in the color box, a8
L‘l— — -
Fig, 6.1 Drawing for Children window
OXFO
s a s 1 Em g 48 - llﬂ
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Font Tool o=

On a computer, vou can select 3 style for

a font. the words you type. This style is called

The Font tool in Drawing for Chilgren, [ il
is used to make changes in the font T e 5o
font style, size, and coloyr The : T - =)
? i Thiine Fug- 5 B a3 |
are: e E"‘ E, E 7 =
5 2 u .
1. Click the Font button g, the top- ) ' '
left comer of the window, :—":._. T <,
shown in Figure 6.2, B =
] Cigwgen =]
3. Select the font, font style, font i ze,

and colour that you |ike,
4, Click the OK button,

Fig. 5.2 Font dialog box

I you do not see the Font dialog box, then please refer to
the Teacher's Notes for the solution
B | Sketchlines r,ninl Sketch Llines Tuni
I .
M| Cickeoge Let us now begin by drawing lines! The Sketch Lines
@R  moneimes tool is used to draw different lines and shapes such as
and shapes, stars, grass, and bubbles. The steps are:
Vi 1. Click the Sketch lines tool [Fig. &.3().
| selecrihe 2. Select the pen or the brush or the spray.
'-!r I'-"E'lufh'ﬂ-fl Gr
- or spray, )
& Click on the hand pointing Top Ti "":_.
V4 right to get lines and shapes The pencil shown
o e such as stars, grass, and backward is the eraser,
i bubbles. (Fig-6:3(a)l
Fig. 6.3(2) Sketch lines
tool
i. H 49 = om_ u B R
15 " U OEEE B W B
E EaE BEEAm Il._ L]

L
T gl
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3. Click and drag to draw [Fig. 6.3(b)],

Click o ger
mone shapes
/
! /
| e
. - . =
Fig. 6.3(b) Diflerent kinds of lines and shapes o | | IENE
o |
I
Draw Shapes Tool @ | X
You can use the Draw shapes tool to draw simple shapes li £ | =

such as lines, arrows, circles, and rectangles. The steps are: Fig. 6.4(a) Draw
shapes tool

1. Click the Draw shapes tool [Figs. 6.4(a)].
Select the shape that you like.

2, Click on the drawing area and drag to
draw the shape [Fig. 6.4(b)]. When it is
of the size you want, release the mouse
button,

6.4(b) Shapes inserted

J Tewt Tool -ﬁ

wing for children lets you write in the drawing area too. For this, you can use
Draw text tool,

OXFORD
FESakani bmam & Eu
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The steps are: .,,.,_,‘,_,__

1. Click the Draw text tool. i .....

2. Choose the font style from the ||
' Draw text oo
list on the left-hand side, as | text wal
shown in Figure 6.5,

™
3. Click on the drawing area and ': | |
v - Welcome!
4. Press ESC button on your :'I Font dryles
keyboard to end, ™ |
“ i
Draw Stamps Tnul[-:'-:l ol —
This tool is used to add a number Fig. 6.5 Using the Draw text tool
of images like animals, flowers,
etc. The steps are: —
Top Ti JL"'}

1. Click the Draw stamps tool and choose the 2

required collection [Fig. 6.6(2)). Holding the SHIFT

key when starting to draw
1. Choose the stamp you want to add from the list on ~ normatly makes things larger,

the left-hand side.
3. Click on the drawing area to place the stamp [Fig, 6.6 (b,

Cick
1. Click the Draw stamps 100l i

Ejﬂlﬁﬁ.ﬁ&ﬁi
=l BB b
i W D B
| 7 &4

Fig. 6.6(a) Draw stamps 00l

i il B (7 = S = T ey

ﬁ Ss4iBEeodac e

o
¥

Fig. 6.6(b) Using the Draw stamps tool
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Draw Cliparts Tool 1. Click the Draw cliparts ool

If you don't wish to draw an entire figure, you

can add pictures in your drawing area. These | A
pictures are called cliparts. ;é‘B 'L !qﬁ * @
L]

The steps to do this are:

1. Click the Draw cliparts tool and select the
collection of images you want [Fig. 6.7(a)].

£ helect the image you want o add.

e

Fig. 6.7(a) Draw cliparts tool

2. Choose the image you want to add
from the list on the lefi-hand side
[Fig. 6.7(b)].

3. Click on the drawing area and drag
to draw the image. When it is of the
0 Y size you want, release the mouse
F ok i g, ' button,
Fig. 6.7(b) Cliparts inserted

400904 +/5]

“

L L e T e e
- = YE4IlEEeS s 0 0O T
'ﬁﬂ =) == s =
Draw Backgrounds Tool
r - 1. Chick the Draw backgrounds rogl i
This tool is used to change the
background. The st : == COicktogermore |
kgroun e steps are | P X
1. Click the Draw backgrounds tool | [
. ] 2. Click to apply the |
_ B 0.8) background. I
hoose the background you | " - :
want to add from the list on the at & - I
left-hand side. ! | ' .
Fig. 6.8 Draw backgrounds tool
GXFORD “ S = 2 J ae -
" " ® BEEE B ® B L =
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3. You can also change the colour, First select

the colour and then right-click on the desired Tap fp ::
hackground. After choming the desired
shape, bring the cursar o thie
Draw Special Things Tool &1 drawing area and right click
, to get a different dessgn of the
This tool is used to draw a number of special shapes same shape

like stars, houses, etc. To use this tool:

1. Click the Draw special things tool, as shown in Figure 6.9,
2. Click the shape you want to add from the list on the left-hand side. Click on the

drawing area to draw the shape.

I
YEL1EEeE s  uQge o

=
E L= 1. Cick the Deaw
o special things weal

o __:ll'_ il '!

r 1 Ckcken
:= e drgw the
1: R e
& * Select the

&  iequired '

shape.

Fig. 6.9 Draw special things tool

e =Y

Special effects Tool &Y

- % TEALEEOS 20 0L D
Chektoget -~ .o
maire effacts * L Chck the Special

84

2. Click the effect
YOu Wang to apply T

LOBRBEEDY

Fig. 6.10 Special effects tool

This tool is used to make a picture brighter or darker, apply special effects, make a
part of the picture smaller or bigger, etc. (Fig. 610

The steps to apply special effects are:
1. Click on the Special effects tool (Fig. 6.10

2, Click on the gpecial eflect you want 1o :I[]P[}" 0 your Iifl'i'l:tL"E-

iy 83
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Undo the Last Drawing @
Clicking this tool will delete the last thing you have drawn.

Print Your Picture ﬁ

You can also print your picture, To print Pﬂ. Printing the plcture
the picture, click the Print your picture I Landicepe -
button. [ Certer
The Printing the picture dialog box Iﬁ o |
(Fig. 6.11) appears. Select the size and mAERETEG
position, Then click the Print button,
& Primt E Eﬁlil

Your printer will then print your drawing

on paper. Fig. 6.11 Printing the picture dialog box
13} Open = E Y

HE_UJ Picture El Kok in; | 1) NI Y Kew CH & = » Xy -

Click this tool to create a new picture. E|

Load a Picture E EJ ci

Click this tool to open an already nf.-.-.IE‘r.r cipan

saved picture. On clicking this tool, (o= .|

you get the Open dialog box. In the —— P,r__h.u_,_,_._ﬂ S Cna |

Open dialog box (Fig. 5.12), select the

picture and click the Open button. Fig. 6,12 Open dialog box

- Bl Sov 42 E"
S5ave 3 Pil:l'lill'E St [ 1) KB b D1 j = Mdﬂrh

The steps to save a picture are:

=
1. Click the Save tool. \L]j g ]‘ ﬁ
- bl -
e, A

2. The Save As dialog box appears

Fig. 6.13). R IE:I
lect the drive and the folder, RPN ——ry e 5] e |

Fig. 5.13 Save As dialog box



4.

5

Type the file name in the File name box.
Click the Save button,

o0 @

This button is used to end the program.,

PRACTICE TIME

Simra wancs to design a birthday card far
her friend. Whar are the steps she should
follow 1o create the one shown alongade?

SOLUTION

for Children
2. Toapply a background, do the
following
3. Click the Draw backgrounds rool.
b. Click the background you want from the list on the lefi-hand side. say, the red
one here,
3. MNow to write Happy Birthday,, follow these steps
a. Chck the Draw text tool
Click the Font button on the top-left corner of the windaw:
The Font dialog box appears
select the font ‘AR CARTER’ if you see it in the list. Otherwise select any fong
of your choice,
€. Select the font style, Bold Oblique, or Bald Italic. and the fonc size s 72
£ MNow select yellow in the colour menu,
g Click OK.
h. Click on the drawing area and type ‘Happy Birthday'
4 To draw a border, do as follows:
2 Click the Draw stamps tool and select the flowers collecoon,
b. From the lefr-hand side, selecta Aower to draw the border of the greeting card

e Click lEpﬂﬂtEdi!-‘ ina stmighl: line at the margine to create the borders

A0 T
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5 To place balloons and gift boxes:
a Click the Draw stamps tool and select the gifts collection,
b. From the left-hand side, select Balloons.
€. Click ro place the balloons in the picture,
d. Now select a gift box from the left-hand sde.
e. Click to place the images of gift boxes in the picture.
The greeting card is ready!

Fonl a style for the letters, words and Stamps images of animals, flawers, Sun,
numbers you type on the computer Moaon, etc.

|_m

1. Match the following.

Column A Column B

a. ﬁ 1. New Picture

b, & ii. Special effects tool
c. D jii. Draw text tool
d. :'3 iv. Load a Picture

2, Write the names of each of the lools given below.

a. b {ﬁ

o 56

g & 5 EERDE W
BE e EEEE @D

BEC

i
1 % |

-



T oA N Fow

—
|

Label the different tools of the Bellomwinng winiling.

= PG4 162 D000

B )

Whi

Answer the following,

ch program

allows you to draw and colour on the computer?

How will you select a style for the words you type?
What will you use the ‘draw special things’ taol for?

What tool will you use to lighten the colour of grass?

List the steps you need to save a picture and to print it
If you need to make a picture of a star filled sky, which tool will you use?
Lompare the ‘draw stamps’ tool with the ‘draw clip arts’ tool. Are they VEry

difie

rent or very similar?

[ ]
li'L IN THE LAB

. Draw the following pictures in Drawing for Children using the tools available.

i

Ll

O T T

it

ppe—
- —_ o R R
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b.
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2. Time to have a go yourself! Using the tools in this program, design your o
creation; it could be a vehicle, a flower, a building, or an animal—anything that

you like the most.
3. Your second task is 1o create a picture of a rocket mainly using the ‘shapes tool’,

Add other images 1o your picture, so the rocket isn't too lonely out in space!

GROUP PROJECT

Create a picture of a dream house with its own garden, Use:
the ‘draw backgrounds’ tool to create a background for your picture

the ‘shapes’ tool to create a house
the “sketch lines' tool to add grass in the garden

o the ‘stamps’ tool to add flowers

the ‘special effects’ tool to make any changes you want

Make sure you all have a turn at helping to create the final image and when others
are using the program, give helpful suggestions. Once the house and garden are

complete, together choose a name for the house and give the finished picture a title.

% ¥ TEACHER'S NOTES
» The Drawing for Children sofiware can be downloaded from the site http/idrawing.

gamemaker.nl/

» Teachers may demonsirate the way to get the Font dialog box. Click Change Various
Settings button, The Seltings dialog box appears. Select the option Enable font
selection and click OK. To get the Open and Save dialog boxes, click on Use dialogs
for loading and saving,

* Teachers can demonstrate how to use the tools in this software to create nice sceneries.

= The terms drive and folder may be explained while saving 2 picture.

58
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WORKSHEET—G

A

1. Draw arrows to point to the correct tools,

The Drawing Colour button | =

Z
£
T Draw backgrounds rool
2
el — |
2. Match the following.
Column A Column B
i, @ i. Save a picture
b. @ ii. Print a picture
. E fii. Undo the last drawing

3. Name any three tools used to draw the picture shown below. Draw the same
and write the names of the tools in the space given,

Y -~ . ——
N EL T I T e ,
2 .
3. -
OXFORD
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tepad and
A ordPad

Flave i seen
1 notepad. kids? The ene that you™
can write o with a pencil or a penf
I ber you have! You know there is
anotepad on youwr compuer foof
o Wane to know more abau itf
e Come then!

In this chapter, we will learn about two softwares that can be used for typing text
on the computer. These are Notepad and WordPad.

NOTEPAD

1. To start Notepad, click Start » All Programs b Accessories » Notepad
[Figs. 7.1{@a)-cH.

=7
. L Fauspg o
Derk FE3
E D wiig liw Dhildsm | I:u.-.rqlrrl.
I ldala FTP Cuiny
'ﬂ' SomurHumin &8 Frae Fes TG
B i
e L Gongle Chinre .
(b P f Bk
= —_— e |

(a) Selecting All Programs (b} Selecting Accessories

Fig. 7.1 Starting Notepad



- — -

Phar Motepad window appears, as shown be

(. 7.2,

2. Click File ® New 10 create a nesy document

[ yorun see a small, blinking line on the

mnitor? It is known as the cursar (| i 700 The
cursor shows the position of the next lotter o
number o be entered, Type in the story of T

Hungry Woll', as shown below | i 70

CLirsanr
= —

e —————— o mEm w =

LHI- (P -

Text s typed hore,

Fig. 7.2 Notepad window

P P
| WhyEntbead - Phoirpsl

Fde [ F rirey 'lm; H‘#_

iy ol b

maat An e hole

Fole, fnstead, a wolfl, On seeis

et out of thee lalo, Bub it coulei'e,

e, ey

it coutln'e o o At o (oo B v thece. o
4 lna Brpad and g wi

Ie ape all the §omd, .1:”-:;. i"::ﬂ[:ﬂf:-‘”;”’“f“"' it 'hru g t"“

back 1o the troe o liave lunch, mut jwe h,:. .i:.,."-::: ::"!umr:“h:; :"H:

Gt n-i:-::u:u.ﬂ:lw-, thie walf orbed to i

woaeutter caught cthe woll and gave it micn et g The Ll

ol

Fig. 7.5 Typed text in Notepad
3o Let s now learn abowt the Word Wrap
feature in Notepad, Click the format B vted : Nobeped
buttan, In the menu that opens you will e bl FRGTAE) Voo
see a tick in front of the ‘Word Wrap' ‘t’e :.::_vmp
Option. If you click on this option, the

ek will disappear. Now, click the
Format button and deselect the Word
Wr"F etions in the drop-down menu

(Fiy, S0 The Word Wrap feature, when

Fig. 7.4 Deselecting the Word Wrap

option in the Formal menu

Eabled, automatically moves a word fo the next line.
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. Notice what happens to the story text. You will see that the entire text will he

shown in one line. Notice the horizontal scroll bar (Fig. 7.5 at the bottom of the

Notepad window. This bar can be moved left and right to read the full story,

Now, again select the Word Wrap option in the Format menu.

[ |

L

e —

gy w1l |
8, & &= wki viry tumgry, 1 Tookes for Tood Bere and ERerw, Bt

Horizantal scroll bar I
|

|

Fig. 7.5 Entire text in one line

3. In Notepad you can also change the font
of your story text,

a. Select the font option in the
formal menu,

b. The Font dialag box will appear,
€. Select a font that you like.

e Selece a Font style —__ﬁ
2 s i 12
FECETIE - I | Iﬂﬁ"".‘.,

S | Bald ﬂ

| imCids 2488 Unifedw :_; Fald obFigus T
LutSorm- Boca | au |
e . o W=
Rl Fany: P Select a fone Size.

AERETEE Y
Lo . S ——
Wby -
| o “_ Laden - |

Fig. 7.6 Font dialog box

The text will appear as shown in

T i - Pt i :

p———
——

[ [ e

Figure 7.7,

Motice the vertical scroll bar. The
scroll bar will appear when the text
does not fit into one screen. You can

move it up and down to read the
full stary,

Hungry Wolf

Once, o wolf way very
AL Lagt it found w’ﬁfm O ok |
A Al |
Muesged: intor thehaole [t il il the food It
Wiy o woodoul e’y Lunch, Mo way one hiyg way

there way no food. in the 5
g 1':#]- . ﬁ‘m*ﬂ
ﬁﬂztﬁ*m Bul (£ couldn't Ity
way perorllen, The wordcutler

mm“”ﬂlmma_ ‘|

Vertical scroll bar 1

hungry. It looked. for
couldn't

!.Il

b P Lesrsche, Bual hee poso "

triacd: it
conght the

62

Fig. 7.7 Changed font of the text



b. To save your story in
Notepad, click File & Save

As. The Save As dialop boy
appears.

Select the drive and the
falder, type the name of
the file, and click the Saye
button (Fig. 7.8),

7. To close Notepad, click File
p Exil.

WORDPAD

wordPad is another software YOUu can use (o type text i

than Notepad.

il ==
{:‘"‘-' el Selecithedrve wme B
| o e and the folder - &l
E Gribtng | - .::l.-h. M
i Domsimagh |I Fs
¢ u B My g |
..m:'"" i l& Ry P
Ihl o T'II'I'JE ﬂi'-'ﬁt r
* “‘H beptm g
| Pimeny | & - i
B Wi s o Click Save,
T ;
Tomt ity | Lot e e ]
i | """‘E Eiminme
I

Fig. 7.8 Save As dialog box

in. It has more options

To start WordPad, click Start » All Programs b Accessories b WordPad.

Minkmize Maximize Restore Aore aprians
Save Tithe bas butron Down button mﬂm?m
T 0 e—) i P = =y ﬁ.ﬂﬂ.'
N~ = Close button |
SR ] LT EF el 11 N+ D -l e B -
E B sy AL mpEm @A ;:.Hr._ig o Ribbon
!'Illl-;; T | -: Bainrfang II| ‘:: B i .hh:- T T ,II!:_“H T |
WordPad
Exacument
wANCOw
|
| Slider 10 Zoom infZoam out cext
1 -
! — — L = - i =

Fig. 7.9 WordPad window

The Wardpad window appears on the screen (Fig. 7.9).

l=|' =
sEh'n’o
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|

parts of the WordPad Window
Save This button helps you save your work.

Title Bar The title bar is at the top of the WordPad window and displays the
document name. To the right of the title bar are three buttons—Minimize,
Maximize/Restore Down, and Close buttons. The Restore Down button is used tg
make the window smaller. The same button is used 1o bring it back to full size,

Ribbon The ribbon is present just below the title bar. It contains the tabs and the
commands divided into groups.

Document window This is the area where you type text.

The Home tab has options for changing the style of text (Fig. 7.101,

Bold Iralics Underine  Font Fonr Tt haghfghe Text
family size color cokr

LEEE p—

- Fi:'lmr Paiml  Dafe and [nserd
B Udan #-A EZINE . eana

Ot Faid Pt kg Llringr Faacg

DI'_ Catgm v ¢ Xy R E- EI ._||"l -—_-," ;-?;] ’:'“"

-1 Wi 7 W

Ribbon

Clipboard group Font groap Paragraph group Insert group Editing group

Fig. 7.10 Home tab options

To change the style of text, you should be able to select it.

Selection of Text

To select a line, bring the cursor to the beginning of the
line. Click the left mouse button and drag it over the text,
and then release it.

To select many lines of text, click the left mouse button
and drag it diagonally over the text, and then release it. Fig. 7.11 WordPad

Let us now try out some of the features in WordPad: Lo

I. Click the WordPad button. Select New in the drop-down menu (Fig. 7.11).
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20 A hlank dovument wineow SPpears. Typse the tex
given in Frgune 7,12,
3. Lot us now u.'ii.1|1gu lher font

the pocm, First, selegy the bl

a. Click the Font family meny
Times New Roman fon 5,

Font size menu arpow and selecy font size as 18

andl font size of the bl eaf

amow and select the
- 7100 Now, click the

(51 % € o 1 Dot it

L R Y

O

Frwma g By

5

Rty flail Ui o prary

BoF ke o g

oL

Ram ren,
F1g. 7140 | (S—
i - Varsy Q@ P ARG Tubs sy,
b, Click the Bold, Ialics, and Underline bultons st i s
(Fig. 7.15). sl
| -~
Top Tip = Tl =i
— T .
712 A Pad
The Beld option is used ta make the toxt darker than normal Fig. 7.12 A WordPa

The Underline option is used to underline the text.
The Italics option is used 1o set the rext in danted form,

document

¢. Click the Text color drop-down menu arrow and select blue colour {Fig. 7.15).

SRS v | Docwe - et
BV B 0 o | St e 2
—— T T T e
= ] (| Dl =Bl (| e e e e e s
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. 3 CraiEm L P - i -4al
D-:;H_Eﬂ_-f' i “ Ny s H: '.' = ™ = E -I-.
I e i & AL e KL Bold * Icsics ' Undesline | ——
i | et Rain, Ruin G{=_fay .'_l'_mx.ﬂ'm‘uﬁn-mmil
=3
: |“7
i - st rais,
i : (=R L T8
Ay £ ;._ s sguie araiie oy,
ST Lonile dnfurry swsicin play,
- -
. t size
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4, Now select the other lines and change their font, size, and coloar,

5. Let us now save our poem in Wordpad, Click the WordPad botion. In the: meny

that opens, select save.

Click the Save button on the Quick Access Toolbar.

Oir

6. The Save As dialog box appears (1. 7.10),

7. Select the desired drive and the folder. Type the file name in the File name text
box, and click the Save button. Notice the saved file name on the title bar,

Do s - ke
GD (7% Linaran + Ducowssts @ + won] [Bean Buerets 1
e n- @
Fiewsn o DocumentsSbeary  esect the drive o
[ ket g and the folder. "™ ™"
‘::::_ I' i | laamerd fmrermdi
B ot Possini I_: Im " u...” .
::""‘ﬂ::’""" |, MaTee TP i
|, Unnprmed e 1 A Wik
P e . Wanal Twda FLT 1, ey
i T mny TUpEE ST e
| gxﬂ | S Gpbendst NIE MAME, i ComamOln Tampinin
| P pyrme: Chick the Save button,

Sren i by | Bk Tt Bt 10

=

mhﬂ.lhnniu I___""Lh_l | [ FH

Fig. 7.16 Save As dialog box

Your saved file will appear as shown in Figure 7,17,

PRHALTIGE THME

El R e e et

Fig. 7.17 Saved file on

] [
n bbb s AR
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WaordPad

1K
il

The stucents of Class 1 have 1o type the text given below in WordPad

The Pienie

—

Anam went on a picnie with her family. They packed food to eat, It was a nice,

sunny day. They plaved pames and sang songs. Anam hil @ great time,
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Ther they ave 1o do the fallawang
A, Change the heading font size 1o 26 a0 colsur 1o Farchy Red
b Change the west fone to Century and thet fant sizn 1y ELI? |
Could you help them with the SLERs 1 b wiyp '
SOLUTION |
1. Tostare WordPad, click Stares All Pro
S T s, Erams » Accessorics » WordPad
31 Now to make the heading bold:

2 Select the heading

b. Click the Bold butcgrn m the Font group,
4 Tochange the fone size of the heading to 26:

a. efect the heading

b Click the arrow resr toth

L o the Font Size button and select size 26 in the My

5. To change the colour of the heading to Earchy Red:

& Select the heading,

b Click the arrow next to the Text Color button and choose Farthy Red in the meny
6, To change the font and fant size of the tex. do 2 fotiows:

2. Select the tent,

b. Click the arrow next ro the Font family bucton and choose 'Century’ in the

mienu that epens
. Click the arrow next to the Font Size burten and sefect 20 in the menu thar
opens.
7. The text will now appear as shown below:
8. Fimally to save the file O s e E ]
2 Click Save bucron e i
Cimary dE -y WEE-e = B
i e
b, The Save Asdialog bow [t b s Ll

opens. The Picnic

c Seleccthepathtothe | Anam went on a picnic with het family. They

folder where you wish to | packed food o eat. It was a nice, sunny day.
They played games and sang songs. Anam had

save the hle
d. Type the file name in & great time,
the File name rext box s
& Click Save button :
E? 4] oe 7] [ +]
uus wEss men 6
= A B W poEEEE 2§ BE O @



Cursor a small, blinking line on the
monitor that shows the position of the
next letter or number to be entered

Dialog box  a window in which you selegt
options as per your choice

S5TS B H BRI EIS % A lesng

1. Fill in the blanks with the correct words.
File Underline MNotepad cursor

e orvirieessienienesienscenes 15 @ S0ftware that is commonly used for typing text.
b The menu ofthe .............ccove v tab contains the Save option.,

€. THE oeieeiieeceies e, SHOWS the position of the next letter or number to be
entered,

d. To underline the text typed in WordPad, click the ...........cccoevevnene. button,

2. Answer the following

Identify the programs you can use 1o create word documents.

List two similarities and two differences between WordPad and Notepad?
How do you select text in WordPad?

What is the function of the "‘word wrap’ feature in Notepad?

Outline the advantages of horizontal and vertical scroll bars,

vl B oo

How do you save a story written in Notepad?

@
h IN THE LAB

1. The Computer Science teacher has asked the students to write a paragraph on 'My
family’ in Notepad. What steps should they follow?

2. Write the names of five fruits and five vepetables in WordPad. Give the same colours
to the text as those of the fruits and vegetables you have chosen.

axrorp 58
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3. Choose Nl:_:ﬂepad ar WordPad. Using different fonts for each item, ereate a list of
different birds, animals, trees, and Mowers—and il you are really clever you might
be able to do it as an alphalwet lis: A - Anteater; 13- ierfly; and so on Try usin
different colours far each item on He lisl, | ’

4. Time to write vour story! Wil Yo use Molepa or WordPad? If ViU are not sure what
o write about, think about any places you have visitoed recently—Have you hr_-{:!" by
a zood; Did the animals or birds do anyy hing really funny?: What madke you laugh?;
Have you visited a beautiful or unwsya| place?; What made it beautiful or unuzaunl?:

Did anything mysterious ha : .
o8l ppent Enjoy telling your story to your computer as you

GROUP PROJECT

TﬂgE"flhﬂf ¥OU are going to create your very own poem! It could be funny, serious,
dE.'-llﬂP“"l'E.‘{}I' iull of action. The choice is YOUrs as a group. It is best to keep it
simple and if you are gu'lr?g_m use thyming words, pick an easy topic like ‘cat’, Write
your pOEm as you create it in Notepad or in WordPad, so think about how it looks
on the screen,
Once your poem is complete —your computer challenge is to:

i. make all the nouns bold, in a larger font and using the colour red.

ii. make all the verbs in italics in a different font and a different colour,

¥ TEACHER'S NOTES

* Discuss the difference between Notepad and Word®ad,
* Demanstrate the various features available in WordPad that can be used to change

the appearance of text.

I OXFORD
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WORKSHEET—7

1. Lahel the following WordPad window.

Ao e
BEE i FR | I I =5 i Ir
d E R r-..,.- I:I-I' '.".-'.:.:,""'_'J = P,
1|---|. Iq:—'-'." o i N i o im W .._.- i
L §
il
|

2. Mdentify which of the following is a Notepad window by putting a tick mark
i the hox provided below cach of the figures,

id G e e g x i rl-l._-ﬂ e s "o e
n - = [ B l—-.—..-q ¥
IJ = - - e [ .l i _1 it _.
| -n By Wy F-g W E S -—.—--:11:-_!-: 7

B R A

— o
i p— =

- L.
3. Complete the following with the correct words:

Accessories WordPad Starl All Programs Ribhon
a. To start Nolepad, click i Al Programs » Accessories » Notepad.
b, Tos start WordPad, click Start® oo LRSI

€ The: oo, toMains the tabs, and the commands divided into groups.
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Computer Sclence With Application Software IR b

THIRD EDITION s

Keyboard: Computer Science with Application Software (Thind Edition], a

series af eight boaks far Classes 1t 8, is 2 comprehensively revised editian of the

existing Keyboard series and carries forward the very same intevesting and interactive

approsch that is the hallmark of the ealsting edition.

This revised edition features updated M3 Office modules abong with KTurtle at the

primary leved, and inclsdes design and graphics software, namely Flash, HTML 3, Visual

Basic, Dirparmweeawer, and Photeshog, at the secondary bevel It also introduces sound

and viden editing through Audacity and Lightworia.

Key Featunes

»  ‘Worksheets Unit-based and conforming to the continuous assessment needs of
the learners

= Top Tip: Useful tips on optioat available for different operations

« Practice Time: Situatianal exercises along with sebutions that reinforce bearning

»  Fast Ferward: Time saving keyboard shortousts for menu commands

«  Computer Manners: Computer etiquette explained through cartoon strips

» Tricky Terms: Chapter-end It af impartant terma along with their definitions

+  Exercesr A varied set of questions which test learners on spects of conceptual
theory covered in the chapter

= In the Lab: Practical exercives enabling concept application to real-life situations

- Group Project: Activity-based learning fo encourage creative and collaborative
hliy

= Teacher's Notes: Important information and suggestions on creative approaches to
a chapter or a topic
The course ks alsa supparted by Teaching Guides that mchude lesson plans, the
complete aniwer key to the Student's Books, worksheets, and test papers.
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