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Preface

Keyboard: Computer Science with Application Software (Third Edition); a series of eight
books for Classes 1 to 8; is a concerted effort to impart knowledge about computers using
an interesting and interactive approach. Computer science is a fascinating and wide-
ranging subject with limitless opportunities for creativity and application. Today computers
influence every facet of our lives, In the highly competitive world we live in, a basic
warking knowledge of computers is essential for success. There is, therefore, a great desire
o 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
vocabulary 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 leamning the basics of computer science; on understanding
MS Office 2013 and using KTurtle, as a programming language,

Books 6 to 8 move beyond elementary concepts and introduce Publisher 2013 {Flash
Version €53), HTML 5, Dreamweaver (Version C53), Photashop (CS3), 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 pragrammes, Audacity and Lightworks.

With a strong emphasis on developing 217 century computer skills: critical thinking,
communication, collaboration, and creativity—this edition of Keyboard: Computer Science
with Application Software will prove to be invaluable for students and teachers.
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each chapter in this book is introduced
through two delightful characters,
coggle and Toggle.

e T Hit 1 am Goggle My Fneﬂ-:i

j" Togele. and [ will accompany you
) ", into the world of computers,
H-‘_"I—u___m__h_"_,-'r""

The key features in this series can be broadly divided into:
o LEARNING TOOLS

* ASSESSMENT TOOLS

" Hello there!
§ -'E.I-' name s Toggls 7

+ FOR TEACHERS the course includes teacher's notes within the Student’s Books, comprehensive Teaching

Guides, and an exciting new downloadable digital resources,
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assessment Tools ol

Exercises

contain both objective and descriptive questions,
and test learners on all aspects of conceptual theory
covered in a chapter.

Group Project
encourages students to collaborate and exchange
ideas on common project,

Ini the Lab

challenges students to apply the concepts
learned 1o real-life situations,

Warksheets
unil-based and conforming 1o the continuous
gssessment recommendations of various boards.
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FOR TEACHERS .

* The downloadable teaching
resource is an exciting new
digital teaching aid that
offers reinforcement and
assessment matenials,

* The Test Generalor is an innovative,
pasy-to-use assessment tool, It has been
designed to aid teachers in creating a
variety of fest papers from an extensive
poal of questions for effective evaluation,

The course is also supported by:

{a} Teacher's Notes within the Student’s
Books that provide impartant information
and suggestions on creative approaches
to a chapter or a topic.

(b} Teaching Guides that include lesson
plans, the complete answer key to the
Student's Books, worksheets, and test

papers.
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A Smart Machine

THE COMPUTER—A MACHINE

Machines are made by us to make our
work easy to do.

A computer is a very useful machine. We
can listen to music, watch movies, type,
play games, draw, and solve sums with
the help of a computer.

The parts of a computer need electricity
ta work, Hence, a computer is called an
electronic machine.
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How many computers do you see in the picture below?

Anﬁl: EAEEIERET BRI RN AR ERE

Do you find any computer part missing? .......ccocvvnreuerans If Yes, what is missing?

HUMANS AND COMPUTERS

A computer is a smart machine, It can
do many things that we can do. But,
there are some differences between
computers and us:

* A computer can work very fast.
Humans cannot work as fast as a
computer.

* A computer does not make a mistake.
Humans can make mistakes,

* A computer never gets tired. But
humans do get tired after some time.

* A computer can do the same work over and over again. It never gets bored.
Humans may sometimes get bored doing the same work over and over again.
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information stored in it Humans can forped

the information stored in their minds.

e A computer does not have
any feelings, and cannot take
decisions. Humans have feelings
and can take decisions,

Thus, vou can see that there are
many differences between computers
and us humans.

TYPES OF COMPUTERS
Computers are of different types and they come in different sizes.
The computers that are kept on a desk are called desktop computers.

Some desktop computers come with a separate CPU cabinet, a monitor, and a
keyboard. All these are connected to the CPU cabinet.

These types of
compurers are called -
desktop computers

= R =

- Desktop computer with a CPU
Desktop computer with a CPU cabinet inside the monitor

Nowadays, there are also desktop computers that have a monitor with all the parts of
the CPU cabinet inside it.
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Small computers that can be kept on our |aps are called laptops.

This computer s
called a laptop. ltis
small enough to keep  f
on yourlap. "

Laptop

A laptop can be carried around by one
person. It can also work on a battery.

Smaller computers that fit into the palm
of our hand are called palmtops.

Some of the palmtops can be carried
around in our pockets too. They also
work on batteries.

Palmtop

A tablet computer is smaller than a laptop, but
larger than a palmtop. A tablet computer has a

touch screen. You can use your fingers or a pen-like
device to work on a tablet computer,

All of these computers are also called personal
computers (PCs), They are personal because they
can only be used by one person at a time.

OXFORD
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Look at the picture above and fill in the blanks,

Ayesha is Working on @ ... , while her mother is working on a

,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,, . Ayesha’s brother is working on a ...
while her father is working on a ......cccoincinciniianes .

STARTING AND SHUTTING DOWN A COMPUTER

A computer is a machine and, like a television or a fridge, runs on electricity,
Therefore, it is an electronic machine. Just like a television or a fridge, a computer too
can be switched an and off. This is also called starting and shutting down a computer.

Let us learn the correct way to start and shut down a computer,

Starting a Computer

There is a proper way to start a computer.

The steps are:

Step 1: Switch ON the power supply.

Step 2: Switch ON the UP5.

Step 3: Switch ON the power button on the CPU cabinet (also called the CPU box).
Step 4: Switch ON the monitor.

Note: The power supply is usually kept ON to keep the UPS charged,
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A screen called the desklop appears. Yoo can s sl prctares onil, Thess e
- ‘ : l.

called icons.,

LA || Nl ' .I 1@‘

t_1|- \ ||.I

Deskiop

,-15'1? Ii'npurtam to |Eim how to switch off the wiff ' _ 1' '
_computer properly. Let us see what the steps are: |&. weswimmeionss + [

Dl Peaiaima

Step 1: Click the Start I button. E.'I' o o
Step 2: Click the Shut down button,
Step 3: The messages Logging off and then

Shutting down will appear. In a few seconds, == &
the monitor turns blank. et

Shut down buticn

] Bli Pragrma

| |T_ start button

Now switch OFF the power button on the
monitor,

Step 4: Switch OFF the UPS.
Step 5: Switch OFF the power supply.

Note: The power supply is usually kept ON
to keep the UPS charged.

-
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Do not bend forward while working at the computer. Sit at least an arm’s length away
from the computer monitor,

Electronic machine any machine that Tablet a computer that is smaller than a
works on electricity laptop, but larger than a palmtop

PC personal computer that is designed to~ Monitor  the computer screen that displays
be used by only one person at a time waords and pictures

Laptop personal computer that can be kept  Desktop  the first screen that appears when
on our laps a computer is switched ON

Palmtop smaller than a laptop and can fit ~ lcons small piciures that appear on the
into the palm of our hand desktop when a computer is switched on

Shut down to turn off the computer safely

w

1. The steps Lo starl a computer are given below. Number the steps in the correct order.

a. Switch on the monitor. L
. Switch on the UPS. |

B
b [ ]
¢. Switch on the power button on the CPU cabinet. ':. ..___|
d. Switch on the main supply. I

X FOREY
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2. Rohail and his friends were playing in the garden. One of them noticed some fiag, Cargy
on the ground. The flash cards have a picture of a desktop, a laptop, or a palmtop,

Can you count the following?
a. Number of Desktops ...
b. Number of Laptops  ............

¢, Number of Palmtops ...............

3. Sonia was holding a bag full of alphabet keys. Some of the keys fell down on the floor,

Surprisingly, they will form a type of computer, if arranged in order. Give it a try! You can
use a letter more than once.
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desktop fingers pictures Start upPs
a. The icons on the desktop are like small e
b. When you switch on the compuiter, the first screen that appears is called the

. You can work on a tablel compuler USINE YOUT s :
e, Click the ccoovvrinriiirivienreenee. butlon 1o shut down the computer,

Write T for the true statement and F for the false one.

a. You should start and shut down a computer in the proper way.

b. A desklop computer can run on battery,

c. A laptop computer can be carried from one place to another.

d. You should not switch off the UPS after shutting down the computer,

e. The small pictures on the desktop are called images.

Choose the correct aplion,

a. Atype of computer;

i Desktop i, Laptop lii. Palmtop iv. all of these

b. The full form of PC is:

i, private computer ii. personal computer iii. pure computer iv. pilot computer

c. The small pictures on the deskiop are called:

i. applications i, images iil. icons iv. diagrams
d. Which one is not true about a computer?

i. wery fast ii. never gets tired

iii. does not make mistakes iv, can take decisions

o, Which one is not true about humans?

i, gel tired afler sometime
iii. never make mistakes

i, have feelings
. can take decisions

{

. Answer the following.

a. Why is it important to always turn on and turn off the computer in the correct

O FORIY

T W E

way?
h. Where do you think the name ‘icons’ comes from? Do icons remind you of
anything?
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puters can do but humans cannol, Do you thiy,

¢ List at least three tasks thal com
aisons for your answer,

this is important to understand? Give i«

d. Wouldl you like 1o have a dusklop, a laptop, a palmtop, or a tablel in your homg
Give reasons [or your answer,

i IN THE LAB

1. Make a list of the number of desktop and laptop compulers:

a. in your school b, at home

2. Make groups of two students each. One will start and the other will shut down the
computer. Note down the steps to start and shut down the computer in your nolebook,

3. Make a list of differences belween human beings and compulers in your notebook.

4. Explore the different ways in which icons can be rearra nged on the deskiop. Would it be
a good idea to arrange them so that all the similar topics are together? Do you think a
left-handed computer user needs to have the icons in a different place on the screen to a
right-handed user?

GROUP PROJECT

Well done! Your school has won a huge amount of cash prize in a national computer
competition. The money has to be used to purchase a variety of different computers for
your school,

As a group you need to work out the advantages and disadvantages of each type of
computer, e.g. desktop, laptop, palmtop, or tablet, Present your findings to your class
and make recommendations based on this evidence. Remember that not everyone can
easily sit at a desk, so think about equipment that is flexible in its use, as well as being
strong and sturdy to be used by all students. What a fun challenge!

4% TEACHER'S NOTES

* The teacher could ENCourage FI'LIIJHE 1o $|JEEL|-|: out on what IhE}r feel are the differences
between human beings and computers beyond those discussed in the chapter.

* The teacher may make a PowerPaint presentation to explain various tasks that can be
performed by a computer.

* The te::l:her should give enough practice to pupils on starting and shutting down a compute!
property,
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Parts of a Computer

Hey evier o AMppr Halley thered | am
iy friend, Toggle He Toggle, and | am gong
I VETY ST ta help you learn mave

. AbOUE COrmpLEErS.
B e ki

In the previous chapter, you read about the different things that a computer can do,
Now let us learn about the various parts of a computer.

A computer has four main parts:

* Monitor « CPU Cabinet (or CPU Box) * Keyboard * Mouse
M
Keyhoard e
i CPL cabinet e
Lo [ Did you Know?

Al of them together make a compuler system. These days, there are

All of these parts are generally connected by wires o make wireless mouse devices

and hoards too.
them work. Let us study these parts one by one., ey
O FORT:
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MONITOR

A monitor is also called
Visual Display Unit rypy

MAGnINr

It displays words
and pictures,

You can also watch cartoon films on a monitor,

CPU CABINET
A CPU cabinet is also known as a CPU box.

The CPU cabinet contains the Central Processing Unit (CPU).

Look. this is the
CPL! cabingr!

CPU Cabinet

The CPU is the brain of a computer. It controls all the other parts of a computer.
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These keys are used to type
numbers, letters, and other
symbels. Whatever you type on
the kevboard can be seen on
the monitor,

Koyl

Use the given colour code to colour the keyboard.

' Number keys  Alphabet keys  Spacebar  Enter keys  Backspace key  Delete key

Blue Cireen Rl Yellow Purple Oranpe
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MOUSE

This i 3 COMPULET |
MIOUSE ]

A mouse is a pointing device, normally joined by a cable to a computer. It helps
us point at things on the computer monitor. The mouse is also used to click and

drag (move) things on the computer monitor. It can help us draw pictures too.

A mouse can be handled better when kept on a mouse pad as it moves well on a

smooth surface.

“Besides these four main™
parts, a computer has other
devices thar help it perform

different functions.

|

Mouse an a mouse pad

Now let us learn about some helping devices that help a
computer perform different functions.

PRINTER

A printer is used to take a copy, usually on a
sheet of paper, of the infarmation stored in your
computer,

This copy on paper is called a printout.
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Yes, [ have seen Papa
taking printouts from

To get a printed copy
of your work, vou
need a pancer.

_____ >

MICROPHONE, SPEAKERS, AND HEADPHONES

Microphone and speakers, when attached

to a computer, form the sound system of the
computer. They are a part of the multimedia
devices of a computer. Multimedia (multi
means many) computer systems allow us to
hear sound and watch movies besides letting

us read text on the monitor, all at the same time.

A multimedia computer

Microphone It is used to record different sounds.

" By speaking intoa ",
i microphone you can
. record your voice, "

Mo w1

Microphone

. 15 OXFORD
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But howcan we |

You can listen o tha
recorded sound with
1the help of speakers

Speakers They are used to listen to recorded sound as well as
music.

Headphones They are used to listen to recorded sound as
well as music without disturbing others. Only the person who is
wearing the headphones can hear the music or recorded sound.

INPUT AND DUTPUT DEVICES

Till now you have learnt about a number of parts and helping devices of a computer.
They can be divided into two groups:

* Input devices

* Qutput devices

Input devices are used to enter data into the computer. The input devices are:
i. Keyboard li. Mouse lii. Microphone

Output devices are used to give output, The output may be in the form of words,
letters, images, or sound. The output devices are:

T"— -

I. Monitor ii. Printer iii. Speaker iv. Headphones
DX FORD
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UPS

It stands for Uninterrupted Power Supply.
A UPS keeps the computer working for some
time even after the electricity poes off,

{ This isa UPS,

FLOPPY DISK, HARD DISK, CO, DUD, AND USB

Floppy disks, hard disks, CDs, DVDs, and USE are used to store information
permanently,

A floppy disk is square in shape,

" You put a Aoppy ;
disk insice a fioppy

disk drive

R

Inserting a floppy disk into a

floppy dizk drive
A hard disk is like abox. [_TopTip B _'t:.:’
It is fixed inside the CPU There are hard disks that are not
cabinet. When you save a  fixed inside the CPU cabinet. You can
file on the computer, it is connect these to a computer, save your
: files on them, and then remove them.
hard disk.
saved on the These are called portable hard disks
which you can carry around with you.
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A CD can store more information than a floppy disk. (Did you know?

Both a CD and a DVD are round and of the same size Nowadiys; Ropey disks

but a DVD stores more information than a CD. are hardly used. CDs, DvDs,
and other storage devices are
more common as they can

You pur a CO-ROM _ You put 2 ' store more information,
inside a CO-ROMor | DVD-ROM inside a

a DVD-ROM dirve, DVD-ROM cirive,

A USB is also called a flash drive. It helps you store
data and carry the data with you. It is easy to use and
small enough to be carried in your pocket. It can store
more data than a CD and DVD. USB

: — = e
Do not handle CDs and DVDs carelessly. They may get corrupted. Keep them properly
in their cases so that you do not lose data.

OXFORD '| ﬂ

FRiEiE i

mEEn
B
[ 1-1-1
mEER
am
BB
g
™
=

& 0 P SFPRAPPE & Ll




[T

I ,wﬁmﬂi'@i TEIME

monitor looks like a TV and can be used to
see pictures

cPU  contrals all other parts of a computer

Keyboard used to enter data into a compuler

Mouse a pointing device, normally
connected by a cable 1o a computer

Device an object used to perform a
particular task

Printer  used to take printouts

Microphone used to record sound

Speaker used 1o listen to recorded sound
or music

Headphones used (o listen to recorded
sound or music without disturbing others

Input Devices used to enter data into a
computer

Output Devices used to give outpul
which may be text, images, or sound

UPS  helps keep the computer waorking
for some time even after the electricity
goes off

Floppy Disk It is square in shape.

Hard Disk It looks like a box, When you

save a file on the computer, it is stored
in the hard disk.

CD and DVD  Both are round in shape
and of the same size, but a DVD stores
more information than a CD.

USB It is also called a flash drive, It can
store more information than a DVD,

_!}IEHEP

1. Bina's father wants to store data in his USB but he cannol find it. Bina has spolted it at
the other end of the garden. Can you help Bina reach the USE without stepping on the

grass?
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2. Write T for the true statement and F for the false one,
a. The CPU controls all the parts of a computer, except for the input devices,
b. Speakers can be used to listen to music without disturbing others.
¢. A CD can store more data than a DVD.
d. A USB can be easily carried in your pocket.

LIOoO

3. Choose the correct oplion.,

a. Which one is true about the CPU?
i Its full form is Central Processing Unit.
ii. It is the brain of the computer.
iii. It controls all the other parts of a computer.
iv. all of the above
b. Which one is an input device?
i Printer ii. Speaker iii. Microphone iv. Headphones

c. Which of the following is not used to store data?
i. CD ii. DVD iii. USB iv. UPS

d. Which one is called a pointing device?
i. Keyboard  ii. Mouse iii. Printer iv. Hard disk

4. Answer the following,

a. What are the four main parts of a computer?

b. Compare output and input devices,

c. List two uses of a mouse.

d. Mention two devices used to listen to recorded sound or music.
e. Name any three devices used to store information permanently.

f. Can you design a keyboard and a mouse that is more suitable for a younger
person or an elderly person to use? The keyboard and the mouse both need to
have all the necessary functions available to use,

g Whe.n crﬂeating your own designs or typing a document think about why a
monitor is also a crucial part of a computer. How do the mouse, keyboard, and
monitor all need to work together? Why?

S el
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h“l INTHE LAB

1. Draw a figure of a computer system in your notebook and label its parts.

2. Your younger schoolmates are curious to find out more about the different input and
output d“""_‘““ of the computer, Using cartoon characters, create an explanatory
cartoon strip to show different ways of inputting and outputting information through
devices, [SII?E Page 16 of your Keyboard book if you need help). lllustrate in your
cartoon strip if something funny happens durin g this process,

GROUP PROJECT

As a group, your task is to create a user guide for using different types of storage for
your computer, Perhaps each member could select one type of storage, work on its user
guide, and in the end all user guides should be combined together in one document.
Think about the advantages and disadvantages of each style of storage. Present your
user guide to another group and see if they agree with your findings. Can you learn
something new from their user guides? Have they thought of something different? Learn
from one another.

'% TEACHER'S NOTES
» The various parts of a computer and their uses could be discussed in the class.
* Demonstrate how you can take a printout of text as well as images from a printer of

something one can see on the manitor,
» Show and discuss which storage device out of the ones mentioned in the chapter can store

the most information.

E ] OXFORD
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"" (Chapters 1 and 2
1. Search for two input and two oulput devices in the grid given below,
Keyboard Mouse Printer Headphones
S CW[FHYJINBF
X D P E‘._I H_T_E_R D
EIE ]__5__‘:'_] FI'."r D_S
W_H T_G_T__l_...'_.T_a-"-. E_M
F__ITIIF-E F_R_‘r _[_"."v.-'_"u'_f}
KIEIY BIOAIR|D|C|U
G S ElAIGIDSICIX S
J TIAW/S[DE/AGIGIE
Y WAWS RWHH|D|
H E AD[PHO[NE|S]

2. Who am 17

a. | am used to store data and can easily be carried in a pocket,
b. | am used to take a printout.

c. | am used 1o record sound.

d. | control all the ather parts of a computer.

e. | aman input device. | am also known as a pointing device,

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

3. Label the four parts of a computer system,
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4. Neha has drawn the figures of some devices and labelled them. Check if she has labelled

all of them correctly, Put a tick (+) for the correct label and a cross (*) for the wrong
one in the boxes below,

CPU Speaker LISE Monitor
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J keyboard

A keyboard is a device that consists of a number of keys. It helps us to type, give
commands, play games, and move from one point to another.

We type on a computer by pressing the keys on the keyboard of a computer.
Whatever we type on the keyboard appears on the monitor.

- [ know thar a keyboard has: ™ ._
[+ Alphabet keys < Number keys |}

s ENTER keys A SPACERAR .~

S lerusnow
¢ learn about some more |
‘.. keysonakeyboard! ./

A Keyboard
A keyboard generally has 104 keys.

EITREETTH FhdiE

| -
[ |

L]
[ ]
[
[ 1 U]
im
imm

"

im
IEF



iE B
ism g
Ing B

cURSOR CONTROL Keys

A cursor is @ small blinking
that shows the position of
1o be entered.

line gn the monitar
the next letter or number

The cursor looks like this: |

The cursor control keys, also call

: . ed arrow keys,
are used for moving the cursor o

n the monitor.,

" A cursor can I'JE‘ .
maved up, down,
Y, NEht orlefr,

Left

Diown

Cursor control keys

Cursof

Right

The arrows marked on the keys show the direction in which the cursor moves when

those keys are pressed.

BACKSPACE KEY E

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

In this example, you need to correct the spelling
of KEYYBOARD to KEYBOARD.

Position the cursor after the first Y’ and then
use the BACKSPACE key to erase the extra Y’

Using the BACKSPACE key
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DELETE KEY

When pressed, the DELETE key erases anything
typed on the right side of the cursor,

In this example, you need to correct the spelling
of MORNITOR to MONITOR.

Pasition the cursor after the first ‘O’ and then

use the DELETE key to erase ‘R’. Using the DELETE key

CAPS5 LOCK Key m

when the CaPs LocK keyisoN, allhe | @) @)

letters that are typed appear in capitals on | num Lock Caps Lock

Scroll Lock

the monitor,

For example, if you type the word ‘mouse’,

CAPS LOCK key ON

it will appear as ‘MOUSE’ on the monitor.
When the CAPS LOCK key is OFF, the O 0

O

Scroll Lock I

: M k
letters that are typed appear in small letters L™ 1o Caps Lok

- on the monitor. CAPS LOCK key OFF

For example, if you type the word ‘printer’, it will appear as ‘printer’ on the monitor,
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NUM LOCK KEY 5

If you want to use the numeric keypad . O O
on the right side of the keyboard, the Num Lock Caps Lock Scroll Lock
NUM LOCK key should be ON, MNum Lock is ON

The numeric keypad and the NUM LOCK key are shown below,

" Hey friends’| also

Lock Key _
know how to [ype ¢
1 rlaun"-"lb'ﬁ"'? -1‘
SHIFT KEy &

The SHIFT key is used along with other keys. There are two SHIFT keys on a keyboard
and both of them have the same function,

When you want to type the upper symbol on any of the keys coloured orange, use the
SHIFT key.
e

L A
The upper symbals are typed using the SHIFT key

For example, iﬁﬁ:u want to type the symbol *, press the SHIFT key along with the key
that has the symbol, i.e., the sixth key from the right.
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e AR Ry bs present on Uyee Jestt sheler ool Hhe L'r*':.-lu wirel, Immeaves the carsor Bo e righ
Ly many spaces, Lor example, type your fist name and then press the TAR key, Sec
e cuesor e Dy nany spaces, a

F Fl B ogd L b
My Ly me yitn Last i, IR Ky

‘ MANAAL KHAN
Mo typesd using TAR kiwy

ESC Ny ﬂ

The FSC key is used 1o close a menu or o dinlog box, i
Is present on the upper left cormer of the keyboard,

For example, il you have clicked the Start button by
mistake, and do not want to work with the Starl menu,
just press the ESC key, and the menu will disappear,

i tor drink anything near the computer. It may get damaged if you drop or spill
it by mistake.
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CHLTEEATE

cursor [t is & smill blinking line: o the: Caps Lock key 11 is wsed 1o type: capital
monitor that shows the position of the. Fettesrs, asinng thes alphabet keys of 4
next letter or number 1o be entore]. EFIFEHHJFFI_
cursor control keys  These are used for Num Lock key 11 is wserd 1 type number,
moving the cursor on the monitor, using this numerie. keypisd on the: right
Backspace key It is used to erase anything sicle of o keyhoard,
typed on the left side of the cursor. Tab key It is used te rove the cursar o the
Delete key It is used to erase anything right by many spaces,
typed on the right side of the cursar, Esc key It is used to cancel a menu or 2
dlialesg s

= P R e o BT, S e
o AT s st S . J
P Ry

—

i BHERCIS!

R ;\%‘-{_— S
1. Answer in one or lwo words,
a. Itis a small blinking line on the monitor.
b. These move the cursor on the MONIMOL e ersssarrrsnarerares
c. This key is used to move the cursor o the right by many Spaces. ...

d. This key is used to cancel a menu or a dialog box.
e. It is used to erase anything typed on the right side of the cursor.

2. Fill in the blanks with the correct words,
BACKSPACE control keyboard ON SHIFT

a A ceeeeeresenereeners 18 @ device that consists of a number of keys.

), Thect . s keys are used to move the cursor on the monitor.
; cevseeneness kety rases anything typed on the left side of the cursor,
B8 LOCK KeY 15 ..ovovecermmmresssssssssninssnensy 2l the letters typed will
fal on the monitor.
vpe the upper symbol of a key, first press the .....oovcissiicnsi, Key.
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3. Do the following.
a. Colour the keys used for typing @@§$##**&& in blue.
b. Colour the keys used to type TIGER in yellow.
c. Colour the key used to delete the letter on the left side of the cursor in red,

d. Colour the key used to delete the letter on the right side of the cursor in green,

4. Choaose the correct option,
a. The key used to move the cursor by many spaces.

i. TAB i. E5C iii. SPACEBAR iv. BACKSPACE
b. The key used to display the upper symbol when pressed with a key having two
characters.
. CAPSLOCK ii. NUMLOCK iii. SHIFT iv. none of these
¢. The key pressed to use the numeric keypad on the right side of the keyboard.
. CAPS LOCK  ii. NUM LOCK iii, ESC iv. DELETE
d. When this key is ON, the alphabetic characters are displayed in capital.
- NUMLOCK i, CAPSLOCK iii. SHIFT iv. none of these
e number of cursor control keys on the keyboard are
5 3 ji. 2 iii. 4 v, 1
- B @8 @ 30
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5, Answer the following,
3. Which key is used to move the cursor 1o the right by many spaces?

b. Analyse the functions of the Alphabo keys, Number keys, SPACEBAR key, and
ENTER keys.

c. ldentify the keys which perform similar functions as the mouse.

d. Which keys are used 1o erase a word? 15 it useful to have different ways of doing
the same task?

e. Compare the following keys and note the similarities in their function.
. NUM LOCK and CAPS LOCK
il. SPACEBAR and TAB

f. How would you close a menu bar which has been opened unexpectedly?

E"L IN THE LAB

1. Write the names of five fruits you like in WordPad.

a. in capital letters b. in small letters

2. In WordPad or Motepad, experiment with the different keys by typing your school name
and address, making sure you use numbers, capital letters, and lower case letters.
a. family member's names b. your school's name

c. your class teacher’s name d. the four parts of a computer

Note: The teacher may help the students open the Notepad or WordPad software,
if required.

nped over the lazy dog' is a really special sentence for
led a pangram. As a group, start with the title, ‘The quick brown
dog’ and create your own stary about the fox and the dog,



You can present it to your class in whatever way [ils for your story. It could bea poeny
T . . -
play, a cartoon strip, or a poster. The important thing to remember is that computer ..,
i ‘ [ &

often use this sentence to try out different fonts, so your story will help vou to rememis, .
the important sentence.

4% TEACHER'S NOTES

* The teacher could emphasise upon the difference between the CAPS LOCK and the SHIFT

keys. Students can try using the SHIFT key with the alphabet keys while the CAPS LOCK
key is an,

* Students must be given enough practice on usin
* It must be explained to the students that there a
could possibly be demonstrated

5 both their hands to type on the keyboard.

re several types of keyboards available. This
in the computer lab itself,

SRR 32



Uses of Computers

RN o
fEz TRATE ey
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Ler us learn mors
about che different
uses of computers

Computers can be used for a number of tasks in schools, railway stations, airports,
hanks, hospitals, and offices.

ﬁn; D:I" ﬂ? tﬂﬁkﬁ is maiﬂlﬂ:iﬂing rEEDrds. T oid Ljou Know? @

A record Is a collection

: : g of information about a
cars, etc. They also help in launching particular person or object.

gning books and magazines.

detail about the uses of computers in different fields.
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SCHOOLS

Computers are used in schools:

34
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RAILWAY STATIONS AND AIRPDRTS

Compulters |lf:'|p in booking tickets, Biving information about the arrival and departure
imings of trains and aeroplanes, el

Computers help in booking tickets. Computers help in providing
infarmation about flight timings.

MAKING FILMS

Computers help in creating the animations shown in films, Animation is the process
of preparing lively cartoons as seen on lelevision.

Oh yes'| could see
i . amazing things in those
Have you seen [ mowies | ber thar was
mavies fike Frozen possibie only with the
and Toy Story 37 7 . help of camputers. "
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BANKS

In banks, computers are used to store details of customers’ bank accounts. A COMpuler
also helps us withdraw and deposit money using something called an ATM. ATM
stands for Automated Teller Machine.

Computers are used to keep customer details. A lady is withdrawin g money from an ATM.

HOSPITALS

Computers are used to maintain
records of patients in hospitals.
Sometimes, computers can also be
used to identify diseases.

Computers help doctors in performing
operations. Computers are also used
to prepare medical reports of patients.

A computer is being used to maintain patient records.

OFFICES

In offices, computers are used to type and print documents. Computers are also used
for sending messages through email, also known as electronic mail.

CDs and DVDs can be used to store a lot of information. This information would
otherwise be stored in bulky files that occupy a lot of space.

36 #d
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uters are being used .
e ducEmﬁnt;D 'ype.and print CDs and DVDs store a lot of information and

are easier to handle than bulky files.

DESIGHING

Computers help in designing clothes. They are also used by architects to design
buildings and houses.

Computers are being used to design
clothes. houses.

Computers are also used to design cars,
' machines, etc.

3? o o o i L
Wi ol Bee® ol



SPACE RESEARCH

Computers help in launching satellites, rockets,
etc. Computers also help in controlling satellites

and in space research.

Computers are being used to launch rockets,

PUBLISHING

Computers are used by publishers and
publishing houses to design and print
newspapers, magazines, books, ete,

A computer mouse should be held properly. Do not play with its wires or pull them because

that can damage the mouse.

STEInIS

STiEk

Record 1t is a collection of information
- about a particular person or object,
ATM It is a machine that we use to

deposit or withdraw money,

Email It is a way of sending messages to
other people by means of computers.

38 ,
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1.

golve the crosssvord wsing e clues given hislow,

i

Down

1. a place where computers are used to maintain fee records

3. a place where computers are used to maintain records of patients

5. a machine used 1o withdraw money

7. a place where computers are used to keep details of customer’s bank accounts

Across

2. Computers are used by .................. for designing and printing books.

4, the process of sending mail through a computer

6. a place where computers are used for giving information about the arrival and
departure timings of trains

8. the process of preparing lively cartoons

_ Fill in the blanks with the correct words.

animation email school record Teller

2 A oo i @ collection of information about a particular person or object.
B sooevoseessssssssesenneees 16 the process of preparing lively cartoons as seen, for example,

on television.
. ATM stands for Automated ... ... Machine.

d. Computers are used for 5endlng Mmessages thruugh
e. Computers are used in a . rveereansrarenses 10 UL re;mrl can:!s uf studenls
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3. Write T for the true statement and F for the false one,

a. Computers are used in schools as a teaching aid.

b. CDs and DVDs can be used 1o store a lot of information.
C. You cannot use a computer to design books.

d. In a bank, computers are used to make timetables,

e. In a hospital, computers are used to book tickets.

D00

4. Write one word for the following,
3. Process of making cartoon films.
- Way of sending messages through computers,

. Computers are used here to make books.

b
c
d
e. It is used to withdraw money.

5. Answer the following.

a. Write two uses of computers in schools.
b. Why do peaple use email?

c. Give two uses of computers in hospitals.
d. What are computers used for in
that they could be used?

e. Have you naticed computers bein
other place where you have seen

f. Do you think learning computer skills has become
reason for your answer,

B Why is learning computer skills very important for all students today?

‘i"L IN THE LAB

1. Collect any two computer-generated tickets (railway,

. Computers are used in this place to record customer bank accounts, ..............,

your school? Can you think of anywhere else in school

g used in restaurants and shopping malls? Name any
peaple using computers to perform their tasks,

essential for all professions? Give

movie, aeroplane, etc,) and paste it
in your notebook or scrapbook.
2. Collect pictures from a magazine or newspaper, and make a chart an the uses of
computers in different fields,
“"“‘"E u i ®E = 4"
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3, Conduct & SpOrts survey in your schuol. Your task is 10 ask everyone in your elass about
their favourite sport and sports star. Then you have 1o record this information on your

computer. Decide how best to do this, Is a list the best way or could you create an
alternative!

GROUP PROJECT

Fach group should choose a profession such as teaching, medicine, archilecture,
hanking, airline industry, etc. and to work out how different professionals use computer
echnology to help them do their job. Each group should create a scene from a day al
work of their selected profession, so they could demonstrate ta the rest of the class how
important computers are.

% TEACHER'S NOTES
v Ask students what they want 1o be when they grow up and how they think they would use

computers in their respective professions.
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(Chapters 3 and 4)

1. Look for eight places where computers are used, in the grid given below.

H[p[e[s]a[n[k[s|[F[D[A]|O]
olc|c|v]s|y|u|i|o|r|s|F]
s|clalt|rR|P|O|R|T|S|A|F
IPlulc|G|T|u|I|Y|G|E|N|L]
ilc|D|FIH|)IM|IN|F|D|)|C|
T|D|w|s|c|H|o|lo|L|S|A|E]
AlW|A|D|W|E|C|T|V|T|Y|S]
LIA|F |1 |LIMS|YIC|S|ID|R
|SILIW|X|A|S|F|IU|JF|D|U E|
(DIWIDIE|S|T|[GIN]I HGG|
s|lalcli]|o|p[m[H]|G[T[M|R]
rlrfulefi]i]s]n[rIn]c]c]
2. Solve the crossword using the clues given.
ACROSS »
1. This key is used to type in capital letters .
using the alphabet keys. * L
3. It is the small blinking line on the monitar,
5. This key is used to erase anything typed on i '
the right side of the cursor.
DOWN
2. This key is used to cancel a menu or a . i J
dialog box,
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4. This key is used o erase anything
6. The number of SHIFT keys preson|

3, what will appear on the screen if you press the following keys.

i,

SHIFT key

SHIFT key

i 1

SHIFT key

.+

CAPS LOCK

hll'l:_ :

+

*
i
2
C
TAB | + Jibran
+ | Monitor ‘

43

typed on the left side of the cursor,
on the keyboard,
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#" I rell you. For drawing
and colouring youcan
use 3 program called -~

g PAIRL "

" Hey Toggle! ™,
’e"l I know one can draw
i on the computer but  #
\,Idontknow how: A&,

Microsoft Paint is a fun program which you can use to draw and colour anything you
like.

STARTING PAINT
Let us begin by learning to start the Paint program. Click the Start button. Select

ﬂr..-..- I | Wi s OV Ml s . Ty —
44 Wingore, Fas g e et . |
vy | Msinped ' O Wiy Mache Eanie L. ¢
[ % Narratie fimteop Conracis
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| Fig. 5.1 Select All Programs  Fig. 5.2 Select Accessories Fig. 5.3 Select Paint
|
| OXFORD
[ R TRLR S T o u .. n #4 3 I
| I O B EEAR B 8 @ ; am

i _ _ _bip mem sEEm sEEm BE @ amn 8



Paint ",
hul‘-[rm D i [ i 'hl' UL E iz
% i r I B - . !_
Heome
rah

Drrawng area

CRELEE

.II!IEIH lﬂ='|l_’.,l

]_ Ritzbean

Calour bax

Fig. 5.4 Components of the Paint window

All Programs (Fig. 5.1) B Accessories (Fig. 5.2) » Paint (|

:'Jir.
The Paint window opens with the Home tab selected (F
The Faint window has two main parts;

* Ribbon—It contains the tools you can draw with,
* Drawing area—It is the area where you draw.

CLOSING PAINT

When you're done using the Paint program, you can close
doing the following:

Click the Paint button and then click the Exit option (Fig. 5.

USING TODLS

Different tools like the Pencil tool, the Brushes tool, and the Line

ool can be used to draw straight and curved lines in Paint,

Pencil Ton! |7

1. 5.4,

2.d)

_|"" Lmen

Ied 5
fed

apy D=l

| tamg o e

it by

',.: SHlar deihbay fail grsamd &

‘!’ Fogiite
“ Flrieaf Fasel

i s

7).

* ot

Fig. 5.5 Exit oplion

You can use the Pencil tool to draw both straight and curved lines.

1. In the Tools group, click the Pencil tool.

L In the Colors group, click Color 1 and then choose a colour in the colour hox,

3. To selecy the background colour, click Color 2 and then
Colour box,
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4. Click the Size button and then select a thickness for the line
5. Click inside the drawing area. Drag the mouse to draw the lines (Fig. 5.6

2. Click Color 1 and
1. Click the Pencil rool. then choose a colour.

=) 3, Chok Color 2 and

- then choose a colour,
b DO = mEmns REEE which forms

A R eaoe . !E B e
# AL b= SO RO ol v g s background colour,

4. Click the Size burron

and select a thickness
for the line.

5. Click insicle the
drawing area and drag

the maose 1o draw.

.
- r |
A, — i3 s
el . e
—-

Fig. 5.6 Using the Pencil tool

" Soy whiat did you draw on
3 ur first try? Can you make a
Note: To draw using the background colour (Color 2), _W copy mrf; fie ﬁ me?
right-click while you drag to draw. N 1. e
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you Can Use the Brushes tool to draw lines and curves that have a different
appearance and texture. Diiferent artistic brushes are available which can be used to

graw free-form and curved lines that have different effects.

1. Click the down arrow under Brushes, Click the artistic brush that you want 1o use.

5. Click the Size button and then select a thickness for the brush.
3, In the Colors group, click Color 1 and choose a colour,
4, Click inside the drawing area. Drag the mouse to draw (Fig 5.7).

1 Clickthe downarmow and clickthe 2. Click and select a thickness

armistic brush you Want o use, far the brush,
bk o o 28 gl
L L ] T = -
C1hs,. 2% A (Gl nootona Bl - -a-bal
eale ] P UV el T e o £ e s
=g
Ealligraphy e o Callgrimplry b 2 diibiriils

——
H

WETER ar biivh

Fmd ol peidil

1 e

.:m. - - Al |

Fig. 5.7 Using the Brushes too]

line Tool ™

| Top Iin.

You can use the Line tool to draw a straight line.
You can also choose the thickness of the line and

fls style,

you draw the line,

47
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. Click Color 1

and then
chaoose a colour

 Chek inside the

drawing area and
drag o draw.

To draw a horizontal or vertical
line, press and hold the SHIFT key as
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1. In the Shapes group, click the Line tool.
2. Click the Size button, and then choose a line size.

3. In the Colors group, click Color 1 and choose a colour.
Drag the pointer to draw the line [Fig. 5.8(a)l.

4. You can also change the line style. In the Shapes group,

click Outline, and then choose a line style.

Fig. 5.8(a) Drawing

5. Click inside the drawing area. Drag the mouse to draw a line
[Fig. 5.8(b)).
_ 2 Click the Size button
1, Chek the Line rood and choose 7 line size.
1 i v - T e
e 5| 3 Click Color 1
O35 Dlatl 7va of Bo2008s S WCIMERNESERST - ancthencoos
- T kb o, b R R00 == L < ki s i colour,
- 4. Click Outline
e and choose a
line seyle.
/ / / 5. Click inside the
drawing ares
salidcoler  Crayen Markar and drag the
= Nabarei prmd Watwrralor mouss 1o draw
+ = e - = W= 0 &

Fig. 5.8(b) Using the Lines tool

SAVING A DRAWING

When you save a new drawing for the first time, you will
need to give it a name. The steps to save a new drawing are:

1. Click the Paint button, and then click the Save option
(Fig. 5.9),

i-r}{ Sare ’

T R =1 P —

e

Fig. 5.9 Save option
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- The Save As dialog box appears ) i, 5, 101,
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Fig. 5.10 Save As dialog box

1, Select the drive and the folder to save your drawing in,

4. In the File name box, type a file name.
5. Click the Save button,

PRACTICE TIME

(" fast Forward
CTRL+S

Save a drawing

Kamran wants to draw a kice in Paint similar to the one shown. Which tools should he

use? Can you help him with the task?

SOLUTION
1. Todraw the kite, do the following
a. Select the Line tool.
b Click Cobor 1 and then select purple/pink

Kite

colour,
¢. Click the Size button and select the
2™ pption.
d. Click and drag on the drawing area to draw
the shape.
: 4 -  ouosp
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2. Todraw the thread, follow these steps:
2. Select the Pencil tool.
b. Click Color 1 and then select black as the colour,
¢. Click the Size button and then select the 1% option,
d. Click and drag on the drawing area to draw the thread of the kite.
3. To colour the kite, do as follows:
a. Click the down arrow under Brushes tool and then select Airbrush.
b. Click Color 1 and then select purple/pink colour
c. Click the Size burton and select a size of your choice for the brush,
d. Click inside the kite many times to hll it with the colour,
4. Towrite the word "Kite”, do the following
a. Chek the arrow under Brushes tool and select Calligraphy brush 1,
b. Click Color 1 and select the blue colour.
¢. Click and drag inside the drawing area to write the word 'Kite'

* STARTING A NEW DRAWING
To start a new drawing:

1. Click the Paint button and then click the New option Fig, 5.11),

e
L) e &

Create a new drawing  CTRL+ N

Fig. 5.11 New option

2. If you have not saved the picture you have [ T

drawn earlier, Paint will display a message
box asking you whether you want 1o save

[rer yois wvant b sanve ehanges to Urtithed?

the drawing or not (Fig. 5,12,
3. Select Save or Don't Save as por your - =

choice. Fig. 5.12 Message boy
D!.FBR_E 5[]
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EFEH[HE AN ALREADY SAVED DRAWING

B~
o open an already saved drawing; ?ﬂm._ o
1, Click the Paint button and then click the
open option (Fig. 5.13).  gpen 5
y, The Open dialog box appears (Fig, 5.14), ' '
y, select the drive and the folder. [

l s, Look for the drawing you want to open
in Paint, select it, and then click the
Open button.

Fig. 5.13 Open option

(" Fast Forward @

Open asaved drawing ~ CTRL+ O

h S
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Fig. 5,14 Open dialog box

Ribbon PartnftheFaintwindnwlhatcnntains Brushes tool It is used to draw lines and

the tools that are used to draw with curves that have a different appearance
Pengil ; ree hand and texture.
dfﬂ:::gs e Line tool 1t is used to draw straight lines,
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1. Fill in the blanks with the correct words.
Brushes Color 2 Save Size straight
A THE cooveceeiceeeeeess s 100 is used to draw lines and curves that have different
appearances and textures,

b. The .....cooiciicrscrrivner, Option is used to specify the background colour.
€. Click the .........c.cceveerevirunennn. button and then select a thickness for the line.
d. The Line tool is used to draw a ......o.cocooeivcovereennenas. line.

e. To save a new drawing, click the Paint button and then click the .........ccccovurmiinnncee.

option,
2. Choose the correct option,
a. The main parts of the Paint window are the:

i.  ribbon ii. drawing area
iii. paint area iv. both i and ii
b. The tool(s) used to draw lines and curves in Paint is/are the
i.  Line tool ii. Brushes tool
ili. Pencil tool iv. all of these
c. The Paint button menu command used to close the Paint window is:
i.  New . Save
il Exit iv. Open
d. The option used to choose the width of the tool is:
i.  Thickness ii. Thick
iii. Size iv. Width
e. The group that contains the Line tool is:
i. Tools i, Shapes
iii. Colors iv. Image
ﬂ'}“mE o E ms = EE
o oB%ael 2EE £..7
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AnsWer the following,
L : which tool is used to draw bath straight and curved lines?

b, HoW will you select a background colour?

.. How will you change the thickness of the line?

4. which dialog box appears when you save the drawing for the first time?
e. What do the Pencil, Brush, and Line tools have in common?

i which tool would you use to create special effects using a curved linef

g lsita good idea to give appropriate names to your files in order to find them easily? In
Paint what name would you give a drawing of your classroom?

&‘LINTHE LAB

1. Mohid wants to draw a similar boat as shown on the right

in Paint. He also wants to write the text ‘BOAT' on it. Can \ B 0 AT
you help Mohid in this task?

.

2, Anum saw balloons of different colours at her friend's party. Iﬂ: oy
She wants to draw the same in Paint. Can you help her? Also ) G i) F
write down the steps you will follow. Write the names of the %? {,:‘.g}]ﬁ!-" |
tools used to draw the picture. 1&..115 | [ ]

\J‘n 1 f;ff

3. Simra’s mother wants her to make an Eid card. She has ﬁrﬁl_ y |,|¢,
drawn it in Paint. Can you do the same task? Save the drawing
with the name.

4, Your task is to draw the castle of your dreams, using as
many of the different tools in Paint, as you can. To complete
the drawing think about colour schemes. Can you Just use
one colour but use lots of different shades of that same
colour or can you just use two colours?
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GROUP PROJECT

Imagine you are with your friends at a big event such as a cricket match or a religious
festival like Eid. Plan together how you can recreate the scene using Paint. Would you
focus on the crowd, the action you are watching, or both perspectives? Write how yoy
will complete this task in Paint. What might be difficult to draw? How can you adapt
vour ideas?

You might think it would be easier to paint the scene on paper rather than on screen,
What are the advantages of completing this task on screen?

Share your conclusions with the rest of your class.

%2 TEACHER'S NOTES

* It should be pointed out to the pupils that most functions are performed by clicking the left
mouse button,

* The teacher could also demonstrate how to draw circles and ovals using the Ellipse toal if
children are not able 1o use the Pencil tool comfortably. Similarly, the use of the Rectangle
tool to draw squares and rectangles could also be shawn to the children, so that they are
able to perform the tasks given in In the Lab.

i lal Ll 54 ,
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chapte,

b Drawing in Paint

| made a birthday
Hey Goggle, card for my friend in Paint,
l'rf’l‘dﬂ-f'ﬂ“’fﬂf'ﬁ / bur | don't know how to |
. -q.__""_":'_"”__E'E'-_J wrirte Happy El'.'l‘_hda}f'nﬂ '

T 3 ml’ I'.'ﬂl"d i

L Yo can use the

7 Text ool Goggle! Come ler us
learn about i along with some :

other amazing tools!

You can draw a lot many things in Paint. But. let us {i

rst learn about the other tools
that you can use in Paint.

CURVE TDOL
The Curve tool is used to draw curved lines.

1. In the Shapes group, click the Curve tool,

L. Click the Size button and then select a thickness for the Curve tool,
3. In the Colors group, click Color 1 and then select a colour,

4 In the Shapes group, click Outline and then choose a line style.

5, E;riﬁg the mouse pointer onto the drawing area. Notice that the mouse pointer
f:h.'.ngE from an arrow to a pointer with four heads. Drag the mouse to draw a line.

b, Click the line and drag the mouse to get a curve (Fig. 6.1),

55 OXFORD



il

1. Click the Curve tool. 2. Click the Slze button and select a thickness for the curve.

ﬂ I__ r =, L
= 3. Click Color 1 and
then select a calour,
4. Click Qutline
BT.d then choose 5 Cheleand drag
a line style, | to draw in the
drawing area.
Fig. 6.1 Using the Curve tool
~~/OO0OmA -

SHAPES GROUP 54 x5 oo

ﬁ:’nu can use the Shapes group in Paint to draw different types of ready-made shapes
like rectangles, ellipses, triangles, arrows, hearts, stars, lightning bolts, callouts, and

many more.
1. In the Shapes group, click a ready-made shape.
2. Click the Size button and select a thickness for the line.

3. In the Colors group, click Color 1, and then select a colour. Click Color 2, and
then select a colour to fill the shape.

4. Click the Outline button and select a line style.
5. Click the Fill button and select a fill style.
6. To draw the shape, click and drag the mouse on the drawing area {Fig, 6.2),

——— = & Select the ling
1. Click the shape. g . 255 5 (eaneRl e B ! i'.- I._l=" wmung Hickniess
4. l:i:l::hlﬂl.n‘.ﬂnt - A 3. Click Color 1and
H stton and select a ﬂ | then click a colowr for
finestyle I => <= Y outline. Click Color 2
— and click a colour for
e — 4 filling the shape
5, Click the Fill g
button and , o . 6. Click and drag the
selectafillseyle. | _ . meaise o draw the
- 4 uj 4 i & s [ " . shﬂ..tﬂ?
Fig. 6.2 Drawing different shapes
OXFORD
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To create sides with 45" or 9g= angles, press and hold the SHIFT key as you create each side.

To draw a shape with equal sides, like 3 square, click Rectangle in the Shapes group and
press and hold down the SHIFT key while dragging the mouse.

POLYGON TOOL 1B

You can use the Polygon tool to make 2 custom shape with any number of sides,

1. In the Shapes group, click the Polygon tool,

2. To draw a polygon, drag the pointer to draw a straight line. Then, click each point
where you want additional sides (o appear,

3. Connect the last line to the first line to finich drawing the polygon and to close the
shape (Fig. 6.3).

1. Click 2 Jodnitt = L STOLGEL e = e RTERE llliu.*
- ! - : B e
= | Zand3 Clickand
1 drag the mouse to
draw the shape by
connecting the fines

2nd required points,

Fig. 6.3 Using the Polygon tool

4. With the shape still selected, you can do one or more of the following to ch ange
its appearance:
* To change the line style, click Outline and then click a line style. You can have a
shape without an outline by selecting No outline.
*To change the outline size, click the Size button and then select a thickness for
the line,
* In the Colgrs group, click Color 1, and then click a colour for the outline, Click

Color 2 for a colour to fill the sh ape.

CUFORD
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» To change the fill style, click Fill in the Shapes group and then click the fill you
want. If you do not want to fill the shape, click No fill.

ERASER TOOL ]
The Eraser tool is used to rub out any part of the picture.

1. In the Tools group, click the Eraser tool,
2, Click the Size button and then select a size for the eraser.
3. Bring the mouse pointer onto the drawing area.

4. Click and drag the mouse over the part that you want to rub out (Fig. 6.4).

2. Sedect the dipe

1, Select the of the eraser,

Eraser tool

3 and 4. Click and
drag the mouse
over the part that
yOu want to erase

gl

4 —.:--'; o — e
-

Fig. 6.4 Using the Eraser tool

FILL WITH COLOR TOOL 2|

This tool is used to fill a selected colour in any closed shape. It makes your drawing

colourful. Let us first draw a flower in Paint. Now, use the steps given below to fill the
figure with colour.

1. In the Tools group, click the Fill with color tool.

2. In the Colors group, click Color 1 and then select a colour.
3. Bring the mouse pointer onto the drawing area.
4. Click inside the shape to fill it with colour (Fig. 6.5).
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1. Click the Fill with color toal, 2 Click Color 1 and then choose 2 colour.

'E tae 417 ;:“ﬁﬂ:, Al = .. ln:in EHE.F[
Sops T A . 1 1 -
1 Chek inside the '
shape o Al ig
with colour,
i;—;— = o -
Fig. 6.5 Using the Fill with color tool
=
PRACTICE TIMe ,m-
[

>ana has drawn a beautiful peacock in Paint. What steps should you follow to drawa
similar picrure?
SOLUTION ¥odig
1. To draw the body of the peacock, use the Pencil =
toal as follows:
a. In the Tools group, click the Pencil tool.
b. In the Colers group, click Color 1 and then
choose the colour blue,
¢. Click the Size button and then select oprion 2
as the thickness for the pencil.
d. Click inside the drawing area. Drag the mouse to draw the body of the peacock.
£ To draw the ground and shoots, use the Brushes tool as follows:
2. Click the arrow under Brushes tool and select the Oil brush,
b. Select option 2 under Size.
C. In the Colors group, click Celor 1 and then choose brown colaur,

d. Drag the mouse to draw the ground
€. To draw the tiny shoots, select option 1 under Size, remain with the colour

brown or choose colour green and drag the mouse.
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3. Todraw the ovals and curvies and the blue line inside thern, use the Brushes
ool again:
a. Click the arrow under Brushes tool and select Natural Pencil.
b, Select Option 2 in the Size menu,
c. MNow click Color 1 and then click on Red in the colour box,
d Draw the ovals and curves on the feathers.
€. MNow click Color 1 and then select blue colour,
f. Draw the blue line inside the ovals and curves.
4. To draw the eye, use the Curve toak
a. In the Shapes group, click the Curve tool,

b. Click the Size burton and then select Option 1 for thickness of the Curve tocl

c. In the Colors group, click Color 1 and then choose the colour, black,
d. In the Shapes group, click Outline and then choose a line style in the menu,
e. Bring the mouse pointer onto the drawing area. Drag the mouse to draw a line,
f. Click the line and drag the mouse to get the curve of the eye.
More: The eye can also be drawn using the Pencil ool
5. To colour the body and the feathers, use the Fill with color tool:
a. In the Tools group, click the Fill with color tool.
b. In the Colors group, click Color 1.
. Select the colours needed, one by one,
d. Click inside the shapes 1o fill them with colour,
6. For the yellow portion do the following;
a. Click the Brushes tool and select the simple Brush.
b. In the Colors group, click Color 1.
€. Select the colour yellow,
d Click and drag 1o draw the outline in yellow and then use the mouse to fill the

space in yellow,

TEHT TOOL A]
You can use the Text tool to type text in a drawing. Let us see how:

1. In the Tools group, click the Text toal,
2. Click in the drawing area where you want to add text,

OXFORD GO



3. Notice that the Text tab appears in the main toolbar, In the Fonts group, select the
font, size, and style,

4. In the Colors group, click Color 1 and then click a colour for the text.
5. Type the lext (lig. (.6,

Land . Inthe Tosls group, click
the Text tool. Click in the drawing

1 Sefect the fans
area where you want to add teyg, 3

size, and sayle. 4. Select the colour,

mEEEE @EEn
= ! |

LIE]
i i
...... ol
! i o

- Welcome to Windows 7 Professional.  * v
T
Fig. 6.6 Using the Text tool
Ll
SELECT TOOL *=*

You can use the Select tool to select a part of the drawing. Follow the steps below:

1. In the Image group, click the down arrow under Select.
2. Do one of the following:

* To select any square or rectangular part of the drawing, click Rectangular
selection, and then drag the pointer to select that part of the drawing (Fig. 6.7),

* To select any irregularly-shaped part of the drawing, click Free-form selection,
and then drag the pointer to select that part of the drawing,

* To select the whole picture, click Select all.

* To select everything in the picture except for the currently selected area, click
Invert selection.

* To delete the selected object, click Delete.

E] i Bm = i E.'EEEE
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1. Click down arrow under Select option. 2. Select the required option, 3, Click and drag the mouse [0 selecs
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Fig. 6.7 Using lhe Rectangular selection tool

L

MAGHNIFIER TODL

You can use the Magnifier tool to zoom in on a part of your drawing, and see it
more closely,

1. In the Toals group, click the Magnifier tool.

2. Move the magnifier, and click on the part of the drawing you want to zoom in on

(Fig, 6.8).

1. Click the Magnifier tool, 2. Click the pare of the drawing you want to zoom in on

FII:I IR

& Ll = 5 bt e o S, S |
Fig. 6.8 Using the Magnifier tool
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3. Click it once, the drawing is magnified by 200% (Fig. 6.9).

4. Notice that the slider at the bottom shows 200%.
slider to make the drawing smaller or

0 L =T B "cenn ooee
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You can also move the bar in the

larger (Fig. 6.9).

Fig. 6.9 The drawing after zL:uming in

COLOR PICKER TOOL _°)

Jop Tip ey

Drag the horizontal and
vertical scroll bars on the
bottom and right side of the
window to move around the
picture. To zoom out, you
can right-click the mouse,
or move the slider ar the
bottom to the lef.

You can use the Color picker tool to set the current foreground or background

colours,

I In the Tools group, click Color picker,

2. Click the colour in your picture that you want to set as

IFig. 6.10(a)], or
3. Right-click the colour in your picture that

the foreground coloyr

you want to set as the background colour

Fig. 6.10(h)].
The foreground colour changes The background colour changes
H-H_H__‘_— — - ¥ " T v R — .
ria & S390Bes o SO |/oa [l Magenes T S [Tm
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Fig. 6.10(a)
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PRACTICE TIME Wi
Adnee loves doing lower amanpements, She has creaed g o

: I s o il - [ TeEs L F
the following, diawing in Paint. Use your imagination Rt :
and create a similar one in Paint, Save the drawing as A e
(] i ¥ !t. i
Flower Vase! Also write the text Flower Vase' at the 'EE:I',_‘.".";

botrom of the drawing,

SOLUTION I Z R - . |
1. You can use the Pencil ool o draw the outline of
the Nower vase as follows: AN
a Select the Pencil tool,
b. Click Calor 1 and then select blue colour,
¢. Chck the Size button and then select the thickness of the line
(Option 4).
d. Click and drag on the drawing area to draw the shape.
2. Todraw the shapes on the Aower vase, you can use the Shapes ool.

a. Click the down arrow of the Shapes tool and select the desired
shape.

b. Click Coler 1 and sefect the required colour.

c. Click Color 2 and select the required colour,

d. In the Shapes group, click the Shape Outline button and
select Solid.

g, In the Shapes group, click the Shape Fill button and select the
desired hill style.
f. Click and drag to draw the shapes.

3. Toapply Brush strokes on the Mower vase, use the Brushes rool,
a, Click the down arow of the Brushes tool and select the
Crayon brush.
b. Click the Size button and select oprion 1.
c. Click Color 1 and select the desired colour.

d. Click and drag to draw the strokes.

OXFORTY
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4 To dr.aw the flowers, you can make use of the Brushes ool
a, Click the down arrow of Brushes ool and select the
Oil brush.

b. Click the Size button and then select the thickness of the
brush (Option 2),

c. Click Color 1 and select the required colour.
d. Click and drag to draw.

5. Towrite the text Flower vase’ below the drawing use the Text
ook

a. Inthe Tools group, click the Text ool

b Click in the drawing area where you want to add text.

c. Motice that the Text tab appears in the main toolbar, In the
Fonts group, select the font—Avial, size—18, and style—
Transparent.

d. In the Colors group, click Color 1 and then click a colour for
the text.

e. Type the text

6. To save the drawing.

Click the Paint button, and then chck the Save cption,

b. The Save As dialog box appears,

¢. Select the drive and the folder.
d
e

s

. In the Save As dialog box, select the file format you want
. In the File name box, type ‘Flower Vase! and then click the Save button,

iTerms
Curve 3 bent line or surface Font the particular size and style of the
letters of the alphabet and/or of be
Pulfﬂﬂﬂ a closed figure made of three or P NUIMLDErs

) used in a piece of text or a drawing
more lines

H’E“if'_r to make something look bigger
than it actually is



1.

Ll

Fill in the blanks with the coreedt words,

Color 2 foreground Polygon Text Shapes

a. In the Colors group, click Colar 1 hutton for INE ... colour.

3 3 1 YO O u e L et R group has different readymade shapes.

[ [ tool is used to make a custom shape with any number of
cides

d. When vou click the ...................ccooreorenne t001, the Text tab appears in the toolbar.

£, THE vvrovvee e eseseesesneesnns htitton i the Colors group is used for the background colour,

. Choose the correct option,

a. The tool used to fill a selected colour in any closed shape is

i. Colar ii. Fill with color lii. Fill iv. none of these
b. The tool used to set the current foreground or background colour is

i, Color 1 ii. Color2 iii. Fill with color iv. Color picker
c. The tool used to make something look bigger than it actually is, is the

i. Magnifier tool ii. Curve tool iii, Shapestool  iv. Texttool
d. To select any square or rectangular part of the drawing, click

i. Selectall ii. Rectanpular selection

ifi. Free-form selection iv. all of these
e, To draw a custom shape with any number of sides, choose the

i. Polygon tool ii. Triangle tool iii. Rectangle tool iv. Star tool

. Answer the following.

name any five ready-made shapes in the Shapes tool.

How will you select an irregularly-shaped part of a drawing?

You decide to make a birthday card for your friend. Which Paint tools would be the

hest ones to use? Why do you think this?

d. Maria wants to draw lines with 45 degrees and 90 degrees angles each, Guide her
how to do this in Faint.

e. Alena drew a lot of small flowers and even smaller honey bees in her drawing in Paint

She wants fo look at the h'I:H'IE'!r' bees CIUEE'}'. How can she do thig? Wh}' is this a !‘E‘HH'!I"
useful tool Lo use!

n g
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ﬁ‘L IN THE LAB - :

. Draw the following in Paint using the tools you |
have learnt. Save the files with different filenames. i

a. The tools used in drawing the scenery on

the right are Pencil, Brushes, and Fill with
color.

- e T
.E o

ol A meEm

b. The tools used for the Eid card design on
the left are Shapes and Fill with color.

¥ s s oy [

2. Itis a popular myth that there is a pot of gold at the end of the Rainbow. Create your own

rainbow with a pot of gold in Paint, usin g the appropriate tools. Make a list of the colours
of the rainbow, too. Leave enough room to create a little pot of gold at either end of your
rainbow. Do not forget to set your rainbow in the sky and decide where the pot of gold
will be? By a house, a tree, or a mountain?

GROUP PROJECT

A skyline is an outline of buildings, trees, and hills, seen against the sky. Have you ever
wondered what the skyline of your nearest town or city looks like? Your task is to work
out together how you could recreate that skyline using Paint. What tools would you use?
Think together how you could use this image as a backdrop, e.g. on a stage, in a film,

in a video, or to decorate the classroom? To make the skyline more dramatic, what extra

efiects could you add in? You could think of different weather conditians like a cloudy

day, or a streak of lightning, etc.

¥ TEACHER'S NOTES _
* It should be pointed out to pupils that drawings can be made freehand and by using default

shapes, Sufficient practice could be given for them 1o improve their drawing skills.
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W let’s Start
N Word 2013

' " Toggle, itk good o 7 Sure, Goggle!
| see you! Our teacher taught :' Word 2013 5 a very useful
- us Word 20713 roday, Can ~ w. software Let’s begin!
We revise once befora | — i e ;
forger everything? .~ o

T

WORD PROCESSING SOFTWARE

Many word processors have been developed to make typing on the computer easy.

A word processor is a computer software that helps you type text on a computer.
Documents like letters, reports, etc., can be typed and saved in a word processor.
Once you save them, you can go back and make changes to them whenever you like.

You can format them, check spellings and grammatical errors in them, insert
drawing, give page borders, and also print them,

Let us learn more about Word 2013, which is a popular word processor.
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STARTING WORD 2013
Let us start Word 2011 as shown in Fig. 7.1,

To start Word 2003, click Start » All Programs B Microsofl Office 2013 » Word 2013

l:'; B drni Biybn U gnin [{ vy
(19
TI e df e H-I—-::.: |
| ey sl g
E!’ gt Wha r fvumsi ¥ [T 11 '-I-n;:J b
i B Doy
.H_ﬁ.p ¢ Flay [y | P Py B e
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(a) Select All Programs
Fig, 7.1 Opening Word 2013

This opens the Word 2013 Stan Screen {Fig. 7.2).

C

Take a
tour

[T E— [ TTSSTRT -

L Thia (4]

B e el | L

Fig. 7.2 Word 2013 Start Screoen

th) Select Microsoll Office 2013
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(e} Select Word 2013

r T .

Loleer Blank
Document.

" the Word 2013 Start Screen, select Blank Document to create a new document,
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PARTS OF THE WORD 2013 WINDOW
The various parts of the Word 2013 window are shown in Fig. 7.3,

Filetsb Quick Access Toolbar Title bar Dialog box launcher Help Minimize Maximize

EE s O, Bjusrdd - Azt & W -..'-'.-_
e AT PN AT SRR mERSIL  BUETET TN ETS B | ﬂﬂ!&
Ribbon J T Gt K0 M E-ETe 08 L s weon 80 seste AGHL :'::__
L'_" g Bl B ¥eof FTRAE M S ptiees TRelun nudogd beeiepl N oo
Petart 2 s 1 M ' - R ]
Hotizoneal r
uler Vertical Scroll Bar
Vertical ruber Document window
Status Bar
Harizontal Scroll Bar

. Fig. 7.3 Word 2013 window
File Tab

The File tab is located at the upper left corner of the Word 2013 windaw.

Duick access Toolbar

You can reach common commands on the Quick Access Toolbar located at the top left
of the Word 2013 window. It includes the Save, Undo, and Repeat commands.

Title Bar

The title bar is placed at the top of the Word 2013 window and displays the
document name followed by the program name.

To the right of the title bar, you can see three buttons: Minimize, Restore Down/
Maximize and Close,

The Minimize button is used to reduce a window to a small icon on the taskbar. The
Restore Down button is used to make the window smaller than full size. The same

button is used to bring it back to full size.

The Close button is used to close the window.
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Ribbon

" -5 H - " & ™ ™~
The ribbon | dl!-[}iﬂ‘,n ed just below the title bar. It contains all the commands that are

il % 1 1 Flea T
needed ff?r common tasks in Word. It has a number of tabs, each of which has many
groups of commands,

Document Window
A document is created in the d 1
: _ g ocument window. This is the area where we ca
text, insert pictures, graphics, elc, s )
Help Button
ick thi ;
Click this button to get help on Word 2013. It is located to the right on the title bar.

Status Bar

Thehstalus h.:u is displayed at the bottom of the Word 2013 window. Here, you can
see information about the current document like the number of pages and words
View buttons, and the zoom slider bar. |

Dialog Bou Launcher

The dialog box launcher is a small icon that appears in some groups. If we click this
icon, a dialog box opens that provides more options related to that group. A dialog
box is a new window that pops up. It has options that you can select as per your
choice,

Horizontal Ruler
The horizontal ruler is located at the top of the document window and is used to set

the left margin, right margin, indents, and tabs.

Vertical Ruler | Top Tip 14
" s y = v

Tﬁv vertical ruler is located to the left of the dm:_umenr \f the ribbon is hidden

Window and is used to set top and bottom margins. click the Ribbon Display
Options button next to the

Vertical scroll Bar Help button. In the menu

The vertical scroll bar is located to the right of the ;::‘;2‘;:: i

1.‘ID"-'Ul'fl'&‘:'ﬂt window and is used to mave the document

Up or down,

DX FORD
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Horizontal Scroll Bar

The horizontal scroll bar is located at the bottom of the document window just above

the status bar and is used to move the document left or right.

CREATING A NEW DOCUMENT

Let us see the steps to create a new document in Word:
1. Click the File tab.

2. Select New option in the left pane. Then click Blank document on the right side

iFig- 7.4).
T F .|
wen
Click New New
option (S p
@ Aa Titla o
Select Blank .
document. Take a
towr
T Bk ik Bl Py il B g
EE T? 1%1 Fﬂ?‘ﬁ
|—. = ———
SR E— pasgas e e

Fig. 7.4 Crealing a new document

3. A new blank document will appear on the screen. You can now start typing in the

document window using the keyboard.

Saving a Document
To save a document do as follows:

1. Click the File tab. Select Save in the left pane.
Or

Click the Save command on the Quick Access Toolbar
(Fig. 7.5).

OXFORD
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Save command

EEECE

Fig. 7.5 Quick Access
Toolbar




2. Tha Save as iree

Bave As

R T

ki s
i
o rin
1z Sl ek =
Computer, e e A LT et
P L A Wb et i
“..".'I.. - -.- .....
St
- 3 b Click Browse.

Fig. 7.6 Save As option

Notice that the Save As screen is divided into

three panes.

3. In the center pane,

2. Select Computer,

b. Click Browse in the right

pane.

+. The Save As dialog box will

appear (Fig. 7.7),

3. Select the location where
You want to save the file,

b. Type the File name.

7. Click on the Save button,

rﬂg

Fast Farward

Tappears when sou save the document for thes st time (i, 7,

Save a document Cerl + 8
- bl |
ﬁ,:_- L —— wlwgl Tores ous ow B
P T Para L b o o o -
e Doturnents libirary
B Pre=padi BTG ' Sy daldn
s oL Pl g .
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= atew to save the file file name
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Fig. 7.7 Save As dialog box

Zo (5]

o gaoe o B A
SoQ OnER ammE an

7. Click Save.

fegh = £ _‘h.;_.:l Timaad |

J

DX FORLY

T 1 1Y Ty



$ ]
PRACTICE TIME r@:

The students of Class Il have been given an assignment to type the names of any five
animals in a Word document and save the document with the name ‘Animals. Can you

help them with the steps?
SOLUTION
The steps to create the document are;
1. Tostart Word 2013, click
BE % O Bestnrrmmt] « iond
Starc» All Prngramsh h Ml PAEET  DPEISR PARTLATOUT  OAREENGCH.  WAABEGE B
Microsoft Office 2013 » N S ,.'.Iu.,-' A3t :';" Asabie astbort
Word 2013, S ReTeAae K0 fede glo§ e Nl
Cupigasd Farr i3 LETT ] = by

2. In the Word Start Screen, 2t FR T Uikt oy bt Lo e
select Blank Document o 0
create a new document. 3

3. A blank document appears i
on the screen, S
4, Type the header as ' WAMES |~ :
OF ANIMALS! 2
*

5 Type the names of any five
animals as shown.
6. To save the document, follow the steps below:
a. Click Save button on the Quick Access Toolbar.
b. The Save As screen appears.
. In the center pane, select Computer and then click Browse.
d. The Save As dialog box appears.
e. Select the location where you want to save the file,
. Type the hle name ‘Animals’ and click on the Save button,

OPENING A DOCUMENT
You can open an already saved document by following the steps below:

1. Click the File tab,

2. Click the Open option in the left pane, The Open document screen appears, This
window is divided into three parts,
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In the conter pane, seleg) g
location, sav, Computer. 1his
Option can ke you fo the
files vour have savedd on vor
computer (b 7,

. Click Browse,

<A

4. The Open dialog box appears
Fig, 7.9).

5. Select the drive and the folder in
which you had saved your file.

Select the file and click Open.

| Cick Open. e
[
= .
. S = R
i Clek Computer. e e s I.
5 Chek Browse.

Fig. 7.8 Open option of Open document screen
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Fig. 7.9 Open dialog box

Changing the Font Size and Fant Color

Once you have typed something in your document,
YOu can make many changes to the text. Font Colour  Font Size

You can either type text in a different colour and size,

Timey Nes Reman - -
H I u - gk X, =| J;. |

or select 5 portion of the text you have typed to change Bi-%-f-Ba- A& |

s colour and size.

Fanl o

This can be done using the Font group on the HOME Fig. 7.10 Font group on the

' lab (Fig. 7.10)

b 8
L] 1
h"lii

HOME tab
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You can change the font size and font color for
selected text by following these steps:

1. Select the text first by following the steps
below:

a. Place the cursor to the left of the first
character to be selected,

b. Press the left mouse button and drag the
mouse to the point till where you want to
select text.

c. Release the mouse button.

The selected text gets highlighted in blue
(Fig. 7.11)

2. Click the HOME tab.

size (Fig. 7.12).

ga% 0. g
riRAE HART DEYIEN FAGE pAYOUT 1] |
o b y Fia coin e
'I-r'l:-ibnﬂml-l.l A & Awe Bpoo o0
— [a
Fl‘_l’fﬂ.llu--l,l';iﬁ-ﬁ'-_ﬁ_- = T
Cuphmpet 4 Fasl L%
. 1 i % i i i ¥
N WORDS
- Hind hearts are the pardess,
L. Eind thoughts are b rooty,
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Fig. 7.11 Text selected

3. In the Font group, click the down arrow next to the Font Size box and select a font

4. Click the down arrow next to the Font Color button and select the desired colour

76

(Fig. 7.13).
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when you need to close 3 document,

Info
{ollow the steps below:

A b 4 Pl I Pl £

P& Dewr freel

1, Click the FILE tab, . s
o3¢ option
7. ThE' hﬂlﬂ sCreen ; appears H-Ig 7.14). In . :_-*E_v-:_—:;:::_
the left pane, click the Close option, e
s | Y Sy

It bsrean b L% YWard 2000 for O 2

L= ST ]

If you try to close a document without
saving it, Word shows you a

Fig. 7.14 Close option of Info screen

message box asking you whether  [veen wom

you want to save the document I

Wil 4z e pour chamged 18 Tiroduchion b W5 Word 2003 Yar Slass 277

(Fig- 7.13). IF o dlick "ot Srwe’, @ wwcerd copy of i Fibe will ke lemgataniy sailasie.
Learn minre
Click Save if you wish to save ) G e
the file.
Fig. 7.15 Message box
=
_ PRACTICE TIME o))
The Computer Science teacher wants the students of Class Il to open the saved
. document ‘Animals.
' ) - She now wants them to do the following ﬁ 5T e
*" 1. Change the header fonc size to 24 and colour o green, | =, 7 cwsem — [0 -| 5
2. Change the font of the names to Times New Roman, | « a--a-m. o "™
the size to 16 and the colour to dark red & e T S T
3. Type the names of five more animals. )
4, Save the document once more. i
Can you help them with the task? ek
SOLUTION " :
1. First open Word 2013, oz
2. Toopen the document ‘Animals, do the following b
a. Click on Open Other Documents. i
b. The Open screen appears. | isaoriz oo 5o W B R
¥ 77  es w a  XEORD
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¢. In the center pane, select the location, In this case select Computer.
d. Then click Browse in the right pane.
e, The Open dialog box appears, Select the path to the falder in which the file
‘Animals' has been saved. Select the file ‘Animals’ and click Open.
3. Now to change the header font size to 24 and the colour to green:
2. Select the header,
b. Click the HOME tab if not already selected.
c. Inthe Font group, click the armow next to the Font Size box and choose 24 in
the menu that opens.
d. Mow click the arrow next to the Font Color button and select Green,
4, To change the font of the names to Times Mew Rorman, the font size to 16, and the
colour to dark red:
a, Select the names,
b. In the Font group, click the arrow next to the Font box and choose Times New
Roman in the menu that opens.
¢ Mext click the arrow next to the Font Size box and choose 16 in the menu that

appears —
d. Next click the arrow next to the Font Color button 8 R N it o v EE]
and select Dark Red. ot ol ek L
5, To type the names of five more animals: | i e e
a. Place the cursor at the position where you wantto | NAMES DF ANTMALS
start typing. Type 'Goat; "Horse; Parrot; ‘Rat} and : it
‘Rabbir’ (You can enter animals of your choice o), |- -
The document will now look as given alongside: . vt
6. Mow to save your changes click the Save command on Husae
the Quick Access Toolbar or select Save in the File 5 g

MmenLL ] . J
e ——

Your task is complete!

o Trichy TermE

Word Processor a compuler software that ~ Dialog box  a window in which you select
helps you type text on a computer options as per your choice

Word 2013 a popular word processor

ogory 78
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1. Fill in the blanks with the correct words.

document minimize Quick Access title vertical

3 The ..cceinsssnssannnn., scroll bar is used to move the text up or down.

b. To save a document, click the Save option on the ........................ Toolbar.

Co ThE worovvivicicsiicsnnn. bar is placed at the top of the Word 2013 window,

0. The .ccoorrvrnnunrennens... button is used to reduce a window to a small icon on the taskbar.
e. You can type text in the ....c.ccoovuvnnnrs... window.

2. Write T for the true statement and E for the false one,

a. The vertical ruler is located at the top of the document.
b. To create a new document, click the FILE tab.

To save a document, click the Save option of the FILE tah,
If you try to close a document without saving it, Word does not prompt you
to save it.

e. The Undo button can be found on the Quick Access Toolbar,

£

0

L0 000

3. Answer the following,
. Name the two rulers present in the Word 2013 document window,

b. Arrange the following from top to bottom in the Word 2013 window: Document
window, Status bar, Title bar, Ribbon.

How will you close a document windowd
Name the three buttons present on the right side of the title bar.
Are there any similarities between the two software packages, Word 2013 and Paint?

- ® a8 N

List the carrect order for creating a new word document,

B. Anum has to write an essay of 200 words and strictly no more! Why is it easier to keep
a track of her word count in a Word document rather than handwriting her essay on

paper?
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&'L IN THE LAB

1. The Computer Science teacher has given the task lo type a story in Word 2013, Try lyping
the story given below. Save the file by the name ‘Unity”.

Unity is Strength

Once upon a time, there was a flock of doves that Tlew in search of foooed led by their king. One day, they
had flawn a long distance and were very tired, The smallest dove found some rice scattered beneath

a banyan trec. So all the doves landed and hegan 1o cat. Suddenly a net el exveze them and they were

all trapped. They saw a hunter approaching them. The king had an idea. He aclvised all the doves fly
up together carrying the net with them. He said that there was strength in unity. Each dove plc?.ed up a
portian of the net and together they Aew off carrying the net with them, The hunter looked up in surprise,
He tried to fullow them, but they were flying high over hills and valleys. They flew to 3 hill near a city.
There lived a mouse that could help them, He was a faithful friend of the deove king. The mouse heard the
loud noise of their approach. The dove king explained that they had heen caught in a trap and needed the
mouse’s help to gnaw the net with his teeth and set them free. He began to cut the net and one by one all
the doves were freed. They all thanked the mouse and flew away together.

The moral of the story is “Whien you work together, you are stronger.

2. Write five sentences about the following in Word 2013:
a, Your school b. Your best friend
c. Your mother d. Yourself

3, You are on a campaign to keep your environment clean. Using a Word document, write
down your thoughts and then create an action plan to tackle the problem. Use different
fonts, colours, and highlights to emphasise your ideas. Why could this be a more effective
document completed in Word rather than by hand writing?

GROUP PROJECT

Conduct a traffic survey in your class. As a group, discuss together what vehicles you saw
on your way 1o school today. Elect one of your members to write down all the different types
of vehicles in a Word document to display your findings. You might make a list of all the
different vehicles; or you might decide you want lo focus on the different number of wheels
of each vehicle 1o see whether there are more 2-wheel vehicles than 4-wheel vehicles on
the road at that time of day. You might want to compare the number of lorries to the number
of cars to the number of bicycles, The choice is yours. Which type of vehicle was seen the
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most{ l'.‘n!1 you use citferent fomts, diffenen) colowrs, anel different highlights oy demonstrate
your findings? Remember to name and save your document,

Another group could be assigned to make a note of the vehicles seen on the rads on the
Wajt homg I:rum “hm]'ﬂmy should record their I'imling!, in a Waord document with this
new data, IanI]}'. the findings of traffic at different times of the ay could be compared and
discussed in class. What conclusions could be made on the basis of these findings?

W .l

“» TEACHER'S NOTES
* Demonstrate how to create, save, open, and close a document in Word 2013,
* Discuss the differences between Word 2013, WordPad, and Nolepad.
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WORKSHEET—3 g

1

(Chapters 5 to 7)

1. Name these tools used in Paint.

2. Who am I?

a. | am the option used to start a new drawing,

b. | am the option used to open an already saved drawing. .o,
c. | am the command used lo save a drawing.
d. | am the too! used to draw a line of a different texture.  .nnnssnnen
e. | am the tool used to draw a straight line.
i. | am used to select the thickness of a line.

3. Write one word for the following,
a. The tab located at the upper left corner of the Word 2013 window.  inninnicennne
h. The bar at the top of the Word 2013 window.

c. The button that closes the window.
d. The button used to reduce a window to a small icon on the taskbar, e

e. It contains tabs, groups, and commands.
i. A software that helps us type text on a computer.

4. Match the following.

a. It contains commands like Save, Undo, and Repeat. i. Horizontal Scroll Bar

b. It moves the text up and down il, Horizontal Ruler

c. It moves the text left and right. iii. Vertical Scroll Bar

d. It is used to set the left and right margins. iv. Vertical Ruler

e. It is used to set the top and bottom margins. v. Quick Access Toolbar
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KEYBOARD

Computer Science With Application Software
THIRD EDITION

Keyboard: Computer Science with Application Software [Third Edition), a
series of eight books for Classes 1to B, ks a comprehensively revised edition of the
existing Keyboard series and carries forward the very same interesting and interactive

approach that is the hallmark of the existing edition.
This revised edition features updated M5 Office modules along with KTurtle at the

primary level, and includes design and graphics software, namely Flash, HTML 5, Visual
Basic, Dreamweaver, and Photoshop, at the secondary level. It also introduces sound

and video editing through Audacity and Lightworks.

Key Features

*  Worksheets: Unit-based and conforming to the continuous assessment needs of
the leamers

+ Top Tip: Useful tips on options available for different operations
= Practice Time: Situational exercizes along with solutions that reinforce learning
« Fast Forward: Time saving keyboard shortcuts for menu commands
= Computer Manners: Computer etiquette explained through cartoon strips
» Tricky Terms: Chapter-end list of important terms along with their definitions
= [Exercises: A vari i
ey Euftf:- :fh:;.{ﬁunns which test learners on aspects of conceptual
* In the Lab: Practical exercises enabling concept application to real-life situations
. f;;llm Project: Activity-based learning to encourage creative and collaborative
5
» Teacher’s Notes: Important information and suggestions on creative approaches to
a chapter or a topéc

The course is alic supported by Teaching Guides that include lesson plans, the
ermriete answer Y= o the Student’s Books, worksheets, and test papers.

szent’s Bock i asecompanied by downdoadable digeal resources that offers interesting
«an, infermative tutorials. and interactive tests For the student o supplement dassrocm
Diovamimat HILE ~tien with M'!Pl'l'ﬂ!rlﬂﬂﬁﬂ
& o - WM The Teaching Guides are akio accompanied by downloadsble dighal rescurces that offer
reinfescement and asesiment muterials. An innovative Tett Generatar enables teachers to
procie test papers from an extensive pool of questions for each chapter and section.

Book + Weblink
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