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Preface

Keyboard: Computer Scivnce with Application Software (Third Edition); a series of eight
books for Classes 1 1o 8; is a concerted effort to impart knowledpe 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
intluence 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, therefore, a great desine
to intradduce 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 enjovable 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 facls and figures, and 1o
include information about the latest devices in the marked,

The focus of Books 1 to 5 is on learning the basics of computer science; on understanding
M5 Office 2013 and using KTurtle, as a programming language.

Books & to 8 move beyond elementary concepts and introduce Publisher 2013 (Flash
Version C53), HTML 5, Dreamweaver (Version C53), Photoshop (C53), Microsoft Small
Basic, and Visual Basic (Version Microsoft Visual Basic 2013 Express), This edition also
pives 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 computer skills: esitical thinking,
communication, collaboration, and creativity—this edition of Keyboard: Computer Science
with Application Software will prove 1o be invaluable for students and teachers,
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The Computer System
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Comypiters ane available in different sizes and types. In this Wﬂ

he e ! Feati . X
ch ples WL.W“.I discuss 1‘?1:. clnsilll“calmn of computers on the In this Chaptar {
baasis of their size, We will also discuss some not-so-commaon

input and output devices, such as barcode readers, magnetic

—

ink character readers, braille printers, etc. "E’;rﬂmm ghCarivReDs
s Hasibware
CLASSIFICATION OF COMPUTERS BY 512¢ »Saftware

s Compuitey Lanuages

(n the basis of size, we can classify computers into five

p,rfmps—mnhile compulers, microcompulers, minicomputers, —
mainframes, and supercomputers. Did you Know? _ﬁ

A carputer it a type of

mobile Computers il crempter destpnad 1o
Mobile computers are the smallest computers designed to be installed and run in 2 caror
bie carried around by users. Laptops/Ulrabooks, netbooks, anather sutamokile.

tablets, e-book readers, smartphones, personal data assistants
{PDAs), and portable media players (PMPs) are all mobile computers i 1.7..
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Fig. 1.1 Mobile computens
Laptops are portable versions of desktop PCs whereas netbooks are smaller than laptome om0
usually do nat have DVD drives. Both laptops and netbooks are capable of running the same
software. However, nethooks primarily focus on Internet access. An ultrabook iz zncshe-
category of laptops that ks slimmer and lighter but built 10 ofer the 22me performance 20 2

laptop.

Kindle is an example of an e-book reader. Smartphones arz phones with wireless [nra—re
connectivity. A PDA (Personal Digital Assistant) is also known 2s 2 palmtop computer These
handheld devices can function as a cell phone, fax sender, personal orgasiser, 2nd have e
ability to connect to the Internet. A PMP (Portable Media Plaver is zn electronic devics e

stares and plays audio, images, videos, etc.

Microcomputers

A microcomputer is a small computer that is used by pne person
at a time. The desktop computers Fiz. 1.2/ that you see in most

offices, schoals, colleges, and homes are microcomputers. Deskiop
computers are also called personal computers or PCs.

Fri 1.2 A detlepn comauter

fMinicomputers

Minicomputers are larger than microcomputers, typically befng
the same size as a refrigerator. Minicomputers first Eppeared in the
1960s. In the 1980s they got replaced by microcomputars, which
have become smaller and mare poweriul with time. COC 1604
Fig. 1.30 MicroVAX 3100 , and HP 2100 are some examaoles of
minicomputers. .
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Fig. L% A suipmere digates

HRR T AR

Phie pabwysde al @ carmguonents of o compauter systern that wee can see and touch are called hardware
Input anel outpent elevices, storage devices, and the Central Processing Unit are exampliss of
Fanri e,

Lt s meowe Desaarm alarstd sasemie inpeudl and outpud devices that are used malnly for commerial
[T par atal s

input Newiees

Inpul devices aceepd inpl from the user and conver! it into a form that the computer can
enedesstanel, Supermirkets, banks, efc., wse specinlised input devices (o collect larpe amounts
of dhata rapidlly, Such devices include barcode readers, magnelic ink character readers, oplical
character readers, il card readers,

tarcode Redader

e mmay havir seen harcodes [0 16 (o) on products ke grocesy ibems and clothes, A baromode
i a unieguee combanation of vertical bars that represents product information, such as price,
place of manufacture, elc, The cashier uses a barcode reader [Hip, 1.6 (] 10 scan the barcode
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{a) Barcodes

b A barcode reader

Fig. 1.6 Barcodes represent product information

an each purchased itemn which gets input into the compuier. The computer uses the barcods 1
identifv the product. "

magnetic Ink Character Readar

Magnetic ink is a special ink that contains magnetic particles of iron oxide. A magnetic ink
character reader can ccan characters printed in magnetic ink. This technique is called magnetc
ink character recognition (MICR). MICR is used extensively in banks because magnetic ink ‘
characters are difficult to jorge. This makes them ideal for marking and Identify in}.: cheques.

Cheques usually have the cheque number, bank code, and
branch code printed in magnetic ink. This information is (.- pat K2 E
scanned by magnetic ink character readers and the cheques
are sorted city-wise or branch-wise. Figure 1.7 shows MICR
characters on a sample cheque.

QR codes are 2 new style
of barcodes in square shape
that can smare enormaous data

Smizrtphones zre able to scan and

Bank or EAmTH fead QR codes
Lo Py

l:q.

i i = -—— -

DO2LSY 5S4 ADNE WHERLSLE Oi

Fig. 1.7 A cheque with MICR characters

Optical Character Reader

An oplical character reader is a device to input normal printed or handwritten text. The process
first produces a digital image of the text, Character-recognition software is then used 1o convert

this image into character codes that can be understood, stored, and processed by the computer,
This technique is called optical character recognition,

EEE EEE & .
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An optical mark reader s 0 diviee N AT % ThIALT o, 00 1 il
capabile o reading printed fames sl oy Y YT . {- . il
it lel.!'ill"l- li1i e bvpaee n.1'~..||'!:~|~. 1|1.1I:h ey LGNGO @iy w0 )
or CICIes Ll cam bae Tilles ) wath i .

dark pencil or ink, When g lishat bsanny LR MUA e e R 1‘. it
= prrssed through such a form, the L ER) b LS LARREE, s
markeyd s retleet liss ligtht than the (N ORI E NIRRT TR TR -"5-,:
urmarked ones. This way l||i.'||-|1li1'.,1| TRELCR . O TR - TR TR L "._L
miark reader recognizes the boses or

cirches that are filled, Pl L0 Aoy €O Sl

This technology is called optical mark recognition (OMR), 1t is commanly useel for eliecking
angwer sheets of exams that have multiple choloe questions il ig. 1.,

Card Reader

Card readers are used for reading information stored on cands,
such as magnetic strip cards and smart cards. Gilt cards

Fig 19000 are examples of magnetic strip cards. Information in
the torm of numbers and characters i magnetically stored on a
miagnetic stnip [Fig. LB, When the card is swiped through a
magnetic card reader iFig. 1100 it reads the information quickly
and accurately. Exposure to magnetic fields, p|1'!.-1:.1':;;|| danmgp,
and contact with certain liquids can destroy the information Mhiprrtic wip

Smart cards look like magnetic
strip cards bul contain a small )
chip instead of & magnetic strip, Fig. 1.9 Magmethe strigy e
Mot of the eredit and debit cards
issued by banks nowadays
have bath a chip and a
magnetic strip. They store more
Fig, 1.10 Magnetic card reader  data than magnefic strip cards,

A smart card reader can read
anel write data on the card, Petrol companies and departmental
stores use smart cards o keep track of customers” shopping
history. Satellite television companies use smard cands in theirs
receivers ta store the code that is wsed to decode satellite signals
and display pictures. Figure 1.11 shows a smart card reader,

Fﬁg. 137 Smwart o] readler

5 QX FORD
[ o om 8] [H - —_—
B -] 1] i mEEE@E & E @
BEE B Bl EEE EEEE EEE AW

Scanned with CamScanner



flutput Devices
Qutput devices convey information from the computer to the user. We will discuss output
devices such as LCD projectors, Braille printers, and plotters here.

brepunid Crysinl Display Projactor

A Liquid Crystal Display (LCD) prajector iz 1121 shows the oulput
from a computer on a large screen, It is commonly used for displaying L
presentations during meetings and conferences. i, 1.12 LCD projecior

Braille Printer
A Braille prinler Fig, 1.13) or embosser produces Braille printouts
Ipatterns of raised dots) of computer files. It works with software that

translates text 1o Braille.

Plotter

A platter is a printing device that is used for creating high-quality
graphics, charts, graphs, tables, and diagrams. Plotters use ink pens o Fig. 1,13 Braille printer
ink jets to create graphics on paper or polyester film.

They are commonly used in computer-
alded design (CAD} and computer-aided
manufacturing (CAM) for printing plans for
houses, car parts, machinery, etc. Plotters

- are of four types: drum plotters [Fig. 1.14 ),
@} Drum plotter ib] Flatbed plofter  micrographic plotters, inkjet plotters, and
Fig. 1.14 Plotiers flatbed plotters [Fig. 1.14 (bil.

SOFTWARE
The terrm software refers to the computer programs that are needed for running or operating a
computer system. A program is a sequence of step-by-step instructions to perform a particular

task. Software can be classified as shown in Figure 1,15,

im’wn'

o il
|
Sysrem deerizalion I
: Soliwane | Lofrwaii .
| i — |
o e ] - I —
|ip;'rl1|n55r.u:m ||I:{IIT‘-|5l-|-t'I' || Assembler | | inferperser | |_ﬂm'rn_] I_I-'p:.:.a#- ' | wnkey J
Fig. 1,15 Classification of software
OXFORD B ;
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system Software

System software refers to programs designed o control the operation of & compider system.
These programs assist in running application programe. System software cen be classified into
operating svstems. drivers, interpreters, compilers, 2~c assemblers,

gperating Sysiems

An operating system is the master cantrol program that runs the computer. It controls the
fliow of signals rom the central processing unit to the various pants of 2 computer. When the
computer iz swilched on, the operating system It the first program loaded in its memory.
Some popular operating svstems are Windows, Android, Linox, and MAC OS5,

Drivers
A driver is 2 computer program that enables 2 computer to interact with 2 hardware device,
such as, & printer, a flash, USE drive. etc.

Compilers

A compiler is a program that translates a high-level computer language program into a machine
tanguage program. The compiler first reads the whole program and then at one go translates

it into machine language. It reparts program errors to the user along with the line numbers on
which the error has eccurred. The translated program is called the object program or object
code. Thiz object program is saved permanently for future use,

Interprater

An interpreter is 2 program that trantlates one statement of 3 high-level language program into
machine code and executes it. It then does the same for the next statement and proceeds in this
way until all the datements in the program have been translated and executed. An interpreter is

a smaller program than a compiler. The object code produced by the interpreter is not saved, If
the same instruction is needed later, the process will be repeated,

assembler

An assembler is a program that translates an assembly language program into a machine
language program.

application Software

Application software is designed to help users do some type of wark. It can be classiiied into
nwo categories: packages and utilities. |

Packages
A package is a computer application consisting of one or more programs created to do a

particular tvpe of work. Packages include the following:
* Word processors such as WordPad and Word 2013

? O RO
RN R
E W
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Cirapshivs anil presentation saftware st v s Powertoint 2014
Database management systens suchas Access 2008, MySQL, and Oracle

Accouriing pckapes such as Tally

Spreaudshects such as Exeel 2003

Hilities

A ulility is a program designed (o dio maintenanee work on the system or on system
companents. Ltilities include the following:

Backup software such as Amanda and Box Backup

Antivirus software such as MeAfee, Quick Heal, or Norlon

sk defragmenters
Disk compression utilitics

COMPUTER LANGUAGES
A computer language, also called a programming language, is used o write and develop
saftware programs for the computer. Computer languages can be elassified into two broad

categories: low-level languages and high-level languages.

Low-level Languanes
Low-level languages are of two types: machine language and assembly language. Low-level

languages are machine dependent. Code written for one machine might not work on the other,

machine language
Machine language is the language that the computer understands and can execute directly

without translation. In machine language, each instruction is written in the farm of a long string
of Os and 15. A program written in machine [anguage runs very fast because no franslation is

required, These programs are, however, very difficult to write,

Assembly language
Assembly language was the first computer language to use words made with letters of the

English nlph;lh;!. It was developed in 1950. In assembly language, each instruction to the
computer is written using a letter combination. It tells the computer where the data is and whiat
to do with it. Like machine language, assembly language is also machine-tependent,

High-devel Languages

The wide use of computers by the mid 19505 led to the developmen of high-level languages.
T_I'u.':m languapes use English and mathematical symbols and they make Ccomputer progranuming
simpler. A program in a high-level language is called 2 source program. It cannot run directfy
on the computer, It must be compiled ar interpreted first, High-level language programs are

OXFORD
e UL TN l 8 H .
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machine independent. Thay can Dse o on diffesen g aaf coampaeeters withwout e hangs, Some
examples of hiphe-level Lgagaes are BASK , COMBON, TEORTEAN, €, 0 b, el Java

If vou are in a public place like in vour school computer lab, in an Internet calé, or in an office. goad
manners dictate that you should not play music loudly. |deally, use headphones or set the volume low

s0 that the music does not disturb others who prefer 1o work in silence,

Hardware the physical components of a
COMpUtEr syslem

Inpul Devices  devices that accept input from
the user and convert it into a form that the
computer can understand

Ouipul Devices  devices that convey informalicn
freem the computer (o the user

Software computer programs that are needed for
running or operating @ compuicr sysiem

Program a sequence of step-by-step instructions
i perform a particular task

System Software programs that are designed o
control the operation of a compaler system

Operating System  the masier control program
that runs the compeder

Compiler a program that translytes a higgh-level
lanpuage program into a machine kg
program

Interpreter o program that reads source code
one line at a lime, translates it into maching
lanquage, and executes i

Assembler o program thal translates an assembly
|;|r|ﬂ|_|,'||;-|~ prosgram inko mac kit |.'||'|3|.|.'|EE'

Application Software  software designed 1o help
users do some type af work

Package a compuler agphcation consisting of
one or more programs o do a parbcular tpe
of wiwrlk

Ukility
mainlenance wiork an e system or o sysiem
CEHTIE]S

i T |||_"!.iH||t_'|| 1% ':u'll'-:1|'||'|

Compuier Language  a linguage used 1o write

andd dhevelog softwarne for the compaler
Source Program  a progeanm wrblen i a high-
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Memory Bytes

* On the basis of size, going from smallies
1o largest, computers can be classifipd
into mobile computers, Mmicrocompules,
minicompuiers, mainframes, and
Supercompalers,

* Input devices accept input from the user and
convert it into a form that the computer can
understand. Examples are barcode readers,
card readers, o,

* Output devices convey information fram the
computer to the user e.g, LCD projectors.,

Objective Type Questions
1. Choose the correct aption.

a. Which of the following is not a utility program?
il. Antivirus software

I, Disk Defragmenter

Operating systems, drivers, compilers,
assemblers, and indespreders are types ol Sysien
sidlware.

Application software can be classified into
packages and utilities.

Machine language (that uses strings of Os ang
Is) and assembly language {thal uses letter
codes) are examples of low-level languages,
High-level languages are simpler o work with
as they wse English words and mathematical
symbals. BASIC, COBOL, and C++ are
examples of high-level languages.

i, Ce4 iv, Backup software

b. Which of the following is not a kind of system softwared

i. Compiler ii. Driver
c. Which of the following is an input device?
i, Plotter il Barcode reader
d. Itis a unique combination of vertical bars.
i. Barcode . OCR
g. MICR charactors can be seen on
I, OMR sheot i, Bank cheques

Descriptive Type Questions

1. Answer the iollowing.

a. Write the full form of: 1. MICR
b, Define a program.

il OME

lii. Owperating system  iv. Package

iid. Braille printer iv. LCD Projector
i, OMR shest iv. none of these
i, Smart carg iv. none af these

c. What do you understand by an operating system? Give two examples,
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Differentiate between assembly language and machine language,

What is the difference between a compiler and an interproler?

Identify a few instances where LCD projectors are wsed,

Analyse how the reduction in size and the portability of compuiers have influenced their usage.
smart cardks hold a great deal of personal information about an individual, Examine the hazards
of having so much information in one place,

. Imagine you are a teacher and you have (o creale a compiter based examination mark sheet for
your class. Using a flowchart, develop a sequence of actions to show the step-by-stop process.

=@ ~p A

Application-Based Questions

a2  Ohserve the given figure on the right and answer the
ivllowing questions:
1. What does the figure represent?
li. Name the device used in the figure.
Hi. Mame any two items an which you find such types
of lines,

b. Observe the figure alongside on the left. and answer the

iollanwing questions:

L

(T8

What is the sheet thown in the figure called?
Mame the device used 1o check such types of
shets.

What purpose ane these types of sheels used
for!

. ldentify the following as hardware or software and write them under the correct heading in the

given table.
Barcode reader compiler driver card readers plotters Windows
L ® Em u (1} m"'}-"ﬂrﬁl:
W § i E EEEER W H B
- nEm AEEED BEE .
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d. Kabir's father has purchased a4 computer and installed Windows 7 and Quick Heal software.

i Identify the types of software (system soltware or application softwared that he has installed,
. When the computer is switched on, which kined of software is first loaded onto the memary?

i IN THE LAB

1. Find out which operating system is installed on your computer, Name two operating systems other

than the one on your compulter.
2. Make a list of 10 application sofiware and § utility programs installed on your computer, along with
their uses. Take the help of your teacher or an elder in the family to create this list.

3. Collect pictures of various input devices and make a chart giving details about each of them,
4. Find out which antivirus software is installed on your computer, Also, collect names of 5 other
antivirue soffware,

GROUP PROJECT
1. For ecach of the situations below, make a list of the hardware and soflware components that you
would need to complete each task. Give reasons for your answers,
®  marking a standardised test paper in which all students use a similar answer sheet and use the
same lype of pencil
= olfering shopping rewards Lo customers who spend more than Rs. 10,0004
« installing a computer system in a school

&5 TEACHER'S NOTES
o Have a class discussion on how mobile phones have evalved into multipurpose smanphones. Let the

students come up with ideas about smart phones of the futwee,
s Show the students some samples of bank cheques and QMR sheets,

* Have a class descussion on devices that could be used for various purposes. For example, to issue
anid recefve books ina library, to record details for census, etc. Do nat limit the discussion to devices

mentioned in this chapéer,
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The presentation of data and its appearance on a printed
page is called formatting. Formatting changes the
appearance of data but does not affect the actual cell value,
Excel 2001 3 has several features to help you make impaortant
data stand out and to make your worksheet easy to read
and understand, We will learn about these features in this
chapter. You will find quite a few formatting commands on
the HOME tab in the Font group (Fig, 2.1)

Formatting Data in
Excel 2013

i = fook the mme Can't we
- fmlke them attracmve

s lorenatting features coa jusr be
| Word 2073 You can make your daca S8

=
In this Chapter

= Font Formatting

=Alipnm=itand Orentation
af[ata
& Pimbier Formatting

| R [

Fora Forn Lize increase Ford S Decirate Font Siee Forn Color
e =
g S ERT PaGE LErTUT FORMLLAS [l Al WM
":'Li gc" E i S Tl e Bwela
. fm.f L]
V i tamsibeie T IR B DA EFEE 28 Bk -
Lapkpng fard L Mg mard i
Bokl e Lindering fomden il Coky

Fig. 2.1 Font group on the HOME tab
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Fip. 2.2 Worksheet data

— ey

Top Tip =

——
Yiou ean also type the
fant name or font sipe in
the respective beses instead
of ehoasing lram the drop-
el lise

Clelk rhis dicg-chown menin @i

yoveewy £l st ol Tong sires

: : ; , : @ H S
Ao Ulivk ther arreme mest o Fonl Size. A list of fonl sizes appears. h MV i Lo ]
A ot sl dowrs Hie st you see the data preview for the iy K ——l
sedectedd font size i cells ASC2 1y 2o, e “,,":::_'_H v g
S Selewt Lo Exoel chanpees the font size in the selected cells, Oybdld: = i
" : &)
0 0 cH
[ TURTTIT TITR T ﬁ y T4
' + | fall He, Mame Total }
Thie shzwe o & font b measured in poinis There ¥ 1 Serrmu a1
At TF palns by doch Dl ivember of poims : :T:; ;: :
sl v a long e basesl on the destance foom e i TR A |
o b Uhee It romm of its kmigest character, ! 5 Thanal il |
Fig. 2.4 List of fom slzes
. Click the arrow next o Fonl Color i, 251 | Tap tip i)
A pallery of colowrs appears, Click More . o
Colors to got a wider ranpe ol colous 1o au can aksa change the fon size by using the
hoose l-mHm I‘ Decrease Font Slze and Increase Fant Slze buttons
(R . i the Font group on the HOME tab,
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7. The Colors dialog box appears iFig. 2.01, Select your preferred colour from the options on the
Standard tab or mix colours to get your desired colour on the Custom tab.

i Claci 1he drop-diown menu amarw 10 wiw che bar of Caloun Cumtoam 125 Sedect Colour ik DN

._'j':.- T.._.“-P_. v K -. - E;*' E

. . sige - hfR svaan|

Dnpbaed T Yo W =rmea
Seyar |, whidl

&2 T fF m mEmEvED

B '
: .
1 [Rat v, awr T-;-uﬁI""IIiI
el g

1 I tarwrrrs

i 7 Maarm BE FEEEERA
] § Yehren i ey Coln...

| [} 0 b s -

| ] 5 llana o |

Whore Colars .., vt

Fig. 2.0 Colors diahog bos

Fig. 2.5 Selecting fon colos

Bold, italics, and Undering

You can emphasise the contents of a cell by making the text bold, by using italics, or by
underlining the text. Just select the cell and click the Bold, Ialic, or Underfine button,

To underdine text, you can also click the arrow next 1o

Linderline and then select 2 - -
Underline or Double L
Underline fram the ? Rl Ne, Newie Futal Marky
drop-down list (Fig, 2.7 B r W : g s
Figure 2 0 shows how the f Undeden y B N m
text looks after applying B [ouble Underies : sl i
s, 5 s |
bold, italic, and double =i . Sy .
undesline formatting to the Fig- 27 Undlerdine Fig. 2.0 After agplying Bold, Malics, and

cell range A2:C2 drop-down menu Double Underline commands

Bachkground Colors and Borders

You can add a background colour and borders to a cell, or a group of cells. In this example, we
will add a background colour 1o the header row of the table and a border to the whole tahle.
The steps are:

1. Select the header row (row 21

15 OxoRD
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2. Click the arrow next o Fill Color i1 270 i vt gabeny e vk
3. Choose a colour, The colour will e set a8 thi J— .
hf!l'LF'.lﬂl.ll'Hl ol coells At 2, ; R R e |
(I rd-".li R T r“j
s pallery 1o e DR - BN v,
2olor ol thee !HHIHI'IIHH“' [H W L aa
Select More Colors.,. af thed . . . eannel
access additional colour optiors. ST § " |
L] |
4. MNow select the whole talale, | : ’ li““|
' -dorwn ¢ Mo, N Mot G
5. Click the amow next to All Barders. A 6rop T L BOESRSag
¥ il 1 Narrds
Men Appears ihig X 1ikail. " B Nabeirst L,F-F_;
¥ LT
6. Click the All Borders option. You will sec borders P oma -
: : =TI [ ]1] B
drawn around each cell in the table [Fig o Mo CaliL o 0 i
= Fig. 2.9 Selecting 2 backgrountd Coleg
o patt  Maner  Rama B
- S R ] ey ¥ - M =
e - mm‘ nog FEE A4 S
Rl e '!. S ] 1 B : ml
=T A [
- Fio e All Barders optean *:' iﬁﬂ-&fm———'m -
15 L] 1L i | | fwearn 243
e — — =
: LR - S gi=mn, ' = ] Fdwwi :
1_"%1’!:-" [ o Brvien T | 5| Canyal ==.=-—=—J
i et L] e i B
: ___&__.'- it Fig. 2.10(h) Table with borders
. B il e
: = ::'.rl‘lﬂli'ﬂ""""" i
o . Tm)
: B (TopTip - v
1]
p ey inim
. 7 foom e e fnugnﬂmmth!mﬂmhﬁinthtﬂniw
 ercBenim., & e ] spcrion to add borders [Fig. 2.10{a]l.
[ i i .
" e et i Alter selecting the line colour and line style, click Draw
. i Border to draw single border lines or click Draw Border Grid
Fig, 2.10fa) Borders drmp-dovn menu ta draw borders around every cellin a range.

Yau will have to select the range using the cursor which
will change toa pendil in boch cases.

O

Click the More Borders ... option. The Fermat Cells dialog box will appear (Fig. 2111, Select
a horder style and a border colour, You can also choose one of the preset border schemes of

sebiect bordet oullines separately in the Border area.
7. Click OK,

. X FCeL 16
e ] ] T &
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Fig. 211 Formal Cells dialug box

ALIGNMENT AND DRIERTATION DF DATA

. Alignment refers to the position where data is placed within the boundary of a cell, By default,
Excel applies the appropriate horizoatal alignment to each data type, for example, numbers are
always right-aligned and text is leit-aligned. You can also control the vertical alignment within
a cell,

Figure 2,12 shows the various commands in the Alignment group on the HOME tab.

Top Algn Peuthlle Alrgn Biesticem Adgm Cwmntacon Wiap Tesr Mergr & Cenver

BE S & s

_mue INSERT  PAGELAYOUT  FORMAILAS DATA  REVEW  VEW  TEAM

fRXe i 60 S= e S

MEW Bl g i~ A EEFR EE ] Mtesge 1 Comter =
Clgboirg f Fant & Aignmers n

Agn el vl Al Reglil Decreis ey Incigaig indert
Fig, 2.12 Alignment group on the HOME tab

To set alignment, select a cell or range and click the required vertical and horizontal alignment
buttons,

- II? 2 - aE i B e vieey
=-h'-.: :--HI= =ﬂ= =.I..:'
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Vertical alignment can be fap  Mdse Do
top, middle, or hottom o T |

Fig 2.1 1. Horizontal R um.,i,:
ﬂllE,l'll‘r'll'."l'lt L4n I‘H'.' itﬂl liﬂu ill i "p'l'_ll"HI'_il d‘lﬁnl'l'ﬂ'l"l'ﬂ
cenler, or right 1 0 04,

L Corag L

l;‘ ; o=

Fig. 2.14 Horizontal 2lignmens

Orientation refers fa the relative physical position or “Top Tip — —In
direction of text. The usual orientation is horizontal. - e
To change it, first select the cell or cells and then click ; H:mem
. ' iin worktheet 3 2 bl ¢
ﬂmplili‘nn_in the: Alignment group. Then c!rfk 1|.‘Ha: : | G ofs el anda it
required option from the menu that appears Fig. 2,15, aligned ta the Boroom-right of a ceil
Frawne 216 shows various types of orientation,
*‘: = g Tent Eegs Angle  Vemml fomw  BoomeTem
ﬁl' ‘-"'g'-l Ei'-lrmﬂ-'ﬂﬁ'lﬂll Comrproineir i o ] Ters Tert Lt Devas
M Angle Clockwine A B c 5 £ E |
1B Vesice Tes 1 - e 1
4 e Tetls T |
B PessteTeefoan . I
i = .
R TR P —— : T "i%, A E _i_' J
Fig. 215 Orientation Figure 2.16 Different arlentati
drop-down menu e F
[E—p ===
H;.-uaz:hm'eluall_gnlhedalama e e e
specific angle, click Format Cell i iy s P
Ali L option (Fig. 2.15. e EZE
ignmenl option (Fig. 2.13 — s A
The Formal Cells dialog box . 8%  Dugiing |,
reft - . " i
appears with the Alignment tab ,:.I a2 “‘;':'1:‘_"'"" il
selected (Fip, 2, 174, ] | st
= g e ® 5o
Under Orientation, using the | }-;:: .
mouse, drag the pointer o the | Mantiuien
1 fed Errchen
required angle. o
The text in the selected cell will .
appear tilted at this angle.
| i:ll_::;.| | comeni |
Fig, 2.17 Format Cells dialog box
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Working with tong Teut

When text cannot fit in a cell, it spills out into adjacent & =8 E 0
cells (Fig. 2.18). You can let the data spill out, but if the 1
next cell contains data, the spilled-out portion will not 2| :ﬁ e P v
be visible. Fig. .18 Long text in a cell
h 5 To avoid this, you can make the text
o —| wrap within the same cell. Select \ Did il Know?
Ihvl.i cell and click Wrap Text in the . 1f you have t unmerge the
suecess (| Alignment group (Fig. 2.12). The data is cells, click the drop-down meny
:-rulr.h:m confined to the cell but is displayed in arrow of Merge & Center and
2 work] multiple lines (Fig. 2.195 select Unmierge Cells oprion.
i

Fig. 219 Wrapped  Anather way of dealing with long text is
Text o merge adjacent cells into one large cell.

This can be done by selecting the cells and clicking Merge & Center in the .!tlig,nnmnt group
(Fig. 2.12), The text will be center-aligned in the single merged cell (Fig. 2200

|
| Fast Forward w - ’ . - -
ALT + Enter 1

Too write data in 5
multiple lines 0 2 I Jurcess wiih hawd work!
ol e Fig, 2.20 Memge & Center

i
PRACTICE TIME @j

Various competitians were heid in Aslan Public School to cefebrate Woorid Erm'rnnw Day. The
reacher in-charge of competitions has asked the head bay, Talhs, to type the compétstion ru.-.:lu
and foerriac it so that it can be put up on the natice bosrd Can you list the steps for doing this?

SOLUTION
L Crexts the worksheer as shown., B = - 3
2 Toakgn the workeheer and rovw headers :wﬂm*mﬂl —— -
di:tMrrFttmtl:rn‘-theﬂliﬂmmt i ik Pxan sapgnd
4 Ok &b Adan Firat
growp on the HOME tab for the cel o ik :
] Drasdsl Fabarn it
ranges ATCTY, AZAL A4AS, and AGAT : :wmm il e
18 O FORD
- = =8 (7] 5] LT
Baa” » = gEEE ® = @
|_--. i (- | .--_!!!!_..-_-!_

Scanned with CamScanner



L Sefocr ool range AXCT I e Fami ginoigs om (e HOME taby, ado the folliesng
Ak bk thwe aiony st (o Pt ael o ! Thmes New Roman
B bk the goon ned o Font She amd selicr 16
+ Seleur ovlle ATC T I the Font o on (s HOME rab, do the balkmang
A L hik the arrony ness 1o Font and wiecl Times New Roaman
B Chek the arow nest 1o Font Skne and select 18
¢ Llick the Bald txigton
d Click the arrow next 1o Font Colar and select red
e Chek the arrow nest to Fill Collor and select grey
5 Select the cell range A2C3 Click the armow nest 1o Fill Collor and select blue. Similarly, selact the
appropriate Fill Color for cell anges A4:CS ad AGCT.
ote You can choose your own fonts, font sizes, and colowrs. The ones chosen here are exampies nnly,
b Select the cell range A1.C7, Chick the arrow nexs 1o the

Borders button in the Fant group on the HOME b |4
and select All Borders. Borders will appear around all :
the cells The final formatted workshaer will appearas  |* §
shorwn alongside. :
¥
— § HUMBER FORMATIING
, 1 i =!  Excel has various aptions for formatting numbers. You can specify

the number of decimal places, add commas to separate long

13 o | - et
, numbers into thousands, place a currency sign in front of the
| B Coreear ' number, and display the number as a percentage. The various
= | formatting type options for numbers are available in the Number
~ Format drop-down list (Fig. 2.21). Examples of their use are given
5] S in Figure 2,22,
o Rk AN | I . A .
| _Nambar Formatting Type | Formatted Namiber
'J':E; Vs - 1 Geseral 14
3 [Numbey Je6500
v Arcosneg P 12140 46700
% — | & [Short D o -07-201
Ll ' %E_ 07 Srptrben 1015
"] 131746
g % Prrcemeage e
BAe1n Hamdur Foumany.., : St t.'ﬂaﬂr
Fig. 221 Number Farmat list Fig. 2.22 Different Number Formatting types
OXFORD
bh v : " 8 EE = ] 20 g
i ang SR B N.B 2%
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Mumber Formuat Bos  Percene Sl Comma e 1IRUNE 2.2 1 shiwys the variouws butlons in the
ALE % Number group on the HOME 1ab.
I - l;::.,"j There are additional options, such as, Accounting
Gerraind 2% ¢ W Number Formal to select a currency formal,
Femmar i 2 :lﬂr:: the Percent Style button, and the Comma Style
button. The Number group

Fig. 2.23 Number group on the HOME b

E
¥ Enghils (Unfed fate)

£ Englnk itinited Kingdenms
§ Eurs (123}

¥ Crineme {FRC)

It Frefnch [Franoa)

Mg dgrpurimyg Formety...

e s

Fig. .25 More Accounting
Farmats... aption

also has buttons to increase 2 A

and decrease the numbser l.
of decimal places. To explain these options, Fig. 2.24 Number in
consider the number 123456 in call Al call Al

(Fig. 2.241,

Click the arrow next to Accounting Number Format and select
More Accounting Formals... (Fig. 2.25).

The Format Cells dialog box appears. Select Symbol as PER
(Fig. 2.26) and click OK. The rupee symbaol appears before the
number in cell A1 (Fig. 2.271. Also nofice the comma and two

decimal points that appear by default.

Mow if you click twice on the Increase Decimal button, the number format changes to show
four decimal places (Fig. 2.28), Click the Decrease Decimal button once. The number of

decimal places will come down to three (Fig. 2.29).

m. - _ e B . Y _
| gt | st | Porn | Buwiw | ra [ proteetves | :!._|Pm1:-:|-_.n||:|:||
|
| R S W Fig. 2.27 Number formatted
i i ith R
Eo— - with Rupee symbol
| [ Tomir famibt |1 _E
[y Hare .
| | e e G
| Tot F s
| ; - "
I = l._l PR 123458 DO !
Fig. 2.28 Increase Decimal
! '.'.

.
1 | PHRA 123,458 000

[ex II'f--Jr

Fy. 2.29 Decrease Decimal

Fig. 2.26 Formal Cedls dialog box

2l

R TIEET frn
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PHACTICE TIME
Ahsan's beocher macke 3 st of his monthly expenditure and aw;mh —
i I
S3VITE 35 QIVET ;E.,_-gb:a..;ku Ahsan has leaent aboial [Ormarting .
fearures available i Exced, and gusdes he hragher in making the : Salwy LT
worksheet data meat and presentable 25 showr Can pou format |, Besidy na ¥
i Was
the wirtkshees m 2 simdar manner? ¥ | e 1: |.
¢ Ren e
#  Comveymer 12006
SOLUTION o :HT m
1L b
1. Enter the gren daca inan Excel worksheet %
3 ow salect cells A1813. In the Font group on the HOME — Jus At Sed 1027 |
tab, do the following:
s Chck the amow nest 1o Fonk and sefect Times New Roman
b Click the amow next 1o Font Size and select 12
3 Selecrcells A‘Iﬂlﬂﬂ:klﬂﬁ'ﬂituﬂﬂ'in the Alignments Y — '
gnupam:herﬂ}hﬂmhmmchutgmmm the HOME b, |- m‘“ e
3
do 15 fofows ! y
- 5 Ha FEE T,
= Click the Bobd button, : m L ﬁm
b, ﬂé:ﬁ:hearn-.vmntﬂﬂl[nhr:ndsetmlﬂ:mhur. ::. ﬁuﬁ
'EEEIF FEE 1100 i)
4 Selact the cell range A3B3. Click the arrow nex to Fill Colorand | Feed
selacy the cofaur brown. Similarly, select background colours far :ﬁ
=T

cell ranges ASH10, A11:E1, and AT3HT3

% Then select the cell rangs B3813. Click Accounting Number Format butron in the Number
group and select Mare Accounting Formats of you do nat fine the rupee symbel in the lisc

& The Farmat Cells diaiog box appears with the Accounting option selecred under Category.
Sefect PKR English (UK) from the Symbel drop-down menw

7. Chek OX o show the numerical values as cumency,

R Selecr the cell range A3B3. Click the amow next to the Borders button in the Fant group on
the HOME t2b and select Outside Borders. A border will appear around the cells. Similarly,
select the barder for the cell ranges ASB I, AT1EYY, and AT3813

OXFORD

Fivrymess mia

e = e 5] EE
B @ B DEEmE @B ]
i REE DEAEE OEE © T
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? : Top Tip LN
vou can also use Fuveel 2013% prp-l.hﬂ-:tgnw.! coll stvles -
rather than rormatting cetls manually, Cell Styvles are used o Viowi cam abus ceeate your g
quickly add professional-level formatting to different parts cell style Clhick Mew Cell Styde... in

1 af Tiloan ¥haer Bl el : the Cell Seyles gallery. This will apen
of 3 worksheet like the titles. the headers, etc. et oo o

you style anal then click Format.....
The Farmat Cella dislog box appear
1. Select the cellis! in which vou want 1o apply formatting. Leloct your wettings for each of the

s . bs ad ehelk OK. T1 I ekl

2, Click the Cell Styles button in the Styles group on the :ﬂ!:-::-tlirumlum m“‘:l!;h;:,nm
HOME tab, A live preview of the format is displayed as

vou move the pointer to various stvles,

applying & Cell Style

L] T W - 0 R

| s Y

— 1 =, o1 5= S = X Ao -

I LE _-'ll"‘ g B -.l ?F‘I'- %T ﬂ
3 candbini Fermsni LGl Faed Dwice Torm ) aash Ied&

" n ‘lh_,:. = - t:-- 'Ih"‘ h’lm'

Tkt

3T 757 .

(monl Bt el oA ral

| Hrmal | g Miguiral

Crarty sl Wbt

Lilrulagion | Epizaday. il.rtput I Lr=ipd gl Metp
m——

ek ol Hipdirc
Headingl Heading?  Heading meadinga  Title Teul |
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Fig. 2.30 Cell Styles gallery

3, Select the desired style from the gallery. Here, we will choose Accent 2 (Fig. 2,304, The cell
style will be applied to the selected cells.

23 OXFORD
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Tricky Termel s "

Orientation  the relative physical position g

Formalting  the presentation of data and its direction of the le
appearance on a prinded page

Alignment  the position in which data
within the boundary of a cell

is placed

|.l*
iy

memory BYtes

- : Orfentation, Align Left, Center, Align Righy,
S rma rr
' The.lfbl r:fEﬁ::Er.ME L;i;ng cae Decrease Indent, Increase Indent, Wrap Tey,
avallable on ' M & Cenler.
» Formatting changes the appearance of data but a0 Mew: . A5 nchid
d::nrma t:.ﬁm the aciual cell vaki. s  Number formatting comman Llnfhl'_'
iy her Formal, Accounling Number
« Font inmatting commands include Bold, Mum 1" {Style, C G Sile,
lalic, Underline, Double Undertine, s Dl!:im:ll and DEEI"EI';-E Decimal.
, Font Size, :
Fill Colar, Funtltniw';drgri o out cam alé choose readiade cell s
o R (in the Styles group on the HOME tab} for

Alignment formatting commands include . gkl
Tn:i]g Align, Middle Align, Boltom Align, formatting data in Exce 013

Objective Type Questions

1. Choose the correct oplion.
a. Which ane is not a vertical alignment?

i. Top i, Middle iil. Batlom v, Left
b. Which one is a horizontal alignment? ‘
I Left ii. Centor iii. Right iv. all of these
. Which command is used to display text in a cell in multiple lines?
. Merge & Center il. Wrap Text ifi. Left-aligned iv. none of these
d. A cell dybe can consist of
I, Mumber format ii. Font farmal iii. Cell protection iv. all of these
e e o ae B 24 .
- E EREE = C o i
um mEk
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e, Consices 3 wumber 54,612.00 in coll A1, Select A1 and click the Increase Declmal hution.
The result wall be;

. 54,612.00 it 54,602,000 ili. 54,612.0000 v, 54,61

pescriptive Type Questions
1. Answer lhe following,

2. Explain the two ways to handie borg best in Excel—Wrap Text and Moerge & Centre,

b, How will you add the Rupee symbal 1o numeric data in a cell

c. How will you add a backgroune colour 1o the coll range A1:E5?

d. Mame the buttons in the lower row of the Number roup on the HOME tab,

e, What will you do to rotate the text in a coll 1o a 25° angle!

f. Analyse the advantages of having different types of formatting in Excel 2013,

g, Your teacher has asked you to help format an Excel warksheet, You can anly use cell styles or
font formatting. Which ane would you chooset Give reasons for your answer,

h. Create an Excel worksheet which conlaing the following information, your firsst name, your age,
your school, your class, your teacher's name, and the number of pupils in your class. You could
add other mformation as well to make ji moee comprehensive,

Application-Based Questions = : : =
a. Consider the worksheet given alongside, Mame | 1 {liomNomber| MemBamg |  Coof | Owuaniity
all the font formatting features that have been |2 ﬂ Em:m :;.:,—. ::
. £ 3 o
applied to the cell range A1:D3. e e :
] ] LsH oL ¥
b, Consider the worksheet given along side showing the '1_ .- . T—
awsessment pattern of Alsan Public School. - f #‘.
|, Mame the formatting features applied to cells AZ:C2. P9 Y | ot e
ii. Which formatting feature has been applied o the cell |24+ | __®-8 L ®
range B3:B8? How can you apply this feature manually? 1o 2 o I
i3 (1 [1.70 - "
. = .
e. The company expenses of Kyro Pel. Lid, in various areas i | l—i-::.hn—lﬂ \
over the past three years have been summarised in the n . e hpaai i o
warksheet given below. g LM
. Nam the iype of allgamentin  [-—F——T———7——%——
cells B3:E3 and Ad:Ab. 3 —rETR

ii. Which number formatting _Mocbaing_[8dvelaratan
- T | g 1 000 D000 | SR | 850 000 Do BOCUEX DD »
feature is used 1o get the rupee ;L_I oot oor 00 T PR 1 Sc0e000 | PR 408 00001 [P H0000 o

symbol in the cell range B4:E6! | & fmarm | Fen oo ce | A 1io0eas 0 | Pt 360,008 ) [Peh 4001000 10

|
J
i

25 QXEOLD

-] H ao & o P e

R ey ¥ @O @GEEE B H ©

e =s 44 GEE SERS BEE _BE .
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d. Ms. Maheen, the incharpe of Chemisiry lab, has asked
the monitor to make a list of chemicals available in

the lab, as shown in the figure.

AL

i, How will you give the hackground calour pink
and the border colour blue to the cell range

ii. What are the steps for making a number a

subscript in the chemical formulaf

r—~r1 J
i T paseom Compoyithal of Alr
[ aryldnand Chrmieed vl
| S
N 2
IN THE LAB = -
i he class 2=
' has asked the monitos af t ec 2 =
L :Lﬁiﬁ: EL:HM gASEOUS composition of air lrumdlgﬂm 1 Hem ﬂ}:
internet and create an Excel table. Format the dala as ;_u.,—' ::
alongside. : ﬂ""‘; L3
1} X Xr
i Chrows iy
nE;;I-i. (w4 ]
i g !l
8 3
i c2ck by the class teacher to type data = _
about facts af lemperature an - e .
alungside,asrhe:h.:rtniuhepmmun the class | emperatars | Temperatars
natice boand. Can you do the same taskd . :_m_mmm _..":*""m ﬁhﬂm
& | Hut waner bath 40 104
LBl £ qE6
& | RO jemn{seaearne | )
7 Cnld day 10 2
& [Freenng potne of water il 51
¥ , Very oofd day T 0
o Extremely cold day T 3
e —

. : 2 3. The doctor visiting the school for the
, ' i abes caused by defiiency of vitaming manthly health camp has made a list of
; Vitansn | iherase Symptoms | Dict bkl include diseases caused by deficiency of vitamins.
a [ [ e | Thedoctor has asked Hina to type out
E R — ﬂ'ftqataandfunnautmﬂmumnhl!
‘ e N distributed to all the students. Can you
¢ |Sower tensinggums | lemon, qubvas, and do this task in the manner shown in the
[ |l .
= i | T, sggn, i, screenshot alongside?
: bonas U S | Note: Font—Verdana: Size—12
bos oo B B EHE = 26 =
0 & E EEEE B i g -!

AR NEE EERE BEAEBE &
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4. The acooantant of Myra v, Ll
company has prepared a list of
emplovee Sy and commission
details. The salary, commission, and
tal isalary + commission) shoyld
appear up 10 two decimal places with

PR iS00 ) H.'H.H;lﬂ!

PR IO | Tl 37 i

FER & M0 i1

s
A Asd {TRR £20M00] PR 9,000 0 gﬂ"ﬂw
Cruar a2 [ren o] P 4oe 0] P S 300 0

connii a5 the thousands SEpRrabor. Can vou crele 4 similar talshe o Exeed 200137

Note: Font-Tahama; Size-12

GROUP PROJECT

Vou have boen given the proud hanour of creating an information Excel workshest for your school
principal. The principal would ke to see all the subject marks for your entire class, How will youl do itd
Discuss together and then delegate the responsibilities to each mensber of the group making sune you
check all the data as it is entered. Check you have presented everything in as clear 2 way as possible,

Good huck!

2% TEACHER'S NOTES

* Demonstrate the formatting featwres by using examples of printed tables from real life,

» Explain to the students that too many formatting elements used together can distract the reades. You may
discuss the hasic principles of good design in this connection.

OXFORID
= Em_ = . i i
SEE g FELA
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advanced Features g;
excel 2013 :

chap le,

tr
1
Toeok, che cliss reacher
has askecl e To Wik e EhiEse IRNTHEE |:||'|l|'|-ll fall
ruribers on the blackboard i che descendng i F!.!'ﬂl'll}‘: Teggie 3
order of ks, It & gowng to take me 2 long ome A Please el me how

tor put thee i order! =
e il

" kViph Exesl 7013
you can do that
. in ro tme

-
&

:'.#I'E

i

|

Excel 2013 has the facility to fill a data series automatically p——_ o ——" -

using the AutoFill feature. It also has the Flash Fill feature In this Chapter
that recognises the pattern of data, and fills the remaining list

accordingly. . AutoFill

Once you have entered data in a worksheel, you can also = Flazh Fill

= SOrrm

change its order of appearance. This is called sorting of data.
You can also filter data, which selectively blocks data vou

s Fileeringg
= Coneitional F-L'l[l'l'li[“l'l'i:.
don't want to see, = Maoxre Sorting and Filering

Sorting and filtering are very useful when you work with long
data lists. Excel 2013 also has a feature called conditional formatting that sets a cell’s iomal
according fo a condition that you specify.

Let us learn mare about these advanced features,

OXFORD a1

& E Em = -
= - T =l.Il= ==== =lln|;! .‘rE
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Fill Days or Fill  This option changes according 1o the series filled using AutoFill.

Weekdays

* Flash Fill This fills the cells by sing Flash Fill. It fills the values by identifying a pattern in

the worksheet data.

You can also fill a cell range with a series of numbers. The steps for
that are:

1. Type the first two values of the series in two adjacent cells.

=,

4

-
E

i
'
3
4
.

|

|

|
ﬁ'g.. 1.5 First two values far
AutoFill

= | 2. Select the two cells. Click the fill handle
== in the lowes-right corner of the selected
cells iFig- 3.5). Dirag it to enclose the are

1. Release the mouse button (Fig. 3.7
AutoFill uses the difference between the
first two numbers and keeps adding it 1o
the last numbes. 5o the range gets filled

| S ] 5
I }_
2 g 1
1 3
4 s i
E £ . — i o
M ] 13 vou want to fill (Fig. 3.6,
7 T 1§
3 L R
® o Ll
1 c el I
i :i ]JJ: “-I
= -

Fig. 3.6 Drag the [l handle Fig. 3.7 Filled series automatically.

Custom Lists

You have seen that AutoFill can fill in names of the days of the week and the months in a year.
This is because these lists are already ctored in Custom Lists. You can add your awn lists to the

custom [ists, There are two ways to add a list: (a} by importing
a list of items and (b] by typing the list in the Custom Lists
dialog bos.

To import a list of items do as follows:

g 1. In a worksheet, type, say, the
- e 583500 in Pakistan and select the
Y — list iFig. 3.8,
i . : . .
¢ [l 2. Click the File tab, and in the menu
: Wirter click Options iFig. 5.1, The Excel
: [E| Options dialog box appears. Fig. 3.9 Select
Fig. 3.8 Select the list Options
QF
I-I-'-I;“-.H-i B i ["8°] ] En
BN B EEEE B E N
El BEEE EREE BEEE G T E LR agy |
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3, Inthe fEFr‘pnnE of the dialog box, click Advanced and then undet General, click the Edit
Custom Lists... button (Fig. 110,

Janmtal
Grnesd
Firrrraaln
Feair £l Prarwl e Nl & with jgsrad
"
51 Sancre griwr appiicamens that vas Dyruemic Dirta Esthange S0
ot 191 Ask 10yt sidremstie bris
Langusge O hm"’"“ﬂ”tﬂl:l Ty
B | © et e
TP — —  EdiE Custoam Lists
Cuttamzs Risbgn r—— - T4 1 ]
Gueck A cwini Topdbe
I B Enabie mrokssumagrd pracenng
Apenls Crume beita dor wan i yoetd gindl P seducsi rs | El-ll.'-l-tnliﬂu]
Fig. 3.10 Edit Custom Lists ... bution
4 The Custom Lists l:lialng hox — —_— _-—n—::qm
.y ' Cozarn Lins
appears (Fig. 3.1} Verify that ]
the cell range of the list of items
Cuibi® |l a8 geirin
that you selected gets filled in the =L e ]
Impart list from cells text box, Miwneey deriey Wiy, | Mmiosn [ mee |
and then click Import. The list gets wm'ﬁ;:#:; ——
added to the List entries and the mm"ﬁt.p: i
Custom Lisls boxes. v S e i |
5. Click OK on both the dialog boxes, o R T =
; : JrEa bl P m gy |-Lu_u.|.u— E [

b, Mow in the worksheet, type Spring — | Q
in a cell. Click its fill handle and J
drag it across the cells that you want | e ] o]
1o fill. The list of seasons gets filled.

Another way to add a list is to type it
directly in the Custom Lists dialog box.
This can be done in the following manner:

1. After you have opened the
and type the enlrics,
ENTER alter each item (Fig. 3.72%

Fig. 3.11 Custom Lists dialog box

3. Finally, click OK on both the dialog boxes,

31

=

Custom Lists dialog box, click NEW LIST in the Custom Lists box
say, the lists of subjects you are studying, in the List entries bsoisc, Priess

Then click Add. You will find that the list gets added in the Custom Lists box.

O FORD
1| i B L ]
oEEE B " =
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— Clk add

;
£s
1]

i

:

dan, Frb, e, dar, oy jun, &
Januatry, Feinsasy, Bangh, dp
Lphrg faomepr, Wphiaah, Ly

=y _T_:.-::-Jr-:'nmmhrhr
Cunbam Bt Enf gabmry
h- imnn

hasn, Tur, Woed, Tha Fr, Gad § idatng

Eianday, Pudiddy Wl dayg TiieAER

fary Frb M e iy bomy b Ledial WiFnie

iwnuany Feprunry, darah, Apni i

kb, Posr, Wied, Tha, Tri, Gk, & Frguial { deastinn

- | Lussdae

F=: -l:.l.! I-rl [ |

Praad b s dei

Proid Erer 18 Gaparw e b FrineeL

[ [ tmeen |

[Baszgase

ot | [ canes |

Fig. 3.12 Type the list of items

Edit or Delete a Custom List
You can also modify or delete a custom list:

* To edit the list, make changes in the List entries box,

and then click, Add,

* To delete the list, click the Delele button. A message
box appears with a warning iFig. 3.13). Click OK.

FLASH FILL

Fig. 3.13 Custom list delotion messape

The Flash Fill feature is a new feature in
Excel 2013, It recognises the data fill pattern
in a worksheet and fills the remaining series
accordingly. To understand Flash Fill,

| i Mamas | Fanit Neme | Misklls Mams Vall Maame
1 | Chaslbiy Yalew i

1 | Kkan Pasct jrY

PR Prpliml

¥ | Sl Hiamu yak

consider the worksheet shown in Figure 3.14,
consisting of Last Name, First Name, Middle

Fig. 1.14 Data in a worksheet

MWame, and Full Mame, The Full Name column should have data that is a combination of the
First Mame, the Middle Name, and the Last Name.

1. Enter Sabeen C Chaudhary in cell D2,

2. In cell D3, start typing the First Name
Maael, As you do, the Flash Fill logic

A i 3 i ]
1 Rt Mame | Firdl Noms | NBidis Nams Fll Nims
1 i Bawbley Librrn i Sabwn U [ janilbrs
B | Kb Maszl & Pased & K s
& | Mammad Manbual Fordad Blamd
% | fawrd eyl Sumuaypal laved

suggests a series of values o fill in cells
D3:D5 (Fig- 3.15),

Fig. 3,15 Flash Fill sugpgesting valwes
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|

3 Press EHTEH 2 -!l.‘I:E'pI the B o) N 3 : j::j
' AR jons LFig. 3161, 1| st Mama | st s Middle Nams | Full Name
= ESI g- T | Chasibry ik ._... i balwrn | i Tambhis
¥ | Khaa % aal 3 noaae] A Bolian
| Wlarmsd LT T | :'“||r|||-| BT
EHHHHE |.l _'I_HH] 1ﬂ'|dl}|* .'0..1||II:-I]| iyl

o of sticrosoft Excel's most usefy)
soatures is the ability 1o sort data.

ﬂﬂﬂwﬂ' in a specified order,

inE column Sorting

Consider a table of employees with their
t numbers and salaries (Fig, 1,171 In

this example, we will use sorting to arange the

data in the ascending order of salary,

1_ Eﬂlﬂ:t 1 | ':'E'“ FI'I- ““'." Eﬂlum“ aﬂcntding 1|:|

which you want to sort the data. Here, select

a cell in column D, say D2,

3. The command for sorting is available at two places in Excel:
o Click the HOME tab. In the Editing group, click the Sort &

Filter button. A drop-down list appears (f

smallest to Largest for ascending order or Sort Largest to

Smallest for descending order,

» The same commands are also available on the DATA tab, in

the Sort & Filter group (Fig 1.19),

3. Click the ascending order option (using either of the two ways)
and the worksheet will be sorted in the ascending order of

Salary (Fig. 3.20),

corting re-arranges data, which may be textual,

S e

'F-ig, Bl Avoepd the value suggestinns

numerical, or alphanumeric (mixed fetters and

i ] £ =]

i ] : wpms | Deparimes Mo Sallary
1 HM Shaamili armal i lﬂ —
1 Bl LTI s b 30 :ﬂm
i Elod | aries Koadeii 20

L Eigd W lalievn Kb in S3000
' El10% Fanah Asal o Ji000
7 Bl ik Riani 30 S
5l FIaT Satwwe [huphia i 2 Jeled
] Eic Il easli Jamal 1] L]
s} E10% Whire bath o 10
ik E180 keddnii Bara . i a0

Fig. 3.17 Data in worksheel

ig. 3188 Click Sort ot Smatest to Langest

Fig. .18 Sorl & Filler

oplicas
& i C o
T s DATA  RIVIEW -tm { Nu| Fmphoves Noms | Dopartment Na. | Salary :
Lt n Clear L] F T Whaaiilg Jamll ) LRl
- .'H' T 'E-Fhl'iliﬁ' i Eins Amas b hawgr w0 R0 l
'.“ Sart Falie= £ bf {11 1Lt s alein 0 LEalee]
vt Largest to W habvanced s ENS | Mabwrn Kt 30 51500
Sl St & FibE # | EI9  |¥emah Al ] 51400
P Elnd Hunkea Kigwi A S0
ng, B9 Sorl & ﬁlﬂ LFTHIf ] RigT Halwti Llripliad 0 4300
'l .._iJIH Farvnnh Famsd i Aa500
13 | li1a% Hluwin Biiri i} TR0
i Elw Earm R in [t ]
Fig. 3200 Dt sorter] in ascending order of Salary
QX IO
& 33 ) -- _- 7] e g g
- H m H mEEE @ m @
e mm nE BWEE EEEE EEE o9
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multiple Column Sorting

Suppase we want the list of employees in descending order of salary in each department for the
data given in Figure 3.17. For this, we will need to sort the data in the ascending order of the

department number, and in the descending order of salary for each department.

This can be done in the following manner:

1. Select range A1:D11 or select any cell in the table,
2. Click the HOME tab. In the Editing group, click Sort & Filter and select Custom Sort (Fig. 3,14,

Or

Click the DATA tab, In the
Sort & Filter group, click
Sort (Fig. 3.19),

3. The Sort dialog box appears
(Fig- 3.21).
Excel assumes you have a
header row, meaning that
the first row of the table
consists of column headings,
5o the option My data has
headers is already selected.

- )

[iiaediont ][ 2 potr i | Fgemmioe | = | = [t ] 2 oy e tus st

e — wmen o

b e e B =] [marent e Legrnt |
Lo Lo

Fig. .21 Sort dialog box

If you do not have a header row, you can deselect it.

Under Column, select
Department No. for Sort
by. Under Sort On, select
Values and under Order,
select Smallest to Largest.
Therefore, the data will first
be sorted in the ascending
order of Department Mo,

4. Click Add Level to create an
additional sorting level,

A new row appears
(Fig. 3.22).

= i
Ilh“”HHHIlEE‘EHIE - 4 My dutn hum pacin
(T $6i1 0 Thgm
Torldy Cupinmesite  [o] [Viuno [=] Ematwii oo Laegen [=]
Tan by | foiny (o] [votm ISR i o —
Il
[[oep] [Conm ]
Fig. 3.22 Sort dialog box with a second sorting leved
Under Column, select Salary and under Order, select Largest to Smallest,
L E 3‘1 I
=..ll .= zi.II
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5. Click OK.,

The data gets rearranged in the ascending

order of department number and the
descending order of salary for each
department (Fig. 3.23).

grganizing Data into Levels
If you want 10 total the salary of each

department and then want to find out the
grand total of all salaries, you can organise

the data into department levels,

1. Click any cell in the data in Figure 1,17,

Click the DATA tab. In the Outline group, click Subtotal

[Fig. 3.24) to open the Subtotal dialog box.

3 ' : T
1 Emphrves o, Emphves Name | Department N, | Salary
i Efni Shandta femil 11 Lkder]
1 ElOE Anas Khisar I {40
i ELDd Haaris Habs ] 4500
1 (AT A Kabir a0 E0000
L EloT darstah Ao i) G200
7 Elr Frvta Biami a0 £2400
F] Eli Y abeen Ehughsai 20 41400
] E1%S Bearnh fumal 30 !ﬂ
i E1a7 Lkirts Kari M 5
LE E1ds Kasim Rura | ] AR H

Fig. 3,23 Data sorted by Department No. and Salary

arE &0 rEE
sE el BB

TR

3. Select the commands as shown in Figuee 125,

Mew rows appear showing total salary for each department

and the grand total of salaries (Fig. 3.26),

et Deparmmiens R 30 L oy’
that Safary et iotslled when Farction o
idep Nt nurmber changss tocalling Salary,

[ Puge brrsn beteeeen grouss
] Summary briow data

[ Bemewe s | |

oc | [ camen |

Dutling

Group Ungroup Subtotal

s

Fig. 3.24 Outline group on the

Fig. 3.25 Sublotal dialog box

DATA tab
1 Esplves No| Emploves Name | Deparimesi Mo, Salary
b | Eld Sheamili lamil L= S50
3 E1OE .'..I-u.l.l.___!ih.u.'-l-'u L= LBi00
3 E13E Hars Kehir 1@ 14500
=1 s §0 Tatal 149300
[ L El&d Slaliocn Kibw . ] Erlei0a]
| E141 danah Aagsd o] LRtaE 1]
i El% s Birvi ] S 2400
¥ E110 fahesn Chughim -, ] 0] %00y
= 1= 20 Tedad P0G |
I | L Elat Bectaah Tasal ] TRy
| u | EII:I-'." Shirms Kass L0 L]
| th E1o4 Haxim Bara E) RO
| =] 14 30 Teaal T ]
-] 1% Gennal Toinl £27500
Fig. 3.26 Waorksheet showing data levels
15 OO FNR Iy
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PRACTICE TIME

ﬂﬁﬁﬁ[ﬁhﬂﬂfﬂiﬂ-‘ﬂﬁ##ﬁlﬂh Public School wans i | = _H:I_”'T 7 t:
sort the list of students in the ascending n:lrderu.:ibus numbers : il i amm“ :.
and the ascending order of names 5o that the st can be : 2 ;“-I::-E:‘é_*' :
provided o the concerned bus m-charge. The teacher has ‘] 3 :::mﬁ“" :
f b B i
grven this task to the class monitof, Amir Can you help Amir | Mi_ht:;:# '
in comgpleting the task? Sl 8 Hssdewn Kb 1
: N T 1
[ 10 [Shomim Qunts | 3
SOLUTION Fi. 3ia)

1 Enter the data in Excel as shown in Figure Hal
3 Click tha HOME 13b In the Editing group, chick Sort & Filter and then select Custom Sort.

Qr

Click the DATA 13k, [ son
in the Sort & Filter Wlﬂnﬂmﬂlhﬂmmﬂlﬂ . |[E| () by s v oo
| — | —
The Sort dialog box oS T s 51
appears [Fg (i S
1. Under Column, |
select Bus No, L
under Sort On, |_"an Comedd |
celect Values, and L=
under Order, select Fig. (b}
Smallest to Largest
& thee clata wAll firsz be sorted in the ascending order of Bus X ..n'.,.:n;‘:i'-'tﬁ
S A
4, Chck Add Leved to create an addirional sorong level A new row : _5_%—-'?: .i.-
appears in the dazlog Do : __:,"::Trl.u:';__:-
& |n the new row, under Column, sect Student Name and ‘| : A ot :
under Order, select Ata Z :;+::‘m;:q =
& Click OK The dara gets arranged in the ascending onder of Bus fig 3t
N, ard for the same value of Bus Mo the data is amanged in the
ascendeng order of Student Name [Fg. 3l
2 g pafed
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The Filter feature selectively blgcks o

r hie ) '
displays only the rowsicolumng tha bes the dlaty yous chon't want to see, A filterod range

meet the contlitions B Crilrh il

! , ; W i Specily,

Filtering is @ quick and easy Way 1o fipg|
not rearrange data, |y emporari

jormat, or print the chosen range, "

I.m:i wirk with selected data. Unlike sorting, filtering
ides the rowsicolumns you don’t want, You can edit,

There are three types of filters in Excgl.
ides two commands for fillering
||lh‘r rmnph:l_' ﬂitﬂria:l..

in this chapter we will discuss the s
how ta use this feature,

by a list value, by a format, and by criteria. Excel
data ranges: Filter (for simple criteria) and Advanced Filter

I'I'IpIE filter feature. Let us take an Ep;.;mph 1o understand

1. Enter the data as shown in = a : c o ¥
Figure 3.27. Select a cell in the . g M o g o] e e,
range AL:ETT, say B3, 7 ficta T

Sharyhur 111
2. Click the HOME tab. In the S D Caa e N
Editing group, click Sort & Filter  |* S e — =
R Ahangha Wadd Fiaarctsl Cester
and select Filter in the drop- 1 [itematongt Convrares Catire EE. 1 | wm
3 § Petearuis Erser ] nuipy Lamspe [T] o) 1744
down list, T — ~prre— m Do | i
I:}r LL rerg Tower Harjimg el az! e
Click the DATA tab. In the Sort Fig. 3.27 Data with drop-down amows in each column heading
& Filter group, click the Filler
button. 5 ’ S A, SR
Biding _ =] Sowierel v -
Drop-down menu armows will ! oma Y N_u" Tlm':-i{:?:] hiced
appear next to each column :Imﬂ:- S T 1 et i
heading (Fig. 3.27}, T e G o :
0 Taigss Jol LR &
You can click any of these drop- |7 Suapal et ramciaane Ui :
down menu arrows to apply a ¢ Bt Tewer ot :m" _ﬁ
filter to that field. ﬁig;—“:! — T;::un o

4. Click the drop-down menu 4 EEE
arrow for Year and you will be [ | 2w
presented with various options [

[Fig. 3.28). i
b ]
i b ]
Fig- 3.28 Filter drop-down menu options
B - El " Em = g SEEER
E & & U W ® pEEE B B @
EmE == iE EREH AEEE EERE W8
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5. Initially, Select All is ticked. Deselect Select All, select any number in the drop-down meny,
say 2010, and click OK iFig. 1.29.

b, The rows containing 2010 in the Year field will be displayed (Fig. 3.300,

W Falec ki
L
mp- T
O xm

= e
=2
04

Fig. 3.29 Selecting 2010

i i & g E
e of | Wi In
J Bl ing Harse ‘I = B phetre + TRE oy
7 e ebalili | B 1] Fi s
I irdeesdligfil Commers Cantin EB I I .. e
T e | ] — | s

Fig. 3.30 Filtered rows with Year 2010

To determine whether a filter has been applied to data in a worksheet, look at the icon in the

column heading:

* A drop-down menu arrow
= means that filter is
enabled bul not applied.

o Adfilter button (T means
that filter is applied. When
yau bring the mouse

Green Tip showing il crimra
i ] — o E F
Mmbieral | Helghtin
f Ry Nora -_I 2l neen o ] ™ i!
I Eesfjukalila Ehskai (T £ A8 v
U ietiesitisnd Commerii Coilin  [bsg Derg Lid A oL BT
13 Silwrog fosmnt narpieg B | 4 o |

Fig. 3.31 Filter oriterion as screen tip '

painter over this icon, the filter criteria is displayed as a screen fip (Fig. 331

if you want to remove the filter criteria, do one of the following: Ton Tip

* Select Clear in the Sort & Filter menu, Or
* Click Clear in the Sorl & Filter group on the DATA tab. Or

» Click the arrow next 1o Year and select Clear Filter From
“Year' or Sebect All in the drop-down menu (Fig. 3,24,

BL dee st i gt
fi wriegEm Leaba
R iy i i

.

=

B T |

amer Yoo

e T '.- [ B
Jrs T

(PR E ] R Y
e

|l|.'.'|

Bac ity

Forpa b

Lo i

Fig. 3,32 Number Filters opitions

DEFORD
= B " R B
EE § EEEE B @&
E— T T T TTT ST,

-

H you have modified che daca
and want to filcer the new daz,
chick Reapply. If you want to
remove all fileers, click the Filter

buston again.

Custom Filtering
You can also use AutoFilter

1o filter data based on

certain specific conditions. This is called custom
filtering. For example, let us say you want to
display only that data which shows a Height in
Metres greater than or equal to 500 but less than o

equal to 600. The steps are:

1. Point to Number Filters in the AutoFiller drop-
derwn menu of the column Height in Metres.

A submenu appears (Fig

1320 You can choose

any comparison operator for filtering your data,
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8 -

uch as, Equals (=}, Does Not Egug)
sﬂrﬂ'.'tl'ﬁﬁ“ (=], el Sl (<)

Share 10w wehE T

click Custom Fillter. This will o on th Heigrd i Mtaes -
# utoFilter dialag bax (rig, 3..=I'L']r,] ¢ Cusiom [ guestes tan o rqua e [=] [308 =l
bl R
3. To display only those rows where the data js et o ettt =] [0 — I° 1
in Eh'E ]'EIHE,L" 300 1o EUU' rl“ In :h'E 'l'EIlLI-E'j. 1 il Fip 12 par ard sy ungle (haesrior K
chown in the d]al:;nﬂ box and click OK. The iU = i IEpeEIEnT ey Lo o Chaadm
ﬁltEfElIl rows that satisfy the condition will be [ o« E‘I [ comn |

diﬁplﬂ?ﬂd in the worksheey (Fig. 3.34), Fig. 3.33 Custom AutoFilter dialog box

i ] T m ]
L Baintrgngrs Srvhri ul I'Ill'_'l-d
= I o T P et
:D'T ';-"“".E'“"""' lip Vi C By T a4 LA

Fig. 3.34 Rows showing Height in Metres between 500 and 600

yighest of Lowest Values

Filtering also enables you 1o easily view the highest and lowest
values from a large set of data, For such a kind of custam
filtering, remove the filter already applied to the worksheet,

To find out the three tallest buildings, paint to Number Filters Fig. 3.35 Top 10 AutoFilter
in the AutoFilter drop-down menu of the column Height in dialog hox
metres and click Top 10. The Top 7 B i

wusibser gl |Ewight in -
F [ L -_p_....i.'l' | R

10 AutoFilter dialog box appears

IFig. 3.35). Type 3 in place of 10 = = e
and click OK, You will see three ] :;: |

rows filtered, showing the buildings
ihat stand first, secand, and third
with respect to height (Fig. 3.36). Similarly, you can display

Fig. 3.36 Top theee fallest buildings

| the three smallest buildings out of the given ones by choosing §] SetAm?
Bottom instead of T|'I|:I in the dialop box. Il fptess
Seng, lbay Tobei b
I filtering by Searching Data ¥ i .
In case you want to filter out a specific value out of thousands i .
of rows of data, you can search for your preferred value in the oo ol
list. For example, in the AutoFilter drop-down menu of Building [Staecan bt g
Name, type ‘Petronas” in the Search box and click OK (Fig. 1.17], Emm:
Al the records with Building Name starting with Petronas get i
filtered (Fig. 3.38) Fig. 3.37 Type Petronas in the
Search box
35 | -] (=0} -] -] R AL
& i _©® mEEE ® ©®© B
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L L i

i
N o Mrmbes of | sieight in
| T — L. 1] N ilorwn = | Wlehi ™ ol
4 Perrensd T | Eiials Lirmpur 1] nr 1%
( Lemmonds Tower ] bulampur | 84 | 00 ] ITM
Fig. 3.38 Filter wsing the Search box
PRACTICE TIME |
i
The accountant of Zaira Pvt. Ltd. wanes to know the derails of all sales representatives whose name

svs with 5. Can you healp him in his st b there any other way 10 do thes task?

SOLUTION
1 Enter the dara as shown in Figure 300

3

Select any cefl in the rable and do one of the

folloning to enable filtesing

2 Chek the HOME tab. In the Editing group,
click Sort & Filter and s=lacr the Filter

i i
dr

& [] ir |

] ..q.hq-.-\'l_:lﬁ-.l.l'ﬂ'ﬁl:l Limpa ‘*‘l.‘-“r
Eit] | benirm ool ] [ i
T A1 Sty PR
] blisid X L
s &M ALarh Eawt 1300000 |
# 508 Skaluin W 120NN
T A Baniil W 20000

Fig. Hidh

b Click the DATA rak In the Sort & Filter ¢roup, click Filter.

in 2 drop-down menw

5
'S the text bax [Fg 35,
Bl St
il Senfwa
Ty b D L
- K
Tt fei .| _h_,_, ey
Sewer £ Dembnbne
o1 et 11 Timgera e
g“" s, i
Bt co
Hirn Eown P Lo
Lirsrer bl as
Fig. 3ie)
] B EE ® . 40
. 0 EEED = B E
ER BEEE EEER EEE mo

CBck che deop-down contral for Salesman Name and you will be presented with various options

Bring the mouse pomter to Text Filters and from the submenu. select Begins With .. [Fic 300
The Custom AatoRliter diafog box appears. Select Begins With ... in the combo box and type

e bk e - R
e e mEET |
e —
TS 3! !
N ] =

bt e
| Lmunnlh

Fig. Jif)

E-.-I
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6 Click OK. AN the rows in which the sHesman'y

NME SLares wath *5 wil| be displayad IFig 3(g))
Note: You can alsa do this task by typing 's* '
Search box.

in the

cONDITIONAL FORMATTING

,:mdilinnal imwnuing_iﬁ a feature that allows you to set a cell’s format % @ @
i.,;g;.::.rm.ng to the cund_:llurrs you specify, For example, using conditional
formatling. you can dlspta-,- numbers in 3 particular colour :I-q:lrmding Formastieg +  Tabler Sbyim =

on whether they are greater than, equal 1o, or less than a cenain value. e

. : Fig. 3.39 Conditional
The Conditional Formatting command is available in the Styles Formatting option in the
group on the HOME tab iFig, 3,39, Let us study a few ways to apply Styles group

conditional formatting in Excel 2013,

Highlighting Selected cells

EIH'-ISiIF.lE"I" the data gi'u'ﬂn In Fiﬂ.’"’“‘ 140, 5”]’1’“"5'5' we wan! i ] 3 o k.
Srudsnen | wtal |
miarks greater than 75 to be di5p|.'|'!.-1_-|:| in red hnckgmund. ; T ';. %ﬁ T.Hﬁ
The steps to be followed for this are; P
gl woos | oW -."-_- s |
1. Setect range B2:DH, as shawn in Figure 3,40, o] soor | % ) @ | B | ue
B e 1|
1. Click Conditional Formatting in the Styles grouponthe |ol 02 L & T | & | 4 )
HOME tab. A drop-down menu will appear (Fig. 3,415, Fig. 3.40 Selecied data range

3. Select Highlight Cells Rules. In the submenu, click
Greater Than.

The Greater Than dialog box appears (Fig. 1.42),
4. Type 75 in the text box,

(1 T = in [ — T

gz . Eumnw—-—

B e i ;“..,n...u.—-.

Blars Pl

Fig. 3.41 Conditional Formatting menu Fig. 3.42 Greater Than dialog bos
. T 1
H o m EE B EEEN B ®E R
TTHT EE EEE EEEE AEE &0
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Sebect Custom Formal from the deog-doan list on the right side. The Format Cells dialog b,

is displayed i 1AL
6. Select the Fill tab in the dialog box and Ij-—-i T |

Lri

then select red colour, PO g 3
. [ == | - -
7. Click OK. Thi Greater Than dialog box " mEsmnEE o g
ApPeans agam. _::u_ _'u.:l |
B. Click OK and all marks greater than 75 T :EE
will hﬂdi!-pf-m:-d in red background in the :::::::_“
worksheet Fip 3440, s f et
I § i 4 B ] I
_ | Teran | Teomm | v | | e
5 | -
: e |
L] §

e T
Fig. 3.44 Highlighted Cells Fig. 3.43 Format Cells dialog

o

Clearing Conditional Formatting " Top Tip )
To clear -;uru;liliunaifmmaning, click Clear Rules in the o copy conditions]
Conditional Formatting drop-down menu. A submenu formatting
appears with two options: Clear Rules from Selected Cells 1. Right-click the cell(e) with
and Clear Rules from Entire Sheet (Fig. 3.45), Select your conditinnal formatting,
preferred option, 2. Chick Format Painter in
[ Lo Pt the l.ﬂl:!|bH' that appears
[7 Douee Fuiea [ Clanar b lrom Seiected Ceily A muoving dashed border
[0} Mg Buten Claar Fabas fram Erioe Bhaet appears around the cellis).
' : 1. Select the range where you
want tocofy the conditional
formatting,

Fig. 3.45 Clear Rules submenu

Highlighting Selected Rows
This is another manner of applying conditional formatting in Excel. Suppose, in the earlier
example, you want rows with total marks greater than 250 to be coloured blue. The steps woull

be as follows:

1. Select the range A1:E8 in the worksheet shown in Fygure 3,40, Since we want to highlight
rows, we are selecting the whole table.

OXFORD 42

PRI . . '
i [ ] a8

E &8 mn N
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2. Click New Rule in the Conditional Formain
drop-down menu, The New Fﬂrmal:ling gu‘,a_.g
dialog box appears (Fig, 3 .46

3. In the Select a Rule Type box, click Use a
formula to determine which cells to format,

4. Under Format values where this formula is true,
type =" and then click a cell in the Total calumn

of the worksheet, say E2. You will see the value
‘=8E32" appear in the text hax.

Delete the dollar sign before the row number and

type > 250" after E2. 50 now you have the valye
1=5EI =250 in [h'E t":l‘!.

5. Click Formal. The Format Cells o ialog bax
appears,

6. Click the Fill tab, Choose blue as background colour
and click OK,

7. You will see the New Formatting Rule dialog box

again. Click OK. The raws with total marks greater than

250 now have a blue background iFig. 3.47),

MORE SORTING AKD FILTERING

obeen B fppe

= Fasma @ (e Wl Bk aEE
s gy dp i PP hidis
& T §Ry P O BT TERERE RRIF

= forsieh §Rly WTagLR BT Do mkin

- Fonma Ry N TRl BIP BEAT o Edkow ammage

= Lwr 5 Terruds b driresrsr whish orh Lo [ereal

L pn Buse Deirmplas

Fpreu askery wisss Thin bl b Wes

IIm.m

Fig. 3.46 Mew Formalting Rule dialog box

Fig. 3,47 Rows with blue hackground

M [ £ o I
1 | Svadamtifi) Tuwid | Towt il | Tastin | Total |
i SE
" FE By
i 1]
i pood w3 -1 5% 215 |
i som ] e g 215
7 SO0 )
L] - i-_?'_'. ::'|' |'|.

You have leamt how to sort or filter data based on cell values. Excel also allows you to sort or

filter data by cell colour.

Sorting by Cell Color

Suppose we want to arange the data such that all the plain rows are on tog. For this, we need

to sort by cell colour,

which, can be done by - |
fallowing these steps: | Sudsasenmt || X gewis ot [ T gomyeen | o ]| = ppre—
I. Consider the data given ':-::: Testt =] E:. == !m | Bl |I -
in Figure 3.47, Click any ol fesmen 1. .i
cell in the range AZ:ES,
2. Click Sort in the Sort
& Filter group on the '
DATA tab. The Sort R
dialog box appears
(Fig. 3,40), Fig. 3.48 Sorl dialog box
R 43 = = Em B u Htﬂ}
Bam | Bl u-= === =II.I=
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3. Select any column under Column, Cell Color under
Sort On, No Cell Color under Order, and On Top.
Click OK. The blue-coloured rows appear at the
battom in the worksheet (Fig, 149,

e
;_
)

?ﬁzﬁﬁkﬁ

Filtering by Cell Color

If you want to display only the blue-coloured rows in a .Flig. 3.49 Rows sorted by cell ,:_;-];'
worksheet, do the following:

1. Consider the data given in Figure 3.47, Select a cell in the range A1:E8.
2. Click the Filter aption of Sort & Filter of the Editing group on the HOME tab. Drop-down
menu armows will appear next to the column headers,

3. Click the arrow next to Total. Choose Filter by Color in the drop-down menu and click blus
colour in the submenu (Feg. 3.504 You will now e pp—— =] B |
see only the rows with the chosen cell colour 15 g st to Smates

(Fig- 3.51). Soe] by ke s
b FieFre vl
LETTE LI o
Flurmzet Filesi ] m""'i
L.
Fig. 3.51 Rows fitered by Colour Fig. 3.50 Filler by Colour option |
|
|
PRACTICE TIME @ |
|
The class teacher of Class V1 wanits Subhan 1o mark the cells with grade A1 in green colous and |
] B
tren display the kst of these students who ; _n._l-i B — n:-n ":.- _,1
have soored Al grade m Englsh. Canyou he®p |31 [t Congeal & A AL
I T [ § A
tubhan do this task? : : _:rn;‘li;::d : nE 2 |
s 4 Bipnii AL Al Al [ 1]
B0 5 | Khif fhaved | B2 1 a |
SOLUTION Fig. 3ih)

1, Enter the data in Excel as shown m Figue 3h)
2 Selfect the cell range C2ES
1 (lck Conditional Farmatting in the Styles group on the HOME t2b. The drop-down menu

pppears
4 Peint to Highlight Cells Rules and click Equal T in the submenw The Equal To dialog bax
appran
FErimaTY T ] | B =& 'ﬁﬁ 4 -
B_n__§ mEEs 8 = o 2e_9
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g ‘.l':,-'p-r.'n"". 1 in the bex an the
dialog box appears
g Setect red coloa Tor Tong and fill eodour

a5 grecn

|

Chck OK in bath dislog boxge, The
seiected cels pet highlighted in the

worksheet [Fag, 3(i1]

[ P

= W i

“{’{“i|“/'|

A

fisll Ha,

heft amd 4
HIb A select Custom Format on (e ripht. 11w Format Cells

I
Stusland M

lepiia %

bypdal | Limigrdd

& Toflter the formatted rows, do the following

2 Selecr a cellin the range Al

Fig, $(0)

b, Cick the Filter option under Sart & Filter of the Editing

growp on the HOME tab or click Filber uunder the Sort & Filter group on the DATA tab
b Click the drop-down meny arrow next 1o English.

¢ Choose Filter
Oinly the rows with green
tackground in English will be
displaved [Fig- 3(j)]

h"!' Color in the drop-down meny and click the freen colkour in the submemna

i ] C & ¢ |
Rall Mg = | Student Han = 11
1 Sl  buphin |
4 higtrai Ah |

Comect posture is very impartant, especially when working for longy hours at the computer. Adjust
your seal height <o that your feet are flat on the floor, Make sure your upper and lower back is well
supparted. Position the kevboard directly in front of your body and sit chose o it 5it a1 least an arm's

length away from the monitor screen,

45
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TrickyTerms 4

Fill Handle & small Black stuare in the lower- Sorting  rearranging fhe data in cells in a

right comer of {the) active cellish specificd order
AuloFill 2 feature that lets you quickly fill in a Filtering  to display only the rowsfcolumns thy,

predefined list or an arithmelic serios miec! the specified conditions or critera
Custom List  an codered s of incquently wsed Custom Filtering  to use complex criferia io fil,

test entries that you can enter quickly through chata

AutoFill Conditional Formatting  setting cell format
Flash Fill a feature that recognises the data according to the conditions specified by the

pattern and fills the data series in the column user

= memaory Bytes - 2

*  The AutoFill feature lets you quickly enter a = Filtering selectively displays rowsfcolumns tha

predefined series of data. meet the criteria specified by the wser.

* There are two Ways to create custom lists: by = Conditional formatting allows you to st a
importing the list or by entering the list in the cell's format according to the conditions you
Custom Lists dialog box, specify.

* Mng.a!hw; the user to rearmange the datain~ »  You can copy the conditional formatting
ascending or descending order. setting 1o other cells using the Formal Painter

toal.

Objective Type Questions
1, Chowse the correct option.

a. This feature recognises the data pattern in a worksheet and fills the series accordingly.
i, AutoFill il. Flash Fill ik, Custorn Fill v, Copy
b, The filter button [:—TI MBans.
I Filter is applied.  ii. Filier is enabled but net applied.
iit. Filter is disabled.  iv. none of these
c. Toremove filter
i Click the Filter option of the Sort & Filter button in the Editing group on the HOME tab.

Ve T PR .ﬁE
= -] [-F ] [+
- B EEEE @ o B
HE EEER AEEE SEAR @& == |
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i Click the Filter option jn
i, both (i} and i,
press DELETE,

s

o The Conditional Formatting bufing i

i Celle Wi, Editing

o, When you bring the mouse pointer gyer 5

active cellis), it changes 1o,
: i, A

pescriptive Type Questions
. Answer the following,

a. Explain any one method of creating a cusiom fist,

the Sort & Filjer Bresup on Hhe DATA 1aks,

available in the: .............co..... group an the HOME tab.

iv. Aligmment

small black square in the lower-right corner of the

iv. +

b. How will you display only those rows in which the tetal marks abtained by the students is greater

than 5004

¢. Evaluate the importance of the varipys features of the ‘Fill' command in Excel

d. Zaid's father owns & mabile phone shop, He has asked Zaid 10 help him maintain the records of
all his customers in an Excel warksheet. He niow wanls Zaid to check the details of Ali Murtaza,
an old customer, in his records. Which of these twa options should Zaid use for this? Give

reasoons 107 YOur answer,
o filter
 Lafl

& -I_'_'rE'alE.ﬂTl : '-'-'ﬂ*l-_:!huﬂl 1o record data collected from your fellow students, Ask them for their
favourite colours, animals, hir:h, flowers, and trees. IHFH"'[ the data. Now use the EFFI"IJF[iﬂtI'."

commandds to
o Soet each st d|phabeiifﬂ]!:.r.

» Apply the colour red 1o all the cells where mare than 3 students have the ame favourite.
# Filter those cells where the data begins with the letter M.

Application-Based Questions

a. Consider the given worksheet and answar the following

qUEsTOnS:

1, How will you copy the formatting of cell B2 to cells

C2:EX

il I you select the cells B4 and C4 and drag the AutoFill
1o cell B4, what numbers will you get

in cells D4 and E47

Scanned with CamScanner



b. Consider the worksheet showing the lotal marks abtained by some [
students of Class VI A and answer the following questions: , ..:,,,.. u:_ =13 .
b Which feature of Excel is shawwn by the elrop-down menu amows in |7 2080 _[Aaas —| N
the column headings? A ]
M a __aoed  fAneeste |
ii. List the Roll No, of all the recoeds that will be displayed when you |3 1004 [Beenes 15
click the drop-down menu arrow of Name and type *A*" in the 3 qix E::::-n T
Search bow and press ENTER, s 3 Semaen ] 5y
iii. How will you turn off this feature in the worksheet?
t. Consider the worksheet showing the student attendance 1 ] 3 B T
record and answer the following questions: t BallNa] Oyl | Dayd | Dapd | D |
k. Which type of formatting is shown? " !; :*. v : ‘fﬁ:— %J
ii. Which tab and group has the aption for this e e
a ] 4 P P P £
) formatting? i 1 e ] P » |
iil. How will you clear this lormatting? e
d. Consider the given worksheet and answer the —
follow R A i £ 8 1
: iNg questions: § SedenslD | SindentName Cawne Foux |
i What will you do so that StudentName starting :__mm  [Ganka e e |
: _ ? : §__ b | Wb Eow
with Z is at the top and the one starting with Ais |« i [ Eam e
at the battom? e e ko ﬁ:
il What will you do so that the lowest value of T i [eeea Beenamars Ham. 1
Fees is at the top and the highest value is at the —1
battomd
i IN THE LAB

1. The accountant of a car showroom maintains the monthly details of cars sold by each salesperson,

The given worksheet shows this data for the fast three months. The accountant wants e Tallowing

information:
a. Data showing car sales more than 10 in dark 1 sm:‘ﬂ ’ = E o L
Same | 5 i
red I:r.a:hgn:_:ul.rnrj 1 AN |Shwhrwen = _'T HTI HTJ"
b. Data showing car sales below 8 in dark blue | AL A L Hl L
4 g 4 ALDG Iabar Amis ¥ 1% L
al:lngmu i ALDY 15 # 9 1
Can you help the accountant with this task? M e LB -
2. Aryan Chemicals Pvi. Ltd. maintains employee
detaile and their allotted proj haen i ‘ l : :

_ - projects as shown in the ! Bmplntvan | Empleyve Nams | Bopammepitia | Bosputte.
given worksheet, The company's HE team wants the r ﬂ_: !::: A 5
lollowing soris: R T e i o
a. Sort the data in ascending order of Departmentio, : B :ﬁ :M ﬂ :IL..
b. Sart the data in the descending order of ProjectiNo, i'_:ﬁ o m ! -

T | H EEEE & L
HE GEEE BEEE EAD R
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Fa st “'ll." ll'l-l.“ﬂ: i thl" m-l.'lhﬁﬁﬂ_llrl..hﬂ |,1|. Ihl-iL]nmumH“ I|-"H-I “H-"'" ﬂ-.l _‘5[1!1“".‘”_: |.'|'|'-|_[|I'| |,1r I"-I].Ill.'\'l”i'ﬁ-

CCan vou ok this tasky

1 e ol teacher of Class VI maintains
P-..ﬁun.ﬂ cdetails of her stuckents in an Excol
worksheet. Pt of the worksheet i shown
e Shie wants 1o do the Followy i
AT Filter ol the mscors for .“-"if.'hl ':."""I."-lli."f i

155 centinmwsres, .
b, Filter all the records Tor weight less than
Gl Kflomrams,

l

¢. Filter all the revords of students whose birthday i In October,
d. Filter all thwe records of dudents with names stanting with *%",

Could vou help the wacher in deing this task?

4, The Compauler Depantrent of a school has
allotted usernames toall the sudents of Class
V1 im the form of First Name.Last Named
asan.org, Can vou il the respective values
i column € of the worksheet! Try 1o use the
Flagh Fill method to get the values
in cells C2:C6.

GROUP PROJECT

& L] r L]
Halghy 1= -

1 Stodeasinl v iruderd May ¢ [llivkSts | Cemiiralees =
WA JRosumyeh | L1520 T -
P AR e TYTE M. SN SR
. LT | pieeioe | M .
. I 0 T Ll g
| o LI Ll 2148 Wl B .
T AP Lens bl Bl Al
(] A7 ¥l L L Lol .
L apM  [Omin 25102000 LE wh

§ N [
1 Frnd Xymw | Lawl Nams Vsermame
3 0 Shaila 'k bazeIm
# o Hoshamin kel
§ | Bl hahr
¥ | M b pdrpu
#  Ampa Sharin

Your school leaders want to find out mone aboat the sporting activity of thelr students, Your task is to

* research this information.
* presend vour findings in an Excel warksheet,

o analvee vour data and make recommendations for new sports facilities foe vour school.
Rermermber o use multiple column sorting and show at least one feature of conditional formaiting,

% TEACHER'S NOTES

* Diseuss how the Awtobill feature and custom |5ts can help save time. Give some practical examples of
thesir uses and lel 1he sudents sugest S0ME Mo,

* Discuss sonting, filtering, and conditional formatting by laking some practical examples,

Demonstrate how conditional feematting is useful in enhancing the readability and wsedulness of data,

* The students should be given encugh time te practise entering data in Excel and using twe advanced

features, so that they ane comioable working in Excel,
im 49
ug"y2 “ s mom
LT ~ um mEm ®

X FOR D

[ R T
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A’ Introducing Publisher
A ] 2013

Toggle myctass ; : Publisher 53 ™y
redacher asked me ro design b _ r-..;w-..lu_-f I.'|::1.1|' ul \ dlesigning software O
& poster for our Sporrs Da You can we Word FRR- TR Can FUSER 4 | Lt us e wit we g

ro desisn my pasier!

Can | uee Ward for 0] | bur Puhlsher &

Publisher iz a program that allows you ta create documents
such as brochures, labels, cards, cedificates, flyers, etc. I
has several pre-designed templates that help in quick and | 1
pasy designing of a document. Publisher comes as part of the .-_E?hgrg'hg,ﬁuh'iizhr:f 2013

: s "ubleher2013 Interface.
Ofer g SeWarking with Publisher 2013

glreaiing a Rey Bl

STARTING PUBLISHER 2013 Mibkeatian
To start Publisher 2013 follow the given steps: e E s ek Hoxss

; = Tipaeraphy
1. Select Start » All Programs » Microsoft Office 2013 » ;
Publishier 2003 (fi2 411,

El Pt i a s Arco 20T [

_l' ) AR Frogramm
Bl
A
e adl
{&] Selecing Seart I Al Programs (b} sefecting Microsalt Office 2013 () Seteczing Publisher 2013

Fig. 4.1 Starting Publisher 2013

M =} -] Bl u Eu
- B EEEE N o
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vou will see the starting screen of Publisher 2013 01 1.0,

Chel BRET-1M :n||||.|-41!,.

[P J
£l bbb by Wi caiepesty 1o rarehi

tesmplated anki
PI.ItlISl-IEr P L arpr i L e Wes P |I.".‘II:.:‘:' EI'EP i'nlI' ml_d
LT 5 A fl]l'"-Et'Eh"'H
ey iglaied semplases
crling
! £y Chck 1o get
| | Paper Sizes.
Bt Bt * msafiair I-'—|I-r|-|-|‘-l-__
{hick b St
== a Blank
3 [ puticanon
Take a ev— by
tour ! ==
Fig. 4.2 Starting screen of Publisher 2013
2, Click BUILT-IN if you want to have a look at the templates available (Fig. 4.3).
Publisher s T PEEpI—
M|
| ]
L | =
| ! 1_-'-. '|I I_l-
: | — L
o | e == | 1] i
| | I | L
1
Fig. 4.1 BUILT-IN Templates
3 1 5 @mE = u L-‘PEE.'
N " © EEEE B © B
LT g I AR EEEE AREE EE
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3. Scroll to the desired
publication type.

4. Say, for example,
you wish o create
a birthday card. 5o,
click the Greetings
Cards thumbnail 1o
display the greeting
card templates
'FiE' )
Mofice that
templates for all
types of greeting
cards will appear
such as birthday,
halidays, elc,

l-..l.h.h

Buiilt-in Templates Lk Al Wity lofidey
fier askbivierusl ereplaiey
- L e

Pty
— O | i
R
g |
= | .
bl oz e 1 (ST AR
e
[ LT
I ! @ T EEl
ri e
L ]
[T T [Imiidangy i 1 TN ] A el |

Fip. 4.4 Grisoting Carel Temglates

5. Click All Birthday to show the entire set of templates for birthday cards. Select the cared
you like, say Birthday 78. The selected card will appear in the panel an the right side of the

window (Fig, 4.5,

All Birthday

ki ¢ R LA - TR

“LEER:

gy ATy L A aa
2 %% 3
» O
== == =5 ==
Larediq 0 TPy T iy T PR
] ﬂ-ll'thdi.'p',l‘:lgl.;q iy
E '; card templaty
! [T R |
[ orniay £ Pl T,

Fig. 4.5 Select Birthday 78 preeting card template

D o il . .
B & E EEEE @ B
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customising the Template

you can customise the card by changing i1 Color
scheme arul font scheme. You can sl arld yowir

pusiniess contact information and chasge: the paper
size and layoul style ifig. 4.6,

Tiwe options chosen here are;

E'__I:- el .ﬁ.llﬁﬂﬂ'-' ﬂﬁm .I

Calor schesme ! Hluehird

| Fomt Scheme Dretaulr
Rusiness Information  Custom |

Page size Cluarter-sheot sice frld

.[;|'|.'nul ludapasitine

Finally, click CREATE. The card will appear on the
sereen (Fig. 4.7,

PUBLISHER 2013 INTERFACE

The selected birthday card appears on the Publisher

wrreen, as shown in Figure 4.7,

You can see that the Publisher 2013 window has a

similar loak as the Waord 2013 screen. The following elements are common:

» Guick Access Toolbar
* The rulers

* The Ribbon with the tabs, the groups, and the commands within the groups

» The verlical and horizontal scroll bars

* The stalus bar

= Color
scheme 22

™ kT

Clor CREATE.

Fig. 4.5, Customiring the Template

| Eirtielay 72

Besides the elements you are already familiar with, you can see that the Publisher screen has

sorme new ones. These are thee page navigation pane, guides, and the scralch area.

Page navigation pane  The page navigation pane allows you 1o view and work with all the

pages in your publication. You can view the page thumbnails and add, delete, rearrange, and

duplicate pages in this pane.

Guides  Thoy are harizontal and vertical lines that appear on your publication while you are

working with it, Guides help in aligning text, images, and other objects on the page.

o N 5 EERE

..‘
T ———

Scanned with CamScanner



)

Colligie nhy

Fig, 4.7 Birthday Card on the screen

There are two types of guides
iFig. 4.8

Margin guides These are the
blue lines that mark the edges or
margins of the printable area on
each page of your publication,
These guides are created
autematically when you set your
page margins.

Customisable guides These are
the green lines that you can add
anywhere on your publication,
To add green guides, click

either the horizontal or the

OXFORD

heik Aiven Fage iun L1}
b :“h; m.rl-":'u. Huikein T adw g'_m,"_lH_ Carnmidinks Ml Niksbsiari Lt
P~ it R el s Py V- 7.
O T T e P VT TN wnd £
¥ ™ 1] i FiE
.q'l. 1 L Eﬁr I Hl::h'.‘: b, Bigimn
v : HT 1:::. gy E gt o
VRS R L] (RS = |-.||:I ot ¥ =<
L ""I‘l"'---l-' L "rlll T I.||t-| i |-.||||IJ r.l.l.l LB |...f’-.. ligha I.I Tuiefa I|||P.- N "r.'-' Liint ¥ I F T
oy
'.'. -
L .
Fh T
i Mg griides
¥ 73 ;
; Seratey avea
[1-
n
¥ Wertical
3 serll bl
:' | e al
= S gy b scvol lar :
5 '

Marpn padn

Cuatamizable guste

Sebected abjecty

Fig. 4.0 Guides in a publication

a4

I
’- I
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.,-51;‘..?.1] ruler. Drag the mouse (o your puldlication and release to
location. The elements you w

adkd the guide at the desired
ant o place in your publication are called objects. These

include text, WordArt, graphics, pictures, efc.

Scratch area  The grey area on bath sides of the card layout is the scratch area, This area s
used to place the objects of vour publication.

WORKING WITH PUBLISHER 2013

If you have started with a template, ane of the first things vou may need to do is to madify or
ackd text. For adding text you have to insert text boxes, Let us learn how to do that,

Inserting a Teut Box
To add the desired text to vour publication, vou will have to insert text boxes. The steps for that

dinE,

1. Select the HOME 1ab,

2. In the Objects group, click Draw Text Box. The cursor will change to a plus sign.
3. Click anywhere on the publication and drag the mouse to insert the text box (Fig. 4.9,

: Eethctay ] pub - Buishes
THEERT PAGE CETaCrg RAAH PEE BV VW
L ﬁ“- D E Brarg Fpeyy i
. O~ e Qdipid = =
(] ] ¥ |  na. [ 3 :E a w- m ’ T = =
*  TetBa Ut T [ agne !
Frf Faragraph Ty Deaets drramge
2] !I'I'"lllll'|"|'?"."'II|'.I|'IF|II'.'I"III| I':"l""1'|'I""l‘!“I"l'I'hl'I'.l'h'l'I""I"'I?'I'I|I1I|‘I|I|IHllrlll|-||.|IJEI|I|HI.||.|1|..|h||h|‘

e

g
'I:—? Draw Test

= (g e mousre Box ooron

= iDCoEale Dot

= oo,

=% BuBha lnginming of The bt
- g s g b,

Y=
=

iy

Fig. 4.4 Inserting a Text Box
a5 OXFORD
a aa [=] o WP Habal
.. " ® gpEEE B B B
T HEE mEaEE EEE .
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1. Type the text as shown in Fipune 400, Notice that on sclecting - = -3
the text box, two additional tabs appear on the ribibon: o I 3.4 endendiaten
DRAWING TOOLS and TEXT BOX TOOLS, with their Frpeys——r
respective FORMAT tabs (i, <L 1T Aaniry yraf wiset

Yl wrinien fee 4 poyoe day
. b

Formatting Text ::mmmu e

Similar to font formatting in Word, PowerPoint, or Excel, L

Publisher also allows you to format the text the way you wan A = |

to. The various options to enhance your text appear on the

! Fig. 4.10 Text for hirthday cang
FORMAT tab under TEXT BOX TOOLS tab (Fig. 4,110

Font ot Siee Fownt Cobout FORMAT catn

. - —
batheday ceed pub - Publika [EAG TOOLE  TENT BOX T0RLS

PAGEDESIGN MALINGS  BEVEW  VEW FORMAT FORMAT

Gl e g LA il my B3 Hraak
[ T L= = = L Y e
h.-'r:n-'.' inmie
il el il T R R re S g e M L Priviess
el ] Firit [ Algre Linkarag

Fig. 4.11 FORMAT fab options under TEXT BOX and DRAWI NG TOHOLS

fa)

Select the text and do the following to format it; “Top Tip %
1. Click the Font drop-down menu arrow and select F‘rhe il tesllar fosats
Brush EEI'EFJI Sted. w_[unutlnll.r an i.l.-hl'.ﬂl'lﬂll'll'[-l!ﬂ.l'.'iﬂd
2. Click the Font Size drop-down menu arrow and cantains commands related to changing
select 18, the appearance of text in a publication,
IF yevie chy moC wse the mimi tondbar, 1t
1. Click the Fonl Color drop-down menu arrow and disappears from the screen, IF you press
solect blue colour. and hold or right-click an item in the
publication window, Publisher displays
Farmatting Text Boxes both the mini toolbar and a shortout menw,

The FORMAT tab under DRAWING TOOLS, has
various options 1o format a text box, Select the text box that you want to format,

Click the FORMAT tab under DRAWING TOOLS on the ribbon. You will now see options thal
will allow the border, shade, shadow effect, etc., of the box to be changed (Fig. 4.12),

BE % [ ey el B TR " =.OR
- NEUIT  EEp s AUAEmE AW e ilRLka ) o
N ] ; o T gy | - % . o I Hagrr TiF
.L-.‘L'L:t-ﬂ-r' Chrmgy faga = B G D i B g i - :' . E la H: —
BRAC 0 EI.-1|. B iy | Wiy ¢ |..:. or .....'.-,., - b ke
i - L far —

Fig. 4.12 Commandk on the FORMAT 1ah under DRAWING TOOLS

DX FORD EE

R e H- . -- B 1
E R ® EEEE O & g |
B EEN EEEE BEEHOD Wi am mH
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For changing the fill and barder colour of the text b, do the following in the Shape Styles
group:
1, Click the Shape Fill aption and select gold to fill the text box with that colour (Fig. 4,131

2, {.‘Iick‘ﬂﬁPﬂ ﬂ“_'“““ and select orange to change the outline colour of the box (Fig. 4.141,
The final text will look as seen in Figure 4,15,

:EEEE!E. i - ﬁ“ﬂ‘.'
EESE Bm SEEE mE rhar &b # ey
Ilnlill Ii : s s i it
I.:.." u Ii iiu P a———
e Stamatang Loy
SEEGERRE e reather grt miser
. Hz Osties
W Mo P @ MowOuirelolen.. | et sl fou o Mg vty
i Tiets. Ta de fillt anzd (ane dud Cangter
E:ﬂﬂﬂﬁﬂﬁm. |Findumfm|
B = Bkl . Frsm
3 Grociens ¥ = Dighe [ Etvat
[ 1ot ' = i
I o =
B e Fig. 4.15 Formatted text and

Fig. 4,13 Shape Fill options  Fig. 4.14 Shape Outline options lext hox

| I[||]:_'|-'ii] .‘:Il!l
Publisher atio allows you to conral hyphenation, text fit, and test direction in your text boxes. These
coenmands are in the Text group on the FORMAT rab ender TEXT BOX TOOLS.

r— ek dven) = I:. a_
200 i 7| (@ F R
E:I Columns Margins Tet  Test Hyphenation
BEE . . Fit* Direction
Alignment Text 4
Use the Text Direction command in combination with the alignment opoons in the Alignment

group on the same tab

Saving a Publication

By default, Publisher saves a file in the defaull warking lolder. If you want, you can specify a
different lacation.

57 OXFORD
" = ¥ B H aEEE = B B J
"8 amn PR, Lt KPR A
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OXFORD 1!

- Open the Backslage view by T iz 8
elicking the FILE tab. -
. Chck the Save As oplion Save As a5
i i A4 i . :._“:.u’ |I] i el ne
o Ligrreed o=
" Foldam Mger
. Press CTRL + 5 or click the ol | S N
Save icom on the Quick Access & P Recred 3,
Toolbar, e o PO
. Usually, Computer will be i
highlighted as the default Click
location for saving the file, Rrowse &
Click the Browse button in the =

right pane 1o display the Save
As dialog box (g 417
3. Tvpe a name for your publication in the File name text box,

. Click Save,
The default extension of a publisher file is pub. If you want to save the file in .pdf format,
select PDF in the Save as type drop-down list. This type of file cannot be modified.

Fig. 4.16 Save As options

Sasieg | v and Tokder
= Uhers ¢ SOMY » Desiaep 5 Pubkiver fgure = [ | [Eerr Torsrs g -l
Mo deisier B B
i Daypumardy = :
o Myt - e Y
- hu“ - — 1: L |
B Vdem = - = =
: — Y
B bt Rk brthiay eare [ cendaee |
‘ |
o Cprpie ; - : = |
o Lttt il (D = i= == I
B ol Pialyy (W04 H =
fdemime  Bemndeg o =
Lict nt hipe | Publsnes Tdey =
e LOFGY Twgm: i i By
= 1
Type the Clck Save
F” tea = [ dape o] [ Comen |

Fig. 4.17 Save As dialog box
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printing the Publication

You can take a printout of the publication you have just created. This can be done as follows:

1. Open the Backslage view and click Print (Fig, 4,15,

2. In the Print pane, enter the number of copies to print in Copies of print job box.

3. Under Printer, select the printer you want to print on. Make sure that the printer is ready
I print.

4. Under Settings, do the following;
* Make sure that the correct range af pages or sections Is selected.

Select the format for imposing your pages on the sheet,

Set the paper size,

Set whether to print on one side of the sheet or paper or both,

If your printer is capable of colour printing, choose if you want to print in colour or

grayscale.
5. Click the Print button when you are ready 1o print.

bedbubry o b - Fubibibm T == a8«
b [
Enter Lhe fusmbar ol b
i nt.
Print. —oeeRk b o
- L R G z
= ’ =
[ o
Chek Primt caoct the e N—
Printier
[B ;o Duiget ok it K09 Fon _.' ———
—_ = | ] "
- Loy ¥y - -l
Frode § 2 gmten l.-ﬂl-‘d —
Papes o be n—————
i i
Format of 59‘1"E"w inted o
- I|_ 1 &
::E:Il .I | i i . il i .
B |14 ' Fapey Sice
[oloe dutrdsia g i - ' =
L Ll " o
E [ LTRY et whether 10 pong
-i—l Pt fioe St « .| ononeorboch ides
| lirdy g v e waida ol bha uhied o the et
E Cammgaite BGE = L |
B Piwr s PUE o o W @00 ri I"

= Limp irrungs wlb palsaglah
& e e i Jut o e m— |l | L

Fig. 4.18 Print gallery

5a COCEOILTY
o oE E g A

L] D WEEE B B B

EEE BEE BD
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Close and Enit a Publication
To close the publication vou are working on. epen the Backstage view and chek Close. Te o,
from Publisher, click the Close button in the uppser right comer of the windo,

i

Directly click the Close button in the upper right comer of the window, Publisher will promg,

(¢

you if vou have not saved your document,

PHACTICE TIME

libran wants to create a greeting card foe his teacher ro gre on Teachers” Day. Can you ako design
Thank You card for your teacher using Pubfisher?

SOLUTION
1. Se'ect Start & All Programs & Microsoft Office 2013+

Pubiisher 2013. The Pubfther start soiéen will appeaar,
2 Select BUILT-IN. The Built-in templares will appear ey
1 Chck the Greeting Cards template W, gt dnarning fen E
4. Under the Thank You caregory, cick the All Thank You """:""‘““"“"' =
folder. A list of templates zppears Rl E
5. Sedect the template you iike. It will appear in the nght pang ::Hﬂ-nh-ﬂi-'ﬂ- i
& Customice the card if you wanr, and then click CREATE et R eee o §
The greeting card wiil appear in the Publisher windonw. I has bermes f pru

four pages.
7. On the second paige, draw Two text boxes

B In the left text box, cype the poem, as shown in Figure 4(a],

Fig, 4{a)
9, Selecr the rext
10 Click the FORMAT tab under the TEXT BOX TOOLS ab arked o the following

i Click the Font drop-down menu arrow and setect Segoe LIl Sermibold
b, Click the Font Size drop-covwn menu amow and select 14,
¢ Click the Font Color drop-down menu arrow and select pink,
11, In the rext box on the right side. weite Happy Teachers’ Day!
17 Select this text, Click the FORMAT b undies TEXT BOX TOOLS, and do the following

2 In the Text graup, chick Text Direction.

n e
H A I -

IXFORD

s Y TR u
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Iy thee Al

b Iﬂm!n””"""l' sebert amy o thie werical alipryivseit ciian Do watscally alygn o
{he ]

c. Chek the Font dnoyg chists simiy v ] sl Camaboa

o Chk the Font Size drop-dowr Pl e il sebecr 14

¢, Chek the Font Color drop-doswn men

13 Sefedt the pext bemops

14 Chek the FORMAT tib under DRAWING TOCKS anel do e el s
a Chik Shape Fill and s ligtht ey coliow
b Chck S'hm Outhine arvl sieliect md colow,
¢ Click wetght and sedect 7% pi.

arngeed il st Lile

15, The final vext will appess s shown in Figiaie 4[a) Tosave your publcatinn
a  Chick FILE® Save As
b Under Save As, click Compaster if it i noc already selected and click Browse vo display the
Save As chalog bax
¢ Select the drve and folder, type the File mame and click Save,
b Toperint your pubbcanon, do the lollowing
n Chel FILE® Print. The card provaew will apprar m the oght pane
b, Select the iequired opiions and then click Print

—

CREATING A MEW BLAKK PUBLICATION

For creating your own I'jl_llﬂil:'ﬂlil'u‘l ehetigns, you care sarl by
selecting a blank template in Publisher, insteadd of chonsing a

pre-clesigned one. This can be done as given below:

1, Click any Blank thumbnail in the starting screen af
Publishor 2013 (Fy, 4.20
2. Lt us insert three text boxes an the page as shawn in

Fiiines 419,

CONKECTING TEHT BOHES

As you work with text hoxes, you migeht find that a text ks s Fig. 4.19 Throo toxt boxes

not large enough 1o contain all ool the texd you wanl 1o include, inseried an the page

When you run out of space far text, you can use the linking feature (o connect text boxes. Once

two o more text boxes are connectid, 1ext will overflow or continue from one text box to the |
[ ]
My, |
QX HORD
E" ‘ - ‘ . lllllllll
N E pEEE @& B |
maf_E %G _maE_BESN _sss_8@®
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Copy the text given in Figuro 420 on Grow Mare Trees and paste i1 in the lower-lelt boy.

Troses are out Felends. We L i aaygon nmi bivelie ol conton dhowde T brantho

i caiton diaide and breathe il paygen. Thimlone, tioe gy e o anid maks e
Enviprimien] cledn and une

Trnes ore uselul 19 us in many ways. Thiy gen us Timber which we uan o makn cor furrétura
ANt s Brawaod Ve una frmber 40 build our ouses too and we ute wood guip 9 MINE pael.
Teees provide 1s with uselul redicngs, We also get kuis and vegeinblo from trees.

Propie always go 1o picrics [o places where s am many ees, 0 Tat hoy can enjey the
shada, In surmmer, § g vony mmmﬁrmmmmmwﬂnﬂmimﬂm
School chidnen should be encouraged 1o plan eos. They can do t effhar im the schoot
premises of around s houses hwa:nmﬂﬂmﬂlmﬂimm'm'm
provide plants fes ol ool

Do ot &t doven tess. Plant mare and mate ess. If noch one of us planied ane tres, ihere
wiiuld be enough tmes for 3 fuly gresn and prodpaious. planet

Fig. 4.20 Texl on 'Trees’

You will notice that the text does not fit in fully in the text box. To accommodate the comple
text, you can link the left and the right text boxes. This can be done in the following manner.

1. Select the left text box, e
Click the FORMAT tab under TEXT BOX TOOLS and in the Linking
group click Create Link (Fig. 4.211. FORMAT

2. The cursor changes to the link {a pitcher or a jugl icon (Fig. 4.215 . Gy -7 et
Click in the text box that you want 1o link to {in this case itis the text || 0 0,
box on the right. ’ "iﬁﬁ'ﬂ‘!“rwmm

3. The text boxes are now linked, i IIJnl-ung
Resize the linked box as necessary. Any text that overflows from the , :
original text box will now appear in the connected box (Fig, 4.2, Fig. 4£;PE;1:11MH

TYPOGRAPHY
Typography refers 1o the style and appearance of the character in a piece of text,

Publisher 2013 has tools ta transform ordinary text into stylised text that enhances the
presentation of the fext,

ORCFORD B2
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Fip. 4.22 Linking process Fip. 4.21 Connected Tex! Boxes

A= Drop Cap - sl Stylatic Gete

The typography commanes are found in the Typography By Mumiser Styde = (B Swash

growep (i 4249 on the FORMAT tab under TEXT BOX fi Ligotures - nn Syl Alernares
Typograges [

However, all the commands are not supported by all the Fig- A4, Typography-grovp
fonts, except for Drop Cap. The others will be activated or
deactivated depending on the font you choose, Let us fake

:

I |A
one by one.
Do them up ¥
:.‘!
?L".."",‘." = w— .T_—- = —
= e e == | TP

. qe—== | Drop Cap is.a text-formatting style that enlarges the first

IzT_:: i;; EE_T-'._T':::': == letter of the selected text. In Publisher, this feature can be
e e e in the following manner:

Tt I [ et "

e 1. Select the text.

H

T==2" T /== | 2, Inthe Typography group on the FORMAT tab under

o — — T —

—
I
[

I
il

| |S== ST == 555 | TeXT BOXTOOLS, click Drop Cap.
S 4| 3. The Drop Cap gallery opens (Fie, 4.251. Select a style
Fig, 4.25 Drop Cap uptions you like,
63 OXFOID
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A Clisk e Costom Drop Cap option at i ened of the list 1o get e Drop Cap dialug by,

I‘- : II‘-I.“I.I'II 1I“| .Ilﬂlli""l H‘ Ii‘"l .I.I.hu:‘ I“I\. ||l"| III“I"-‘I“ ". I:||I|||- I _|||_ rh-‘“ It"j‘:i lll:lll” I.II]F:"-IIJF |I|‘I !'.hrlllrlul
(TR R

| Fustnanp Cap | =
e e st s Pevew e
|
‘ W:e WL 1I,,F.I'El GROW MORE TREES
| | | ! LLEEE L g vt
rardy Fap way grymieni  Eeanp e e gk o
" Propprd Lip ires (8 3 LS P O e S dr | E Eemmmeigs W e ey
il Errain il s A L Sl En ;v::--'z:;: :-'.-:r_d::l::
TR N PR . sl e i eb
‘ ‘ LT T O :u-l.-r-—-l---l :::_v_ ,”
T R ST BT i e R
| Sl Tk dqparaiaras R L ———
Cowts % i Flom ssistied ST S
'FFTI.TH' HH {'J I ILl-n.nh'l:h'l.ll.l.ﬂ :‘_'-_:"..;:z..:- rru--n.-l';— diare
-u.itdm.r {CigHna - | | ] I ]Lh ptird Igrepior ::l:i.:‘::r_
I E—| T
Chel 0K | . D | [ ol | | o | e e e v J
L —
Fig. 4.26 Drop Cap dialtg box Fig. 4,27 Text with chop cap
Rumber Style 123 1
This oplion is used to style numbers so that they can match the I
formatied text. The steps for doing this ane: Skple -
: Dhelsalt
1. Select the numbers in the text box, 123 Svlerecommended fizwt I-
2. Click the Mumber Style option in the Typography group. your font
_ Piapartionl Lining
3. In the menu that opens, select your preferred oplion. Two 123 Full-beight rumbens
options are shown in Fig. 4.2, ipeced proporticnally

Fig. 4.28 Number Style option

Stylistic Sets

This option shows you a set of styles for a specific font. Select
the text in the text box (Fig, 4241, and then:

1. Click the Stylistic Sels option,

Fag 4.2% Text in text box

l "
g o - |
mE B
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3. In the menu that opens, selacy the
IE"'I-[ Fib‘. +_3(l,

EI.UEEh
some fonts may have more decortive
characters, mostly in the form of p
option enables these elements jor
show the application of this option,

elements for their

Fig. 4.31 Original Tewt Fig. 4.32 With Swash
applied

stylistic alternates

This option allows alternative character shapes for some fonts that ﬁ

you can use to give a slightly different appearance to the text, el
——7 Siardard Only
HEHIU'EH J.:' ﬁ Enabl igatu=es fo
8 . iAo 18 i dicbilay
Ligatures are connections between characters that seem to create a Ma Ligatuved
single character out of one or more characters, This makes the text f] [T —,

appear more readable (Fig. 4.331.

PRACTICE TIME

desired style 1o apnly 1o the l N

Atterned serifs. The Swash
the fons, Figures 4.31 and 4.32 Hine “.'S-""""'l d:l_'n-'!

[

Hirve o good day!

Hawe gm:[dny.'

Hnwu_:_uml :fuy.'
Haw .J._gnwlf-rf;ny.’

Heawe ulwqh‘l‘ J“H!

Fig. 4.30 Stylistic Sets options

seElecime st

Fig. 433 Ligatures menu

i
The principal of Alsan Public School has asked Shang to
desgn a poster for the upcoming cOMmputer Scrende Crent |__ _ UnEreellence Talent Fedl |
o [} LI-’I‘_ i f ke M ey
commperinion. Shanig has created the poster shown asongside i o
in Publisher, Can you do the same task wing the typographic ?"“:L‘::"‘“"—':
fearwes in Publisher? s e o e i 6 S e ey
SOLUTION
! Selecr Seart & All Programs B Microsoft Office 2003 ¢
Publisher 2013. The Publisher szart screen will appear.
2. Click the Blank thambnail to create 8 new publicatson
i vou do not 48 a blark rhurmbnail that s the sine iR
G5 OXFORD
H i =f -] [ ] TER R TE i
a s 5 B GEEE B @ @
- LR ARED AEEE EER
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want, click More Blank Page Shres and select your preferred aze, The page wil appear on
the screen,
3. Insert owo tex bowes on the page—aone for the heading and ane for other details
% Type the text as shown in the Agure alongside
5 Toinsert the table:
. Chek the INSERT rab,
b. Chick the Tablle bugtan in the Tables Eroup
€ Select 723 Table layour, The table will be inserted. Enter the rex. Notice that an additional
TABLE TOOLS tab appears on the rilsban
d Chck the DESIGN b,

B Click the More arrow of Table Styles in the Table Farmats group and selec
Table Style 27
& Now select the text in the text bewes and in the table. Click the FORMAT tib under TEXT
BOX TOOLS zrd in the Fant group do the following
d. Click the Font drop-dewn menis amew and select Gabriola,
bi Click the Fant Size drop-down menu arrow and select size 36 in bold for the heading, 16 for
the paragraph, and 12 for the text in the tabla
7. Select the text box, click the FORMAT rab under the DRAWING TOOLS tab and in the Shape
Styles group do the fallowing
2 Click Shape Fill and select the ill colowr,
b. Click Shape Outling and select the outline colour
£ Change the Weight of the fines
8. Toadd rypography features to the text:
4. Select the e
b Chck the FORMAT tab under the TEXT BOX TOOLS 1ah
C Inthe Typography group, chick Seylistic Sets drop-down menu amow and select the
required style.
d. Clck Number Style drop-down menu arrow and select the required syl
e, Click the Styllstic Alternates drop-down menu amow and select the dasired Slyle.
[ Click Ligatures drop-down menu arrow and select Standard Only,
9, Selecy the first character and chck Drop Cap.
10 Selecr the desired style from the kst or create your own using the Custom Drop Cap...
command.
11. Finally, save the file and take a clean printout.

QXFORD i 6B

IR Pl = ! e 8
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remplate presdefined desipn Livout hat woee
ime while designing

ﬂ}_"g{ll the: elements vou prlace in yia

Scralch Area  the Sy iz artwan] the
prelalication paagyr wheere ohjotts can he placed
e Lo foesairtiom i thee puldication page
F1-|_rh|l-l.‘|“H'|FF |]|'-|;|F Cap i l-learrrstling '-1'r'|l: that enlarges
Guides  They are horizontal and verical linwis the first il e thee sefoctid
that appear on your publication while ediling.  Swash  a stylish aension at the ends of some
They helps in aligning tex, images, and other characters of cortain fonls

. 1 _
uhjects on the page. ligature  connections between characters of & font

Memory{Hiffesk 5
+ Publisher 2013 is a program that allows + The FORMAT under DRAWING TOOLS tab
creating professional documents such as hat commands refated to ormatting the text
brochure, label, card, certificate, flyer, ete. bow,
* There are bwo types of guides: margin guides * The Create Link option connects text boxes so
and customisable guides. that the text continues from one text box to the
» When you select the text bax, two tabs appear nexl.
on the screen: DRAWING TOOLS and TEXT = The typography features in Publisher 2013
BOX TOOLS. include Drop Cap, Number Style, Ligatures,
v The FORMAT tab under TEXT BOX TOOLS Stylistic Sets, Swash, and Stylistic Alternates,
has commands related to formatting of text,
I-
Objective Type Questions
I, Chomse the correct 1:IFr|i“I"|-
&, Which two types af rulers are present on the main screen of Publisher 20132
L Horizontal i. Piagonal Hi, Vertical iv. bath i, and ii
b. What are the types of guides present in Publisher 20131
i Margin ii. Customizable iii. Boundary v, bath i. and i
. A Publisher file saved with this extension cannot be modified.
. pub TR Hi, Liff bv, .doc
67 L
i 2 ulle § i
PR ‘u"unl mEmS Esn =@ e
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d. The clements in a publication are calld

L. mroups i, ohjects il a collection . images
. jﬁ-n: fsature that enlages the first letter of the sedeched toxt is
1. Orientation i, Dhvap Cap iil. Stylistic Seis v, Link Text

Descriptive Type Questions
1. Answer the following,

A What is the purpose of the page navigation pane in Publisher?

Which are the twao tabs that appear when you select a text box?

What dg you mean by typography? Where are the commiands for setting typography located?
How will you set 3 background colour for 2 text hax?

What is a Swash? How is it different from ligatures!

Analyse the similaritics and differences betwieen the interfaces of MS Pubilisher and MS Woed,
Evaluate the reasons for using MS Publisher to make a Rreetings card rather than M5 Word,

Using the text formatting toals you learned about in this chaptes, create the front page of & schol
magazimne,

B oEnoE

=M. 1

Application-Based Questions

a. Salaar has written a paragraph on “Flant More Trees’. A part of it &

shown here, szl ehisdinn shouss
. Which typography feature has he applied to the 1ext] b encoursgnd 12
i, Hiow will Yl ﬂpp-]}- this featuwre? pilaril mon. They cos
oo i il 9 U sFwonl premiin

b. Imran has copied text in a Word 2013 document 1o a text box in or arsund har houses. Tha go.

Publisher 2013, but the content is mare than the space available in the | srmen shoud encoosgs seu
teext by, chvkdnon and growice plants fres of

I What should Imran do to show the entire content an the page! e
. Write the steps for doing this.

€. Darwish warks from home and designs greeting cards for a company, He sends the designs throash
the Internet to the company.

. Which file extension shoubd he use for sending the files through the Internet so that they canna
be modified!

i, How will he insert his name and telephone number an the cardi

. Azka has been given the task to create a banner saying “CONGRATULATIONS!' ja Pubilisher 201 3
. What should she do to see how it will look like after printing?

i, What should she do to peint five copees of this banner?

OXFORD G
LA ERE I i= 7] B B
B =B 2 BEEEE B L
Bf GEE BEEE EBEERE E& L
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H_IH THE LAR

|, The students o0F Alsan Palilic Syl 1y

A WA i CEIERTHINLIRT GE B f e Aalewt MWl wark I‘Ii']l'! i
pearat i, Majarm, thie Ve by of (e

st vl s g B sk b werdi o thee, Hlie bas eletided o

HTJF A luiines |.1|"EF!|.I'|.II1H TEANOEATI TEATICINS WHOSILR KW Ean L h"llf' ,:-.;;||,|m in this
ke

The Computer Schnce sacher has gsk s staselonty of £ lass W1 o croale an adverisement each bor
any W itoms: shoes, bags, bike, o M, o mokibe, You may alse cherse tae items from $he Tist anel
create suitable ads. Use as many features of Pulilisher 2013 as possible,

3. The class teacher of Class Vi, ms, Maria, has asked the monitar of the class, Myra, to design a leafiel
jor the School Carpival 1o b hebdd i j.lnu..'|r|,-_ Can you |1.E]F. thi memitar in completing this task?

B FhﬂﬁlL:l has been I-".ierI'i the 1ask of !i[‘sjgﬂlﬂ“ a U lass Pass foe stutdents of Class V1. The ks shauld
have the class, section, name of the class teaches, and her signature, It shoukd mentkon that with one

pass oiily bt students can be allowed 16 g0 ot of the class, Can you help Shanila in designing such
a class pass!

GROUP PROJECT

Create a season's greetings card for someone who means a lot 1o you, Although this is an individual
sk, work together as a group, being critical without being unkind, being hulpiul without being
overbearing, and be proud of your finished card, Enjoy delivering it! Try using as many features as you
can to make it as meaningiul as passible,

% TEACHER'S NOTES
o A elisussdon could b iniiated an bose Publisher can be wedul in designing maserial noeded for the
detiwities, [ w hool, Deemples shoulel be Gsted.
o Studenty shouled e gvon adficken! ime o weork on all the design options of a text box,
o To famibiarise shdents with the soltware, stadets may be given tasks 1o design school-relased calondass,
banners, pusion, invitalion carchy magazins, eic,

VX e
s o3 o m=m . u S L
- . = Him
J--.-:. mE EEm =-= =----=
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Graphics in Publisher
2013 |

ey Citgrrie why

and W f-'..-:'.lr:r._p/l
-“'ﬁ;

Dot wexmy; my
friencd | will heda

' aeir mmme BACTLTES &1 s
Bertsine Pears ) arm ereating Bue
f, AT e duve e B0 g Alrout
SO i,

You must have noticed that most of the advertisements you
comi across have pictures, which make them appealing.
Graphics, such as pictures, shapes, charts, and building

blocks are used to add a visual effect 10 your publication. They | S8 i anraas

make the document altractive and more interesting 1o read. ,:i:';["" FLE_'-I""E!TF”-'.'-“-F‘.—"F'-
R AR ATEd

In Publisher, the options 1o insert pictures and vanous shapis ]'i_':-':n'l_lr!":l'!-f.'-" L atapes

are available in the lustrations group on the INSERT tab PRl ARHA

Fisy. 5.1

b sar gt e D piul m e * vt redechy muade thapes
LTy i i m HIOLS WSERT Pt RuGH RAALINGY
DB ODRED G
Ted bnd et potured fom ] Hd Lt e L4 "5 el inseTs am Empoy peiww
G ST Fage Cotalog  Table #aduies Onbew Shapes  Plouss Fraite 80 that e can ks
= Fanes b Pichures .~ = Plagehighde vctires b
Pt Tabsies Besalraiiong

Fli, 5.1 Mlusirations group on the INSERT tab

..... kD - 70

; o E gogE @&
I QER EENE HED
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WORKING WITH PICTURES

Publisher 2013 offers an easy way 1o add pictures i your publication. In Publisher, pictures can
b iI'IE'EHﬁ-'E :rI'HITl twao SWIFCPs:

+ Pictures stored on your computer

« Bing Image Search, for pictures on the Internet

Yl 'I-"l'ilrl' nEEd dn IntE'TﬂEt EEII'II'I.E.I:l:iun iur nccﬁslng Fll:turf.‘i |hm“Eh np‘l‘iﬂﬂ 2. Eﬂrlier thﬂ ﬂfﬁﬂ!.
com Clip Art search option was also provided, but that has since been remaved by Microsoft

inserting a Picture

ils. This orotect ou Hkam You would recall that you have learnt how to insen |
“ i 50U pliceheider  PiCtures from your computer in qud and FgwerF‘qint in
| = %:‘&? baurday  Class V. Let us discuss the steps to insert a picture in your

L e i, bewre  Publication from Bing Image Search here. Do as fllows:

o O—o—ooil PR Click Picture Placeholder in the lllustrations group on
fig, 5.2 Picture placeholder the INSERT tab. The placeholder pets inserted at the

in the conter of fhe page centre of the page (Fig. 5.2).
2, Click the placeholder f =
icon to display the Insert Insert Pictures
Pictures dialog box
IFig, 3.3%, LTt i AR SCSIE S L
i. Click within the Bing b b e teny = I

Image Search tex1 box o
place the cursor in it

4. Type the search term (let us
say, Tiger) in the box and
press ENTER, A pallery of

FliErUf-EE. appears iHy, AL, e TR St T o) S it e P Tt el s
5. Click the picture you wanl . .

i insert and click the Fig 5.3 Insert Pictures dialog box

Insert button.

b, The picture gets inserted in the publication [Ty, 5.51.
Notice that a new PICTURE TOOLS tab, with the FORMAT tab under it, appears on the ribbon

= K
HR, 5 TH

1 OXFORD
" 1] aa il i © AT
i U O GEEE B B O
LT il BEEd EEEE BOE HE ‘
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ﬁ g e Teanih

KT 0 o g Bt |

LT L L | 3 Thts ﬂtE:t
e P -
: P
'!.rﬂ'.l-l g
-ﬂ-ﬂ- 2
1
| e v masi Cich nsert . . : ——
B
- —— Fig. 5.5 Insorbeel pictune
Fig, 5.4 Bing Image Scarch search |t in the placehoder
e R T W] AR — T o= :—._!
WA R GBI WG Y W irmmdir 5-n-|";|
3 B NS e — s FH [ Sy S o B 1151
U aets,_- L e =], I.El E o A v A e Kiindiubend 33 ::' T
T - = Bl hembity Teir T g L +
Lt 6 i Frme Yigan LB i il Fiep sl Y
Fig. 5.6 FORMAT tab under the PICTURE TCHOLS tab
Cropping a Picture (TapTin _FE'L
You can crop the picture 1o a shape 1o remove its unwanted —%
portions. The steps for doing this are as follows! Many cemplates have picture
placehodders thar provide a
1. On the FORMAT tab under PICTURE TOOLS, click the drop-  specific size and shape to hald
down menu arrow of the Crop button in the Crop group, the selpcted pictures, A picture
PO placehiodder has boundaries and &
- Spiect Ceop o Shape ¥y, 5.2 plcture icon that s displayed anky

3. In the submenu that appears, select the shape in which you  when you point to it. You can
want 1o crop the image. Let ws say you choose rounded insert an empty picsure frame

rectangle. The plcture will appear as in Figure 5.4, 1o reserve space for pictunes you
& P W i want to add baer,

F-I;L e lick Crap
Selext the ol lf? a b Shape
) ' Iqm —F IJI'.I:

Roike: Shipas = Ll Cropig flaps B
O@UGOUOARLCOOO
58000H0RaD Y0
0L e

S Fig, 58 Picture cropped #

rounded rectangle

Ty +a |
T B -

L v A
a B B EEEEB B e i .
EE EOE EEEE EEE o =1 .ll
-_ i mm m. BSOS = .
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apping Tt Around @ Pictyge
(yrapping 1L ArUnd & pictyre oy
100 enaike Thee pietire AT a1 1hee

reet] PUSHION O & pipe 6f g
|1|.1|.I|’i"!“'r' it corled b gey alvis bl 1 i
o 2 PATARFAPN OF BENVERn parayy o,
1o wrap text do as given TR s

select the picture. This wil] e,
et H}HMM Faky iracdes PICT URE
TOOLS.

v |n the Arrange group click the w
Text oplion,

1 qelpct the diesired WD Uplion, The
et will adjust based on the optinn
vou have selected iFiy, 5.6,

4, The nbject can be moved asguned
unti! thee test wraps the way you
want it to. You can also select More
Layout Options to specify more
details.

fap

moving, Rligning, and Resizing a Picture

. =

I'ﬁ-!'-"' L e
e o B R
e 7 aop- e Tep
I und Bottem
L - i = g
L ¥
NI FREN, Tt PR L
A i ke 3 : ® -
s 5550 =
h”*""r'm"iuiuql_u;-.;” LNT IR L
SRR R g o e ey v b et e
L] T T A T T —
3 & £z« Mare Layost
|i-. " F ﬂ#“]-u-._.,

U profest . Tha grotesd mr raen
TESSEFW Haftae

Erea] rech b e v el i Poodn. = Dl ey
Fratur pul. ded sy pk bl § @ty L Tha

P Jirma mar by pg e i, Bt R, PP TR

Fig. 3.9 \Wrap Text Top and Bottom optian

The teps to move and align a picture or an object in Publisher are as follows:

1. Select the picture. The
painter changes to a four-
headed arrow.

Pl

. Urag the picture 1o the new
lncation or ta the scratch area
Fig. 5.1¢1,. As you move the
picture, Publisher displays

SHIFT key while dragging. the
picture maves in a3 straight line
« Pressing the CTRL key
whille dragging creates a copy of

visual layout guides o help
you place and align the

Fig. 5.0 Moving a pichure

the object.

thject with respect to the other objects on the page,
i. Release the mouse hutton to finish moving the picture.
4. After you have moved the picture to the new location, you can align it using the visual layout

puides Fig, 5,11,

79 OXFORD
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To resize a piclure Pl 3,12

* Click the middle sizing handles on any of the four sides 10 resize the picture horizontally o

verically,

* Click the corne sizing handles to resize the pictune pmpunmnnlly in hoth the horizontal ity

vertical directions,

* To rotate the picture, elick and drag the rotation handle.

Fig. 5.11 Aligning a plcture

Appliing a Picture Style
A picture stvle provides artistic effects to the picture by

changing the picture shape, border, or by adding picture
effects,

The Picture Styles group on the FORMAT tab under
PICTURE TOOLS has the commands to apply a picture

stvle. Clicking the Mare button (= | will open the Picture
Styles gallery Fip 5.1 %, You already know about these
stvle options from class V., Apply your preferred picture
stvle. border. border weight, and border colour, Compare
vour linal image with those of vour friends, Natice how
the appearance of a plain image can be changed!

Picture Caption

A caption is a shart description or a title that accompanies
a graphic, with or without a figure number. You can add a

Rinigd the pairire

Aepae the pionee

Raragken handle

Tha coemas
hanSe reiee
the perure
proporionally

Fenrizormally

wirtically
Fig. 5.12 Resizing handlm

| r—— —
PCTLRE TOeOLN

TOFRAT

- — ﬂ
I I i
N |..—.-"' i

B Cleas Punreings

Fig, 5.1 Picture Styles gallory

caption to the graphic using the Caption gallery through these steps:

1. Select the picture.

2. Click the Caption button in the Picture Styles proup., The Caption gallery appears (Fip. 5,14,
To preview the styles in the publication, point to each style option in the gallery, |
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PRACTICE TIME QM

The Science teacher of Class VI has asked all the .

Mudents w design a poster an the topic Save Tigers ve T [ g E
Save Eanthv, A samiple poster is shown alongside. Can 5 a r%
YOU O the sarm task?

SOLUTION
L Open Publisher 2013 and select 2 blank document
2. Tocreate a e box
a. On the HOME b, select the Draw Text Box
buccan in the Objects group #‘vh
b Chek the FORMAT tab under DRAWING ﬁ_‘
TOOLS and in the Shape Styles group, do the
lofcrang: : ———i.
« Click Shape Fill to colour the test box with
light blue colour
« Click Shape Outline to colour the border ol the pexe boy dark blue
« Change the wesght of the text box outhne to 4 pr
3. Toinsert a picture in your publication
a Chck the INSERT =h
b, In the lustrations group, click the Online Pictures button The Insert Pictures dizioz
bon: appesars.
. In the Bing Image Search wxt bax, rype Tiger and press ENTER.
d. Sedecr the réquired pacture and chick Insert The picture gees inserted in the publicacion.
& You can resize the pictise and change its style.
& Toinsert WordAr text in your pubiication
2 Chckthe INSERT tab.
b, In the Text group, click WordArt The WordArt styles will appear,
¢ Select the style. The Edit WordArt Text diafog box appears,
o Enmter the text you want i the publicaton and chck QK.
Mote: This will have 1o be done twice once for Save Tigers and ance for Save Earth.
e Resize the WordAm
6 Sawe and then pring your publication

-

(X FORD Th
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GCRATCH ARER

you already know that the seratch area is ifye
grey aren thal appoars around fhe pubslication
page. It can be used as a temporary holeling
area. I you are not sure where you wani fo
move an ilem, you can drag it to the scraich
area, The scratch area is saved with the
publication. Therefore, the pictures in the
scratch area will be there the next time you
open your publication.

selecting Multiple Objects in the Scratch Area
If you wish to select multiple objects in the
scratch area, click one image, press SHIFT,

'“_H:I r_hen click the other images e by one Figg 5.8 Selecting pictures in the scratch area
(Fig- 5.18h g

Anather way to select multiple objects is 1o draw a box around them with your mouse, keeping
the: left mouse button pressed. When you release the button you will see that all the images
wilhin the box have been selected.

Arranging Pictures as Thumbnails

A thumbnail is a graphic image in reduced size, which helps
In organising pictures and 1o save space. To arrange the picture
thumbnails of all images in the scratch area:

1. Click the FORMAT tab under i

PICTURE TOOLS. 0 [ " bing o - |
. =l bend Backward

ot

2. Click the Arrange Thumbnails i W
hutton in the Arrange group Thurmboais Test+ [+ Align=
My
iFig. 5.19..The pictures get =t

: : Fig. 5.19 Arrange Thumbnails
a.rr:mged in the scratch area St g
(Fag. 5.20), -

Swapping Pictures
The picture placeholder has a placeholder icon, After the m

placeholder is replaced with a picture, the icon changes to a
swap icon. Pictures in the scratch area also show swap icons. Fig. 5.20 Amanged thumbnails
You can drag the swap icon lo swap pictures, or press and in the scratch area

b
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hold or right-click the r }
swap icon to di5|:lrlaj.-' the | Top Tip - <)
Sheorieut e Witk O To swap the picture using the rght burton,

options. sefect the pacture and drag the mouse while

| h pressing the right buston, When the pink
b IR e, boundary is displayed, release the mowse button.

select the picture you e ok Fré sopeas. Selectihe S i
want to swap with aptian. The pictures will be swapped. Fig 5.21 Swap bcon g
the piclure in the ths sefected picture

publication. The selected picture
displays the swap icon (Fig. 5.21)

2. From the scratch area, drag the
swap icon of the picture lowards
the picture on the publication,

3. When the pink boundary is
displayed, release the mouse
button to swap the pictures

{Fig. 5.22}. Fig. 53.22 Swappasd peclures
g WORKING WITH SHAPES
Peizarc The Shapes collection in Publisher is the same as in Word or
Rt enify Uied Shagers PowerPoint. To access the Shapes gallery:
BASNOOoDAL LSOO

R 1. Select the INSERT tab.

%% 1TLLt 2nAans | 2. Inthe Hlustrations group, click Shapes.

g 3, The Shapes galiery opens. Select vour preferred sha
BOZU900@ALOOD | PEs galiery opens. your p ape
OB0O0SEREADZG LFig. 3. 23)

o 0 o e R A " .
< 4. Click and drag the mouse 1o draw the shape of desired size.
STl LI E=T 1L LN Release the mouse button (Fig. 5.24).

G dvnoDD R O0 ] :

Ooa 5. To resize the shape, click and drag the resize handles on b
T corners and sides of the lext box until it _
OCeSON00D8=0ayT ] 2 Rt atioii harde
c0OD@EE ¢ ATAD is of the desired
Qslo size, just as
Calars®y .

OOOOD0001 4 dd discussed for
S PP T pictures. To
Stars ard Banrerry s ratate the shape,
E-gi.r?a@ s click and drag the =8
e rotation handle s ==
in 5 "y T sl s, 5,25 Shapeu
Fig. 5:23 Shapes gallery IFig- 5.251. Fig. 5.24 Inserted shape .hruJI;.llit::|:IFl'l':-|l’
E""m;'ﬂ ] = (-1 Ei ?H "
"= HE EEEE o i Er
AN EEE EEEE EO T
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ing the shape in your publicatinn,

q HTRTH e
Lo uﬁ FORMAT tab under it fig, 5 ) PRIl natie 3-new DRAWING TOOLS tab
wilh

a T shiste it g -
GRY., jen (WWSES BEE S v ey SSENDREN " e
1 £ | ~— I 4 = - ' i b 14
g_jf%j,i}';m- OD00D00ferw. B o B g bip oo b
;:i: |—‘|.“:‘:_‘- -h*-*' i a‘hll-ﬁ.-" 1-:"”:'_'-..,:;‘:- e i"“l-l-:i:-l- g
== Fig. 526 FORMAT 1ab under DRAWING TOOLS o

(o change the shape style, in the Shape Styles group, click o~

button to view the Shape Styles pallery. Sole Too T 1
(he Mare : * paliery. select op Tip o
ired style. The style will be applied ¢

Wr_dﬁl:l = Ppretiihe Shape I you press the SHIFT key
g 2= while resizing the shape. the
+ Tofill it with colour, click the Shape Fill drop-down menu shape will retain its proportion.
" row. A menU appears showing various colours and options

fig. 5.281. Select the desired fill calour from the list or click More Fill Colors to select a

custom colour,

— == E'Eﬁ-rtﬂ' El IIJ
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Fig. 5.27 Shape Styles gallery Fig. 5.28 Shape Fill ogstions

8 To thange: the shape outling, click the drop-town menu arrow of the Shape Oulline
“mmand. The menu that appears shows J range of colaurs, Select the ane you want as

W CRE FUELTY
:. . ?H " T ™ o T
H-..'- “--: ==== =-----=
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i, 5.30 fiects galler
Fig. 5.29 Shape Outline options Fig. 5.30 Shape Elfects gallery

9. Click Weight in the Shape Outline menu and choose the required thickness (width) of the
outline.

10. To provide more effects to the shape, click Shape Effects and select
the required option. Figure 530 shows an option under Glow being
selected. You can further select Mare Glow Colors to choose your
desired colour for the selected plow.

11. After applying all these formatting options, the shape will finally look
like the one shown in Figure 5.31.

Fig. 5.31 Final shas

WORKING WITH BUILDING BLOCKS

Building Blocks are anather set of ohjects in Publisher that usually contain a combinatian of
text, shapes, and images. You can insert a building block in your file and modify it to your
reguirement,

There are four types of building blocks in Publisher; — [
« Page Parts ¢ Borders & Accents | ﬁ I i |£I
o Adverlisements Page Calendars Borders B Acdvertnem®

» Calendars 15¢ Mg ! Pk
The H.u‘ill:'il'lgl, Blocks ﬂmul':-.}-":‘rh? IH'I-'-'EHT :11_“! o o Baslding Biocks :
contains aphions for each of the four types of building Fiy, 5.32 Bubldling Blocks growp e
blocks (Fig. 5.324 INSERT tah
OXFORD . m mE_ = 80 u
L LEEL i I EODEE B s i ..

mm EEN EEEE BN e ul

Scanned with CamScanner



70 !ME" : hu”dil?g h.hxk' '_:Eick any of the options to see the correspanding gallery. Select your
desired style and it will be inserted in your publication.

Let us fearn briefly about each building block.
page Parts These are placehalders with images and text iFig. 5,33},
Calendars  This is a gallery of calendar formats (Fig. 5.34),

Fig. 5.33 Page Parts gallery Fig. 5.34 Calendars gallery

Borders & Accents These are graphic elements for adding borders, frames, etc. (Fig. 5.55).

Advertisements  This building block has a set of templates for advertisements with the help of
which you can create your own ads (Fig. 5.36).
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Fig. 5.35 Borders & Accents gallery

Fig. 5.36 Advertisements gallery
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PRACTICE TIME

Uisarna'’s facher owns a mobile shap, He §s giving a festive offer on mobide phones thag cose Rs. 100000
or above. Hee has asked Usama to design a leaflec for the same so that it can be distnbuted with the
daily newspaper. Can you design a leaflet simalar 1o the ane shown here?

SOLUTION

1. Open Publisher 2013 and double-click Blank A4 (Portrait) to create a blank document

2. Tocreate 2 background in brown:
A Imsert a text box using the Draw Text Box
button in the Objects group on the HOME rab
b Salecr the FORMAT tab under DRAWING
TOOLS and in the Shape Styles group, do the
following:
+ Click Shape Fill and select orangish-brown
colour
« Click Shape Outline and welect Back colous,
C Mow select the FORMAT b under TEXT
BOX TOOLS and in the WordAre Styles
group click Text Outline. Then choose the
Weight option and select 4% pt
3. Toinsert an atcengon HELLer
o Click the INSERT tab. In the Building Bloclks
group. click Advertisements.

SPECIAL OFFER

Buy a mobile of Rs. 10,000/
or above and get

b, Chck the desired attenmon getter, o gets inserted n your publicaton, Drag i oo the proper

place and resize it
C. Select the text and type SPECIAL OFFER'

d In the Fant group on the FORMAT tab wnder TEXT BOX TOOLS, change the font size, il

reduired
4, Mow o nsert a border;
a  Chck the INSERT tab

b In the Building Blocks sroup, click Borders & Accents.

and resize it

OXFORD _ a2

¢ >elect the requared barder, Ir gets inserted in your pubhcation. Drag it to the proper place
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b I che Font group on the FORMAT 11, T
format the text as follows;
. Change the Font 1o Calibrj 2n4 Font Size 10 43
. Select the style in WordArt Styles Broup.
« Click Text Fill and select biye Colowr, Click
Also chick Weight and chonse 1 pt for thie
« Mow select the text "Ry, 10,000/ -

Text Dutline and select light-blue colour
kensess of the barder.

. or above’ again, and use Text Fill to colour it dark red
and in the Text Outline meny splaq light red to highlight the price range.
To Irsert ATTOWs:

5 Click the INSERT wab.

b, Click Shapes i the llustrations #roup and select the Down Arrow
e Draw it at the proper place and resize j¢

d  Repeat steps (b) and (c) w insert two more amows of different sizes

symbol,

. Toinsert the picture of a mobile:

a  Chck the INSERT tab. in the llustrations group, click Online Pictures. The Insert
Pictures dizlog box appears

b In the Bing Image Search rext bow, rype the keyword ‘mobile’ to search for the required
picture ang press ENTER

e Select the picture you Fke and click the Insert button. The picture gets inserted in the
publication. You can resize and format it as per your choice.

. Finallty to insert a et bax with detaits of the free offer;

& Insert a cexe box using the Draw Text Box button in the Objects group on the HOME tab,
of the Draw Text Box burton in the Text group on the INSERT rab
b. Select the FORMAT rab under DRAWING TOOLS and in the Shape Styles group, do the
fallowing
» Click Shape Fill and select purpde colour,
» Click the FORMAT tab under TEXT BOX TOOLS. In the Font group, click the drop-
down meny arrow of Font Color and select white colour.
+ To insert bubezs, click the HOME tab and in the Paragraph group, click the Bullets
button, Select a bulles style in the drop-down menu and type the text.

Save the file as ‘Leafiec Dlesign’

83 OXFORD
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Picture Placeholder an empty picture frame

Scratch Area It is the grey area that appears
around the publication page.

Thumbnail 1t is a graphic image in reduced size,

Mmemory Bytes

Piclures can be inserted fram two differcn
sources-from your computer and from the
Internet,

The Hlustrations group on the INSERT tab has
butions for inserting pictures and shapes in
your publication,

On insenting a piciure, the PICTURE TOOLS
tab apgaars on the rilihon

The Wrap Text batton in ihe Arrange group has
options 1o wrap the fext aremene] the pictiee
You can apply picture style, border, colour,
widhih ol border, and varous other opleons b a
pictiure.

You can mawve, align, andd missize A |.Ilil:1uﬂ.' o
an objoct.

Caption a short description or 3 title that

accompanies a graphic

Building Blocks a set of abjects that contain

a comhination of text, shapes, and images
which vou can use while designeing a
publication

The scraich area is used as temporary haldie:
area for west and pectures.

The scratch area is saved with the publication
Yo can sieap a picture in the scratch area
with a pictere in vour publication

You can insert shapes and objects, resize them
anil apply formatting features such as shape
syle: shape Gill, shape autline, and shados
eitects 1o fhism.,

O insedting a shape, the DRAWING TOOLS
tab appears on the rikkhon.

Pubslishisr cdiisrs Tos Ivpes ol |'|-uii|'!i:|!|g hiocks
Page Parts, Calendars, Borders & Accents, ar
Advertisements

Objective Type Questions
1. Choose the correct option,

a The tab that appears on the ribbon when you insert a shape is
L. TEXT TOOLS i, DRAWING TOOLS i, PICTURE TOOLS iv. all of these
b. The aption in the Hlustrations group on the INSERT tab that can insert a picture from your
compuler in vour publication i -

1, Piclures it. Online Plctures iil. Picture Placeholder v, all of theswe
OXFORD : um s B4
T | P EEEE = 1

L]

j=
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. The Browup on

the g Th“mhnaﬂi
bution iy “ FORMAY Wby Lipyelay PICTURE TOOLS 1hat contains the Arrange

i. Crop ; civlas
I Picture Sty
d. The optian " Arrangg, ikt i
i ﬂl?:[-'. th:'-":r'llfr-ll'lpi“ sty ol 4 ke III-:. =)
e. The option inr:h;_- Picture < Bt kg i VWrap Toxs . Kl
i Pleture Barvigsy s 5'?'“" BRI ey el o bhearles eof 2 ptarouned o picture is Wit
1 1'|I.1I..I-l:! iy i, Diciure Styls iv. Borcler

Descriptive Typg Questinng
1. Answer the t'nllm'l.-ing.

a. What arp the o

hich YOU Can insert pictures bn viuir publication?

Braph b A publication page and the scratch area?
presentation P ontinns 1 MS Pubdisher Analyse how each option can affect a

- evaluate th different graphic features used in the

Redesign the COVET of poye sCience 1oy

theok, using at least two different graphics.

Application-Based Questions

a. Yusuf is Creating a brachayrg for his wOmpany o promote thair latest proshuct, While creating it, he
Puls a number of pictures in 1he scratch area,
. What will he dg 1o arr

Ange the piciue a5 thasmisnails?
ii. How can he selocy

il the pictures in the scratch area?

b. Label the lollowing parts in the
k. Rotation handle
. Resizing handle that resizes in haih thrections
lil. Resizing handle that resizes witlth
bv. Resizing handle that resizes length

picture shawn Alongside on the |pf:

¥, Swap icon
€. Rahman has inserted a picture in the publication as shown in the figure an the - T |
right. He wants to set this picture as a background on the (rage. What steps Iaﬁ :
should he take to do so? i
-
UXFORD
EE i da ._I R Ry
5= i EEEE B B g
: | @HS EEES BED og
ﬁ.:
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d Lewna wants to insert the objest shown on the lett in her publication,
i How will she dh this?
il What -_-.I'H_|_|||.| Lasernay vyt gilll this !_:r._“:li'm_ with redd colour amd !ﬂ.i'l-'i." i3
Brlue onptline of widih 2 points?

* IN THE LAB

L. The clas teacher of Class VI has asked the monitor to create 2 poster listing the Code of Conduc

::lh‘-"ﬂﬂ 'J"!-’_thE schoal, Can vou help the monitor in completing the task in Publisher?
te: Look in vour school diar for the rules 1o be included in the poster,

. ;;l! Sunl:iu! Science teacher has given Neha the tagk of creating a poster encouraging 'Girl Child
wcation”. Can vou create a suitable poster in Publisher?

3. “"'E ""i':'-:-"l:'ril'bl.'ipjﬂ of vour school has asked the head girl to desien a poster for the Environmen:
Qiiz to be held in schoal on 137 February. The prizes for the winners are; First prize-Re. 20000

Second prize-Rs. 15.000. and Third prize-Rs. 10,000Y-. Can vou help her with this task and tals
printouts?

4. Mohid’s father owns a travel agency, He wants Mohid to create 2 three-fold brochure for promus=:
his company. One of the pages of the brochure should contain the details of one province of
Pakistan to promote tousism in that area, Imagine vou are Mohid and design o suitable poseer.

GROUP PROJECT

The power of graphics! As a group. select a topic that you all feel passionate about e.g. environmens
issues, health issues. inequality. Design a group poster to grab people’s atfention o vour cause by
carefully using clever graphics. Sometimes not many words are neaded: the images can < it all, Ci=
you use similar graphics to produce an accompanving flver? ‘

-:-:' TEACHER'S NOTES

» Discuss the various possibilities for deslgning posters. thers. and adh ertisemenze in Priblichir. Taks
varbous examiples ioesplain what the contents foe these publications chould be e

= Encugh time should be ghven fo sudents 1o Lamiliasise themseloos with the varioas options for desig™7s
a publicazion.

v Demonsirate the wses of ploture placeholders and the scradch area thraugh an evarply,

OXFORD 86
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Iﬁhaptﬂr‘ L

T Basics of MS Small
A Basic

Viry good. Goggle!
o you rermember ghar
AOrmter pragram has ta be written in
‘a compurer bnguage? BASK 5 250 one)

such corpiter bnguase Ler's
take ue & version of 1t cafled
Small Basic

o ]'u:.lg_q'.'r .:Il m:.r '
,I'r_n;_-_rml-_; are ralking about ! "

somerhing cailed BASIC, | ako )
. ant o know wihai

Goggle. Do you
remermber wihar a
EONTIUITET PrOgram (57 8

A computer orogram is a set
of instractaons for @ compurer

oy : _movdo something
Microsoft Small Basic has been developed by Microsoft
Corparation. It is one of the many versions of BASIC. BASIC S
stands for Beginner's All-purpose Symbolic Instruction ; in this Chapter \
Code. It has a userfriendly screen and is meant to teach _ :
programming to beginners, The language is simple and easy ' ﬂl’?-‘i"-." ol small Batic
to leamn, helping you in creating some simple programs grismentelsmall Rasle
PIRE ¥ B P PR ' » Conditional Statements jn
A program is a set of instructions written for the computer 1o small Basle

perform a particular task. A program is also called (a piece
of) code, It instructs the computer what to do and how to do it A line in a program is called a
statement and every statement instructs the computer to do something,

BASICS OF SMALL BASIC

Once you have installed Small Basic on your system, you can start by clicking Start s All
Programs » Small Basic » Microsoft Small Basic OR double-click the Small Basic icon on the
'd'EEH'iI'Dp, The Small Basic main screen appears (g, By,

i QLronn
E .: .5 siam B_ a3

.- . . ..
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This senvn Dos a1 thae wools bl o paogranaaiing § e,y can wibe e g o
ronn i ok elebag 10 T dhebgy v oo bech e and e e G e gy, 10 any

Starting o Mo Small Bosle Program
Ter stonk seritbng o ey paoggeans b Soall Basbe, o0k G e e Pt ek st pypaing, 1, iy

chance, your di oot see the Feitor pome, click e New Dl ||1\ Lu Wies Fibe gyrenips on thae
taclliar. A Dikank it will apgwear,

Opening o Small Basic Progrnm
Toropen analmweady saved Saall Basic progam, D steps e as pives below:

2

Click the Open hul:luu‘ i T File gronp.

Thie Open dialigs box appears (g 6,01,

s el Hi

S i d 4
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gelect the deivee and jhe
flder, select the file, and
click the Open bution,

saving @ Small Basic

program

After you have created

program in Small Basic, Vi

can savé it through the Steps

given below;

1. There are two buttons in
the toalbar to save the
program: Save and Save

o P |

2. When you click the Save
button for the first time,
the Save As dialog box
will appear {Fig. £.3),

1. Select the drive and
then the folder where
you want to save your

program,
4. Type the name of the
program in the File
name lexi box and
click the Save button. A
file is created with the
extension sh.

Now, when you make

changes 1o this program,
clicking the Save button will

automatically save the

mor T ;’:"W
lock i | | st e o " _—:i ﬁl.:;_ "
s L
e |
=
u:ﬂ e gt £ e
“-"3' and the alder |
- !
E Click Open
- p———— .
il "
——_ B 3 CE
L =T

Fig. 6.2 Open dialog box
==

Bimmn e
e (MR O ke i
X L ._
Heeep Prr ﬂiii;;:hﬂb Lot chitem EJ
| II' e che heldier, L

Fig- 6.3 Save As dialog box

modified program with the same name in the same folder. If you want to

save the modified program with 2 different name, use the Save As button,

OXFOET
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If you try to exit Small Basic by
clicking the close button |G

without saving the program, Small

Basic will pop-up a message box

(Fig. 6.4} prompting you to save the

program, discard the changes, or

cancel the message box.

Erecuting a Small Basic Program

After writing a program, you would like to execute or run it to

Hrhulhhﬂdﬁiﬂuhﬂﬂlbﬂﬁ:dnﬁm’
LHETUREE ETTIPS Sis ) BT S

Tha oreeg i yow drn chetareg Fal Bemr rroad el
b Ton o e semaied i o prer o Pdin b olsnied Par P B Dirwl o clrmee B iy

e o =)

see its output. The steps for doing this are:

1.

L

Click the Run
toolbar.

s=rnl button in the Program group on the

ol

Fig. 6.4 Save message box

(" Fast Farward @

Press F5 on the keyboard o

run a program.

2. The output of the program appears. To close the output window and return to the program,
press any key or click the Close button on the upper right corner of the window,

Creating a Small Basic Program

Let us now write a simple
program in Small Basic.

In the editor pane, start
typing the code shown in
Figure 6.5,

Motice that line number

1 is already present in the
editor. After typing the
code on the line, press the
ENTER key. Line number
2 appears automatically.
Similarly, you will get line
numbers 3, 4, and so on.

s et B (= [ |
JE g e

I T T e e ——

B Pmmy o Tyl i, K[ )

§ TeatHicdou, birltem |r.||:‘r|- Linl

o

Fig. 6.5 Program in Editor

As you type the code, the help area provides useful information, In Figure 6.5, the help area
shows an explanation about the WriteLine() command.

As you type the first line of cade, you will notice a
happens due to a feature called Intellisense. It is meant to help you insert the right command

in the program. When this list appears, you can move through the list using the UR/DOWN
arrow keys and make a selection by pressing ENTER,

OO
a m B EEE
Bl oS oas
N s T = s e S

a0

popup window appear (Fig, 6.6),This
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JUES - - D%

e ':"""" hEE Sanrdu B ] -:'ln:lﬂ‘-

-;%mﬁﬂnmmwqu.“ﬂ i | | f"ln- peE
1 TexUhlndo. -.| I;o ‘
e = | |
" Top WiiteLine \
Wriles b ow mygrmihiey
'F e 10 The Yead window, & htELl ne
n Writeline purvy L chupacter will nlulﬂmp-h-ll.-::
I e nged 1o the whisdpm, A new line
| ":, hﬁﬂlmmﬂh# mrr:ﬂqu thit ise s welll he appeenled e ihn
| 1t--t“ mevl tee agmettery bl an thal the sed time
I —_— i§ whmEn 1o the T irihlng b wii Bl Bn 18
Hﬁhthﬂ H-iu

e .l
0 _‘m

Fig. 6.6 Popup window showing intellisense feature

» Mow execute the program by clicking the Run button, =5 Vs

The output window appears (Fig. 6.7}, , Top Tip Y
» Type in a name and press ENTER. The message (as « You mant be Bamiliar with the

given in the program) will appear, options such as Cut, Copy, Paste,
» To return to the main window. anv . Unda, and Kedo These function

. press any key on the can be uwsed vo make typing a kng
keyboard,
program easy.

s« The editor uses different colours for
comrents, objects, method names,
and data used by the abjects. The
colouring helps in identifying any
mestakes made during typing.

87 AL OMY DinkaopSenat R programctal s = - 5

Fig. 6.7 Output of the program

ELEMENTS OF SMALL BASIC

You now have an idea of what a program in Small Basic looks like. But before we create more
programs, let us learn more about the basic elements of a programming language,

Some Rules of Small Basic Programming
While working in Small Basic, you should remember the following poinis:

* All commands must be spelled correctly. For example, if you lype Wr i teLn instead of
WriteLine, an error occurs. A command is also called a keyword,

91 OXFORD
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* A keyword is 4 reserved word, meaning it cannot be used as anything else, '-'1“_"5'4' than a
command. All computer Ianguﬂgﬁ have a SFII.?‘I.'-IIFII: ol of I.;E}Wrdi Small Basic has 14
reserved words,

amall Basic is not case-sensitive, meaning it does not differentiate between upper and low,
case letters, This means W i teLine and writeline are the same. But it is good practice iy

follow preferred case styles in programming.
* Small Basic ignﬂre-g all SpAces; FEDWE'I;E'I' spACES |'I-E"i|.'l o make the [ﬂr_‘re l"EEI.d.'I.lJiE.

Constants

Constants are the data or values that cannot be changed in a program. Based on the: types of
data stored, a constant can be of the numeric or string tvpe.

Humeric Constants

Numeric constants include the digits 0-9 with ar without a decimal point. It can be a positiv
or a negative number, Addition, sublraction, multiplication, and division operations can b
perfarmed on such constants. For example, 1234, 56.43, and -12.6.

String Constants

A string is a sequence of characters belonging to a character set, for example 'l am in class

] Y 3 o . i
&', Every computer language consists of digits, characters, and special symbols that form i
character sel,

In Small Basic, string constants can include numbers, letters, or special characters enclosed

within double quotes. For example, “This is a string constant!”, “123 Fun reading”, and
“+929899555555".

Uariahles

A program warks on data-number, text, date, or picture. This data has to be stored in the
computer's memory 5o that it can be changed or called up during program execution. A
variable is an area in a computer's memory that has a name and that stores data temporarily.
This means that you can change the data in the variable during program execution, Now, can

you guess the variable used in the program in Frigure 052 Yes, it is Name and it stores the
value Sumaira Figure 6.7,

Rules for Raming Variables
You should keep the following rules in mind while naming variables:

o A variable can only include letters, numbers, and the underscore characior,
& The first character must be a letter.
o |t cannol be a reserved word of Small Basic,

FORD
A N e a2

o 5 gEER BN i
B BRE EREE & i il

REE
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Lo

o 11 o variable name consists of mre g one
pppercase better o an underscons characjer,

wosred, the weares are jolned toggether using an

o Varlable names should be meaningful, i.c. it should ielentily the information stored in the

wariabibe. Fore example, StudeniName, TotalMarks, and Employeesalary,

ypes of Uarinhlas

Th|_" I:ilrrL"fEI'it rrl-h:ﬁ I-.Ir ?ﬂﬂﬂhl{"ﬁ ﬂl[‘rﬂ_ﬂﬂl TR Ih‘-" IIFF’LI .”1' iﬁf‘ln’nd””“ H!I]ﬂ'[l i" |_|Ir!|1'|, Tha thedia Friakin

s of variables are:

« Numeric type  This type of variable is used to represent numbers thil can hee useel in

calculations. it can be further divided into:

= Integer type  Uis wsed bo represent o whole number inon-decimal numbser). Examples of

swch numbers are 56, -B7, and 32450,

-» Floating lype It is used to represent numbers with o decimal point, Examples of such
numbers are 45,67, -187.23, and 1.1415.

+ String type  This type of variable is used 1o ropresent 4 list of characters. It can be a name,
a slring of numbers, a sentence, or a paragraph, A slring is always enclosed within double
quotes, A few examples are "Small Basic Program®, *GUIY, and “23434768506".

Dperators and Empressions

Operators are symbols used 1o perform certain lasks on varables andfor constants. There are
three types of operators-arithmelic, comparisen, and logical,

An expression in a program combines eperators and operands (variables and constams), The
expression having arithmetic operators will result in o value, The comparison and logical
operators in an expression will resull in a true or false value,

irithmetic Operators

There are four arithmetic operators that can
be used in Small Basic (Table &.1).

An arithmetic expression may conlain more
than one operator. In such cases, Small
Basic follows an order of preference of
aperators for solving the expression, This

order j5:

L. Parentheses [}

L. Multiplication {*) and division 1/}
3. Addition (+) and suldraction i)

b

Tabile 6.1 Arithmaetic Operators

a3

S i e

L=t

Anliliticn
Stibsraction
Ahubtiplication

1 Jiwvisiom

o4 4 15 | 1

W - S | 42

! 25 %4 1)
! CES I Y o |
. ouow
- _‘l " ormn
oaE mm
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Table 6.2 lists some examples explaining the solving order in expressions,
Table 6,2 Solving order in exprossions

b+31%4 Mull:lphcalm is pﬂrfnrm!;ml first nnd then addition, &

8*3/4 As both DFIZF-'llt-;!-In.ﬁ -.-qum preference, the expression is solved from | &
b right. 5o, multiplication is performed first, frsllonwed h}.-' division. .
12/(2*3) The expression in parentheses is solved first, followed by division, 7
34-12+11 | Asboth 1-"F"'!T:"t'l'ilr! hawz_m_qiml_ptﬁn;m:thc pxpression is solved fram let 33
! 1o right. So, ELﬂjtr:l:L|c_:-I|_|s Fre-:[unﬂed first an_|:l lh-u:-n adidition.

Comparison Dperators

Comparison operators are used for making decisions. They are also called relational operatos,
The six comparison operators in Small Basic compare the values of two expressions. Table 6.3
explains these operators taking A = 13 and B = 18, as examples.

Table 6.3 Comparison Operators

T Top Tip fu,
k|

| Operation Example | Result |
m r "’F The arder af
> Greater than | AsB | false | o ferences In comparisos
< Less than A<B true OPEratorns is
»= Greater than or equal 1o A>w B false _ :
<= Less than or equal 1o A <=8 true <
= | Equalto A=B | false =
| <> | Moteqgualto | A<>B true | >n
Logical operatars Tahle 6.4 AND Operator
The logical operators are used to combine .
two OF more comparison operators. There [ Example Result |

are two logical operators in Small Basic, AND  |ASBANDA<>C | | false AND true = fakse

and OR. The AND operator returns true if both [ Ac=BANDB = C ud .-’-.hD rﬂm S |.,|m

the expressions are true, otherwise it relurns = :
false. Table 6.4 shows how the AND operator A=B AND A >=C | hl“ AND false = fabe

can be used, considering A = 4.5, B=9.7, and k:"'b_'_in__l}_f'nHDE'iE I’Uﬂ""-“_ﬂ"}ll-lff_m
C=70.3.

X FOILTY 04
E E B BEEE B [ .
EN DES _EEEE mSo o T I_'_‘
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L N — fli;:;i.lh'} Tahibe 5.5 € Cperatar

J':al'lﬁ'ldﬁ'q' =3, B=9, and ¢ - 13 fowr

H Tahle 5 L ) =
t explaing using the QR : I = ol
o PacRlor. AsBORA<E  false OR th = trae
gtring Concatenation A<=HORB=C  troe R s = i

string concatenation means 15 join o, stringto (M "BORAZ=C  false OR falu = false

another. The concatenation or ; ini F : :
T jsa plul sign (4. Fﬂ;ﬂamplﬁ FHMING operator =B 0ORB<C truee CIF toue = frue

nateds
concate Ering = "-I_.zal'ninq Small Basic® & ™ iz Fun!®
- B

small Basic is Funl.

pommeant

3 :}sz"‘#‘ﬂiﬁ;ﬁﬁ“miﬂg the comment statement is used to provide an explanation about the
' ; programmer, the same ar any other, to understand and modify the code in

the future. Comment stalement A j
anly in the code, » are non-executable and do not give any output. They are seen

In Small Basic, an aE}Dﬂrﬂ:phe () is used as the comment symbal. Anything written after the
cormiment 5-'!|I'|'I'ﬂII| will be IEHI'.U'-Ed h'!,r the comgpiler when you run the program. For Examp[g_

‘It calculates the average marks
‘of the entire class

You can also place the comment on the same line as the staternent, such as,

RollNo = 15 ‘class roll number of the student

Dbject, Property, and Method

An object is the fundamental building block of Small Basic, TextWindow s an object—it is
I a window that displays the output of a program. Small Basic has a number of such objects.
- Dbjects have both properties and methods.
- A property describes the object, and

A method is an action that an object can perform. In other words, 1t refers to the command vou
'EIFT"E' For example, Weite () and WriteLine () are methods in Small Basic. '

To set the property of an object, a dot rule is used in the following manner

'.hhjE:LHEmE1PEIJPEIt.}'HEIﬂ3 = PropertyValus

g5 >
i = Hi =] & Hﬁ!EEE
[ -] a A mEEE @ =
Em d EED DEEE NES =o
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A g

Where ObjectName is the object, PropertyName is the property, and PropertyValue is the ),
You want 10 assign to the propery,

To type a statement using an object and a method, use this rule:

ObjectNams.Mathoddame (MethodInputs)

Where ObjectName is the object, MethodMame is the method, and Methodinputs isfare the
input data needed by the method to function,

A common object used in Small Basic is the TextWindow ohject. The WriteLine{) method is
used with this object to get the cutput in the output window. For example,

TextWindow.WriteLine (*Learning Small Basiec is Fun'”)

The execution of this statement will result in Lea rming Small Basic is Fun! on the outpul screen
The WriteLine() method automatically converts a numeric value to a string for output, You
'-'-ﬂ"'_3|5ﬂ combine text with a numeric value by using the concatenation operator with the
WriteLine() method. For example,

TotalMarks = 350
TextWindow . Writeline (*Total Marks = " 4+ TotalMarks)

Running this code will show Tatal Marks = 350 an the output screen,

Mote: The WriteLine() and Write() methods are the same excepl that WriteLine( ) after printing
mnw.rl._the pointer to the next line while Write( ) after printing makes the pointer stay on the
same line.

To read input from the user, Small Basic has two methods that can be paired with the
TextWindow object. These methods are:

= ReadMNumber() It allows reading numeric (both integer and floating) input,
ValueReturned = TextWlndow.ReadNumber [ )

* Read() Itallows reading string value as input,

ValueReturned = TextWindow,Read( )

When the user types the requested input and pr the ENTER kev. th b
ValueReturned accepts the value entered. Y. ihe vartable

math Library Functions

Small Basic provides a Math library that contains many functions to hel ; :
U
calculations in programs. Some of these are discussed in Table 6.6, EyRaNR R

COXFORD oG
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Table 6.5 Math Libary Functicns

2

Bxample

o LHNT
Math.MaxiAgl, Arg) M compares. twio numhers aned retrmns

| the greater af the b pumlers,

ath.MIn{ATE1, Arg3

path B 8] i COMIares twa |1|.||'|||_H.'_'r:-. angl meurns
[ o _I:h:_.'_fmulh.-f e he lwo numbers.
P T :

M _!I_H:-lurn:. the value of P,
FloorAml [T ——
math gl ) W retummns an inseger that is ess than o

_— !EF"im ”E specifind docimal number
B2 | It gives the remainder obtained when
two whole numbers are divided.

m.HEmainﬂEﬂ.&rEl, Af

Rt

Math.Maxili, 6] = 96
! Math Mindi, U6 = 5%

i ."-'I.Hh-.l"'|= 1.14159265358979 |
Math Floorn35.43) = 35
M.‘Hh.]’-irp::-rl‘j?.tl-*j;l_ - 07

mMath.Remainder(20, 31 = 2
path.Bemaindens, 2) =1

you have Raw ol an id[‘rﬂ about Small Basic and the basics of programming in this language.
5o shall we write a few simple pragrams in Small Basic? Let's begin!

grample 1 ash - £ Remtncd LeytounfiBock SUBS - Chagier § Smusl RasciSmal Bisx programitaZash I_—_i
_ L TN inbe e e i e 7]

Write a program that 3 Mams = Testhlndon. Nuad( }

accepls a wser's name and ¥ Textuindew.belte {“Unber your age =)

: i & Aps = TextHindos. Resdisaber] ]

his'her dfe and primts them 8 TexTiindoe sritef Fi, * & Mama + "1 lusk get fo know yin &Fe ")

wi-l_h A F"-u.FE-_r m'EEEEEI'_". L] r"ﬂi"-hl'-“"l“hi"lil"l & T yEars l]‘l.ﬂll': I

soiution Fig. 6.8 {3) Program code

Let us write the code shown in Figure 6.8 {a).

Run the program and enter your

name and age, in the output window
|Fig. 6.8 (b)]. You get the name and age
with a proper message as output, Notice
the blank line in the output due to line
number & in the program code,

Kyt Back 8106 « Chapte § Sl Bavicvimat _ [ o | ]

':'.EI!I'I sl

Fg. 6.8 (b) Program oulpil

twample 2
Write a program in Small Basic that accepts the |I'.'H:|:',||'I and breadth of a rectangle and displays
its area and perimeter,

Solution

As you can see in the code two variables, RectLength and RectBreadith have been introduced.
When the user enters the values for length and breadth of the rectangle, the compuler reads

97 OXFORD
L] o Em = oy
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Phe imibwers gyt ).

h LT LT P T A T Ty e ||-||.l..--.n.ﬂml.-----l-h--|--r~|-1“"-""' |
i i

"“ll-‘fll';“ll.i[-l':q ““n | R LT reve ryepawpepyy sy P U DI E |
et anel pehinetor o b s, VL Ay QT al

B Twwbbdloglins b (i | dulei Tlie leballl ol "
thl'l “-Ih 1'«“.Hh" 'II-" |!-||| ”-"l| i ey fiwadih PEsinii ke Hualliistal | |
¥ i ey b oAEE = W N el Y W TRl
Iallumy LATER ATHRTTVYAY | 8 v el b e | gkl 8 B Bemalib

Ve N ka Kol iy 10 L. LECL L T AreTe)
Area = Riyg I|L'|'|Hq|'| ¥ IR T (IO TER LU L L L T T
Rectireadib '
Perimetey = 0 iy, fe, 0 Gap Pongggaann d vty
i
(K |lt‘11!r,||l b Recieadig _
e L e mlﬁ'ﬂ“-l--lnqﬁ

Thee ares anl perimeter values ae thien (et
i the output wingow,

The program code and et e shiowwn in
I PHUTSHCRLERVRET, T3 i {HTTE PRI I [y Fivedy,

i, 1, 1] |'|1||-||.||'|| |-'||I|1||I

'||
PRACTICE TIME ff
)
Dreena has been skl tos it Progeamy i Sl B oo s sty ] [Mien Lty 1)
1:'iﬂ'-|-"r and the stvwaller number in e outpor windos Wiat woudil Dies coie ksok ke
i“'.:“ LITH:IH s i s 1 sl i am e U | ooy Rl B,
'I I'kll.lrll.llhl.l!'lll.lﬂl:lt |'|l'|....lll:l'l'.'“"|.1 | 'I'.Il'll'lll'l.lllr. Pisfledi | i wl ek ]
FE I T L ¥ TS PO [N L R
1':"“1” PRk I'Il"1'||'"_ll:l_ II.Iljllpl I.I :|II|".|I|.I 1 EiwlElmlias W e L §opand pessal wmy ]
B B o FeilEliilis 8o Pielmi| j
s reacd by the computes v 4= Pt B, b
ol o= Malh Winla .l
2. Soowe start wath the Write { ) and ¥ eaibinbne U V" 10 By malier Th ©000)
B el Wi i i, il amil |ar pealie |6 " § ,|4
ReadMumber | } commancs = - B - '
1 The computer has to then Fije. taia)
compase the two numbwes Lo
firvck ot which s the bigger andd (e svallor of ehie twes ] thi post i For that wae use
the math functions, MathMas s MachMan Tha ,
' ' * 1Al DA g Datathmint | oo | st ekl
wi havve 1o miake thie comyputey prot in i by ouepais .
wandow, for which we wse the SWeited s comimand
& See Figure 6{a) for the code Save and paess 5 o mm . - .
the program, The output will appear as shown in
—— Fhge. Gsils)
OXFORD Hi i
ERITERMIE PR ] [ ] (-1 (1] [
[~ ] E EEEER = L
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rgments in Small Basic
a

51 in Small Basi alements.
gatements i STall BAsic are the assignment, conditional, and the looping stateme

i;.'.l'l““-'"t statement =} assigns value 1o 5 varfable, Some examples are:

s R
gantiame = Mamahil"
st ecPhione = “378-6390ge
—F"I
BY  _avarage = BT.S

sE&
= L

i i . scussed
vou will learm about conditional statements here, while looping statements are discusse
-+ EIJH i
i

gHOITIONAL STATEMENTS I SmaLL pasic

jmes, you MIght Want 3 program to perform different functions under different condiion®s
e use conditional statements in such cases. The If statement is one such conditional
ctaterment- They are also called branching stafements. Branching statements in a program
sfy an action 1o be taken when a condition is met. It has various formats which we will
fiscuss one by one in the pages that follow,

f-rhen statement
the Ii-Then statement is the simplest conditional statement in Small Basic. lts syntax is:

r# |gondition) Then
{Srateménts Lo be executed Lf the conditicn is true)

endIE

The words If, Then, and Endii are reserved words as they have special meaning in Microsoft
small Basic. The word If is followed by the condition. The condition should be within
parentheses, The condition is followed by the word Then and the statements to be executed

if the condition is true. The EndIf word comes at the end. This tells the computer that the
conditional execution is over. Between Then and Endli, there may be more than one statement.

fample 3

To illustrate the use of the 1{-Then statement, write a program in Small Basic o enter the age and
display the message stating whether the person is eligible to vote and to apply for a driving licence,

Solution st e o i s e et s —|

1 IpaTHErScw Wrilel Late- gour age -]

1 age = et Feke Kbdasmtar|

i BF fage v BE)] Thew

#  Testsdndee Wrlbsl ke [“CLIgEls Eo vaze"]) |
3 Tetsindsserlosbes ("CLIEWS 10 apply o @ drjeing 1lisies™)

i el |

The program code can be seen
M Figure 6.10(a) and its output in
Figures 6. 10011 & (el

Fig. 6,10(a) Program code

a9 OXFORD

B LEfviagni e m

.. E= E'---H= ‘

" L
I..l.. i s mEm
N Al mEE B®
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Fig. b 100c) Program osulpiul swwhen age = 15

Fig. 6.10(0) Program outpat when age = 1

If the user enters 34, the program checks whether it is greater than 18 and displays the message,
on the output screen [Fig. 6. 10011, If the user types 15 (less than 18), there is N0 MESSage an the
oulpul screen [Fig. 6. 10(c)),

Please note that you can use the H-Then statement multiple fimes in a program.

For example, here we could have added the following H-Then statement after Line number 5
and before Endlf:

If {age < 18) Then
TextWlindow. WriteLine ("Neither eligible to vote nor to apply for a
driving licence)

However, there is a better option to get the same result and that is to use the If-Then-Else
satement.

" Did you Enow?

If-Then-flse Statement Notice thax the
The Ii-Then-Else statement goes a step further and also helps us “-‘::;‘""“ l""';""d’-':‘ :*l““'-
1o specify the action to be performed in case the condition results r:d:nmu:'lri E b

false. This statement can be used in the following manner: bt good practior t

If (condition) Then indent the statements

SEALA g R 3 i between two blocks. This

(Stacements Lo be aEBcute 1T condliclon 18 true) ﬂmpmundt‘rmd[h
Elge structure of the program, and

(Statemants to be executed 1f conditlon ias falsa) finding errors will become
Endlf £asweT,

Let us understand this condittanal statement by moditying Example 3.

Evample 4

Write a Small Basic program 1o enter the age and display appropriate messages showing
whether the person is eligible 1o vote and to apply for a driving licence or not.

Solution

Nolice the change in the program in this case. The Else statement is added before EndIf which
specifies what message 1o display if the age entered is less than 18, The program code is shown
in Figure &.110ak

EEEE? = ] T = 100 i
@ B B EE@DED @ = g 8 !
W mEE BEERER BEED D a anl
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wow, if you enler 34, e -
E'l'.'ﬁ'ﬁd MEssa ) i L ST rh_-.--....g_.:.-;..-_,_"_ P
rhll'-"ﬂ:' L -Ll-"ﬁ- T T T e
appear on theoulput. | - reea et |
croemn ‘IrIF B 1 TibsH, S Vrwikledor. e iteniae (HilgEkls bn et
; : ¥ VAl e eline (TR gikls ks applp Gae & Peleleg 1ee
as in the previous " tine - - -
F g B s I [ i § 1 s i - L] |
axample. If you enter L o i R :

15 {value less than 18),
u will see a message Fg. 611040 Program Cesle
in this caze also, as shown in Figasre 6.1 14c1],

3

B DUt et et A - g § S B’ ol e e - |

- | ]
Flﬁ. E.I.I“'“ I I'-::lurﬂm |:I|J|FH'-|: lI'I'|-||'.T| e = _:I-:I F.I':' 104 F'”ﬁ_!r_'ln-' I'".I’rrl.ll wihems s I3

PRACTICE TIME ),

The Math veacher of Class V1 has rasked the soudents with WIItinG & Program in Srmall Basic to find
out whether a given number 18 clivisible by 3 or nat How should They srocesd?

SOLUTION P L e eyt RS- gt et . |}
B Bewgiiisde, WFiqa[ - inter & muEkse © | |

. h : ia LR L T T S s e

50, whar we hawve todo here 15 to create a g i i i P g

. R - i 0 8 = F] Peew

program whach will first ask the user o | 3 eomebtosriteiise i1 i3 alebiinle By 7

i i k & Hhuw

IMput & number. The computer then should [ 7 Pentiiade weitetine (TIt iy set dledeinde &y T

be made to read chis number and divide it § e

1:15.' 3 o find out whether i leaves Belvng
a rernainder i1 it does not then it should
|:|I".,r.|l:|:.- the message "It is clivisible by 3% and il & does then i

Fig. talci

should display "1t s not diviible by 37
1. Mow, the prograrnming coge [or o will be as gaen in

Figure G{c). Type it owt i the by _
" . jl!.:. 'I'lrll h"'l““"'l'l III.. l"'llllll_' I:"l. I
4. Save the program o
I--| Ih'.-.-_luq.r-.__u-'_ :.'-l_""'.._-\_.,-_

3. Press F5 o nun the prograrm. The outpus will appear a8 in

Fipures &{d) 2nd 6ie)

Fage, dulep M b pi it divdsilale —_—

101
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If-Then-Elself Statemant

This statement is used when you need to check a number of conditions in the program. lis
syniax is:

If (condition 1) Then

(Statements to be exacoted if conditiom 1 im Erue |
Elself (conditian 2) Then

iStatements to be axecuted if condition 1 Ls false and condition 2 is
LEwe)

El=zalf {condition 33 Then

{Statements te be executed if condition 1 and 2 are false and conditige
3 1= true)
Else

(Statements to be executed if all conditions are falsae)
EndIf

EHample 5 p— B g,
; _ | | Marks | Grade |
Create a Small Basic program to display the grade based on the marks | 451-500 e
scored by the student, according to the table given alongside; | s —
0150 H
solution 351400 | _
This program explains the If-Then-Elself statement in Small Basic. (3m=-3s6 | D
There are in all five conditions here. Sa the I staterment is followed 1300 | E

by three Elself statements, then an Else statement, and is closed by
EndIf. The program to calculate the grade based on the marks scored is shown in Figure 6,120,
while the output window [Fig. 6.12ih]] '

displays the grade when marks scored priiesh - BVt Mirybmarsilorik $000 - Chapher § Smalt S |_
*This pregram reads ihe fotal marks ard orks oot the
are ].ﬁ,ﬂ_ “gradr golienved by i seudens B
Tewthlndow Write{ Inter the total =arks |
Farkd = Terthlndod. Beadliiusser | )
Il (Marks » 450 Then
wrade = "4~
Uilsenl [Marks & L) Thes
Grade = BT
Llenlf [Marks » =0} Then
Grads = "¢
Eliel# [Parks » 300) Theq
oredes = O
[ |
hrads = "~ I
user enters the input as 360, the ik
If the e i Textitlndow. WrlteLinef “Grage .

program first checks the condition Marks - . i "+ Grage}

R

-
=

=
it

Fig, 6.12(l) Output window

i
EEG

-
-

- ; ——
= 450, which returns false. It then checks Fig- 6.12(2) Program code
102
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the condition Marks > 400, which is again false, Then the condition Marks > 350 is verified,

w-hi::l_'l_relurrﬁ true. The program then assigns the value ‘C’ fo the variable Grade and exits the
conditional staterments by moving to the Endli statement.

ik s :

Program It is a sequence of instructions written
o perform a particular task

Statement  an instruction in Smalf Basic

Expression |t combines operands (variables and
constante) and operators.

Object An object is the fundamental building
Keyword A word that has special meaning in block al Small Basic,

Small Basic; it is also called & reserved word, Property [t is an atirbute of an object,

Constant a2 va!ue_ll'bAtdnE. not change during Method A method is an action that an object
program execution

g can perform.

Yariable  a named area of memory used fo store  Syntax  the way in which a particular statement
a value termporarily should be writhen

Operator  These are symbols used 1o perform
certain asks.

Memory Butes

* The Small Basic screen has all the wools 1o * Small Basic has many chjects. Qbjects have
wrile, run, and debug your code. both properties and methods.

* Both constants and variables can be numeric = Properties describe objects, and methads
andd string, perform functions on ohjects.

* The assignment staterment assigns value to = TexiWindow Is ane object in Small Basic.
variable. *  The WriteLine() and Write) methods are used

* The four arithmetic operators are +, -, *, and /. to pet the oulput an the screen,

* The plus sign (+) is used as a concatenation = The Maths library has a large number of
operator in Small Basic. functions for mathematical calculations,

* The comment statement is used to give = The two input methods are ReadNumber(),
explanations about the code so that for reading numeric values, and Read(), for
modification of the code in future becomes reading string values.

BASLET, * Conditional stiements are used when

* The comment symbol Is the apostrophe ('} in you want the program to perform difierent
Sormll Boikic. lunctrons under different conditions.

L 103 _ OXFORD
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Objective Type Questions
1. Choose the correct oplion.

2. The arithmetic operator not used in Small Basic is

o+ i, * i, A L
b. The oulput of the arithmetic expression 6+ 5* 2 s

L 16 ii. 22 fii. 20 v, 18
€. The output of Math, Remainder (30, ) is

L 3 ii. & ii. 5 v, 4
d. The symbol wused for Inserting camments in a program is

" i, ! fii, * v,
& The method used to read numeric value during program execution is

l Humber( ) il FeadMumber| )}  lii. Read( } tv. ReadValue( }

Descriptive Type Questions

1. Answer the 'Fl,‘.llluwing_

N

7

What are the main points 1o be kept in mind while working in Small Basic?

What are the rules for naming variables?

Explain the two lypes of varizbles in Small Basic,

How will you write a comment in a Small Basic program?

What is the difierence between WeiteLina () and Weite () methods?

What is the order of execution of an arithmetic expression if there are more than one arithmetic

Cperatos.

Programmers oflen use conditional statements when coding, Based an what vou have learned

about conditional statements, evaluate the usclulness of the IE-Then, If-Then-Flse. and 1f-Then

Elself statements,

For each one of the examples given below, distinguish which operator would be useel, Glve

reasons for your answer,

e Given that Sajidis) is 10 years old and AmirtA) is 11, analyse the statement: § =< A

o [10%4)+ 6

= Ali (A} has 10 chocolates, Bilal (B) has 23, and Sarwat {S) has 35: analyse the stalement: AB
AND Bo>b

Your teacher has asked you to find out how many students, under this age af 14, bwing

lunchbdxes from home, Write a program which collects the data angl displays the desired mapd

OXFORD 104
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Applicatinn-ﬂised Questions
3. Sami hat written a program in

I S ————— T TR L L
Sma“ E:‘EIL n-'ﬁ EI“'l'n I-LllmEﬂ-irEE_ i'ii::lu|r.p-.1l1|.|i'|h'.r! Al e "
| . 1@ = ira] i, b ot |

wWhat will be the cutput of the AL et et SRR

program i the inputs are: . b et betamter

i, 10 and 3 & gEtlet = Hah, Flesardc]

T remalndes - e, bl rdier| s B)
ii. E‘D' End i B B ok el o] T atlend af * e @3 T s Boe T 16 = & qealisnT)
) ) | w Baw i, e e ", e remaledés B8 7 b Femaladec) - ™

b. Sami starts writing a stalement in —_— i

the editor. EUI:MI'_'M}' A pop-up window appears, [ e —
as shown in the window an the right ' m bl [y o
i. Why does this windoy appeart — IL-;‘IIl :-+ =
fi. How will you add a commane in the an m"“";ﬂ 3
pragram using this windoe? R —
c. The Math teacher has asked the students of e
Class VI 1o write a program in Small Basic Iﬂmh
for finding the area of a trangle, & square, 4 ;“.:.".;
rectangle and a circle, Anam Is confused about _ ==l

which formula to use for which figure. Can you

heip her match the following?
b Area of a circle A, side * side
il. Arca of a square b length * beeadth
il Area of a thangle . Math Py ® radios ® radius
iv. Areaof 4 ectangle d. ¥z * breadth * height

d. A souvenir shop is giving a festival discount of
7% on all items in the shop, Rustam has written a
program 1o enter the amount, calculate the discount,
and the net amount o be paid by a customes.
i, Write the line numbers of the comment
stlemenls,
ii. Mention an ebject used in the code,
ili. Describe the working of line number 8,
lv. Mention two methods used in the code.

E IN THE LAB

1 The Computer Sclence teacher hos asked (e students 1o write a program that inputs the radius of a
circle and displays its area and circurnference with proper messages. How should they proceed?
MNole: For the value of P, use Math PI(),

a8 5

| 2 TR progro sk 2R ieR e s Tefal A
i mndcalrlane THiggi! vl Nef Aroa o
1 Vel el L] Titer ihs boral dsmei™)
L Tordibsel s Tryistnds. isadiospes] §
L Oleciard = Tobsldsciat * @, 0if
& iarhsset = Talaltsmied - OLpcount
T Teurdindes B=iieiies ["DLa0enT = ° & Blecouat]
# Tertilndew wrivel e~

|| FRashilmdge  LFiTaL Ine( "list dnsari = ° & UgkRmaara |
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2. The Science teacher has asked Rubina o create a program that will convert a given Fahr¢nbu;|t...h
o Celsius, Can you do the same taski
Himi: Celsiug = Fﬂhlﬁﬂ'ﬂ&'ll *9/54+132

3. Saboor's f':lfhl:r wants him to write a program to caleulate simple interest, if P is the Principal
armount, K is the rate of inferest, and T is the fime in years. Can you help him with the task?
Hint: Simple_Interest = Principal * Time * Rate of Interest { 100

4. ;:I: class teacher has asked the monitor of Class VI to write a program in Small Basic that calculuy,

perceniage of attendance based on the number of days a student is present, Create a similar

program for vour class,

Hil'it_Fen:E:nl:lEE of Attendance of a student = Number of days a student is present / Total numbe g
days in a month * 100

3. A local jewellery shop has announced festiy T
= ko | e : I l"%
discounts on purchased ilems based on the given i Purchased Amtn.l'l! _____Dm
table. Write a program in Small Basic that inputs the | 50.000101,00000 | = 1%
E!Jr-l:h.'ls-t'd amaount, and calculaes and displays the E ,00,001 to 3,00,000 1.5%
rscount and the net amount (Purchased Amouni- R T e e M e
Di ot r_z-,m.l:rm 16 5,00,000 2% |
| 55,00,000 2.5%
GROUP PROJECT:

M5 Small Basic has gone thraugh many changes over the years and has been known by different nams
such as BASIC, OW-BASIC, QBASIC, QuickBasic, and Visual Basic, In your group, your lask is to
discover the similarities and differences hotween thise earfier versions and Small Basic. Your finclings
should be presented in a proper document designed in MS Publisher, This reflective research can glve
EILHIE as to how quickly progrets has been made and perhaps show the next step for technological
evalution.

%5 TEACHER'S NOTES
» Demonstrate how 1o download Small Basic from the Website hitpuifeew smallbasic com.
» Give appropriate examples to explain the different formats of the If statement,
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The Internet as a
A Post Office

,L#Ir,l.nurmm'lltm.' iy
frend akeem in Karachi? it
hs pard ey reclay and | forgos
a card I cheve any way |
) can st e v @ Garg?

O erawrse von cand Daes he Wl
huve 2 evmad address? You
_can send him preering by

Phemer e wiien [am e (U
help pou opén an grm dCCEUnG
and send phe mesEIEE

Yex he does Bur | don'e

_ I have néver used email
--_‘_‘—l_n.n—

The Internet is a woridwide network of millions of
computers. [t is a medium for communication, research,
and exchange of intormation. The Internet provides various
services including email, file sharing, online gaming,

4 ; ol . et Terms and Addresses
advertising, marketing, and many more. Email is one of its gt

» Emal Services

st WEIjEl!rl used features. « Information Eetrizval
« Education through the Intermet
INTERHET TERMS AND NDORESSES + Finding People on the Intemet

In this chapter, you will learn about the features of email in more detail, But before we proceed
further, you must understand cerfain terms associated with the Internet,

Terms Associated with the Intemet

ISP {Internet Service Provider)  An Inlernet Service Provider or ISP is a company that offers
iEmet services to individuals and corporations for a fee.

. ys most telephone companies are also 15Ps,

107 OXFORD
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Modem Modem is short for modulator-demodulator, It is a
computer peripheral that lets users connect their computer
to other computers using wired or wireless telephone
connections in order to transmit and receive dala.

Web Page and Web Browser A web page is a document
written in HTML (Hypenext Markup Language). You can
read HTML documents on the Internet with the help of a
program called a web browser. A web browser reads HTML
documents, converts them to a form that users can read, and
displays them on a computer screen,

Website A website is a collection of Web pages with related
information. Web pages can contain links 1o other places on
the same web page, to web pages on the same websile, or to
Web pages on other Websites, They can alse contain fill-in
forms, photos, clickable images, audio files, and videos,

Warld Wide Web (WWW) - The Warld Wide Web, or
simply the web, is the world wide collection of publicly
accessible web pages stored on computers connected to the
Internet. It is easy to relrieve information from the web, and
this has helped o popularise the Internet.

| Did you Bnow? E
Warld Wide Web

The

was developed in 1989 by
Tim Berners:Lee. Earlier, users

cauld only view material on the
weh, Wb 2.0 refers fo newer
technologies that allow Dwo-way
interaction through features
likee blogs, wikas, and social
networking sies

A blog is a personal website
that is like a diary where the
owner writes regulariy, Most
blogs allow anybady to read and
cormimeni

Facebook and Twitter are
popular secial networking
sives. Facebook helps users
stay in touch with friends and
Farmily. Twitter les users wiine
shart messages called twerts for
anybody to read.

Home Page  The front page or index page of any website is called the home page. It has links 1o
other pages of the website. It is the page that automatically opens when a website is visited,

Uniform Resource Locator (URL)  The URL is the unique address identifying a file on the web,

Internet Addresses

Every file on the Internet has a unique address. There are two types of Internet addressing;

numbeer addressing and letter addressing,

Humhber Addressing

In the number addressing syslem, the address is a numeric address called the Internet Protocol
(P} address. It is made up of four numbers in the range O to 255, joined together by pericds

(dats), for example, 192.12.148.73 and 131.58.97.254,

Letter addressing

The letter addressing system is alsa called the Domain Name System (DNSI, It is toc hnically
synanymous with the LIRL. In the letter addressing system, the adedress consisis of lettsrs of

the alphabet, For example, oup.com.pk and hotmail.com. These addresses

domain names.
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The last three |'l‘-'-'-E_l'5 of the domain name are important
hecause 'fhE‘r' prnv:::fe Information about the kind of —
organisation to which the acdress belongs. The letter

When you enter the letter
qdressing system also uses twe-leter countrv codes. Sarme address in a browser, the Internet
examples of bath are given below: i sends the information to DS

servers that translate the leoer
' pom  Commercial organisation atidress ro the corresponding
i Ra ; ca Canada 1P axkivess, This processis calied
edu ucational institution ch  Switrerland NS name resolution.
gov  Government depaniment de  Germany
mil  Military pk  Pakistan
net  Network access provider o Japan
org  Organisation uk  United Kingdom
au  Australia us  United States

email SEAVICES

An email is an electronic message sent from ane computer to anather
[Fig. 7.11. The message can include text, pictures, and sound. You have

learnt about email service providers, and about composing and sending
email messages in class 3.

Fig. 7.1 Email

pdvantages of Email
Some of the advantages of using email are:

Speed Email is much quicker than normal post. A message can reach any part of the world in
a fraction of a second.

Contenl An email message can consist of only a few lines of text or of several thousand lines.
Unlike the postal service, the message is not charged by weight.

Cost There is no charge for sending and receiving email messages, even though the message
travels across the warld,

Receiving messages  We need not be at our computer all the time 1o receive a message. Any
message sent 1o us is stored safely in our email account.

tmail pddresces

For computers running in a multi-user environment, each user has a unigue username or login
name. The username, combined with the computer’s complete domain name, provides the user
with a unique email address. Therefore, the two parts of an email address are the user's lagin
name and the computer’s address, The user's login name comes first and is separated from the
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computer's fully qualified domain name by an @ symbal. For example, in the email address

alsan_company@hotmail.com, alsan_company is the username and hotmail.com is an addres,
on the Internet.

Features of Email
An email program usually has the features discussed below.

tmail Folders -
The folders are arranged on the .ﬁm—_l_.._ e 7 ey e ] : — = .
left side of your email screen Google EN & ~w
I:!-‘H' -'F':r:l" Sﬂm'E' ‘|m|'.lll]l1ﬂl'i|! [ H n- = =i i B -
fuldmare: Sl T— 2w W P U W ofme
— el Ty — i 5 S et i [ R
. . = e Py T b iy O - g Py T e caren
Emall "-IESHEE'Er E'hﬂ"i'l'll"lg lﬂ.” : ] it e L LY
unread messages as highlighted. | == =
Lo ]

Whenever you want to check
your email messages, just click
Inbox on the left side of your
email screen. The new Gmail

inbox organises emails into five optional tabs: Primary,
Social, Promotions, Updates, and Forums. These wﬂﬂ? _ﬂ
calegories order your mails and make it easy to read hotmail.com and live.cam are

messages of the same type at once, different domain names far Microsoft's
email service.

Fig. 7.2 Features of an email program

Draft It stores messages that you started o write but

(i I
have not vet senl. rve.com was Chosen by Microsalt 1o

show that it is pare of the Windows Live

Sent Mail It stores the messapes that you have sent, collection of services and software.
Both hatmail.com and live.com kave
Trash It stores deleted messages. now been replaced by autlook.com.

Contacts It stores email addresses of your friends and
other email contacts.

Commands for Working with email
The following common commands are used for working with email;

Compose This lets you create a new email message.

Reply You can reply to a message using the Reply command, which appears for every
message that you open 10 read.,

Forward This lets you forward a received email message to someone else,
Delete  You can delete old and unwanted messages using this command.

EHEEE a A @EE = - 1"1
= ® & msEm 8 = o ; w
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print  You €N 13KE 3 Printout of the mesgage ueine i cotion

iachment  This option alloys
ile along with the email_ This of

gow to Open an Email Account

you €an follow the steps listed hefoy 10 Open an email

an E!amp|ﬂ of an email system

¥0u t0 attach and send files, such as a Word, Excel, or JPEG
H0n appears when yOU are writing & message.

account, Here, we will take up Gmail as

, Connect to the Intemet and open any Web boowser, say Internet Explorer.
2. Type www.google.com.pk in the address bar and press ENTER. The Google home page

shown in Figure 7.3 appears.
3, Click Gmail.

4, The screan shown in Figure 7.4 appears. Click Create An Account to create a new Gmail

aceount.
e =
w | [l e e
(e o . e : R — e
R e R o gle
I{l-l-ll---l-l B
Opticrs bor Gl () g
Google
€ a
| A | h
Fig. 7.3 Google home page Fig. 7.4 Grail Sign in page
5. Fill in the registration form that appears (Figs. 7.5 and 7.01
L = vy g Ty " — i
e a— _;_.-.-"-.".':'l‘—_'—' . - L T e T
[ TP e p—— o m e o i -
fSa—— - 7%
.H"-I;!b- [— RS
bl g | L p— T —
= A - =
Fig. 7.5 Crmall mgjstminnir.lrm Fig. 7.0 Gmail registration form (cuntinued)
L. Mo s R
b « mEE EEES mee @A
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6. The Welcome screen appears next, as shown in Figure 7.7,

7. Click Continue to Gmail to get the screen shown in Figure 7.8, showing the Inbox of your
newly created Gmail account. The Inbox shows three mails from the Gmail team. You cap

click to open the mails and check their content.

=
— R — £ _ ':i"":_-_
r-ﬂl.*' O e e E sl o—— =%
——— e g s e e——— - _aF i
W T — e
Il 1
—— I ——— i - it = T &
N . ||
WE|cm-.| 1 | [ ] — & - om— e L=
el N B oot e s
| :u:-- ——— BB B s B s S1mm g
T T — <l i R VP i
- = )
I_._"ll__'."mW._:.------.—|.-u---- e - =
Wil
== bl
— =
o e - —

Fig. 7.7 Welcome! screen

Composing and Sending an email
To compose and send an email, follow these steps:

1. Click Compose on the left side of the Gmail window. This o
window at the bottom-right side of the screen (Fig. 7.9),

Fig. 7.8 Inbox

pens a small New Message

Minimdse buiton  Expand burton  Close bumon
’m_—wﬂ-.iﬁ T ——Th : .
B I Vs Bt Tl g —— I::I:".- =
e u -
=]
Gmail = ® o Iy = I
I-Sald b ﬂ-—
= e e T ——
.
|
L e B T T | ~
"'""I Grud Tuam e
Ba LR Gemad Tamin Sutppc
ot
L
“_+ o % of T O
e
T
Trmth
.
Parey Hiargoi
L
. "~ TR s 4
o k.
Fig. 7.9 New Message scroen ]
O FORD
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c :
in the Mew MﬂfiIEE window, dg the follo
rype the email address of (he
[ I!h'E To beone,

f you click Ce or Bec in the 1op righ,

FOfmer, the respective boxes will

pecome visible (Fig. 7,104,

c': 5!,;]‘1:,‘]5 I.CIF [EII:IJ-CII'I ':ﬂlil‘r'. i -.'I”Dm
o to send the same MESSIE 10 two or

more people at ane go,

pec stands for Blind Carbon Capy, |y

allows you 10 5end Ihe same message

i several people without letting them

wnow that athers have also receiyed the

same mail. Type the email addresses of

FE“F'IE viou want 1o send Cos or Boes to

in to the respective boxes

s Type a short description of the message
in the Subject box.

o Type the message in the MEsSAREe Ared.

s« Click the Text Formatting icon 1o use
formatting features like fonl, font size,
bold, italics, alignment, and indenlation
(Fig. 7.110.

« Bring the mouse over thi plus (+1 icon
1o show buttons to embed photos, links,
ematicons, insert files from Google
Drive, and Google Calendar events
{Fig. 7.12),

* To attach a file 1o a message, click the
Attach files [paperclip} icon [Fig. 7,135 al

the bottom of the compose window, The

wing:

Ciplentisy prry |

Il rem=e 8 -

T ——

Fig. 7.10 Cc and Bec ophons

Teat Fonmatring ioon

e o T W F @ R B EIE D W e
1 o i = -
N y -

Fig. 7.11 Text formaliing options

Choose File to Llpiﬂad (Fig. 7.14) dialog box appears. Locate the file and click Open. To
attach mare than one file, hold down the CTRL key while selecting files.

. C”{l.,_ H'":- Trﬂsh irnn b I'IEI-L"lE ol dl‘dh 'EE ':I]E meEssaieE |r||'.!, 713

113 s mm 8 |OXFOED
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L__—__l S [ _'EE:Q‘
— lgfir B3 | by i) — e
A i ——io = pA =y T
+ Q B
... e —— C e
Y | | - R - Iy,
Aarpares R P - .
]
st Frnrta
Fourms
idakd war
L Spa— wnhm
imeny g
sl L‘l:ﬁ|Ei v bl L G SRR, U8
Eltve  photcs  Inserrlink  emeticon Papeschp con b
Frni "1"=F"a-._
Chauib mpailing
. | ~ -
& @ oo §op ' ﬂ 4 & =  Teashicon i

Fig. 7.12 Various Insert apticns

Fig. 7.13 Attach Files and Trash options

* Click the down arrow at the B
bottom right of the window to GG Wi+ R R
Bet more options like spell check, || _owem- s RN )
print, etc. {Fig. 7.13), i TN | v -
* Click Send when you finish e | i — |
typing. A copy of the sent . R
message is stored in the Sent Mail || = e a9
folder. orualll
i) = ' :'::'“""
Creating Signatures e —
A Signature is text, such as YOur | gl e :
contact information, that is el © I’t—lﬂ?___ 3
automatically inserted at the bottom of || Le=le]

EVEry message you create. Signatures

are separated from the rest of the
message by two hash signs. To create your
email signature, follow these steps:

Fig. 7.14 Choose File to Upload dialog box

Did you Know?

a7

You can send messages with attachments up o
25 MB. If you want to send attachments larger than
this, then you can insers a link from Google Drive

1. Click the Seltings ©- icon at the top-right
comer of the Gmail window iFig. 7,151 From
the drop-down menu options, select Settings.
The Settings window appears. Scroll down to
the Signature section and type the text to be used as your signature, You can also format the
text using the buttons available for text formatting iFig. 7.16),

EEEE -] -] 11 ] I]# i
S v, 8 gmep B __w.:
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Fig. 7.15 Settings option

3, Click Save Changes at the bottom of this page.

Sign Dut

Click your account rame or photo to the right of the
window and select the Sign Out option (Fig. 7.17),

It is important to close your account properly, especially
when you are using a public or shared computer,

This will prevent misuse of your account by ather people
who will use this computer.

PRACTICE TIME

Fig. 7.16 Creating a signature

T |- vt

i Sl Py s Pl

. i JL e e 1 M T

- | N e b e ety 1 i B

Sipn et tearon

Fig. 7.17 Sign oul oplion

P;"l"
¢

The students of Class i have been asked to submit their Science project by the end of the month
Bur dhe students have to subemit the project to ther teacher's ermail acooent a5 he wants soft Copias

of the project. What steps should they fokow for daing this?
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SOLUTION
1. Connect 1o the interner.
Z Open Internet Explorer.
3 In the Address bar, type www google campk or the URL of any other ermail senvace.

page will appear in the browser.

The Web

4. Enter your email ID and password and click Sign In.

5. Click Compose 1o create 3 new message.

6. The New Message/Compose window appears

7. Enter the email address of the teacher in To box.,

8. Write a subject for the message,

2. Type a brief mewsage for your teaches,

10, T send your praject file as an attachment, click the Artach Files {paper clip) ican in the
window. The Choose File to Upload dialog box appears. Locate the file and click Open.

11. Click the Send button ar the battom to send the message.

INFORMATION RETRIEVAL

The Internet is the most common source to retrieve information. The Internet has made it easy
to access and share infarmation, which can be in the form of text, pictures, audio, or video.
Information on almest every subject is available on the Internet. Searching for information on
the Internet, or exploring the Internet, is commaonly referred to as surfing,

Search engines make it easier to find the information you want on the Internet.

Using Search Engines to Find Information

A search engine is a program that searches the web for specified keywords and returns a
list of the web pages in which the keywords are found. A popular search engine is

www.google.com.

Let us consider an example 1o understand how to search for information using a search engine.
Suppose you want to search for information about the features of Gmail. The steps for doing this
will be:

1, Connect to the internet and open a wely browser,

2. Type www.google.com in the address bar and press ENTER. The Google home page will
appear (Fig. 7.18},

3. Type Features of gmail in the search box and click the Google Search buttan.

mrrromai B

OO FOMRT = 116
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 list of links to the web pages containing the se 'rm wi isplaved (Fig. 7.19).
. Clicking on any of the links ning the search term will be display .

information.

will take ¥ou s the Cnrmnd[r}g ek page fior the rlr:quire«l:l

Google

— e e

. _"'q

@ B= sl
o N =

ey e e

i
T T e
...d—..-.l,.-.-.lq.r—-m- "
-__--F_‘_-H*_-H
,r.."...qa.n.q.—--n-'a-' e =

Tigeaal Lo Suc= SRS

E T ey e e T B .

P ey R p‘-p—d-u-p-ﬂ .
e ey e e el il WP N e e e p—— el S

.
Fig. 7.18 Home page of Google.com

EDUCATION THROUGH THE INTERNET

The Internet is a great tool for
education. [t allows people 1o

learn about a variety of things at  [[S======__ =

— I founding dreams

A number of distance education | e, B
courses are also offered through -pones

the Interned. Many institutions (pr— TLIEW D TCAIR GAAC

offer anline coaching classes

for engineering, medical, s "'ﬁ “ ﬂ ﬂ
and managemen! entrance i :

foiE | W Fwiss - e I
examinations, . .

Using the Internet, one can

Fig. 7.20 Home page of www.e-learningforkids.org

learn a topic, take the test, and get the resclts from the comiort of one’s home, For example,
www.microsofl.com/learning is one such site. A& fow ather websites, such as, www. bbec.co.uk!
schools and www.e-learningforkids.org (Fig. 7.200, offer free online education, especially for

young students.

FINDING PEOPLE ON THE INTERNET

Many search engines allow you to search for people, such as ald friends you have lost touch
with, These are some of the websites that will help you in finding people:

* www.whowhere.com

117 OXIon
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"W g nywhﬂlcﬁm
* www.peoplefinders.com

www.people.yahoo.com
* www.facebook.com

:;:l us mnﬁidErlwww.anywhu‘mm. Type the Website address in the address bar of the y,
owser and click ENTER. The home page will appear iFig. 7,21},

P .
i S — EENT:
Pyl T T — — -
_“_-— E-i'_._.-___ —_ ~ o
AnyWhe
L,
W e A o= D iy L smin o e 1 R o

Wihilw Paged | Firel Padjes By s
Feeai Pammey o Db ifiie Fapges Daddbiop

e ] e maa Prary m weip e
Nl SRS T e s L i L prg B
e r—
Cnyi o e e T e ) e
= a T R L
X -
§ - - Iq.a.-.-.--ql-...|.|,.|.-.-__..-—‘_

Fig. 7.21 Home page of www.anywho.com

E & g
nter the '”_f":"'""'?“ﬂ" you know about the person you want to search for and click the
corresponding Find button. The relevant infarmation will appear on the screen,

You should not enter the computer lab with dirty foobwear on, Compauters are sensitive 1o dust and
dirl, so it is important that computer labs are kept clean, Shoes and other footwear should preferably

b removed at the entrance of the lab, You may go in with socks on, or use 2 palr of slipers specislh
meant for the computer lab.

oxroRn L 118 ;
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EE GEE EEEE BEE a
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iall ~ an SIECHONIC Message seny from o Bee (Blind Carbon Copy) to send the same

compulter 10 anather messape (o several people at the same time
yniform Resource Locator (URL) 3 ynige without letting them know that athers have

address for a Website or o web Page on the also received the same message

Internet Surfing searching for infarmation on the Internet
ge (Carbion Copy) 1o send the same message 1 or exploring the Intemet

soveral people at the same time

Memaory Bytes oy o

v The internet has two types of addressing * ‘You can send the same message to several
schemes—number addressing and |etter people at the same time by using the Cc or
addressing schemes, Bec aptions in the email,

« Email is quicker than ordinary matl, « You can send text files, picture files, and sound

+ There is no charge for sending and receiving files as attachments with your ermail messages.
emails messages, * You can get a variety of information froom the

Internet using search engines,

Objective Type Questions

1. Choose the correct oplion.

. An LIEL stands 1or ...

i. Unlimited Resource Learning ii. Uniform Besource Lacator

iil. Unlimited Resource Locatos v, none of these
b. Looking for information on the Internet is commonly called ...

. surfing il searching i#i. finding iv none of these
€. Which of the following can be sent with an email messape!

I File il. Pichae fil. Vioice message iv. all of thiss
d, Inan emall address, the two parts are separated by the .........c.oco.. symbal,

¥ i, & i, * iv. none of these
€ The country code for Pakasian s

i pk i, pak fii. both . and i, iv. none of these

118 : QXFORD
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Descriptive Type Questions

1. Answer the following,

Give full forms of the following and explain what they stamd for:

il
i . Jp

i, mil i e

b. Explain the number addressing system by giving an example.

c. ‘What are the uses of the Sent and the Drait folders?

. How can you creale a signature for your emails? . i

::_ Analyse hz?-'-' the |n[L."-,L.E|-|,;,5 changed the way we cclmmu.nir.aie loday. Give specific example
where you think the change has been beneficial to our society 345 4 whole. . o

[ ‘Modern research has become totally dependent on the Internat’. Do you agree of disagree! Giw
reasons for your response.

g. Draft a detailed email to yo
manitared Internel access.

ur principal requesting secondary class students to be allowed

Application-Based Questions

a. Ohserve the given fipure and e S LY 17
answer the following questions: | S e - jemmimea] | i = —
i. Write the email address T = B .
b : P Google ;
to which the mail is being ) e N B

sent, o _
= - - R
el [
e
]

i, Mame the aption you

—

will click o create a new

rrasp. meas e oy
MESSARE. L e Slar i
iii. In which folder are the :...;_ ur s e
deleted messages stored? i snan
b, Ghazanfar wanis to send an "1_'_ TR "

email 1o five of his friends for

inviting them 1o his birthday party. |
i. Which option of New Message/Compose window will he use to send the same message to his

friends without ketting them know that others have also received the same emaill
ii. How can he attach a picture to his email message!
ili. Can he format the text of the message! How!
c. Tanya's father wants ta send invitation letters (o kis friends and relatives. Tanya suppested that he
could send the invitations through email but ber father wanis 1o send them through courier.

i, Mention which method is faster.

i, Give two advantages af using the faster method,
Mr, Harmain used his office computer 1o send emails 1o his business partner, but he forgot to s
qut. Mention the importance of signing oul of the email account on the office computer,

- 120 :
EEfTErs didil E d am e g I
!_---! !ﬂ! :.ﬂul i im|m ‘I!
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ﬁ-—l‘m THE LAB

. Send an email 1o your friends telling them about the new features of Gmail.

5. Create a PowerPoint presentation oa fhe

i il and i i chment
1o your Computer teacher, topic Email and its advantages and send it as an atla

3. Your friend h::fEEnt YOou an email giving detaile and pictures about his trip to Gilgit-Baltistan during
the first woe i PUMMEN Vacations. He has also requested you to send him the holiday homework
of d'ﬁml At stibjects. Reply to him by giving the required details. Also, attach refevant documents if

GROUP PROJECT

1|-'|.|'l.'|fk|"I;'._i” pars, ':‘:""_"d“d “_f'lf!ﬁlflih on the 1P and DINS addressing systems. Make a PowerFPoint
presentatian elaburating on its uses, advantages, and disadvantages. Your audience for this presentation
is your fellow students so don't forget 1o wes appropriate humour wherever possible!

4% TEACHER'S NOTES
= Demongrabe how to crimte an email account.

® Talk to the students about Intemet security, Tedl them (o give thelr erail address only 10 peaple they
know and ot to open emails eceived from unknown peeple. Tell them never o reveal their personal
details in response 1o an email. For example, never reply 10 emails of the type thal sy you have won a
labtery of a certain amount and ask you b regdy with your name aned telephane number.

* Talk to the students about the dramatic changes in the guantum of information available an the Internet,

and how easily it can be accessed. Tell them how students had to collect information and make projects

bedore the Infemet became popular,

121 OXFORD
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Antroduction t0
flash CS3

Really? Please tell rme MOre R e ' gy

Togele i must be 30 much j " suare, Coggle. It's fun bge
fuun to make such Alms' WA o chere's a lot 1o deam Lery
N - I tegch mad «_srarl from the Degeanmg

e, S

..-"".Ii'nggﬁq { lewee cartoan
s ronvest | wonder how
they make them

Mowadayy it's all done wath
campues Ye get special sofware
"“-.__h____J."-ﬁ'.'k-"&"“ for animation, __.

et e — A

Flash is a software package that is used for creating interactive I?-I-.___-'_'_,——--—---"'~--“"||

In this Chapter \

Web pages that combine images, sounds, videos, and
animations,

You can use Flash to create both drawings and animations. - Getting Started with Flath
+ Dravwlng Maodes in Flath
« Selecrion' Toals

GETTING STARTED WITH FLASH

You can follow these steps to start Flash:

1. Click Start.
2. Select All Programs » Adobe Premium Design €53

Did you Know?

. The Flash software package was
» Adobe Flash €53 Professional, originally creaced by a company called
3. The upuning sCreen appears (Fig 6.1 Macromedia. But, after Adobe Incorparated
L acquired Macromedia, the new versions of
It shows three panes—Open a Recent lem, Create

Flash are now called Adobe Flash.
New, and Create from Templale.

OXFORD 122
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s, Under Creale New, click Flash File (ActionScript 3.0, The Flash window appears, the main
components of whichr are shown in ey
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Tools Panel

- Hard 100 belign p
The Tools panel is located on the far left of the window. Ithas | i 1 ::;ﬁ:"
tools o create or modify drawings and text. You select a tool toomegn
by clicking it. Some tools have a small triangle at the bottom
right carner. On clicking it, a pop-up menu appears with £ Magnifier cocl 1),
mare related tools. When you select a tool, tool modifiers F i sieriainy i
appear at the bottom of the Tools panel. These are used 1o set '
tool options. Serake Cobor ot

i = cthie ceilese of he

The Tools panel is divided into four areas (Fig, 8.3 > L i
* Tools area contains selection, drawing, and painting tools. § T.:I::lf:r;?:::
* View area contains zooming tools. - Moot s g
* Colours area contains tools for changing colours. El: sebected oool

* Options area containe maodifiers for the currently selected
tool.

The Hand Tool is used for clicking and dragging while Fig. 8.3 Tools pane
holding down the mouse button. The Magnifier or Zoom Tool

has two options—Enlarge or Zoom in allows you to view the drawing up close and Reduce or
Zoom Out pulls you away from the drawing by showing it at lower magnification.

Dttt Drawing mod

The Property Inspector
Anything you add to a Flash document is called an object.

The Property inspector is the panel that displays the | _Fast Forward ﬁ
propedies of the selected object. An object could be text,

images, lines, or shapes, The list of properties displayed Expand/collapse CTRL+F3
in this panel will vary according to the object selected. LI Nistor

For example, if you select the Line Tool, the properties

displayed will be colour, line thickness, and line style. Thus, you can view and change the
properties as you work,

If you do not see the Property inspector panel in the Flash window, you can get it through
these steps.

1. Select Window » Properties » Properties. The Property inspector panel (Fig_ a1y appears i
the battom of the screen.

2. When you are not working with the Properly inspeclor, you can minimise it T collapse ihe
panel, click the Minimise icon (Fig, &.4),
. To open the Property inspector again, click the Maximise icon (Fig, 1,5,

L
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Fig. 8.5 Minimised Progerty inspector panel
The Grid

The grid is a system of Intersecting horizontal and
vertical lines on the stape. By default, gridlines are not | Fast Farward ﬁ
visible. The grid is helpiyl while creating graphics, ‘?_ =
It helps you to place and align objects al particular Show grid CTRL+"

pasitions on the siage. You can r.hangp the size of the Show/hide rulers  CTRL + SHIFT + AL
prid squares 1o suit your drawing. To display the grid, o
click View » Grid » Show Grid,

Using Rulers

The Flash window can display rulers on the top and left sides of the stage. To show or hide
rulers, click View » Rulers.

The default unit for the ruber is pixels, which can be changed by selecting Modify » Document,

You have the option of using inches, decimal inches, points, centimeters, or millimeters in
addition 1o pixels.

(JFast Fortuand &
Lreating a Hew Flash Document

Th : - e New Document Curl + N
& 5teps 1o create a new Flash document are dlsio b
1. Select File » New, The New Document dialog box is Document Properties  Cerl +]
displayed (Fig. .61, dialog box
& 125 O FORT
. = =l Bl [ =] N el 0 agy
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Fig, 0.6 New Document dialog boxs

2. Select Flash File {ActionScript 3.0) in the Type list and click the OK button,

Setting Document Properties

When a new document is created, it opens with the default settings for the movie properties,
You can modify the movie properties by selecting Modify » Document. The Document
Properties dialog box is displayed. The options are shown in Figure 8.7,

Specify the Title scad
Deseription for che

Background color heips

i seleck thi oolour of

b iLape. The delul
ciicur 15 whiek

Make Delawl The
properties of the Cunerg
docurment wil be appfed
1 @ Femse docurreenis

p,”_r-:i:l:hh.

LETIEArT

=]
a

Dyl Pttt
Tohe:
, Prurysies
Drwngors: (LUl [wal] 8 00 g
o =L T S & Tarfadl
" Babgreoed ke .
Tommw wim 12 =
Buder v | P B
| v et | o= 1| cnem

Fig. 5.7 Document Properlies dialog box
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Eaumg a flash File
rhe steps (o save a Flash file arp- [ Did you Kpow?
Tiee smallest size of the

i, EEJEILT FIEE ."Ih‘lt AS, ThE S-h'-E Ag d'ﬂll’}g m:.: APpEars. frameis 11 FEI.E‘S and the
s, Select the drive and folder wiyerg YOU Want 1o save vour file,  7Best size is 2880 & 18R] pinels.
4. Type the filename in the File R B you " Bydelault, the dimensions are

550 x 400 pixefs
5. Click the Save button, The file is save with a fla extension

ppening & Flash Document

The steps 10 Open an n|read:,- saved Flash document are: [ Fast Farward w
_ Gplect File » Open. The Open l'tld[{l-g b appears,
_ galect the drive and the falder

Open a like Cerd + O

i

2 Saveafile  Crl+ S
1. Select the file.

4

- Click the Open button,

ORAWING MODES IN FLASH

Flash provides two drawing modes when you draw shapes, They are the Merge Drawing mode
and the Object Drawing made,

Shapes in Flash consist of a stroke or outline and a fill inside it, The stroke and the fill can be
of different colours. They are considered separate objects and can be selected separately or
together, Later in this chapter you will leam how to select shapes using the arrow toal.,

fMerge Drawing Mode =
I hai
This Is the default drawing mode. In this m:;; .,,:,,E

mode, if you overlap two shapis they merge

logether, The covered area of the lower object l |
i+ erased. .

To understand this, |1 us draw a rectangle and .
then draw a small circle of a different colour al

the right-bottom corner of the rectangle, When Fig. 8.8 Merge Drawing mode

yYou select the circle and move it, the portion
of the 1'E|:|,3ng|g_n that gels overlaid by the circle gets erased (Fig. 8.8,

Ubject Drawing mode

Thi!'l- de drawh 5|"l|1|'|-|'."5- as b-|.'|'.lill_=||:f I;,]I_'IiE'EIE S'hl:tl.'ll:'ﬁ -|:|LI fil mE'IEE tﬂﬁﬂlhﬂf Whl_'n fﬂ“ Ull'l.‘r!ﬂ'!f'
them. You can move them apart without alering their appearance (Fig, 8.91. When you select a

127 CRFORD
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shape |:_I-ra.|t was created in Object Drawing
rde-,_lt 5 surmounded by a rectangular
bounding box. You can use the Pointer Toal

to move the object, .
—_—

By default, Object Drawing is wurned off. To
switch it on, click the Object Drawing icon Fig. 8.9 Ohject Drawing modo
in the Tools panel (Fig. 8.1),

SELECTION TODLS

The $E|E:ﬂil:lﬂ (Arrow) Tool and the Lasso Tool can be used to select single or multiple objecs
Let us discuss how these tools can be used in Flash €S3.

firrow Tool »

The Arrow 'I:nnl. also called the Selection Tool, is used 1o select single or multiple objects an
the stage. Click the Arrow Tool in the Tools panel and then follow the instructions given in
Table 8.1 1o select differen: ohjects.

Table 8.1 Selecting different obsjects with the Arrow Toaol

I[_‘"' ___ ToSelect ] ~ Whattedo ]
Stroke, fill, text block | Click the object.
Connecting lines Double-click one of the lines,
_a"n. filled shape and its outline Double-click the fill,
Objects within a rectangular area Drag a rectangle around the object(s) that you
| want to select.

Lasso Tunl]EI

The Lasso Tool is used to select irrepular areas

in a drawing. It is used for freehand selection, in
which you move the mouse like you would move 3
pencil, Follow these steps to use the Lasso Tool

1, Sefect the Lasso Tool,
"'.-,.

& g

2. Drag the cursor on the stage to specify the
boundary of the selection,

3. End the selection approximalely near the point Fig, B.10 Frevhand solection with the
where you started (Figp. B.10), L T

= |
—
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|Il|'“|-' i "'1"“’!'1“ IIdI:I' "I'Ill'i LT T

il b “l-'l'-'"
1I11‘|-l-ﬂﬁn .I.“"I.
m
golect the Lasso Toul
 E
(i Ll Polygon Mode ol e
L3 11|..1-||_:||'|!- Jdpa ol tha Tlln-‘ll, [

-|_'Ii1. L ik 11“' ;Hl..l]_':l.' fia b & tl'll' ".|.||||r15| |"i||.'l1
Click af the point wheee you want the firy
. continue selting end points for athier fine
Wmnt; e BT

R Dﬂump-click lo Close the selection area

i 1he nexl clmpl{*r we will learn mom ahoug
the drawing tools provided in Flash CS3.

=4

ihwe Lasen Tonl

Fig. W11 Sieasuhb el seder tion with

Timeline the panel in a Flash swindow usid tooset
the sequence of the movie

Property Inspector  a panel thal allenss v b
view and charge the properies of the selecied
ohject

Grid  the intersecting honzontal asd vertical ines
on fhe stame that hedp e i e placersent of

raphics ua the stage

" Flash is 3 sodbware used fod creating anumatiiees
and interactive welbs pages

* The Tools pansl contais els that can s
used 1o create o modify geaphics and 1o

" The Slage is the wiihe it fargular ans

dasplayedd in the conter of thie screen w e
gy i P Ceied

o The Property inspector dispilays and beips fo
oot the Ciramion progsetiies o thee scbe el ol

ot g 1 B slagie

B EL| AENERTIY
ln-ﬂ.'_l‘ -: |::.= E = 3 -
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* You can set the properties of a movie using the Object Drawing mode considers overlai|

Document Properties dialog box. ohjects as separate.
Drawing mode and Object Drawing made, select single or multiple objects on the slape.

* Merge Drawing mode erases the overlapped
area of the underlying object and the two
ohjects merge.

Objective Type Questions
1. Choose the correct oplion.

a. Which option allows you to view the drawing at a greater magnification level?

. Zoom in i, Foom Out fi,  Hard Tool iv. none ol thess
b. The default frame rate is

11 il, 12 i, 13 iw, mone of these
c. The menu under which the Save As option is available is

b Wiew ii. File ikl |"-"Il;_'||:|i:|"f iv, none ol thew

d. Itis the panel that displays the properties of the selected object

I F'FEFH'."H.'P ii':i;:IEErﬂr il.  Timeline ih. Toals P'-Iﬁl'.l v, none of these
e. Which of the following options are available in the Document Properties dialog box?
i TI[IE‘ il Bﬂﬂﬂrﬂur‘ld Wi Frﬂmu H:l“!‘ T h r:IH Eﬂ-rhﬁﬂ‘
Descriplive Type Questions

1. Answer the following.

a. What is a greel? How is it useful in Flash?
b, Write the steps 1o save a file in Flash C53,
C. How can you open an .1.|ll-.'-.'!||.'i':.' spvedd fille in Flash?
d. Find out the names of four video games which have been created using Flash. Do they vary in
style even though they each use Flash! Give examples o illustrage your ‘nru.'.-..-;r
Compare the graphics tools in M5 Publisher with thase in Flash ¢5 3. Whai .‘m:. thes sirmilarities
and differences? Why do you think there is a need Tor a separate soitware?
i, Create a new Flash CS 3 document and draw a series of six shapes such a5

triangle to create a unigue geometric abstract shape,

m

a4 square, circle,

OCFORD 130
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Mpﬁ.:alinn-ﬂased Questions
| Kiran ohserved that there is a smg)| Irsangle at he
hottom-right corner of the Reclangle Tool
i, What does this smal) Irangle indicajes

il. MName any cther lood thay e i
bottom-right comer., e L

p. Observe the dialog box shown on the ri ht
Sl ight and answer the
i. Name the menu and the option 1o pet this d;
L this dialog hox,
il. What are the dimensions ol the ﬂaE{* sof af? e
ifi. What frame rate has heen selected for the maovie?
. E i, Fd'l'n'ltii:'p the ruler unit selocted for the mevie,
What ks the defauls rgler urit in Flash €532

g il

r &
aal 4
e
Y

LR~ EI

afff

cirche gets erased as shown in the figure,

used.

i IN THE LAB

sy B [a¥mA

= =

1. Which drawing mode was selected in Flash?
W, Name the drawing mode that Arshia should have

k&
=
:l T relation to this,
~ B i Name the two options of the Magnifier Tool.
P {I i, Also write the use of these aptions.
o iii. Identify the stroke and fill colours selectied in (he Tools pranel,

iv. Which tool will you use 1o selecy irregular arcas on the staged

Arshia wanted to draw two circlos, but the cireles got
averlapped by mistake. When she tries to separato
the circles, she abserves that a part of the upper

€. The Tools panel of Flash €53 is shown on the left. Answer the following questions in

O

1. Start Flash C53 and familiarize yourself with the lollowing companents of the Flash window:

a. Tools panel b Tirmeline

¢. Stage

2. Create a new document In Flash €53 and then do the following;

a. Change the background colour to yellow. b. Showthide the rulers,
d. Shaw/hide the prid.

€. Change the ruler units to inches.

131

d. Property inspector

OXFORD
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Ao Dipason iy fvwags v Flashy ol then ey o seles il diffesent guoarts o that image pinns e sty [rq

A Creatie mewe chwomment in 1 Lash and deas a Blue cectangle osetlapging; 4 green e lee. Mrow 1oy
e thee ren Langhe fo annther posifion, Nedice what ogpens. Which deasing meede s an m the
vaase! Noww, sebid the othes tlrasving mache andl try T el thee same: thing.

GROUP PROJECT

Your challenge & 1o try to explain, at your schools function, that how Flash €5 3 operates, Wk in
H“"{F" 1o prepare a Poseraint presentation on Flash €5 3, remembering af all times whes your targe
audience is. Use Tots of illustrations and examples to make your PowerPaimt interesting as well as
informative,

2% TEACHER'S NOTES
s [Demanstrabe o the sludents how to sat Flinh O53,
o Explain through examgles the uses of e dallerent components of the Flash windaow.
o Demonstrate he dhferences between the Object Drawing mode and the Merge Deawing mide,

OXFOID 132 .
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ﬁhﬂll I'Ea\‘"

Drawing Tools in
Flash CS3

i st £ make 3 small o R e e . L I o T
|| i Y, Dt firgs wio bape ."-.'-:'.-,:IrLI-I.'-'-'I"-TI- § sigild

FrwTu L I'ur_-rl_l- frend's | [0 e phe -:l'r:.nr-; P I e st ESRT : e
: wrphdap. Can you piease help m Flash to crpare ungerstand the ' T'I?:dmﬁr :"I
- . F iy 1
- me, Topgle! shapes and fgures s, ingTucions, - il ame WETE R

e e stuck

In the last chapter, you learnt about the companents of the w"\

Flash windaw, setting document properties, drawing moodes, In this Chapter H
and selection tools, In this chapter, you will be introdueced 1o
the toals used for creating and modifying objects in Flash €53

» Drawing Tools

As discussed earlier, each * Reshapsrg Lines and Shapes
shape can consist of an

outline, called the stroke or line, and a fill, which is the inside
of the shape, Flash allows you 10 choose the colours for the
stroke and the fill,

Figure 9.1 shows a
circle with stroke
colour red and fill
colour yellow. Flash allows you o select the siroke
and the fill separately.

Fg. 9.1 A cirche with different
siroke and fill coloues

In Figure 9.2, the stroke and the fill of the figure

h'I-EI.H'E.' h[-t_-n :.l'_‘l];'ll’ﬂ[l:dl Mo wie h.‘i'.-'l_' RN im:lgla-E._ “I.'.- .2 Stroke and Al -.|*|1.|:.|f,|_-||
133 (R FORD
HE % R P N
B E DEEE B B o
Bl aw AN EEEE mnm e
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ORAWING TOOLS A
Before you create animations, you first need 1o create different Ll
types of graphics. These praphies can range from the very basic
to highly complex shapes and lines,

+ Toseleer alill or a seroke, elich
the Arrow Taal and then clig,
the fill or strokoe 34 fequired

i

To separate the fll from the

stroke, select the fill or the
Arroe Teol :_ b stroke and drag it away.
_l_i:_'_ Rettargle Tool
2, T All this is possible with the use of the drawing tools
Livet ool 0G| Bushie in Flash, Figure 9.1 shows you all the available
P L N— drawing tools in Flash C53. In this chapter you will
O e learn about some of them.
Ik Borde Tool |7 .
E'}_'-:l., Linge Tool
om Eraor el This Tvl?n-l is used to draw straight lines. The steps i
Y use this tool are:
5L 1. Select the Line Tool in the Tools panel,
o :
i - 2. In the Property inspector panel, choose the
Stroke Color and the Stroke Style. Sat the line
thickness by typing a number in the Stroke Height

box or clicking un the arrow next to it and moving
Fig. 9.3 Drawing tocls in the Tools panel the slider (Fig, 9.4,

3. Click on the stage and drag to draw the line.

o

EJI

" g

” |
i | Ramae -_-l
] i S e i
> ‘_..-"'"d‘ - 4 trxts o

& g v

8 ...-"".‘ .

% L o Selerr kno eyl

i x ” Tu=a Tuld i

| Papreim e [ D | b s L]

- L L [y g

¥ Vst L

LT

S Esfort bne Colour  Selecy thckren

s ——— ——— S - u_|.| + B i
) S _
Feg. .4 Using the Line Tool
OXFORD _ 134
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r

: g pectangles ani Quals

pectangle Tool (g 1) meny can be used 1o draw simple rectangles and ovals. On

g adiuh B5E

1“ 1] 1
,;IiCH“g the :-lrru'-';.' at the Im-.rilar-nghl site of the tool, Flash provides you with various opliens
!Eﬂal.dl‘ng |h‘E‘ [, as Ehﬂ“"-n n |.||_||||||: Ia.r.II
;J,l Dramas a4 il ot L]
.. = i Mple neczangle in whach you gy urake aed il propert
o Ovl e [0} Qe an o
[ Rwctings Prmm'rmmii Helps draw i ovall wach additional propesties suth as starjend angle. inn
s OwilPimive Tost (0 Tacd 50 draw 8 sectangle and define addioonal propersies such 38 rounded COmER
| TRk TRRrian Chtaws 3 podygoen ot & st shape

Fig. 9.5 Drop-down menu of the Rectangle Toal

gectanile mm

The Rectangle Tool is used to create simple rectangular or
quare shapes. The steps for doing this are as follows:

1. Select the Rectangle Tool.
3. Fram the Properly inspector panel, select the stroke colour

. -
|

— .

—_—

Top Tip

You can ako select the
stroke codgur and the [l calaur
fram the colowr section of the
Taols panel.

and the fill colour. Also select a thickness for the line and

a line style.
3. Click and drag to draw a rectangle (Fig. 9,60,

4, You can also change the radius of the cormers of the
rectangle in the Property inspector. These are four slider

-
|

Top Tip S

To draw & square using the
Rectangle Tool, keep the SHIFT
key pressed while dragging.

o =

o L Selery the & ek arad
7 Recsarge deag ol
P Tool ihir eciarghe.
5 | dmw | _.
& — M ETE
” e ey
=
Q ) I
2 I Selery sirakr i Gebarct i 4 Select
F and il coloun. thickrev e
. == Tred
E |.|'ﬁ'l'.:-T‘_- [Hp;q]rlullrrlﬂ ol
;"__ B e o me——s | amm | O &
‘: . (= R :[ﬁ i nskpiey "-l"|'*“"__-'i | —-—_
3 e B0 .
o L 4 S| L a

Lo | =

Fig. 9. Using the Rectangle Tool
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4. Todraw a part of a circle, you can specify the start angle, the end angle, and the inner
radius. A sample circle can be seen in Figure 9,11, Then click and drag to draw the shape.

LY
1 Gelers Ol ool i—l ?.Ei-l:ﬁ.:.r:l:!dlq
Jl o draer The
& shape
L Sperify bne chicknese L]
&
&
-
1 Seweily stroke and 7 i |
fil colour, a i)
-
Ry — =
[ [ e = L o e : =
4 Spetifty start and rl?-J = .[""".""' [ sesd e+ [ | O
wart L o 4 : : & e
s - R :-—EE o -
st 27 ol pewonan 33, [4] Ama | :
I: | Prdlenger #1 = & g gl L Erﬂ Fﬁ'lnﬂﬂ'r_ﬂm.
._Jm.-_ b

Fig. 9.11 Properties for the Oval Tool

gual Primitive toal -

When you draw an oval or a circle using the Oval Toel, you cannot change the start angle, the

end angle, or the inner radius after drawing the shape, But this can be done if you draw a circle
or oval using the Primitive Oval Tool. The steps 1o use this tool are:

1. Select the Oval Primitive Tool (Fig. 9.5), Click and drag to draw a simple oval or circle.

2, Now, in the Property inspector panel set the properties—start angle, end angle, and the
inner radiue (Fig. 9.12). Notice the change in the circle,

Drawing Polygons and Stars @

The Polystar Tool is used to draw polygons or stars. You can select this toal from the drop-town
menu of the Rectangle Tool (Fig. .51, You can modify the polystar shape in terms of the number

of sides of the polygon, or the number of points on the star. The depth of the star points can also
be modified. The steps to draw a polygon or star are as given below:

1. Select the PalyStar Tool.
2. In the Property inspector, select the stroke and the fill attributes,

3. Click the Options bution in the Property inspector. The Tool Settings dialog box appears
[Figg. %.130,

O FOITY 138
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K scane 1 —
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Brdunge: 0 [+ L Ceae puss

1, Select e Owal

Primizive Tool peg
hratw the shape.

Buf mr BVAG RPN NE s e

Fig. 9.12 Lising the Oval Primitive Tool

a. Select polygon or star for Style. o o -~
b. Specify Number of Sides between 3 and 32. For
polygans it is the number of sides while for stars it b m
indicates the number of points, Mk &
c. Star point size specifies the depth of the star points, Enter || Seedism 05
a number between 0 and 1 for this value. A number ox ) [ Cancel |
closer 10 0 creates deeper points, For drawing a polygon, |

do not change the setling, “

d. Click OK to close the dialog box,
4. Click on the stage and drag to draw the shape ifig. 9.141.

Fig. 9.13 Tool Settings dialog
Do

Drawing with the Pencil Tool
This tool is used to draw lines and shapes just like you would using your pencil or pen. The
steps to draw with the Pencil Tool are;

1. Select the Pencil Tool.
1. In the Property inspector, select stroke colour, line thickness, and style.

3. When this tool is selected, its modifier is disptayed in the lower area of the Tools panel,
Clicking on the modifier icon shows the following three options (Fig. 9.15):

138
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Fig. 9.14 Using the PolyStar Tool

Straighten Select this option to draw straight lines,

Smooth Select this option

o d h Far 4 Pencil
T

;o reciifier
Ink Select this option to a4 /\'

draw freehand lines with no il
E ._
madification. Straighten

L 31"
4. Select the desired option, ,,——-""-—\-—*

Smooth

=

5. Click and drag to draw the

Ink

line. Sefect stroke Colonr  Safert Une thickren  Sebect lne wile
'Ilj f+ Froeenm = [ | e | | E .

Top Tip Nty I M in : (]t

- s ey e T R L
You can also create your i

own stroke style by dicking the

Custom button in the Praperty [ = 5 — =

indpector,

Fig. 9.15 Lines drawn with different Pencil Tool mocifiers

painting with the Brush l'.nul.

The Brush Tool is used 1o paint with brush-like strokes. It ic similar o the Pencil Tool as hoth
can be used to create shapes. The difference between these two toals is that the Brush Tool is

140 .
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eed to paint fills whereas the penir :
guied to create special effects 0l Tool is used to draw strokes. The Brush Teol can also be

. Uch as calligraphic effects. You can also change the brush shape
and siZ€-
The steps to paint using this ton] are-
. Select the Brush Tool,

2, Calect the fill colour from the p i

3, Click the ﬂﬂEIh Mode Modifier in the Tools panel and select a painting mode, You can also
select the desired brush shage and size IFigss, 9.166-¢il.

4. Drag the mouse pointer on the stage 1o apply a brush stroke [Fig. 9.16(di].

e
v
.- ) L ]
; - ?E;“‘-;-—" BRI N _ ;.._,._r_'
- - o
: : i @ #
LY
- [ o Part fiomrai -m| S g by
/ o | (o | ¥ =0 mm
ll"r. . {} Fant Behred i I!—ll-l..l— Py i
il"* " ﬂ. Faint Seacien | e Sy iRl
# E“ LN
(a) Brush () Brush '@ VI i
ih-IFI'E '-'I_EI" icl Brush Mode —
.t opue Maodifier {eh Using the Brush Tool
Fig. 1,16 Brush Tool

Paint Bucket Inﬂl@

This tool is used to fill enclosed areas with solid colours and gradients. You can also fill emply
areas and change the colour of already painted areas using the Paint Bucket Tool. This tool also
fills areas that are nat entirely closed, The tool provides a modifier that allows you to close gaps.

The steps to use this tool are:

1. Select the Paint Bucket Tool.

2, Select the fill colour in the Property inspector. | | |
3. Click the drop-down menu armow of the Gap Size modifier and choose a gap size option to

close the gap in the shape (T 917
4. Click inside the shape to fill it with colour,

141 S foet
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Fig. 9.17 Using the Paint Bucket Tool

Filling Shapes with Gradient Fill
Gradients are colours created by mixing two | == aprai[iow 7] g

or more colours, Flash provides some default
gradient colours that appear at the bottom
of the colour palette. To apply the gradient,
follow these steps: -
1. Click the Paint Bucket Toal. - :
2. Select a gradient colour from the colour -
palette (Fig. 9.18). i . gy
3. Click inside the shape. Fig. .18 Colour Palee

Creating a New Gradient
A new gradient can be created through the following steps:
1. Select Window » Colour. The Colour panel appears.

Click the drop-down menu arrow of the Type box and select a gradient style (Fig. 9,191, You
can select a Linear or a Radial gradient. A linear gradient creates a gradient that shades from

the starting point to the end point in a straight line. A radial gradient creates a gradient thal
shades from the starting paint to the end point in a circular paltern.
Click the colour markers you want to change. The colour palette appears,

2.
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Fig. 9.19 Different Gradients

4. Select a colour. You can also click and shift the colour marker left or right on the gradient
bar to adjust the gradient,

5. To add another colour marker, click below the gradient bar, To remove a colour marker,
drag It aff the bar.

6. You can continue creating the gradient effect by adding colour markers and assigning
colours 1o them.

using the Ink Bottle Tool @
This tool is used to change the colour, style, and thickness of the existing lines. The steps are:

1. Select the Ink Bottle Tool.
2. Select a stroke colour, style, and width in the Property inspector.
3, Click on the line to which you want to apply the stroke modification,

Using the Eraser Tool

This tool is used to erase lines and fills. You can customise it to erase only lines, anly fills, or
only selected fills.

I. To delete everything on the stage, double-click the Eraser Tool.

L. Ta delete strokes or filled areas:
a. Select the Eraser Tool and then click Faucet Modifier in the Tools panel [Fig. 9 201411,

b. Click the sroke or filled area you want to delete.

143 O .
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3. To delete by dragging:
a. Select the Eraser Tool.

E b. Click the Eraser Mode Modifier and choose the desired

grasing mode

k & [Fig. 9.20 (bl T
sha
Cu = c. Click the Eraser Shape Modifier and choose an eraser snap
AT and size [Fig. 9.20 (¢,
N O d. Click and drag on the stage to erase. = )
LS =
e Ea s T‘:T:JL:;T*:m =
» 2 ®
&a Oontly Kl are : .
L BN Wit eyl +[5] e tiser ‘(@
""!J revrain umaffecred 1) Ense Fis =
:ﬁml .::.::Etu o & EasaLned .
o2l raE s I
-~ whille s rerain O Ensa Selecied Bl ]
i Eraser Mode gl —— .
Eraser .
Veshe S s s h
O want [0 erase (c) Eraser shape and
{a) Eraser Tool and its and jmes remain uniffected o nmiul:us

modifiers in the Tools Panel il Eraser Mode Modifier options

Fig. 9.20 Eraser Tool

RESHAPING LINES AND SHAPES

With the help of the Arrow Tool, you can reshape lines and
shapes. The steps to do this are:

1. Draw a rectangle on the stage.

2, Select the Arrow Tool,

3. Make sure that no line of the rectangle is selected, Now,
position the mouse pointer near a line. The mouse pointer
changes to show how the line can be reshaped Iy, 9.21),

4, Click and drag to reshape [Fig. 9.21 (cil. Release the mouse
button.
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You cannot reshape
the shapes drawn using the
Rectangle Primitive Tool and
the Owal Primitive Tool, and
drawings created in the Object
Drawing mode.
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 cormet R £0 the painter allaws
yoi

Il

lll';'lulhl'l'l'lﬂqm, he *J
adjust the end poing of 3 lne e ponier illows,
o @ FOu 2 un the it point of 3 line f)
a

: (hab
Fig- 9.2 Pointer shapes (a-b) and reshaping {c)

i

"qll

PRACTICE TIME |

A5 part of the weekly practical sessian, the Compurer Science
reacher has asked the studenss of Class W Lo create the given

SCENE USING various toals in Flash. What steps would you follow - / xw
(o create the same drawing? '

SOLUTION
The given drawing can be created in the following manner.
1. To draw the inner and the outer rectangle for the hu
1 Select the Rectangle Tool
b In the Property Inspector, select the kne colour, thickness, style, and the fll calour.
¢ Click and drag to draw the rectangle
2 Todraw the lines for the upper part of the hut
a Click the Line Tool
b In the Property inspector, select the line cobour, thackness, and style.
¢ Click and drag to draw the lines
3. Tofill colours m the hut
a Select the Brush Tool
b Select the desired colours brush size, and shape,
¢ Erom the Brush Mode modifier, select the optian Fill Inside,
d. Chick arsd drag 1o fill the hut with colour.
4 Todraw starsin the miangular portion of the hu
2 Click the triangle icon at the lower-right comner of the Rectangle Tool and select the
Polystar Tool

145
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Select the stroke and il colours
In the Property inspector, click the Options button, The Tool Sertings dialog box appeas
In Style. select the opgion Star.
Specify the Number of Sides
For Star paint size. enter a number berween 0 and 1.
Click OK to close the dialog box
 Ulick and drag to draw the shapes
5 Todraw the fower shape
L Diraw a cor shapw
b. Click the Arrow Tool,

=

@ ™~ m pn o

Make sure thar no line is selected Bring the mouse pointer near a ling, A Curve appears
below the mouse poiner,

Chick and drag o reshape the line and then refease the mouse burton, Do this for all the
other lines of the star shape
6. Todraw the stem and the beaves;

L Select the Pendl Tool.

b Sera stroke colour, style, and hesght in the Property Inspector. When you select the Pencil
Taal you wall use a modifier in the Options area of the Teols panel,
c  Choose the Smooth cption.

d Click and drag the mouse 1o draw the sem and the leaves

1. To painv colour behand the hue

2 Cliek the Brush Tool
Selecr the Gl ealour.

b
€ Chick the Brush Mode modifier and select the option Paint Behing
d Click and drag o paint behind the hut,

Stroke the outline of a shape Gradient
Fill the insiche of a shape calours

Memorny Bytes a

s The Tools panel in Flash CS3 provides various =

colour created by Mmixing two or more

Each shape can consist of 3 sirake toutlinel

taods for drawing different shapes, andfar a fill.
OXFORD 146
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The Line Tool is used o creae SUrSigh linge.

¥ madify the tool 1o draw siraight of
The Rectangle Tool and the Oval Tog) help ou can maodify

" ou lo Create basic peometric sh g G
# alric g apes, s'im]}Ifr' * The Brush Tool is wsed 1o Filiil"lt writh brush-h
ik the tool, select the sirake and fill colaurs, strokes,

hen click and drag ¢
i milive Rec P e g * Flash provides the Paint Bucket Tool to ﬁ!l
, The Primitive Rectangle Tool and the Primilive prclosed areas with solid calours or gradients.

ﬂﬂl Tﬂd hﬂ. Il"ﬂ'u' 5'F"E"'-"'II::|I H'E'{mr r-"ldil 2 iﬂnke il'l.d
.-_,[“:ﬂanghu and the starn angle, end Y * You can apply gradients to bath the

[ el P the fill colowrs.
:I'In;:'!mfﬁ-m VR e g e d * The Ink Batlle Tool is used to change the
i nd thickness of the existing
™ ThE Nlﬁw TM'I it useed i dﬁ.‘l.'.’ P'DI"HFHEﬂr Ii:'::".- '!F'!rll!'. 4 I
star shapes, 4

* You can customise the Eraser Tool to erase
anly lines, anly fills, or only selected fills.

* You can use the Arrow Tool to reshape lines
and shapes.

m&[

Objective Type Questions
1, Choase (he correct nplinn,
a. Which of the following options are available in the Property inspector when you select the Line

o The Pencil Tool is used to deaw lines and
shapes just like you would using your pencil.

Tool?

I Stroke Colour i, Stroke style fil. Stroke helght tw. all af these
b. Each shape consists of a

k. fill ii. stroke ik, both i. and §. iv. none of these
€. When you draw an oval or a circle using the ... toal, you cannot change the starnt

angle, end angle, ar inner radius afier drawing the shape.

I, Owal i, Primitive Cwal iii. both i. and ii. iv. nane of these
d. The Radial gradient option creates a gradient that shades from the starting point to the end point

| IR P patiesm.

i straight line i, circular i, solid v, none of these
& Which key will you press while dragging o draw a perlect square using the Rectangle Tool?

i. CTRL il. SHIFT i ALT iv. none of these

E 147 * @8 @ . L
‘..-I: -"l= ==== =u-“n.r': s

Scanned with CamScanner



Descriptive Type Questions
1. Answer the following,

a4, Mame amy two modifiers of the Eraser Tool,

b. Differentiate between the Rectangle Tool and the Primitive Rectangle Tool,

. Wirite steps 1o create a new gradient colowr.

d. Evaluale the following statement, ‘Application software such as Flash C5 3 have replaced the
artist's paletie’,

Why do you think that the “‘property inspector panel’ is necessary while working an a Flash
document!

"

Application-Based Questions

a, Dbserve the given figure on the right and
answer the f-|:|-||m-.-:ng fuestinns:
i. Which ool is selected in the figure?
ii. Mame the modifier that has been used 1o
draw line A.

iii. Mame the modifier that has been ysed 1o
draw line B,

iv. Which modifier will vou use to draw lines
without any modifications?

b. Dania has 1o create a cartoon character using
tools available in Flash C53. Which tood will
she use for the following purposes?

I, Paint freely on the stage
i, Dwaw a square
iil, Fill with gradient inside the shape

JEore | a

c. Observe the figure given alongside and answer the questions: P PR

i, MName the panel shown in the figune, e I
ii. Which type of gradient has been selected in the figure! o irem o2
d. Asiva has drawn a graphic on the Stage, Which Eraser Mode modifier :, :,“ ! “I,
will she use for the following purposest we o
wpha’ o, | vrene

|, Erase only lines leaving the fills unaliecied

i, Erase all lines and fills that it passes over 2 0 660 &
iii. Erase only fills leaving the lines unafiected l

e, Create a picture of one of the iollowing using Flash €5 3:
s the sunset over the acean
e acity scene with many buildings
s 3 hut on a mountan

E.,] .,.-'g-ruu- i ¥ [ ©] 0] [ -iq:ﬁ -
g ¥ =B EEEE B & a !
EE DOEE EEEE B2Oo@E [} 1 .jl
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IN THE LAB
Li|!|.|_- Tinkt wanis fo sl his |:|i1||i:|'|.'|. ." % g
k int Flash 53, €an you draw a pitlny é:::: U:r:“h O trseky avallable
Tinku €an 1:1-11]"5-? One example is given-ale wi . ': [eCtan: on il wlneh -
5 [S—

2. Rasheeda lovps Nowess, She has decided to paint a few flowers using

the tools available in Flash CS3. Her effart is shown aloagside. Can you
l.l:l'-i'-':' 1|1E' LA E""l:thil."l"

3. Javeria wants to design 3 New Year Breeting card for his teacher. Help
per design the card shewn alongside using the drawing tooks available

in Flash C53.
Tl oam i | _
,,-_-*{:{ - Haneen has to panicipate in a painting competition on Independence
) N Day. She has decided 1o draw the given sketch showing thee birds.
S Which tools can she use to deaw this figure? Also, help her colour the
birdls and write 3 quotation suiting the occasion.,
GROUP PROJECT

Conduct research to discover altematives 1o Flash C5 3. Ligt at beast two of them and find out how cach
one works, Make an advertisement using MS Publisher fior these two software programmes, and then
send it as an attachment 1 your teacher.

4% TEACHER'S NOTES
o Demonsirate how o create a new gradient, explaining the difference besween linear and radial pradents,
s Sl (he sudents how 6o various brush modes, options available while working with the Pencil Toal,
and the ather 1oals
* Encourape childeen o be creative arel use the Flash ierats 1o experiment with dicrent kines of dessgn clements

1449 WX FORD
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chapte, h o4

10 Lreating Animations.”
A in Flash.CS3

I;.* Flash & used for creating Ty
marmong st Bur | haven
rtdde any films ey

o o when wilf pou
rEgch mae o IR

Today! (W ersch wy
Faow Lo Friake 2 simply
dnimanoe i Elazh

Well pou had ma
T le2mn che basics Arsg

o Cotgle

e — o

You have learnt about quite a few of the drawing tools in -
Flash €53 in chapter 9. In this chapter, you will learn how to In this Chapter |II
create simple animations. For this, you need to learn about

Is, the timeline, and frames. L :
E'r"l'ﬂhﬂ ol ’ s Creating Symbols

v |.I'|-:I|_'r'-|.'||.1-;':||'||=l‘ e Tainetds

A frame is the basic unit of any mavie. A movie is a series of

r - i = |_ i [5 ] T3 TaTarol 3
frames with pictures on them, The picture on each successive Sl RalE L F eI

I , |'.':.' mame Anvmation, Mot
frame is slightly different from the previous one, When the Uieeai e e han T

frames are displayed rapidly, you get an animation. The
timeline helps you control and organise frames,

CREATING SYMBOLS

A symbol is a graphic image, animation, or button that is stored along with a movie. It can

be inserted in the movie as many limes as you want, i.e., symbals are reusable graphics, An
instance is an occurrence of a symbol. Each time you insert a symbal in a movie, you create an
instance ﬂ[ t|1;|.r .‘i}'l‘l‘lhl!‘.ll_

oxFoRD a " mEm ® 150 :
B B 0 EEEE B - il
5E EES SEEE EEE © B |'I

Scanned with CamScanner



r

jy stOr™ wymnlbeils it frlidogs, ¢
&

il Dbt anne

ll.l1l| i F"'"H TIET o 1 [T T, dih oo e J : | o
-i“h ! F Fabal s dap ¢ = s
“._,pﬂlmj R W T R I o
i
rli e I'ill t_" i (A iy e Kl ‘Ij"'r 'lr rl"l'ﬂll.l ey 4 4 4 f b . .
T 9 janan §
,, Seledd the Arrow ielet tiun) Tool .
"|'I nri-.lﬂ il H'hH.”'m Aty arcurn) ghe ".I*hjl"-l' frgr tba .;,-i be, v pat .:.-_.i-
select Modify  Convert to Symbol | Tre: Comvert 1o s 2o
ﬂmﬂ}nl dialog box appears 1 . .
e
3. Type a Name lor the: symb], phs |
Lelpt ] # Cpein Tioma ramabos r} P - -
Aniice W Syiroe Clex T i e AT
I.l:_-'-'l'l'll'-l!ll'l'i'ﬂ e
— a— Fest Foraists - _._ﬁ
T ::.-. "‘F'h‘h‘:ﬁ L - :5‘_.‘_____1._: :_.-':"a- Fi
= 3 Lz are L=t

Fig. 10.2 Convert to Symbol dialog bos

h. Type of symbol can be a Movie clip, 3 Button, ur « Graphic. Crooss Craphic
c. Click OK. The symbol now gets added 10 the Linrany panel

To insert an instance of the symbol in the movie, yoo can follos

1. Select Window » Library to
open the Library panel. You
will see the symbol you
created.

Click and drag it onto the
Stage. This inserls one
instance of the symbol. Lise
the same process 1o gel
multiple instances of the
symbal (Fig. 10,4, You can
resize, rotale, o move a
particular instance withoul
afiecting the others.

b

thise §harm
]
F—:-DJIIJIHHJ Liri el
lh I.r I-'-.c | Pt LT Sl WTRDE W
"_l.l_: - = —_; . —
- (LR 5 e |
LN = = : . _.I
TR N .___"'_,_w_
: e i ] B o B EE™ g ;. ‘
- e g =4 - - 'If
om " - B i -
? 5 o = -
Ll 0 Dissdartingd an inslaniee 18am 1
LNEORD
151 i =8 ] o -" 0 -
& SEEEN = 8 =
fEE ENEE DEDn 48
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UHDERSTANDING THE TIMELINE

Before creating animations, you should be familiar with the Timeline window. The Timeline is
the area where you work with frames to organise and control the content and animation of your
movie. The main companents of the Timeline window are shown in Figure 10.4,

Playhoad Keplramed Frames

L O S 0. O T . . T
1
L -

Bo B[ 8 12pfps a3s 4w )

Cument farw Frame rare Blacried time
Fig. 10.4 Timeline window

The red rectangle with a vertical line is called the playhead. It indicates the current frame an
the Stage and the current status of the movie. As the movie plays, the playhead moves from lei

to right through the Timeline. The frame rale shows the number of frames per second that woawr
animation will play.

Frames and Heyframes

Frames contain the content of the movie. This content is displayed one frame at a time while
you play the movie, They are represented as a series of vertical rectangles on top of the

Timeline. Every fifth frame has a light-grey fill and is marked with a frame number, which i
written at the top of the Timeline.

Thn_r! I::ta!:k dats shown in Figure 10.4 represent keyframes. A keyframe is a critical point in the
animatian, where an object appears or changes, or begins or ends an action such as fading,
moving, eic,

Al the battom of the Timeline window, you can see three numbers. The leftmast number
represents the current frame. In Figure 10,4, the fifth frame is the current frame. The next number
represents the frame rate, .e., the number of frames per second that the movie is playing. In

Figure 10.4, the frame rate is 12 fps, i.e., the movie is playing at 12 frames per seconel. The third
number represents the time elapsed,

Inserting & Frame or Keyframe

The steps to insert a frame or keyframe are: | Fast forward @ |
1. In the Timeline window, click on a rectangular : |

Inserting aframe 5
placeholder where you want to insert a frame or a

i |
ot nsertang a keyframe £
E.xm-"—l =] L] mE u IEE &
" = EEEE B B - g 0t
mE _EEN BENE EEE Wm0 a antld
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8. To play the movie:
a. Click on the first frame in the Timeline window.
b. Select Control » Play.

Fast forward @

=& 0 ¥ O 3 om o E N
"Ll E | i = u I iaks il =
A e | iy

Fig. 10.7(a) Drawing a eircle in frame 1 Fig. 10.7{l) Circle in frame 2

Motion Tweening
Tweening makes it very easy to create animations. In tweened animations, you only 5p:e«|:|{'|.' the

first and the last keyframes, Flash automatically fills in the frames between the two. In motion
tweening, you specify the initiaf and the end positions of an object. Flash C53 fills the frames
in between to make the object move between the two positions. Before you implement mation

tween on an object, you have to convert the object into a symbal.
Let us consider an example to understand tweened animation.

1. Draw the picture of an aeroplane at the top-right comner of the Stage in frame 1 (Fig. 108001,
Convert the aeroplane into a symbaol, Name the symbal as aeroplane. You will see a blue

: square around the graphic.
3. Select frame number 20 in the Timeline window and insert a keyframe by pressing Fé or
selecting Insert » Timeline » Keyframe.
4. Notice that all frames from 2 to 19 are now grey in colour. Frame 20 has a grey fill with a
black dot, indicating that it is a keyframe,
OXTORD & 154 :
R E

Scanned with CamScanner



r"

ct frame 20. Select the seraplane and mave it

5- o the bottom-left comer of the Stage 1Fig. 10,40l e — =

B i

sel— - ——
Fig. 10.8(a) Initial position of the aeroplane Fig. 1001 Final position af the agroplane

5. Select any frame between 1 and 20, With the cursar in the grey area, right-click anil _
select Create Motion Tween from the coplext menu [Fig. 10.Rici. Motice the change in the

imeline window [Fig. 1080, A light-purple colour with a solid arrow appears between the
keyframes.

7. Play the movie, You will see the zeroplane move from the top-right corner to the bottom-left
corner of the Stage,

B scpog g T Bl ik 100 | e
T i b e T
w0 & @ gkl
‘ ‘ 1 iEm
LA |
AT - | 1
'-.._.- i ] ] TR LT
aar | & B e wauneys T8 o8,
& &
s LR
2 54
o E B
L]
am
|
._—-1__ i - — + s LI
Fig. 10.8(c) C Motion Tween option Fig. 10.0d} Creating motion tween
in the contexl men
XFOMLLY
. -l 55 9 uil i q Erup.l.r. s
= B : I DoEE o B o2
IR my . _ U@l _SEEE BEn oo
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PRACTICE TIME @.‘

aear fiesm

Anas has been aked by his Computer Sceence teacher o create an aneagine (4 EreE

3 p?
QR POSTION L0 2wt her (sing motion rwerning. Coulel youl Bl b with the soops 10 d

SOLUTIOMN

1. D o imvport a picture of a car at the boctom-

left comer of the stage in frame 1

Convert the shape into a symbal Give the

spmbod the rame, ear

3. Select frame 40 in the Timeline window and
Insert 4 keylrame by pressing Fé or selectng
Insert » Timeline » Keyframe

4. Mooce that all the frames from 2 1o 39 are now
oy grey colouwr, Frame 40 has a grey fill with a
black dot, indicating that it n.a keyframe.

5 Select frame 40. Select the car and move it to
the botrom-right corner of the Sage.

f  Sebect any frame between 1 and 400 Wich the
cursor in the grey area right-click and select Create Motion Tween from the context menu

7. Motice the change in the Timeline window. A Bt s = -
light-purple colour with a solid arrow appears
between the keyframes

8. Play the movie. You will see the car move from
the botrom-left cormer to the bottom-right
cosner of the Stage,

Shape Tweening

Shape tweening makes a drawing change into another drawing. Shape tweening does not work
on symbols. 5o do nat convert the drawing object into a symbaol when you want 1o use shape
tweening.

Let us consider an example 1o understand shape tweening:

1. Select the first frame and draw an object, for example, as given in Figure 10900,
2, Select frame 40 in the Timeline windew and insert a keyframe,

OXFORD _ 156

respki 1T IR 51 8 ap Ei I
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while still on frame a0, selog s
' 3 circle (b 10, g

ee the Arrow Tool 1o redh

drawing oiject and dedote it Deaw a different ohject, $3Y

the lines anil fI‘I-.:IJ'IF.:_t* [ha= slq..pr_- o thir oabajesct,

v_-,..-"_"..,"...q..—-ﬁ-r _-_\_‘? . ‘H':
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(a} Frst dr.lwing

bl Second drawing

Fig. 10,9 Shape tweening transforms one drawing into another

4, Click any frame between 1 and 40, In the Property inspector panel, select Shape from the

Tween drop-down list [Fig, 1091,

|vFparims| = =
T ——
e T -
aFyywe Labale [T
bl Bype

-
—
SEuind _'H‘ L g
e ot -
gpc [ wlhepem  -|: -

Fig. 10.9(c} Choose Shape tweening

Natice the change in the Timeling window
[Fig. 10.%d)].

A light-green colour with a salid arrow appears
between frames 1 and 40,

Also note that the drawing that appears on the Stage
i a mix of the two shapes.

Play the movie. In this case, you will see the
rectangle change into a circle.

157
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Fig. 10000 Alter selecting Shape hweening
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PRACTICE TIME @

Anaya has been assigned by her Computer Science teacher to create an animation in which she has
va change an oval to a sear and then change the scar back to an oval How thauld she procesd?

SOLUTION

1. Select the first frame in the
Timeline.

2. Select the Owal Tool Then selacr
. the strake colour and the fil
colour,
3. Draw an oval shape on the Stage.
4. Select frame 20 in the Timeline
and insert 2 Blank Keyframe by
pressng F7 or by selecting Insert s
Timeline » Blank Keyframe.
Draw a star shape on the Stage o= =
You can dlso change the stroke T"-"’r"‘ :
codaur and Bl colour, = e B
&  Chck on any frame betwesn 1 and
20 in the Timeline. Righc-click znd ‘
sefect the Create Shape Tween
option from the contess menu,
2. Again select frame 40 in the
Fimefine and inser a blank
keylrame by pressang F7,
B Copythe oval shape from Frame 1 ﬁ, -

% 4 psom-®

e T T gy

to Frame 40 .
9. Righr-click on any frame becwesn A s ——

- | e ———
L]

20 and 40 and select Create Shape | o

Tween opton from the congest
ML,

10. Select Frame 1 in the Timelne and
press Enter to play the mavie

158
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fame 4 basic unit of a Flash mawip

Frame-by-Frame Animation  an animation

gymbol 4 E”"Fhi'_: image, animation, or buton created by manually changiag the confents .
hat is stored with a movie each frame

jpstance 3N OCCURENce of a symbol Tweened Animation  an animation in which

geyframe a critical point in the animation, and Flash 53 automatically fills in the frames
where an object appears or EhEn.EEr or beging hotween them
or endls an action

Memory Butes)

—

« A symbol can be created by converting a animations are molion tweening and shape
drawing into a symbaol, which is then stosed tweening.
in the movie lbrary, We can add maltiphe
instances of the symbal to the movie.

¢ To create an animation in Flash, we can M
use frame-try-drarme animation or tweened
animation. The two types of tweened

* For motion-tweening, drawings must be
converled into symbols.

Shape-tweening can be used 1o make 3
drawing transform into another drawing.

* Shape-tweening does not work on symbaols,

Objective Type Questions

1. Choose the correct oplion,

B RO e wweening, the drawing object has 1o be converted inta symbal,

I maotion i, shape il, bsoth 1. ane ii. W, none of these
b. Using symbols keeps the file s2€ ...

i. same il. srmall ii. large iv. none of these
L. Ermhnh. are stared 1na folder called ..o

Symbal i, Mixes i, Lilarasy iv, nome of these

d, ""- ciisesernnens 18 @ praphic imige, animation, of button that |s stored with a movie.

L Ejrmbut i, shape i, bweening iv, none of these

159 e OXFORD
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- 3eino |
i. Insert Frame .mrt.' """""""""""""""""""" » Frame.

i Timeline iii. Mew Frame v, none of thyg,
Descriptive Type Questions
1. Answer the fnﬂuhrirrg,

a. How can you ide i imeli
a k-l!'rfrarn:_ ntify a keyframe in the Timelinet Write keyhoard shortcuts 10 insert 2 frame gy
How would you delete frames 5 o 107

How can

Aiahing hﬁ;ﬂ: conven a robot shape drawn on the Stage to a man{

e F"'-""'Ili_1hat should be kapt in mind while creating a motion tween,
valuate the user-friendliness of Flash S 1.

Create an ankmat; AT :
SR hrllmat":"” of your choice in Flash 5 3 which uses as many of the tools as you kit

e RN

Application-Based Questions
3. Observe the following figure and answer i queestions:

J -
&
| :
DR 1= | _n-'~| 'i'n_!iM B 2bk= am (] ’

I Identify the companent of the Flash C53 window shown in fhe figure,
. Identify the keyirames in the figure.
Hi. What is the frame ratet

. Darim has created a simple animation in Flash. Look at the serasithot o _
' vien al ' g
the following questions: Biven alongsice and answer

i Identify the type of tweening he has appliod to create the animation,
th. What is the elapsed time

shown in the Timelined T
lii. Mention the current frame. Iﬂﬂﬁ:' el 0 B % B e &

. Dbserve the given dialog ,
box and answer the given ;
qI.E-Iill:l-l'ls-'. aTiia s | mo®m it 5 soks am e .. i
. Write the keyboard shortcut

to get this dialog box,

fi. What type of symbal is being created?
iii. Mame the menu that has the option o get this dialog box,

RTINS T i ] 505 [ ]Eﬂ i
B @ EEEE B = ity
PR N B S R S e 000y
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4 paheen has 10 create an animation

to change a rectangle to 2 bird, Convert o Symbat i
i, What type of tweening should
she apply to create this - =]
animationd e -__den Reguvaton: 388 E—I:l
ii. Should she convent the rectangle ';
shape to a symbaol for this
animation? o

iii. When she applies the tweening, the frames in the Timeline will be covered with which colour?

i‘—l— IN THE LAB

1. Draw a scenery and convent it into a symbol, and use it as a background in an animation where a
bird is flying from one tres o another.

2, Draw a boat and create an animation to make the boat move from the top-left corer to the bottom-
right cormer of the Stage on a river flowing in the same direction.

3. Use shape-tweening to create an animation in which the shape of a circle turns into a cal,

4, Create an animation in which a star thape appears al difierent positions at different times on the
Stage. Use the frame-by-frame animation method.

GROUP PROJECT

Develop your very own video! Using FLASH CS3 create your own animation, Remember 1o
keep it simple. All the best video makers have to start somewhere! For inspiration, you could
research the biographies of famous filmmakers and see how they started out. Mot many will
have started in school...so you are getting a great opportunity to learn and explore new ways of
being creative.

-~
% TEACHER'S NOTES
# Help the students to understand what the Timeline is and how it is usid
* Demonstrate all the three methods of creating animations.,

* Toll thw students that they have received just a small taste of Flash and animation, Encourage them o
discover that Flash €53 has many features and o explore the many possibilities of Flash,
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i KEYBOARD SHORTEUTS
Copy CTRL + C Expandicollapse Property CTRL + F3
g CTRL + V inspector
s CTRL + X Shaw grid CTRL +
Undo CTRL+ Z Showhide ruless CTRL + SHIFT + ALT
R CTRL +Y New Document dialog Crrl + N
Select Al CTRL + A box
Open Font dialogbox ~ CTRL+ D Document Properties Cirl + |
Left Align CTRL + 1 dialog box
Center Align CTRL +E Open file Cirl + O
Right Align CTRL + R Save file il + 5
Justify CTRL + Convert to symbol Fa
Prind CTRL + P Library panel CTRL+ L
To write data in multiple  ALT + Enter Inserting a frame
lines in the same cell Inserting a keylrame

Run a program F5 Play a movie

QX PORD 162
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Buy Genuine Oxford Books

Look out for the new security label whenever you purchase an Oxford

textbook or supplemeantary reader. Labals with the features shown below
are proof of genuine Oxford books,
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KEYBOARD

Computer Sclence With Application Soltware
THIRD EDITION

Keyboard: Computer Science with Application Saftware [Third Edition), 2

series of eight books lor Classes 110 8, is 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 alang with KTurtle at the

primary lewel, and includes desipn and graphics software, namely Flash, HTML 5, Viswl

Basic. Dreamweaver, and Photoshap, at the secondary level, It also imtradutes sound

and video editing through Audacity and Lightwarks.

Koy Features

»  Worksheets: Unit-based and conforming to the continusaus assessment needs of the
learners

«  Top Tip: Useful tips on options available for different operations

» Practice Time: Situathonal exercives slong with solutians that reinferce learning

»  Fast Forward: Time saving keyboard shosteuss for meny commands

» Computer Manners: Computer etiquette explained through cartoon strips

* Tricky Terms: Chapter-end list of impertant term along with their definitions

* Exercisen: A varied set of questions which test learmners an aspects of conceptual
theory covered in the chapter

* I the Lad: Practical ewercises to enable application of concepts to real-life
situations

v Group Project: Activity-based leaming to encourage creative snd collsbosative skalls

» Teacher's Notes: Important infarmation and suggestions on creative approaches toa
chapter or a topic

The course is also supported by Teaching Guides that inthude lesson plans, the complete
answer key to the Student’s Books, worksheets, and test papers,
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