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Technology is one of the biggest catalysts in transforming and improving education process while playing a
vital role in the progress of a country. As we know, the world is changing at a fast pace and so is the
technology. Hence, it is imperative for us to make our students match this pace, and also to help them
inculcate futuristic skills and mindset.

To make students ready to face the uncertain challenges and to stay tuned with the unprecedented
journey of technology, National Education Policy 2020 has suggested certain skills that should be learnt by
them. These skills will help them in becoming successful, innovative, adaptable, and productive human
beings in the various fields such as Digital Literacy, Coding, Computational Thinking and Artificial
Intelligence in the rapidly changing tech-savvy world.

Envisaging the same vision of National Education Policy 2020, we have created CodeBot, a comprehensive,
exhaustive computer series for classes 1 to 8. This series is based on the latest software packages and
operating system such as Microsoft Office 2016 and Windows 10.

This series contains five sections:

« Digital Literacy: This section would discern students the use of computer technology in day-to-day life.
It would also help them comprehend the computer subject as a tool, which can be integrated with
other subjects.

e Computational Thinking: To inculcate the skills of problem-solving among the students, we have
introduced Computational Thinking from class 1 to 5. It consists of interesting and engaging activities
on Patterns, Decomposition, Abstraction, Algorithm, etc.

e Coding Junction: Having children learn coding at an early age helps them organize their thinking and
express their ideas to create programs using the computer. It empowers them not only to use
technology, but also to create it. Keeping this in mind, we have introduced interactive fun-based coding
for all levels such as Scratch Jr and Scratch from class 2 to 5; Python with gamification and GUI-based
coding and MIT App Inventor from class 6 to 8.

 Artificial Intelligence (Al): Knowledge of Artificial intelligence is becoming more and more important as
the students have to be Al-ready for the present and future. Therefore, we have introduced Al from
class 1 onwards in a fun and engaging manner.

e Cyber Zone: This section covers Internet literacy and throws light on issues such as cybercrimes and
cyber security, thereby encouraging students to be good digital citizens.

To produce a visually appealing and easy to understand book, we have artfully combined the latest
technologies, pictures, drawings and texts in this series. Most of the topics in this series show a step-by-
step pedagogy which simplifies the complex computer concepts. The terms and examples described in this
series are those which every student will encounter while using computers.

To make the chapters exciting, topic-relevant projects have been added that encourage the students to try
out for themselves, and to instill in them the confidence before they embark on making their own project
using a particular software. Each project in the chapter presents practical problems and their complete
solution in an easy-to-understand approach.

In a Nutshell section summarizes the whole chapter and the Self-Evaluation section examines the students
and their understanding of chapter-wise computer concepts. Exercises and Activities have been included at
the end of every chapter to assess the level of understanding of students.

We welcome constructive suggestions and feedback to make this series more comprehensive, relevant,
updated and useful both for the teachers and the learners. You may mail us at editor@pmpublishers.in.
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DIGITAL LITERACY

Computer - History and Generations

After completing this chapter, you will be able to:

e Understand and learn about early calculating devices.

e Learn about the first electro-mechanical computer
and electronic computer.

OBJECTIVES

e Understand about different generations of computer. a

Hello Friends! The computer which you see today {! -
was not like this before. It took many years to

make the computer as you see it today. Let us look W
at the history and generations of the computer. 3 '

Concept of Counting

The computer is an electronic machine that has touched every aspect of our lives,
making our work faster, easier, and well-organized. We rely on computers for most of
our daily work. It has been a combination of efforts and ideas of many people from
all over the world that has resulted in the computers that we see and use today.

The concept of counting started with the evolution of human beings. In the ancient
times, people used to count with the help of fingers, toes, stones, sticks, bones,
pebbles, etc. and store the information by making marks on walls, rocks, etc.

§ o< A X

Fingers Toes Stones Sticks Bones
In the course of time, it became difficult to do bigger and complex calculations
with such a method. So, there was a need of some kind of device which could
make the tasks easier. Thus, the first calculating device 'ABACUS' was invented.

Early Calculating Devices
ABACUS

Abacus was the first calculating device invented about
5000 years ago by the Chinese. Simple calculations like
addition and subtraction were performed, using the
abacus. It is still in use in many parts of the world. Abacus
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NAPIER’S BONES

In 1617, a Scottish mathematician John Napier invented a
calculating device called Napier’s Bones. This device is a set
of rectangular rods marked with numbers on them.

John Napier

It was meant for simple calculations like addition, subtraction
and multiplication of numbers. Later on, it was improved to
perform division and to find out the square root.

PASCALINE

In 1642, a French mathematician named Blaise Pascal invented the first
mechanical computing machine known as Pascaline.

Napler s Bones

It consisted of a box with movable gears
that could add, subtract, multiply, and
divide the numbers very easily.

LEIBNIZ’S STEP RECKONER Pascaline Blaise Pascal

In 1673, the more advanced calculating machine named
Step Reckoner was developed by a German mathematician
Gottfried Wilhelm von Leibniz. It could perform all four
basic mathematical operations.

ANALYTICAL ENGINE

In 1822, a mathematics professor of Cambridge University,
England, Charles Babbage developed a machine known as
Difference Engine. It could perform mathematical operations
automatically. However in 1833, Babbage had a better idea,
and he stopped working on Difference Engine and started
designing another machine called Analytical Engine.

It had five key features, i.e. input device, storage unit,
processor, control unit and output device. All these five
features are found in today’s modern computers. Therefore,
Charles Babbage is also known as the ‘Father of Computer’.

TABULATING MACHINE

In 1890, Herman Hollerith, an army engineer invented
the Tabulating Machine. This Tabulating Machine was
used in census (to count the population) of the USA. It
gave a quick count of the US population.

The use of the Tabulating Machine was so successful
that Hollerith formed a company that later became
famous as the International Business Machine or IBM. Tabulating Machine




The First Electro-Mechanical Computer

In 1944, Prof. Howard Aiken built the first electro-
mechanical computer named Mark I.

It was 51 feet long, weighed 5 tons, and used a
typewriter for input and punched cards for output. This
device was the first computer in a real sense.

The First Electronic Computer

ENIAC AND UNIVAC

John Mauchly and John Presper Eckert together built the
first successful electronic digital computer known as
ENIAC (Electronic Numerical Integrator And Computer). It
was made operational in 1946. ENIAC was 10 feet wide
and 100 feet long; it occupied 1800 square feet of area
and could perform 5000 additions per second.

In 1951, John Mauchly and John Presper Eckert
developed another successful computer known as UNIVAC
(Universal Automatic Computer). It could work on both
numeric and textual information. It was the first
commercial computer delivered to a business client, US
Census Bureau, in 1951.

o

UNIVAC

Personal Computer

In 1981, IBM introduced its first Personal Computer (PC)
and in 1984, they introduced the advanced version called
PC-AT (Personal Computer — Advanced Technology). These
computers were smaller in size, faster in speed, more
accurate, and reliable.

Personal Computer

There are several types of personal computers available nowadays. Desktop
computer, laptop computer, and tablet computer are some of its examples.

@ (L093a02) S- 1INVd LI

"
he principle of Pascaline is still used today
in water meter, odometer and speedometer.

|| Even today, the concept of Abacus is T
Il used in pre-nursery classes to teach
.| simple counting in a play-way method.



After learning about the history of
computer, you are going to learn about
the generations of computer.

® Grandparents
Generatlon Parents
Children

Dear children, we all have different generations
of people in our family, like grandparents,
parents, and children.

Computer also has its different generations like:

Raspberry Pi Smartphone Tablet PC Notebook All-in-one Computer

You can see in the above pictures that with each new generation, the computer
has become smaller, faster, and more advanced than the previous generation.

Generations of Computer

Generation means the production or creation of something. In terms of computer,
it implies significant development and growth in computer technology.

The development of computer technology took place in five distinct phases called
Computer Generations. The different computer generations are categorized
according to their technology of basic computing elements.

Let us learn about these different generations of computer.

ds
G

%H Update Your Knowledge

The Raspberry Pi is a tiny, credit card size computer that can be plugged into a computer
monitor and works with a standard keyboard and mouse. It enables you to explore computing,
and to learn how to program in languages like Scratch and Python.

a PM PUBLISHERS PVT. LTD.




FIRST GENERATION COMPUTERS (1946-1958)

The First Generation of Computers started in 1946. The
makers of these computers used thousands of vacuum
tubes which were often huge, taking up the space of an
entire room.

SECOND GENERATION COMPUTERS (1959-1964)

In the late 1950s, the Second Generation Computers
were introduced. These computers used transistors in
place of vacuum tubes.

Lo Ml
b =i

Vacuum Tube

The transistors were far superior than vacuum tubes
that allowed computers to become smaller, faster, and
more reliable than the first generation computers.

THIRD GENERATION COMPUTERS (1965-1970)

In the mid 1960s, the development of Integrated Circuit (IC) was a major
breakthrough resulting in the introduction of the Third Generation Computers.

Transistors

The transistors were replaced by the Integrated Circuits, also i -'-___;.___
known as Semiconductor Chips, which made the computer '
more powerful, and increased its speed and efficiency.

Integrated cuit (1C)
FOURTH GENERATION COMPUTERS (1971 ONWARDS)

The Fourth Generation of Computers started in 1971, and they used
Microprocessor, which is a single chip that does all the processing.

The size of computer became very small as thousands of
Integrated Circuits were built onto a single chip. These
computers became more powerful and they could be
linked together to form a network, which led to the
development of Internet. Chip

In 1981, IBM introduced its first Personal Computer (PC) for the home users and
in 1984, Apple introduced the Macintosh.

FIFTH GENERATION COMPUTERS (PRESENT AND BEYOND) ®

The Fifth Generation Computers are based on Artificial Intelligence =
(Al). They are still in research and development phase. )' ye
The main goal of the fifth generation is to develop the computers that o/ _‘-f
can respond to natural language, and are capable of learning and taking i‘,; %

their own decisions.
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& Sclf-Evaluation

@After reading the chapter, | know these points:

(o]

[0}

(0}

| know that the Abacus was the first calculating device.

| know that the Charles Babbage is known as the ‘Father of Computer’.

| know that first electro-mechnical computer Mark | was built in 1944,

| know that IBM introduced the first Personal Computer in 1981.

| know that the First Generation Computers used vacuum tubes.

| know that the Second Generation Computers used transistors.

| know that the Third Generation Computers used integrated circuits.

| know that the Fourth Generation Computers use microprocessor.

| know that the Fifth Generation Computers use Artificial Intelligence.

Exercises

Tick [v'] the correct answer.

1.

The first calculating device was ...........ccecoeiivnnnnnn,

a. Napier’s Bones O b. Abacus O c. Pascaline

CHEC

e

LOO000U00 o%,,

DOOOO0O0O 4,

KLIST

O

Which calculating device was developed by Gottfried Wilhelm von Leibniz?

a. Pascaline D b. Mark |

............................ is known as the ‘Father of Computer’.

O c. Step Reckoner

a. Charles BabbageD b. Herman HoIIerithO c. Blaise Pascal

The second generation computers used ...........cccceevvviiiiiiiiiiiinnnn. :
a. transistors D b. vacuum tube O c. IC

@
@
@

The ... generation computers are based on Artificial Intelligence.

a. first () b. third () c fifth

Write ‘T’ for True and 'F’ for False statements.

. Early man used to count with the help of stones, fingers, etc.
. Herman Hollerith invented Tabulating Machine in 1990.

1
2
3.
4
5

Mark | was the first electro-mechanical computer.

. The third generation of computers used vacuum tubes.

. Integrated circuits are used in the fourth generation of computers.

JJJJ o



Fill in the blanks.

1. Abacus was invented by the ...................... .

2. was invented by Blaise Pascal in 1642.

3 invented Difference Engine and Analytical Engine.

4. The fifth generation computers are still in ............................. and
............................. phase.

Read the clues and name the machines.

1. Its numbers were marked on a set of rectangular rods.

Differentiate between the following.

1. First Generation Computer Second Generation Computer

Answer the following questions.
1. Name the five key features that Charles Babbage used in Analytical Engine.

Application-based Question

@ (L093a02) S- 1INVd LI

Your father wants to buy a device for your younger brother to help him learn
counting. Which calculating device would you suggest?
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Activity Section

Activity

Complete the following table.

Generation

Period

Technology

Skill Formation

Open the Educational Suite GCompris [@]. This activity would make

1. Click on search icon |

2. Type ‘family’.

.

3. Click on Family [Eig ].

Gwranddaughter

Grandsan

Grandfocher

Grondmaother

Group Discussion

Divide the students into two groups and discuss the topic— ‘Journey of
Computers from Vacaum Tubes to Artificial Intelligence’.

students understand and
analyse the relationships they
share in the family over the
generations.

PLAYING METHOD

By playing this game, you will learn about
the relationships in a family.

The circles are linked with lines to mark
the relations. Married couples are marked
with ring on the link. You are the person in
white circle. Click on the name of the
relationship you share with the person in
the orange circle.

To learn more about history of computers, visit the website:
https://www.computerhistory.org/timeline/computers/



Windows - File Management

After completing this chapter, you will be able to:

* Learn how to manage files, folders and subfolders.

* Understand the function and use of File Explorer.

OBJECTIVES

* View, select, create and delete files and folders.

Hello Friends! While working on a computer, you need to
store all the work in the form of files and folders. In
this chapter, I am going to make you familiar with them
and tell you how to manage them.

File Management

File management helps you to organize and keep track of your files in the
computer. There are thousands of files stored in the computer, and every file has a
name called filename. Using file management, you can manage these files
according to their name, format, size, date, etc. so that they are easy to find when
you need them.

FILES

All the work that you do in a computer is stored in the form of file. A file contains
anything such as drawing, text, and/or picture, created using a software. It is a
collection of data and information. A file can be a document file when you write in
it. It can be a picture file when you draw and color in it.

Every file has its own unigue name. No two files of the same name can be saved at
the same location in a computer. A computer represents files with icons. By looking
at a file icon, you can tell what kind of file it is.

There are various types of files: document files, spreadsheet files, image files,
audio/video files, PDF files and so on.

Document file Spreadsheet file Image file Video file PDF file

@ (L093a02) S- 1INV1d LI



e PM PUBLISHERS PVT. LTD.

FOLDERS

You know that every work you do in a computer is stored in the form of file. There
are thousands of files stored in the computer. If you want to find out a particular
file out of those thousand files which are stored in the computer, it will take a lot
of time and energy. So, these files can be organized into folders.

In the computer, a folder is a location for organizing your files. A similar group of
files saved together under a common name is called a folder. A folder has a unique
name. There cannot be two folders of the same name at a particular location.

Parts of a Folder

You can double-click the folder icon to open it and see what is inside it. When you
open a folder, it opens in a window. A window is a rectangular area on the screen
that displays the contents of an application or folder.

In addition to displaying the contents of the folder, a folder window has a variety
of parts that are designed to help you work with files and folders more easily. Let
us have a look at the various parts of folder window.

|Ribbon |

File Tab |>jEl— — ¥ &Y APD——

Forward and —g N
Back Buttons_’;l.... - 4 ; = . P
X : = = Address Bar

Navigati ioe WY 45D W e - —
el e e e i o]

= Ee Y ]

Status Bar = i # = = == n

Various Parts of Folder

SUBFOLDERS

Most folders contain files, but some folders contain additional folders, which we call
subfolders. Subfolder is a folder within another folder.

A folder in a computer is also represented by an icon. By looking at these icons,
you can differentiate between the folders.

folder [ containing files J containing subfolders

)  An empty | A folder ]é [ A folder
. e



File Explorer

The File Explorer plays a key role in your Windows 10 experience. It is used for
viewing files and folders in a hierarchical order. It is very helpful for efficiently
organizing files and folders that are stored in different disk drives of a computer.
You can move, rename, and delete files in File Explorer.

1. Click on File Explorer icon on the Taskbar
(or press aa +E).

This PC window will appear.

| | Minimize or Expand Ribbon |

P . = [@2 - -
[= [ : Address Bar |

& o ) ]

e | ‘_ S

i k- -
Navigation R B ene 2 Sa— o 'i'i— Right Pane
Pane (Left D ) e
Pane) ey n..!"" B Dvn L . T

The main function of File Explorer is to browse, open, and manage the files and
folders stored on your hard drive.

Across the top of the Explorer window is the ribbon. Just below the ribbon is the
address bar. It indicates the location on your hard drive that is currently being
viewed within the main window.

Depending on your settings, you may also have a navigation pane on the left side
of the window. This can be used as a way of quickly navigating through your
libraries and favorite folders.

The right pane displays the contents of the folder/drive that is selected on left side
pane. You can also use the right side to preview a file without having to open it. It
shows images and documents that you have created.

3
- v Thin b — : =
—
a1l LY Wil n >
& & B ThEPC . . l: %
—
= b Ok socess : :
& Dawnioy ’ &
e “ AL 5 i
W Dt J -'-'-.-. e g Do ; Do =
Certumiests ¥ O
& Pt . i [T p= Fttrn l thce= (w)
a m
& Do Dhoies F m
& Wiowd Dime T S T O
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® There are two signs, expand [>] and collapse [v], in front of a disk drive or folder
name. A [ >] indicates that the folder contains subfolders or files. If you click this
sign, it shows the subfolders inside and at the same time the [ >] sign changes to
[v] sign. This process is called expanding of a folder. If you click [ v ] sign, which
is in front of a folder, the expanded subfolders collapse back.

-itvares ——— ) B 2. To display the folders within a
2 P i o R T— o P folder, click on [ >] sign
s o o — beside the folder.
\%.an.u.." __Jhe ® The subfolders appear.
& '3-“;“‘:: i PO ® The [ >] sign besides the folder
B Documents o changes to [ v ] sign. This indicates
:;“:I“c'”'“" E!'I it St e that all the folders within the folder
& Pictures @ are displayed.
.Il.db:lt
- Az You can click [ v] sign to once again hide
w Mo dolume (D)
T the sub-folders within the folder.
&Nﬂmk
AL @ . 4~ 3. To display the contents of a
A + 5} folder, click the name of the
= . L ; @ ; folder in left pane.
o E =[PP e Right pane displays the
= I ‘W E contents of the folder.
=R : s == ini ing Fi
p 3 1 e 0 o 4. When you flnlsh using File
— e m D BN . Explorer, click (x) to close the

window (or press Alt+F4).

Viewing Files and Folders

You can view the files you create as well as those you download or copy to your
computer that get stored on your hard drive. There are some main folders in
Windows 10 in which your files are saved, by default — Documents, Pictures,
Music, Videos, and Downloads.

Whenever you create and save a document file, it gets stored in Documents folder.
Whenever you save any picture, it gets stored in Pictures folder. Whenever you
save any music file, it gets stored in Music folder. Whenever you save any video
file, it gets stored in Videos folder. Whenever you download any file from the
Internet, it gets stored in Downloads folder. If you want to open or work with
these files, you need to view them first.

e PM PUBLISHERS PVT. LTD.

1. Click on Start icon to open start menu (or press 3@ ).
2. Click on File Explore icon (or press & +E). This PC window will appear.



® This area shows the main folders
in Windows 10 in which your files
are saved, by default.

® This area displays the hard drives, CD-
ROM/DVD drive and removable drive
available on your computer.

«| 3. Double-click on any folder or
drive to open it.

To view the contents of a CD-
ROM/DVD drive, make sure you
insert the CD-ROM/DVD disc into
the drive before continuing.

Windows displays the contents of

Ty
° |
: -
o - i
= = e
i e ;

i

the folder including subfolders.

You can again double-click on the
subfolder to view your file.

o ® The name of the folder, the

contents of which you are
currently viewing, always
appears at the end of the file
path in the address bar.

CHANGING THE VIEW OF FILES AND FOLDERS

You can view the files and folders in different ways and arrange them according
to your choice. These are the views available in Windows 10:

Extra Large Icons or Large Icons view: The images on a folder icon are displayed
in Thumbnail view. It enables users to identify the contents of the folder quickly.

Medium Icons view: It displays your files and folders as small icons. The file

name is displayed under the icon.

Small Icons view: It displays more information about the file.

List view: It displays the contents as a list of files or folder names preceded by

small icons.

Details view or Content view: It gives us detailed information about files

including name, type, size and date.

Tile view: It displays the medium-sized icons.

1. Open the folder containing files.
In the example, files are in Large Icons view.
2. Click the View tab.
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3. Click on the view you want to set
for files and folders.

Windows changes the file view.

In this example, we have changed
Large Icons view into List view.

Selecting Files and Folders

While working with files and folders, you will often need to select them so that
Windows 10 exactly knows the ones with which you want to work. Selected files
appear highlighted on your screen. In this section, you will learn about selecting
files. This technique is same for selecting folders.

SELECTING ONE FILE

i -
i

)

1. Open the folder containing file.

|
IEY

2. Click on the file you want to select. The file gets highlighted.

'.I‘.
i

SELECTING MULTIPLE FILES

tadeEkag

= 2. Click on the file you want to select.

3 ECa ||

Open the folder containing files.

Press and hold down the Ctrl key as you click
each file you want to select.

i

i
I
i
"

E

1. Open the folder containing files.

2. Position the mouse pointer slightly above on the left
of the first file in the group.

3. Click and drag the mouse pointer down to the right
until all the required files in the group are selected.

SELECTING ALL FILES

1. Open the folder containing files.

2. Click on Home tab.

3. Click on Select All (or press Ctrl+A). Windows selects all files in the folder.

PM PUBLISHERS PVT. LTD.



Creating a New File/Folder

You can instantly create, name, and store a new file in the preferable location,
without starting a program. Creating a new file without starting a program allows
you to focus on the organization of your files.

1. Open the folder in which you
want to create a file.

2. Click on Home tab.
3. Click on New item.
A menu will appear.

4. Click the type of file you want to
create.

Note: If you click on Folder, Windows creates a new subfolder.

An icon for the new file appears in the folder.

5. Type the name for the new file and press the Enter key.

CREATING A FOLDER ON THE DESKTOP

You can create your personal folder on the desktop to save your files in it.

RENAMING A FILE/FOLDER

You can rename a file to describe the contents of the file in a better way.
Renaming a file can help you in locating the file easily in future. You can rename
folders in the same way you rename files. You should rename only those files
which you have created.

1.
2.
3.
4.

1. Right-click the mouse on a blank area of
your desktop.

A menu appears.

2. Click on New.

A sub-menu will appear.

3. Click on Folder (or press Ctrl+Shift+N).

® An icon for the new folder appears on the desktop.
4. Type the name you want for the new folder.

5. Press Enter key.

Open the folder that contains the file you want to rename.
Click the file you want to rename.
Press F2 key on the keyboard.

. (L093a02) S- 1INV1d LI

Type a new name for the file and then press the Enter key.

A file name cannot contain characters like / \? " < > or .

The new name appears under file icon.



6 PM PUBLISHERS PVT. LTD.

COPYING OR MOVING A FILE/FOLDER

You can copy or move a file to an external drive or to a new folder on your
computer. When you copy a file, the file remains in its original location and also
appears in the new location. When you move a file, the file gets removed from its
original location and appears in the new location.

[omrmmrii
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Deleting a File/Folder

Click on Home tab.

1. Open the folder containing
the file you want to
copy/move.

2. Select the file/folder.
3. Click on Home tab.
4. Click on Copy or Cut.

5,
Qiiir' Update Your Knowledge

You can also use Ctrl + C for copy and
Ctrl + X for cut as a keyboard shortcut.

Navigate the folder where you want your file to be pasted.

Click on Paste (or press Ctrl+V).
Windows copies or moves the file in the selected location.
o In this example, we have copied the file.

You can delete a file/folder that is no longer required in the memory of the
computer. Whenever you delete any file/folder, it goes into Recycle Bin. If you
want to delete the file permanently, you have to delete it from Recycle Bin also.

Note: Make sure you delete only those documents that you have copied or created
yourself. Do not delete any of the Windows 10 system files or any files

associated with its programs.

1. Open the folder that contains
the file you want to delete.

2. Click on the file you want to
delete.

Note: If you want to remove more
than one file, select all the
files you want to delete.

3. Click on Home tab.
4. Click on Delete.



The file disappears from the folder.

.....

You can also delete a file by clicking
g and dragging it to the desktop Recycle
' Bin icon.

Or

Select the file and press Delete key
from the keyboard.

RESTORING A DELETED FILE

As told earlier, the file you delete goes into Recycle Bin where it stays for a few
days or a few weeks, depending on how often you empty the Bin or how full the
folder is. You can restore the file which is in Recycle Bin to its original location
from where you had deleted it.

1. Double-click Recycle Bin icon on the desktop. (not shown)

The Recycle Bin window appears, displaying all the files and folders you have deleted.

2. Click on the file or folder you want to
restore.

3. Click on Manage tab.

(= —- 4. Click on Restore the selected items.

e 73

The file disappears from the Recycle Bin
and reappears in its original location.

o

".'.“';':_.’::' i e " R "

EMPTYING THE RECYCLE BIN

Whenever you want to remove any file/folder permanently from the computer
memory, you have to delete that file/folder from the Recycle Bin. After deleting
the file/folder from Recycle Bin, it cannot be recovered or restored.

The following icons show whether the Recycle bin contains the deleted files or
whether it is empty.

( .{) Contains deleted files (5

) Does not contain deleted files

1. Double-click Recycle Bin icon on the
desktop. (not shown)

2. Click on Empty Recycle Bin button.

rrrrrrr

Parws ¥ ef

% Poriiin - g o Delete Multiple Items dialog box

e [~ e - | Wk appears.

i T B Q ~ 7| 3. Click on Yes to permanently delete
i & ] = all the files in the Recycle Bin.
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2 §,Sclf-Evaluation CHECKLIST

g
2 s &
@fter reading the chapter, 1 know these points: ve? éi"

@ | know that the work done on a computer is stored in the form of a file. O O
@ | know that group of files stored under a common name is called a

folder. D D

@ | know that File Explorer is vertically divided into two panes, i.e. left

and right panes. [:] [:]

e | know that ‘copy’ means placing the same file/folder to a new location
without removing it from its original location. D

e | know that ‘move’ means removing the file/folder from its original

location and placing it to a new location. C] D
aje

| fully know that the deleted files move into the Recycle Bin.

(0]

Exercises

a. Tick [v'] the correct answer.

1. The document we createiscalled a ......................... .

a. folder O b. file D c. text

2. A group of files stored under a common name is called a .........................

a. file O b. cupboard D c. folder

@

3. Selected files appear .........cccccocoeennnn. on our screen.
a. highlighted () b. flashing () < colorful
4. Changing the name of a file/folder is called ........................ .
a. renaming O b. copying D C. moving

5. Deleted file goes into .........ccccccceeee. .
a. Music Folder D b. Recycle Bin O c. Desktop

B. Write ‘T’ for True and 'F’ for False statements.
1. A file is a collection of data and information.
. A file and a folder are represented with the same icon.

. Copying a file removes it from its original location.

@ PM PUBLISHERS PVT. LTD.

2
3
4. File Explorer is used to view and organize files and folders.
5

. A file can have any number of folders in it.

1 ocooo




Fill in the blanks.

1. A computer represents files and folders with an ................ccocoeen .

2. A folder inside another folder is called ................coooeiiinn :

3. File Explorer is divided into ........cccccccceeviviinnnn. and panes.
4. YOU CaN PressS ..ccccvvvveveeeeeeiieaennn, keys to select all the files of a folder.

Differentiate between the following.
1. File Folder

Answer the following questions.
1. Write the names of some main folders in Windows 10.

Application-based Question

Kamal has created files of different subjects and stored them on the desktop.
By mistake, one of the files has been deleted. Tell him the way to restore his
deleted file on the desktop.
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Activity

Label the following parts of folder window.

'ﬁ:l-'-' :ﬁ ﬁu-u- inw-

Create your own folder and sub-folders to manage your files.

Create a folder on the desktop and name it ‘Project’.
Open it by double-clicking on it.
Create a sub-folder within the Project folder and name it ‘Document’.

Double-click the Document folder and the newly created folder will open in a window.
This folder does not contain any other file or sub-folder in it.

Now in this blank window, create two new sub-folders and

name them as 'Science' and 'English’'. Skill Formation 1

To go back to the parent folder window, click on Back This activity enhances
button. You will go to the parent folder ‘Project’. the organizational

Now, close the Project folder. ’ skills of the students. |

Group Discussion

Divide the students into two groups and discuss the topic, "Organizing oar Files
and Folders in the Compater is a Good Practice’.

To learn more about Windows file management, visit the website:
https://edu.gcfglobal.org/en/windowsbasics/working-with-files/1/

G PM PUBLISHERS PVT. LTD.




Word - Table and Mail Merge

After completing this chapter, you will be able to:
Understand various features of Word.

Create document using various features.

Insert table and text in it.

Use Mail Merge to produce personalized document.

OBJECTIVES

Hello Friends! In the previous class, you have
learnt about Microsoft Word. Now, we will learn
some more features provided in Word.

Microsoft Word

Microsoft Word or Word is a full-featured word processing program. It allows users
to create and edit documents, containing mostly text and sometimes graphics.

A major advantage of using Word is that users can easily change what they have
typed. You can also send a copy of your Word document to various e-mail
addresses when connected to the Internet. Millions of people use Word every day
to create documents such as letters, memos, reports, fax, cover-sheets, mailing
labels, and newsletters.

FEATURES OF WORD

Spelling and Grammar Checker: You can use the spelling and grammar checker to
spell check or proof-read documents.

Thesaurus: With Thesaurus, you can look up for synonyms (words with the same
meaning) for words in a document.

Columns: Most word processing software programs can arrange text in two or
more columns like in newspapers and magazines. The text from the bottom of one
column automatically flows to the top of the next column.

Tables: Tables are a way of organizing information into rows and columns. You can
easily re-arrange rows and columns, change column widths, or format the contents
of a table.

Mail Merge: It is used to create personalized letters, mailing labels, and envelopes
for each person on your mailing list.

@ (L093a02) S- 1INVd LI
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AutoCorrect: This feature corrects common spelling errors. For example, if you type
the word ‘adn’, the word processing software automatically changes it to the
correct word ‘and’. AutoCorrect also corrects errors in capitalization. For example,
it capitalizes the names of days, the first letter in a sentence, etc.

AutoFormat: It automatically creates symbols, fractions, and ordinal numbers. For
example, when you type :), it changes to a smiling face symbol. The fraction % is
created when you type 1/2; and the ordinal 2™ is created when you type 2nd.

Tracking Changes: If multiple users work with a document, you can instruct the word
processing software to highlight or color-code the changes made by various users. In
this way, you can easily see what changes have been made to the document.

Project: Letter Regarding Annual Function

Award Declaration
e /

| English |
This integration would make students learn writing
a letter using Mail Merge feature of Word.

March 10, 2021 I N

This is to bring to your kind notice that on 30th January 2021, Annual Function of
PM Public School (2020-21) was organized in the school premises. Mr. Rajesh Bajaj
was the honorable Chief Guest. The function commenced by lighting of the lamp by
the School Principal Ms. Renu Khare.

>

@b |.

Start

At the end of the function, Award Ceremony was conducted to recognize the efforts
of the students. The awards were conferred by the Chief Guest and the Principal.

Following table shows the names of winners in various categories.

PM PUBLIC SCHOOL

List of Awardees
CATEGORY STUDENT NAME CLASS | SECTION | COMPETITION
Best Athlete Ankur Srivastava 8th C Annual Sports
Best Dancer Kanak Chawla 10t A Inter-school Dancing
Best Singer Pooja Sharma 5th B Inter-school Singing
Best Orator Anchal Melhotra 9thA Inter-school Debate

Merge the above document to be shared with the parents of the winners.

TITLE FIRST NAME LAST NAME ADDRESS CITY HOME PHONE
Mr. Kamal Srivastava B-17/T1, Sector 2 Noida 24567789
Mrs.  Shalini Chawla 40-J, Mayur Vihar  Delhi 22834556
Mr. Rahul Sharma 109, Sector 8 Ghaziabad 23467889
Mrs. Manya Melhotra A-1/3, Sector 19 Noida 34566778

This project deals with creation of letter and table and performing Mail Merge.



Creating a Document
ENTERING TEXT

With the help of a keyboard, enter text into a document.
N ENEEEE———— T text you type will appear where
preee romegiemeifpoemiri e the insertion point flashes on your

P i @ screen.

—— 1. Type the text for your document.

nirg io e bled raree il oo Bth ienesy A7 1L Ariras | Funcrnm P Pribih Srdrsal

e Rt S o R Mo o S St ol e . The text appears to the left of the
T|I_IIII_H.IJ "rl:l l.lll:l::::ll._‘r:illllllll::r:ll:.:'::::?;l::l.:v\lv'ul- The piforts of e vimienls i n Se rtio n po i nt a S yo u type .

olkorwang et homs this e of winnwi b e Ciiegprie

PR PRI SO0

MAKING THE TEXT BOLD

You can make your text bold to emphasize information in your document.

1. Select the text you want to
make bold.

T i N WA 0 MR T3 0 RS V1Mt . «1 2. Click on Home tab.

3. Click on Bold [ ® ] button
(or press Ctrl+B).

Warch B0, 30

Thita i i B b i i el it thiat e M00h Baiviaaiy 707 L, Adiivsal Function | 9
[ADPEI) s mpanied in the schosl pramies. W Ragesh Sagai work tha it o Tl Bus
The furcnien commenedd by lighting of the lamp by the Schosl Frocpal s, Benp Ehars

et it ot i Comaringy v ikt o gt t g, SRRl The text you selected appears in

bold format.
FORMAT PAINTER

Format Painter tool is used to copy the formatting that you apply to the text in
one portion to another portion of your document. This will save your time and give
the text a consistent appearance.

1. Select the text that displays
the formatting (Bold) you
want to copy.

2. Click on Home tab.

Warch B0, 30

This i 10 Dvkeg] b yous e fsotied ehat on 00 lasuary JT L, Areual Fusacrion | Pubiid Schoal
nw“ & otganired in the whool premes, &%, Rapsh By mim the horoumdde Chel G

3. Click on Format Painter ( #)

o
aY
—
. . . =
The hinctisn premreced by Sphing of i2e lamp by the Sehool Principal Mys, Beru Khare to Copy the formattlng of the Z
At the eod of the lunchon, Award Coremon y s conducied inomoogiree e sttors of the shadenis m
The sécards weere noefarred drg th dkied Ceosrsl and e Frne il text . T‘
(52}
= B Gy vtay e - The mouse pointer changes to 3
i ks S sl S s e i s A3 (1) when over your document. =
[ g W - s - k-IB ! = R RS ) s 1 8
=2 i e e AT 4. Select the text you want to =l
i display with the same
Masch 10, 2021 @ formatting. @
Fhis i ga b oy yous kind nedtios thatl on 300 7140 | Fund i - P Publlc Scheol
iffﬁf.’:’-.'fl:::.'.!LTL'IL:“L:;'..'.::'J'!Z‘J'.'SZIMLTQ'I'E:'L'L'.t"”'""“ The text you selected displays

At e @nd o thia funchion, Award Cevemony was conducbed io racogesdae the efions of the studens the fo rmatti ng

T i i 1 bea s Cliicd t il nha e lneinal
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Copy Formatting to Several Areas

. e e Sewem b R Yew W
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March 10, 2021
Tian o brimg £0 your knd rotae thas on th laresaery M1 L Annual Function — PR Pubix School

{I020-21) was oegniaed in th ool prmlm'u'. thet hononirabis Chisd
o [ ra. ey ihare

Ik furetion comesanced by fghbng ol the lim TTHRE Pein g
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. Select the text that displays

the formatting you want to
copy.

2. Click on Home tab.

Double-click on Format Painter
tool [ # ] to copy the
formatting of the text.

. Select each area of the text

you want to display with the
same formatting.

5. When you finish selecting all the text you want to display with the formatting, press

Esc key.

MAKING THE TEXT ITALIC

You can make your text slant to make it stand apart from the rest of the text in
your document.

Mgk B3, LMD

Thm s b g D e mbead restiee Dl on =W Leewary HI3 T, Arpmidl P san - 0 B i Scsool

[RAF0-EL] wom apmies i the o i W, Papaah Raga v e oreion i | B Gasm
That furscaos commiaidand by i L Doy e Sech sl Wiralniond Wi, Radiid Phaid

il e wedd oF the farprion W poadwr i o e e ETR e e alenn
Tha saurth wera cordamd by i @ i and vhe Mrivepal

Frflmwimg table share e namen b wisns i vinis cetmanes.
P PLBLC SO0 0L

1. Select the text you want to
make italic.

2. Click on Home tab.

3. Click on Italic [ ¥ ] button
(or press Ctrl+l).

The text you selected appears
in italics.

CHANGING ALIGNMENT OF TEXT TO JUSTIFY

You can align the text to determine the appearance and orientation of the edges of

the paragraph. By default, Word aligns the text to left.

" - n Foa st Wesq
o s I I N LA T S R gl T A EE L R
. LA e | S b g |
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P B SCHOOL

1. Select the text that you
want to format.

2. Click on Home tab.

3. Click on Justify (=) to
justify text between the left
and right margins (or press
Ctrl+J).

The text is displayed with the
new alignment.



CHANGING THE FONT SIZE

Font size controls the overall size of the font, generally measured in points. You can
increase or decrease the size of the text in your document.

CHANGING THE FONT COLOR

1. Select the text you want to
change to a different font.
g B e —— e 2. Click on Home tab.
: 3. Click on the down arrow of Font
Mtarch .
Thais s g o your knd notice that on 30t Tanuacy 2021, Annual Funcbion — P Pulil S|ze'
[Fer ] 15 organized in the sthool premises. My, Rajesh Baja) was the tromoarable Chi . .
The fur comemencedl by bghting of the lamn by the School Principal Mrs. Bens Khare 4 C||Ck on the Slze you Want to use.
Ak thed” [ the: Tutictce, Awwrd Coremany was conducted o recogrize the sforts ol the
e The text you selected appears in the
Fiilewwing nabie AU LIE RO D WATNETS (1) SOTAGLS SOTAQIVIEL. B

Font color of the text can be changed to draw attention towards headings or

important information in your document.

. u Lawcuil im0 Mg Rev [ [T ’
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CHANGING PARAGRAPH SPACING

Select the text you want to color.
Click on Home tab.

Click on the down arrow of Font
Color.

Masch 30, 2021 "If.!!q"“'" 4. Click on any color.

This & to hring 0 your I W W RE fanuany 2020, el Funcion - P8R

|2O0-21) L w5, Mir. Rajesh Bagaf ir i i 1

Thi e a3 e oo e ey WWOrd applies color to the selected
axtha end ol the Panciaor, Awerd Ceramony was coml ieiba rucognize the alforts of 1 text‘

The awards were conlermed by the Chief Guest snd the Pringeal

Foitousig table shoms the names o wiers in wrieis crtoganes In this example, we have applied red
PM WBUCML@ color to the text.

Paragraph spacing is the space before and after a paragraph in the document. You
can change the amount of space between paragraphs of text.

Mafingy

Page Setup s Parapgiann
L ot T RO RO RO SRR RO RO SUHIRON IO N |

-1 | . D e Marnbin = | 52 L0 em B T F
Margis Orienbation  Swe  Columes - =
" : x Y Y Hyphenation - SEfighk fcm =T s

March 10, 2021 @

This i to bring to your kind notice that on 30th Januwary 2021
(2020-21) wias organized in the sthool premises. Mr. Rajesh
The function commenced by lighting of the lamp by the School

AT The end of the funchon, Award Ceremany was Conductod g

The awards were conferred by the Chief Guest and the Principa

1. Click anywhere in the
paragraph or select it to set
spacing before and after it.

2. Click on Layout tab.
Click on arrows to increase or
decrease the space Before and
space After the selected
paragraph.

Word applies the spacing before

and after the selected paragraph.
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CHANGING TAB SETTING

Tab is short for tabulation and is used for controlling the position of the text
exactly where you would like it in the document or to line up information in your
document. By default, Word creates tab stops every 0.5 inch across the page and
left aligns the text on each tab stop. The five different types of tabs are:

e Left Tab (Normal): It aligns the text on the left of the tab stop. The text flows

to the right.

e Right Tab: It aligns the text on the right of the tab stop. The text flows to the

left.

e Center Tab: It aligns the text at the middle of the tab stop.
e Decimal Tab: The decimal tab is used to align numbers and text with a period.

e Bar Tab: It creates a vertical line at the designated tab stop.

Adding a Tab

ard I ﬁ = nn

L S 5] LE O ke e b TR L T  RE T °
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At the end of the function, Aweard Cerem
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2 PM PUBLIC SCHOOL

AT | AR

---------

The ik wiie Loderrod by e Ohiel Guist and the Princigal

FoNorwdnog ot WS the ST of WALNETS in MarAius caregaries

PM PUBLIC SCHOOL

in bt o [Ee . T
W KR - I ¥ - Vi, My | sk
[ -
T TUNCON COMIMEsnCed 4 Ignnng o :nl-ump e FTINCICL] AN, KERU RNAFE

A1 Tha el o tha TuscTion, Award Corermony e Conduted 1o iscogee e et of Tha stusims)

In the View tab, click on Ruler checkbox
to display the ruler (not shown).

2. Select the text where you want new tab.

3. Click on this area until the type of tab

you want to add appears.

(L) Left tab (+) Center tab
(2) Right tab (+) Decimal tab
() Bartab

4. Click on bottom half of the ruler
i where you want to add the tab.
| The new tab appears on the ruler.
In this example, we have selected

Center tab.

You can remove the tab by dragging

Tab

[ |8 -
Aafieiole] RaBblcle AG1

Thpmn Tam g R
-----
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P g1 i, REsis KAEE

Af the e of the fuection, was comducted D Tecngrie the etnms of the shident|
That aweards wern ooeferied st Bapest andd the Priecipal
Farilanng tadie shisws fhe oo i whneys m i robeponiey

the tab off the ruler.

1. Click on the beginning of the line
_ you want to move to the tab.

' Then, press the Tab key from the
keyboard.

The insertion point and text that
follows move to the tab you set.




Inserting Table

In Word, tables are a useful tool. They are extremely flexible, easy to create and
manipulate. They provide a way of organizing information into horizontal rows and
vertical columns, which intersect to form cells.

You can insert all types of data in cells, including text and graphics. Tables can be
customized and are useful for various tasks, such as presenting textual information
and numerical data.

CREATING A TABLE
You can create table in your document by three different ways:
e Firstly, you can create a blank table and type data in it.

e Secondly, you can insert a preset table in the document and replace the text of
the preset table with your own text.

e Thirdly, you can draw a customized table by controlling how the rows and
columns appear in it.

Creating a Blank Table

Boa-O

1. Click in the document where
you want to insert a table.

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

""" e g ot i A_ 2. Click on Insert tab.

| @ 3. Click on Table button.
& b pour knd nohes thai on Xeh Sarseany 2001, Enrgal Tlinchion = P84 PubBc Schoal
1= b organied b the wibeal prambees. e, ARk UL ] T H H

L-rrl—-nlr'dl.lflg-'m'ua-:v"hru-npmml:::umnv;lmnrﬂum:ml 4' Drag the mouse pOInter Untll
phee Tunction, Awaind Ceta s Conlag o PRyt T Gl of che sludents 1 1
i canfairead by |I|nl.'hu::rﬂ-nd|n-c Paindigal b you hlghllght the number Of

5 e s I s o wiaars s wrkous categovon rows and columns, you want the

HE———— table to contain.
@ _ | : | ® Word shows the preview of the

| table as you drag over the cells.

Word adds table to the document. Table Tools option appears on the Ribbon.

ENTERING TEXT IN TABLE

You can enter the text in the table as you enter it in the document.

March 10, 2021 1. Click on the cell where you

This is bo bring to your kind notice that an 30th. Jemssy 2021, Anrual Function — PM Public School
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the insertion point to e next cell.
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DELETING A TABLE

You can delete your table whenever you want.
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SELECTING CELLS IN TABLE

You can select table cells, rows, and columns in a table to perform editing tasks,
and apply formatting to all the selected areas of the table.
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To Select a Smgle Cell
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To Select an Entire Row
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PM PUBLIC SCHOOL AV

Vit e, =

r.nll.-:rrm [ STUNT MAWE Tiiaes | COMPET TR
(B bt | [mc R
l;ruu Tranmm M a inbay ahaml Tnacing 1
'!i-lll 'mlu | sthii ity achool S
T T L TR L Tinear sched et~

1. Click in the table to delete it.
2. Click on Layout tab.

3. Click on Delete.

4. Click on Delete Table.

The table and its contents disappear
from your document.

Click and drag the mouse over
cells that you want to select.

Release the mouse button to
select cells.

In the Layout tab, you can also use
Select tool to select any part of
your table.

Triple-click the cell to select
everything in it.

Take your mouse near the left
border of row and click on it.

The entire row will be selected.

1. Take your mouse near the top
border of column and click on it.

The entire column will be selected.

Tables can be customized and are useful for various tasks, such as presenting textual information and

numerical data. You can create a blank table, and apply a variety of styles and formats to existing tables.

You can press Alt, N, T, | to insert table and Alt, N, T, D to draw table.



ADDING ROWS IN A TABLE

You can add rows in your table to insert additional information.

1. Click in the row where you

s want to add another row.
R P H e e ekl RS dsnt I p s - - o Potnide
P = - = | If you select more than one row,
. W i i i J ¥ 4 ' i . . [l a v i
Folkesin Fhows INe oM of WS ¥Y VOO CORegorks. Word dup/lcates the number
@ PM PUBLIC SCHOOL when you activate Insert
[ eaTeqon [ STUDENT MAME [ cuass [ EosaPETIION command.
| Best Athlrie | Anker Sivastanm | M [ At Spons
| et Dancsn ik.'aﬁ-.'ﬁhau.-r. [ Inixa-school Dancing 2. Click on Layout tab
|_"_'r_-§.l‘._r|_||_|-| | h_l.!__\.a_ﬂ'\.llul..l I Srh b I||I-|-.|-'\|||m,||.'1i||H.i:p, : )
| et Orator | #nchal Melhotra | ath & ntes s.:_lln_ul Debate - | 3. You can Click Insert Above or
Insert Below option to add
new rows.

Word adds a row to the table.
In this example, we have inserted a row above the selected row.

ADDING COLUMNS IN A TABLE

You can add columns in your table to insert additional information.

1. Click in the column where
you want to add another
column.

If you select more than one

Folowing fabic shows (he somes of whasers i vonous colegones,

PM PUBLIC SCHODL column, Word duplicates the
I . W 4 I number when you activate
[ EATEEORY | STUGENT HAM | FiAsR | ComaPETITICN
[ ==t Athiete [ Arir Sevastea [n e [ i Spors Insert command.
[ Bemt D | anak Chawss [oma [FTS Y, w—
= snger | Poag EE\E[IH:I | 5thil Intex-school Sinping. | 2 C||Ck on Layout ta b
| Best Orator | Anchal Melhotra | teha Intes-school Debate

3. You can click Insert Left or
Insert Right option to add
new column.

Word adds a column to the table.

DELETING A ROW OR A COLUMN IN A TABLE

You can delete a row or column you no longer need in your table.

m 1. Select a row or column you want to delete (not shown).

. Click on Layout tab (not shown).
Click on Delete button.

= ZD 4. Click on Delete Columns to delete the column or click on
R bwira. 8 Delete Rows to delete the row.

T
i 4
4
N

Aibave C3t imyest Righ

w

@ (L093002) S- 1INV LI

Word removes the column or row and the text it contained.
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COMBINING CELLS IN A TABLE

You can combine two or more cells in your table to create one large cell.
Combining cells is useful when you want to display a title across the top or the
down side of your table.

Sadart | e Tae T e Brirs m H T T Pt Howher o
i:'r-n At - [ e gy 2 frnieh R/ ot £m B Bl 1I."'|= H f: : Commmi tn Tt
™ Fropet = ey 1 bt gl - R e - ol T o (s M & rerrvan
Texw Trms Fiom I Coberw T b G 1 Moreem 1]
1l 1 i L » ] 1 - ] i | .l L a n L =} n H n -
I'w".lljmu ferbde Ahows T parraes of wirsaers in pankivy ot egroves
X I Lt of Awardees | | - I
CATFGORY STLAVENT MAME | CLASS COSSPETITION
Bast AMbilela Andkur Srivastava ! Bh Annual Sporis
| Basl Dancei Katiak Chaiada | Anm A Fribis-sac hais| Darscing
Best Snper Poofa Sharma | sth i Iiter achool Singing
Beiast Dvaloe anchal Melhatra | kA inter-schonl Debate

SPLITTING CELL IN A TABLE

1. Select the cells that
you want to merge.

2. Click on Layout
tab.

3. Click on Merge
Cells option.

The cells will combine
together to create one
large cell.

You can split one cell into two or more cells in your table to create more than

one section. You can even split cells into columns or rows.

Py e (s e 1 o Pt i Yowms [ ey
[RET T Direw Tobin 3 ror ke J m I HE I "'._i i
HiVew detine [ o £ brrwet Lot 1 ERiE o 1, wveurt i Tt
1 ; o Bl 3 ) = mae ol LA TV
agperan = Ak | byt Rt [=T}FTT] i - == O . K borran

= [ P i Cnamrry Vg Cuirsan Engrard L
e e fi 1 1 ' v T 0 o P ™ M " B
Falkorwin g Polale showey The noames of win s A iioan coleporiog
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List of Awardoes

CATEGORY STLUDENT H.!.Kl_)l LA -I COMPETITION
Bt Athiete Anikur Srvista Hh C Armnua Sparts

- e » u f Anai. = PR

_ Split Cells dialog box appears.
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¥
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Hest Athlete Al Sivostave | BIRC Anreial Sports
fgst Dances Fanak Charwia | 20tk & | inter-school Dancng

1. Click inside or
select the cell that
you want to split.

2. Click on Layout tab.

3. Click on Split Cells
option.

Nwwmq@! =1| 4. To split the cell into columns, double-click on this area and
Number of oy .| = type the number of columns you want to split the cell into.
Metge celis Before split 5. To split the cell into rows, double-click on this area and

ml type the number of rows you want to split the cell into.

6. Click on OK to split the cell.

® The cell splits into
desired number of
cells.

You can now enter text
in these split-up cells.



FORMATTING A TABLE

You can format the table to enhance its look and make it attractive.

Superscript or Subscript Text

You can assign superscript or subscript notation to any text to make it appear
above or below the regular line of text.

Superscript will make the text appear above the regular line of text. Subscript will
make the text appear below the regular line of text.

Superscripting and subscripting are often used in Mathematical and chemical
formulas.

1. Type and select the text

T oo i< s | 22 12 =t 4 o] soeveme AnBbG: metce A3 E that you want to
T i B h' PR AR | [Sme Wi Wk Bt e superscript or subscript.
(T B RS L & i | T | ] IR | o 5] W m.i w I L2l 2‘ Click the Home tab‘
Fofpwing abie shows the nomes of winners B wrouy cefegnes
PM PUBLIC SCHOOL 3. Click the Superscript
e (D v __ N : icon ( =* ) (or press Ctrl
T, By T D5 [ SECTION. | COMPETITION Shift and +) or the
By Athidate kst Srieastava é | ol Speets | . .
Bt Dance Kk i EChoal Denche_| Subscript icon ( x. ) (or
Bast Singer Proaja sharma sthi inter-fhinal Singing —
Basy COrakod ] Anchal Melhotra ] G A & ﬂe-r-«mil Debate 1 press Ctr/+_)'
CLAS | SECTION ® In this example, Word superscripts the selected text.
Bth
10™ A
5t p
gth 4
Bold the Text

You can make your text in cells darker to emphasize information in the table.

By using Bold command
and Format Painter tool,

AaH 3
oo LS B SR B _ : - =t | you can bold the selected [
P Fanl i [T 1 Ay . >
PR i o ' ' ' - = 0 =] " (PR T text N the table as per >
Follgwirg tihis shuws the names .'_|_|' AN RIS (70 WArADs furpﬂ{m'p-i th e req u i re m e nt. I'_||'1
1
PM PUBLIC SCHOOL ok
: _ (@)
; LEst o Asnrd s (@)
“CATEGORY [ STUDENT MaME CLASS | SECTION | COMPETITION | )
Best Athiate [ arkur seivastava gc | souslspom o
Bt Daneer | Kanak Chawla 0 A Iriter-schopl Daneing (@)
Best Singer | Pacja sharma Sl intar-school Singing | d
| Best Oratar | Anchal Methotra |57 4 | Inter-schoal Debate

Note: You have already learnt about Bold and Format Painter in this chapter.
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Aligning the Text in Cell

You can enhance the appearance of your table by changing the position of the text
in cells. Word table alignment options include the left, right, center, and justify
alignments, as well as vertical alignments, such as bottom center and top right. By
default, Word aligns your table text to the left inside each cell.

1. Select the cells that you want
to align.
Click on Layout tab.

Click on an alignment from

Folliwivag Talde o [he raarraes Off warkers i WiNTOus COfEpariey *
@ PM PUBLIC SCHOOL the Alignment group.
| bt of Awariees | Word will apply the alignment.
| [ CLARE | SECTIDN | COMPETITIGN |
Bovt Athiste [ Aibar Srreastava L Anial Sprts This example centers the
| Best Dancer | Kamak Chawla 10" A -5 had Dancing . .
Best Snger iP'uni:aH'lalma e L} Inter-schond Snging headlng In the Cell'
B e enired | Achel Malherty | PR St Dette

You can also center align the data under the split column.

Add Shading to Cell
You can add shading to cells to make them stand out.

1. Select the cell or cells to

------

Sty B = am a s o -2 which you want to add
¥ """':"v;“'::':“""“ ‘l;: DIIII oZoDIT omE I:.u:-::: TETEE. I Ng o = I_ u_-.. Shading.
Wl (R [ ] (] [ " ! X i . "..:In L 1 il

2. Click the Design tab.

aix tha o o tha Tunction, Award Ceremony sl Enniucted 10 (800
Vhe gwrarehy vwoeie confiermed by ihee Chisl Gt sred the Prinzipal i II.

PM PUBLIC SCHOOL

Theme colors palette appears.

I'm'mmuumf.@ Ehe mmes of wannees B sanous Canefares. P m— " 3. C|ICk On Shading.
ot TTEHT FARE TiAEs

4. Click on a color.

Word applies the shading to the
selected cell.

You can apply the shading to

Warch 100, 2021
Thii b 10e borng, 10y il oot that o 3080 ey 207 L, sl Funcrion — PR Pubdie Schial Other CEIIS as per you r
[EIF0-EL] war epmnned i Tie achoot (remizes MG Rajaos Baja) w the honouesbde Chiel Goes)
Thee lume Hien comemenced by bghea ol B g by s Scheo Prive sl M. Sesu Khees: reqau | rement
Ai the wrd ol S mrticn, Sveerd Csrermony mas conducted o reoognoe the stiory of the gy q :
The ssanrdy were conieeed by the Chef ey ad the Princizal
Frabinning Dnbde s fhar Suais of Pl BT 1 MAdas Cofeani o
So Friends, your

Pl PUBLIC SCHOOL

letter is complete.
Now it is time to do
e | Mail Merge.

BastQrwtnr | Anchal Mebote | P | intar b Oolialn |

=R T gt & L [

Although the steps in this project focus only on shading in Design tab, you can also use
these steps to practice other table design formats to make more appealing documents.




You have created the letter that includes a table. Now, we will send the same
letter to various persons through Mail Merge.

( ] ( ]
Using Mail Merge
You can use the Mail Merge feature to produce a personalized document such as

an announcement or a greeting card for each person on your mailing list.

Mail Merge is a process of a combining or merging the main document with the
data source. The data source contains the name and address of each recipient to
whom you want to send the document.

Suppose, you want to send a circular to 100 different students for an event in the
school. With the Mail Merge feature, you can write one circular for all the students;
only the student’s name and address will be different in each circular. The Word
merges each student’s information with the circular that you created. This process
is very simple and much faster than its manual alternative.

Benefits of Mail Merge

e It is easy to make a change to a single letter and for that change to happen in
every letter, for example, change the date.

e Once the merge has been set up, any number of letters can be customized and
sent very quickly.

e It becomes much easier to proof-read just one letter rather than reading
hundreds of individual letters.

e You can save the main document and re-use it in the future.

CREATING MAIL MERGE
S

.....

1. Open the Word document that
you want to use as the letter.

The information of the letter

3 should not change from letter to
e _ _ letter.
" our ked nobce that on 30th fanuary 2021, Armusd Funcilon = PM Public §
{10320-21) wias anganized In ohe school grminises. Mir. Rajesih Sajed was the honouratle Clied | . re
Tha tuncminn Cormmsacsd by Gghtng of e lwmgp by e School Principal bes, Reni e 2' Cl |Ck the Malllngs tab.
A1 Phe s of g lunction, Awsrd Censmany ws condugbed b isoogre B slTas of The i
Thi- awiards we conberrsd by the Chinl Guest and the Priccioal 3 . Cl |Ck on Sta rt M ail M erge
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PM PUBLIC SCHOOL option.
4. Click on Letters.
Bt Athlete 1 il 1 Ainnusl Sports H _
e 5 o  Nothing happens on-screen, but
R Jast __yXe S achen L g Word sets up for a mail merge.
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— — - . . .

LR A lrg=mreks 1 b

5
o
—
=
=
m
|
0
a
@]
&)
m
o2}
o]
=




Q PM PUBLISHERS PVT. LTD.

Mdarch 1, 20039

5. Click on Select Recipients.

6. Click on the option to identify
the type of recipient list you
plan to use.

This example uses a New List.
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The New Address List dialog box appears,
displaying columns where you can enter the
information.

7. Click on Customize Columns.

The Customize Address List dialog box appears.

8. Click on Add button to add a new column or
click on Delete button to delete an unwanted
column.

In this example, we have deleted some of the
unwanted fields.

9. Click on OK.

The New Address List dialog box appears again.

10.Click on each area and type the appropriate
information for each person.

11.To enter the information for another person,
click on New Entry.

12.Repeat steps 10 and 11 for each person to be
added on your mailing list.

® To delete an entry, click on the entry and then
click on Delete Entry.

13.When you finish creating your mailing list, click
on OK.
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The Save Address List dialog box
appears.

14.Type a name (Address List) for
the file that will store your
mailing list.

15.Click on Save button to save
the file.
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Now, you can select specific recipients from the
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mailing list to send the letter.

16.Click on Edit Recipient List.

The Mail Merge Recipients window
appears.

® This area shows all the people on
your mailing list.

® To sort the list, click on the down
arrow of heading of the column you
want to use.

17.A check mark besides a person’s
name indicates that Word will create
a personalized letter for the person.
To add or remove a check mark, click
on box besides the person’s name.

18.Click on OK.

19.Click on the location where
you want the address to
appear in the letter.

20.Click on Address Block.
The Insert Address Block dialog

lan:h 1, 2021
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21.Click on a format for each
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recipient’s name.

® You can preview the address
format here.

22.Click on OK.
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March 10, 2021

Mr_ Kamal Srecastanis
B-17/11, Sacmor 2,
Hesda -

hear Mr. Srivastaea,

This is i bring 1o your knd notice that an 10th Janesry 2021, Annsal Function — PM Public School
(3020-21) was organired in the school promises. Mr: Asjesh Bajnj was the honourable Chief Guest.
The lunitian eomimesncied by lighting of the lamg by the School Principal Mrs. Rens Khane,

g the end of the furiton, Awerd Ceremany was conducted to recognize the sfforts of the students
Thee sacards were conlerred by the Chisl Gest ard the Principal,
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® A merge field, representing the
address block, appears in the
letter.

23.Click on the location where you
want the greeting to appear.

24.Click on Greeting Line.

The Insert Greeting Line dialog box
appears.

25.Click on these areas to specify
the greeting format.

® A preview of the greeting
appears here.

26.Click on OK.

® A merge field, representing
the greeting line, appears in
the letter.

After completing the merge,
Word will replace the merge field
with greeting information.

27.Click on Preview Results.

Word displays a preview of the

merged letter, using the

unchanged content of the letter

and information from the address

file.

28.Click on the Next Record icon
to preview the next letter,
and the Previous Record icon
to move back and preview
the previous letter.

You can click on Preview Results
to redisplay merge fields.



29.Click on Finish & Merge.

I I o et iyl 30.Click on Edit Individual
i i Ll perare : Documents.
The Merge to New Document
March 10, 7001 .
M, Kt o dialog box appears.
B4, Lo 2,
Hizida

Dhear BT S hearstanea,

Thits i b biing 1o pour Rind notice that om 30th Tamvsary 2001, Annoal Farction — PM Public School
{2020-21) wai organued In the school premmises. Mr, Rajesh Bajsj wen the honousabls Chief Guest
The function commenced by lighting of the amp by the School Princpal Mes. e Kare

31.Click on a radio button to specify which people

Merge to Mew Document 7 X
@ from your mailing list you want to create letters
Merge records
@i for.
() Currgnt record . All: All people on your mailing list.
X puam 2 Current record: Only the displayed person.
B2 ok || cancer From: People on your mailing list that you specify.

If you have selected From: option in step 31, click on the first text box and type the
number of the first person you want to create a letter for. Then press the Tab key and type
the number of the last person you want to create a letter for in the To: option.

32.Click on OK button to create the letters.

Word opens a new

et 1+ 4 e W T L N [cancll b i) szocer Al B document and creates
L P A - .- W e e i | ¥ b g} et w et .
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in the document.
T, You can edit, format
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it and print the letters as
P i _ _ you edit, format and
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& Self-Evaluation CHECKLIST

Q
N
53“? .o’,"%
NS
@fter reading the chapter, 1 know these points: v 9
e | know that Word is a full-featured word processing program. D D
e | know that Format Painter tool is used to copy the formatting that we
have already applied to a portion of the text. D
e | know that we can change the amount of space between paragraphs D D
and lines of text.
o | know that Tab is used for controlling the position of the text. D D
e | know that Tables are a way of organizing information into rows and
columns. [:] D

e | know that Mail Merge feature produces a personalized letter for each D D
person on mailing list.

Exercises
A. Tick [v] the correct answer.
1 is used for controlling the position of the text.
a. Ruler O b. Tab D c. Columns O
20 refers to the intersection of a row and a column in the table.
a. Record D b. Cell D c. Label D
3. By default, Word aligns the table text to the ..................... inside each cell.
a. center D b. right D c. left D
4. i, makes the text appear above the regular line of text.
a. Subscript D b. Shadow D c. Superscript O
5 is used to produce a personalized letter for more than one person.

a. Mail Merge D b. AutoCorrect D c. AutoFormat
B. Write 'T’ for True and 'F’ for False statements.
Word is a popular word processing program.
Table consists of a grid of boxes, arranged in rows and columns.
You cannot insert a preset table in a Word document.

Superscript and subscript are used only in mathematical formulas.
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Mail Merge is useful to send the same document to many people.

o un k wnNn e

U o

Mail Merge is done by merging data document with the data source.



Fill in the blanks.

S tool is used to copy the formatting that we apply to text.

2. By default, Word creates tab stops every ..................... across the page.

3. To select everything in the cell, ......................... on it.

A, i, contains the name and address of each recipient, to whom we
want to send the document.

5. To start Mail Merge, click on ........................... tab.

Differentiate between the following.

1. AutoCorrect AutoFormat

2. Merge Cell Split Cell

Answer the following questions.
1. What is the use of Format Painter?

Application-based Question

The computer teacher asked Ravi to quickly prepare a letter for 50 students with
different names and addresses and then take 50 different printouts. For this, he will
have to compose all the letters. What should he do to save his time?
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Activity Section

m These activities enhance the

A. Create a table in Word to store the fee organizational and linguistic
details in tabular format. skills of the students.

Open a blank document and insert a table containing 5 rows and 6 columns.
Enter the following values in the table:

Roll No. Name Tuition Fee Transport Charges | Annual Charges| Computer Fee
1 Ajay 4200 800 1550 300
2 Rahul 4000 760 1250 300
3 Jitender 4000 650 1000 300
4 Gopal 4800 850 1250 300

@ Insert another column between Tuition Fee and Transport Charges, and give the
heading ‘Examination Fee’ to this column.
o Enter the examination fee as 400 for all the cell values in that column.

E | Harshit | 4500 | 400 | 750 | 1550 | 300

® Save the document as ‘My First Table’.
B. Create multiple letters using Mail Merge feature in Word.

® Create the following letter informing about Annual Swimming Competition.

<<Name>>

<<Class>> <<Section>>

<<Address>>

<<City>>

Dear <<Name>>

This is to inform you that your name has been short-listed for the Annual Swimming
Competition which is going to be held on 15th December 2021. You are requested to come
for a meeting with the coach on 2nd November 2021 at 9:30 a.m. in the school
playground. The purpose of meeting is to discuss the training schedule for the upcoming
competition.

With regards,

© Create a data source for at least five students, containing Name, Class, Section,
Address and City and merge the above document.

Group Discussion

Discuss the topic— ‘Mail Merge is a Time Saving yet Complicated Process’.

To learn more about tables in MS-Word, visit the website:
https://www.pcworld.com/article/2459947 /how-to-create-and-customize-tables-in
-microsoft-word.html
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PowerPoint - Creating Presentation

After completing this chapter, you will be able to:
* Use themes and templates in PowerPoint presentation.

* Change PowerPoint views and slide layout.

Add slide transition and animation effects.

OBJECTIVES

* Run, save and print a presentation.

Hey Friends! In your previous class, you have learnt
how fo create and save the presentation. Now, let
us learn some more features provided in PowerPoint.

Introduction

PowerPoint is a presentation program developed by Microsoft.
It provides various views and tools which you can use to build a
presentation that includes words, graphics, and media. Through
presentations, you can communicate ideas, messages, and other
information effectively to a group of people.

One page of your presentation is called a slide, and a group of slides on any one
topic is called presentation.

Using Themes and Templates

In PowerPoint, you can start making presentation on the blank presentation, or you
can use a theme or a template.

Theme is the look, color, and graphics that the slides in your presentation have in
common. When you create a new presentation, PowerPoint prompts you to choose
a theme. When you choose a specific non-blank theme, PowerPoint applies a set of
pre-set colors, fonts, and placeholders to the slides. All these elements vary from
theme to theme.

Templates provide a quick way to create a new PowerPoint presentation. They
contain layouts, theme colors, fonts, effects, background styles and the content.
You can replace them with your own text, graphics, charts, tables and multimedia
while maintaining the preset layout.

Some templates are installed or built-in in PowerPoint, but some need to be
downloaded from the Internet.

. (L093a02) S- 1INV1d LI



APPLYING THEMES

It is easy to apply a theme to a single slide, a section, or the entire presentation.
Generally, it is better to use one theme for an entire presentation so that the
slides have a consistent look and feel.

1. Click on File tab.

Backstage view will
appear.

e e -- o 2. Click on New.

New Themes and Templates
=== 1@ O available on your
computer will appear.

—
& - = JulckStme
o O ’ ; ® You can create a new

S bl = o B presentation by clicking
a preset theme.

® You can use the search
box to look for a
template on Internet.

e e
ﬁ SANOIN h

3. Click on any theme.

- — DRrwET

The theme preview dialog box opens.

® Click on More Images
arrows to view more
theme layouts.

® You can preview different
S s theme designs here.

L | ;
® Click the arrows to view

the previous or next
theme.

TITLE LAYOQUT

4. Click on Create to start a
new presentation.

The theme selected by you appears on the screen.

ﬁ%v Update Your Knowledge

A template contains several preset slide
layouts that consist of different combinations
and arrangements of placeholders.
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APPLYING TEMPLATE

There are thousands of PowerPoint templates available online. You can search for
them by using the search feature. Type the keyword in the search feature, and it
shows you online presentation templates associated with that keyword.

— = 1. Click on File tab (not shown).
N @ Backstage view will appear.

= ._I_ 2. Click on New.

lll-" -- N e Bk ] .
Tken LR s 1s=' 3. Type a keyword in the Search
tou -ﬁ"‘ﬁ‘"—.'."% £ b text box.

e [ 1 . e

This example uses Education.
m e
_ o . 4. Click on Search [ 2 ].

—— R

PowerPoint shows online
MNew templates that match the
” search text.

5. Click to select the
template of your choice.

WP

!iijﬂl‘

A dialog box appears showing
you a preview of the
template and the information
related to it.

e et ® You can click the arrows
TM?ILE}’"“ | EESASTTI to view the previous or
Sultitle
next template.

6. Click on Create.

5

0

>

Selected template appears in the PowerPoint Z

window. n

(0]

i It contains layouts, theme colors, fonts, é
Title Layout effects, background styles and the content. =)

_______ : o
sivt Subtitle Now, you can replace them with your own S

text, graphics and multimedia while
maintaining the preset layout. It helps you to
- 1 s ( create a professional-looking presentation
o — . | very quickly.

-
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Changing PowerPoint Views

You can use various PowerPoint views to change the appearance of your
presentation on screen. PowerPoint 2016 has Normal, Outline, Slide Sorter, Notes
pane, Reading and Slide Show views. By default, PowerPoint displays your
presentation in Normal view.

NORMAL VIEW

Normal view displays a single slide where you can create, position, and format
objects. It contains three panes — Slide pane, Slides thumbnail pane and Notes
pane. The size of these panes can be adjusted by dragging the pane border.

1. Click on View tab.

R e e 2. Click on Normal option.

. . PowerPoint shows the default
Slides Thumbnail . . .
pane view, displaying the current
My School slide in the presentation.

Subtitle ® You can also click on View
buttons on the Status bar.
These buttons include
Normal view (=), Slide
Sorter view ( =), Reading
view (w ), and Slide Show
view (= ).

Slide Pane

Slide pane is the largest pane in Normal view that shows all its contents. Here, you
can create and manipulate slide objects, and type text directly onto the slide.

Slides Thumbnail Pane

Slides thumbnail pane contains thumbnails of each slide. The thumbnails are
numbered in the order in which they appear in the slide show. You can click and
drag the thumbnails to change the order of slides, and you can even delete slides
from this pane.

[ 1. Click on the thumbnail of

2 - | == = S . .

s e L s G O e Sdel D O slide, from the Slides

g — :ﬁ"" R - v thumbnail pane, to view a
E'f“m"" Title and Content Layout with Chart particular slide.

® PowerPoint displays selected

: slide in the Slide pane.
i L 1 L1 ¢




Notes Pane

The Notes pane appears below the Slide pane. You can type notes associated with

each individual slide that you can refer

to while presenting the slide show.

My School
Subtitle

1. Display the slide in which you
want to add notes.

2. Click inside the Notes pane and
type the note for the slide.

If you type more than one line of
the text, you can use the scroll bar
to browse through the text.

@ If the Notes pane is not visible
\-‘-, then click on Notes button to
display it.

OUTLINE VIEW

In Outline view, your presentation
appears as an outline made up of
titles and main text from each slide.

= [ a Q (e r Feews oo
m.-..lﬂ.. Bk b e, i T | u.: iy e AT A
iy s e g e b L [Faeit

e rame

Title and Gontent Layott wif
i ek e R e
* debd prear perewd bmdied s be

o Aoy e b b i R

- Tl i . b

READING VIEW

Reading view allows you to view a
presentation not in a full-screen but in
a window with simple controls for
easy review.

My School

Subtitle

SLIDE SORTER VIEW

You can see miniature slides of the
presentation in this view.

SLIDE SHOW VIEW

The Slide Show view is used to view
the presentation in full screen.

My School
Subtitle

-
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Modifying a Background

Every slide has a background on which all slide elements reside. You can make the
background colorful or plain white, or you can even use a texture or digital image
as a background. It greatly enhances the look of your presentation.

In this example, we have used a template of Sales Training for modifying the

(8)
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background. But you can also modify the background of Blank presentation.

Sales Training A

Presanted by [Name] ::: »
| BEE B
L T} ]
[ X )

— Sales Training :.:_-g

Preseniad by [Namae]

o5° libadl
a0 SN
L]

O

o0

e g v | ] o

1. Select the slide which
you want to modify.

2. Click on Design tab.

3. Click on Format
Background.

The Format Background
pane appears on the
right.

4. Click on the radio
button of Solid fill.

5. Click on the Fill color
button to open the
color palette.

6. Select the color you
want to apply as the
background.

Background color applies
to the currently selected
slide.

® You can click on Apply
to All button to apply
solid color on all the
slides.

® You can click on Reset Background button to bring it to its original background color.

7. Click on Close (x) button to close the Format Background pane.

In the above example, we have applied Solid fill in background, but you can also apply

Gradient fill, Textured fill and Pattern fill in the background.
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* For example, marks of &
students are 87,97, &7,
B, 9%,
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_ Project: Presentation on Data Handling

y Subject Integration

Mathematics

This integration will make the
students learn about
fundamentals of data

handling.
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Slide 5

Data Representation

FREQUENCY

(]
1
I ﬂ I
[l
‘ l I l
a " T = el ] n
ST

Slide 6

Slide 7

Final Words

B Thee kieewdiendgn of Data handiing
oan paves the way for lucrative
carper i Dats Schence.

This project deals with creation of
seven slides which include text,
graphics, charts, table, SmartArt and
media clip. Now, let us create the
project by using various features of
PowerPoint.

Creating a Presentation

CREATING A BLANK PRESENTATION WITH DESIGN THEME

Design theme is a built-in design for creating a presentation which includes pre-
defined information, layout, background, text, and colors. You can select a
particular design theme using the Design tab. By default, PowerPoint opens a
blank slide for you whenever you start the program.

Lo e R T - 1. Click on Design tab.
e, EORD)EEE o | IR - 2. Click on a theme.

; ' | e You can click on the
down arrow of More

button to view the full
palette of themes.
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® The theme is applied to
Slide 1.

3. If you want different
color of selected theme
then click on any of the
Variants to apply a
different color scheme to
the theme.

Clirk tn add titla

R et ot T oo e T . e SR 8 PowerPoint applies the color
e Y Y EER Y Y ) ? = scheme to the selected

- theme in the slide.
|

CREATING THE TITLE SLIDE

When you create a new presentation, PowerPoint displays a blank title slide. It
assumes that every new slide has a title whenever you create a new one. Any text

<! ot 1. Click on the title text
placeholder box.

2. Type your text in the box.

The typed text is displayed in
the title text placeholder and in

Data HandlingUsing : _
the Slides thumbnail pane.

~SmartChart|

Entering Text in Subtitle

1. Click on the subtitle text
placeholder box.

2. Type your text in the box.

Data Handling Using
e SmartChart

By the stuckents of class &

The subtitle text is displayed in
subtitle text placeholder and in
the Slides thumbnail pane.

ADDING A NEW SLIDE TO A PRESENTATION

Your next step is to add a new slide after creating a title slide. To build
presentation, you can add as many slides as you like. Normally whenever
presentation is created, in addition to slides, you can add text, graphics, and charts.

@ (L093a02) S- 1INV1d LI
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1. Click on Home tab.

= o 2. Click on the New Slide (or press
— ! TR ] Ctrl+M).
Click to add title A
!‘ | ® The slide 2 appears in the
presentation and in Slides thumbnail
pane.

Adding Text to Slide 2
You can type the text in slide 2 in the same way as you typed text for slide 1.

1. Click on title and type your text.
2. Click on subtitle and type your text.

A bullet [ »] appears beside your text.

=
! About Data Hand_hng@ [ When you pres's the Enter I.<ey, a new
- Y bullet appears in the next line.

: !@>‘::‘rrdm:xarrl{:ll'ﬂzr:msla:n:::mr:.:-;:F-": 7. 86, w.@ 3. Click on Increase List Level [+ ]
@>" S T button to indent the text.
' PowerPoint indents the text.
4. Type your text.
q 5. Click on Decrease List Level [+]
» L

button to decrease the indent.

6. Complete your remaining text.

SELECTING TEXT

You will often need to select the text you want to work with before making
changes to the text in your presentation. The selected text appears highlighted on
your screen.

To Select a Word

1. Double-click on the word you want to select.

To Select a Sentence

1. Click three times quickly on the sentence you want to select.

To Select a Point
1. Click on the bullet (») beside the point you want to select.

To Select any Part of Text

1. Position the mouse pointer (I) over the first word you want to select.
2. Drag the mouse pointer (I) over the text you want to select.

DELETING TEXT

Text can be deleted from a slide to remove information that you no longer need in
your presentation.
1. Select the text you want to delete.

2. Press the Delete key from the keyboard. The text will disappear from the slide.



CHANGING THE FONT OF TEXT

You can change the font of the text to enhance the appearance of a slide.

1. Select the text you want to change to
a different font.

T s e 7 = "7 2. Click on Home tab.
T GulNiED Cn BT o .
it Doy Dl Sl 3. Click on down arrow button of Font
Pl s et i @@ to display a list of the available fonts.

| GoudyHvylxe BT

t GoudyBvyFace Cn BT _ 4. Click on the font you want to use.
W CoudviS BT ‘acts and figures.
"-‘ 7,976 PowerPoint applies new font to the
ting data
T GROBOLD TR selected text.
T Raelienssiwellsr

T amaarog

CHANGING THE FONT SIZE OF TEXT

You can change the size of the text on a slide in PowerPoint.

1. Select the text you want to change to
a different font size.

2. Click on Home tab.

3. Click on down arrow button of Font
size to display a list of the available
sizes.

T l % Data (.  llection of raw facts and figures; 4. Click on the font size you want to
I ® Fort  aple, madks of 5studentssare B7, 97, &7 '
# Data |=  Ing is the way of representing data | use.
d pictarial form. . . . .
”'ga"b@ s PowerPoint immediately applies the new
| font size to the selected text.

CHANGING THE FONT COLOR OF TEXT

You can change the font color of the text to make your slide more appealing. It
helps to draw attention towards important information in your presentation.

[ i ut e 1. Select the text you want to change to
Filp L] - il i Wil L i
e ) apaleiay -y a different color.
- T a e ,
e ARSI TR SRS RS = " 2. Click on Home tab.

Theme Colimy
S5 R E——— 3. Click on the down arrow of Font

miilllm color.

Lol B 4. Click on the desired color.

o et indfiurest  powerPoint applies color to the selected

» Far example, HiarRS Ul 3 SLeUin are 87, 97,
text.

» Data handling is the way of representing daf]
organized and pictorial form.
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CHANGING THE TEXT STYLE

You can change the appearance of the text by changing the text style as per four
different styles: bold, italic, underline, and shadow.

1. Select the text or text box that
you want to change.

2. Click the Home tab.

3. Click on any style option:
Bold [| B ] (Ctrl+B)

About Data “Mmg @ Italic [ £ ] (Ctrl+l)

"» Data is a collection of raw facts and figures. Underline [ U ] (Ctrl+U)

# For example, marks of 5 students are 87, 97, 67, B&

# Data handling is the way of representing data in a Shadow [ b ]
Grganiied and kol oo, PowerPoint assigns the desired
formatting.
l In this example, we have used

Shadow style.

CHANGING THE ALIGNMENT OF TEXT

You can change the positioning of text in a text box by assigning different
alignment commands.

1. Select the text or text box whose
alignment you want to change.

2. Click on Home tab.

3. Click on any alignment option:
Align Left [ ® ] (Ctrl+L)
“# Data is a collaction of raw facts and figures, Center [ = ] (CtrI+E)
* For example, marks of 5 students are 87, 97, 67, 856, Al|gn nght [ = ] (Ctrl+R)
Justify [ = ] (Ctrl+J)

PowerPoint assigns the alignment of
the text.

:

# Data handling is the way of representing data in an
ocrgamized and pictorial form.

In this example, we have used Center alignment.

SETTING THE LINE SPACING
You can change the line spacing to create more or less space between lines of text.
Select the text or text box whose line spacing you want to change.

Click on Home tab.
Click on the down arrow of Line spacing button.

A
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Click to selecte line spacing option.
PowerPoint applies the selected line spacing.



Changing Slide Layout

A slide layout determines the placement of all the items such as title, graphics or
text boxes that make up your slide. You can change the layout of the slide any
time. Most slide layouts contain the content placeholder. The content placeholders
may be to the right or left of the text, above the text, or below the text. You can
use content placeholders to build your presentation effectively and efficiently. They
enable you to insert text or one of the six graphical objects so that you can make
your presentation quickly.

You may need to make a few adjustments to the text position and size to fit the
new layout if you assign a new slide layout to the slide with existing text. For best
results, you should assign a new layout before adding content to your slides.

1. Display the slide that you
want to change the layout.

2. Click on Home tab.

3. Click on Layout button.

4. Click on any desired layout.

T I
About Data Handling ® PowerPoint immediately assigns
—1 _ a layout to the slide.
I e oniiaiond IRy The text in the slide will
bl B : automatically adjust itself to the
. @ new layout.

# Data handling is the way
of representing data inan
organied shd pictorial
farm

CONTENT PLACEHOLDER

Content placeholder appears on most of the slide layouts. You can use them to
build your presentation effectively and efficiently. They enable you to insert text or
one of the six graphical objects so that you can make your presentation quickly.

Click to add title

* Chck to add text

| Charts I l
| Tables I

i I

Online
Pictures

SmartArt

YvY
A A
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Tables: Table icon ( ) is used to create a table. You can specify the number of
columns and rows in the table.

Charts: Chart icon (; |) is used to generate a chart using a chart type that you specify
and data that you type into an Excel worksheet.

SmartArt: SmartArt Graphic icon (],‘—| ) is used to insert a diagram using one of the
many diagram styles provided by PowerPoint.

Pictures: Pictures icon ( | ) is used to insert a picture file such as a bitmap or JPEG
you have stored on your computer, or other storage media.

Online Pictures: Online Pictures icon (| -) is used to select an image from the built-in
pictures collection, or you can import them from Bing Image Search.

Media Clips: Videos icon (E;) is used to insert a video file that plays on command
during the slide show. '

ADDING ONLINE PICTURE

Picture can be added to a slide to make your presentation more interesting and
entertaining. It also helps to keep the audience focused. An online picture can be
added to the slide in your presentation. Following are the steps:

Il i 1. Display the slide in which you
— About Data Handling want to add an online picture.
1 i ¥ Data iz a collection of raw  ®  Chck bo acd fect 2- Change the |ayOUt Of the Sllde tO
i the one that includes a
wiadenis are BT, 97, 4T, . .
s, : placeholder for an online picture.

of eotésnths o 3. Click on Online Pictures icon
f 1 pictorial

L2l

| B Daka hand g o e way
of reprosenting data i an

In the above example, we are adding online picture using content placeholder.
But you can also add online picture by clicking on the Online Pictures option
from the Insert tab.

1. Display the slide in which you
want to add an online picture.

2. Click on Insert tab.
3. Click on Online Pictures icon

Placeholders are rectangular areas on slides that you replace with your own text, graphics, charts, tables,
SmartArt, and/or multimedia while maintaining the preset layout. Several types of placeholders can hold text:
title, bulleted, subtitle, section header, caption, quote, and name card. You simply click the placeholder and
then start typing. You can also go back and edit text you have already typed.
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ADDING A PICTURE

The Insert Pictures dialog box appears.

4. Type a keyword or phrase in the Bing
Image Search box.

5. Click the Search icon.

® You can use the scroll bar to see all the
displayed matches.

6. Click on the image to add to the slide.
7. Click on Insert.

In this example, we have selected the image
of Data Handling.

The online picture is inserted and the
Picture Tools appear in the Format tab.

You can resize or move the picture.

To deselect the picture, click anywhere
outside the picture.

A picture stored on your computer can also be added to the slide in your

presentation.

Stages of Data Handling

3 * Dals Callection
B OB beoadd lexd

» i e proces o o .llun.gu.-.
Tiami Hee v

amees 53 g i

| Py mocaad i e '||'|l|||l
BT

'J ® Duta Trgaraataes

B e w0 T
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1. Open the third slide and add
| text in it.

Change the layout of the slide to
the one that includes a
placeholder for a picture.

3. Click on Pictures icon (| ) to
add a picture to the slide.

G"{ﬁv Update Your Knowledge

G"{ﬁv Update Your Knowledge

The online pictures in the Bing Image Search
results are available under a Creative Commons
license; you should credit the source in your
presentation. However, you may not be permitted
to use the image for commercial purpose.

If the online pictures from the Bing Image Search
feature are not satisfactory, then you should search
the web and save the selected image on your
computer. Now click on Pictures, and use the Insert
Picture dialog box to browse your saved image.

. (L093a02) S- 1INV1d LI



The Insert Picture dialog box appears.

® Navigate these areas to find folder or
drive containing picture that you
want to use.

4. Click on the picture you want to add
to the slide.

5. Click on Insert to add the picture to
the slide.

® The picture is inserted and Picture Tools
appear on the Format tab.

You can resize or move the picture.

To deselect the picture, click anywhere
outside the picture.

Note: In this example, we have added pictures using content placeholder. But you can also
add pictures by clicking on the Pictures icon from the Insert tab.

ADDING A TABLE

Table is used to organize data in rows and columns. You can use a content
placeholder to insert a table, and then type data into the table cells. By default,
most of the table styles assume that you will enter column headings in the top row
of the table. If you need row headings, add an extra column to hold them.

1. Create the fourth slide, add text and change the layout that includes a placeholder for

2. In the content placeholder, click on
Table icon [ ].

The Insert Table dialog box appears.

-----

Data Ol'gﬂ'llhm'
. 6 3. Type the number of columns that
= eSeenid "“'@“' ' you want to appear in the table.
) 31 SADD O D MNN 4. Type the number of rows that you
i = L LR B LR L L D

want to appear in the table.

1 ppee— = Ancancing [ T
] TS J& B6 3F IFOXF JTOR IR AN .
h LU ] I B BB LR L L 5. Cllck On OK.

W I0 303 WO 11 aaar

PowerPoint inserts table into the slide and displays Table Tools tab in the Ribbon.
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® You can click here to change the
R — Table Style.

el ;1‘.-? 6. Click inside the first table cell,
and type your data.

You can press Tab key to move from
one table cell to the next.

|
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7. Continue typing the table cell
data to fill the table.

Now according to the project, the
first row of the table should be a
header row.

8. Select first row in table.

9. Click on Layout tab.

10.Click on Merge Cells.
11.Click on Centre Align button.

Data M]“Hm .'r. The two selected row will be merged

with the data center aligned.

l
I = Structumed
™
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ADDING A CHART

Charts tell a story by conveying statistical information effectively. In PowerPoint,
you can insert a chart using an Excel worksheet. You can type your own chart data
and choose the type of chart that you want to display.

1. Create the fifth slide, add text
and change the layout that
includes a placeholder for a
chart.

2. In the content placeholder, click
on Chart icon [ 11].

L3

The Insert Chart dialog box appears.

3. Click on a chart category.

4. Click on a chart type.

® The preview of selected chart type appears here.

5. Click on OK.

Note: In this example, we have added chart using
content placeholder. But you can also add

chart by clicking on the Chart icon from the
Insert tab.
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® PowerPoint immediately displays
a sample of the chart type on
the slide.

The Excel program window opens
with a sample of the chart data.

Chart Titls

6. Replace the data with your chart
data that you want to illustrate.

B i | i T
g & B " [ | i | You can press Tab key from
'II | I | I keyboard to move from cell to cell.

7. When finished entering chart
data, click anywhere in the chart
area to update the data.

® You can click on Edit Data
button to edit the chart any
time.

® You can click on Quick Layout
button to change the chart style.

8. Click on Close button to close
the Excel window.

ADDING A SMARTART

You can use SmartArt Graphics to illustrate a process or structure. PowerPoint
offers many SmartArt layouts to help you communicate graphically with your
viewers. It shows you a variety of shapes to which you can add your own text.

[-=} . 1. Create the sixth slide, add text
. .'..‘] Stages of Data Handiing e and change the layout that
= & o it K includes a placeholder for a
5‘51 SmartArt.
=T l . ' EI@ 2. In the content placeholder, click
! ] l on SmartArt Graphics icon [ ™ ].

1! - ”
'ﬁgﬁ Update Your Knowledge
-

Q PM PUBLISHERS PVT. LTD.

When you insert a chart, PowerPoint automatically applies a style to it, based on the theme of
the slide. You can also change the formatting of charts. To format any object on a chart, click it
and then use the formatting tools on the Chart Tools Design as per your requirement.
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Choose a SmartArt Graphic dialog box
appears.

3. Click on a SmartArt category.
4. Click on a SmartArt type.

® You can see the preview of selected
type in this area.

5. Click on OK.

PowerPoint adds the graphic
to your slide and displays the
e | Text boxes.

D et

6. Type text into the Text
box.

7. Click anywhere outside
the SmartArt to view it.

® You can format the
smartart by using
SmartArt Tools.

Note: In this example, we have added SmartArt using content placeholder. But you can
also add SmartArt by clicking on the SmartArt icon from the Insert tab.

ADDING MEDIA CLIPS

Media clips can be inserted into your PowerPoint slides to add visual effect and

are played during a slide show.

it |
=
&

",;E&Esj k

®  Tre knewledpe of Dats handing
AN paves the way for luoratie
careet i Dkl Sclencs.

mm_

1. Create the seventh slide, add text
and change the layout that
includes a placeholder for media
clips.

’!

2. In the content placeholder, click
on Video icon [ ™ ].

Insert Video

* From a like

Himrmesa PlEs e poun covmpules ol lecal Abe i

o Vi Tushee Seppch YooTube

Tor=rei i Lhiw Fabeary Pabey

From a Videt Embed Code
i Pl ie ermbed o o il 8 dden bium o sl Fiive enled Codr hevn
2

Insert Video dialog box appears.
3. Click on Browse button.
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u..nm1 | _ ¥ The Insert Video dialog box appears.

| C [ x
@lh e-n0® 4. Navigate these areas to find folder
or drive containing media clip that
you want to use.

. Click on the file you want to
insert.

. Click on Insert.

Caatd Faarabayg

PowerPoint displays the clip to play
in the slide.

7. Click on Playback tab.

-| 8. Click on the down arrow of On
Click and choose an option:

® Click on Automatically to
play the clip automatically.

® Click on On Click to play the
clip only when it is clicked.

9. Click on Play/Pause button in the
toolbar beneath the media icon
to play the file.

& The krowledge of Dala handling -~
can paes the wary for luorative
cares in Data Scives,

® You can resize the media clip to adjust it in your slide.

Note: In this example, we have added video clip using content placeholder. But you can
also add video by clicking on the Video icon from the Insert tab.

You can also add sound to the presentation by clicking on the Audi®icon [ ]
from the Insert tab.

e 150 Fr'lends your project is now complete. . . Finish
LAII the seven slides have been created.  Fagd

Q PM PUBLISHERS PVT. LTD.




Adding Slide Transition

A transition is a visual effect that appears when you move from one slide to
another. You can apply a transition in Normal or Slide Sorter view to a single slide,
multiple slides, or all slides.

1. Click on the slide to which you want to add a transition.

2. Click on Transitions tab.

3. Click on a transition effect.

PowerPoint immediately
displays a preview of the
transition effect.

4. Click on the down arrow of Effect Options button.
5. Click on an effect option for setting transition effect.

PowerPoint displays a preview of
the transition effect.

® You can click on Apply to All if
you want to apply the same
transition effect to the entire
slide show.

& Data 5a collection of raw ¢ 1 N

® PowerPoint adds an animation icon below the slide number.

Adding Animation Effects

Animation is the illusion of showing a series of still pictures in motion in rapid
succession. Animation effects make the PowerPoint slide show interesting and give
it a professional look. Special visual and sound effects applied to the text or
content are included in animation. For example, each line on the slide can swivel

as it is displayed on the screen. =
- d . - -U

1. Click on any slide element (such as S

text box, shape, or picture) to which E

you want to add animation in o

Normal view. ’g

2. Click on Animations tab. E

e » Data is a collection of raw) ® You can scroll through the available 9
mi facts and Figires. DATA =

) ,:mm:r.:.ﬁarfm HANDLING animation effects.
Bh, 55, . . . .
| ] Dt Rl 5 TR 3. Click on an animation effect.

al representing data in an
organized and pictorial
farm,
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PowerPoint immediately previews the effect on the slide and assigns a sequence number
to the object or element.

You can click on Preview button to preview the effect.
PowerPoint adds an animation icon below the slide number.

PowerPoint allows you to apply animation effects not only on one element or object, but
on the other elements on a slide too. The animation effects are displayed in the order
they are applied.

Running a Presentation

Slide Show view is used to give the presentation to a group of people. You can run
a slide show of your presentation on the computer screen. A slide show displays
one slide at a time, covering the entire screen.

1. Click on the first slide you want to
view in the slide show.

2. Click on Slide Show tab.
3. Click on From Beginning (or press F5).

Data Handling Using
SmartChart

The slide you selected fills your screen.

You can press Esc key on the keyboard
to end the slide show any time.

Data Handling Using

SmartChart
dlisiicnlibiog 4. To display the next slide, click on

Next button or click anywhere on the

current slide.

About Data Handling The next slide appears.

¥ Data i= & collecton of raw
facts arad Tiglees

® To return to the previous slide, click
on Back button or press Backspace
key from the keyboard.

¥ For emample, marks of §
stuckenls are 87, 97, &7
&5, 1
F [ata handling = the way
of representing data in an
organized and pictorial

. Repeat step 4 until the blank screen
appears, indicating that you have reached
at the end of the slide show.

. Click on the screen to exit the slide show.



Saving a Presentation

After creating the presentation, it must be saved for its future use. The default
extension of PowerPoint 2016 file is .pptx. Steps for saving a presentation are same
as saving a Word document.

Printing a Presentation

You can print the slides on the paper to review them separately from your
computer, or you might want to print handouts for your audience to follow during
your live presentation, or you might print your presentation outline to preserve a
hard copy of the presentation text. If you want to see how your printout will look,
you can see the Preview of the slides.

USING PRINT PREVIEW

C = 1. Click on File tab (not shown).

Print Backstage view appears.
ol | ' 2. Click on Print (or press Ctrl+P).

® The Print Preview appears on
the right side of the Print option.

PN '::_-L:-.'ﬁ.-.'-'.::.": 3. Drag the scroll bar to move to
: any other slide in the

<3> presentation.

PRINT HANDOUTS
& P 1. Click on File tab (not shown).
: - Backstage view appears.
S = o 2. Click on Print (or press Ctrl+P).
? o H"Ju 3. Under the Settings section, click on
o - the down arrow of Print Layout
“m section.

4. Click a layout under the Handouts

section.

® The slide layout changes to Print Preview.

In this example, we have chosen 3 slides.

5. Select the printer if you have multiple
printers installed.

6. Click on Print.

PowerPoint prints the presentation in the
layout you specified.

. (L093a02) S- 1INV1d LI
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@After reading the chapter, 1 know these points:

[0}

[0}

Ly

= Self-Evaluation

| know that PowerPoint is used to build a presentation.

| know that PowerPoint allows users to make blank presentation; they
can also use a theme or a template.

| know that different views in PowerPoint are Normal view, Outline
view, Slide Sorter view, Reading view, and Slide Show view.

| know that we can add text, graphics, and charts to a slide.
| fully know that layout of a slide can be changed any time.

| know that Transition is a visual effect that appears while moving
from one slide to another.

| know that Animation effects make the slide show interesting and
give it a professional look.

Exercises

Tick [v'] the correct answer.

1. A group of slides on any one topiciscalleda ........................... .
a. presentation O b. spreadsheet D c. database

2. The view in which PowerPoint displays the presentation by

a. Outline view O b. Slide view O c. Normal view

3. Miniature slides of the presentation can be seen in ...........................
a. Slide Sorter O b. Reading O c. Outline

4. Most slide layouts contain ..............cc.ccoeueeees placeholder.
a. object D b. graphic O c. content

o J is used to organize data in rows and columns.
a. Table D b. Chart D c. SmartArt

6. e, appears while moving from one slide to another.

a. Animation O b. Transition O c. Slide Show
Write T’ for True and 'F’ for False statements.

1. There are thousands of PowerPoint templates available online.
Theme provides a quick way to create a new presentation.
Layout of the slide cannot be changed.

You can insert image using the content placeholder.

A W

You cannot apply transition in Normal view.

CHECKLIST |

O O 000 O OHew,
00 000 0O

o

D Ol&aé’r

O

default is

L eooco



Fill in the blanks.

1 theme is a built-in design for creating a presentation.

2. YOU Can USE ...coovvviiiniiiiieeiiinnnns graphics to illustrate a process or structure.
3. The default extension of PowerPoint 2016 file is ...........ccccccoeeeeeii .

4. A i, displays one slide at a time, using the entire screen.

Differentiate between the following.
1. Theme Template

@Answer the following questions.

1. How many presentation views are available in PowerPoint? Name them.

Application-based Question

o
o
—
>
=2
m
—
&
)
@]
O
m
@
]
=

Rahul saw a presentation in his brother’s laptop in which there was visual effect
applied on every object, that appeared when he moved from one slide to another.
Tell him, which effect was used to make that presentation.
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Create a PowerPoint presentation on ‘Plants’.

LET'S LEARN ABOUT
PLANTS

Slide 1

Trees

+Trons are tall plants
with a trunk and
branches mads of wood

= The four mam parts ota
Lres are the roots, the
trunk, the branches and
thin leaves,

i Slide 3
Instructions:

Herbs

+ Hérbrs are 'pl.:nh wathi

leawas, seedsor Nowears
vned for Havoring food.

+ Herbs are also usad in

rraking perfusue o
medicing

B Subject Integration

Science
This integration will make
the students learn about

plants and their types.
o0 @

ol

L
SUSTAINAEBLE

Slide 2

Shrubs

%ﬂh: pre woody plants

i are crmaller than =
I d have several

s Frd b wterms driskhg at of

“hmar the groarned,

Slide 4

@ Start PowerPoint program and open Blank Presentation.
@ Click on Design tab and choose Basis theme. The theme is applied to Slide 1.
® Create a Title Slide as shown in Slide 1.
® Add second slide and change the layout of the slide to the one that includes a
placeholder for text and images.
Create the second slide as shown in Slide 2.
Repeat steps 4 and 5 to create the slides 3 and 4.
In slides 2, 3, and 4, change the title text in red color, add shading, make it center-
aligned and change the font size to 60.
In slides 2, 3 and 4, change the sub-title text in bold and in 32 font size.
Add Cube transition effect to the presentation and add Wheel animation to the title

text of all the slides.

Run the slide show and save it on the desktop with file name ‘Plants’.
Note: The pictures shown above may vary in your presentation.

To learn more about creating slides in PowerPoint, visit the website:
https://www.instructables.com/id/How-to-Create-a-PowerPoint-Presentation/




Excel - Introduction

After completing this chapter, you will be able to:

* Understand about spreadsheet program Microsoft Excel.
* Create and save workbook in Excel.
* Add worksheet and switch between them.

OBJECTIVES

* Generate a series using AutoFill.

Hey Friends! You already known about PowerPoint
and its presentation. Now, in this chapter you will
learn about Excel, which is a spreadsheet program.

Introduction to Microsoff Excel

Microsoft Excel is a powerful spreadsheet program that allows you to organize data
and complete calculation in rows and columns. These rows and columns are
collectively called worksheet.

A spreadsheet file is called a workbook, which is like a notebook having many
individual worksheets. On each worksheet, data is organized vertically in columns
and horizontally in rows. By default, workbook contains one worksheet.

Each worksheet of Excel 2016 typically has 16384 columns and 1048576 rows. The
intersection of a column and a row is called cell. A cell is the basic unit of a
worksheet in which you enter data. Cells may contain three types of data: labels
(text), values (numbers), and formulas.

STARTING EXCEL

1. Click on the Start icon (or pressag). The Start menu will appear.

A list of all the installed apps appears on the left of the Start menu.
2. Scroll down the list and click on Excel.

s | The Excel opens and displays its

i e e by b b i

== Start up screen.

P — G | wemon: || owins 3. Click on Blank workbook.
| @"“ Ml 2

e = T m— e — s pm e

@ (L093002) S- 1INV LI

An empty workbook titled Book1 is displayed in the Excel window.



THE COMPONENTS OF EXCEL WINDOW

The Excel 2016 program window displays many components that you can use to
create and work with your workbook. Let us study about these components.

Tab Title Bar

A ¥ L o E ¥ G H i i [ 1 -||.|4 B a 3
i :« ------- . -"'
i Active Cell - A i
o | [ [ A — N Column
5 v Heading
- A
Worksheet N ; i i"
Window & Cell Reference i
° cs
s ) Scroll
:' 1 Bars
R 1 Sheet
ow I
Heading ho ":I'ab Views of Zoom
i Worksheet | | Controls | .
Status " st [T ) . Y i
Bar |- g L [T gl e

Title Bar: It shows the name of the opened workbook file.

File Tab: When you click on File tab, a Backstage view appears, which resembles a
menu. In Backstage view, you will find a list of commands such as save, open, etc.

Tab: Each tab provides a set of tools related to an overall task you are likely to be
performing in a specific document.

Ribbon: It displays groups of related commands in tabs. Each tab offers shortcut
buttons to common tasks.

Formula Bar: It is used to enter and edit formulas, and perform calculations on your
worksheet data.

Worksheet Window: The workbook contains sheets called worksheets. By default,
workbook contains one worksheet. You can also add additional worksheets to it.
Each sheet has a name displayed on a Sheet tab at the bottom of the workbook.

Row and Column Heading: A worksheet is organized into a rectangular grid
containing columns (vertical) and rows (horizontal). A column letter above the grid,
also called the column heading, identifies each column. A row number on the left
side of the grid, also called the row heading, identifies each row.

Cell: A cell is the intersection of each column and row in a worksheet. A cell is the
basic unit of a worksheet in which you enter data.

@ PM PUBLISHERS PVT. LTD.

Active Cell: Active cell has a dark border around it. The default active cell in the
screen is Al.



Cell Reference: A cell is referred to by its unique address or cell reference, which is
the coordinate of the intersecting column and row. To identify a cell, specify the
column letter first, followed by the row number. For example, cell reference C6 refers
to the cell located at the intersection of column C and row 6.

Name Box: The cell reference of an active cell is displayed in this box.

Gridlines: The horizontal and vertical lines representing the rows and columns on
the worksheet are called gridlines. They allow us to see and identify each cell
within a worksheet. The gridlines can be turned off, but it is recommended that
you leave them on.

Mouse Pointer: The mouse pointer is displayed as a block plus sign whenever it is
located in a cell on the worksheet. Another common shape of the mouse pointer is
the block arrow. The mouse pointer turns into a block arrow, whenever you move
it outside the worksheet.

Scroll Bars: A worksheet window allows you to view the portion of the worksheet
displayed on the screen. Scroll bars are used to move the window around to view
remaining portion of the active worksheet.

Status Bar: It is located at the bottom of the worksheet window that displays the
progress of current tasks and controls for viewing the worksheets.

Views of Worksheet: Excel provides access to three different views of your
worksheet — Normal, Page Layout and Page Break Preview.

Zoom Controls: They are used to enlarge or reduce the view of worksheet.

CHANGING THE ACTIVE CELL

You can make any cell in your worksheet an active cell. Active cell has a dark
border around it. You enter data into the active cell.

® The active cell displays a dark border.

A e (Rl Begat e ® The cell reference for the active cell appears in

g e P gl ipget this area. It identifies the location of each cell
[ - - in @ worksheet and consists of a column letter [ =
.:‘! O ——— followed by a row number. (example: A1) E
? >
: m
5 —

(IJ'|

= _ =
‘ ‘ i ¢ o ; : 5 " 1. Click on the cell you want to make active cell. 8
! m
: ® The cell reference (C6) for the new active cell 3
: appears in this area. =
: FKD ()
a
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Creating and Saving Worksheet
ENTERING DATA

Entering data is the first step in creating a worksheet. You can enter data in the
form of numbers or text. Excel automatically left-aligns the text data and right-
aligns the numbers in a cell.

1. Open a blank worksheet.

2. Click on the cell where you want to enter data.

3. Type the data.

® The data you type appears in the active cell and

in the Formula bar.
4. Press Enter key to enter the data

i L] B C 4] E F a H i I L3
1 [ and move down one cell.
2
e, Morkor, (P _Wouse,|Wiybonr Scanmer To enter the data and move one cell
. il el R - e B @ in any direction, press Arrow key
. Tkl T B e Rl B - from keyboard.
¥ | Mannj 100 il 500 A HHi .
affsjes  s0 e 0w 4o 5. Repeat steps 2 to 4 until you
1] Sriil 304 i vl 00 0 M L. .
s (| x0.| wo | we | me | 0 finish entering all your data.
s
SAVING A WORKBOOK

You can save your workbook to reuse it or share it with others. Saved file can be
opened and used on other computers also. By default, Excel workbook is saved in
the .xlsx file extension.

1. Click on File tab. Backstage view will appear.

. Click on Save or Save As option (or press Ctrl+S).

Locations where you can save files appear here.
Once you select a location, folders available at that
location appear on the right side of the screen.

. Click on Browse.

Save As dialog box will appear.

4. Click on these areas to navigate to the folder in
which you want to save the file.

5. Type a name for the file.
6. Click on Save.

e PM PUBLISHERS PVT. LTD.

Excel saves the file, and the new file name appears
on the Title bar.




Worksheet

The Excel workbook contains sheet called worksheet. By default, the Excel 2016
workbook contains one worksheet. You can also add additional worksheets. Each
sheet has a name displayed on Sheet tab at the bottom of the workbook.

ADDING A WORKSHEET

A worksheet is quite large. Scrolling to the end of a large worksheet using only Tab
and Arrow keys is quite time-consuming. So, it is a better option for you to add a
new worksheet to your workbook.

18 | 1. Click the New sheet icon.
19 :
Sheet! m@
- SRS ® Excel adds a new worksheet
77 with default worksheet name
‘Iﬂ_: ® (Sheet2).
14 . - | Excel adds a new worksheet
Sheetl [| Shoetz | @ immediately after the last
—_— worksheet on the right.

SWITCHING BETWEEN WORKSHEETS

You can switch to another worksheet in a workbook by clicking tabs along the
bottom of the Spreadsheet window.

16 | ® This area displays a tab for each worksheet in
17 | your workbook. The displayed worksheet has a
18 O white tab.
10/ @ | lick on the tab of the worksh

Sheet! | Shpet2 @; 1. Click on the tab of the worksheet you want to
Ready S display.

The worksheet you selected will appear. The contents of other worksheets in your
workbook remain hidden behind the displayed worksheet.

® |If you have added many worksheets in your workbook and the worksheet tabs are not
visible, then click on one of these buttons to move through the worksheet tabs:
( 4 ) Display previous tab ( * ) Display next tab

These buttons only become active when worksheet tabs are not visible.

DELETING A WORKSHEET

You can delete a worksheet you no longer need in your workbook. Always check
the sheet contents before deleting to avoid loss of important data. After you delete
a worksheet, it gets permanently removed from the workbook file.

|
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1. Right-click on the worksheet tab and click on Delete.
If there is no data in the worksheet, Excel deletes it immediately.
If the worksheet contains any data, Excel prompts you to confirm the deletion.

2. Click on Delete. Excel deletes the worksheet.

Generating a Series

AutoFill feature of Excel is used to add duplicate entries or a data series to your
worksheet cells. You can create your own custom data lists as well as use built-in
lists of common entries, such as days of the week, months of the year, and
number series. You can complete a series across a row or down a column in a
worksheet. It will save your time by completing the text or number series for you.

NUMBER SERIES
m 1. Enter the first two numbers you B ® The cells
TR T want to start the series with. display the
""" .| 2. select both the cells containing M R s number series
o the numbers you have entered. e automatically.
3. Position the mouse pointer over : rremeie=t To deselect the
the bottom right corner of the } - il cells, click any
last selected cell. The mouse il | other cell.

ki Ahuiy

A ek e

pointer changes to (+). ki
o sing

ferma e

4. Drag the mouse pointer over
the cells you want to include in
the series.

Hip Werma

bk Srensiova

;Eiuuu

awiia Disjnls

B AT I T Y]
eSS

Just like number series, you can also create text and date series in Excel.
TEXT SERIES

1. Enter the text you want to _ ® The cells display the

start the series with, e.g. —~ text series

.-.._'..I,'I Y

January. l | automatically.
2. Click on the cell containing 4 W'y i If Excel cannot
the text you entered. d S determine the text
3. Position the mouse pointer ' A series you want to
over the bottom right : o complete, it will copy
corner of the cell. o | the text in the first cell
; al Il the cells you
Mouse pointer changes to (+). il i to a Y
| have selected.

4. Drag the mouse pointer (+) |

| i 0 over the cells you want to e To deselect the cells,

- include in the series. — click any other cell.




CHECKLIST

[
- @fter reading the chapter, | know these points: é'gw
e | know that Microsoft Excel is a powerful spreadsheet program that

allows us to organize data. D
© | know that the rows and columns in Excel are collectively called

worksheet. [:] [:]

e | know that each worksheet of Excel 2016 typically has 16384 columns

and 1048576 rows. D D

e | know that, by default, Excel workbooks are saved with .xlsx file

extension. D D

e | know that AutoFill feature is used to add duplicate entries or a data

- series to worksheet cells. D D

<
Exercises
A. Tick [v] the correct answer.
1o is a spreadsheet program that organizes data in rows and
columns.

a. Excel D b. Word D c. Access D

2. The number of rows in a single worksheet is ............................ .

a. 1056384 () b. 1048576 () c 1084756 ()
3 bar shows the name of the opened workbook file.

a. Formula D b. Title O c. Status D
4. By default, Excel workbooks are saved with ............................ file extension.

a. .xls D b. .xlsx O c. . xlss

5. The Excel workbook contains sheets called ............................ }
a. worksheet D b. workbook D c. sheet tab

B. Write 'T’ for True and 'F’ for False statements.
1. By default, workbook contains two worksheets in Excel 2016.

2. Mouse pointer is displayed as a block plus sign, whenever it is located
in a cell.

3. Formula bar shows the formula we are using in last selected cell.
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4. Excel provides access to three different views of the worksheet.

5. Excel automatically left-aligns the text data and right-aligns the
numbers in a cell.

Jutf e o



C. Fill in the blanks.
1. The intersection of a column and a row is called ....................... .

2. There are ........cccceeeeeeen. columns and ....................... rows in a single
worksheet.

3. The cell reference of an active cell is displayed in the ....................... .

b, i is used to enter and edit formulas, and perform calculations on
worksheet data.

5. A cell in a worksheet has a unique address called ...................... .
D. Define the following.
R G g o 11 g =T

E. Differentiate between the following.
Workbook Worksheet

F. Answer the following questions.

1. What is the use of Microsoft Excel?

G. @Application-based Question

You are making a spreadsheet in Excel. The horizontal and vertical lines
representing the rows and columns on the worksheet can be turned off, but it is
recommended by your teacher to leave them on. Tell the name of these lines.

Q PM PUBLISHERS PVT. LTD.



Activity

Label the following window of Excel 2016.
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Skill Formation

following records.

Open Excel and create a worksheet of the

This activity will enhance
the data organization
skills of the students.

S.No. Team Played Won Lost Tied NR Points
1 India 8 7 1 0 0 10
2 Sri Lanka 8 6 1 0 1 9
3 Australia 8 6 1 0 1 9
4 Zimbabwe 8 2 6 0 0 4
5 Canada 8 1 7 0 0 2
6 Pakistan 8 3 5 0 0 0

Group Discussion

Divide the students
Electronic Spreadsheet Over Manual Sheets’.

Qlearn more about Excel, visit the website:

https://excelchamps.com/blog/learn-basic-excel/

o Use the AutoFill feature to generate the S.No. column.

into groups and discuss the topic-

o Apply the formatting as shown above and save the workbook as ‘Cricket Teams’.

‘Benefits of
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Chapters 1-5

Tick [v'] the correct answer.
1. The first calculating device was .......................... .
a. Napier’s Bones D b. Abacus D c. Pascaline
2. is known as the ‘Father of Computer’.
a. Charles Babbage O b. Herman Hollerith O c. Blaise Pascal
3. A group of files stored under a common name is called a .......................... .

a. file D b. cupboard D c. folder

4. Deleted file goes into .......ccccoeeeveeeiiii.

OO0 000

a. Music Folder D b. Recycle Bin O c. Desktop
D makes the text appear above the regular line of text.
a. Subscript O b. Shadow O c. Superscript
6. is used to produce a personalized letter for more than one person.
a. Mail Merge O b. AutoCorrect D c. AutoFormat
7. A group of slides on any one topicis called .......................... .
a. presentation D b. spreadsheet D c. database
8. The number of rows in a single worksheet is ................ccc...... .
a. 1056384 D b. 1048576 D c. 1084756

Write 'T' for True and 'F' for False statements.
Herman Hollerith invented Tabulating Machine in 1990.
The third generation of computers used vacuum tubes.
A file and a folder are represented with the same icon.

Mail Merge is done by merging data document with the data source.

1
2
3
4. A file can have any number of folders in it.
5
6. Layout of a slide cannot be changed.

7

JW oo ©

By default, workbook contains two worksheets in Excel 2016.
Fill in the blanks.
1o was invented by Blaise Pascal in 1642.

2. The goal of fifth generation is to develop the computers that can respond to
.......................... language.

A computer represents files and folder with an .......................... .
YOu can Press ........cccceeeeeeeennnnn. keys to select all the files of a folder.

. To start Mail Merge, click on .......................... tab.

3

4

5. In Word, to select everything in the cell, .......................... on it.

6

7. The default extension of PowerPoint 2016 file is ..............ccceeei. .
8

In Excel, the intersection of a column and a row is called .......................... .



Define the following.
Abacus
Microprocessor

Folder

1

2

3

4. Thesaurus
5. Mail Merge

6. Template

7. Formula Bar

Differentiate between the following.

1. Difference Engine and Analytical Engine

2. Restoring a file and Emptying the Recycle Bin

3. Copying File and Moving File

4. AutoCorrect and AutoFormat

5. Transition and Animation

6. Name Box and Formula Bar

Answer the following questions.

Name the five key features that Charles Babbage used in Analytical Engine.
How many generations of computer are there? Write the time period of each.
What is the main goal of fifth generation of computers?

What is the use of Recycle Bin?

How do we rename a file/folder?

What is the use of Format Painter?

How many types of Tab settings are available in Word? Name them.

How many presentation views are available in PowerPoint? Name them.

© 0 N o U B WwDN e

What is the purpose of generating a series in Excel?
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CYBER ZONE

Internet - Electronic Mail (E-Mail)

After completing this chapter, you will be able to:

* Understand about e-mail and its programs.

-'--...

* Learn about the parts of an e-mail message.
* Learn common e-mail terms. I

OBJECTIVES

L}
* Create e-mail account and learn e-mail etiquettes.

For hundreds of years, people have been using
various means to communicate with each other.
Today, e-mail has become one of the most popular
sources of communication.

E-mail or Electronic Mail

E-mail is the most popular service of Internet. It enables us to
electronically exchange messages with other Internet users,
wherever they may be.

Today, almost anyone who has Internet access also has access to e-mail. So,
theoretically you can communicate with any Internet user in the world. This
versatility has made e-mail one of the most popular Internet services.

HISTORY OF E-MAIL

Ray Tomlinson developed the first e-mail application for the
ARPANET in 1971, consisting of a program called SNDMSG for
sending mail and a program called READMAIL for reading
mail. In the 1980s, such messages were exchanged between

computers in offices and universities that had been linked together. By 1990, e-mail
had gone worldwide, and today our lives without e-mail seem incomplete.

E-MAIL vs POSTAL MAIL

E-MAIL: Switch on the computer and log in to your e-mail ID. Just
type the e-mail address, compose your message, and press the Send
button. E-mail would be delivered in seconds or in minutes.

o)
5
—
=
o
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o
L
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4
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POSTAL MAIL: First get a headed notepaper and write your message in
it. Find an envelope and paste the stamp on the envelop. Now, go to
the post box to drop the letter. Postal mail could take three-four days
or even more to be delivered.




ADVANTAGES OF E-MAIL

o E-mail is extremely fast. You can receive an e-mail message in a matter of
seconds after it has been sent, irrespective of the geographical location of the
sender and the recipient.

o E-mail is convenient because you can send it anytime, and your recipient does
not need to be at his or her computer or even connected to the Internet.

o You can send a message to a group of people free of cost quickly and easily.

o You can send documents, graphics, sound, or any kind of file as an attachment
along with your e-mail.

o E-mail is very economical because you do not have to pay to send e-mail
messages, no matter where in the world you send them. E-mail saves your
money because you can send a message instead of making a long-distance
phone call.

E-mail Programs

i e T il

You can create, send, receive, and o
manage an e-mail message by using
different programs such as Windows
Mail, Outlook, Hotmail, and Gmail.
The message can be a simple text or can )
include an attachment, such as a word
processing document, a graphical image, P
an audio, and/or a video clip.

Gmail
E-MAIL ACCOUNT

You must have an e-mail account to use e-mail service. E-mail account is provided
by the companies which provide e-mail service such as yahoo.com, gmail.com, etc.
This account gives you a unique e-mail address to which others can send messages.
Every e-mail account comes with its own e-mail address. An e-mail address is a set
of characters that uniquely identifies the location of your Internet mailbox.

E-MAIL ADDRESS

You can send e-mail messages anywhere around the world if you have an e-mail
address. All e-mail users have their own, unique e-mail addresses. The messages
are sent to the correct recipient because of the uniqueness of the address.
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Parts of an E-mail Address

An e-mail address is a combination of a username and a domain name that
identifies the user uniquely. The username and domain name are separated by the
@ symbol, which means at.

Your username is a unique combination of characters that identifies you, and it
must differ from other user names located on the same mail server. Your username
is sometimes limited to eight characters, and is often a combination of your first
and last names, such as the initial of your first name and your last name.

Domain name is separated into two parts by a period (.). The first part is the name
of the service provider such as yahoo, gmail, etc. The second part depicts the type
of website, for example: .com means commercial, .gov means government, etc.

minhasds@gmail.com An e-mail address cannot use commas, spaces,

T T T or brackets. However, hyphen and underscore
can be used.

Username At Domain name

ELEMENTS OF AN E-MAIL PROGRAM

e Inbox: Inbox stores all your incoming messages.
e Outbox: It stores outgoing messages that have not been sent.

e New (Compose): Clicking this button allows to write a new e-mail message to
someone.

e Reply: This button allows you to send a reply to someone who has sent you an
e-mail.

e Reply to All: Sometimes, you receive an e-mail of which you are not the only
recipient. Pressing this button allows you to reply to all the e-mail addresses
from that e-mail.

e Forward: This button helps you forward a received message to someone else.

e Send: Pressing this button sends the message that you have typed in your e-
mail server.

e Delete: This button allows you to delete the selected messages.

e Print: This button allows you to take a printout of an e-mail if your system is
connected to the printer.

e Sent Mail: Sent mail stores all the outgoing messages that you have sent.

e PM PUBLISHERS PVT. LTD.

e Attachment: It is used to send a file prepared in any program with your e-mail.



e Spam/Junk: E-mail stores messages in this folder that the e-mail program

considers to be unsolicited commercial mails.
o Drafts: It stores messages that you saved but have not yet finished composing.

Parts of E-mail Message

From: abc@gmail.com

To: xyz@pmpublishers.in
While sending or receiving an e-mail, you Ce:  aabb@hotmail.com
Bcc: cbhj@yahoo.com

should understand several parts of the message, Subject: Computer Books
like From:, TO:, CC:, BCC:, and SUbject. Please send me the details of your computer

books.

Thanks
With Regards,
Davinder Singh Minhas

%

FROM

It refers to the person who is sending the e-mail message;
his or her e-mail address is written in this section.

From: minhasds@gmail.com

TO
ira The e-mail address of a person who shall be receiving the e-mail

‘ message should be written in this section.

CC

Cc stands for carbon copy. It is an exact copy of the message. The
e-mail address of a person, who is not directly involved but you
would like the message to be sent to him/her too, should be
written in this section.

BCC

Bcc stands for blind carbon copy. You can take the
help of Bcc if you want to send the message to
several people, without showing them that others
have also received the same message.

SUBJECT

A very short description of your message is written in this
section. For example, if you are sending a resume by e-mail,
you can write Resume in this section.

(8)
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Common E-mail Terms

There are some e-mail terms that you can use while composing the e-mail
messages.

You can use special characters, called Cry —» Greatl —» 7D
X . . Smile —» :-) Screaming —» :-@ 5o
smileys or emoticons, to express emotions | Laugh —» :-D Tongue out — & |
: Sad —» o Kissing —» :* n
in messages.. These character.s resemble o o Angel o | &
human faces if you turn them sideways. Wink — 3-) Clowning —» )
ABBREVIATIONS AlSI As | See It
bb . . | d i AS Another Subject
Abbreviations are commonly used in ASAP As Soon As Possible
H H B4N Bye For Now
me§sages that you can use to save tlmg whlle BAK Back Al Keyboard
typing. Some of the common abbreviations BBIAB Be Back In A Bit
. | id BBL Be Back Later
are given alongside. TC Take Care
SHOUTING N

A MESSAGE WRITTEN IN CAPITAL LETTERS IS ANNOYING AND
HARD TO READ. THIS IS CALLED SHOUTING.

Always use a combination of upper and lower case letters pease pon't
while typing messages. Shout

BOUNCED MESSAGE

A message that returns to you because it could not reach its destination is called
a bounced message. A message usually bounces because of mistake in typing an
e-mail address. So make sure that you check the receiver’s e-mail address for
accuracy before you send the message.

SIGNATURE —_—

You can add your unique signature at the end of every pr—
message you send through an e-mail program. —_———

ATTACHMENT

; Most e-mail messages consist of only text but you can also
@ attach some other types of information, such as a photo, a
spreadsheet file or a word processing document to share.

When you attach a file and send the message, the file or
information is sent along with the e-mail as attachment.




Creating an E-mail Account

Electronic mail or e-mail is used to send messages electronically from one place
to another. But to use this facility, you need to get registered with an e-mail
service provider to get your unique e-mail ID.

CREATING AN E-MAIL ACCOUNT IN GMAIL .
Following are the steps to create an e-mail account in Gmail. M Gmall

o Open browser and enter the web address www.gmail.com in the address bar.
Gmail sign in page will appear on the screen.

o Click on the link ‘Create account’ in the ‘sign in’ page to open Gmail registration
form.

o Firstly, enter your first name and the last name in the form, and then enter the
desired username.

o If someone else has already taken the same username, a message will appear
‘Someone already has this username. Try another.' It shows you the possible
alternates from where you can select the new user name.

e Once your username is selected, enter a password of minimum 8 characters
with a mix of letters, numbers and symbols. Repeat the same password in the
box called ‘confirm’ password.

o Fill the rest of the entries in the form as they are asked, and finally click the
button ‘l accept’ or ‘Continue to Gmail’.

If all the entries are correctly added by you, you will get a confirmation for your
new account, and now your new e-mail address is <username>@gmail.com.

SENDING AND RECEIVING E-MAIL IN GMAIL

After creating the e-mail account, you can share it with your friends and relatives
to send you e-mail messages and to read your incoming mails. Follow these steps
to check your mails using your login ID and password.

o Open web browser once again, and enter the web address www.gmail.com in
the address box.

o Click on Go button, or press Enter key to open Gmail sign in page.

o Click in the Username box, and type your user ID. Make sure that the letters are
typed in the same case as they were typed while creating the account.

o Click on Next.
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o Enter the password in the Password text box, which appears in the form of
black dots or asterisks.
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o Click Sign in button to open your mail box.

o It will show you the list of all your incoming mails. You can now click any one
of them to open and read the contents of that mail.

o Click Inbox button for coming back to your mail box.
o To send an e-mail, click Compose button to open compose mail page.

o In the To: box, write the e-mail address of your friend, relative or the one to
whom you want to send the mail. Write the subject and then type the
message in the space provided.

o Click on Send button. Your mail will be sent to the recipient instantly.

o Close your mail box by clicking the Sign out button.

ATTACHING A FILE IN GMAIL

Most e-mail messages consist only of text. But you may attach other types of files
like photo, spreadsheet file, word processing document, etc. in your mail. When
you attach the file and send the message, the file is sent along with the e-mail.

e Click the Compose button to open New Message window.

e In the To: box, write the e-mail address of the one to whom you want to send
the mail. Write the subject and the message in the space provided.

e Click on Attach Files ([) ) button. The Open dialog box appears.

e Click the file you want to attach and then click on Open. Gmail attaches the
file to the message.

e Click on Send button.

e Your mail will be sent to the recipient with the attachment.

E-mail Etiquettes

While sending a message through e-mail, we must follow certain etiquettes.
e Your message should have a subject line that conveys its content clearly.
e The e-mail message should not be in capital letters.

e You may use smileys for casual comments and abbreviations for phrases.

e Take care of what you write in an e-mail message as it is not always private
and can mistakenly be sent to the wrong person.

e Open only those email attachments that come from trusted sources.

e Do not click on web links sent by someone you do not know.

e If you use a public computer for e-mail, make sure to sign out.

e If you suspect an email to be spam, do not open or respond; just delete it.



CHECKLIST

(7

) A
- _'A Sclf-Evaluation

 @fter reading the chapter, | know these points:
o | know that an e-mail enables us to electronically exchange messages
with other users.

"o | know that an e-mail address is a combination of a username and a
domain name.

o | know that a message written in capital letters is called shouting.

o | know that we can send file and photos as an attachment with the
e-mail.

o | know that we should follow certain etiquettes while sending an e-mail
message.

00000 %
00000 %,

Exercises

A. Tick [v] the correct answer.
1. First e-mail application was developed by ......................... .
a. Ray Tomlinson O b. Sabeer Bhatia D c. Charles Babbage D
2. Domain name is separated into two parts by a ... .

a. comma (,) D b. period (.) D c. colon (:)

3. @ symbol used in an e-mail address is pronounced as ......................... .
a. at O b. as D c. all

4. The message written in capital letters is called ......................... .
a. bounced O b. shouting D c. abbreviation

o J button sends a message that we have already received from
someone.

a. Forward O b. Move D c. Reply

B. Write 'T’ for True and 'F’ for False statements.

O 0O O

We can send only text files as an attachment with our e-mail.
We cannot use commas, spaces, or brackets in an e-mail address.
Password appears in the form of bullets or asterisks.

We can receive the e-mail message only if our computer is on.

‘From’ section contains address of person who is writing the e-mail.

(8)
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We should open e-mail attachment only from a trusted source.



C. Fill in the blanks.
1. An i, is @ unique address of each e-mail user.
2. A username is sometimes limited to ....................... characters.
3. Smileys are also called ....................... .
A i, can save time while typing the e-mail message.
S, section contains a very short description of our e-mail message.
D. Differentiate between the following.

1. E-mail Postal mail
2. To From
3. Reply Forward

E. @Answer the following questions.

1. What are the advantages of an e-mail?

F. Application-based Question

Ram needs to send his photograph urgently to his father who is out of station for
some work. But he does not know which feature is used to send the photograph
through e-mail. Help him.
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Activity Section

Send e-mail message with an attachment using
an e-mail program.

Skill Formation

This activity will make
students learn about
email correspondence.

J. *1m1r_|:_i
To: abc@gmail.in P T.':'..;:;:.ﬁ ------- .
Cc: admin@hotmail.com vy |
Bcc: info@yahoo.com e ,,,,_.,.M,_,_,,I,",:H,..,,,,,l,.,,,,m,,,r, I
SETRETI L 01 18 VIR |

Subject: Painting Competition
Please find the details of next painting competition

I 1
in the school. : Z@Z 1}_}\( zd:/- :
Thanks ! i :

With Regards, sy Bl Grpnet
Oay & Date 145h Secrtmmbesr 2021
Davinder Singh Minhas Time ER30 Em

Chiicdneit Aol bring thiir cn drewing sbeets, coloes, Drahes, e

SWIRNER OF THE COMPETITIEN WLl RECEIVE & GIFT YOUCHER

The following steps will guide you through the process of sending an attachment.

) In MS-Word, create a Notice of Painting Competition and save it on the desktop.

© Run any email program on your computer.

° Locate and then click on the compose button to compose a new email message.

° Type the recipient’s email address in the To: text box. If you are sending the email

message to multiple recipients, separate each email address with a comma (,).

® If you would like to send a carbon copy of the email message to one or more
people, type their email address(es) in the Cc: text box.

) To send a copy of the email message to someone whose email address you wish to
hide from the other recipients, enter his/her email address in the Bcc: text box.

) Enter a descriptive subject in the Subject: text box.
) Type the body text of the email in the appropriate space.

) Click on Attach Files ([) button. The Open dialog box appears. Navigate the file
you have previously created and saved on the desktop.

) Click on the file and then click on Open.
° Email program attaches the file to the message.
) Click on the Send button, which sends the email message to everyone listed in the

To, Cc, and Bcc text boxes.

To learn about advantages and disadvantages of e-mail, visit the website:

https://www.toppr.com/guides/business-communication-and-ethics/
e-correspondence/advantages-and-disadvantages-of-email/
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COMPUTATIONAL THINKING

Programming Basics

After completing this chapter, you will be able to:
* Understand the concept of computer programming language.
* Learn about making algorithm and flowchart.

* Understand about the categories of computer languages.

OBJECTIVES

* Understand the meaning and examples of language processor.

Dear Friends, you all know that to communicate
with each other, you need some language.
Similarly, to communicate with a computer, you
need a Computer Language. Let us learn about ift.

Introduction to Programming i

Humans can understand a variety of spoken languages (English, Hindi, Punjabi, etc.),
whereas computers understand only one language, that is, the Machine Language.

Let us understand it in the following manner:

If someone asks you to add 8 + 5, you will quickly add and give the answer 13. But
if the same question is asked to the computer, it will not be able to answer this.

This is because your verbal instruction is not understood by the computer. It can only
understand the instructions given in computer language. The set of instructions
written in a language which a computer can understand is called a program.

Whenever you have to solve any problem or do any work, you have to follow a
step-by-step procedure so that you can get the desired outcome. In the same way,
a computer also carries out its functions in a step-by-step procedure to give you
accurate results. Basically, a computer program involves three steps:

1. Algorithm: Creating an algorithm
2. Flowchart: Making a flowchart

3. Program: Converting a flowchart into a program

Algorithm

An Algorithm is a step-by-step procedure to carry out any particular task, such as a
mathematical or a logical problem.



Let us understand it by an example. What steps would you follow to buy a shirt?
The possible steps are as follows:

Step 1: Take money and go to the garments shop in the market.
Step 2: Tell the shopkeeper which color and style of shirt you want.
Step 3: Choose and finalize the desired shirt.

Step 4: Pay money to the shopkeeper.

Step 5: Take the balance amount (if any) from the shopkeeper.

Finally, you get the desired result, i.e. a new shirt.

ONE MORE EXAMPLE OF ALGORITHM
An Algorithm To Add Any Two Numbers.

Step 1: Start

Step 2 : Take two numbers
Step 3 : Add the numbers
Step 4 : Print the result

Step 5 : Stop

Flowchart

A flowchart is a diagrammatic representation of a problem-solving process, i.e.
algorithm. It is called a flowchart as it charts the flow of a program. The direction
of flow in a flowchart is always from top to bottom or left to right.

Herman Goldstine and John von Neumann developed the flowchart (originally a
diagram) in 1946 to plan computer programs.

In a flowchart, each operation is represented using specific geometrical symbols.
These symbols are connected to each other by arrows to show the operations.

Following are some basic symbols that are used while making a flowchart.

START/STOP BOX

It is an oval-shaped symbol used at the beginning and at the end ©
of the flowchart. It shows the starting and ending of a flowchart.

INPUT/OUTPUT BOX
It is a parallelogram-shaped box that is used to indicate the/ /

input and output of a program, i.e. the instructions related to
the input and getting the result.
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PROCESSING BOX

It is a rectangle-shaped box that is used to show the
processing part of the flowchart, like calculation.

DECISION BOX

It is a rhombus-shaped box that is used to check the conditions,
display comparisons, and take the decisions to solve the problems.

FLOW LINES

These are the arrow lines used to connect the different shapes ->*<-
and show the flow of logic in a flowchart. 4

CONNECTORS

It is circle-shaped symbol that is used to join the parts of a
flowchart.

ADVANTAGES OF FLOWCHART

1. Flowchart helps in solving a problem or carry out procedure in a more
systematic way.

2. It is a better way of communicating the logic of a system.
3. It acts as a guide during the program development phase.
4. It helps in finding out errors.

DISADVANTAGES OF FLOWCHART

1. Sometimes, the flowchart becomes complex if the program logic is long.

2. If you want to change something in the flowchart, you have to redraw it all
over again.

RULES FOR MAKING A FLOWCHART

These are the rules that should be followed while making a flowchart.
e The flowchart should be clear, neat, and easy to follow.
e Only one flow line should be used in conjunction with terminal symbol.

e The direction of flow, in a flowchart, should be from top to bottom or from left
to right.

e Avoid the intersection of flow lines if you want to make it more effective and
clearer.

e PM PUBLISHERS PVT. LTD.

e If the flowchart becomes complex, it is better to use connector symbols to
reduce the number of flow lines.



Converting an Algorithm into a Flowchart for Adding Two Numbers

ALGORITHM FLOWCHART Start: The beginning
of flowchart.
Step 1: Start @ Input: Give two numbers
Step 2: Take two numbers InputNL, N2~ to computer.
Processing: Give
Step 3: Add the numbers [ Sum=N1+N2 | instruction to calculate.
v Output: The result
Step 4: Print the result : :
P / Printsum 7 is displayed.
Step 5: Stop ‘ Stop: The end of
@ flowchart.
Program

Normally, an algorithm is first represented as a flowchart, and the flowchart is then
expressed in a programming language to prepare a computer program. Preparing a
computer program is the last step in solving a problem which is written in the
computer language to get the desired result. Let us study about it.

COMPUTER LANGUAGE

A computer understands the instructions given to it in its language, that is,
machine language. This language uses binary digits — 0 and 1. But it is difficult for
the programmers to write their programs directly in these digits. Therefore, other
computer languages have been developed in which writing programs have become
easier.

A computer language, also known as programming language, is a special language
understood by the computers. It consists of a set of words, symbols, and codes
that is used to write a computer program. A program is a set of instructions given
to a computer to get a particular task done. The process of writing a program is
called programming. The people who write programs are called programmers.

However, a computer cannot understand these languages directly. So, some special
software programs have also been developed which translate the programs written
in other languages into machine language.

Cateqgories of Computer Lanquages

There are a number of computer languages available nowadays. Computer
languages are classified into two major categories:

1. Low Level Language (LLL)
(i) Machine Language (i)  Assembly Language
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2. High Level Language (HLL)

(i) Procedural Language (i)  Non-procedural Language

(iii)  Natural Language

COMPUTER LANGUAGE

Low Level Language High Level Language

Machine
Language

[

Assembly
Language

Procedural
Language

Non-procedural
Language

Natural
Language

(2)
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First-generation
language (1GL)

Second-generation Third-generation Fourth-generation Fifth-generation
language (2GL) language (3GL) language (4GL) language (5GL)

LOW LEVEL LANGUAGE

Low level languages are written to run on a particular computer and hence, they
cannot be easily used on other computers.

Two main categories of low level languages are:

Machine Language

A machine language, also called first-generation language, is a language directly
understood by a computer without any translation. It refers to 0s and 1s that
a computer can understand as instructions. Due to this reason, it is also called
Low Level Language (LLL).

Limitations of Machine Language

1. Machine language programs run only on the computer for which they have
been developed, i.e. they are machine-dependent.

2. Machine language programs are not portable to other computers.

Assembly Language

Assembly language, also called second-generation language, is also a low-level
programming language.

An assembly language uses letters and symbols instead of using numbers (1s and
0s). A program written in assembly language uses short sequence of letters called
mnemonic codes like ADD for addition, CMP for comparison, LDA for loading, and
MUL for multiplying.

Assembly language program is a source program which must be translated into
machine language before a computer can understand it.

An assembler is a program used to translate assembly language into machine
language so that the computer can understand it.

mnemonics 01101001
Assembly Input Output | Machine
Language » ASSEMBLER ”| Language




HIGH LEVEL LANGUAGE

A high level language (HLL) has instructions which are almost similar to English
language. It is user-friendly and resembles the language that we use. It is easier to
understand and write a program in this language. HLL is machine-independent. A
program written in HLL can be run on almost all the computers, without any
change.

Interpreter and compiler are the two programs used to translate high level
language into machine language so that the computer can understand it.

3 *x 2 = 6 00000110
{igh Level L Input, | INTERPRETER/COMPILER [2UPY,. Machine

Three main categories of high-level languages are:

Procedural Language

A procedural language is also called the third-generation language (3GL). In this
language, the programmer writes instructions that tell the computer what to
accomplish and how to do it. This language uses English-like words like ADD for
addition or PRINT to print, to make it easy for the programmer to write a program.

Many third-generation languages also use arithmetic operators, such as ‘* for
multiplication and ‘+’ for addition.

The 3GL is also called the source program which must be translated into machine
language before the computer can understand it. A compiler or an interpreter is
used to perform the translation for third-generation languages. C, BASIC, COBOL,
and FORTRAN are the examples of 3GL.

Non-procedural Language

A non-procedural language is also called the fourth-generation language (4GL). In
this language, the programmer only specifies what the program should accomplish
without explaining how. It uses English-like statements.

In fact, 4GLs are so easy to make that users with very little programming
knowledge can also develop programs easily. It is also a source program, which
must be translated into machine language with the help of a compiler or an
interpreter. Visual Basic, JAVA, etc. are the examples of 4GL.

Natural Language

A natural language, sometimes called the fifth-generation language (5GL), is a type
of query language that allows the user to enter requests that resemble human
speech. Natural languages are often associated with expert systems and Artificial
Intelligence. These systems are popular in the medical field.
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Lanquage Processor

A language processor is a software that converts source program into machine
language because a computer does not understand the program written in HLL or
assembly language; it understands only machine language. Compiler and
interpreter are the examples of language processors.

COMPILER: A compiler converts the entire HLL program into machine language at
once and also displays errors for the whole program together.

INTERPRETER: Interpreter converts one line of program at a time. It displays error
of one line at a time and goes to the next line only after correction of that error.

CHECKLIST

(]

Q,

| @fter reading the chapter, | know these points:

o | know that algorithm is a step-by-step procedure to solve any task.

o | know that a flowchart is a diagrammatical representation of algorithm.
o | know that there are two categories of programming languages.

o | know that language processor is used for converting source program
into machine language.

0 000 e,
0 000%,

f Exercises

a. Tick [v'] the correct answer.

1. The direction of flow in any flowchart should be from ...................... .

a. top to bottom O b. bottom to top D c. right to left

O

2. The symbol used to indicate input and output of a program is ...................... .

a. rectangle O b. parallelogram O c. circle
3 language is directly understood by computer.

a. Machine O b. High level O c. Assembly
4, i, language is machine-independent language.

a. Low level O b. Assembly D c. High level

B. Write 'T’ for True and 'F’ for False statements.
1. An algorithm is a graphical representation of a flowchart.
The flowchart helps in finding out errors.

6 PM PUBLISHERS PVT. LTD.

Decision box is a rectangular box used for doing calculations.
The people who write computer programs are called users.

o oo
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An assembly language does not need a translator.



Fill in the blanks.

1. Flowchart was developed by .........cccccooeeeen and ... .

2. The rhombus-shaped symbol is known as ........................... .

3. Natural language is sometimes called ........................... generation language.

4. A computer only understands ........................... digits directly.

D, converts the assembly language program into machine language.

Name the following flowchart symbols.

Define the following.
1. Machinge LangUage: ....cooveiiii e

Differentiate between the following.

Compiler Interpreter

Answer the following questions.
1. What do you mean by flowchart?

Application-based Question

Several years ago, a programmer, who is no longer with the company, wrote a
program for company using a high-level language. Now, his colleague is working
on the same program and has discovered that the program is not working. By
which software can he detect the errors? Help him.
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Activity Section

Activity

Redraw the following flowchart after correcting the symbols.

@ - <

Input A, B
v

/ DIV=A/B /
v

PRINT DIV

v

Stop

- /

Lab Activity

This activity aids i
Open Word, type the following algorithm to find the enfaiii'r:/g' Zhae' >
area of rectangle and draw the flowchart by using problem-solving skills
correct symbols.

of students.
ALGORITHM FLOWCHART

Step 1: Start

Step 2: Take two different sides

Step 3: Calculate area by multiplying / InptiL,B /
the sides —r—

Step 4: Print the area

Step 5: Stop / Print Area /

Group Discussion

Divide the students into two groups and discuss the topic- ‘@lgorithm and
Flowchart Make the Computer Programming Easier’.

To learn more about programming basics, visit the website:
https://www.edrawsoft.com/en/explain-algorithm-flowchart.html

&)
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CODING JUNCTION

Scratch 3 Programming

After completing this chapter, you will be able to:

* Understand about Scratch 3 and its Data types.

* Learn about mathematical operators.

* Understand the meaning of conditional programming.

OBJECTIVES

* Understand the use of repeat command.
* Learn about broadcasting and receiving messages.

Scratch 3

Scratch 3 is a free, fun-based visual programming language. This
computer language is fairly easy for anyone to learn with fun. All
commands (blocks) are on the screen; you move blocks into a set
order and then configure them to create interactive stories, games,
and animations.

Data Types

All computer applications require some sort of data with which to work as they
execute. Like all computer programs, Scratch applications need to be able to
process and store data.

Scratch lets you work with a number of different types of data. Each of these
different types of data are String, Boolean, Integer and Real.

A string is a piece of text data.

Boolean represents data that has an assigned value of either True or False.

An integer (sometimes referred to as a whole number) is a numeric value that does
not include a decimal point.

A real number is a number that includes a decimal.

Variables

Variables are the names you give to computer memory locations which are used
to store value (data/information) in a computer program. For example, you want
to store two values 10 and 20 in your program and at a later stage, you want to
use these two values.

In Scratch, variables are represented with an elongated block [ €3 ] which is
labeled by the programmer. A variable is a changeable value recorded in the
Scratch memory. Variable can store one value at a time. In Scratch, variables can
only store numeric data. They cannot store string or Boolean data.

&
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CREATING SCRATCH VARIABLES

In order to store, modify, and retrieve data in a Scratch application, you need to

create variables.

To work with variables within your Scratch applications, you must first define and
add them to your application projects.

Creating variable is also called defining variable. In Scratch, you can create a
variable for a selected sprite or for all sprites.

g LA

# B e Sewnate el P
&= *

1. Click on Variables in
the blocks palette.

2. Click on Make a
Variable.

gr New Variable dialog box

| appears.

3. Type a name (A) for
the variable.

" 4. Click on OK.

-
|'-,3‘
[

Note: Variable name can include letters, numbers, special characters and blank spaces.

Nigke 8 Lsst

® Scratch creates the variables.

® Scratch also creates four code blocks under
the variable block.

* First one is used to assign a variable
value.

* Second one is used to increment variable
value.

e Third one is used to retrieve variable
value.

* Fourth one is used to hide the variable.

Mathematical Operators

Operator block provides you many operators which are used to add, subtract,
multiply and divide numeric data. These blocks are green in color. Working with
these blocks is very easy because all the blocks clearly identify their uses.

GO D aAD A
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ADDITION OF TWO NUMBERS

In the programming language, we assign variable to calculate the addition.

For example:

A is the first number variable; assign the number to A like A=25.

B is the second number variable; assign the number to B like B=30.
C is the third number variable and is used to calculate the addition like C=A+B.
Then, finally display the output of variable C.

Now, we will do the same calculation in Scratch.

Seapmr 1FL1

“&ru—n—- e Y

1. Click on Variables in
g the blocks palette.

2. Click on Make a
Variable.

New Variable dialog box

appears.

3. Type a name (A) for
the variable.

= 4. Click OK.

Scratch creates the A variable.

5. Repeat steps 1 to 4 and create two more variables B and C.

® After creating all the
three variables A, B
and C, these variables
appear in Variables
panel and on the
stage.

6. Drag the Set command
to Script area.

7. Click on the down
arrow and select
variable A from the
list.

8. Type the value of A
(25).

(&)
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9. Drag the Set
command to Script
area and paste it
under A.

10.Repeat steps 7 to 8

and set the value of
= B as 30.

(RS E 1]

m @ = e

11.Repeat the previous
steps and set the
value of C as sum of
A and B.

%

12.Click on Operators.
All Operator blocks appear.

13.Drag the first operator to fit
into the value slot of C
variable.

14.Click on Variables.

15.Drag variable A from
Variables menu to fit into
the slot of operator.

16.Repeat step 15 and drag
variable B from Variables
menu to fit into the second
slot of operator.




17.Click on Events.

18.Drag the when flag
[ m ] clicked block
and put it at the top
of the script.

19.Click on the Flag [ ™ ].

® The script starts code
blocks and shows the
calculation in the variable
area on the stage.

» Fis Bl B Tumaiss

A D

A+B=C
B BB

25+30=55
(3 55 |

FOR MATHEMATICAL EXPRESSION

In all green-colored mathematical operators, rounded ends represent parentheses.

GO

For example, to build a mathematical expression 2 + (3 x 5),

e Y
, ,/ Drag it to fit into the slot.

o i e The result of 2 + (3 x 5) is 17.

Program to Calculate the Average of Four Numbers

Create six variables: A, B, C, D, ADD and AVG. Code Blocks Output
A is the first variable: A = 50 A EED
B is the second variable: B = 60 =
¢ D
Cis the third variable: C=70 0D @B
D is the fourth variable: D = 80 ADD ST
Ave @R
ADD is the fifth variable: ADD = A+B+C+D
AVG is the sixth variable: AVG = ADD / 4

(&)
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DATA INPUT BY USER

Sensing menu provides you many blocks which are used to get information from
the users.

Ask () and wait block asks the question and stores the answer as a keyboard input
in answers block.

EXAMPLE

Write a script which asks user for his/her hobby. User will type the hobby,
program stores the output in answer block and displays in the script.

"”""“”' 1. Click on Sensing.

m = Hs  Eaw # Tummiss i Frogesi

. ~ o 2. Drag Ask () and wait
@ s : block to Script area.

® D Q 3. Replace the text with
® CITTED ke R _ What’s your hobby?.
2 B

P s - s mﬁhat’s W hnbh:."?

e I

e L 4. Click on the Script.

@ : ® |t gets executed.
5. Enter the value (Singing).

6. Click on the check mark.

This stores the value

@ @ (Singing) into the variable.

» ]

a
L
'; hadi AL adh 7. Click on the answer to
= B : see the stored value.
o . T PO eEE e T
= T D ® Stored value appears.
2} [ ]
S B e
m 2
z
o Trmte
s IBEM - cormrD oo
(a8

® &K7)

* S50




8. Click on Looks.

wen e Q e ~ o 9. Drag say () for 2
seconds block and fit

it under the first
block.

10.Click on Sensing.

11.Drag answer block
and fit it within text
slot of say command.

12.Click on Events.

13.Drag the when flag
[ ™ ] clicked block and
put it at the top of
the script.

14.Click on the Flag [ m ].

Scags

After clicking the Flag [ m ], it will first ask the question. The question appears in the
form of a voice balloon on the stage. Then it waits for the user response. Type the
response and press Enter key or click on the check mark. The response or answer will
appear in a voice balloon on the stage for 2 seconds.

(&)
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Conditional Programming

A program is a set of instructions which are executed in a sequential manner. In
some situations, we have to change the order of execution of the program based
on conditions.

Sequential Statement: A sequential statement shows one or more actions
following each other in order. Actions include input, process, and output. All the
codes that you have written so far are executed in the sequence, i.e. each line of
code runs after the previous one.

Conditional Statement: A conditional statement tells the program which action to
take, based on a certain condition. Scratch provides you different commands by
which you can control the flow of execution.

IF-THEN BLOCK

The If-then block is a control block which is used to
check its condition. If the condition is true, the code
inside the C block will run. If the condition is false, the
code inside the C block will be ignored.

IF-THEN-ELSE BLOCK

This is also a control block which is used to check its
condition. If the condition is true, the code inside the
first C block will run. If the condition is false, the code
inside second C block will be activated.

EXAMPLE

Your computer teacher is planning to give pen drives to the students whose
marks are greater than 70. Write a script to check the marks of students. If
marks are greater than 70, the student will get a pen drive otherwise next
student is called.

e Create two variables: Name and Marks.

e The program will first ask the student’s name.

e Then it will ask for the marks.

e If the marks are greater than 70, display a message — “Pen Drive for You”.

e Otherwise display a message— “Call Next Student”.



1. Click on Sensing.

2. Drag ask () and wait
block to Script area.

et e v TR ® You can replace the text

but here we need
gf ‘What’s your name?".

3. Click on Variables.

— 4. Make two variables and
prope—— name them Marks and
- Name.

U vnat s g nama T JETEHE

5. Drag the set command
and fit it under the first
% block.

6. Click on down arrow and
select variable Name
i from the list.

e

7. Click on Sensing.

8. Drag answer block and
fit it within number slot
of set command.

9. Click on Looks.

10.Drag say () for 2 seconds
block and fit it under
the set block.

(&)
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11.Click on Operators.

12.Drag join block and fit it
into the text slot of say
command block.

13.Change the text apple to
Hello in the join block.

14.Click on Variables.

15.Drag variable Name to fit
into the second text slot
of join block.

16.Click on Sensing.

17.Drag ask () and wait
block to Script area and
fit it under the say block.

18.Replace the text with
Marks in Computers.

19.Click on Variables.

20.Drag the set command
to Script area and fit it
under the ask block.

21.Click on down arrow and
select variable Marks
from the list.
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22.Click on Sensing.

23.Drag answer block and
fit it within text slot of
set command.

E

@-g-.

o

=

@0 0]

1Y

[]
[

j 24.Click on Control.

25.Drag If-then block and
fit it under the set
command.

i

26.Click on Operators.

27.Drag the first
comparison operator
block and fit it into
the value box in the if
then block to check
condition and make
decision.

28.Click on Variables.
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29.Drag variable Marks to
fit into the first text slot
of if-then block.

30.Type the comparison
value into the second
text slot to carry out
comparison of marks and
make decision.
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In this example, condition will check if the marks are greater than 70 then the student

will get a pen drive.



"ﬂ'-j 31.Click on Looks.

32.Drag say () for 2
seconds block to fit
_— T inside the C of if-then

: block.

N (e 33.Replace the text with
p vars > @) iden Pen drive for You.

- @ s

L LU

*mj 34.Drag say () for 2
seconds block to fit
R == under the if-then

e block.

. CET— 35.Replace the text with
Call Next Student.

mnl Mads = 5 aides I

[ Hmrmm

36.Click on Events.

37.Drag the when flag

[ m ] clicked block and
Sl Namew. 10 anewer put it at the top of
the script.

Since your script is complete now, it is time to check the codes.
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=== 38.Click on the Flag [™]
to start the script.

@ It will ask your name.

’ 39.Enter the value
i (Minhas).

% 40.Click on check mark or
press the Enter key.
@ It will store the name
(Minhas) into the variable.

B ® Then it will say Hello
(your name) for 2
seconds.

® After 2 seconds, it will
’ ask for your marks in
g Computer.

:% 41.Enter the value (80).
42.Click on the check

@ mark or press the

|9 Enter key.

Pen drive for You

Now, it will check the condition. If the
marks are greater than 70, it will say Pen
drive for You for 2 seconds. Then it will
call for the next student.

Marcs T
Mams T5TT0

Call Next Sudent

If the marks are less than 70, it will say
Call Next Student.
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Repeat Block

The Repeat block is a control block which runs the script for ==
a set number of times. This block is used when you know = | 10 §
how many times the command block will run. By default, |
the white box in the block contains the numeric value which

shows the number of repeats the block will execute. You can

change the number to change the number of repeats.

When you click Repeat block, the blocks held inside this block will be executed in a
loop and that loop will end at a set number of times.

Example

Write a script to set a number of repeats. Output the word ‘Phew!’ five times.

1. Click on Code tab.
2. Click on Events.

3. Select when flag [ ™ ] clicked
block and drag it into the Script
area.

4. Click on Control.

5. Drag the Repeat block into the
Script area and place it under
when flag [ ™ ] clicked block.

6. Replace the number with 5 in the
white box.

7. Click on Motion.

8. Drag move 10 steps block into
the Script area and place it inside
the repeat block.

9. Click on Looks.

10.Drag say Hello! for 2 seconds
block and place it inside the
repeat block, right under the
move block.

@ PM PUBLISHERS PVT. LTD.

11.Replace the text with Phew! in
white box.




L X 12.Click on Control.

13.Select wait 1 seconds
block, drag it and place
it inside the repeat
block, under the say
block.

Since your script is complete now, it is time to check the codes.

wd| 14.Click on the Flag [™]
LR to start the script.

® Now cat will move 10
steps, say ‘Phew!’ for 2
seconds and wait for 1
second.

The script will repeat
these steps 5 times.

Phew! Phewt ), Phew! Phew| Phew!

NESTED REPEAT

When you insert Repeat block
inside another Repeat block, it is
called nested repeat.

Output

Given alongside is an example of
nested repeat block.

@ (L093a02) S- 1INV1d LI
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BROADCASTING AND RECEIVING MESSAGE

In a Scratch project, broadcast is a message that is sent to notify the scripts that
an event has happened. It is a good way to have sprites and scripts communicate.
The broadcast is sent with broadcast () and broadcast and wait () blocks.
Broadcast is received by when | receive () block.

Project: Broadcast Message between
Elephant and Duck

B Subject Integration

Mathematics
This integration will make
the students learn to make

a circle shape in Scratch 3.
e @ @

Insert two sprites (Elephant and Duck) in the Sprites list area and place them on

o
=1 stage as shown. (Rotate Elephant sprite by -90 degree and split it.)
=
g B " 1. In the Sprites list area, click
< Mp ,__*' 2 on the sprite icon (Elephant)
% = ‘* for which you want to create
= - ¥ a script.
2 % . : q:# i
= o T 2. Click on Event.
= : pary = . . | 3. Select when flag [ ™ ] clicked
— : block and drag it into the
m w e .
= " éﬁ' Script area.




4. Click on Looks.

5. Drag say () for 2 seconds block,
and place it under when [ ™ ]
clicked block.

6. Replace the text with Hello Duck!
in white box.

7. Drag say () for 2 seconds block,
and place it under the say block.

explain, what is a circle?.

permry 8. Replace the text with Can you
e 9. Click on Events.
=

10.Drag broadcast block and place it
under the say block.

11.Click on the down arrow in the
broadcast.

12.Click on New message.

® New Message box appears.

13.Type a new name Duck for the

broadcast.
14.Click on OK.
Now, duck can respond to the broadcast.
® o 15.In the Sprites List, click
e [n= e on the sprite icon (Duck)
S e — for which you want to
_ i create a script.
@ / 16.Click on Events. =
/ —
e / e 17.Select when | receive =
- ;@ o block and drag it into the r_|n
- 7 Script area. =
(@)
e 1 il o
: =—= O
s @ & g
vt = o e
“ =
S ©
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18.Click on Looks.

19.Drag say () for 2 seconds block,
and fix it under when | receive
block.

20.Replace the text with Sure Sir, |
will explain.

21.Drag say () for 2 seconds block,
and fix it under the say block.

22.Replace the text with A circle is a
plane figure bounded by a curved
line.

23.Click on Events.

24.Drag broadcast block and place it
under the say block.

25.Click on the down arrow in the
broadcast.

26.Click on New message.
® New Message box appears.

27.Type a new name Circle for the
broadcast.

28.Click on OK.

29.In the Sprites List, click
on the sprite icon

% (Elephant).

30.Click on Events.

31.Select when | receive
block and drag it into the

: Script area.

¢ E 32.Click on the down arrow

and select Circle.

33.Click on Looks.

34.Drag say () for 2 seconds block,
and fix it under when | receive
block.

35.Replace the text with Really? Can
you show me how it looks like?



36.Click on Events.

37.Drag broadcast block and place
it under the say block.

38.Click on the down arrow in the
broadcast.

39.Click on New message.
® New Message box appears.

40.Type a new name Draw for the
broadcast.

41.Click on OK.

42.In the Sprites List, click
on the sprite icon (Duck).

ﬂ(g 43.Click on Events.

44.Select when | receive
block and drag it into the
Script area.

| 45.Click on the down arrow

p| and select Draw.

46.Click on Looks.

47.Drag say () for 2 seconds block,
and fix it under when | receive
block.

48.Replace the text with Sure Sir.

49.Click on Control.

50.Select Forever block, drag it into
the Script area, and fix it
underneath the say block.

(E)
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51.Click on Motion.

52.Drag turn clockwise 15 degrees
block and fix it inside the
Forever block.

53.Drag move 10 steps block and
fix it under the turn clockwise
15 degrees block.

54.Type 20 in the white box.

55.Click on Add Extension and
choose Pen extension.

56.Click on Pen extension.

57.Drag pen down block and fix it
underneath move 20 steps
block.

58.Drag set pen size to 1 block
and fix it underneath the pen
down block.

® The number determines how
thick the size of line will be.

Since your script is complete now, it is time to check the codes.

59.Click on the Flag [ ™ ] to start the script.

4

+
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(E)

we stop it.

60.Click on Stop [ ® ]button to stop the script.

e
¥

Because we have used Forever block, so the duck will keep on drawing the circle until




_'*\ Self-Evaluation CHECKLIST

@fter reading the chapter, | know these points: & Qi”
o | know that Scratch 3 is a free, fun-based visual programming

language used to create interactive stories, games and animations. D D
o | know that in Scratch, we can create variable for a sprite. [:] [:]
o | know that Operators block provides many operators which are used

to add, subtract, multiply and divide numeric data. D D

o | know that Sensing menu provides many blocks which are used to get

information from the users. D D

o | know that a program is a set of instructions which are executed in a
sequential manner. D D

o | know that Repeat block is a control block which runs the script for

any set number of times. D D

o | know that broadcast is a message that is sent to notify the script that

an event has happened. D D

Exercises

a. Tick [v'] the correct answer.

1o i, represents data that has an assigned value of either True or
False.
a. Boolean D b. Integer D c. String D
2. is @ numeric value that does not include a decimal point.
a. String D b. Integer D c. Boolean O
3.A . statement shows one or more actions following each other.
a. conditional D b. sequential D c. repeat O

4. The ..cccoviiiiiiiiiii, block is formed when we insert a Repeat block inside
another Repeat block.

a. Nested Repeat D b. Repeat loop D c. Repeat Until

5. Broadcast is received by ..............cccoo block

a. when | receive() O b. broadcast() D c. ask()
B. Write 'T’ for True and 'F’ for False statements.

@ (L093a02) S- 1INV1d LI

1. In Scratch, variable can only store multiple values.

U oo

2. Operator blocks are red in color.
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3. The If-then-else block is a control block which checks its condition.

4. By default, the white box in the repeat block contains the numeric value.

118

5. Broadcast is a message that is sent to notify that an event has happened.
Fill in the blanks.
1. In mathematical operators, rounded ends represent .................... .

2. menu provides many blocks which are used to get information
from the users.

3. A program is a set of instructions which are executed in ................... manner.

4. The ..o block is a control block which runs the script for any number
of times.

5. is @ good way to have sprites and scripts communicate.
Differentiate between the following.
1. If-then block If-then-else block

@nswer the following questions.

1. What are variables?

Application-based Question

Sonika’s computer teacher has asked her to create a calculator in Scratch for
which certain calculations would be required. Which code block would she need
to use for this?



( Activity Section

Lab Activity

Write a script to enter the name and the age. Use if-then-else block to
find out if he/she is eligible to vote. The age for vote should be equal to
or above 18 years.

© Create two variables: Name and Age.
The program will first ask to enter your name.

(o]
@ Then it will ask to enter your age.
(o]

If the age is equal to or greater than 18 then display a message— “you are
eligible for vote”.

Otherwise display a message— “sorry, you are not eligible for vote.”

nak mndd wail " SUb_jeCt 'ntegratlon

General Knowledge
This integration will make the
students aware about the
minimum age required to vote.

ain  Mame yau are efigible for vole. JEGS o sconds

gin  Mama SOy, you @re not sfighle for vole. o

Script

Group Discussion

Divide the students into two groups and discuss the topic - "Use of Scratch to
Create Animated Stories”.

To learn more about scratch project, visit the website:
https://scratch.mit.edu/explore/projects/animations/
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ARTIFICIAL INTELLIGENCE

Domains of Artificial Intelligence

After completing this chapter, you will be able to:

* Identify applications of Al in various fields.

* Learn advantages and disadvantages of Al.

OBJECTIVES

* Understand the three domains of Al technology.

Hello Friends! You have come to know many things
about AI in your previous classes. In this chapter, we
are going to study about different domains of AL.

Introduction

Artificial Intelligence (Al) is one of the most versatile technologies that exist
today. In fact, it has become an essential part of our daily life. Amazon’s Alexa, a
voice assistant, is an example of Artificial Intelligence that many of us use
frequently. Let us understand the applications of Al in various sectors.

Al IN HEALTHCARE

Many healthcare facilities like hospitals, research centres,
etc. have adopted Artificial Intelligence technology to reduce
work pressure from the doctors and make diagnosis better |
and faster. For example, Clinical Trial Matching (CTM) *

system developed by IBM Watson uses Al technology to
read patients’ data from a larger system with right clinical study to help doctors in

selecting the correct, individually customized treatment plan for every patient.

Al IN SOCIAL NETWORKING

Artificial Intelligence plays an important role in social networking applications like
Facebook, Instagram and Snapchat.

On Facebook, you can make new friends, upload
photos and do much more. When you upload
photos on Facebook, it automatically highlights
faces and suggests friends to tag. How does it
instantly identify which of your friends are in the
photo? Facebook uses Al technology to recognize
faces and suggest tagging.




Al IN EDUCATION

Using Artificial Intelligence technology, it is [
easier for the teacher to share the knowledge SSS
of data collection among students through § '
various Al applications. This technology also
promotes integrated learning as it is made up ¥
of different disciplines like mathematics, &k
biology, psychology, computer science and
sociology.

AI IN MANUFACTURING INDUSTRIES

In the manufacturing industry, Al-driven robots
are used to work non-stop without taking
breaks which reduces operating expenditure
and optimizes production. Presently, industrial
robots are increasingly being used as cobots
(collaborative robots) which collaborate with
humans to reduce their workload.

Advantages and Disadvantages of Al

You know that Al comes with many benefits, but unfortunately it has some
drawbacks as well.

5
ADVANTAGES OF Al @‘%

1. Minimizes Error: Humans can do error while doing tasks but the use of Al
significantly reduces errors and increases accuracy and precision.

2. Zero Risk Tasks: Humans can overcome many risky tasks by letting Al robots do
such tasks for them, whether it be defusing a bomb, going to space, or mining
for coal and oil.

3. Non-stop Work: Humans can be productive for only about 6 to 8 hours in a day.
Humans also need frequent breaks. But Al-driven machines can work endlessly
without breaks and perform multiple tasks at a time with accurate results.

4. Unbiased Decisions: Human beings are driven by emotions and can be biased.
Al, on the other hand, is devoid of any emotions and is highly practical in its
approach. Such kind of unbiased approach ensures more accurate decision-
making.
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DISADVANTAGES OF Al e
1. Less Creative: Al cannot work or think outside the box. It is capable of thinking
with pre-fed data and past experiences. But unlike humans, it cannot be creative

in its approach.

2. Promotes Unemployment: Al is slowly replacing humans with robots to do a
number of repetitive tasks. The reduction in the need for human workforce has
the potential of causing a great loss of many jobs.

3. Makes Humans Lazy: Al applications have made our life easier by automating
many tasks. With the addiction of Al, we do not memorize things or do
calculations and use our brains less and less.

4. Emotionless: Machines cannot experience human emotions and moral values.
They perform actions according to the pre-fed instructions and cannot make any
difference between right and wrong.

Domains of Artificial Intelligence

Artificial Intelligence technology is made up of three domains — Data, Computer
Vision (CV) and Natural Language Processing (NLP).

a) Data: Data is the heart of Artificial Intelligence, as
no Al system can be developed or functional GO-.JSIQ ki

without adequate data. For example, a biometric climate
. . . . clima
information system needs adequate data to identify ‘i Everyhing climate change
each person on the basis of their unique '™ climax

B Videos chmbing

fingerprint. The different types of data used in Al
systems are Sound, Text, Image and Video.

b) Computer Vision (CV): The discipline of teaching
machines how to see and perceive the human
world is known as computer vision. This domain
of Al enables machines to identify and process
objects in images and videos in the same way as
humans do. Examples of this domain are, driver-
less car, face recognition app, etc.

¢) Natural Language Processing (NLP): This domain of Al
is concerned with giving computers the ability to
understand text and spoken words in much the same
way as human beings do. Alexa is one such virtual
assistant that can understand, process, learn from, and
respond to voice inputs in natural ways.
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Al Lab

SEMANTRIS (BASED ON DATA/NLP DOMAIN)

Semantris is a word association game powered by Al technology that helps you in
enhancing your vocabulary and encourages you to think outside the box. You can
play it online. By playing this game, you will learn how the machine learns and
trains itself with the data provided by you.

Game Introduction

Semantris is a very simple, fun game to enhance vocabulary and learn new words.
In this game, you will see a number of words on the screen. You have to type and
add clues related to these words. The clue entered by you is monitored by Al
which compares it with the words on the screen and selects the words which are
most related to the entered clue. This game can be played in two modes: Arcade
and Blocks. In Arcade mode, you have to think and type fast. While in Blocks
mode, you have enough time to think and type clues.

Playing Semantris Online

To start this game, you need a computer with Internet connection.

1. Click on Start icon to open Start menu (or press aa).
2. Click on Microsoft Edge.
You can also open Microsoft Edge by clicking on its icon on the taskbar.

Microsoft Edge window appears.

O e x [F 3. Click on address bar and type
o IE it esgperiments withgeagli comysemant I@ https://experiments.withgoogle.
B Mewtsh B SOLALTER TABLE®Y. & easealsccsmswed., [ Bock Diagram ofC fu Comlsemantris

4. Press Enter key from the
keyboard.

. — ~ Semantris home page
e e N appears.

5. Click on LAUNCH
EXPERIMENT button.

PR

Semantris

You will get the next screen.
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SEMANTIRI

prwered by machise learning

On this screen, you have
to select the desired
mode. Here, we have
selected Arcade mode
first.

6. Click on PLAY
ARCADE.

In this mode, you have to enter a clue in the box which is closest to the word

highlighted in aqua green color.

1790

Game Over

® Enter a clue related
to the word Pen.

7. Type your clue
(notebook).

8. Press the Enter key.

® |f your clue is right, it
will show Nice!.

® Those words that are
related to the clue
entered by you get
sorted to the bottom
of the stack.

You will get points for
clearing the word and for
words that fall below the
line.

9. Repeat steps 7 and 8
to enter a clue for
next highlighted word.

You will get Game Over
message when the stack
of words reaches the top
of the screen.



EMOJI SCAVENGER HUNT (BASED ON COMPUTER VISION)

Emoji Scavenger Hunt is an online game which uses the power of Artificial Intelligence
using phone camera or laptop camera to recognize the real-life versions of the commonly
used emojis.

Basic Requirements.

You need the following things to play this game:

a. A device with built-in camera like laptop, smartphone or tablet
b. Internet connection

Game Introduction

This game makes use of computer vision. In this game, a computer asks the user to use
the camera to find objects that match an emoji within a time limit. You should remember
that the time limit decreases with each find.

Playing Emoji Scavenger Hunt Online

To play this game online, go to the web browser
and type this URL in the address bar:

https://emojiscavengerhunt.withgoogle.com/

and press Enter key. By doing this, you will get the
screen shown alongside. Now click on LET’S PLAY
button to start the game.

GOOGLE VOICE SEARCH (BASED ON NLP DOMAIN)

Google voice search on Google search engine allows users to use Google Search by asking
guestions with your voice on a computer or mobile.

Basic Requirements
You need a device with microphone and Internet connection.
Search using Voice Command

To use voice search, go to the web browser and type this URL in the address bar:
https://www.google.com/ and press Enter key. Google page appears.

r

oz
caipps |
=|38 milE
Apple Products |

Google
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Click on the Microphone icon Speak you search in the  Google listens to your
on the right side of the search microphone. In this voice and shows the
bar. example, we said Apple related result quickly.
Products. @



Self-Evaluation CHECKLIST

@
s &
S .
@fter reading the chapter, | know these points: X Q£,
o | know that Artificial Intelligence is one of the most versatile
technologies that exists today. [:] [:]
o | know that Artificial Intelligence plays an important role in social
networking applications like Facebook, Instagram and Snapchat. [:] [:]

o | know that Al-driven robots are used to work non-stop which reduces
operating expenditure and optimizes production. D D

o | know that Artificial Intelligence has many benefits as well as some

drawbacks. D D

o | know that Artificial Intelligence technology is made up of three

domains: Data, Computer Vision and Natural Language Processing. [:] [:]
o | know that Semantris is a very simple, fun game to enhance
vocabulary and learn new words. D D
*
Exercises

A. Tick [v] the correct answer.
1. Many healthcare facilities have adopted Al technology to reduce .................... .

a. diagnosis O b. work pressure O c. duplicity

2. Artificial Intelligence technology promotes integrated .................... .
a. learning D b. electricity D c. effort

3. Artificial Intelligence technology is made up of .................... domains.
a. two O b. four O c. three

4, i is a word association game powered by Al technology.
a. Boxing O b. Car Drive O c. Semantris

S is the application of NLP.
a. Alexa O b. Face lock O c. Driverless car

B. Write 'T’ for True and 'F’ for False statements.
Clinical Trial Matching system has been developed by IBM Watson.

Al machines are driven by emotions and can be biased.
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Al robots can work endlessly without taking a break.

Al cannot be creative in its approach.

A A

) ooooo

Al system can be developed or functional without adequate data.



Fill in the blanks.

1. Amazon’s .....cccccceeeeeeeeenen.n. , @ voice assistant, is an example of Artificial Intelligence
that many of us use frequently.

Facebook uses Al technology to recognize .............ccccceee.... )
Al-driven robots work endlessly without taking .......................... .
Machines cannot experience human .............ccccc....... and moral values.

ok W N

A i, information system needs adequate data to identify each
person on the basis of their unique fingerprints.

B. i, F=] Ve are two modes in which Semantris is played.
Differentiate between the following.
1. Al in Education Al in Manufacturing Industries

2. Computer Vision (CV) Natural Language Processing (NLP)

Answer the following questions.
1. What is Clinical Trial Matching (CTM)?

Application-based Question

PMP Bank has launched its digital assistant (chatbot) to assist customers with loan-
related queries. This assistant takes customers’ written or spoken language as input
and answers accordingly. Can you tell which domain of Artificial Intelligence has
been used in creating this digital assistant?
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Activity Section
Mesearch and IdentifD E%ﬂtg

9 INDUSTRY, INNOVATION

SUSTAINABLE

Research and identify the domain (Data, Compater Vision and

AND INFRASTRUCTURE

Natuaral Language Processing) of each application and write
the same. &
Application Domain of Al

Self-driving car

Virtual assistant

Biometric system

mPresentation)

Using your creativity and vision of fature, create a PowerPoint presentation
on topic- ‘@Applications of @Al in Various Fields’.

Group Discussion

Divide the students into two groups and discuss- ‘Advantages vs. Limitations of
@rtificial Intelligence’.

To learn more about Al Domain, visit the website:
https://aiforkids.in/class-10/domains-of-ai/
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Mystery Animal (Based on Natural Language Processing Domain)

As you know, a data processing device normally requires input to process and then display
output. You can learn English as a second language very easily.

Skill Formation

lama This activity consists of
mammal. '\ 20 questions which will
help the students to
\ lamNOTa build communication
mammal. skills and critical thinking.

Game Introduction

This game is also known as ‘Twenty Questions’. As the name suggests, twenty sets of
Yes/No questions are asked by one player and the other player (here Al) acts as an
animal. Let us understand with the help of a few questions:

e Are you a mammal?

e Do you have feathers?

e Do you live underground?

® Do you eat meat?

e Do you live in North America?

Depending upon the answers, the player (here Al) will try to determine what the mystery
animal is.

How to Play Mystery Animal Online?

To play this game online, go to the web browser and type the following URL in the
address bar: https://mysteryanimal.withgoogle.com/ and press Enter key.

You will get the following screen.

© On this screen, click on the
Preview it here button to load
AROYT e the first mystery animal.

h Y Kby © Use either Google Home or the

‘ lﬁf-ﬂ,ﬁ[ microphone on your computer

by pressing the microphone
icon on the screen.

NEITTITII B © Ask a set of 20 Yes/No
questions.

@ (L093002) S- LINVd LI



@ PM PUBLISHERS PVT. LTD.

Chapters 6 - 9

Tick [v'] the correct answer.
1. @ symbol used in an e-mail address is pronounced as ......................... .

a. at O b. as O c. all

2. The message written in capital letters is called ......................... .
a. bounced O b. shouting O c. abbreviation
3. The direction of flow in any flowchart should be from ...................... .
a. top to bottom O b. bottom to top O c. right to left

4, i, language is machine-independent language.

a. Low level O b. Assembly O c. High level
5 is @ numeric value that does not include a decimal point.

a. String O b. Integer O c. Boolean
6. A i, statement shows one or maore actions following each other.

a. conditional O b. sequential D c. repeat
7. Artificial Intelligence technology promotes integrated ......................... .

a. learning D b. circuit O c. effort

S is the application of NLP.

a. Alexa D b. Face lock O c. Driverless car
Write 'T' for True and 'F' for False statements.

‘From’ section contains address of person who is writing the e-mail.

You should open e-mail attachment only from trusted source.

An algorithm is a graphical representation of a flowchart.

An assembly language does not need a translator.

1
2
3
4
5. In Scratch, variable can only store multiple values.
6. By default, the white box in the repeat block contains the numeric value.
7. Al machines are driven by emotions and can be biased.

8. Al cannot be creative in its approach.

Fill in the blanks.

1Tl ococooc oo oo

1. ..iiiiieeeeee.. can save time while typing the e-mail message.

2. ceeeeenn. SecCtion is the very short description of the e-mail message.

3. Natural language is sometimes called ........................... generation language.

4, converts the assembly language program into machine

language.



5. A program is a set of instruction which are executed in ...................... manner.
6. e, is a good way to have sprites and scripts communicate.

7. Facebook uses Al technology to recognize ........................... .

8. Al-driven robots work endlessly without taking ......................... .

Write the e-mail abbreviations for the following.

1. As soon as possible ... 2. Bytheway ...
3. Seeyou L. 4. Don't know ...

Define the following.

1. E-mail address 2. Attachment 3. Shouting

4. Assembler 5. Variables 6. Cobots

Differentiate between the following.

1. Signature and Subject in e-mail 2. Reply and Forward

3. Compiler and Interpreter 4. If-then block and If-then-else block
5. CV and NLP

Answer the following questions.

Name the different programs that are used to create and manage an e-mail.
Explain the different parts of an e-mail message.

What do you understand by algorithm?

What are the advantages of flowchart?

What is a conditional statement?

What is the use of broadcast in Scratch?

List two disadvantages of Artificial Intelligence.

O N o U A W

Name three domains of Artificial Intelligence.
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Project Work

A. Open Word and create multiple letters using Mail Merge feature.

1. Create the following document in Word.

<<FIRST NAME>>
<<LAST NAME>>
<<ADDRESS>>
<<CITY>>

<<PHONE>>

Dear <<FIRST NAME>>

We are pleased to inform you that program named 'Swachh Bharat Abhiyan' has
been launched in our society. Under this program, you, as a resident of the society, are
requested to observe cleanliness at your home and in your surroundings. You should keep
two different dustbins outside your home. One dustbin should be of green color and other
should be of red color. All kinds of biodegradable waste should be thrown in the green
dustbin. All kinds of non-biodegradable waste should be thrown in the red dustbin. The
segregated waste will be disposed off accordingly. Let us join hands and make this
initiative of our society a success.

With regards,
Authorized Signatory
Model Town Residents’ Welfare Association

Delhi

2. Create a data source of 11 residents of the society, containing their FIRST NAME,
LAST NAME, ADDRESS, CITY and PHONE.

3. Merge the above document with the created data source.
4. Format the documents and take printouts.

o
= B.Open Word, create a Time-Table for your class in the following manner.
=
E 1 2 3 4 5 6 7 8
o
Ll Mon R
T
%)
= Tue E
[aa]
)
o Wed C
=
= Thu E
Fri S
Sat S




Project (D)

A. Suppose you are working part-time in Planet Multimedia Placement. Since
you have the knowledge of making PowerPoint presentations, your boss
has asked you to make a presentation for their office. Using the concept
and techniques you have learned, make a presentation and create four
slides as shown below.

Hlcs

Search Web-Based Ads

# Fx |:l-c||1; ey Wedtsitas

Find Company Infarmation

& Must comparndes prodibe theic produg s an their Wb

& Expeat applicanis o ks thiv anfeomesior during an
ImaETvIfw
* Locaie articles discussing imdustry trends and key
Crecullves

-—-—FH

e — = ____,...uﬂ-""

Prepare an Online Resume

& Py fuobs Bsied every day
* Search employment Web sines

« Waarh yrmr spmeacific shilbs withy comparsies nonfng

specific prigeped cospleted i

® Dageniecd nuajon ol Edunls

Slide 3

Slide 2

= Bladee it ciomputer dcoeisshie
w And faccy donis. raphic elements and unisual
spacing
& Typie reaimet in body ol e-mail message
= S el fecipent will motopen mall coraaining

aitachmient
} g

Slide 4

B. Make a presentation on Diwali Mela celebrated in your school and apply
animation and transition effects. Save the presentation as 'Diwali Mela'.

SLIDES

COME ONE, COME ALL

Diwali Mela in School ground

FUN AND MASTI

You'll never forget this; that's our promise!
Come with your near and dear ones!
DATE, TIME AND VENUE

October 15, 2022, 9 am to 5 pm in playground
EVENTS

Competition and Quiz

Indoor Games

DANCE AND MASTI

Dance Party

Global DJ Group

WANT TO PARTICIPATE?

Meet the Vice Principal before October 10
WANT TO BE A PART OF IT?

Buy your tickets fast.

Only a few tickets are left.

LAYOUT

Introductory Slide with heading

ClipArt and text

Text and ClipArt

Text

Text and ClipArt

Text

Text
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Project

Animating a Space Scene

1. Choose a backdrop of stars in Space Theme.
2. Delete the default sprite (cat).
3. Add Earth, Rocketship, Star and Pico sprites to your stage.

This is how your stage should look.——

4. Add the following codes. ® & x|o
Earth Rocketship
]
wn- D €D
| pekilBaardy | Early +
> _ f
T a sergrans I-
Star Pico .
- -

5. Click on Flag [ ] above the stage to start animation.

You will observe that Earth is rotating; Spaceship moves towards Earth and bounces
back when touches the edge; Star is shining; Pico is lost in the space and moving non-
stop and it bounces back when touches the edge.
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Additional Information

Google Slides

Google Slides is a free online presentation application that allows you to
communicate ideas, messages, and other information to others. It works like
Microsoft PowerPoint and LibreOffice Impress.

The advantages of using Google Slides are given below:

e Itis free for the individual user.

e We can create presentation in our web browser and no software is required.
e There are no compatibility issues; everyone is on the same version.

e Realtime editing of presentation can be done by multiple-user simultaneously.
e The data stored online is very much secure and well-protected.

STARTING GOOGLE SLIDES

To start Google Slides, open Google web page in the web browser.

1. In the Google page, click on Sign in. Google account page will appear.
2. Type your login ID and the password.

Your login ID and password are same as that of your Gmail account.

3. Click on Next button. Google page appears again with your login details.

Wi B .. (&) 7| 4. Clickon Google Apps
- o [] icon.
1] Q A list of all Google Apps
s Ao appears.
@ a B PP
GO' gle S P 5. Scroll down and click on
W e - Slides.
o= W ~ | Slides page appears. =
= B s - ® ® This area shows you Template =
e Atrrber gallery, which includes blank and =
@ - E | H e q pre-designed presentations. You 3
&R e <=msic i PN can select and work on any of it. 3
b Q
— T e This area shows the list of =
- existing presentations. 3
. 'L"-—' :l
Pl 6. Click on Blank to start a new
B presentation.

An empty presentation will appear to work on the screen.



Working in Google Slides

When you open a new presentation, the program assumes that you will begin
your slide show with a title slide.

ENTERING THE TEXT IN TITLE AND SUBTITLE
|;|-~ Betiriiasten, SRR m = mew - W @ | 1. Click on the title text

Fia @ sl B f =

-l i ( e e ; placeholder box.

- @ 2. Type your text in it.

e You can click on Slides
| home button to return
@ to Google Slide home.
: 3. Click on the subtitle
text placeholder box.

Artificial Intelligence]

Click to add subtitie

4. Type your text init.

(3 Artificial Intelligence

14 By the students
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All your work is automatically saved as you type. This presentation will be saved in
Google Drive. Google Drive is an online storage used to store your data.

RENAMING THE PRESENTATION

By default, the name of the blank sheet appears as Untitled presentation, but you
can rename it and give it a new name.

I ntitled presentotiong

The i Wiew Weerl loomal cide  Afange Tools  Add-oi

1. Click inside the Untitled presentation box.

e a®m T on- wmo-o - @ o The textin the box will be highlighted.
) [[Atificial Intefigence ’@r-’”*" 2. Type the desired name in the box.
Fae Edil View Insevl Foemad Elide frange Tools  &dd-o

e G- 'k P E-Q = @ ok 3. Press the Enter key
' The new name will appear in presentation listing.

ARTCWE I

The new name will also appear in Google Drive.

ADDING A NEW SLIDE

Slides presentation is a combination of many slides. After creating a title slide, your
next step is to add a new slide in the presentation.

% Artificial Intelligence. o B & . 1. Click on Slide menu.
Fie Edid  Wew inseri -":rnal A Tocls Add-cns Help A el mas v

$roon @ B N ] Newside cew 2. Click on the New Slide option.

[phicatn algls

@ PM PUBLISHERS PVT. LTD.

— Delats dlifl The slide 2 appears in the presentation
e and in Slides thumbnail pane.




ADDING TEXT TO SLIDE 2

You can type the text in the same way as you typed text for slide 1.

i sl e L i 4 1. Click on the title text placeholder box
ot M NS 1 gl KRR AR 1 1 and type your text.
— 2. Click on the subtitle text placeholder
Artificial Intelligence in Daily Life @ box and type your text.
[ appie sin @ : When you press the Enter key, a new line
Aot Ay will appear.
Google Assistant L.
l@ 3. Complete your remaining text as you
did in earlier steps.

In the same way, you can add more slides and complete your presentation.

INSERTING AN IMAGE INTO A SLIDE

You can insert an image in your slide.

are ol ol w &
T --lu-I.'.-l-r dim  Anare wE sy
& & e o * rigs -
Ll bt o [T VR A
[ - i

1. Click on Insert menu.

2. Click on Image option.
3. Click on Search the web.

b N e — _ .
- nDalyLl  You can also insert image from your camera,
& chat v Mo ¥ .
ke computer, Google Drive, etc.
- ~. | ® Google Search pane appears.
" ® = 4 Type your search text in search box.

5. Double-click on the desired image.

The image will appear in the slide.

You can resize the image and place it at
the desired location.

FORMATTING PRESENTATION ;
Formatting displays the slides in an I e e g o e e — -9
attractive outlook. You can make your i =
presentation more presentable by - . g
applying several formatting features i}
on the text like change font, font size, Artificial Intelligence o
text color, bold, italic and alignment. By the students 8
=
Artificial Inteligence & [ & E G- O P 8
Flie Edit Vew Inseff Formal Slide Arrange  Tools Add-ons Help Azl el was 7 doys &b :l
berm A BP B RFAE-G N & == A ||- 25 +”nrg|f -:—::*."|ET—-|IE
s
Font Font Bold, Text Alignment
Size Italic & Color

Underline



SLIDE TRANSITION

A transition is a visual effect that appears when you move from one slide to another.

% o o@e - WSS @ | 1. Click on Slide.

LI

s * Bl 2. Click on Transition.
i .| © slide Transition options appears
Y @ on the right.
o e | 3. Click on down arrow and select
— )

et . the transition effect.
al Intelligence

4. Click on Play button to preview
the effect.

5. Click on Apply to all slides to

apply the effect in all slides.

By the shudents e dramatren

PRESENTING YOUR SLIDES

After creating the presentation, you can present it to the audience.
1. Bring the first slide then click on View and then select Present option.
The presentation will appear in a new window, using the entire screen.

2. To display the next slide, click anywhere on the current slide.

3. Repeat step 2 until you have reached at the end of the slide show.
You can press Esc key to end the slide show any time.

SHARING YOUR PRESENTATION

You can share your presentation with your friends, family, etc. through email.
1. Click on Share button on the upper right side of the Google Slides.

Share with others dialog box appears.

2. Type the e-mail ID of the receiver.

You can share the file to more people by typing their respective e-mail IDs.

3. Click on Send. The email is sent to the people you shared with.

SHARING A LINK

After creating the presentation, you can also share it with other people through a
link.

1. Click on Share button. Share with others dialog box appears.

2. At the top right, click on Get shareable link. A link of your file will appear.

3. Copy and paste the link in an e-mail or anywhere you want to share it. @
M P W IEI

SIGNING OUT FROM GOOGLE SLIDES 3

After finishing your work in Google Slides, you must logout from it. )

1. Click on Google Account. A pop-up window appears. | == e

2. Click on Sign out button. ¢ e s

The Google Slides window will close.

6 PM PUBLISHERS PVT. LTD.




CLASS

m 0 NATIONAL CYBER OLYMPIAD
SAMPLE PAPER — SYLLABUS 2021-22

SYLLABUS

Section—1: Patterns, Analogy and Classification, Coding-Decoding, Geometrical Shapes, Mirror Images, Water Images, Embedded
Figures, Direction Sense Test, Ranking Test, Alphabet Test and Logical Sequence of Words, Puzzle Test.

Section—2: Input and Output Devices, Hardware, Software, Storage Devices, Memory —Primary & Secondary Memory, MS-Paint,
Introduction to Multimedia, MS-Word (Paragraph formatting Using Paragraph group, Drop Cap, Document Views, Inserting Graphics-
Pictures and Shapes, Clip Arts, Symbols, SmartArt, Multimedia Objects, Text Box, Inserting Header and Footer in a document and
exploring its features), Introduction to MS-PowerPoint(Component of MS-PowerPoint window and its features, Inserting Graphics-
Pictures and Shapes, Clip Arts, Symbols, SmartArt, Multimedia Objects, Text Box, Inserting Header & Footer and exploring its features,
Runningslide shows, Presentation Views), Internet, Computer Networks, Using Windows 7, Latest Developmentsin the field of IT.
Section—3: HigherOrder Thinking Questions - Syllabus as per Section—2.

Questions are based on Windows 7 and MS-Office 2010. Total Questions: 50 Time: 1 hr.
PATTERN & MARKING SCHEME
Section (1) Logical Reasoning (2) Computers & IT (3) Achievers Section
No. of Questions 10 35 5
Marks per Ques. 1 1 3

LOGICAL REASONING
1. How many times exactly two X’s occur together?
XYXXYXYYXYXYYXXYXYXX
(A)5 (B)4 (€2 (D)3
2. Which of the following options replaces the question mark (?) in Fig. (X)?

(A) % (B) %
?

K3 JlL
© N Fig. (X)

3.  If ‘'MATHEMATICS' is coded as ‘SCITAMEHTAM’ then how will ‘OLYMPIAD’ be coded?

(A) DAMPOMYL (B) OLYMDIAP (C) DAIPMYLO (D) IADYMPLO
4. Which number lies in the circle and square, but not in the triangle?
(A1 ()2

(@3 (D)6

COMPUTERS AND INFORMATION TECHNOLOGY

5. Which of the following is NOT a Windows 7 Aero feature?

(A) Snap (B) Peek (C) Bump (D) Shake
6. A search engine that searches multiple search engines is called
(A) Metasearch Engine (B) Universal Search Engine (C) Search Portal (D) Search Station

7. Multimedia is used for many purposes like
(A) Education (B) Advertising (C) Playing games (D) All of these
8.  Find the odd one out.

(A) @ (8) e (© O (D) 'KS

9. What is the significance of star icon placed adjacent to the sender name in inbox of Gmail?
(A) To mark them as spam message.

) i ) O % Juanita, me (2) Let's have dinner
(B) To easily mark certain messages as important or ‘0 ) Siva, me (2) New fiyer idea - H
to indicate that you need to reply to them later. 00 {2 O Henri Rousseau Sibling Portrait - F

(C) Star marked mail will be deleted after some time automatically.
(D) Star marked mail will move to trash folder after 30 days.
10. Which of the following devices emits computer audio as audible audio?
(A) Trackball (B) Cursor (C) Webcam (D) Speaker

@ (L093Q002) S- LINVd LI



11. Which of the following icons of MS-Power Point 2010 is used to insert the characters like [, ©, etc. that are not present on the
keyboard?

(A) T (8) 4 (c) B (o) £2

12. The small picture representing a program in Windows 7 is called

(A) Icon (B) Picture (C) Image (D) Drive
13. While working in MS-Paint, the option which is used to show the drawing in a small reference window is
(A) Grid (B) Zoom in (C) Bitmap (D) Thumbnail
ACHIEVERS SECTION

14. Mr. Kumar is making a presentation for his company in which he is required to include some graphics, audio, and video clips. Which
of the following options will help him to insert a video clip in MS-PowerPoint 20107?

w @ [P © Tt ©) (&3,

15. Which of the following type of expansion cards can be inserted into a computer motherboard via expansion slot, to allow television

signals to be received by a computer system?
(A) b o & 0 G

SAMPLE ANSWER SHEET

1. Name: If your nameis SAURAV GUPTA. then you should write as follows:
[STAIVIRIAIVI JGUIPITIAL [ [ [T T T TTTTTTTITTT]

2. Father’sName:Ifyour father’snameis DINESH GUPTA thenyou should write as follows:
[OLIINE[STHL TGIUIP[TIAL [ [ [T T TTTTTTTTIT]T]]

3. SCHOOL CODE P " oo ol no.
If you are in Class 10  If your roll no. is 587,

M 5 7 Writ hool code i.e. if
Lol L4 MBS pRy S -CO eLe ! then you should then you should write
A [ ) © 0 © your school code is MH0547 !

B 1 @ 1 @ darken as follows: darken as follows: and darken the circles
C 2 @ 2. @ : as follows:

D, 3 D 3

£ 2 @ ? g ROLL NO.

G 6, ® 6/ ® o]

H 7 @ 7 <4 Darken the circle 0 © © 0

| 8 ® 8 @ Darken the circle ([ ] @) 1 @) 1

J 9 @ 9 © 2 Q) 2 Q 2

K 3 ©) ENENE) 3

L 7l @) 2 @ )

; RN
& 6. GENDER 5 & A3 e

P If you are a boy then 8 ® 8 8

% darken Male circle 9 ©)) 9 © 9

S,

T

U,

O MALE @ FEMALE e RECT WRONG
\Q’ way to darken [ ] R darken Q®
Y the circle the circle

@

7. If your choice for Answer 1 is C, then you should darken the circle as follows: .. ® ® @ O

MARK YOUR ANSWERS WITH HB PENCIL/BALL POINT PEN (BLUE/BLACK)

National Cyber Olympiad

1. ®@® 00 4. ®® OO 7. ®® © 0O 10.® ® © © 13.0 ® © ©
2. ®@® 00 5. ®® © © 8. ®® OO 11.® ® © © 14.® ® © ©
3. ®® 00 6. ®® ©C O 9. ®® © O 12.0 ® © © 15.® ® © ©
ANSWERS
1. (D) 2. (C) 3.(C) 4.(B) 5.(C) 6.(A) 7.(D) 8. (D) 9.(B) 10.(D) 11. (D) 12. (A)
13. (D) 14. (D) 15. (A)
-------------------------------------- SPACE FOR ROUGH WORK == ======ccccmmemm e
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