——
T ———

COMPUTER EDUCATION

CLASS- VI

A per 1.4 %] sylla}us

Develoged by - KVS REGIONAL OFFICE GUWAHATI

_L




e o v gy
e des

Patron
Shri C. Neelap
Deputy Commissioner, KVS RO Guwahati

Regional Co-ordination & Compilation
Shri D. Patle
Asstt. Commissioner, KVS RO Guwahati

School Co-ordination
Shri S. Sarkar
Principal, KV 10C,
Noonmati, Guwahati

Subject Expert

Shri Rajendra Shakyawal
PGT(CS),

KV 10C, Noonmati, Guwahati










Unit/Chapter

‘ Contents

No. of periods

Quarter - April to June

Fundamental of

Review & Brief history of computer, Basic components of

Computer computer, Different I/0 Devices, Computer Language, Software 5

definition and its types, Computer Memory,

Different types of Printers.
Word Processing | Header and footer, Formatting of paragraph, Mail merge, Envelop 5
(MS Word) and labels, Page column, Hyperlink, Drop cap.

Formative Assessment-1
Quarter - July to September

Spreadsheet (MS | Table creating in MS Excel and implementation various Charts,
Excel) Cell reference in MS Excel, Sorting of data in MS Excel, Filtering 18

data in MS Excel, Conditional Formatting, Workbook and

worksheet, Protection of workbook and worksheet.

Formative Assessment-2 & Summative Assessment-1
Quarter - October to December

Advance features | Inserting different objects (i.e. images, Word Arts, audio & video
of MS etc.), Transitions in slide. Custom Animation with text, Adobe 14
PowerPoint. Presenter.
HTML Introduction to HTML, Uses of HTML, HTML Tags, HEAD, TITLE, 3

BODY, Empty and Container Tags.

Formative Assessment-3
Quarter - January to March

Use of Internet. Overview of Internet, Intranet, Different types of websites, Web

Browsers, Opening of web pages and Web sites, Use of search 13

engine, Creation of an Email and using it, Advantages and
Disadvantages of Social Media sites, Networking and Networks.

Formative Assessment-4 & Summative Assessment-2




Chapter 1

Fundamental of Computer

Inside this chapter : Brief history of computer, Basic components of computer, Different I/0 Devices,
Computer Language, Software definition and its types, Computer Memory, Different types of Printers.

A computer is an electronic device which consists of hardware and software.
Hardware components describe the physical parts of the computer and software
controls hardware and run the operating system, different programs & applications like
Microsoft Windows, Microsoft word, Microsoft Excel etc.

Review of brief history of Computer

1. The history of computers starts out about 2000 years ago in Babylonia (Mesopotamia),
at the birth of the abacus, a wooden rack holding two horizontal wires with beads
strung on them.

2. Blaise Pascal has credited the first digital computer .“““““‘**‘
in 1642. The basic principle of his calculator is still

used today in water meters and modern-day

odometers.

Hollerith and James Powers. They developed devices
that could read the information that had been

punched into the cards automatically, without human

help.

4. Punch-card using computers created by International Business ||

angoeo000e ||
|sneoo0s0co |4

Machines (IBM), Remington, Burroughs. These computers used
electromechanical devices in which electrical power provided

mechanical motion -- like turning the wheels of an adding |

machine. Such systems included features to:
o feed in a specified number of cards automatically

o add, multiply, and sort



. In 1942, John P. Eckert, John W. Mauchly, and their

. ENIAC was therefore about 1,000 times faster than the

. In the 1980’s manufacturing of semiconductor chips

associates at the Moore school of Electrical Engineering
of University of Pennsylvania decided to build a high -
speed electronic computer to do the job. This machine
became known as ENIAC (Electrical Numerical
Integrator And Calculator) and it occupied the entire
thirty by fifty feet room.

previous generation of relay computers. ENIAC used
18,000 vacuum tubes about 1,800 square feet of floor
space, and consumed about 180,000 watts of electrical
power.

In 1950 magnetic core memory and the Transistor -
Circuit Element of digital computers. RAM capacities
increased from 8,000 to 64,000 words in commercially
available machines by the 1960s, with access times of 2
to 3 MS (Milliseconds).

was done, The Intel and Motorola Corporations were very competitive into the 1980s,
although Japanese firms were making strong economic
advances, especially in the area of memory chips. By the
late 1980s, some personal computers were run by

microprocessors that, handling 32 bits of data at a time.
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Basic components of Computer

Input Unit

The devices which are used to input the data and programs in the computer are known
as "Input Devices". Input unit accepts instructions and data from the user and converts these
instructions and data in computer acceptable format which are sent to computer system for

processing.

Keyboard: Keyboard is most common input device. The data and
instructions are input by typing on the keyboard. The message typed on

the keyboard reaches the memory unit of a computer. It is connected to

a computer via a cable. Apart from alphabet and numeral keys, it has

other function keys for performing different functions.

Mouse: It is a pointing device. The mouse is rolled over the mouse pad,
which in turn controls the movement of the cursor in the screen. You can

click, double click or drag the mouse. Its sensor notifies the speed of its

movements to the computer, which in turn moves the cursor/pointer on the

screen.



Scanner: Scanners are used to enter information directly in to the
computer memory. This device works like a Xerox machine. The

scanner converts any type of printed or written information including

photographs into digital pulses, which can be manipulated by the

computer.

Track Ball: Track ball is similar to the upside- down design of the mouse.
The user moves the ball directly, while the device itself remains
stationary. The user spins the ball in various directions to effect the

screen movements.

Light Pen: This is an input device which is used to draw lines or figures on
a computer screen. It is touched to the CRT screen where it can detect

raster on the screen as it passes.

Optical Character Reader (OCR): It is a device which detects alpha
numeric characters printed or written on a paper. The text which is to
be scanned is illuminated by a low frequency light source. The light is

absorbed by the dark areas but reflected from the bright areas. The
reflected light is received by the photocells.

Bar Code Reader: This device reads bar codes and coverts them into
electric pulses to be processed by a computer. A bar code is nothing but

"!iI;T'
data coded in form of light and dark bars. 3
Voice Input Systems: It converts spoken words to machine language
form. A microphone is used to convert human speech into electric signals.
The signal pattern is then transmitted to a computer when it is compared

to a dictionary of patterns that have been previously placed in a storage

unit of computer. When a close match is found, the word is recognized.

Digital Camera: It converts graphics directly into digital form. An electronic
chip in used in camera, when light falls, on the chip though the lens, it

converts light waves into electrical waves.
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Output Unit
Output Device produces the final results of computer into human understandable form.
Output unit accepts the results produced by the computer which are in coded form and it

converts these coded results to human readable form.

Monitor: The monitor looks like a television screen. It is also called
Visual Display Unit (VDU) and it is used to display information from the
computer. There are coloured as well as black and white monitors. The

monitor displays text and graphics. Based on the technology used,

monitor is classified into two types. They are Cathode Ray Tube (CRT)
monitor and Liquid Crystal Display (LCD) monitor.

Printer: A printer is used for transferring data from the computer to
the paper. There are colour printers as well as black and white
printers. The different types of printers are Dot Matrix Printers, Inkjet
Printer and Laser Printers.

‘ " -"’4
. —
< '
Dot matrix Printer Inkjet Printer Laser Printer



Types of Printers

Dot Matrix Printer Inkjet Printer Laser Printer
Prints characters in the Prints fully formed Prints fully formed characters.
form of dots. characters.
Speed: 200-540 Speed: 4-8 pages per Speed: 4-20 pages per minute.
characters per second. minute.
Not very expensive. Moderately priced. Expensive.

Touch Screen: A touch screen is a display screen that is sensitive to human touch. It allows
the user to interact with the computer by touching pictures or words

displayed on the screen. Touch screens are used to display the output ‘ ,

information on the screen as well as to give input by touching the words @

or pictures on the screen. Thus it is an input/output device. Touch

screens are normally used when information has to be accessed with

minimum effort.

Plotter: Plotter is very large in size and is used to produce graphical
output on papers. It uses single or multi color pens to draw pictures as
blue print, posters etc.

Storage Unit

The data and instructions that are entered into the computer
system through input units have to be stored inside the computer
before the actual processing starts. Similarly, the results produced
by the computer after processing must also be kept somewhere

inside the computer system before being passed on to the output

units. The Storage Unit or the primary / main storage of a
computer system is designed to do all these things. It provides space for storing data and

instructions, intermediate results and for the final results.



Central Processing Unit (CPU)

The main unit inside the computer is the CPU. This unit is responsible for all events
inside the computer. It consists of Control Unit and Arithmetic and Logic unit. The CPU is the
brain of any computer system. In a human body, all major
decisions are taken by the brain and the other parts of the
body function as directed by the brain. Similarly, in a

computer system, all major calculations and comparisons are

made inside the CPU and it activates and controls the
operations of other units like Hard disk, Printer etc. of a computer system.

Arithmetic and Logic Unit (ALU): The arithmetic and logic unit (ALU) is the part where actual
computations take place. It consists of circuits that perform arithmetic operations (e.g.
addition, subtraction, multiplication, division over data received from memory and capable to
compare numbers (less than, equal to, or greater than etc).

Control Unit: The control unit acts as a central nervous system for the components of the
computer. It manages and coordinates the entire computer system. It obtains instructions from
the program stored in main memory, interprets the instructions, and issues signals that cause
other units of the system to execute them. the control unit directs and controls the activities of

the internal and external devices.

Computer Language

A language is defined as the medium of expression of thoughts. All the human beings in
this world communicate with each other by a language. Similarly, computer also needs some
expression medium to communicate with others.

A computer follows the instructions given by the programmer to perform a specific job.
To perform a particular task, programmer prepares a sequence of instructions, known as

program. A program written for a computer is known as Software.

1)First Generation Languages -1GLs (Machine language):When the human being stared
programming, the computer the instruction were given to it in a language that it could easily
understand is called as machine language. The binary language of 1 and O is known as

Machine language. Any instruction in this language is given in the form of 1s and Os.

0



2) Second Generation Languages- 2GLs (Assembly Language): The first language similar to
English was developed in 1950 which was known as Assembly Language or Symbolic
Programming Languages. An assembly language is a low-level programming language for

microprocessors (CPU) and other programmable devices.

3) Third Generation Languages- (3GLs ) (High Level Languages):The languages developed
which were nearer to the English language in 1960 were known as High Level languages. The
different high level languages are FORTRAN, COBOL, BASIC, PASCAL, PL-1 and many others.

4) Fourth Generation Languages- (4GLs) (Query languages):The 3GLs are procedural in
nature means HOW the problem get programmed and the procedures require the knowledge
of HOW the problem will be solved. .4GLs are non-procedural that focuses on WHAT of the
problem is coded means ‘WHAT is required’ . The main aim of 4GLs is to be cut down on
developed and maintenance time and making it easier for users. Example of 4GL is SQL
(Structured Query Language).

5) Fifth Generation Language-(5CLs):The 5GLs are designed to make the computer

“Smarter” . The use of 5GLs language touches on expert systems, computerized collection of
the knowledge of many human experts, artificial intelligence and independently smart
computer systems. Examples of 5GL are Prolog, OPS5 and Mercury.

Graphical User Interface (GUI) based languages: These are the languages which use a
Graphical User Interface to write, compile & execute the program with ease. Some of them are-

Visual Basic

Visual C++

Visual Basic.NET

>
[
» C# (Pronounced as C sharp)
[ g
» Visual Basic 2005

Software
Computer software also called program is a set of instructions that directs a computer
to perform specific tasks or operations. Computer software consists of computer programs and

libraries.
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Types of Software

System software Application software

General purpose  Customized software
(MS Word, Photoshopetc,) (Invoice, Railway Reservation System etc.)

(Windows, Linux etc.) (Compiler, Interpreter etc.)

Operating system Device Driver & Language processor )

System software: Software that directly operates the computer hardware to provide basic
functionality needed by users and other software and to provide a platform for running
application software. System software includes:

» Operating system (OS): Operating system manages resources of computer system like
memory, CPU, hard disk, printer etc. also provides an interface between user and
computer system & provides various services to other software.

» Language Processor & Device drivers: All the devices like mouse, keyboard, modem
etc needs at least one corresponding device driver. A device driver is a program that
controls a device. A language processor is a hardware device designed or used to
perform tasks, such as processing program code to machine code. Language processors
are found in languages such as Fortran and COBOL

Application software: Software that performs special functions or provides entertainment
functions beyond the basic operation of the computer itself. There are many different types of
application software.

» General purpose: Microsoft Word, Microsoft Excel, MS PowerPoint, Photoshop etc.

» Customized: Invoice Management System, Airline Reservation System etc.

» Utilities: Antivirus, Memory tester, Disk partitioning and Disk defragmenter etc.

Computer Memory:

A memory is just like a human brain. It is used to store data and instructions. Computer
memory is the storage space in computer where data is to be processed and instructions
required for processing are stored.

10
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Memory is primarily of three types
» Cache Memory
» Primary Memory or Main Memory

» Secondary Memory

Cache Memory: Cache memory is a very high speed
semiconductor memory which can speed up CPU. It acts as
a buffer between the CPU and main memory. It is used to

hold those parts of data and program which are most

frequently used by CPU. The parts of data and programs are
transferred from disk to cache memory by operating system from where CPU can access them.
Advantages

The advantages of cache memory are as follows:

o Cache memory is faster than main memory.

o It consumes less access time as compared to main memory.

» It stores the program that can be executed within a short period of time.

o It stores data for temporary use.

Disadvantages
The disadvantages of cache memory are as follows:
o (Cache memory has limited capacity.

« Itis very expensive.

Primary Memory (Main Memory): Primary memory is also
known as main memory. It holds only those data and

instructions on which computer is currently working. It has

limited capacity and data is lost when power is switched off. It is
generally made up of semiconductor device.
Characteristics of Main Memory

o These are semiconductor memories

o It is known as main memory.

o Usually volatile memory.

o Data is lost in case power is switched off.

« Faster than secondary memories.

11
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A computer cannot run without primary memory.

Primary memory can be divided into RAM (Random Access Memory) and ROM (Read Only

Memory).
RAM | ROM
RAM ROM
Random Access Memory. Read Only Memory.
[t is Volatile or temporary memory. It is Non Volatile or permanent memory

Data gets erased when power supply off. | Data stored permanently.

Faster memory. Slow memory.
[t is used in the normal operations of a A ROM chip is used primarily in the start-up
computer after starting up and loading process of a computer.

the operating system.

Secondary Memory

It is also known as external memory or non-volatile memory. It is slower than main

memory. These are used for storing data or information permanently. For example: hard disk,
CD-ROM, DVD etc.
Characteristic of Secondary memory

These are magnetic and optical memories

[t is non-volatile memory which is used for storage of data in a computer.
Data is permanently stored even if power is switched off.

Computer may run without secondary memory.

Slower than primary memories.

12
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Printers
Printers are output devices which are used to prepare permanent output on paper.

Types of Printers

Printer
I
v v
Impact Hon.Impact
I I
v v v v
Character Printer Lines Printer Character Printer Page Printer
v v v
Dot Matrix Ink-Jet Laser

Printers can be divided into two main categories:
Impact Printers: It uses hammers or pins strike against a ribbon and paper to print the text.
This mechanism is known as electro-mechanical mechanism. They are of two types.
» Character Printer
» Line Printer
Character Printer: It prints only one character at a time. It has relatively slower speed. e.g. Dot
matrix printers.
Dot Matrix Printer: It prints characters as combination of
dots. These have a matrix of pins on the print head of the
printer which form the character. There is a carbon
between the pins & the paper. The words get printed on

the paper when the pin strikes the carbon. There are generally 9
or 24 pins.
Line Printer The line printer is an impact computer printer that prints
one entire line of text at a time. It is mostly associated with unit record
equipment and the early days of digital computing, but the technology is
still in use.
Non-Impact Printers: There printers use non-Impact technology such as ink-jet or laser
technology. There printers provide better quality of output at higher speed. These printers are
of two types:
Ink-Jet Printer: 1t prints characters by spraying patterns of ink on the

paper from a nozzle or jet. It prints from nozzles having very fine holes,

from which ink is pumped out to create various letters and shapes.

13
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Laser Printer: It utilizes a laser beam to produce an image on a drum. The light of the laser
alters the electrical charge on the drum wherever it hits. The drum is then

rolled through a reservoir of toner, which is picked up by the charged

portions of the drum. Finally, the toner is transferred to the paper through a
combination of heat and pressure. They are much quieter than dot-matrix.
They are also relatively fast. The speed of laser printers ranges from about 4 to 20 pages of

text per minute (ppm).

14
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WORKSHEET
Identify the following peripherals as INPUT device or OUTPUT device. e
1. Monitor
2. Keyboard
3. Scanner

. Laser Printer

. Mouse

4
5
6. Speakers
7

. Digital Camera

Fill in the blank with the correct answer from the box. Some may be used more than
once or not at all.

CPU BIOS power supply hard drive  network card
Motherboard RAM USB Port ROM video card

1. I connect computers and allow them to talk to each other.

[ wake up the computer and remind it what to do.

[ am the brain of the computer.

Information is stored on my magnetic cylinders.

[ hold all of the other circuit boards.

[ handle the graphics that are displayed on the monitor.

N o ok Wb

[ am the type of port used by flash drives

Fill in the blanks with the vocabulary words from the box. Use each word only once.

information flash drive ~ CD  primary DVD secondary
Windows  operating system  graphics upgraded  user friendly

1. memory is stored on chips located on the motherboard.

2. memory is stored on the hard drive.

3.A can hold information greater than a CD or DVD.

4.A usually holds up to 650 to 700 MB.

5 A holds even more information at least 7 GB.

6. The purpose of storage in a computer is to hold or data.

15



7. A computer that is easy to operate is called

8. is the most common operating system for PCs.

9. Operating systems are constantly being as technology advances.

10.A Graphical User Interface (GUI) uses

to help the user navigate within

the computer system.

Label the parts of the Computer System correctly.

Solve the crosswords using the words from the lesson

O M
P T R
C U
T M M Y
K B D
A A |C S
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Match the following
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Chapter 2 ]

Word Processing (MS Word) = |

Inside this chapter : Header and footer, Formatting of paragraph, Mail merge, Envelop and labels, Page
column, Hyperlink, Drop cap.

Microsoft word or MS-Word (often called word) is a graphical word processing program
by Microsoft Corporation. The purpose of the MS Word is to allow the users to type and save

documents. Similar to other word processors, it has various helpful tools to make documents.

How to start MS Word
Click on start menu and find Microsoft Office ->Microsoft Word 2010

Accessories n
Adobe eLearning Suite 6.1
Audio Related Pregrams Adrmin
Brother
CyberLink PowerDVD 9 Documents
Digital OfficePro
1 R Pictures .

DVDVideaMedia Microsoft®
FormatFactory

. Free Video Joiner LI WO rd 2010
Games ’
Leawo SEmput Starting
Maintenance ~
Microsoft Ofice Control Panel
@ Microsoft Access 2010 . .
F . Devices and Printers
\E Microsoft Excel 2010
\E Microsoft PowerPoint 2010 Defaut Programs R
(B] Microsoft Publisher 2010 caOffice

o —— ALl Help and Support
‘m Microsoft Word 2010 © 2010 Microsoft Corporation. All rights reserved.
. Microreomeey -.mill“
Create and edit professional-looking documents such as letters, papers,
1 Back reports, and booklets by using Microsoft Word.
||55:f:r" programs a R | Shutdown | > |
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You will see the application window of MS Word as below

Quick Access Toolbar- Displays quick access buttons to commands J

=TT

File Tab o

Menu — comsond - N W ke R0 M9 e wioie ABBG Asibie AAH M 'j

Click to 1 " - o -w-h- Emam - Frqrr | B e T " e Sl
] .

display a

menu of file Ribbon — Displays

commands, groups of related

such as New commands in tabs

and Open |

e

Status Bar — Displays
information about the
current worksheet or file

After starting MS Word, you will see the menu bar items as below

Home Insert

Page Layout References Mailings Review

Working with Headers and Footers

Headers and footers can help keep longer documents organized and make them easier
to read. Text entered in the header or footer will appear on each page of the document. Let us

see a demonstration.

Page Lay.

‘ Home

, % b ) ElR
1. Click on Insert menu = I caal Fp]
Cover EBlank | Page Table Picture  Clip

ne~ Page Break 2 A

Manes Tables

Zoom Controls —
ZOOMm in or out to
view your document

19
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2. Find Header and Footer

o
e [

MNumber =
Header & Footer

3. Click on Header and select Blank (Three Columns) option

Blank (Three Columns)

[Ty tet] [Ty temt) [Type pet]

Alphabet Blank (Three Columns)

Elank header set up for left, right,

[Type the document kitle] and center alignment
T

The Design tab will appear on the Ribbon, and the header or footer will appear in the
document.
Here you can place Date & Time, Page number, Picture Clip Art and other desired

&3

Close Header
and Footer

information.
When you have finished editing, click Close Header and Footer in the

Design tab, or hit the Esc key. Close

After you close the header or footer, it will still be visible, but it will be locked. To edit it again,

just double-click anywhere on the header or footer margin and it will become unlocked for

editing.

To insert the date or time into a header or footer:

1.

Double-click anywhere on the header or footer to unlock it. The Design tab will

appear.
EfE Page Layout References !

From the Design tab, click the Date & Time command. M
Select a date format in the dialog box that appears. @ e [ 5[

Place a check mark in the Update Automatically box 4 or Ui Fidure Cip | Soto
if you would like it to always reflect the current date. Insert

Otherwise, it will not change when the document is ¢{InsertDateand Time

Insert the current date or time into

Opened ata later date' the current document.

Click OK. The date and time will appears in the

document.

0
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Paragraph

MS Word includes many features designed to assist you in placing text on the page just
the way you want it. You can align text left to right using tabs or alignment options, or you can
adjust your text vertically using line spacing options. Following are some of the available
paragraph formatting choices.
Aligning Text:

Alignment arranges the text to line up at one or both margins, or in center between the
margins. Alignment applies to entire paragraphs. You can align text to the left, right, or center,
or you can justify your text, which means that the text becomes evenly spaced across the page
from the left margin to the right margin. Apply alignment options by selecting the text you
want to align, then choosing Home > Paragraph and clicking one of the following alignment

buttons:

Ahgn Text Left: The text aligns evenly at the left margin. This is the default choice.

|Center: The text centers evenly between the left and right margins.

Ahgn Text Right: The text aligns along the right document margin.

| i m] I Iu]

o [=l]Justify: The text fills with micro spaces so it aligns evenly on both the left and right
margins.

Following picture illustrates a document with text matching each alignment option.

n..n.

Justily

ﬂ Frre.
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_ |
= | Peeemal (1 fawde Mapmeg il Fenieg b __J'_I_
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e T e, Snce all wour OO ninors erary e selling S s

A schted cusomens whawdt not orty tring dn repest burinem, bt o . :
; e ey e Hrane Align Text Right

CENTER: Maka nra that esch and everyg suntormer gt igeeclsl troatreamt sndl Loy
wall wfied Tl you have delvered mush more than what wai exgected Your srrplire

wnckerpiand Bhat Ecugh e reguice o penier Boash and your ustomens naeed 1o be breated V1P -...,_‘__
) e than deer. Snee ol pour Sormpati on iy be seliing The sarne praciucts that you aee, Dl B o {:Qrﬂ_ﬂr
s alied cuntorment wha will nes ey being in repeat Business, But e rew cutoemers,
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Adign Text Left
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Adding Paragraph Borders

Word includes borders that you can apply to any size block of text, which draw the
reader’ s eye to specific areas for a “quick read.”

A border can cover the entire area or be any combination of lines around the text, such
as above and/or below the text. Select the text you want bordered and choose Home >
Paragraph.

Click the drop-down arrow next to the Borders button, which displays a list of options

like the one you see in following picture. Choose the border option you want.

I Home Insert Page Layout References Mailings Review View Acrobat

4

i=

Cambria (Headii = 26~ A" A" | Aa~ &

iy
“mr

A
20| T aasbcede AaBbccde AaBbC: A

W i
[/ —
1]
1]

o Earmat Painter B 7 U ~abe x, X° A “-V'A' E :g' \‘5"@3 f Normal 1 No Spaci.. Headingl H
pboard . Font . Paragraph 4| Bottom Border
PN 1 1 c 1 2 - |+ 3 ‘| 4 -1 -5 1 6| TopBorder
= { : ‘ [4]  Left Border
|| Right Border
No Border
EH Al Borders
D Outside Borders
4 Inside Borders
= Inside Horizontal Border
i | Inside Vertical Border
Computer Proje nory
:—Z Horizontal Line
j Draw Table
i View Gridlines
ﬂ Borders and Shading...

Shading Text

Shading helps you distinguish headlines and important passages, such as sidebars, by
creating a screen, which is typically light gray shading against the standard black text.

Click anywhere in the paragraph you want shaded and choose Home > Paragraph >
Shading. Choose a color from the resulting Shading gallery, as shown in following picture.
Adding dark blue shading caused Word to change the font color to white.

D
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Home | Insert Page Layout References Mailings Review View Acrobat
o " . v : A
s copy Times Newom + |12« A" 47| Aav | B) BLI 9 | spbcenc | asmocene AaBbC AaBbce AAB 4aBbce aasbeen :
Faste o Fomat Pinter I U-dex, x|[~T-A- = = ‘\] - THormal |THoSpaci.. Headingl Heading 2 Title Sustitie  SubtleEm.. | ¢
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To pursue excellence and set pace in the field of school education;

If you want to add a shading pattern ranging from a light 5%
shade to patterns, such as diagonal stripes or polka dots, you can
choose Home > Paragraph, and then click the Borders drop-down
arrow. From the list, select Borders and Shading, which then displays
the
Shading dialog box.

Acrobat
s A
g gl AaBbCcDc
Q T Mormal
=

=0 Borders and Shading

Review View

Borders and

faBbccDe AaB

Head

T Mo Spaci...

Paragraph

IS
o

Customize the borders of the
selected cells or text.

e Press F1 for more help.

Click the Shading
tab then click the Fill drop-down arrow to select a fill color. Choices
are available in themes or standard colors. You can then click the

Style drop-down list to select a pattern.
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To cater to the educational needs of the children of transferable Central Government employees
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Indenting Text

Typically, text runs between the left and right margins, but you may want to indent
particular paragraphs. Click anywhere in the paragraph you want to indent, and then choose
Home > Paragraph > Increase Indent. Each click of the Increase Indent button indents the text
one-half inch from the left margin. Click the Decrease Indent button to move the text back one-
half inch.

If you want to indent from the right margin or you want to manually set how much
indentation Word applies, you can use the Format Paragraph dialog box. Click the Paragraph
Dialog Box Launcher, which displays the Paragraph dialog box shown in following picture.

CatbriGody) |11 | A A [ Aav B D AaBbCeDe | AaBbCeDe | Pamg’aphm
TNormal | W No Spaci.. Indents and Spadng | Line and Page Breaks I
B

B I U -abe x, x| H-%-A-

Font I General

LY
I S S S S S AR SN R W U Mgnment:
/ \ Outline level: n
Indent Increase Indent Decrease
Special: By:
|(r|one) |z| ‘ ki”
[ mirror
Irdented Paragraph OBJECTIVES OF KVS || | soecra
Before: Line spadng: At
o cater to the educational needs of the children of trans After: wpt B Multiple -] s H

. . . Don't add space between paragraphs of the same style
mployees including Defence and Para-Military personne

programme of education; Preview

To pursue excellence and set pace in the field of school educatio

To initiate and promote experimentation and innovativenessin e

other bodies like the Central Board of Secondary Education and

[ Tabs... ] [SetAS Default ] l OK I [ Cancel ]

Research and Training etc.

Click the spinner arrows for the Left or the Right text boxes to specify the number of
inches to indent the left and right edge of the paragraph. The Preview box at the bottom
shows the effects of your settings. Optionally, click the Special dropdown list and select an
indenting option:

« First line: This option indents only the first line of the paragraph and leaves the rest of

the paragraph even with the left margin.

» Hanging: This option indents all lines except the first line of the paragraph.

Click OK after you finish making selections. Word applies the paragraph indentation settings
you selected.
Another way to control indention is by dragging the indentation icons on the ruler:

If you don’ t see the ruler, choose View > Show > Ruler.

~A-Left Indent -~ “Hanging Indent & ~First Line Indent & Right Indent

a4

P
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Mail Merge
Mail merge is a very important tool which allows you to create form letters, mailing

labels, and envelopes by linking a main document to a set of data or data source. The main
document is linked to the data source by common fields of data, called merge fields.

For example, in a form letter, your main document would be the letter informing the
parents to be called for a parent teacher meeting. The data source is where the fields of
information on each parent receiving the letter are located. The data source would contain
names, addresses, phone number etc.

If you were printing envelopes or address labels, the main document would be the
envelopes or the sheet with labels on it; the data source would be the addresses that are to be
placed on these envelopes or labels of sheets.

When you are performing a Mail Merge, you will need a Word document (you can start

with an existing one or create a new one) and a recipient list, which is typically an Excel

workbook.

Insert Page Layout References | Mailinas L

Exploring Mail Merge practically: = SN
1. Open an existing Word document, or create a New |srwa| seec  cor | oo sgoes
Merge ~ |Recipients =~ Recipient List

Merge Fields Elock

] Letters

one.
2. Click the Mailings tab.

3. Click the Start Mail Merge command.
4. Select Step by Step Mail Merge Wizard. e
The Mail Merge task pane appears and will guide you through the six main steps to
complete a merge. The following is an example of how to create a form letter and merge the

@ E-mail Messages
[=1 Envelopes...

Q Labels...

E Directory

[
=

letter with a recipient list.

Mail Merge -
Sl.ep ] Select document type

wWhat type of document are you

1. Choose the type of document you want to create. In this | Jokneons

) Letters
example, select Letters. N

2. Click Next: Starting document to move to Step 2.
Step 2:

Mail Merge v X

Select starting document

1. Select Use the current document.
2. Click Next: Select recipients to move to Step 3.

How do you want to set up your
letters?

Ifféuge the current document
[ PStart from a template
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Step 3:

-

P ——

Now you'll need an address list so Word can automatically place each address into the

document. The list can be in an existing file, such as an Excel workbook, or you can type a new

address list from within the Mail Merge

(] Select Data Source =)
Wizard. @704 li » Libraries » Documents » Letters - |‘7|| Search Letters =]
Organize » New folder = - O @
1. From the Mail Merge task pane, L B Documais iibiary T
» avories Letters g
select Use an existing list, and then | _ = Name T
. [¥] Documents  |%| i) Adgiress List 8/3/2010457PM  Microsoft
Clle Browse. fl ::::5 ;‘_ype;-;dllc.l(gsoﬂoﬂlce Excel Worksheet
2. Locate your file in the dialog box B videos e R
(you may have to navigate to a | *""”
1% Computer - a] il »
different folder), then click Open.
3. If the address list is in an Excel Fiename: | Address i - (capessowes 9
Tools - [ Open |v] | Cancel |
workbook, select the worksheet that [ seectraie e s |
. . . MName Desoiption  Medified Created T
contains the list, and then click OK. O alo010 457 7P a/arat0 45717 THELE
Shu 3 8f3/2010 4:57:17PM  8/3/2010 4:57:17PM TABLE
Sheet3s 8/3/2010 4:57:17PM  8/3/2010 4:57:17PM TABLE
4. In the Mail Merge Recipients dialog
| T | »
box, you can check or uncheck each || @irs:wworasta contans cobsm heacecs o J [ cone ]

recipient to control which ones are used in the merge. When you're done, click OK to

close the dialog box.

r B
Mail Merge Recipients M
This is the list of redpients that will be used in your merge. Use the options below to add to or change your ist. Use the
checkboxes to add LEmoye redpients from the merge. When your list is ready, didk OK.
Data Source [+ |Last Name [ First Name ,|m,|.wms - | Cty T|Stante -
Address Listadsx | [V |Albertson  Kathy Ms. 1024 Lakeview Cir Peachiree City GA
Address Listadsx | [ |Brennan Michael Mr. 1123 Main 5t Wilmington MC
Address Listadsx | [ | Davis William Mr. 540W dth St, Apt 121 Mew York MY
Address Listxlsx | [ |Forest Eliza Ms. PO Box 4551 Reno NV
Address Listadsx | [ |Jones Dan Mr. PO Box 805 Raleigh MC
Address Listxlsx | [# |Post Melissa Ms. 3202 Maplewcod Ave Richmond VA
Address Listadsx | [¥ [Thompsen  Shannen Ms. 500 Acme Ln, Apt 3C  Springfield L
Address Listadsx | [ | Walters Chris Mr. 436 Church St Columbia SC
Data Source Refine recipient st
Address List.xdsx | &) sort.
‘fj Fiter. ..
%3 Find duplicates. ..
«| 4 Endrecpient...
T vabdate addresces

5. From the Mail Merge task pane, click Next: Write your letter to move to Step 4.

Step 4:

Now you are ready to write your letter. When it's printed, each copy of the letter will basically

be the same, except the recipient data like the name and address will be different on each one.
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You'll need to add placeholders for the recipient data so Mail Merge knows exactly where to

add the data. If you're using Mail Merge with an existing letter, make sure the file is open.

To insert recipient data: N anE
. . . . Write your letter
1. Place the insertion point in the document where you want | i yeuhave notareacy done so,

write your letber now.

the information to appear To add recipient information to

your letter, dick a location in the
document, and then dick one of

2. Select Address block, Greeting line, Electronic postage, or the ‘Lj‘;f”‘-‘ below. -
= Adiress blodk. ..
More items from the task pane. E] Gr%zm ine
|=_§ T Inserttormatted address

=

E’E More items...

. . . . When you hawve finished writin
3. Depending on your selection, a dialog box may appear with your letter, clck Next. Then you
22 p;ivflsemxfl personalize each
various options. Select the desired options, then click OK. cten 4 0f6
rIﬂseft Address Block M1 = Next: Preview your lethers
Specify address elements Preview 4@ Previous: Select recpients
[¥] Insert recipient's name in this format: Here is a preview from your recipient ist:
[Mr. Josh Randall Jr. - 1 b
Shemes
b rd . s
|30sh and cynthia - | | Peachireecity, ca

| Insert company name
[] Insert postal address:
Never indude the country/region in the address
Always indude the countryfregion in the address
(@ Only indude the country/region if different than:

Correct Problems:

If itams in your address blodk are missing or out of order, use
United States [~]  Match Fields to identify the comect address elements from your
maiding kst.

/] Format address according to the destination countryjregion
o ) [l ]

4. A placeholder appears in your document (for example: <AddressBlock?).

5. Repeat these steps each time you need to enter information from your data record.

6. From the Mail Merge task pane, click Next: Preview your letters to move to Step 5.
For some letters, you'll only need to add an Address block and Greeting line. Sometimes,
however, you may want to place recipient data within the body of the letter to further
personalize it.
Step 5:

1. Preview the letters to make sure information from the recipient list appears correctly in

the letter. You can use the left and right scroll arrows to view each document.
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Use arrows to
preview each letter

Ms. Kathy Albertson
1024 Lakeview Cir
Peachtree City, GA

Dear Ms. Albertson,

As youm now, 2010 mark
grown fror a tiny startup intg

ke L &

The preview allows
you to see how
recipient data will
look in each letter.

ve b

ur letters

One of the merged letters is
previewed here. To preview
another letter, dids one of the

F‘.ecipient:l
E » L3
il i s

Make cl

Preview

‘You can also change your recipient
list:

Edit redipient list. ..

When you have finished
previewing your letters, dick Next.
Then you can print the merged
letters or edit individual letters to
add personal comments.

untl Step5of6

ing % Mext: Complzte the merge
ay] @ Previous: Write your letter

Mail Merge v X

2. Click Next: Complete the merge to move to Step 6.

Step 6:

1. Click Print to print the letters.

2. The Merge to Printer dialog box opens. Click All, then click OK.

-
Merge to Printer

==

3. The Print dialog box will appear. Adjust the print settings if

needed, then click OK.

Mail Merge -

Complete the merge

Mail Merge is ready to produce
your letters.

To personalize your letters, didk
"Edit Individual Letters.” This wil
open a new document with your
merged letters. To make changes
to all the letters, switch back to
the original document.

Merge

B print...
m Edmindividual letters...

Merge to printer
Step 6 of 6

4@ Previous: Preview your letters

from the start of the document or the

section. For example, type 1, 3, 5-12

or plsl, pls2, pls3-p8s3
Printwhat: | Document

Pont: |All pages in range =]

Print [

Printer
Name: | ﬂ] Microsoft XPS Document Writer E
sews 1 Printer..
Type: Microsoft XPS Document Writer =
Where:  XPSPort: Dprint to fle
Comment [T Manual duplex
Page range Copies
@ Number of gopies: |1 -

Current page Selection
©) Pages: 11 7] Collate

Type page numbers and for page

Em

Pagesper sheet: | 1page

Seale to paper size: | No Scaing

EE]

Close

e J
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Envelops and Labels

Envelopes Labels

Haome Insert Page Layout References

= 5

ptart Mail Select Edit
Merge = Recipients = Recipient List
Start Mail Merge

r | B B

Highlight Address
Merge Fields EBlock

There are times when you may need to print several envelopes that have the same

delivery address, or you may need to keep an envelope on file for future use. The developers

at Word provided the capability to add an envelope to your current document, but not to

create a new document that contains just an envelope.

Let” s see how to create and use envelopes and labels

1. Open an existing document that contains [masemc Il

the address you want to use on your (|| &veees [ubes

envelope.

2. Highlight the address and copy it to the ||| [V 10¢ Neonmat,
Clipboard by pressing Ctrl+C. -

3. Create a new document. e oo Homt s
4. Display the Mailings tab of the ribbon. s A = — =
5. Click Envelopes in the Create group. I —
Word displays the Envelopes and Labels Whenp.rompbedbythepril‘lbel',insertanenvelopein\.«'ourprinber'smanualfeeder. .
[ ) [Comosamen] [ ooton. | [Eomimsropio. |

dialog box.

= © 00 N O

Page Layout  Referemce: : Maifng:
-

&

Fajendra Shakywal

Make sure the Envelopes tab is selected.

Delivery address:

To, -
The Principal, O

Guwahati

Add electronic postage

Cancel

Place the insertion point in the Delivery Address area.
Press Ctrl+V to paste the address you copied in step 2.
Using the Options button you can change the orientation and formatting.

0.Click on the Add to Document button. Your envelope is ready

s

o
The Principal,

KV I0C Noonma i,
Guwahati

Your envelope is ready and it can be saved & printed.
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==
Labels

As I mentioned in the Envelopes section, the envelopes and labels feature can be found
in the same place: the Mailings tab.

Home Insert Page Layout References Mailings

Envelopes Labels | Start Mail Select Edit
Merge = Recipients ~ Recipient List
Create Start Mail Merge

This time, we are going to click Labels:

There are two types of labels you can print: pages of labels containing the same address, or
pages of labels where each label contains a different address.

Labels with the same address (return address labels)

1. Open Word and click Mailings on the menu line. Then click Labels on the ribbon.

2. In the "Print" section of the Labels window (not the Print button at the bottom), choose
"full page of the same labels."

3. Click the Options button at the bottom of the window. Select the product number from
the list, and click OK.

4. Still on the Labels window, type the address in the address box. To change font
properties, highlight the address, right-click, and click Font. Make your changes, and
click OK.

5. Still on the Labels window, click the New Document button at the bottom. A Word
document will appear containing the labels.

Envelopes and Labels . Printer information |
— () Continuous-feed printers
E= gy .
B
Address: Label information
oo L s [z __[7]
The Principal,
KV 10C Noonmati, Find updates on Office.com
Guwahati Product number: Label information
1/2 Letter -~ Type: Address Label
Ei tsx; []| | Height: ~ 2.54am
/4 Letter Wwidth: 6.67an
Print: a9 Page size: 21.59 an x 27.94an
@ Full page of the same label ! ll R = .

[ Details. .. ] [mew Label... ] l Delete ]

Before printing, insert labels in your printer's manual feeder.

Row: Column:

Print ] [ New Document ] | Options... u E-postage Properties... ]
—
i
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Acrobat |

Mailings Review View Design Layout
- =L is s | EEE A
[ Aa- | B =~ 4= = EERT AaBbCcDe | AaBbCcr AaBbCi AaBbCc Aa]j Ae
A ElE==l= 5 THormal |TNoSpaci. Headingl Heading 2 Title s

il

Paragraph [F}

Styles

'ﬁl‘1-|-z-|-}-|-4-\-S'I'G'(ﬁﬁ'l'S'I")'I'lﬂ'l'11'!'IZ'I'H'Qﬁ'I'S'I'IG'I'1?'!'18‘!'15'!‘20'&21]
T 5 v v 5 3

To, To, To,

The Principal, The Principal, The Principal,

KV I0C Noonmati, KV 10C Noonmati, KV 10C Noonmati,
Guwahati Guwahati Guwahati

To, To, To,

The Principal, The Principal, The Principal,

KV IOC Noonmati, KV 10C Nocnmati, KV 10C Noonmati,
Guwahati Guwahati Guwahati

To, To, To,

The Principal, The Principal, The Principal,

KV IOC Noonmati, KV 10C Nocnmati, KV 10C Necnmati,
Guwahati Guwahati Guwahati

To, To, To,

The Principal, The Principal, The Principal,

KV I0C Noonmati, KV 10C Noonmati, KV 10C Noonmati,
Guwahati ‘Guwahati Guwahati

T~ T T~

Your labels with same address are ready and it can be saved & printed.

Labels with different addresses (Mailing labels)

First we will create the list of different addresses so open a new blank document and click

mailings on the menu line .

Page Layout References Mailings Review
Edit Highlight Address Greeting

Recipients =| Recipient List | Merge Fields Block Line
ST Write & In
Use Existing List... I S B S

@3] select from Outlook Contacts...

1. Enter few addresses for address list.------ >
Press Ok and Save the list to Desktop.

Start Mail Merge from the ribbon, and

click Labels.

Insert Page Layout References Mailings ]_
e 1= =
= o i 5
start Mail Edit Highlight Addres
MMerge ~ |Recipients = Recipient List | hMerge Fields Black
[Z1  Letters
=3 E-mail Messages v - 5 -
=" Envelopes...
@] Labels...
= pirectory
————————————— Label Options |-
(W] Mormal Wward Docomen
=] Step by Step Mail Merge Wizard... |

Click Select Recipients and choose "Use
Existing List---” and select the address file
which you have prepared in step 4, click

Open button.
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Type recipient information in the table. To add more entries, dick Mew Entry.
Title v| First Name v| Last Name - I Company Name w | Address Line 1w
| mr Rajendra Shakyawal KvI0C Noonmati
| |Mr Marayan Saini KV Banikhet
Mr Arnit Pandey KV 3 Chakeri Kanpur
4| [ | r
[oewery | [ erd
[y ] (oo

Label Options

I Printer information
() Continuous-feed printers
@ Page printers Tray: |Manual
Label information

Label vendars: | Microsoft
Find updates on Office.com
Product number:

1/2 Letter ~
1/2 Letter
1/4 Letter
1/4 Letter

e Fag

Tl
| [\ 30 Per Page
Details... New Label... Delete

[ D

Label information

Type: Address Label
Height: 2.54cm
Width: 6.67am

Page size: 21.59

am x 27.94am




- .. v w | 43 | Secroh Desktop T
e Organize = Mew folder . O @
Page Layout References Mailings i — T
Wl
— — i = Mic mn Word Document
o Y W Favantes IS8 K
- _I B Desktop ‘] vt :
Oy 6 Downloads | d | HIML Document
W Recent Places 147 by
Select Edit Highlight Addres 7 et N
Recipients =| Recipient List | Merge Fields Block N ﬂ i
o Musie al PGTCS
E Type New List.., 54 Pictwres 5:‘”.'?."'” e
B videos P F
Use Existing List... I e L»Eﬂ MicroresAccs Dt
Si=| Select from Outlook Contacts.., ——
File name:  address [NIDmSoums
Tools = = Cancel ]

66T099
Repeat this step to insert other

Now, Type

First_ Name, Last_ Name. Now copy these =
Inserted fields to other label (after <<Next & &= = <l

in the Label and click on Mailing tab -> Insert Merge Fields->Title.

Home

B85

Insert

Fields, like

Page Layout

T
Desic

[Zp Rules ~

&% Match Fields

References

o

Mailings Review

=N

View Acrobat

Start Mail  Select Highlight Address Greeting [Insert Merge
Merge = Recipients ~ Reclplent List | Merge Fields Block Line Field = [#] Update Labels
Start Mail Merge Write & In| Title E
First_Name

Last_,| Insert Mail Merge F

Company_Mame B
Record>>)
Address_Line_2
. . Es
Finally, your window should be as below w
To State
Home Insert Page Layout References Mailings Review View Acrobat ‘ Design ZIP_Code
= = % % % ERules © " Country_aor_Region
i ; 3 ateh i € Home_Phone
‘g Match Fields
abels | Start Mail  Select Edit Highlight ~Address Greeting Insert Merge Pre Work_Phone
Merge * Recipients = Recipient List | Merge Fields Block  Line Field= (5] Update Labels | peg
Email_Address
Start Mail Merge Write & Insert Fields
[E - f -2 -1 31 -& 1 &-1 & BE -0 § 1§ 01 i- 0 ‘\ﬁ‘%‘\ 17 T G T
=
To To To
«Title» «First_Name» «Last_Name» «Next Record»«Title» «First_Name» «Next Record»«Title» «First_Name»
. «Last_Name» «Last_Name»
«Company_Name» «Address_Line_1» - -
«Company_Namen» «Address_Line_1» «Company_Namen» «Address_Line_1x
5. Now, Click on Preview Results button
Home Inset  Page Layout References Mailings Review  View  Acrobat ‘Design Layuut‘
\ = = EE [Ep Rutes - M 41 koM j&; =
= @ B2 B M, . PR )
abels | Start Mail Select Edit Highlight Address Greeting Insert Merge Preview Finish &  Merge to
Merge = Recipients » Recipient List | Merge Fields Block  Line Field |2 Update Labels | |Results| 3 Auto CheckforErrors  erge~  Adobe PDF
Start Mail Merge ‘Write & Insert Fields Preview Results Finish Acrobat
|-q-w-1-w-z‘w‘z‘w‘4‘w-s‘w-6--&*--‘s-n‘s‘w-1o‘w-11‘w-12-|‘11‘m‘§§‘|‘15;|‘16-w‘-17-w PR CRCRN R -
To To To
Mr Rajendra Shakyawal Mr Narayan Saini Mr Amit Pandey
KV 10C Noonmati KV Banikhet KV 3 Chakeri Kanpur

Your labels with different addresses are ready, save this document.
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Page Column

Columns are used in many types of documents, but they are most commonly used in
newspapers, magazines, academic journals, and newsletters. Columns are also used in your
NCRT Textbooks. In this lesson, you will learn how to insert columns into a document and

create column breaks.

Inserting Columns
Columns and column breaks can improve your document’s organization and increase its

readability. They also allow you to utilize all of the available space on the page.

How to add columns?
1. Select the text you want to format.
2. Click the Page Layout menu tab.
3. Click the Columns command. A drop-down menu will appear (as shown below).

—_—

[

Size

-

_ .
k=, Breaks
References Mailings Review View Acrobat

HE . :
§8 Line Numbers 3 D 4= Breaks - . - B Indent spadng
b&~ Hyphenation = $2 Line Numbers ~ = it om 3| 1Z Before
ze |Columns ) Watermark Page Page | __ z
E - b Hyphenation * = Color - Borders | E= Right: 0 cm :

oAy
&

1= After

Two

Two
Three

Three Lt

Page Se P
=== e Sd 0 Page Background Paragraph
K one =|| o

Ll

nputer is a machine ( mostly electronic) thatis able to take information (
work on or make changes to theinformation (process). to make new info
Right 1t). Computers have existed for much of human history. Examples of earl
eastrolabe and the abacus.

;]

= More Columns...

Modcrn compul,ers are very def:rem. from early compm.ers They are now very
PR _|

SERRE S

4. Select the number of columns
you want to insert. The text will then format into columns

rsilings Baview Vs Acrabat

— A @ DS e

FALine Mumbers -
Page .
Ll Hyphenation = Borders | B2 Right: 0 em

Colar -

" is a chine ( 1 i i and ch ing it in ro useful
electronic) that is able to take infe i tp
{input), do seme work on or make changes
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If you want to remove the columns, click the Columns command and

select One for the number of columns.

Hyperlink

A hyperlink is a word, phrase, or image that you can click on to

Pagelayout | References

= O

Orientation Size

Mailings  Re

D W= Breaks -
#3 Line Numbers -
Columns \
-~ |bd Hyphenation =

Page 5¢
— | One

| am a hyperlink!

jump to a new document or a new section within the current

document. Hyperlinks are found in nearly all Web pages, allowing

| am not g hyperlink.

users to click their way from page to page. Hypertext is text with

hyperlinks.

There are two ways that you can insert a hyperlink in Word 2010.

Using the first method, you type out the text for the link then select it and click the Q)

Insert tab, then click the Hyperlink command in the Links group. Hyperlink
In the Insert Hyperlink window that opens, you can type in the website URL
into the address box if the link is to a website. (as shown below)
y Haome Insert Page Layout References Mailings Review View Acrobat
& cut i - - AT AT . L o= L =. iEiE A
# Farmat Painter B I U ~ake x, X - A % === | S T Mormal |TMo Spaci.. Headingl Heading 2 T
sboard Font £l Paragraph IF] Styles
[ 2 1 g é s 1 2 3 ' 4 5 3 D & I 10 11 - 12 13
Link to Text to display:
ot o | HT
“Web Page CFgrléent ,:;jgstapﬁptwte Cached Projects = Bookmark. ..
Place in This . My Adobe Captivate Projects T
Document Erowsed . My Adobe Presenter Video Projects B
Pages . My Adobe Presenter Video Projects Published
My Data Sources
Create New Recent . My PaperPort Documents
Document Files . MywWwebPages
. MetBeansProjects =
Acdress: | RGeS - |
E-mail Address = —
after pressing OK button you will see the text appers blue and underlined. Your
hyperlink is ready. Click on the link see the result.---------- > 1] vome et octomit " Reerence” Wl e
i :':'t Calibri Body) 11+ A" A" | Aav | &, T
However, you could also link to the following: Sromatraes B L U e x x| AW A B3
e An existing file on your computer S g,m, -

e A location in the current document

e A new document

e An email address

Each of the above options can be used by clicking on its

corresponding button on the left of the Insert Hyperlink

window.

http://www.kvsangathan.nic.in/
Ctrl+Click to follow link

-

P ——
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Drop Cap
A drop cap is a large capital letter at the beginning of a text block that has the depth of

two or more lines of regular text.

Let’ s see how you can do it. Open a document Word document and select the letter

R " " . " n Home - Page Layout Refere
tab, and in the "Text" group you can find "Drop Cap" [ eeoe- BE [ ==
ER (]| <

1 Blank Page

button. Click it, and hold the mouse pointer over your |, =....pe.  Teo'c Ficture Clip Shopes oo

Pages Tables Illustrations

choice to see a preview in your document. — =

The steps to decide the size and modify the drop cap are the same as the steps.

Mailings Review View Acrobat

'l e @ 2 3 DEB mE4

2% Signature Line =

$ Date & Time
[tArt Chart Screenshot Hyperlink Bookmark Cross-reference  Header Footer  Page Text Quick WordA) . E
e - *  Number~| Box~ Parts~ '8 Object ~
fons Links Header & Footer
> ——| None
F I, S N T WO N S SO N AN IO IO | KRS VS KIS TR X o | =
i A=
A; Dropped
AE_ In margin
A p

rop Cap Options...
-

The Story of My Life

is\with a kind of fear that I begin to write the history of my life. I have, as it were, a
Frstitious hesitation in lifting the veil that clings about mv childhood like a golden

. The task of writing an autobiography is a difficult one. When I try to classifv my
impressions, I find that fact and fancy look alike across the vears that link the past
with the present. The woman paints the child's experiences in her own fantasy. A few
impressions stand out vividly from the first vears of my life; but "the shadows of the prison-
house are on therest." Besides, many of thejoys and sorrows of childhood have lost their
poignancy: and many incidents of vital importance in my early education have been forgotten
in the excitement of great discoveries. In order, therefore, not to be tedious I shall try to
present in a series of sketches only the episodes that seem to me to be the most interesting
and important.
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WORKSHEET

Formatting, labels, Mailings, header, Ribbon, Insert, Word processing

Answer the following questions.

Looeeeeeeeees is the act of creating, editing and producing a text document.

2. The «=weeeeveee provides access to commands which are grouped together into tabs according
to the tasks you perform in Word.

3.The -+ tab contains the pages, Tables, Illustrations, Links, Header and Footer,

15. The === tab consists of the Create, Start Mail Merge, Write and Insert Fields, Preview
Results and Finish groups.

L A .is the act of customizing a document to fit your needs by adjusting pieces of
the document, such as page layout and design.

5 A e s text which is printed at the top of each page of a document.

6 Microsoft Word allows you to easily create envelopes and -+ .by using Create group on
the Mailings tab.

Lab Assignment / Project:
1. Design a Mark Sheet of your class friends by using Mail Merge.
Hint: Use MS Word for Mark Sheet Display and MS Excel for Data.(see following
pictures)

KV 10C NOONMATI

A B C D E F G H | ] K
Roll Number:

Name: 1 roll name  class  engFAL engFA? engSA1engTOTAL hindiFAL hindiFA2 hindiSA1 hindiTOTAL

Class & Section: 1 1%y VIA H R HK 122 % 3 5% j¥)
Session 2016-17 I QReems  VIA Lo U H % 5 u 15 %

[ subject FAL |FA2 [sA1l  [ToTAL] 4 3Deeksha  VIA OB ¥ 118 36 PRIV 118
Englin Soasmten we M OO¥ O¥OmM ¥ B W 1B

Hindi
Science
Maths
55T
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https://www.cevmultimedia.com/samplelessons/MPU30027/worksheets/2010/CEV80240/Worksheet%20Answer%20Key.pdf%23page=1
https://www.cevmultimedia.com/samplelessons/MPU30027/worksheets/2010/CEV80240/Worksheet%20Answer%20Key.pdf%23page=1

This way you can create a Marksheet with ease.

KV 10C NOONMATI

Roll Number: «roll»

Name: «name»

Class & Section:

«class»

Session 2016-17

Subject FAl FA2 SA1l TOTAL
English «engFAl» | «engFA2» | «engSAl» |«engTOTAL»
Hindi «hindiFAl» | «hindiFA2» | «hindiSAl» | «hindiTOTAL»
Science

Maths

SST

Solve the crosswords using the words from the lesson
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Chapter 3

Inside this chapter : Table creating in MS Excel and implementation various Charts, Cell reference in MS

Spreadsheet (MS EXCEL)

Excel, Sorting of data in MS Excel, Filtering data in MS Excel, Conditional Formatting, Workbook and
worksheet, Protection of workbook and worksheet.

Microsoft Excel is a powerful spread sheet application that is perfect for maintaining
long lists of data, budgets, sales figures and other data. In this chapter you will learn some
important and interesting features of Excel like Table, Cell reference, inbuilt functions, sorting
of data etc. Let” s discuss these features one by one.

Creating a bar or column chart

To learn how to create a Column and Bar chart in Excel, let's use a simple example of
marks secured by some students in Science and Maths that we want to show in a chart format.
Note that a column chart is one that presents your data in vertical columns. A bar chart is very
similar in terms of the options you have, but presents your data in horizontal bars. The steps
below take you through creating a column chart but you can also follow them if you need to
create a bar chart.

Preparing chart data
The table below shows the data we want to chart. It is important that your data be

presented correctly in order to create a good looking chart.

A B io D

1

2

3 Marks Statement

4

5 Name Science  Math

6 Jyoti 85 81
7 Raju 84
g Kamal 54 62
9 Ganesh 56 (%]
10 Deeksha 86 87
11 Prity 57 6o
12 Shyam 43 55
13 Shubham 85 a7

Creating your column chart

Once your data has been prepared correctly, you are ready to create your chart. This is a
quick process, but it does involve a number of steps:

« First select your data, making sure that you include all of the data that is to be included

in the chart.
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— In our example above, that means selecting the range of cells from B5:D13.
— It's important to remember to include the row headings if you want to use those
values as axis labels on your finished chart.
Next, click Insert in the menu. The ribbon will change, and will include a number of

chart options(as shown below)

il @ o oy D)

Column  Line Pie Bar Area  Scatter  Cther
- - - - - - Charts
Charts M=

In our case we are creating a Column chart and Bar .
i & v
chart, so click the Column button first. The following i = &

Colurnn|  Line Pie Bar Area  Scatt

- - - - - -

options will then be displayed. As you can see, there are e
many options available. Select 3D Clustered Column | — — I
Chart. We can change it to one of the other chart types ] \ﬂ[ﬂ ‘M ‘m E
later if we decide that this one doesn’t suit our P Column

requirements. \Jﬂ[ﬁ \M \Hﬁ \ﬁ[ﬁ

Once you select a chart type, Excel will automatically

Cylinder
create the chart and insert it onto your worksheet. ] E_ M ﬁ{fi
gﬂ -
20 - Cone_ - - B
; Wy s8] 4] 44
0 Ak 1881 88] |
0 Pyramid
a0 M Science S _— — —
° e | ] 8] BA] b
20
10 b & Chart Types..,
O T T T T T
e - e e
.3«0 X & & & A B v
5 & WF {?{\ ngt- 9 ‘F-a' GF$¢*<~
Column Chart

Now again select the data (cells from B5:D13) and this time select 3D Clustered Column
Chart in Bar chart option and your Bar chart will be ready.



Shubham
Shyam
Prity

Deeksha = Math

Ganesh M Science

Kamal

Raju

Jyoti

T T T T T T
0 20 40 50 80 100

Bar Chart
» Note the following points about this chart:

— Excel has automatically put labels on an angle to fit neatly into the space
available.

— The legend to the right of the chart contains the column heading from our
spreadsheet. You can change them by editing the headings in our data table.

— Excel has chosen these colours based on a default theme. You can change the
theme if you need to, and the colours will change automatically. You can also
override the colours manually if you need to.

— There is no title on the chart by default. You can add one manually, or choose a
chart layout that includes one.

Absolute and Relative references in excel formula

You can use three types of cell references in Excel formulas: refative, absolute, and
mixed. Using the correct type of cell reference in formulas ensures that they work as expected
when you copy them to another location in the worksheet. Formulas and functions are at their
most useful when using references, so you need to understand them.
Relative reference: Excel is dynamic when it comes to cell addresses. If you have a cell with a
formula that references a different cell's address and you copy the formula from the first cell
to another cell, Excel updates the cell reference inside the formula. Try an example:

1. In cell B2, enter 100.

In cell C2, enter =B2*2.
Press Enter. And you will see that Cell C2 returns the value 200.
Now Select cell C2.
Press Ctrl+C or click the Copy button on the Home tab.
Click cell C3.

S T

iU
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7. Press Ctrl+V or click the Paste button on the Home tab.

8. If you see a moving marquee around cell C2, press the Esc key.
Cell C3 should be the active cell, but if it is not, just click it once on C3. Look at the
Formula bar. The contents of cell C3 are =B3*2, and not the =B2*2 that you copied.

m Home Insert Page Layout Formulas Crata
db Cut Calibri (11 | A AT = =
SsacCopy~- [ . A R
fFormat Painter B It Uz S T e T =5
Clipboard Fant
C3 - ..fr{ =B3*2 )
A B | C | D
A
= 100 200
31 | o]
4 -

What happened? Excel assumed that if a formula in cell C2 references the cell B2 one
cell to the left then the same formula put into cell C3 is supposed to reference cell B3 also one
cell to the left. Relative references adjust when you copy a formula.

By default, Excel uses relative reference. Let” s see another example. See the formula in cell

D2 below. Cell D2 references (points to) cell B2 and cell C2. Both references are relative.

Product |Quantity |Price |Amount
bread 2 1.5/=B2*C2
butter 1 1.2 ~
cheese 3 2

ham 3 1.8

1. Select cell D2, click on the lower right corner of cell D2 and drag it down to cell D5.

COUN... v [© X ¢ Jfx| =B5*CS

A B JE D
1 Product |I:1uantit-,-'|PricE Amount
2 |bread 2 1.5 3
3 |butter 1 1.2 1.2
4 cheese 3 2 ]
5 |ham 3 1.8]=B5*c5 |
i}

Cell D3 references cell B3 and cell C3. Cell D4 references cell B4 and cell C4. Cell D5
references cell B5 and cell C5. In other words: each cell references its two neighbours on the
left.

Absolute cell reference: Sometimes you don't want relative addressing but rather absolute

addressing: making a cell reference fixed to an absolute cell address so that it doesn’'t change
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when the formula is copied. In an absolute cell reference, a dollar sign ($) precedes both the
column letter and the row number. See the following example

1. To create an absolute reference to cell H3, place a $ symbol in front of the column letter
and row number of cell H3 ($H$3) in the formula of cell E3.

COUM... = ® W Jx | =B3*SHS3

A B C D E F G H
1
2 Length {cm) |Width {cm) Length {inch) |Width (inch) Conversion rate
‘3| 1] 10 |=Ba=sHs3 | o0.3937008 |
4 5 10
5 4 1
& 2 10

2. Now we can quickly drag this formula to the other cells.

COUN... - ® & Jfe| =CA*SHS3

A B JE D E F G H

1
2 Length {cm) (Width {cm) Length {inch) [Width (inch) Conversion rate
3 1 10 0.3937008 3.937008 [ 0.3937008 ]
4 5 10 1.968504 3.937008
5 4] 8 1.5748032(  3.1496064

E 2 10 0.7874016|=C6*5HS3 ‘|
- —

The reference to cell H3 is fixed (when we drag the formula down and across). As a result, the
correct lengths and widths in inches are calculated.

Mixed reference: You can also have a mixed reference in which the column is absolute and
the row is relative or vice versa. To create a mixed reference, you use the dollar sign in front of
just the column letter or row number. Here are some examples:

Cell Reference Types

Reference Type Formula After copying the Formula

Relative =Al Both the column letter A and the row number 1 can change.
Absolute =$A$1 The column letter A and the row number 1 does not change.

Mixed =$A1  The column letter A does not change. The row number 1 can change.
Mixed =A$1  The column letter A can change. The row number 1 does not change.
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Built in functions
MS Excel has many built in functions which we can use in our formula. To see all the
functions by category choose Formulas Tab » Insert Function. Then Insert function Dialog

appears from which we can choose function.

m_l-!emc Insert Page Layout Drata Review WView
f T B EBRAEBE @ i

Insert AutoSum Recently Financal Logical Text Date& Lookup & Math Maore

Function ul Used ~ - v - Time = Reference ~ & Trig = Functions =
Function Library

Some important functions of excel by categories
« Text Functions
o LOWER : Converts all characters in a supplied text string to lower case
o UPPER: Converts all characters in a supplied text string to upper case
o CONCATENATE : Joins together two or more text strings
o LEFT : Returns a specified number of characters from the start of a supplied text
string
o RIGHT : Returns a specified number of characters from the end of a supplied
text string
« Date & Time
o TIME : Returns a time, from a user-supplied hour, minute and second
o NOW : Returns the current date & time
o TODAY : Returns today’s date
« Statistical
o SUM : Returns the sum of a supplied list of numbers
o MAX: Returns the largest value from a list of supplied numbers
o MIN : Returns the smallest value from a list of supplied numbers
o COUNTIF : Returns the number of cells (of a supplied range), that satisfy a given
criteria
« Logical
o AND : Tests a number of user-defined conditions and returns TRUE if ALL of the
conditions evaluate to TRUE, or FALSE otherwise
o OR : Tests a number of user-defined conditions and returns TRUE if ANY of the

conditions evaluate to TRUE, or FALSE otherwise
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o NOT : Returns a logical value that is the opposite of a user supplied logical value
or expression i.e. returns FALSE is the supplied argument is TRUE and returns
TRUE if the supplied argument is FALSE)
o Mathematical
o SQRT : Returns the positive square root of a given number
o POWER: Returns the power of a number raised to second number.
How to insert a function in excel
Every function has the same structure. For example, SUM(A1:A4). The name of this
function is SUM. The part between the brackets (arguments) means we give Excel the range
A1:A4 as input. This function adds the values in cells A1, A2, A3 and A4. It's not easy to
remember which function and which arguments to use for each task. Fortunately, the Insert
Function feature in Excel helps you with this.
To insert a function, execute the following steps.

1. Select a cell. DL~ £
2. Click the Insert Function button. A C D E
) SUNERT 1 3 8 6
The "Insert Function’ dialog box appears. - 0 5 4:!
3. Search for a function or select a function froma 3
\
category. For example, choose COUNTIF from the T e
Statistical category. Search for & function:
. Type & brief description of what you want to do and then didk Go
4. Click OK. Go [ J
; . 1 Or select a category: | Statistical 9
The "Function Arguments’ dialog box appears. B—
Function Arguments @ [couema »
COUNTBLANK
e T —
Range AL:C2 = {3,4,56,10,8) Eg;“ﬂ?s“ Ep
Criteria | 5| - COVARIAMCE.S
N |DEVSQ =
Counts the number of cells within a range that meet the given condition. COUNTIF(range,criteria)
Counts the number of cells within a range that meet the given condition.
Criteria is the condition in the form of a number, expression, or text that defines
which cells will be counted.
Formula result =
Help on this function [ o ] [ Eancel
5. Click in the Range box and select the range A1:C2.
6. Click in the Criteria box and type >5.
7. Click OK. D1~ f | =COUNTIF(A1:C2,">5")
Result. Excel counts the number of cells that are higher 0 A 8 ¢ D g
1 ! ] 3
than 5. 3 10 c P

0
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Sorting in Excel
Sorting is a common task that allows you to change or customize the order of your
spreadsheet data. For example, you could organize your class student’ s birthday list will
make you easier to find what you are looking for. Custom sorting takes it a step further, giving

you the ability to sort multiple levels—such as Name first, then birthdate etc.

To sort in alphabetical order: ol D

1
. N 2
1. Select a cell in the column you want to sort by. In this 3 e —
, 4
example, we'll sort by Name. 5 Name __ Science Math
. 6 | Iyoti 85 81
2. Select the Data tab, then locate the Sort and Filter = Raju 84
a8 Kamal 54 62
group. 9 Ganesh 56 62
. . A 10 Deeksha 26 a7
3. Click the ascending command % 4 to Sort A to Z or the Prity 57 66
A 12 Shyam 43 55
descending command Al tosortZ oA, 13 Shubham 8 -
Home Insert Page Layout Formulas Review View Acrobat
{4 From Access & L ) .;'jc -
):From Web —l-l —l-l g P El E ]_?' ST
_r\& From Other Existing Refresh . il Sort Filter Y.
[ FromText  Sources~  Connedions | All~ = Edit Links S Advanced | ¢
Get External Data Connections Sort & Filter
G19 - 3 SortZto A
Sort the selection so that the
highest values are at the top of the
calumn,
A B C D E F
3 9 Press F1 for more help.
3 Marks Statement
4
5 Mame Science  Math
& Iyoti 85 81
7 Raju 84 89
8 Kamal 54 62
9 Ganesh 56 62
10 Deeksha 86 87
11 Prity 57 66
12 Shyam 48 &5
13 Shubham a5 87

14

4. The data in the spreadsheet will be organized alphabetically. (as shown below)

A B C D

2
3 Marks Statement
4

EI MName Science Math
6 Deeksha 86 87
7 Ganesh 56 62
8 Iyoti 85 81
9 Kamal 54 62
10 Prity 57 66
11 Raju 34
12 Shubham 85 87
13 Shyam 43 55
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Sorting options can also be found on the Home tab, condensed into the
Sort & Filter command.
To sort in numerical order:

1. Select a cell in the column you want to sort by.(In our example C6)

A B C D

2
3 Marks Statement
a
5 MName Science  Math

| 6 | woti | as] 81
7 Raju 84 29
B Kamal 54 62
9 Ganesh 56 82
10 Deeksha 86 a7
11 Prity 57 (&3]
12 Shyam 48 55
13 Shubham B85 37

2. From the Data tab, click the ascending command %4to Sort Smallest to Largest or the
descending command &lto Sort Largest to Smallest.
3. The data in the spreadsheet will be organized numerically.

A B C D

2
3 Marks Statement
a
5 Mame Science Math

6 | Deeksha | 86l 87
7 Iyoti as a1
3 Shubham 85 87
9 Raju 84 a9
10 Prity 57 [ils3
11 Ganesh 56 62
12 Kamal 54 62
13 Shyam 48 55

Filters in Excel
If your worksheet contains a lot of content, it can be difficult to find information

quickly. Filters can be used to narrow down the data in your worksheet, allowing you to view
only the information you need.
Filtering data: In the following example, I am applying a filter to an equipment log worksheet
to display only the laptops and projectors that are available for checkout.
1. In order for filtering to work correctly, your worksheet should include a header row,
which is used to identify the name of each column. In our example, our worksheet is
organized into different columns identified by the header cells in row 1: ID#, Type,

Equipment Detail, and so on.
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A B C D E F
'y 1D # pe pment Deta ecked O ecke ecked O
2 3000 lcamera Saris Lumina Digital Camera 12-May-13 15-May-13 Shannon Nguyen
3 3005 Camera Saris Zoom Z-60 Digital Camera 27-Jul-13 06-Aug-13 Sela Shepard
4 3070 Camera Omega PixL Digital Camcorder 06-Oct-13 Min Seung
5 1021 Laptop 15" EDI SmartPad L200-3 15-Sep-13 01-Oct-13 Sofie Ragnar
& |1022 Laptop 15" EDI SmartPad L200-3 14-Aug-13 16-Aug-13 Hank Sorenson
7 1023 Laptop 15" EDI SmartPad L200-3 08-Aug-13 15-Aug-13 Jennifer Weiss
8 |1025 Laptop 15" EDI SmartPad L200-4X 26-Sep-13 04-Oct-13 Min Seung
g /1021 Laptop 17" Saris X-10 Laptop 04-Oct-13 Mick Mirtiz
10 1032 Laptop 17" Saris X-10 Laptop 19-5ep-12
S oTmes Laptop 17" Saris X-10 Lapton

Select the Data tab, and then click the Filter command.
FORMULAS DATA REWIEW WIEW

L=l Connections o Clear
[P o 8l -
el Properties = Reapply
Refresh Zl Sort
All~ |k Edit Links A T Advanced
Cannections Sart & Filter

A drop-down arrow - lwill appear in the header cell for each column.
Click the drop-down arrow for the column you want to filter. In our example, we will

filter column B to view only certain types of equipment.

A B C D E F
W ID# g Type - pment Deta my Checked Out gy Checke my Checked Out B -
2 |3000 Camera & ric luming Digital Camera 12-May-13 15-May-13 Shannon Nguyen
3 |3005  Camera (Sl"h";;mg ) 260 Digital Camera 27-Jul-13 06-Aug-13  Sela Shepard
4 3070 Camera wimega #ixL Digital Camcorder  06-Oct-13 Min Seung

The Filter menu will appear.

Uncheck the box next to Select All to quickly  EERF= LTSS IRRITEET [gg Checked Out

5| SertAtoZ ital Camera  |12-May-13
Digital Camera 27-Jul-13

deselect all data.

Zl sotZtoa

al Camcorder |06-Oct-13

Check the boxes next to the data you want to | sersy color »
Y. Clear Filter From "Type" 2 ‘15‘599‘13
filter, and then click OK. In this example, we = = """ D00 S dug 19
Filter by Color F 11200-3 08-Aug-13
will check Laptop and Tablet to view only = Tetfies d - ‘i:;;‘*::
. |Search ﬁ| ‘top 155 _13
those types of equipment. . . e ;Dg ngn
E E’Hm Al itop 24-Sep-. L::lzr: >top 25-Aug-13
Lan';era 4 Other 500-1 05-Oct-13
aptop ¥ Projector 500-1 01-Oct-13
I:I Other Check only the data you Rb'et m Printerll | 04-Aug-13
[ Projectar want to view, then click OK Maker 13-Jun-13

raTravel Bag |27-Jul-13

' Tablet h

aptop Case  (04-Ort-12

-lun-

raTravel Bag 27-Jul-1 N == Laptop ©
_aptop Case  04-Oct-] - —
iLaptop Case (4-Oct-] = Projector |0

| OK | Cancel 28-Sep-:
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8. The data will be filtered, temporarily hiding any content that doesn't match the criteria.

In our example, only laptops and tablets are visible.

A B
1D # Type
5 1021 Laptop
& 1022 Laptop
7 1023 Laptop
8 1025 Laptop
& 1031 Laptop
10 11032 Laptop
11 1033 Laptop

C

E Equipment Detail

15" EDI SmartPad L200-3
15" EDI SmartPad L200-3
15" EDI SmartPad L200-3
15" EDI SmartPad L200-4X
17" Saris X-10 Laptop

17" Saris X-10 Laptop

17" Saris X-10 Laptop

D E

n Checked Qut n Checked |

15-5ep-13 01-Oct-13

14-Aug-13 16-Aug-13

08-Aug-13 15-Aug-13

26-5ep-13 04-Oct-13

04-Oct-13

19-5ep-13

24-5ep-13 26-5ep-13

Filtering options can also be accessed from the Sort & Filter

command on the Home tab.

Applying multiple filters:

2@ o
@ Fin- %ﬁ [?a
Sort & | Find &
2 Clear  |Fiter = |select -
Edil ’%l Sort Smallest to Largest
ﬂ Sort Largest to Smallest
[¥ cCustom Sort...

R -
w
&

Filters are cumulative, which means you can apply multiple filters to help narrow down

your results. In this example, we've already filtered our worksheet to show laptops and

projectors, and we'd like to narrow it down further to only show laptops and projectors that

were checked out in August.

1. Click the drop-down arrow for the column you want to filter. In this example, we will

add a filter to column D to view information by date.

3
5 1021
& 1022
7 (1023
& 1025
9 1031
10 1032
11 (1033
12 11034
26 11011
27 11012

Laptop
Laptop
Laptop
Laptop
Laptop
Laptop
Laptop
Laptop
Tablet
Tablet

15" EDI SmartPad L200-3
15" EDI SmartPad L200-3
15" EDI SmartPad L200-3
15" EDI SmartPad L200-4X
17" Saris X-10 Laptop

17" Saris X-10 Laptop

17" Saris X-10 Laptop

17" Saris ¥X-10 Laptop
Saris SlimTab Pro

Saris SlimTab Pro

2. The Filter menu will appear.

14-Aug-13
08-Aug-13
26-5ep-13

04-0Oct-13
19-Sep-13
24-5ep-13
25-Aug-13
O0d-Aug-13
29-5ep-13

(Showing All)
15-AUg-13

04-0ct-13

26-Sep-13
27-Aug-13

Hank Sorenson
lennifer Weiss
Min Seung

Nick Ortiz
Stanley Geyer
George D'Agosta
lay Peralta

lay Peralta
August forn

3. Check or uncheck the boxes depending on the data you want to filter, and then click

OK. In our example, we'll uncheck everything except for August.
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Search (All) Olw
----- W] [Select All)

£ 2013
-+ August
-] September

-] Octaber

oK I} Cancel

4. The new filter will be applied. In our example, the worksheet is now filtered to show
only laptops and tablets that were checked out in August.

A B C D E F
1 Lk nTypE Equipment Detail nchecked DutEChec:ked In nchecked Out By n
6 |1022 ILaptop 15" EDI SmartPad L200-3 14-Aug-13 16-Aug-13 Hank Sorenson
7 1023 Laptop 15" EDI SmartPad L200-3 08-Aug-13 15-Aug-13 Jennifer Weiss
12 11034 Laptop 17" Saris X-10 Laptop 25-Aug-13 27-Aug-13 Jay Peralta
26 11011 Tablet Saris 5limTab Pro 04-Aug-13 lay Peralta
31

How to clear a filter:

After applying a filter, you may want to remove or clear it from your worksheet so you'll be
able to filter content in different ways.

1. Click the drop-down arrow for the filter you want to clear. In our example, we'll clear

the filter in column D.

A B C D E F
1D & nTypE Equipment Detail Hchecked Dutﬁchec:ked In Hchecked Out By H
6 |1022 llaptop 15" EDI SmartPad L200-3 14-Aug-13 -hefk'éé'E:Jf- “ank Sorenson
7 1023 Laptop 15" EDI SmartPad L200-3 08-Aug-13 |Equals "Augu;t 212+ 2nnifer Weiss
12 11034 Laptop 17" Saris X-10 Laptop 25-Aug-13 2/7-Aug-13 Jay Peralta
26 (1011 Tablet Saris SlimTab Pro 04-Aug-13 Jay Peralta
31
32
2. The Filter menu will appear. [B ClearFitr From "Checked Out , |
3. Choose Clear Filter from [COLUMN NAME] from the Filter e
ate Frlters ¥
menu. In our example, we'll select Clear Filter from "Checked —TT o7
Out" "’: [m] [Setect Alf
’ = w2013
4. The filter will be cleared from the column. The previously =
. . . (1 Octaber
hidden data will be displayed.
QK | Cancel
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Conditional formatting in Excel

Excel conditional formatting is a really powerful feature which helps you highlight the
most important information in your spreadsheets and identify variances of cells” values with a
quick glance. Conditional formatting in Excel is very straightforward and easy to use. So now
let” s discuss it with an example.

For a start, let's see where you can find the conditional formatting feature in MS Excel
2010. See Home tab -> Styles group.
Conditional formatting in Excel

b mE [ s |
; £ | Normal Bad Good
I

Conditional Format IZl Explanatory ... |Input

Formatting = agfihle~ |
LML — — ™

e

1. In your Excel spreadsheet, select the cells you want to P’ 5 c
3 uT-1
format. =
. ) L 4 | 5N NAME {40)
For this example, I've created a small table listing the Marks T zgmiioes 14
. s 6 2 |Abhinash Borah 14
obtained by the students out of 40. What we want is t0 - —Taarew recra o
. . . . 8 | 4 |Ankita Rajkhowa 21
highlight the cells (C5:C22) which have less than 13 marks. o e Tarcris oot -
. 10| 6 |Bhaskar Gyan 21
2. Select the cells C5:C22 11 Tenoars sorn =
s 12 | 8 |Harsh Mishra 25
3. Now, Go to the Home tab > Styles group and click 5 ——rans =
ops . . : 14 | 10 |Karuna Brahma 20
Conditional Formatting. You will see a number of different = 2= ”
formatting rules, including data bars, color scales and icon &2 {MdlnjamulHaque 2
17 | 13 |Pallab Kr Barah 31
18 | 14 |Pranjit Deka 16
sets. 19 | 15 |Rahul Das 10
4. Since we need to apply conditional formatting only to the 29 15 Reshmisaha 28
21 | 17 |Santosh Kr Roy 30
numbers less than 13, we choose Highlight Cells Rules > Less 22122 {Theertha Satheesh 2
Than...
N n 1
You can go ahead with any other rule type such as: ﬂ ﬁjﬂ Normal Bad 4
Conditional | Format IZ| Explanatory ... (If
o Format values greater than, less than or equal |Formatting - as Tabie - '
to. —__Ié_z!l Highlight Cells Rules ) | _—"ﬂj Greater Than...
» Highlight text containing specified words or Lﬁl_‘]{I Top/Bottom Rules  + _—-';'E;man...
characters.

« Highlight duplicates.

« Format specific dates.
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5. Enter the value in box in the right-hand part of the window under "Format cells that are
LESS THAN", in our case we type 13.

A B C AB AC AD AE AF AG AH Al

3 UT-1
TH

4 | SN NAME {a0)
5 | 1 |Abhijit Das 14
6 | 2 |Abhinash Borah 11
7 | 3 |Andrew Rabha 10
8| 4 [ankitaRajhows | 21 s
9 | 5 |Archita Devi 32 Format cells that are LESS THAN:
10 | 6 |Bhaskar Gyan 21
11| 7 |Bhaskar ] Baruah 3 13 with |Light Red Fill with Dark Red Text [ |
12 | 8 |Harsh Mishra 25
13 | 9 |KVishal Kashyap 10
14 | 10 |Karuna Brahma 20 e e e e e e
15 | 11 |Kaushik Das 24
16 | 12 |Md Injamul Hague 32
17 | 13 |Pallab Kr Barah 31
18 | 14 |Pranjit Deka 16
19 | 15 |Rahul Das 10

20| 16 |Reshmi Saha 26
21| 17 |Santosh Kr Roy 30
22 | 18 |Theertha Satheesh 24
23

As soon as you have entered the value, Microsoft Excel will highlight the cells in the

selected range that meet your condition.
Worksheet
A worksheet is a collection of cells where you keep and manipulate the data. By default,
each Excel workbook contains three worksheets. An Excel worksheet is a single spreadsheet
that contains cells organized by rows and columns. A worksheet begins with row number 1
and column A. In Excel 2010, the maximum size of a worksheet is 1,048,576 rows by 16,384
columns.
Select a Worksheet
When you open Excel, Excel automatically selects Sheet1 for you. The name of the
worksheet appears on its sheet tab at the bottom of the document window.
M 4 » M| Sheetl , Sheet? ~Sheet3 ¥
To select one of the other two worksheets, simply click on the sheet tab of Sheet2 or Sheet3.
Rename a Worksheet
By default, the worksheets are named Sheet1, Sheet2 and Sheet3. To give a worksheet a more
specific name, execute the following steps.
1. Right click on the sheet tab of Sheet!1.
2. Choose Rename.

3. For example, type Class VL
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29
30
21
32
33
34
35
36
37
38
9

40
14

Insert...

&

Delete

Rename

Move or Copy..

& 4

Tab Color

Hide

s

View Code
Protect Sheet...

]

Select All Sheets
‘ P bl sh%tl ST FITCTCT

EL=)

20

> 1
22
23

M4 4 » b | Class VI ~Sheet? . Sheet3 . ¥
Ready |

Insert a Worksheet

You can insert as many worksheets as you want. To quickly insert a new worksheet, click the

Insert Worksheet tab at the bottom of the document window.

Move

i1s
;20
21
22

L
g

19
20

4 4 » M| Class VI . Sheetz . Sheet3 | Sheet4 %1

i |:| > 21
L}
s 22
.23 23
Class VI~ Sheet2 Sheet3®
S

-I Ready |

a Worksheet

Ready |

To move a worksheet, click on the sheet tab of 19|

the worksheet you want to move and drag it 21

into the new position.

22 |
23

1. For example, click on the sheet tab of Sheet4 1 «» | CessVi| Sheeta . Sheetz = Sheetd ¥J -
and drag it before Sheet?2.

Delete a Worksheet

To delete a worksheet, right click on a sheet tab and choose Delete.

For example, delete Sheet4.

12
13

14 LE

15

16

17

18 &

19 "%
0

21
22
23

4 4 b M| Chss VI | Sheets

Insert...
Delete
Bename

Maove or Copy...

= View Code

Protect Sheet...
Tab Color 3

Hide

Select All Sheets
SNEETZ 7 SNEETs

Ready |

e

(22|
L 23

> - —— ———

(M 4 r M| CRssV] | Sheat? . Sheetd -~ ¥1 -

: Ready |

7]

" Ready |
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Copy a Worksheet
Imagine, you have Class VI ready and want to create the exact same sheet for Class VI
Games, but with different data. You can recreate the worksheet, but this is time-consuming. It’s
a lot easier to copy the entire worksheet and only change the numbers.
1. Right click on the sheet tab of Class VI.
2. Choose Move or Copy...
The "Move or Copy’ dialog box appears.

A B c
1 FA1 3. Select (move to end) and check Create a copy.
2 | 5N NAME TH (40)
3 | 1 |Abhijit Das 14 . & | 6 |Bhaskar Gyan | 21 |
4 2 |Abhinash Borah 14 q 7 |Bh v . ]
5 | 3 |Andrew Rabha 10 "0 g mreor(:omr_
6 | 4 |Ankita Rajkhowa 21 : EI e eciected hoete
7 5 |Archita Devi 32 . To book:
a8 6 |Bhaskar Gyan 21 ¢ -
9 | 7 |BhaskarJBaruah E] : Book1
10| 8 |Harsh Mishra 25 f Before sheet:
11 9 |k vishal Kashyap 10 ! ELE;:t;I
12 | 10 |Karuna Brahma 20 Sheet3
13 | 11 |Kaushik [ —
14 | 12 |Md Injam ER Delete 1
15 13 (Pallab Kr
T B—— Rename 1
16 14 |Pranjit De
17| 15 [Rahul Da! T — :
18 | 16 |Reshmig| & Yiew Code 1
‘ 19 | 17 |Santosh § g Protect Sheet... 1
| 20 18 [Theertha Tab Color >
‘ 21 Hide 14 4 ¥ M| Class VI ~ Sheet? ~Sheet3 " #1
7
23
| Select All Sheets
4 4 ¢ K| Class Vx SITEELE SITEECS ¥
4. Click OK.
22
3 Now Rename this sheet as Class VI Games
M 4 » M| (ClassVI Sheet? ~Sheetd | ClassVI(2) /¥ .
Ready |
b
23
O N Cass VT Sheet? /Sheetd | Class VI Games /%]
Ready |
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Workbook

Excel 2010 includes a Protect Workbook command that prevents others from making
changes to the layout of the worksheets in a workbook. You can assign a password when you
protect an Excel workbook so that only those who know the password can unprotect the
workbook and change the structure or layout of the worksheets.
Now, let” s see protections one by one with example.
How to protect an excel workbook
This example teaches you how to protect the workbook structure and windows in Excel.
Protecting Structure
If you protect the workbook structure, users cannot insert, delete, rename, move, copy, hide or
unhide worksheets anymore.
1. Open a workbook.
2. On the Review tab, click Protect Workbook.

mulas Data Review View Developer

__J ,,__J _,/_J 2l Show/Hide Comment @ '—Lﬁ m Protect and Share Workbook

3 Show All Comments @Allnw Users to Edit Ranges
elete Previous MNext = Protect Protectl} Share
Sheet Workbook Workbook Lo# Track Changes ~

Comments Changes

3. Check Structure, enter a password and click OK.

Protect Structure and Windews | @ |ea| 4. Re-enter the password and click on OK.

Protect workbook for Users cannot insert, delete, rename, move, copy, hide or unhide

Structure
dus worksheets anymore. Confirm Password B
Password {optional): Reenter password to proceed.

recovered, It is advisable to keep a list of passwords and
their corresponding workbook and sheet names in a safe
place. {Remember that passwords are case-sensitive.)

[ OK M [ Cancel

Caution: If you lose or forget the password, it cannot be
[ oK %J [ Cancel l

2

) ¥
il

32

33

34 .-L-J New Code

35 i Protect Sheet.,
36

37

38

19
an Gelect All Sheets
HAkrH EIhEELI e MITELD r'..pl
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Protecting windows
If you protect the workbook windows, users cannot move, change the size and close windows
anymore.
1. Open a workbook.
2. On the Review tab, click Protect Workbook.
mulas ~ Data | Review View  Developer

__A ___J Tf__,_,l - show/Hide Comment @ LL@ &1 Protect and Share Workbook

25 Show All Comments @Allnw Users to Edit Ranges
elete Previous MNext = Protect F‘rntectl} Share
Sheet Workbook Workbook g# Track Changes =

Comments Changes

3. Check Windows enter a password and click OK.
[ Protect Structure and Windows @ﬂ

S ST 3 4. Re-enter the password and click on OK.
[T structure
Windows Confirm Password @

Reenter password to proceed.
Password {optional): — pa il
....l
....l

recovered. It is advisable to keep a list of passwords and
their corresponding workbook and sheet names in a safe
place. (Remember that passwords are case-sensitive.)

’ Ok [}J’ Cancel ]

You cannot move, change the size and close windows anymore.

e

Caution: If you lose or forget the password, it cannot be
[ QK [}J [ Cancel

protect-workbook [Compatibility Mode]
A B C D

To unprotect the workbook, click Protect Workbook and enter the password.
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Protect Sheet

Sometimes you may want to protect a worksheet to help prevent it from being changed.
Follow these steps to protect the worksheet.

1. Right click a worksheet tab.

2. Click Protect Sheet.

29
20 Insert...
31 LE Delete
37 Bename p
33 Maove or Copy... Protect Sheet @
24 Q;J View Code Protect worksheet and contents of locked cells
35 *;—j'.l.l Protect Sheet... % Password to unprotect sheet:
36 Tab Color k seee
37 Hid Allow all users of this waorksheet to:
28 o Hlseectiodedcels |
|| Select unlocked cells N
33 || Format cells
an Select All Sheets || Format columns
M 4 » M| Sheets —reeee——ormoees ¥ | Format rows
Ready | 77 | [ | TInsert columns
|__|Insert rows
|| Insert hyperlinks
3. Enter a password. | Delete columns il
|| Delete rows (=
4. Check the actions you allow the users of your [ ’ |
0K %J Cancel
worksheet to perform.
5. Click OK.
6. Confirm the password and click OK.
Confirm Password @

Reenter password to proceed.

Caution: If you lose or forget the password, it cannot be
recovered, Itis advisable to keep a list of passwords and
their corresponding workbook and sheet names in a safe
place. (Remember that passwords are case-sensitive.)

Your worksheet is protected now. To unprotect a
worksheet, right click on the worksheet tab and
oo L\SJ | cancel || click Unprotect Sheet.
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WORKSHEET

Fill in the blank with correct option

Bar chart, Worksheet, $, Autosum, formula bar, Sorting, =, Logical operator, now, three

| R R R R R REERE Tests a number of user-defined conditions.
2. Workbook is a collection of «-««--eeeeeeeeeee

3. You can sum a large range of data by simply selecting a tool button called -+--+-----eeeeeeee

AR is method of arranging the data in ascending or descending order.
B e can be created in Excel easily.

B wrorrrrr e function displays current date and time in MS Excel.

7. In the formula, ««--woeeeerreeeeeene .symbol specifies the fixed columns or rows.

8. Excel displays the current cell address in the ==« xoeeeeeeeeeeeeeeeees
9. By default, a workbook have «««-xeeeeeeeeeees .. worksheets
10.Formulas in Excel start with----=--ooeoeeeeeeeeee

Lab Assignment / Project
1. In Microsoft Excel , Mr. Shubham putting the sum of 3 cells in a 4th cell. If the sum is
greater than 10, he would like the sum to be the color red. If the sum is less than 10, I

would like the sum to be the color blue. Is this possible? If yes, How to achieve it?

2. You have an Excel spreadsheet and you would like to filter more than types of criteria

from a single column. How can filter a single column based on one or more criteria?
3. You are trying to put some data in alphabetical order. There are 4 columns and over

2,000+ rows of information. I need to sort the data by column B in alphabetical order.
How do you do this?
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Solve the crosswords using the words from the lesson

A S R|T
S S R M X
T
F R M L
L G T AlY
E T C L
R
F
O | W R
T
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Chapter 4 P—

Advance features of MS PowerPoint MV:U”

Inside this chapter : Inserting different objects (i.e. images, Word Arts, audio & video etc.), Transitions in
slide, Custom Animation with text.

PowerPoint is a presentation software program of the Microsoft Office package.
PowerPoint uses a graphical approach to presentations in the form of slide shows that
accompany the oral delivery of the topic. This program is widely used in business and
classrooms and is an effective tool when used for training purposes. It provides “Power to
your Point. PowerPoint is one of the simplest computer programs to learn.

PowerPoint presentations can be made into photo albums, complete with music or
narrations, to distribute on CDs or DVDs. All in all, PowerPoint is a "one-stop-shop” to create
successful presentations for the business world, the classroom or just for your own personal
use.

In this chapter we will discuss some advance features of PowerPoint.

Inserting different objects in PowerPoint slide

L. Inserting a picture

There are two ways to insert a picture on your slide in PowerPoint:

Using Content placeholder

1. Launch PowerPoint. Most of the time, . )
Click to add title

PowerPoint already has a new slide, change

the layout of this slide to Title and Content | * Click to add text

by selecting the Home tab | Layout | Title

and Content option. These results in the

slide layout you see in the Picture. ELI

Click on the Insert Picture from File button o

in the Content placeholder, as highlighted

in red.
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Using Insert picture tool
If you want to add a picture on an existing slide that has no Content placeholder, you can
select the Insert tab of the Ribbon, and click the Picture button.

Home Insert Design Transitions

0 wi H @

Clip  Secreenshot Photo Shapes 5n

Table Picture

- Art ¥ Album = x
Tables | Images Ilus
H9-09 Y5

Slides | insert Picture from File
i Insert a picture from a file,

0 Press F1 for more help.

T T

Fither way, you will open the Insert Picture dialog box. Navigate to the folder where your
pictures are located, you will see the icons or thumbnails of the pictures as shown in following
picture. Select the picture you need, and click on the Insert button highlighted in red.

(ke J® | » Libasies b Pictures » Sample Pictures T tures ||
Organize v MNew folder H o @ |
| B] Microsoft PowesPoint ~  Pictures library Aminge by: Folder ¥ |

| Sample Pictures
W Favarites L
wo | -
8 Downlaads | e
4 Recent Places - y
Chr,sanlhernum Desertjpg Hydrangessjpg Jelyfishjpg
4 Libraries —
*| Dacuments '-" Ty e
o Music pe
= Pictures
B videes Koalajpg Lighthouse.jpg Penguins.jpg Tulipsjpg

File name: Penguinsipg [l Pictures (emé i pg’ =

Tools = | Cancel ]

As soon as you click the Insert button, you will see the selected picture placed on the

PowerPoint slide.

Click to add title

Now, the picture can be edited by resizing, moving, rotating, etc.

iU
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2. Inserting Word Art

WordArt offers additional effects like outline text, fill, gradient, 3D effects and shadows etc.
If you want to, you can add WordArt using the WordArt command on the Insert tab in the
Text group.

1. On the Insert tab, in the Text group, click WordArt. The WordArt Styles gallery opens.

AT« T

Waui&rt Date S5lide Object  Equation Symbol
7 |&Time Mumber | =

i ,’E A A A

2. Click on the style you want to insert, and a text box appears with the text “Your text

here” , with the WordArt style you selected applied to it.

?
——————————————————— i 1———————————————————-(|)

Your text here%

3. Edit the text to whatever you want it to be.

At this point, you™ 1l see a Drawing Tools Format context tab. Here you 1l find the WordArt
Styles group.

O-——0--—-0

|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
I
I
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
o

Dnmng Tmls

View Favorites Fu:urmat

A TextFill -

A A - £ Text Outline -

= | /&) Text Effects =
Worddrt Styles I
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This contains the Preset styles gallery, and drop downs for controlling the 7ext Fill Text
Outline, and (most fun) 7ext Effects.

A Text Fill - S
L Text Fill 4 Ering Forwarc I,:'l.Ahgn ;'|J 408 am
&7 Text Outline - | [ Send Backward - [& Group
Text Effects =| | i, SelectionPane % Rotate » | -a¢ 21-33<m
J Arrange Size
Shadow 3
Reflection 3
Glow b No Transform
\ abede
[\ Bevel »
| oA
{ _ Follow Path
"F‘. . i 3 d cda e
‘ﬁh\ 3-D Rotation :c o - ﬁ; ;Zr.?
= i
dcdg"na QQ,..“\" e
m Transform  »
Warp
abcde abcde abcde bcde |
abcde abede &y &£%%:
R
Wl W 2 abe
Pl T S e
abcde abcae abcde abede
abcde abcde abcde abede

As you can see, there are a lot of possibilities to explore.

Adding Slide Transitions

Transitions between slides cover much more than some movement between one slide and the
next. Slide transitions in PowerPoint many option including timings and sounds.

In either the Slide Sorter or Normal view, select the slide or slides which you want to apply the
transition to. Now, lets do it practically.

1. From the menu ribbon, select the 7ransitions tab.

Home Insert Design Transitions Animations Slide Show Review View Add-Ins Acrobat @ 01

—,
) g] 3l Q:_\I A A d, Sound: Laser *  Advance Slide
j | = l - O Duration: 0150 2 on Mouse Click
Preview - Effect
Split 7| Options + 430 Apply To Al [ After: 00:0000 5

' Preview Transition to This Slide Timing

None Cut Fade Push Wipe
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2. The most commonly used animations will appear in the center. To preview more

transition options, click the down arrow.

Home Insert Design Transitions Animations Slide Show Review View Add-Ins Acrobat

=, )
=5 A ,& Sound: Laser *  Advance Slide
% =] [ é:-JI e . )
== = E D Duration: 0150 & On Mause Click
Preview ; Effect

Mone Cut Fade Push Wipe Split = ptions - ,,;I-.lAppIyToAII D After: 00:00.00 *

| Preview Transition to This Slide Timing

3. Select a transition from the list. Clicking it will apply the transition to the slide. You

can also select Apply to Allto apply the same transition to all your slides.

4. In the Duration option, enter the speed at which you want the transition to play.

Home Insert Design Transitions Animations Slide Show Review View Add-Ins Acrobat [+ 0'
= ;
e b) al i, sound: Laser v Advance 5lide
ﬂb = = ¢ & * ) -
7 (9 Duration: 01.50 . On Mouse Click
Preview Effect
Hone Cut Fade Push W\pe Split % options - 51 Apply To Al [ Adter: 00:0000 *

| Preview Transition to This Slide Timing

5. In the Sound field, use the drop-down menu to select a sound to play during a slide
transition, if desired.

Home Insert Design Transitions Animations Slide Show Review View Add-Ins Acrobat

& sound: Laser v Advance slide
g = <> o . .
=l = @ Duratmn 0150 o On Mouse Click
Push W\pe Split

Preview
Nene cut Fade = Optlons' 150 ApplyTo Al [] After. 000000 *

| Preview Transition to This Slide Timing

6. Indicate how you want the slide transition to occur by selecting an option under the

Advance Slide heading. Select On mouse Click if you want the transition to take place
when you click the left mouse button.

Select Automatically After if you want the transition to occur after a specified time. Use
the up and down arrow keys in the blank box to specify the number of seconds which

should pass before the transition takes place.

Home Insert Design Transitions Animations Slide Show Review View Add-Ins Acrobat

- n
= i &, Sound: Laser = |Advance Slide
% g| = 4,=.|| e b u N )
=] =l O Duration: 0150 On Mause Click
Preview 1 i Effect
None Cut Fade Push Wipe Split B Options - ,jJAppIyToAII |:|After: 00:0000 *
| Praview Transition to This Slide Timing

Animation with Text

In PowerPoint you can animate text and objects such as clip art, shapes, and pictures.
Animation or movement on the slide can be used to draw the audience’s attention to specific
content or to make the slide easier to read.
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Types of animations
There are many different animation effects you can choose from, and they are organized into
four types:
« Entrance: These control how the object enters the slide. For example, with the Bounce
animation, the object will drop onto the slide and then bounce several times.

* ¢ x " bid x

Appear Fade Fly In Float In Split Wipe
o Emphasis: These animations occur while the object is on the slide and are often

triggered by a mouse click. For example, you can set an object to Spin when you click

the mouse.
el A A i
- o =Y w0
L4 ] s .,E;‘\i L«Z’\? ,z
Pulse Color Pulse Teeter Spin Grow/Shrink Desaturate

« Exit: These control how the object exits the slide. For example, with the Fade animation,
the object will simply fade away.
- ** T_ér__ #r‘ % %
Shape Wheel Random Bars  Shrink & Turn Zaom Swivel
o Motion Paths: These are similar to Emphasis effects, except the object moves within
the slide along a predetermined path, like a circle.

- - »

~ ™ Pt =

| | =

I § | » QO g
Lines Arcs Turns Shapes Loops Custom Path

How to apply animation to Text
1. Select the text.
2. Click the Animations tab.
3. In the Animation group, click the More drop-down arrow to view the available

animations.
Insert Design Transitions Animations Slide Show Review View .
¢ * ¢ x X |7
| MNone Appear Fade Fly In Float In 5| [Effed )
— t& Cptions Ani
Animation
| Outline | x | Mose

L y
Choose an animation to

objects in the slide.
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4. Select the desired animation effect.

Haome Insert Design Transitions Animations Slide Show
Mone -
.
MNaone
| Entrance
| ' ~r
| * :( HX Lo i
i Appear Fade Fly In Float In Split

5. The text will now have a small number next to it to show that it has an animation. Also,
in the Slide pane, the slide will now have a star symbol next to it.

e

Some effects will have options you can change. For example, with the Fly In effect, you can
control which direction the object comes from. These options can be accessed from the Effect
Options command in the Animation group.

15 Animations Slide Show Review View For

O-.EI Ar
} Tri
FI].r In Flcuat In E & Add

™ ||options = Animation ~ %Ar
Direction

Ai From Bottom
@ From Bottom-Left
Q From Left

@ From Top-Left

You can apply more than one animation effects for a text
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Animation Painter:
Sometimes you may want to apply the same effects to more than one object. You can do this
by copying the effects from one object to another using the Animation Painter.
1. Click the object that has the effects you want to copy.
2. From the Animations tab, click the Animation Painter command.

30 Animation Pane

J Trigger =
Add
Animation ~ *}Ar&natinn Painter
Advanced Aftmation

3. Click the object you want to copy the effects to. The effects will be applied to the object.

~ yendriva Vi

Both objects now have
the same effects.

«
KV [0C NOONMATT

Animation pane
The Animation pane allows you to view and manage all of the effects that are on the current
slide. You can modify and reorder effects directly from the Animation pane, which is especially
useful when you have several effects.
To open the Animation pane:

1. From the Animations tab, click the Animation Pane command.

Ei E@.’_ﬂﬁnirgﬁnn Pane 2

; Trigger = ]
Add
Animation * *;}Animati::nn Painter | B
Advanced Animation

2. The Animation pane will open on the right side of the window. It will show all of the

effects for the current slide in the order they will appear.
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Animation Pane

1 #* Title 1: Kendri... []

2.{ Rectangle 3: K... [

To reorder effects from the Animation pane:

1. On the Animation pane, click and drag an effect up or down.

Armmation Pane -

- 1% Rectangle 3 K. []
2 % Title 1: Kendri... []

2. The effects will reorder.
To preview effects from the Animation pane:

1. From the Animation pane, click the Play button.

Animation Pane -

|—h;:.| > Flay

1 #* Rectangle 3: K... []
2 Title 1: Kendri... []

2. The effects for the current slide will play. On the right side of the Animation pane, you
will be able to see a timeline that shows the progress through each effect.

Animation Pane -

lf Rectangle 3: K...
2 # Title 1: Kendri...

The Effect options dialog box

From the Animation pane, you can access the Effect Options dialog box, which contains more
advanced options you can use to fine tune your animations.
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To open the Effect Options dialog box:
1. From the Animation pane, select an effect. A drop-down arrow will appear next to the
effect.
2. Click the drop-down arrow, and select Effect Options. The Effect Options dialog box will
appear.
3. From here, you can add various enhancements to the effect:
o Sound: This adds a sound effect to the animation.
o After animation: This changes the color after the animation is over.
o Animate text: If you are animating text, you can choose to animate it all at once,
one word at a time, or one letter at a time.

Effect | Timing I Text Animation

Settings

Direction: |Frorn Botbtom E”

smoothstart ()
Smooth end: D
gounceend: ()

Enhancements

Sound: |Drurn Roll E”
Animate text: By word ﬂ
10 IE' %% delay between words
[ ok ][ cancat |

To change the effect timing:
1. From the Effect Options dialog box, select the Timing tab.

2. From here, you can add a delay before the effect starts, change the duration of the
effect, and control whether the effect repeats.

FlyIn ‘ [ER= FiyIn ‘ L2 ]
[ |
|EFFecu Timing Ltfxtnnimaﬁon| | Effect | Timing | Text Animation |
st |- St |73 oncick B
Delay: seconds Delay: seconds
Duration: | 0.5 seconds (Very Fast) [ > Duration: | 3 seconds (slow) [=]
Repeat: |(none) E| Repeat: |3 |Z||
[ Rewind when done playing T Rewind when done playing
[ ok ][ cancel [ ok ][ cancel
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Fill in the blanks with correct option

Animation Painter, Auto clipart, Slide transition, drag, F5

Lovemeemeeeeens is the term used when you press and hold the left mouse key and move the
mouse around the slide.

2. The entry effect as one slide replaces another in a show is called-----+--+--+--

AR is a feature that automatically places clipart in your presentation.

L AR key can be used to view Slide show.

5. We can copy the effects from one object to another using:««««««==-=seeeeeeee

Lab Assignment / Project

1. Create a PowerPoint presentation on Input and Output devices of Computer System.

2. Create a PowerPoint presentation with animation on Types of Printers.

Solve the crosswords using the words from the lesson

I A |G
P W P I T
T |R N |S T 0
U
0 0 N
W
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Chapter 5

==
Adobe Presenter _[_

Inside this chapter : Adding audio and editing audio, adding and recording audio, creating a quiz with
interaction, publishing adobe presenter presentation.

Adobe Presenter is eLearning software developed by Adobe Systems which is available on the
Microsoft Windows platform as a Microsoft PowerPoint plug-in, and it is mainly targeted
towards learning professionals and trainers. In addition to recording one’s computer desktop
and speech, it also provides the option to add Quiz and track performance by integrating with
learning management systems.

Home Insert Design Transitions Animations Slide Show Review View < Adobe Presenter > Acrobat
.Import 0 ' .Edlt @j ﬂ | =% sl v .Import % . m ‘ ESettlngs
*¢ Sync & H video + .Add Quiz A

Help -
Record Record Interaction Character Scene Manage Theme | Preview Publish Package | Slide

\/ \J Manager
Toals

Record
£car Edit

Audio

Video | Application Simulation Insert Theme Presentation

Quiz
Note: Adobe presenter m software must be installed on your computer

Now lets explore the Abobe presenter features.

Prepare your slides

You need to create your PowerPoint slides and add any animations before you use Adobe
Presenter.

Adding Audio

You can record a narration for your slides by clicking on Record in the —
Audio group on the Adobe Presenter tab using Presenter. You can also W

AN Sync
import an audio file and do some limited editing on the audio Record E it
Edit Audio Audio

You can edit the audio, for example to add or remove a pause, remove sections of the
recording or alter the volume etc.
1. Click Edit in the Audio group on the Adobe Presenter tab.
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MMe Insert Design Transitions Animations Slide Show Review View Adobe Presenter Acrobat

05O B @ 2 apy Mg © GUd @Y
ead)

Record Record Interaction Character Scene Man heme Pravlew Publish Package Slide

Manager
Video | Application Simulation Insert Quiz Theme Presentation Tools

Ok ar——9

joozo . jmooi0 oome . (weeex [oooed

UL
~HoL
1“1

IIIHI"I\l HLLEE N LLEL LY
(il

T

1L RN
i i

ran "
LI b i
Loala ' P Ty oy
i iy ('XLY PR R

!
'I I\l|

Diuration: O0:05:48 050

» To add a pause, click Insert Silence

» To alter the volume, click Adjust Volume

Click Save to save your changes

Synchronise Audio with Slides

If you have recorded or imported narration for a slide, you may need to synchronise the audio

with your slide animations.

1. Click Sync in the Audio group of the Adobe Presenter ribbon.

2. Click the Sync->change timings button to
start synchronising.

3. While listening to the audio, click the Next
Animation button when you want the next slide
animation to appear.

4. Click Stop when you have finished.

00:00.0 / 05:43.0 | Tof

5. Choose whether to Save or Discard your o s |

changes.

6. Click the cross on the top right to close the Sync window and return to PowerPoint.
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Adding Video
You can import a video onto a slide in Presenter or record a video of you narrating your

presentation.
Insert Design Transitions

Import video .
1. Click the Video button in the Insert group on the Adobe o @ i

. ) . Record Recorg Interac
Presenter tab, or choose Swf to import an animation -

Video | Application Simulation

2. Browse to find the video file

Record Now !

3. Choose which slide to import the video to Speak or narrate while you present

your presentation or demonstrate

4. Choose whether to import the video onto the slide itself or onto | =ny ather application an your

system.obtain a web-ready

the Sidebar, for example to show a ‘talking head’ multimedia output with well

synchronized audio and video.

Record video

Click the Record button in the Video group on the Adobe Presenter tab to record a video of
you narrating your presentation.

Create a Quiz or Survey

1. Click Manage in the Quiz group on the Adobe Presenter tab to start the Quiz Manager

Import
Add Quiz
Manage
Quiz
2. To add a new question: a. Click the arrow next to the Add Question button
Design Transitions Animations Slide Show Review View Adobe Presenter Acrobat
e %] eait = f) - v B mport E’ - Lﬁ [ settings
@ @J a =—— B video - BB Add Quiz m @ Help -
Record Interaction Character Scene Manage eme Pre\rlew Publish Package Slide
= Manager
slication Simulation Insert Quiz Theme Presentation Tools
et o 52 |
! Adcbe Presenter - Quiz Manager
Quizzes — - = —
Add and manage quizzes and questions in the presentation. é e Type:

Question Types
Select what type of question you would like to create from the list below.

Quizzes | Qutput Options | Reporting | Default Labels | Appearance |_/

Add Quiz Add Question Group E Add Question / vi Multiple choice

= Multiple choice questions ask users to choose one or more correct answers from
Quiz a list of possible answers.

i tional

Type: Opti

Shuffle Questions: No
Allow Quiz Review: Yes

True/False
[l True-False questions are similar to multiple choice, but have only the two fixed
answers,

Question Group
Question Score: 10 === Fill-in-the-blank

shuffle Questions: Yes E Fillin-the-blank questions ask users to complete a sentence or phrase by typing
in @ word or selecting a word from a list.

m

== Short answer
Short answer questions are open-ended and ask users to write a sentence or
brief phrase to answer the question.

Matching

Matching questions ask users to assodate items in two lists, such as awordand
ite Aafinitinn

b. Choose the type of question you want to create

iU

72



c. Enter your question and possible answers. The details will depend on which type of question

you are creating.

Question

Design & multiple choice question by writing a question, writing 2 list of possible answers, and
choosing a numbering option.

—,

Quastion)optons | Reporting |

Question

Mame: Multiple choice

oL
Queshomc What is the capital of India? >

Score: : [ Always indude in the quiz

Answers
P Select correct answer here  [] Shuffie Answers
) A) FKolkata

[0l N Mew Delhi

) €) Mumbai

) D) Chennai

Type: |Single Response - Mumbering:

d. Click OK
3. Click OK when you have created all your questions. A new slide will be created for each

question

What is the capital of India?

- A kolkata
*  B) New Delhi
- €) Mumbal

D Chennai

Incarrect - Click anywhire to

4. In the Slide Manager, change the Advance by User ... i @ ioon o

. | B3 impont i_l__'" [._ |_'j LJ.;J
option to Yes. ) G| T S

5. To preview the whole presentation, click Preview in
the Presentation group on the Adobe Presenter tab

To preview just the current slide, the next 5 slides or the

Shide 3 - "Quiz™

rest of the presentation, click the arrow under Preview

Multimedia: o3 |5 T

and choose the appropriate option.
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Presentationl

What is the capital of India? Tk e e

A} Kolss
B Hew Do
€1 Mumbal

) Ehennai

Interactions

You can add other interactive features to your presentation by adding an Interaction.
1. Add a new blank slide to your presentation
2. On the Design tab, choose Hide Background Graphics

@ Background 5tyles =

Hide Background Graphics

| Background M |

SeimatiEnt  CNOESRGW MR VW | ARSiSsEraester | AEBAR

3. Click Interaction in the Insert ¢ 2 L2+ o= © (g o oo

Y a0 ue na @ e -
arage Them | Praviess Publich Package  Siide

Inferaction Chasacter Scene [

group on the Adobe Presenter
tab

4. Choose an interaction. For ToTRWIETY ] EEEE
J ."PMTEE.E!EE.S

example, searching a Word in IRt et alele
Alphabet” s Matrix  allows PlvIe[ofs Ty [ofalz
T{u{alwelofofs[alT[ofo]s

people to click on alphabets to eIl o e e e

make a word.

FULL SCREEN 23

5. In the Slide Manager, change

(o] [

the Advance by User option to Yes.

eview View Adobe Presenter Acrobat
- B import = pi=d - S
) o Eg |
Add Quiz isil] i lﬂ
Manage Theme Preview Publish Package

View snd edit shde properties such a8 ts presenter's Name, NEVIQATGN Name, go ﬁ
to rumber and so on. =
slide 2 - “What is the capital of India?" -
By: More

Mavigation Namea: None
Go To: None

Advance by User: Yes
Lack Slide: Mo
Multimedia: o [ ¥

By: MNome
Navigation Name: None
So To: None
Advance by User: Yes
Lack Slide: Mo

H multimedia: o [ Y

Presented By: HMone

Mavigation Name: None
G Ta:  None

Advance by Uwa-:@
-l Lock Slide: Mo

L & H -




Adobe Presenter Acrobat

ort E' . m @ ESettlngs
Cuiz 9HE|D'

Theme | |Preview| Publish Package Slide
Manager

Preview Presentation ols

Preview Current Slide
Preview From Cu"i‘ Preview Presentation

Preview Mext 5 Slid

Preview Presentation

el &l allgl|,

Publish your Presentation
You need to publish your presentation, so click on Publish button and save the presentation to

Desktop or somewhere else.

de Show Review View Adobe Presenter Acrobat

=% swi v .Import E . @ ﬂ Settings
' H video - ' .Add Quiz Bl @ Help -
e Manage Theme Prevlew P ackage Slide

IManager
Theme Fion Toaols

Quiz

Adobe Presenter - Publish Presentation

Publish Presentation
Create a Flash presentation (SWF) that can be used independently or includ:

Choose a folder to publish the file

My Computer e
£ Locafiar: Desktop
My Computer C:\Users\Admin\Desktop b anes
_ I & Admin
. |— E Choose... ’ L] Computer 3
e T
_e P ?! Network
Adobe Conned]  Qutput Options I 1) Adobe elearning Suite 6.1
Zip package I | Book
oy €D package (with autorun for CD) || EXHIBITION
e
AdobePDF

Help...

Double click on the swf file

presentation.
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Fill in the blanks with correct option

Sync, Manage, Adobe presenter, swf, Record

R A AAAAAAERRAEE provides the option to add quizzes and track performance by

integrating with learning management systems.

2. You can record a narration for your slides by clicking on «+«-+=------+ . in the Audio group.
3. Quiz Manager can be started by clicking on ««««-=«----- button.
4. Audio files can be synchronised by clicking:--------- the Audio group of the Adobe

Presenter ribbon.

5.. Adobe Presenter presentation published in:--«=-=---+- format.

Lab Assignment / Project

1. Create a General Knowledge Quiz using adobe presenter by adding questions like fill in the
blanks, multiple choice etc.

2. Create a small video lesson for narrating your lesson using Adobe presenter.

Solve the crosswords using the words from the lesson

P
A B |E
M
P |R S N R
C
Q I E
\W \' D 0
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Chapter 6

HTML <@

Inside this chapter : Introduction to HTML, Uses of HTML, HTML Tags, HEAD, TITLE, BODY, Empty and
Container Tags.

What is HTML?
HTML is a computer language invented to allow website creation. The websites can then be
viewed by anyone else connected to the Internet. It is relatively easy to learn, with the basics
being accessible to most people in one sitting and quite powerful in what it allows you to
create. HTML is used to build the websites or web based applications.
HTML stands for Hyper Text Markup Language.

o HyperText is the method by which you move around on the web by clicking on special

text called hyperlinks which bring you to the next page.
o Markup is what HTML tags do to the text inside them. They mark it as a certain type of
text for example italicized text.

How does it work?
HTML consists of a series of short codes typed into a text-file called as tags. The text is then
saved as html file, and viewed through a browser like Internet Explorer. This browser reads
the file and translates the text into a visible form, hopefully rendering the page as the author
had intended.
Some of the most popular HTML editors, such as FrontPage or Dreamweaver will let you
create pages more or less as you write documents in Word or whatever text editor you are
using.
Essential HTML Tags
There are four sets of HTML tags that form the basic structure needed for every HTML file:

o <html></html>

o <head></head>

o <title></title>

« <body></body>

7



-

I —
<html> </html>
This basically defines the document as web page. It also identifies the beginning and
end of the HTML document. All other tags must fall between the html tags.
<head> </head>
The header contains information about the document that will not appear on the actual
page, such as the title of the document, the author etc.
<title> </title>
The title tag defines the title that will appear in the title bar of your web browser. The
title must appear between the head tags.
<body> </body>
The body tags contain all the information and other visible content on the page. All
your images, links and plain text must go between the <body> and </body> tags.
You may also be interested in the basic tags for adding content and headings.
Example:
Below is a basic html document. Notice that everything falls between the html tags, the title
appears within the head of the document, and that the body comes after the head.
1. Open Notepad.
2. Type the HTML program as given below.
3. Click file->Save as
Fle Edt Fomat View Help )
<’</'t];§é§>thw‘s is the title</titles ?:: C;’:I(; le</title
<body> Save As..
This 15 my first webpage and T am very Happy ! Page Setup.. pe o % m very faey ¢
Sl =

4. Select Desktop, type the file name as myfile.html

and select All files in Save as type box and Click on

save.

Your HTML file will be save to desktop

5. Double click on the file(as shown below) and
your webpage is ready for display.

gl

| Srcodins (AL = e
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This 15 my first webpage and I am very happy !

Empty tag and Container tag
A container tag has two ends (an opening and a closing) whereas an empty tag doesn't.
The paragraph tag is an example of a container tag:
<p>Our paragraph text here.</p>
The image tag is a good example of an empty tag.
<img src="kvslogo.png" >

See how the initial paragraph tag (<p>) has a corresponding end tag? The text in between is
"contained” by the tag.
The majority of tags are "container” tags. They have an opening and a closing tag.
However, a few tags are "self-contained” or "empty" tags in that they have an opening tags but
not a closing one.
They common ones are:

o <br> = break

e <img> =image

e <meta> = metadata within an HTML document.
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Fill in the blanks with correct option

<BR>, <HTML>, header, .html, container, tag, title, body, empty , web programming

g W N

. EXtenSion Of a HTML fﬂe iS ........................

. Predefined command in HTML is knows as:--=««-==«-seeeeeeeee

. HTML iS Q et eiieans 1anguage‘
. All HTML programs must have:««««=--=-==xee tag the begging of program.
The «weoveeeereeeenees contains information about the document that will not appear on

6. The ==--oeveee tag must appear between the head tags.

7. The ==rereeeeeee tags contain all the information and other visible content on the page.
8 A e e tag has an opening and a closing end.

Q. Arvrrrrrreeeeeees tag doesn't have a closing end.

10. . is an example empty tag.

Lab Assignment / Project

1. Create a HTML page that contains your name, class, father’ s name, mother’ s
name etc. Save this HTML file to Desktop and test the result.

Solve the crosswords using the words from the lesson

H L
H
W E P G
D A |R U
H E L K
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Internet & Networks

Inside this chapter : Overview of Internet, Intranet, Different types of websites, Web Browsers, Opening of
web pages and Web sites, Use of search engine, Creation of an Email and using it, Advantages and
Disadvantages of Social Media sites, Networking and Networks.

Internet is a collection of computers connected by network
cables or through satellite links. Internet is a network of networks. It
is also knows as Super Network. There are millions of computing
devices that are connected to this network either permanently or for a

short duration. These devices run network applications that

communicate through copper or fiber optic cables, radio or satellite
transmission.

The Internet connectivity is provided by Internet Service Providers (ISP) like BSNL,
Airtel, Reliance, Aircel Vodafone etc.

Web server contain
information & data

1

of web sites

=i
—=]
]
L
e

Web Server—;“\.._

Users / Clients

Web Server- 2

Advantages
Internet covers almost every aspect of life. Here, we will discuss some of the advantages of

Internet.
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Advantages

<
, Enternet ‘

» Internet allows you to communicate with the people sitting at remote locations using
we site and applications like Facebook, Twitter,Yahoo,Google+ Flickr,Orkut etc.

» You can find any kind of information on any topic over the internet such as Technology,
Health & Science, Social Studies, Geographical Information, Information Technology,
Products etc.

» [t also provides entertainment through various modes like online television, online
games, songs, videos, social networking apps.

» Internet also allows us to use many services like Internet banking, matrimonial services,
online shopping, online ticket booking, online bill payment, data sharing, e-mail etc.

Disadvantages
However, Internet has proved to be a powerful source of information in almost every field, yet
there exists many disadvantages discussed below:

Spamming
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There are always chances to loose personal information such as name, address, credit
card number. Therefore, one should be very careful while sharing such information.
Spamming corresponds to the unwanted e-mails in bulk. These e-mails serve no
purpose and lead to block of entire system.

Virus can easily be spread to the computers connected to internet.

There are many pornographic sites that can be found, which indirectly affects your
healthy and mental life.

Intranet: An intranet is a private network
accessible only to an organization's staff.
Intranet is system in which multiple PCs are
connected to each other. PCs in intranet are
not available to the world outside the
intranet.  Usually each  company or

organization has their own Intranet network

and members of that company can access the
computers in their intranet.
Similarities in Internet and Intranet
» Intranet uses the internet protocols such as TCP/IP and FTP.
» Intranet sites are accessible via web browser in similar way as websites in
internet. But only members of Intranet network can access intranet hosted sites.
» In Intranet, own instant messengers can be used as similar to yahoo messenger/
Gtalk over the internet.
Differences in Internet and Intranet
» Internet is general to PCs all over the world whereas Intranet is specific to
few PCs.
» Internet has wider access and provides a better access to websites to large
population whereas Intranet is restricted.
» Internet is not as safe as Intranet as Intranet can be safely privatized as per
the need.
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Types of websites: There are various types of website available in Internet. Here we will
discuss some basic types.

Website Type | Definition Example
Personal Used for sharing personal . .
_ . _ http://www.sachintendulkar.in
Websites information.
Photo Sharing . .
_ Used for sharing photographs. https://www.flickr.com
Websites

A Website for sharing information, .
Blogs http://www.narendramodi.in

ideas and views.

Informational | Provides information on various

_ . https://www.wikipedia.org
Websites topics.

Directory A Source to access all Websites at o o
_ https://goidirectory.nic.in
Websites all levels and from all sectors.

E-commerce

_ Business Websites https://www.irctc.co.in
Websites

Web browser: A browser is a software application used to locate, retrieve and display content
of Web pages, images, video and other files. The browser contacts the Web server and
requests information and Web server sends the // '
information back to the Web browser which displays the

results on the computer. Example of Web browser are

Mozilla firefox, Internet explorer, Google chrome ,epic etc.

Opening of Webpages and websites: Opening a website is very easy process. First of all you
must have a working internet connection on your computer.

Ex&e& v Control Panel » All Control Panelltems » Network and Sharing Center

Control Panel Home . . . . .
View your basic network information and set up connections

. B . e See full map
dnage WIreless n OTKS WL"“ |-;h q
Ch dapter setti
ange adapter settings ACER-PC dlink Internet
- advanced sharmg (This computer) Blue lcon indicates a working Internet status
settings

View your active networks Connect or disconnect

T . Access type: Internet

| dlink ' ] )
-4 Work network Connections: il Wireless Network Connection
iy V

(dllink)

Search a browser which installed in your computer like Mozilla firefox, Internet

explorer, Google chrome ,Epic, opera etc. double click on the icon of browser and type
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the name of website in address bar which you want to open. Eg
www.kvsangathan.nic.in (See below).

_f. Kendriya Vidyalaya Sangat... x\+
& wvw kvsangathan.nic.in c Search 7
Screen Reader Access

Home | About KVS Facts & Figures Academic | Administration Finance RTI || Miscellaneous Contact Us " F

=

KENDRIYA VIDYALAYA SANGATHAN
An A der Wi amant of India

Announcements

pterview for the post of DC see in the Announcement ***Commissioner's Message on New Year 2016***

Citizens' Charter Employment Notice  UBI Online Fee Coll. FAQ's Circulars Useful Links Tender Notice VWM Expenditure Matrimonial CPGRAM Useful Farms

itor No. 143795887 Hindi Hits{ 9/09111): 141489

Use of Search Engine: Search engines are websites that sea rch the internet for you
and give you a list of search results. Search engines can
search for more than just written information. Depending
on the search engine you’ re using, you might also be able
to search for other online content like images, video
content, books and news, as well as products and services.

You do not always have to know a website’ s address in

order to use the Internet. It is important to know how to
search for information. One of the best methods to search is to use a search engine. You
can use a search engine to help you find what you're looking for. You can also search
for online maps and directions to help plan your travel from one place to another.
Example: Google, Infoseek, Excite, Lycos, AltaVista etc.
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Email (Electronic Mail): Email is like sending a letter,, you can send the email and it
get to the other person’s email account within seconds. If you have an email address,
you can email anyone else who has an email address, including government agencies
and lots of different kinds of businesses.

You can create one or more email addresses. When you create a new email account,
you'll have to pick email addresses that haven't already been chosen by someone else.
Let’ s see how you can create an Email account.

In the following example I am creating a new email account in rediff.com but you can
your create email account through any website

which offers free email creation like Google, Create a Rediffmail account

yahOO, Hotmail etc Full Hame : Rajendra <:_ ;
Yippie! The ID you've chosen is available.
Choose a Redifimalil ID : W @rediffmail.com
1. Open website www.rediffmail.com and <=
Password HEE T LT 12 eraraatens 2liowed
click on s

. . H Jord Sanget josdt psswand,
Alternate Email Address : wewille2nd Rto s 20000t

2. Now, click on Create a new account

Click if you don't have an alternate ID

Type username ,check the availability of — wsew et ik ket B
Date of Birth : Day | Month = Year -

this Email ID and type password and other — am . ®uas Orome
Ilive in Country = ﬁ

mandatory information for your email

City :  Selact -

account(See below)

4. Finally, click on Create my account.

5. Your email account creation is over. enaretesonn o+ T |

\ Create my account >>¢
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Now, you can send or receive emails with this ID. For writing new email, use Write Mail

or Compose option and to check the Incoming Email list, see the option Inbox.

all :)Write Mail Inbox Address Book Calendar g Mobile App |s..
Folders @ Bulk m=* |—

Inbox 7 MewMal x

type the email address
Send Save as draft  Cancel towhome you want to send
To _ theemail }
AddCe  AddBee
Message B 7z U A~ &« Aral v Normal ~ Link »» A IZ IS &= &
English +
Type the message here

Save to sent mail folder D Return receipt

Save asdraft Cancel

Social media sites: A social media site is a platform to build social networks and social
relations among people who share similar interests, activities, backgrounds or real-life
connections. Social media sites are web-based services that allow individuals to create a
public profile, create a list of users with whom to share

connections, and view and cross the connections within n ? @o
the system. Social media sites incorporate mobile 9
connectivity, photo & video sharing and blogging. Some =

popular social media sites are Facebook, twitter, 0
LinkedIn, Google Plus+, Instagram and Flickr. 5 o
Advantages of Social Media sites:

1. Social networking provides medium for self-expression.

2. Social media sites helps people stay in touch that might not do it otherwise.
3. Social media sites are used to help advertise goods and services.

4. Social media sites provide platform for job searches.



-

Disadvantages of Social Media sites:

1. Social media sites takes time away from other activities and can take over from real
time interaction.

2. Social media sites extend the gap between people who have access to computer
technology and those that don't.

3. Social media sites can be used to promote organized crime.

4. When social media sites are used excessively or in the wrong way, it could have
serious detrimental outcomes on both mental and even physical health of individuals.

Networking and Networks:

Computer Network: A computer network allows computers to g
exchange data, Information and share resources. The connections QRJ =
between computers (nodes) are established using either cable /
media or wireless media. = )}

Types of Network
There are many types of computer networks, including the following:
» Local-Area Network (LAN): The computers are connected in a building or office.
» Wide-Area Network (WAN): The computers are connected by telephone lines or
radio waves across country or continent.
» Metropolitan-Area Network MAN): A network designed for a town or city.
» Personal Area Network (PAN): A network contained within a user’s home that

connects a person’s digital devices.

1

B

Wark station // LAN

Warkstation Workstation Workstation

Warehouse

88



89

WORKSHEET

Fill in the blanks with correct option.

WAN, inbox, ISP, social media, directory, MAN, super, LAN, blog, search engine

1. Internet is also known as--«-=---==+--- network.

2. Network within a building is knows as «=+---+

3. Internetisa -=-oeeeee type of network.

4. Internet connectivity is provided by----------

SHRARERAEARERRE website used for sharing information, ideas and views.

(CREREEEEREE website is a Source to access all Websites at all levels and from all sectors.
7. Google is a popular:----««----weeeseeeeeneess

8. Incoming email list can be viewed through «-«=----oeeveeeeeeee

9. Facebook iS a .................. Site.

- Match left side terminology with the correct option from right side.

Ve




Solve the crosswords using the words from the lesson

L
G 0 L | E
M| A
W I P
A
N |T R | N T
R
P N B
B N
E W| O K
E T T
F | A B | O K W | E S T | E
R
L K
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Formative Assesment-1 (Chapter 1 & 2)
Max. Marks 40

Max.Time 1% Hrs.

1 Write the full form of LCD.

2  What do you mean by Computer?

3  Give an example of application software.

4  Expand RAM.

5  Give an example of Output device.

6  What do you mean by OS?

7  What do you mean by hyperlink?

8  What is Drop cap in MS word?

9  What is Input Device? Explain with an example.
10 Draw a block diagram of Computer System.

11 Differentiate between RAM and ROM

12 What are the main functions of Operating system?
13 Differentiate between Impact and Non-Impact printer.

14 What is Main memory, Define its characteristics.

15 What are the main functions performed by the CPU? Explain in brief.




Max. Marks 90

Summative Assesment-1 (Chapter 1,2&3)

Max.Time 2% Hrs.

0 N O O b W DN -
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28
29

Formula in MS Excel begins with ----------- sign.

Name a GUI based Computer language.

Which Inbuilt function is used to display Date and Time in MS Excel?
By default, MS Excel has Worksheets.

In Excel ---------------- function return smallest value in a selected range of cells.

What is mail merge?
Write any two types of text alignment available in MS Word?
What do you mean by OS?

Give an example of 4th Generation language & 5th Generation language.

Name a Device which is used for Input and Output both.

Write down steps to convert a paragraph into two Columns in MS Word.

What is Computer Language? Give an example.

Define System Software with an example.

Give three examples of Output Device?

What are the main characteristics of Secondary memory?

What do you mean by Conditional formatting in MS Excel?

Define Workbook and Worksheet of MS Excel.

Draw a labeled block diagram of Computer System.

Explain CPU in brief.

What do you mean by Application software? Explain with an example.
What do you mean by Cache memory? Write its main functions.
Write a short note on Dot matrix printer.

What do you mean by Sorting? How can we sort data in MS Excel?
Give differences between RAM and ROM.

How can we create hyperlink in MS Word? Explain with an example.

Differentiate between Impact and Non-Impact printer with example.

What do you mean by Header and Footer in MS Word? How can we insert

these in a document?

What do mean by Absolute and Relative reference ? Give example of each.

What do you mean by Input device? Explain any three.

iU
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Formative Assesment-3(Chapter 4,5&6)
Max. Marks 40

Max.Time 1% Hrs.

1 Write the file extension of HTML web page.

2  Expand HTML.

3 Name the shortcut key to show or view a PowerPoint presentation.

4  Write the file extension used for PowerPoint presentation.

5 Adobe Presenter presentation published in-----=--+---- format.
6  Write the purpose of <title> tag of HTML.

7  What do you mean by a Markup language?

8  Write down steps to Insert a Picture in PowerPoint.

9  What is the function of Animation painter in MS PowerPoint?
10 What do you mean by Slide Transition of MS PowerPoint?

11 Write a short note on Microsoft PowerPoint.

12 Why should we use Adobe presenter? Write its features.

13 What do you mean by WordArt? How to insert WordArt in MS PowerPoint?

14 What do you mean by Empty and Container tag of HTML? Give example.

15 Write down steps to Animate a text or object in PowerPoint.




Summative Assesment-2 (Chapter 45,6 & 7)
Max. Marks 90

Max.Time 2% Hrs.

Expand HTML.
Adobe Presenter presentation published in---------=--- format.

Write the file extension used for PowerPoint presentation.

Give an example of Slide Transition of MS PowerPoint.
Why we use Adobe presenter in MS PowerPoint?
What do you mean by Web browser?

0 N O O b= W DN+~

Name any two E-commercial website.
9 What is Intranet?

The webpage is can be viewed through-«--+-------- (Name the software)

10 Name any two types of Animation which are provided by MS PowerPoint.

11 Name any three popular search engines.

12 What is the function of Animation painter in MS PowerPoint?
13 Differentiate between Internet and Intranet.

14 Define PAN in brief.

15 What do you mean by Slide Transition of MS PowerPoint?

16 What is Email?

17 Write the purpose of <head> tag of HTML.

18 What do you mean by Instant (Chat) messenger? Give an example.

19 What are the advantages of disadvantages of Internet? Write any two of them.

20 Differentiate between LAN and WAN.

21 What do you mean by markup language? Give an Example.

22 Write short note on MAN.

23 Write down the process to open a website in computer.

24 Write some advantages and disadvantages of Social media site

25 Write down steps to Insert a Picture in PowerPoint.

26 What do you mean by Empty and Container tag of HTML? Give example.
27 Write down the steps to add a video in MS PowerPoint through Adobe

presenter.

28 What are various types of website available in Internet? Explain any three.
29 What do you mean by WordArt? How to insert WordArt in MS PowerPoint?

iU
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