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UNIT 1
TABLE CREATION IN WORD

1.1 Inserting Tables

A table is a grid of rows and columns that intersect to form cells.
1.1.1 Selecting no. of rows and Columns

# Steps to insert table

Click on Insert Menu

Click on Table button in Tables Group

Click on Insert Table .... Option

Insert Table dialog box appears as shown below,

- .
Insert Table M

Table size

Number of columns: [ | T=7 Select number of columns

Number of rows: o Select number of rows
AutoFit behavior

@) Fixed column width: |;A:to E[

(") AutoFit to contents

() AutoFit to window
[7] Remember dimensions for new tables

K] (auConcel | Click on Ok button

<
Figure 1. 1 : Insert Table dialog box

e Select the Number of columns and Number of rows
e Click on OK button

e Table appears as shown below with the specified number of columns and rows
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]

5 columns

Figure 1.2 : A Table — Intersection of row and columns

1.1.2 Insering new row and column

# Steps to insert new row and column in the table

¢ Right click on a row on which a new row needs to be inserted above or below.
e Click on the Insert option in the menu as shown in figure 1.3.

e Click on the Insert Row Above option in the submenu, a new row will be inserted
above the selected row.
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Figure 1.3 : Screen shot of Inserting a new row

Note: Click on Insert Column to the Left option to insert a new column to the left
of the selected column
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1.1.3 Merging the cells

# Steps to merge the cells in the table

e Select the cells to be merged.

e Click on Merge Cells in the menu as shown in the figure 1.4

Cut

Copy
Paste

B o=

Insert L4
Delete Cells...

Merge Cells

=1

Borders and Shading...
Text Direction...

.
=
=
=

Cell Alignment >
AutoFit 8
74 | Table Properties...

Figure: 1.4 : Merge Cells option in the Menu

e The selected cells will be combined (merged) as a single cell.

1.1.4 Filling the color in the cells

# Steps to fill color in the cells

e Select the cells to be colored and right click

e Click on Table Properties option

e A Table Properties dialog box appears as shown in figure 1.5.

e Click on Borders and Shading button

e A Borders and Shading dialog box appears as shown in figure 1.5.
e Click on Shading Tab

o Select the color to be filled with from Fill

e Click on Ok Button
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Figure 1.5: Filling color in cells screen shot

1.1.5 Alignment in the table (vertical and horizontal)

# Steps to Align the table

o Select the rows to be aligned and right click on the selection.

[SNo Name of the Student Class
1 Sri Ram v
2 Shravan VI

Figure 1.6 : Selected rows in a table
e Click on Cell Alignment option from the menu

o Different formatting options appear as shown below,

Cut
Copy

Paste

B & o<

Insert »
Merge Cells

Distribute Rows Evenly
Distribute Columns Evenly

Draw Table

ODE B 5 i

Borders and Shading...

Cell Alignment NS I=1=
AutoFit HEIEE]
Insert Caption.., @ Q tg

Table Properties... :

Figure 1.7 Cell Alignment option in the menu

B =

o Select the desired option from the patterns appearing in the submenu.

e The selected rows will be aligned as per the selected pattern.
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1.1.6 Table borders

# Steps to apply Table Styles, border and border color

e Select the cells/rows/column for which the border style has to be changed.

e Click on Design Menu. The Table Tools Design tab appears as shown below,

Insert Page Layout References Mailings Review View Design Layout

FirstColumn. [ e e e B o e o T & shading ~ A
Last Column 2SSz oz BRI g ordens iUl | | Vapt - B B
pivivpmnll fsbmmmn] |- e - ‘—R? Draw  Eras
Banded Columns A T |l Bottom Border Table
Options Table Styles T Top Border ders

Left Border

Right Border

No Border
All Borders

Table Styles

Outside Borders

Inside Borders

Inside Horizontal Border
Inside Vertical Border
Diagonal Down Border
Diagonal Up Border
Horizontal Line

Draw Table

View Gridiines

DER®NZ=E HBE@

Barders and Shading...

Figure 1. 8: Table Styles and borders menu

e Click on any one of the Table Style patterns in the Table Style group to change the

appearance of the table.

e Click on the down headed arrow on the Borders button in the Table Styles group.
A drop-down menu appears, from which you can choose the required border pattern.

e Click on the down headed arrow on the Pen Color button in the Draw Borders

group, to set the line color.

1.2 Draw Table
# Steps to Draw table

e Click on Insert Menu

Click on Table button in the Tables group.

Click on Draw Table option in the dropdown menu.

The cursor appear as a pencil, using which lines can be drawn.

Click on the place where the table needs to be drawn. Drag and drop the cursor.

and columns are required in the table.
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EXERCISES
. STATE TRUE OR FALSE

1. We cannot Insert a new row in between two existing rows in a table in MS
word.

2. We can merge all the cells in a column.
3. A table is an intersection of rows and column.

PRACTICAL EXERCISES

1. (i). Create a table in Microsoft Word to store 10 students personal details Roll

No., Name, Fathers name, Address, Boy/Girl and enter some random
data.

(if). A student with Roll No. 5 took TC, delete the row corresponding to the
student from the table.

(iif). A new student has joined in the class, insert a new row and fill his
details. Assign his roll no. as 11.

(iv). Save the file with the name “StudentsPer” and Close the file.

2. (i). Open the existing file “StudentsPer” and add one more field S.No. as the
first column and fill the serial number.

(i1). Color the first row with yellow color.

(iii). Apply all borders and make the outside border thickness as 1 pt.

3. Create a table in MS Word as shown below,

Registration form

Name

Roll No.

Class/Sec.

Date of Birth

Address

Contact No.

V-STD Atomic Energy Education Society
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UNIT 11
MORE IN WORD

2.1 Manipulating Paragraph

Paragraphs can be manipulated using the Paragraph formatting option that lets you control

the appearance of individual paragraphs

2.1.1 Selecting

Select the paragraph, which needs to be aligned. Right click and select Paragraph option.

e
Paragraph

- s = ma .

Indents and Spacing | Line and Page Breaks

General
Aigrment: [ TETER ~ |
Outline level: ivBodyText E]

Indentation
Left: 075:7‘—:2-” Special: By:

Right: b B Hangng  [=] 025" 5]

[T mirror indents

Spacding

Before: I;BL _@J Line spacing: At:

s pr B [oee [ E
I Don't add space between paragraphs of;e samé Astyle 7

Preview

| g bt

Figure 2.1 :Paragraph Dialog box

There are two tabs in the paragraph dialog box.

i. Indents and Spacing

ii. Line and Page Breaks

# Indents and Spacing

e Line space is the amount of vertical space between lines of text in a paragraph.

Single-spacing is Word’s default setting.
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e Paragraph space is the amount of space above or below a paragraph. Instead of
pressing Enter Key multiple times to increase space between paragraphs, you can set

a specific amount of space before or after paragraphs.
2.1.2 Moving

# Steps to move the paragraph

e Select the text you want to move.
e Press Ctrl + X to cut the text.
e Position the cursor where you want the text to be.

e Right click and click on Paste or Press Ctrl + V.

2.1.3 Copying
e Select the text you want to copy.
e Press Ctrl + C to copy the text to the Clipboard.
e Position the cursor where you want the text to be.

e Right click and click on Paste or Press Ctrl + V.

2.1.4 Page Layout Menu
COMPUTERMAI.WITHOUTEXCERCISEFORCLASSVasonl Microsoft Word

(Ehay
Home Inset | Pagelayout | References  Mailings Review  View  Developer  Add-ns
| Spacing 7] IO N 2
iti

B0 e 50 Ersed @ Dfe
""" .F nts 3_1Lin¢Numbers et 0 2| §2 Before: 12pt

The! eme: Marg g s Oriel u Siu Columns i | Watel ermari rk P g P g = —|| Position Bringto Sendto  Text Align Group Rotate
-EH cts ~  b¥ Hyphenation - || £3 Right: 0" | = After: 0 pt ront- Back- Wrapping~ ¥
mes

Page Setup | Page Backgrqynd Paragraph ) Artange

T O A = R
g Send
k

Figure 2.2: Page Layout Menu

The Page Layout Menu allows the user to control the look of the document. Page Layout Menu

allows to change the document orientation, page size, margins, indentation, line spacing and
paragraph settings.
2.1.5 Margins Setting

e Click on the Page Layout menu.

e Click on the Margins button in the Page Setup group.

2y Orientation ~ ¥= Breaks ~

=t

13 Size ~ 5] Line Numbers ~
Margins __
v == Columns ~ be~ Hyphenation ~
Page Setup M |

Figure 2.3: Margin button
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e Click on the required margin type from the drop down options. The entire document

automatically changes to the margin type that has been selected.

Or

e To specify some specific margin size, click Custom Margins option from the drop

down menu.

2.1.6 Orientation

The term portrait refers to the vertical orientation (long).
The term landscape refers to the horizontal orientation (wide). A page with landscape
orientation is wider than it is tall.
The default orientation of a document is portrait.
# Steps to change the Page Orientation from Portrait to Landscape
e Click on Page Layout Menu
e Click on Orientation in the Page Setup group

e Click on Landscape option

~ Home lnsert Page Layout References
n Colors ~ _J ]_j _l
...... Fonts =
Themes Marqms Onentatlon Slze Columns
[O] effects - =
Themes l bp
E] A 4 :;I Portrait e
éj Landscape

~

:

Figure 2.42 _Vli_andscape orientation
2.1.7 Paper Size (Legal & A4)

# Steps to change the paper size of the document.

Legall3.5 8.5 x 13.5in
85" x135°

e Click on Page Layout Menu e

e Click on Size in the Page Setup group. U s ™
. . J '::_lla;:n x 1fin

e Select the required Paper size Legal or A4 Tt e 230

A3 297 x 420mm
J 1165° x 16.54"

Mare Paper Sizes...

-

Figure 2.5: Paper size
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2.1.8 Page Borders

# Steps to change Page Border

e Click on Page Layout Menu

e Click on Page Borders button in Page Background group
e Borders and Shadings dialog box appears

o Select the border type from the settings tab

o Select the border style

e Click on ok button

e The selected border will be applied for the document

N9~ v l}m 7 COMPUTER MATERIAL WITHOUT EXCERCISE FOR CLASS V s on 12.2-18 0

soft Wor
Page Layout | Mailings i i v
e E e BBl e o )
ine Numbers ~ — E = pt :
Line Numb: : 12 pt ]
a ]

Home Insert

S| i Colors -
...... [A] Fonts -

[@] Effects -

Themes

Themes

4= Before:
Malglns Olleniatlun Slze Culumns Paosition Bring

2~ Hyphenation ~ :: After 0 pt Front

Page Setup

ick an diagram below or use
ttons to apply borders

Apply to:
|Who|e document |z|

Figure 2.6 :Borders and Shading dialog box

2.2. Indentation

Indent is used to describe the distance, or number of blank spaces used to separate a

paragraph from the left or right margins.
# Steps to apply indentation to a paragraph

e Select the text for which indent needs to be applied.
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e Click on the Home tab in the toolbar.

e Click on the Increase Indent button A in the Paragraph group.
2.3. Wrap Text/Positioning Image

Text wrap is used to arrange a picture or diagram with text. The text wraps around the

graphic.
# Steps to Wrap text around a picture
e Select the Picture
e Click on Format tab
e Click on Text Wrapping in the Arrange group
e Click More Layout Options.

e An Advanced Layout Window appears as shown below,

w View Dueloper Add-Ins

[P — @Pldure Shape ~ 4 Bring ta Front ~ |
‘ - u m Q . L_/ Picture Border ~ B Send to Back ~ :[
= Position|
¥ b Picture Effects ~ ~ |38 Text Wrapping -

Picture Styles I Arrange

w——-ﬂ — |
‘ Advanced Layout ;_.x—. 2] T
TextWrapon
\| | Wrapping style
Square Tight Through Top and bottom
I Behind text In front of text In line with text
Wrap text
Both sides Left only Right only Largest only
| Distance from text
Top o0 + Left [0:13° 2l
Bottom [0" -+ Right [0.13" + |
. o

Figure 2.7: Advanced Layout Window

e Choose the required text wrapping pattern from the options displayed.
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EXERCISES
. STATE TRUE OR FALSE

1. By default the page orientation is Portrait.

2.We cannot change the space above the paragraph.
3. Wrap text is used to arrange a picture with text.
4. Landscape refers to horizontal orientation.

5. Double spacing is Word’s default setting.
PRACTICAL EXERCISES

1. (1). Create a word file on the topic “Sports”. Write 2 paragraphs about Sports
and its importance.

(i1). Make the line space as Double.
(i11). Save the file with the name “Sports” and Close the file.
2. (1). Open the existing file named “Sports”
(ii). Set the margin sizes as given below.
a. Left: 1,5 inches
b. Right: 1 inch
c. Top: 1inch
d. Bottom: 1 inch
(i11). Set the page orientation as Landscape.
(iv). Set the paper size as A4.

(v). Draw page border in the document.
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UNIT- 111

WORKING IN EXCEL

3.1 Working with Sheets

e A worksheet is a collection of cells, where data can be entered and manipulated.
e Acell is an intersection of a row and a column.

e Rows are named with Arabic numbers.

e Columns are named with Alphabets.

e By default the workbook consists of three worksheets.
3.1.1 Creating/ Deleting Sheets
# Steps to Insert a new worksheet in front of an existing worksheet

e Click on the Home tab.

e Click on Insert in the Cells group.

e Click on Insert Sheet from the drop down menu.

(On) )
(B3 ) -
T —
\—/ \ Home | Insert Page Layout Formulas Data Review View Developer
= R— - = el T
B )t Calibri -u (A [E= General - ﬁ ﬂ - 5""“’5”"'
i 53 Copy s o ~—g | —— = == | ! - Fill ~
| Paste - || i - = = == s N v il <0 .00 Conditional Format Cell Insert | Delete Format
=" Format Painter B 1 U [ERIES LW: = =3 5 B veroe s Center |g§ % o | Formatting ~ as Table v Styles ~ ‘ - - > || 2Cear~
Clipboard | 3 Font e Alignment il Number e8| Styles 5= Insert Cells... ! E
Al -0 fe| 2= Insert Sheet Rows
A T R T — T — H T — K L | ™ N %' | Insert Sheet Columns | |
1 [ Insert Sheet I
2 4
3 | Insert Worksheet (Shift+F11)
4

Figure 3.1: Insert a new worksheet in front of an existing worksheet
Or

# Alternative steps to Insert a new worksheet

e Right-click on the tab of an existing worksheet
e Click on Insert.
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15 l Insert...

i Delete

_]_'7__ Rename
- Move or Copy...
19 s

‘5 -= View Code

z &)y Protect Sheet...
22 Tab Color L4

E‘ Hide

ﬁ Unhide

= Select All Sheets
4 4 » M| Sheetl7 - -
Ready | 2] |

Figure 3.2: Insert option in the Menu
e Insert Window appears as shown below,
e Click on Worksheet from the General tab.
e Click on OK button.

Insert

General | spreadsheet Solutions

T]a 3 &

Worksheet Chart MS Excel 4.0  International Preview
Macro Macro Sheet

]

MS Excel 5.0
Dialog

Preview not available.

-4 b | Sheetl ~Sheet2 “Sheet3 /I (N —

Figure 3.3: Insert window
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# Steps to Delete a worksheet

* Right-click on the sheet which needs to be deleted.
o Click on Delete from the menu.

14 |

15 Insert...

16 ! Delete

. t Rename

= i Move or Copy...

19 _

20 Q& view Code

21| &y Protect Sheet...

22 Tab Color »

23 | Hide

24 |

25 — Select All Sheets
M4 M| Sheelmmfﬁ;r?-j
Ready | =]

Figure 3.4: Delete option in the Menu
3.1.2 Renaming Sheets

# Steps to Rename a worksheet

¢ Right-click on the sheet tab that needs to be renamed.
e Click Rename option.
e Select the current name, and then type the new name.

e The sheet will be renamed.

13
14
E Insert... |
,li Delete i
17 l Rename [
.E Move or Copy... |
22 Qaz'l View Code
%:— @ Protect Sheet...
?2" Tab Color »
23 Hide
2i Unhide,
25 Select All Sheets |
4 4 > M| SheetT "SHestr"Shesty~ +J
Ready | & |

Figure 3.5: Rename in the Menu
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3.1.3 Copying / Moving Sheets

e Click on the Home tab.

e Click on Format in the Cells group

¢ Click on Move or Copy Sheet

Page Layout Formulas Data Review View Developer = X
j ;z:‘w | calibri -5: - LT_,{LFT’Q{ S Wrap Text ‘ffieval - ﬁ] ﬁ @ ‘g- % :_ } ;::It?sumv ﬂ lﬁ
Paste 7F°mmm';|n 2 U-[[E-] S5 A [E = E(EE Evegeacenter- (B % 1|62 f:,:‘,:'.'}ﬂ,’;al JFomat St:le::v ; nsert Delete[Format . sona ;LT::&‘
Clipboard ] |5 Font 1 Alignment &) Number o] Styles. { Cells | censize
Al - E_I =¢|: Row Height... ¥
Ca T T U NS N H TR - P N T Y AutoFit Row Height =
a1 3 Column Width...
,i, mj:ault Width...
#67 Hide & Unhide >
= Organize Sheets
z Rename Sheet
9 Move or Copy Sheet...
10 Tab Color >
EE P 1
12 =
22 ()3 Protect Sheet...
i:i @ Lock Cell
15 g Format Cells...
Figure 3.6 : Move or Copy worksheet
Or
# Alternative steps to Move or Copy Worksheet
e Right-click the Worksheet tab which needs to be Moved/Copied.
e Click on Move or Copy option.\ from the Menu.
14
L Insert...
16
Delete
17
18 Eename
19 Move or Copy..
20 Gl View Code
21 &)y Protect Sheet...
22 Tab Colar
23 Hide
24
25
Select All Sheets E
M 4 r H| Sheel., = ol
Figure 3.7: Move or copy Sheets
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Move or Copy dialog box appears as shown below,

Click here to
nove the
sheet

10
11 3 n :
M C en
12 ove or Copy
13 Move selected sheets
14 To book:
15 !Bookl E
16 Before sheet:
-
17 Sheet2
A o T—
19 {move to end) b
20
21 -
22 greate a copy
23

Click here to
create a copy

Ready | *J |

Click on the move to end option for moving the sheet to the end of the workbook.

Click on the Create a copy option to create a copy of the sheet in the same

workbook.

To create a copy of the worksheet in another work book, click on the drop down

Figure 3.8: Move or Copy dialog box

button given below the ‘To book” .

o Select name of the other excel workbook to which the sheet has to be copied.

Click OK button.

3.2 Inserting new row and column

To add new data within an existing worksheet, you can insert new rows or columns.

# Steps to insert new rows or columns

V-STD

e Select the cells, rows, or columns where you want the new, blank cells to

appear.

e Click on the Home tab, Click on Insert command button in the Cells group.

e Click Insert Cells on the drop-down menu.

Atomic Energy Education Society
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The Insert dialog box opens with the following option buttons:

o Shift Cells Right: Select this option to shift existing cells to the right
to make room for the blank cells you want to insert.

o Shift Cells Down: Use this default option to instruct the program to
shift existing cells.

o Entire Row: Select this option to insert complete rows in the cell
range. You can also select the row number on the frame before you

choose the Insert command.

o Entire Column: Select this option to insert complete columns in the
cell range. You can also select the column letter on the frame before

you choose the Insert command.

-2 X
% q'ﬂlnsertq | =~ Ay

il

S 39 Insert Cells... % |

orma e hd &
as Table ~ Styles > ||| 5@ | Insert Sheet Rows lect ~
;tyl_es : uf Insert Sheet Columns —
; Insert Sheet

K T 2 — A0

i «

Figure 3.9: Insert new row and column
3.3 Deleting/ Hiding the rows and columns
# Steps to delete rows or columns

e Select the cells, rows, or columns that you want to delete.

e Click on the Home menu.

e Click the arrow next to Delete in the Cells group and then do one of the following:
o To delete selected cells, click Delete Cells.
o To delete selected rows, click Delete Sheet Rows.
o To delete selected columns, click Delete Sheet Columns.

Or

V-STD Atomic Energy Education Society
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#Alternative Steps to delete rows or columns

Select the cells, rows or columns to be deleted.
Right-click on the selection.
Click Delete.

If you are deleting a cell or a range of cells, in the Delete dialog box, click Shift cells

left, Shift cells up, Entire row, or Entire column.

If you are deleting rows or columns, other rows or columns automatically shift up or
to the left.

# Steps to hide rows or columns

Select the rows, or columns that you want to hide.

Click on the Home tab

Click on Format in the Cells group.

Click on Hide & Unhide option in the Visibility tab.

Click on Hide Rows or Hide column according to the requirement.

Selected rows or columns will be hidden.

Or

#Alternative Steps to hide rows or columns

Select the rows or columns that you want to hide.
Right-click on the selection.
Click on Hide.

Selected rows or columns will be hidden.

3.4 Changing the width and height of the column and row

# Steps to change the width and height of the column and row

V-STD

Select the columns or rows for which width or height has to be changed.
Click on the Home tab.

Click Format in the Cells group.

Click on Column Width or Row Height as required.

Atomic Energy Education Society
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e In the Column width box or Row Height box, type the value.
e Clickon OK.

e The Width or Height of the column or row will be changed as mentioned.

FoEh || X AutoSum ~ 5?
||| 3] Fin - m

Sort & Find &

1 (2 Clear ~ Filter = Select ~ ‘
== f‘“" — Click here to
— S0 RowHeight.. | S— Change the Row
M AutoFit Row Height height
= Column Width...
AUtoFit Column Width
Default Width... Click here to
Visibiity Change the Column
Hide & Unhide » width
Organize Sheets
Rename Sheet
Move or Copy Sheet...
Tab Color 4
Protection
&)y Protect Sheet...
5] Lockcen

%F Format Cells...

Figure 3.10 : Row height and Column width
3.5 Find and Select the data in a given range

# Steps to find and Select the data in a given range

e Select the range of cells in which you need to find a data
e From the home menu, Click on Find & Select button in the Editing group
e Click on Find option.

e Find and Replace dialog box appears as shown below,

rFind and Replace ’ ? XS |
Find | Replace
Find what: ‘ I:{l
Options >>
| Fndal | [ EndNext | [ Cose |

Figure 3.11: Find and Replace dialog box
e Type the data you want to find the Find What box
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3.6 View Menu
3.6.1 Gridlines

Gridlines are the light gray lines that divide each of the cells, rows, and columns in a
spreadsheet.

Figure 3.12: Gridlines in Excel
Gridlines appear by default in the excel sheet.
# Steps to remove the grid lines
e Click on the View menu.
e Clear the Gridlines check box in the Show/Hide group.

e The gridlines will be removed and a plain sheet will be displayed.

Formulas Data Review ‘ View |
[V] Ruler V| Formula Bar Q i
I,’: Gridlines V! Headings :
e Zoom 1
| | Message Bar
Show/Hide “

Figure 3.11:Gridlines in View menu

3.6.2 Freeze Panes

Freeze panes option is used to keep the first row and first column visible while scrolling
down.

e Click on the View tab.
e Click on the Freeze Panes button in the Window group.
e Click on the Freeze Panes option in the popup menu.

e When you scroll, row 1 and column A will be seen.

V-STD Atomic Energy Education Society 21/51


https://www.computerhope.com/jargon/c/cell.htm
https://www.computerhope.com/jargon/r/row.htm
https://www.computerhope.com/jargon/c/column.htm

i I View l Developer

- Q ‘mmm @’ E Split 1) View Side by Side E E | [
¥ SN
0 e . ™ Hide ;.-.iI Synchronous Scrolling 3
Zoom 100% Zoomto New Arrange |Freeze : - %5 Save Switch N
Selection | Window Al (Panes~i | Unhide | 114 Reset Window Position | workspace Windows ~
Zoom Freeze Panes N
Keep rows and columns visible while the rest of
the worksheet scrolls (based on current selectio
& H | J | Freeze Top Row Freeze Sheet Panes
Keep the top row visible while scrolling through
the rest of the worksheet.
Freeze First Column
Keep the first column visible while scrolling
through the rest of the worksheet.
Figure 3.12: Freeze Pane
3.6.3 View side by side

This feature allows the user to view two different workbooks at the same time or view

two different spreadsheets of the same Excel book at once.

# Steps to view two worksheets in the same work book side by side
e Click on the View menu.
e Click on New Window button in the Window group.

e Click ‘n’ number of times on New Window to display ‘n’ worksheets at a time

side by side.
e Click Arrange All in the in the Window group.
e Arrange window dialog box appears.
e Click on the required arrangement option.

e Click on OK.
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e Home Insert Page Layout Formulas Data

Review

=1l 7] Rul V| Formula Bar = = split % ==
= \:l V| Gridlines V| Headings 12 | ) " Hide | 3] Synfhronous Scrolling ‘ % E
Normal| Page Page Break | Custom Full oom 100% Zoomto | New Mrange|Freeze ‘ : Save  Switch | Macros
Layout Preview | Views Screen | || Message Bar Selection | Window || Al [Panes~ ] Unhide | 314 Rese} Window Position | workspace Windows -
Workbook Views Show/Hide /-\ Zoom - Window Macros )
AL -Q &1 X7 [0 N, 7N (-4 ¥
5] Bookl xlscl U 5 % Booktaisc ~—
[iA‘B‘C‘_D_ElF‘G]_H_I:Ji\iA_B‘C}D_E_F:G}HLI_J
2 1l i 2
2 1 22 2
3| 1 3 2
4| 1 4 2
5| 1 5 2
6 1 6| 2
Al 1 7 2
8 | 1 8 2
9| 1 9 2
10 1 10| 2
| 1 Il JEES 2
12| 1 12 2
13| 1 13 2
14 1 14 2
15| 1 15 2
16 | 16
17] 17
18
' Sheet»of Book 1
20

' 16052018

Figure 3.13: Screen shot of viewing two worksheets of same work book side by side
# Steps to view two worksheets in different work book side by side

e Click on the View menu.

e Click on View Side by Side button in the Window group.

View

Q] E

Zoom 100% Zoom to
Selection

1) View Side by Side

i3] synchronous Scrolling

=

Page Page Break | Custom Full

ey H B S ==-a =

New Arrange Freeze B ) Switch Macros
Layout Preview | Views Screen : Window Al Panes~ ] Unhide | 14 Reset Window Position | workspace Windows ~
Workbook Views. Zoom Window Macros
_ = = —
F12 bl ﬂ View Side by Side
- View two worksheets side-by-side
< i s S S . v e Bosc so that you can compare their

A | B | ¢ | o | e |uEll s H 1 J A contents, F 6 | H

5iﬁfalu‘E|$|E|E|S‘w|w[w|a|u‘a|w\~|u
% 5‘5|G‘§|E’K}lb|5‘w|m)u|m|u‘a w‘Nlu

Figure 3.14: Screen shot of viewing two workbooks side by side
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3.6.4 Synchronous Scrolling

Synchronous Scrolling is used to scroll down both spreadsheets at the same time and

compare the differences.

# Steps to activate Synchronous Scrolling

e Click on View menu
e Click on Synchronous Scrolling.
e While scrolling both the windows will scroll together.

Note: This option can be enabled when View Side by Side feature is enabled.
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EXERCISES

I. Fill in the blanks with the correct answer by using the words given below
in the box.

Freeze Panes, View side by side, Synchronuos Scrolling, worksheets, Alphabet
and Arabic Numbers

1. is used to view two workbooks at a
time on the screen.

2. is used to scroll down both
spreadsheets at a time.

3. Is used to keep the first row or some selected
rows visible while scrolling down.

4. In excel a cell is named with the combination of

5.By default a workbook has three

PRACTICAL EXERCISES

1. (i). Create a table in the sheetl of a new workbook using Microsoft excel.
Enter 10 Students mark details with the fields S. No., R.No., Name,
English marks, Hindi marks, maths marks and EVS marks.

(ii). Delete sheet2 and Sheet 3 from the workbook.

(iif). Rename sheetl as marks.

(iv). Insert a new column named class/sec after the Name column.
(v). Change the width of the Name column as 25.

(vi). Change the Row width as 10 for all the rows.

(vii). Save the excel file with the name “Marklist”.
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2. (i). Open the workbook named “Marklist” .
(ii). Freeze the first row. Save the file and close it.

3. (i). Create a table named “CCA_PrizeList” with the fields S.No., R.No.,
Name and No. of CCA prizes won in a new workbook for the same set
of students whose marks are entered in “Marklist” workbook.

(if). View the “Marklist” workbook and “CCA_PrizeList” workbook side by
side and scrolldown synchronously.
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UNIT- IV
INTRODUCTION TO MULTIMEDIA

4.1 Introduction to Multimedia

4.1.1 Definition

Multimedia isa combination of different content formssuch as text, audio, images,

animations and video.

MULTIMEDIA ELEMENTS

DYNAMIC
ELEMENTS Q
VIDEO ANIMATION AUDIO
STATIC
ELEMENTS

TEXT GRAPHICS

Figure 4.1: Multimedia elements

4.1.2 Uses of Multimedia
Multimedia is used in almost all the fields.

e Advertisement - Prints or electronic advertisements are prepared on the computer

using multimedia

e Education - Multimedia is broadly used in the field of education and training. Audio,

video and animation plays important role in Educational CDs.

¢ Mass Media - It is used by the journalists for preparing magazines and newspapers.

e Gaming Industry - Video Gaming is an exciting application of multimedia.
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e Medical field - Multimedia is also used by the surgeons as they can use images
created from imaging scans of human body to practice complicated procedures such
as brain removal and reconstructive surgery.

e Fine Arts - Multimedia artists use different media that incorporates interaction with
the viewer.

e Engineering - Software engineers often use multimedia in simulations.

e Research - Multimedia is used for modelling and simulation for research.

4.1.3 Hardward and Software required
# Multimedia Hardware Requirements

e A Computer System (CPU, Monitor, Keyboard, Mouse).
e Sound Card
e Video Capture Card

e Graphics Card

# Multimedia Software Requirements
e Painting and drawing tools. Example: Corel Draw.
¢ 3-D Modeling tools. Example: 3D Studio Max.
e Image editing tools. Example: Adobe Photoshop & PaintShop pro
e Sound editing tools. Example: Cool Edit
e Animation, video and digital movies editing tools. Example: Adobe Premiere and

MediaShop Pro.

4.2 Media Player
A media player is a computer program for playing multimedia files like videos, movies and

music. Media players commonly display standard media control icons.
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[CWrombisuroe VR T W = =sEo
4.2.1 How to open and use S EEETTY

# Steps to Open Media Player

e Click on start button.

e Click on All Programs.

e Click on Windows Media |#« mw—

w § Updating media lbeary: CliersiAd.. 3%
Player. e — :

e The windows media player

window appears as shown in figure 4.2

Figure 4.2: Windows Media Player window

# Steps to Use Media Player

e Steps to play a CD or DVD

o Insert the disc you want to play into the drive.

o The disc starts playing automatically. If it doesn't play, open Windows Media
Player, and then, in the Player Library, select the disc name in the navigation
pane.

e Steps to play a video saved in the computer

o Open Windows media player.

o Select the disc name, in the Library.

o Click on the play symbol.

(8 © | = 'LN*@ phi) # —® ) | Click here on play
button

Figure 4.3: Play button

4.3. Sound Recorder P B caoimr ]

B8 Command Prompt
@3 Connect to a Network Projector
-,_J Connect to a Projector
-l Getting Started

record sounds. i

) . E Motepad

e A sound card and a microphone plugged in, or a webcam @i aint
& Remote Desktop Connection
5] Run
% snipping Too
Sound 4 Sticky Motes

—

Figure 4.4: Sound recorder option in the menu

e Sound Recorder application in Windows 7 is used to

with a microphone built in is required for recording the
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e Recordings are saved as Windows Media Audio files and can be played by any media

player.
4.3.1. How to open and use Sound recorder

# Steps to open and use Sound recorder

e Click on Start button
e Click on All programs
e Click on Accessories

e Click on Sound Recorder

# Alternative steps to open and use Sound recorder

e Type the word sound in the Start Menu search box.

e Inthe Programs list of search results, click Sound Recorder.

Programs (1)

|1M

Control Panel (16)

1’{ Sound
Find and fix audio playback problems
Find and fix audio recording problems

Music (3)
4| Kalimba

|| Maid with the Flaxen Hair
|| Sleep Away

5_;' See more results

|'sound % | |Shu‘td-own 3 |

Figure 4.5: search result for sound recorder

e The Sound Recorder window appears as shown below,

=Ty
\, Sound Recorder u

@ Start Recording 0:00:00 ‘ @ -

4

Figure 4.6: Sound Recorder window

e Click on Start Recording

e The duration of the recording being displayed by the timer

V-STD Atomic Energy Education Society

30/51



\, Sound Recorder

| @ Stop Recording IOO:00:07I 1 @ - |
i
I Duration of Recording |

e Click on Stop Recording to complete recording.
e Save as window appears, Choose a location and enter the file name.

e The default file extension is wma and the file type is Windows Media Audio.

Note: Other file extensions are not supported by this program. If you want your

recordings stored as mp3 files, you will have to convert them with another program.

4.4. Movie Maker

-
B w = MyMovie - Movie Maket - - m—— - — - - — -
[j F \ % Webam video & Title e . ———
[ ~ J d
Paste Add videos Jnt et
and photos [& snapshot A Credits *
£dni

4
o
y
"

Add videos and photos

Add videos and photos to the
project

i—- Click here to browse for videos and photos

00:00.00,00:00.00

Figure 4.7: Movie maker window

Windows MovieMaker is an easy-to-use, video creating and editing software useful for film

making.

4.4.1 Inserting image
# Steps to Insert image

e Click on the Add videos and photos button shown in figure 4.6.

e Add Videos and Photos window appears as shown below,
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Add Videos and Photos - =5

% [J « Unit4Images » Pictures for making movie « [ 3 [ Search Pictures for making me... P

Organize ¥ New folder =~ 0 @
9 o —

- Favorites

B Desktop % R

18 Downloads "o

il Recent Places Desertjpg Flower,jpg Hydrangeas.jpg Jellyfish.jpg

- =

8 Computer —— =

= 3 i a

N Koalajpg Lighthouse,jpg Penguinsjpg Tulipsjpg

1% Computer
&, HCL_DISKI (C)
s HCL_DISK2 (D)
o HCLDISK3 () ~

File name: v | Videos and Photos (*jpg;*.png; v

Figure 4.8: Add videos and Photos window

Select the image file location and click on the images that needs to be inserted in the

WB | &% ¢ s | MyMovie- Movie Maker Video Tools
Home = Animations  VisualEffeds  Project  View Edit
DA ] D treemre e -— -
) ./ Record narration ~ ] Caption — |-
Paste | Addvideos | Add - b — h e | ZA Rotate right {Ci] Select all
and photos fnusic - [& Snapshot 43| Credits ~ — == | 4 i
ot i - e -
Click here to add images
- Recommended for this project
’ | .
— | Common settings
A | e ”
- e 3
(!
4 <i'e)
00:49.03/00:56.00 [X .
" e
] droid Phone (medium
4 > i» =
Sig Aopieinone
| Mg Eeature Phone parg
Slg Feature Phone smalf
Ol te custom setting.

Figure 4.9: Adding more images — screen shot
After inserting all the images that needs to be placed in the movie, Click on Save

movie button

Save Movie window appears, select the location to save the movie and type the name
for movie.

Click on Title button in the Add group.

Using Title, Caption or Credits under Home menu text can also be added on the
images.

To move the photos choose the animation pattern from“Pan and zoom” options under
the Animations menu.
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4.4.2 Setting timeline

# Steps to Set timeline
e By default, each image duration is 7 seconds.
e To change the duration, click on Edit menu and give desired value in the duration

field.

E o9¢- ]MyMovie-MovieMakle g Video Tools ; s

| =R Home Animations Visual Effects Project View | Edit

WY & Fadein: v <, £5 Speed: b - | sl S Set start point

|
Video o Fade out: - | Background Iy puration: 7.00 ~|| sSeiit Trm I Set end point
volume e color~ & tool £
Audio Adjust ! Editing
I

Figure 4.10: Screenshot changing the duration

4.4.3 Publishing movie

# Steps to Publish movie

Click on File.

e Click on Publish movie

e From the Publish movie on the web sub menu choose the option on which the movie

has to be published.

o™ = .
Mew project Publish movie 0n the web —— -~ — & Routeren X Remove [
_— [ S e o A Rotate rignt (3] Select at f o Swe  Sign
r Qpen project mones  m
- toMowse theme: Editin, Shate
0 ' J
b sovevrose a
-
H Save project
g -
Q Publish movie ’
At [l A SUN FLOWER | ABeaumFuL
B Sovemove »
g&j Groups
l" Import from gevice
B s0dapign
3= options T
_ﬂ Manage your s
0 Aboyt Movie Maker
b

Figure 4.11: Publish movie option in the menu
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EXERCISE
I. Answer the following
1. Define - Multimedia.
2. Write down any 4 fields where Multimedia is used.
3. How is multimedia used in Advertisement and Gaming field.
4. Write down the Hardware requirements of Multimedia.
5. Write down the Software requirements of Multimedia.
PRACTICAL EXERCISE

1. Open sound recorder, record the steps to open and use sound
recorder.

2. 1. Insert 10 images (of flowers, animals and birds) and make a
video using movie maker.

iIl. Set the duration of each image as 20 seconds.

V-STD Atomic Energy Education Society

34/51



UNIT-V
MAKING A POWERFUL PRESENTATION
5.1 Design Menu

Design menu allows to add a theme, color scheme or format the slide background.

5.1.1 Slide Designs

wEny
t—/" Menus Home Insert I Design I Animations Slide Show Review View Developer @

3 EColors =
Background Styles -
D IE' 'fd Aa ‘ a - Fonts - @ . L

Page Slide pEEs EmEmE m _ ' Hide Background Graphics
Setup Orientation = £ v [C]effects . "
—
Page Setup 7~ Themes Background F]

Slide Designs

Figure 5.1: Slide designs in the Design menu
# Steps to apply slide design

e Click on the Design Menu
e From the themes group, select a theme and click on it .

e The selected theme will be applied to all the slides.

5.2 Transition Menu

Transition menu is used to change the Set up (appearance) when the slides change from one

to the next.
5.2.1 Different Effects on slides

# Steps to apply a transition to one slide

e  Select the slide for which transition needs to be applied.
e  Click on the Animations tab.

e  Click the More drop-down arrow to display all available transition effects.

Different transition effect patterns will appear as shown in figure 5.2.
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Animations Slide Show Review

Figure 5.2 : Transition effects
o Select and Click aslide transition effect to apply from Transition to This

Slide group.
# To apply a slide transition to all slides

e  Select the Animations tab.

e  Select and Click a slide transition effect to apply from Transition to This
Slide group.

e  Click Apply To All to apply the transition effect to all slides in the

presentation.

| Animations | Slideshow  Review  View  Developer  Adddns

i r r . . ) : ] . Transition Sound:
Ly ey ) | o] | ] O] T e

Transition to This Slide

Figure 5.3: Transition effects
5.3 Animation Menu

Animations menu is used to choreograph the movement of things on your slides. Note that

you can see many possible animations in the gallery in the Animation group, and see more of

them by clicking More |7 .
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5.3.1 Different effects on object
# Steps to apply animation

e Click on Animation Menu
e Click on Custom Animation button in the Animations Menu

e Custom Animation window appears as shown below,

@.

71,, e

2. Box % » I Click I

3. Checkerboard | ¥  Exit » htal =]

4. Diamond {? Motion Paths » I

5.FlyIn

i 1) A Title 1: Vstd

More Etfects |2‘ﬁ 3k Title 1: Vstd

Figure 5.4: Custom Animation

e Select the required Animation pattern

e The preview of the Animated slide will appear.

5.4 Viewing Presentation in Different Ways

Different views allow you to manage different aspects of your presentation.

# Power point presents the following different views.

e Normal View

e Slide Sorter View
e Notes Page

e Slide Show View

Home  Insert Design ~ Animations  Slide Show Review View
= @ -] ! Ruler Q
.. = — " Gridlines :
| Slide Notes Slide Slide Handout Notes : Zoom Fitto
Sorter Page Show | Master Master Master| | | Message Bar ~ Window
‘Presentation Views ~ || Show/Hide Zoom

Figure 5.5: Presentation view
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# Normal View: By default power point uses Normal view with three frames.
e The larger frame on the right shows the Current Slide.
e The left frame has two tabs:

o Slides tab - displays the slides as thumbnails

o OQutline tab - displays a written outline for each slide of your presentation.

e The bottom frame is for writing notes about the slide.

'E'fr!‘ [ e S O G R R A R S T T S RS e e R e e R A R R L s e P
1

Power point presentation

Normal view
Slide 1

siide s

| Click to add notes

" Slide1of5 | "OfficeTheme | < English india) | —

Figure 5.6 : Normal view

5.4.1 Managing Slides in the Slide Sorter View
# Slide Sorter View - Thumbnails of all the slides in the presentation will be displayed.

Allows you to sort, move, add and delete slides easily.
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Home Insert Design Animations Slide Show Review View Developer Add-Ins

Figure 5.7: Slide Sorter View

5.4.2 Running a Presentation in the Slide Show View
Slide Show View plays the presentation from the beginning with animation.
# Steps to View Presentation in Slide Show view

e Click on the “Slide Show” menu in the Ribbon.

e Click the “From Beginning” button in the “Start Slide Show” group to start the slide
show from the first slide or click the “From Current Slide” button to start the slide
show from the currently selected slide.

e The Slide show view begins and the slide will be displayed as shown below,

Power point presentation

Slide 1

Figure 5. 8: Slide Show View
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e Use the arrow keys on the keyboard to move to the next slide in the presentation. (Up

or left arrow key to go back, right or down arrow key to go forward).

e Click on the Esc key on keyboard to go back to Normal view.
5.5 Previewing and Printing a Presentation
# Preview of the Presention

e Click the Microsoft Office Button ~ (©3

e Point to the arrow next to Print, and then click Print Preview.

p—

j Preview and print the document
| New
& Print

~ B Select a printer, number of copies, and

7 Open other printing options before printing.

© Quick Print
| I Save # Send the presentation directly to the ‘
- default printer without making changes.
= A Print Preview
lﬂ SaveAs ¥ g\ Preview and make changes to pages before
printing, ‘

h‘f Print >

1
;éf’ Prepare  »
‘ﬁ Send »

/ ish >
o Publish

_T Close

[Q PowerPoint Options i ‘X Exit PowerPoint i

Figure 5.9: Print Preview option in the menu

e The Preview of the Slides appears.

e To print more than one slide in a page, click on Print what down arrow in the page

Setup group.

o\ o e
- Print Preview

‘&{ }:E} [_§ Next Page

g‘ ] - : 3
com ii‘E;] Print What: =3

Print Options | sjides [=]| arientation || Zoom Fitto 4 Previous Page | Close Print
> - Window || 3 Preview
Print Slides Zoom Preview

Handouts (1 Slide Per Page) -
Handouts (2 Slides Per Page)
Handouts (3 Slides Per Page)
Handouts (4 Slides Per Page)
Handouts (6 Slides Per Page)
Handouts (9 Slides Per Page)
Notes Pages

Qutline View

Figure 5.10: Handouts option
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e Click on any one of the available option from the

menu.

Slides
Handouts (1 Slide Per Page)

Handouts (2 Slides Per Page}

Handouts (3 Slides Per Page)
Handouts (4 Slides Per Page)

Handouts (9 Slides Per Page)
Notes Pages
Outline View

Figure 5.11: Screen shot of 6 Handouts per page
5.5.1 Selecting Page Setup Options
# Selecting Page Setup Options

e Click on the Print Preview menu
e Click on the Orientation button in the Page Setup group

e Select the Landscape option to take print in Landscape.
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5.5.2 Printing a Presentation
# Printing the Presentation

e Click on the Print button in the Print group.

e Print dialog box appears as shown below,

E E————

Printer
8 P [2] [ eropertes |
Status: Idle Z
Type: HS Printer
Where:  PrintPort1:
Comment: Printto file |y
Print range Copies
@ al () Currentslide  (7) Selection Number of copies: |
Custom Show: I H
© Sides: | |
Enter slide numbers and/or slide ranges. For example, I
1,3,5-12
Collate
Print what: Handouts r
— o5
Color/grayscale: Order: @ Horizontal () Vertical | 5|5 h
Scale to fit paper [|Print hidden siides
[¥]Frame slides [T High quality
["Print comments and ink markup
(o ][ concel |
l——  ——e————— = —————%

Figure 5.12: Print dialog box
e Click on OK button

5.6 Showing Presentation using Projector

e Click on Slide Show menu.

e Click on Set Up Slide Show button in the Set Up group.

@ Home Insert Design Animations |SIideShow Review View Developer Add-Ins

P ¥

e [ ot ¥ Record i i Use Current Resolution ~ ‘
o= se:) —_—
S 7 e @ Rehearse Timings (=2 Show Presentation On: *|
From From Custom Set Up Hide ) o ———————
Beginning Current Slide | Slide Show v || /Slide Show' Slide |¥| Use Rehearsed Timings || | Use Presenter View
Start Slide Show Set Up Monitors

Set up advanced options for the
| slide show, such as kiosk mode.

It
Figure 5.13: Set Up Slide Show button

V-STD Atomic Energy Education Society 42/51



¢ Inthe Set Up Show window, select the second monitor choice under Display slide
show on, i.e. anything besides Primary Monitor.
« Now select the check box for Show Presenter View. This will enable the presenter

mode on the monitor that is selected.

Figure 5.14: Set up Show window

« Run the presentation, the presentation will be displayed on monitor and on the

projector.
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EXERCISES
I. Answer the following.
1. Write the different views present in MS Power point.
2. What is the purpose of Design menu in MS power point?
3. What is the purpose of Transition menu in MS power point?

4. What is the purpose of Animation menu in power point
presentation?

5. How will be the slides shown in the Slide sorter view?

PRACTICAL EXERCISES

1. (i). Create a power point presentation with minimum 5 slides on the topic
“Every Drop Counts”. Save it.

(i). Apply a slide design.
(iii). Apply animations.
(iv). Close the ppt.
2. (1) Open the ppt. named “Every Drop Counts”.
(if) View in the Slide Show view.
(ili) Change the page setup as Landscape.

(iv) View the print preview with 6 slides per page.
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UNIT- VI
INTERNET

6.1 Review of Internet

6.1.1 Introduction to Internet

V-STD

Internet was evolved in 1969, under the project named ARPANET (Advanced
Research Projects Agency Network).

ARPANET was used to connect computers at different universities and U.S. defence.
Soon after the people from different backgrounds such as engineers, scientists,
students and researchers started using the network for exchanging information and
messages.

In 1990s the internetworking of ARPANET, NSFnet and other private networks
resulted into Internet.

Internet is a ‘global network of computer networks’. It comprises of millions of

computing devices that carry and transfer volumes of information from one device to

Mobile network i,,l
_ T '.'..

Regional ISP

Company network

Figure 6.1: Internet
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6.1.2 Web Browser

e A browser is a software that is useful to view web pages, graphics and the online
content.

e Browser software is specifically designed to convert HTML (Hyper Text Markup
Language) and XML (eXtended Markup Language) into readable documents.

# Some popular web browsers are,

Web Browser Icon
Google Chrome @
Firefox @
Internet Explorer @
Safari /

&4
Opera O
UC Browser @

6.1.3 Web Sites

e A Web site is a collection of related Web pages.
e Each Web site contains a home page and contains other additional pages.

e Each Web site is owned and updated by an individual, company, or an organization.
6.1.4 Search Engines

e Search engines are the programs which are needed to extract the information from the

internet.
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# Some examples for search engines are,

Search Engines Icons

Kiszearch SafeSearch ON

| KidzSearch
Kiddle.co KI dle

Safe visual search engine for kids

Ask Kids wm‘
Google GO ogle
Bing : :

AOL.com AOI

Children can use the search engines like Kiddle for safe search.

6.2 Exploring the different websites

# Steps to visit any website

Click on Start button

Click on All programs

Click on a web browser such as Internet Explorer, Google Chrome etc.

Type the website address in the address bar or if you don’t know the website address

find it using the search engine.

o =2
c[a k wloe@ e o :
[2- |EEEED) VEasyPDFCombine [ share Fies [ Convert Fles 1) Language Tools 7 Weather [ Facebook B> Listen to the Radio
Type the website 1: 28pm @EasyPDFCombmq
: 5

address you
'want to visit

_—_— enhanced by
M Google

Figure 6.2 : Web browser
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For example, type the website address www.cbse.nic.in in the address bar.

e Click on Enter key on the keyboard.

e The website opens as shown below,

& c ‘@WWW.CbSe.niC.in'néws‘iErJ‘Ge».l‘tmi Y )]

& | English | + Skip To Main Content

Central Board of Secondary Education

COMMITTED TO EQUITY AND EXCELLENCE IN EDUCATION

Home Overview ~ Examinations ~ Circulars~ Publications ~ Tenders~ RTI Schools Directory Links ~ Recruitment ~ Helpline Contact Us

‘Ml Recent Announcements

: R duct of E

Press Release: Alert against fake Question Papers of CBSE
Board Examination 2018 | Fake Question Paper-Hindi
Elective

Press Release: Alert against fake Question Paper of Class Xl
Political Science of CBSE Board Examination 2018 | Fake
Question Paper-Political Science

Press Release: Alert against fake Question Paper of Class X
Sanskrit of CBSE Board Examination 2018

Press Release: Date for Reconduct of Examination

Press Release: Reconduct of Examinations

Notice For Reconduct of Examinations

Inviting gesti on rationalising curriculum/ syliab
subject contents for class | to class XIl with the objective of
all round development of students

Message for children from the Chairperson

Alert against frivolous mailsimessages/whatsapp texts

1605

EN . oy
O 09002018

Figure 6.3: CBSE website screenshot

e Click on the required tab to view the content under the tab

e The corresponding webpage will be opened.
6.2.1 AEES website

Atomic Energy Education Society website provides information about the AEES schools.

To open AEES website type website address www.aees.gov.in in the address bar of the web
browser.

The website home pages shown in figure 6.4.

Click on the different tabs to get more details.
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http://www.cbse.nic.in/
http://www.aees.gov.in/

HOME

AEC SCHOOLS STUDENTS'INFO CALENDAR | ADMISSIONS | EXAMINATIONS ALUMNI EVENTS DOWNLOADS

2
(AT FAT AT FT T

ATOMIC ENERGY EDUC
- (An autonomous body under Department of /  Gov
Date : Wednesday, April 11, 2018. INDI VERSION | contactus |  sITE maP
ABOUT AEES ACADEMIC UNIT RECRUITMENT P&C RIGHT TO INFO PHOTO GALLERY

Qutside Anushaktinagar Applicants

Re-Print feature is enabled for Online Applications Online AIPR with the School Allocation for DAE
VIGILANCE B :
submitted for admissionP> TENDERS submissionP> admission 2018-19P>
¢ 2
> f) Shri Rajnish Prakash
4 \, Chairman, AEES
St o Narora by
2
X ® Rawatbhata {
e R :
< et re Shri S K Malhotra
= )‘;‘ apar Secretary, AEES
}"nusur\o. )
\
. o ‘;Mmusnm
e
ol .‘ Kalpakkam 3
. Mysoree Anupuram ¢
kudmknl.qn,‘ f‘\
o b
\ |

Figure 6.4: Screen shot of AEES website home page
6.2.2 Vidyalaya’s Website

All the AEC Schools have a website. Open your school website and visit the website.

6.2.3 Wikipedia
e Wikipedia is a multilingual, web-based, free-
content encyclopedia project supported by the Wikimedia s *‘
Foundation and based on a model of openly editable Q-
content. % %ﬁ

e Wikipedia is the largest and most popular general reference ]
Figure 6.5:

work on the Internet, and is named as one of the most Wikipedia logo

popular websites.

e Website address of Wikipedia is https://en.wikipedia.org/wiki/Main_Page.

V-STD Atomic Energy Education Society 49/51
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https://en.wikipedia.org/wiki/Wikimedia_Foundation
https://en.wikipedia.org/wiki/Reference_work
https://en.wikipedia.org/wiki/Reference_work
https://en.wikipedia.org/wiki/Main_Page

€< c | @ Secure | https://en.wikipedia.org/wiki/Computer

*@eE g @

WIKIPEDIA
The Free Encyclopedia

Main page
Contents

Featured content
Current events
Random article
Donate to Wikipedia
Wikipedia store

Interaction

Help

About Wikipedia
Community portal
Recent changes
Contact page

Tools

What links here
Related changes
Upload file
Special pages
Permanent link

Page information
\Nikirintn itam

Aticle  Talk Read View source View history I Computer QI
Computer I Enter the keywork for search herel ¥

& Notloggedin Talk Contributions Create account Login |

From Wikipedia, the free encyclopedia

"Computer system" redirects here. For other uses, see Computer (disambiguation) and Computer system (disambiguation).

A computer is a device that can be instructed to carry out sequences of ari ic or logical operati ically.
Modern computers have the ability to follow ¢ ized sets of operations, called prog: These progl enable
computers to perform an extremely wide range of tasks.

Computers are used as control systems for a wide variety of industrial and consumer devices. This includes simple special
purpose devices like microwave ovens and remote controls, factory devices such as industrial robots and computer assisted
design, and also general purpose devices like personal computers and mobile devices such as smartphones.

Early computers were only conceived as calculating devices. Since ancient times, simple manual devices like the abacus
aided people in doing calculations. Early in the Industrial Revolution, some mechanical devices were built to automate long
tedious tasks, such as guiding patterns for looms. More sophisticated electrical machines did specialized analog calculations
in the earty 20th century. The first digital electronic calculating machines were developed during World War I1. The speed,
power, and versatility of computers have been increasing dramatically ever since then.

Conventionally, a modern computer consists of at least one processing element, typically a central processing unit (CPU),
and some form of memory. The processing element carries out arithmetic and logical operations, and a sequencing and

Computer

Computers and computing devices from different eras

control unit can change the order of operations in response to stored information. Peripheral devices include input devices (keyboards, mice, joystick, etc.), output devices (monitor
screens, printers, etc.), and input/output devices that perform both functions (e.g., the 2000s-era touchscreen). Peripheral devices allow information to be retrieved from an external

source and they enable the result of operations to be saved and retrieved.

Contents [hidel ‘

Figure 6.6: Wikipedia Screen shot

6.2.4 Edustrokes

e Edustrokes is an educational website which provides interactive study material for

Science and Mathematics.

e This is an innovative and unique program makes you learn important concepts in

Mathematics and Science easily by using the medium of Sports.

e You can open the following web links to use the content of edustrokes website:-

http://www.edustrokes.com

edustrokes

Learn Math and Science thru’ Sports (DU Introduction  Learing Methodology  Program Products  Contact  Login  Sign U

V-STD

@ @® ® ©

ces.com/#main-carouse

Figure 6.7: Edustrokes website home page- screenshot
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EXERCISES
I. Fill in the blanks .
1. ARPANET stands for

2. Network of Networks is called

3. Is a collection of webpages.

4, are the program which are needed to
extract information from the internet.

5. Is free-content encyclopedia.

PRACTICAL EXERCISES
1. Open Google chrome, search the contents related to ARPANET using
Wikipedia.
2. Open your school website and view all the webpages.

3. Visit the website of CBSE and view all the webpages.
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