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A Word with You

Dear Learners,

Motivated by the successful efforts of making the disadvantaged groups of the society literate through

the adult education program, the government of India has pioneered to provide life-long education to the

new literates of the society. People more than fifteen years of age who have gained basic education in

adult education program, have been included in this program.

The   National Institute of Open Schooling has developed Self Learning Materials (SLM) at level A, B,

C (equivalent to classes 3, 5, and 8 respectively). These materials have been developed keeping in mind

your needs that will develop the attitude of self-learning in you.

You have studied the use of computers in areas like education, business, sports, agriculture etc. In Basic

Computer Skills course at level A. You have also come to know about parts of the operating system,

word processing, spread-sheet, characteristics of Power Point presentation, e-mail and internet.

In this book, you will first resvise what you have studied in level A and learnt about various new options

available in word processing, spreadsheet and powerpoint. You will also learn about the use of internet

in your daily life.

This book has been divided into seven lessons. In every lesson there are "Let's see what you have

learnt" are given to assess your own progress. After every lesson, "Lets revise", "Let's do", "Exercise"

have been given. You can assess your competence by doing these exercises. Sample question papers

given at the end of the sum will guide to be prepared for term-end examination.

We are confident that you will find this book useful and interesting. We are thankful to the subject

experts who have played an important role in making this material interesting and useful. We wish for

your bright future. We welcome the views of experts and learners for improvement in the learning

material.

With best wishes

Chairman

National Institute of Open Schooling
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1

Introduction to Computers

We will learn in this lesson

After studying this lesson, you will be able to:

• tools & equipments;

• what a computer is;

• the uses of a computer;

• start and close a computer;

• precautions while using a computer;

• the places where a computer is used;

• create, save and delete a file.

You must have wondered how a computer is able to know everything you ask it. Whenever and

whatever information we want to send to others or we want to recieve from others it is done within

seconds.

We create so many things with the help of a computer. Not only this we can edit anything &

everything if we happen to commit a mistake. It performs the calculations very fast. You must be in

awe as to how it all happens. Charles Babbage was the person who made many discoveries and

inventions. But people could not understand him, so they thought of him as a fool and often made
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fun of him. But today the world knows Charles Babbage as the “Father of Computers. He developed

the first mechanical computer difference engine in 1822. His invention has become an inspiration

for us today. The computer we see today has undergone many changes in different generations.

Today’s computer belongs to the fifth generation of computers. See the picture 1.1 to see how it

looks from outside and fig. 1.2 to have an inner view of the computer.

Fig. 1.1 Fig. 1.2

Features of Computer

Speed: Computer is a fast electronic device. It is so quick that it can perform a task in a second

which a human being would not be able to do in several hours & days together. It is only because of

the computer that man has reached the moon and has travelled to space. Weather forecast is being

successfully made through computers.

Memory: Man can forget but a computer can not. It can show any data that was written years ago

within seconds. Computer has become an important part of life for all of us today. That’s why

today’s era is said to be a computer’s era.

Accuracy: Calculations done by computers are 100% correct. Every year lakhs of students appear

for different competitive exams and their results are declared quickly with the help of computers.

We are able to pay for our water, electricity phone and other bills online.

Diligent: We get tired after working for a few hours but the computers can work for days continuously

without being tired.

Tasks performed by Computers

1. Computers help us to exchange information or data with the entire world.

2. The information from one location can be moved or copied to another within our computer.
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3. Apart from mathematical operations, computers are also used for analysis of data.

4. Thousands of tasks could be performed by writing programs.

We have already read about computers in class 3. Let us revise it.

Computer is an electronic machine. It works based on instructions given by us. Today’s era is the

computer era. Earlier the offices had piles of files but now we only find computers.

When we go to railway station for reservations we find the bookings being done by computer only.

So we realize that computers are an important part of our lives.

We have read till now that it works very fast without any error and for a very long time. We always

get accurate results and can store a lot of information in it.

1.1 What is a computer and how it is beneficial to us?

Computer is an electronic machine which works according to the instructions given by us.

It has four parts:

1. Monitor

2. C.P.U.

3. Keyboard

4. Mouse

Earlier letters and articles were written through typewriter and if any error was found they had to be

typed again but computer has helped us from that labour. We can remove all errors when typing is

done through a computer; that’s why computers have taken the place of typewriters. We can not

only edit a document any number of times, but also make it beautiful by enhancing its looks and

that too very quickly.
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We can perform various tasks with the help of different programs. Here are a few benefits of

computers -

1. We can start our own small business for printing of documents, letters, magazines, cards for

marriages or other occassions etc.

2. We can book train or airline tickets sitting at home, without going anywhere. We need internet

to avail of this facility.

3. We can collect information about all subjects e.g. Maths, English, History, Geography or

Science.

4. We can learn about various techniques, =equipments, seeds and tips about farming.
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5. We can pay bills for water, electricity, telephone, mobile or credit card etc.

6. We can use it for entertainment also by playing games in it or watching videos.

7. Computers make us aware of news and weather reports of the entire world.

So, we can say computer has become an important part of our daily life.

1.2 Starting and closing a computer and precautions for use

Since computer is a machine so it needs to be carefully started and closed. We need to take certain

precautions for using computers.

Let us revise how to start a computer

1. First of all switch on the button next to the plug of U.P.S.

2. Switch on the U.P.S power button and then the power button of CPU and monitor.

3. Now you will see something written on the monitor. This process of starting of the computer

itself is known as Booting.

4. After that you will see the desktop on your monitor screen which will look something like fig.

1.3.
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Fig. 1.3: Desktop

Note: If the computer does not start even after following these steps then it is quite possible that

you have not followed the steps in proper sequence or there is some technical error. Try repeating

the steps carefully.

Let us revise how to close or shut down the computer.

Click the start button present on extreme left hand corner at the bottom of the desktop. A menu will

open, you will find shut down option in the end, click on it. After some time your computer will

shut down. Now press the power button of the U.P.S and close the switch on the switch board. Now

let us revise the precautions for taking care of our computer system.

Precautions to be taken for proper maintainence of the computer are:

1. Switch ON and switch OFF the computer properly.

2. Never switch off the computer directly. Always shut down the computer to turn it off.

3. Protect your computer from dust.

4. Donot bring any liquids near the computer, otherwise it may fall on your keyboard and make

it unusable.
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Always use your computer with U.P.S, it will help to protect your computer and data that might get

lost due to power failure.

Donot cover your CPU or monitor as its heat may damage them.

Let’s see, what you have learnt 1.1

Tick the () correct statement & () the wrong ones:

(i) Computer can work without error (    )

(ii) Start button is present on the desktop (    )

(iii) There is no harm to computer due to dust. (    )

(iv) We can book rail tickets without internet. (    )

(v) We should always use U.P.S with our computer. (    )

1.3 Places where computers are used

Today computers have changed our lifestyle. They are being used everywhere. Whatever happens

anywhere, we come to know about it immediately. People are getting employed due to computer

skills. Education in schools is given with the help of computers. Computers are being used in

hospitals for recording the details of the patients. There are new techniques for farming and

agriculture.

We can say the computers are used for the following:

1. Education 5. Industries 9. Sports

2. Films 6. Transport 10. Offices

3. Banks 7. News & Media 11. Hospitals

4. Science 8. Fashion 12. Shopping Malls

1.4 Creating, Saving and Opening File in Word

Processor (MS-WORD)

Using a computer to create, edit, format and print documents is known as Word Processing. The

software which helps to do this is known as Word Processor. To open word processor -

1. Click on START button (fig. 1.3)

2. Then click All Programs. Look for Microsoft Office.
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3. Click on Microsoft Office

4. Now click MS Word 2007. Word Processor window will appear on the monitor (fig. 1.4).

Fig. 1.4: Microsoft Word

1.4.1  Saving a Document

Look in the word window, its name is written as Document 1 in the Title Bar. Let us save it as India

is My Country. A file can be saved in many ways. As per the first method we open a document, type

our text and then click on Office button, after that click on Save option. ‘Save As’ window will

open, type the file name as ‘India is My Country’ in the text box next to File Name and then press

the ‘Save’ button. Now we can see the name on the title bar has changed from Document 1 to India

is My Country.
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Office button  Save  Save As window will

Open  Type File Name  Click on Save button

Fig. 1.5: Save File

II Method: Press  Ctrl+S after typing the text Save As window will open. Click on Desktop option

and then type the file name as ‘India is My Country’ then click the save button. Your document gets

saved by the given name.
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We can open the saved document in future and work on it again.

Let us learn how to open a document

1.4.2  Opening an already saved document

To open a document created earlier in MS-WORD we can use [Ctrl+O] keyboard shortcut. Open

dialog box will appear with a few options on left; click on Desktop, a list of files will appear. Click

on your file. We will see our file i.e. ‘India is My Country’ will appear in that list, click on it and

then click open button. Our document will open in front of us.

Fig. 1.6: Save File

1.4.3  Deleting a File

Method 1: We, will see our file (India is my country) on the desktop. Right click on this file and

select delete from the given options. Delete dialog box will appear, click on Yes.

Method 2: Click on the File icon and press delete key. Delete dialog box will appear for your

confirmation. We can press Yes to delete the file. If you are not sure to delete it, you can click on

‘No’ option.
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Fig. 1.7: Delete File

Fig. 1.8

Let’s see, what you have learnt 1.2

Fill in the blanks:

(i) We can save our file by clicking on .................... button in word processor. (save, delete)

(ii) Computer is an ....................... machine. (electronic, hydraulic)

(iii) We can use ...................... shortcut to open an already created file. (Ctrl+S, Ctrl+O)

(iv) We use ...................... button to delete a file. (Enter, Delete)

(v) Word Processing is done in ......................... software. (Word Processor, Desktop)
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Let’s Revise

• Computer is an electronic device that works according to our instructions.

• Computer can work very fast, without commiting any errors and for a long time.

• Today computers are being used almost everywhere, for example, agriculture, education,

sports, entertainment etc.

• Computer needs to be handled carefully. It must be switched on and off properly.

• Word processing means typing and formatting text.

• To open word processor click on Start    All Programs   Microsoft Office

   MS-Word 2007.

• We can create, edit, save, open and print documents by word processor.

• Ctrl+S is the keyboard shortcut to save a file.

• To open a document we can use Ctrl+O keyboard shortcut.

• We can delete our document by selecting and pressing delete button from keyboard.

Exercise

1. Answer the following questions:

(i) What is a computer?

________________________________________________________________

(ii) What do you understand by Word Processing?

________________________________________________________________

(iii) How to open Word Processor (MS-Word)?

________________________________________________________________

2. Tick the correct answer:

(i) The process of starting of the computer by itself is called booting. (    )

(ii) Computer can work for long hours without getting tired. (    )

(iii) Computer is used for playing games only. (    )

(iv) Ctrl+S is used to open a file. (    )

(v) We can learn about new techniques from computer that can be used for agriculture.

(    )
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3. Fill in the blanks:

(i) To close a computer we have to click ..................... button. (shut down, save)

(ii) There are ......................... on desktop. (formulas, icon)

(iii) We can delete a file by right clicking and clicking on ............ option. (delete, save)

4. Multiple Choice Questions:

(i) Who is known as father of Computer?

a) Bill Gates c) Charles Babbage

b) Ratan Tata d) Prince Charles

(ii) What is required to book railway tickets?

a) Spreadsheet c) Word Processor

b) Internet d) M.S. Paint

(iii) What can be done with the help of Word Processor?

a) Typing text b) Editing

c) Formatting d) All of the above

5. Match the following:

Column A Column B

(i) Word Processor a) Fifth Generation

(ii) Today’s Computer b) Click shut down button

(iii) Computer is used to c) MS Word 2007

(iv) To close the computer d) Make Horoscope

ANSWERS

Let’s see, what you have learnt

1.1

(i)  (ii)  (iii) 

(iv)  (v) 
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1.2

(i) Save (ii) Electronic (iii) Ctrl+O

(iv) Delete (v) Word Processor

Exercise

1. (i) Computer is an electronic device which works according to our instructions.

(ii) Typing the text and formatting it using computer is known as Word Processing.

(iii) To open Word Processor

Click on START      All Programs   MS Office    MS Word 2007

2. (i)  (ii)  (iii) 

(iv)  (v) 

3. (i) Shut down (ii) Icons (iii) Delete

4. (i) c (ii) b (iii) d

5. (i) c (ii) a (iii) d (iv) b

Hands On

(i) Type an invitation letter for your Birthday Party.

(ii) Visit your nearest cyber cafe to book a railway ticket using internet.
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2

Word Processing: Advantage and Features

We will learn in this lesson

After studying this lesson, you will be able to:

• know about Word Processor.

• know the importance of Word Processor.

• use Word Processing.

• create tables and adding data.

• add pictures to a  word document.

• type in Hindi.

• use Mail Merge.

In earlier days when typing was done using a typewriter, the entire document needed to be typed

again in case of any mistakes. And at times when the document was shown to the senior & he added

a few more words then again the entire document was these retyped.

Word Processor has come into existence to save us from any type of difficulties and also for making

our document more attractive.

We can create beautiful letters by writing them in various styles.

These documents can be edited and beautified by adding paragraphs or blank lines. These documents

can be saved for future use and can be printed as well.
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Fig. 2.1

The process of enhancing the look of the document to make it presentable is called formatting.  We

can use it for printing labels and sending letters or printing envelope. We can correct the grammatical

and spelling mistakes. We can use the inbuilt dictionary to correct the spellings of any word. We

can set the margins, give page borders, write in columns, add tables, pictures and symbols etc.

We can also create mailing labels, directory catalogues, price list and books etc.

Word processor uses a key board, monitor, storage devices and printer etc.

Let us know about word processing.

2.1 What is Word Processing ?

Typing text and arranging it properly is known as Word Processing. The software used for this

purpose is called Word Processor.

We have learnt to create, save, open and delete documents. Lets learn to add tables & pictures and

send letters through mail merge in this unit.

2.2 Places where Word Processor is used

We have learnt about Word Processor in level A. We can use Word Processor for the following:

1. We can print our Biodata for applying for a job.

2. Write applications for different purposes.
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3. Write leave application for school/college or office.

4. Print invitation letters for birthdays or other occasions to invite friends & relatives.

5. We can print addresses on labels or envelopes.

6. Write notes and prepare school projects.

7. Create reports of any program. Write articles on any topic.

8. We can also count the number of words, lines & pages in Word Processor.

2.3 Precautions/ways to work in word processor

Whenever we work in word processor, a few things must be kept in mind.

• Save the file before opening a new one so that you can continue your work from the same

point during electricity failure.

• Make sure that your font is proper, appropriate and can be read easily. The gap between the

lines in the document should be equal.

• Take care of spelling and grammatical mistakes. Word processor too advises to correct them.

• Word processor provides us help in trouble.

• We can count words, pages and lines in a document.

Let’s see, what you have learnt 2.1

Tick the correct statement & cross the wrong ones.

(i) The software used for Word Processing is known as Word Processor. (     )

(ii) We can not correct the spelling in MS-Word. (     )

(iii) We can not insert pictures in MS-Word. (     )

(iv) We can get help in case of any problems in a word processor. (     )

(v) We can print any report with the help of a word processor. (     )

2.3 Creating Tables and Adding data

A cell is formed by intersection of rows and columns. Table is a grid of cells arranged in rows and

columns. We can easily create tables in Word Processor. This can be learnt from the following

example.
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We can say that a table is formed by rows and columns. We add data in the table in the cell.  A cell

is formed by intersection of row and column.

Fig. 2.2

Let us learn to make table and fill data in word processor.

First of all we will open word processor. We have already learnt how to open word processor.

Note: If we want to insert a table with 4 rows and 4 columns. We will click on insert tab and then

table option. We will select 4 rows and 4 columns. We will see a blank table in our document.

Rows

Columns

Cell
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Fig. 2.3

Now to add text to this table we need to click that cell (box in the table) and add the data we want

to enter in it. For example let us add the data given below in Table 1.

Table 1: Employee detail

S. No. Name Age Category

1 Aman 28 General

2 Anita 25 SC

3 Sham 35 Other

Fig. 2.4

It will look like the fig. 2. 4.  Likewise we can create list of the names of students, articles needed

at home, guest list etc.
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2.4 Adding picture in table and arranging it

We can add pictures in a word document to make the document more effective. If we want to write

about flowers the reader would find the document more meaningful if the picture of that flower is

also present in the document.

To add a picture in our document we will follow these steps -

1. Click where you want to add a picture.

Fig. 2.5

2. Now click insert tab (fig. 2.5 a).

Fig. 2.5 (a)
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3. You will see illustration group (fig. 2.5 b), click on picture option (fig. 2.5 c).

Fig. 2.5 (b)

4. An "Insert Picture" dialog box will open.

5. Now click on desktop option. A list of present files will appear and select flower.jpg file

(2.5 d) and click insert.

Fig. 2.5 (c)

Your picture will appear in the document.
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To arrange the picture properly in the document click on it, you will find small square on the

corners (fig. 2.5 e). Using the mouse we can increase the size of the picture by dragging outside and

decrease by taking it inside.

In this picture we have corners to resize the image as per our desire.

Let's see, what you have learnt    2.2

Tick the correct statement and cross the wrong ones.

(i) A table is formed by a grid of cells, formed by rows and columns. (     )

(ii) column and row make a cell. (     )

(iii) We can not add any data to the table in a word document. (     )

(iv) insert  tab is used to insert a picture in a document. (     )

(v) We can not resize the picture. (     )

2.5 Typing in Hindi

We can use our computer to write in any language. This has made it easy for people to learn

computer. Many people in villages, towns and cities are learning to work on computers and earn

their living through it.

Size and style of words is called font. There are many types of fonts. We can type in different

languages like Hindi, Punjabi, Sanskrit & Urdu etc. with the help of font.

Note: Calibri font is mostly used in MS Word 2007. We can change it according to our will.

After creating a new document press Ctrl key with one hand and D with other; font dialog box will

open, now select Shusha for typing in Hindi and click OK. We will see Shusha written in place of

Calibri in our document.
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Fig. 2.6

If we type Mera naam ram hai: It will appear as 29j5 :52 j52 3)  (see fig. below)

Fig. 2.7

With a little practice we can learn to type in Hindi or any other language very easily.
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2.6 Mail Merge

Information and data can be merged together to send a copy of the same document to many people

at the same time. This is known as Mail Merge.

Suppose it is your birthday and you want to invite your friends and relatives. The letter that you

want to send to all is the information and the address of friends & relatives is the data. Let us see

how it is done -

1. Start   All programs   Ms Office 2007  Ms Word 2007

MS Word 2007 window will open. (see Fig. 2.8 (a) )

Fig. 2.8 (a)

2. Click 'Mailing' tab; start Mail Merge; select letter

Mailing tab  start mail merge  list is opened  click letter (see fig. 2.8 (b))



25

Fig. 2.8 (b)

3. Select Recipients tab  click type new list (see fig. 2.8 (c))

Fig. 2.8 (c)
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4. Now a database window will open.

Fig. 2.8 (d)

Fig. 2.8 (e)

5. Click customize columns and add the fields which we require and delete the unnecessary

fields. See fig. here we have kept first name, last name, Address - 1 field and removed rest of

the fields. (fig. 2.8 (f))



27

Fig. 2.8 (f)

6. Press OK. Now save the data table in My Document folder by the name of guest list

(fig. 2.8 g)

Fig. 2.8 (g)
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7. Now you will reach the word window. (Fig. 2.8 (h))

8. Click insert Merge field tab and click the field name you want to insert at the desired place.

(fig. 2.8 (h))

Fig. 2.8 (h)

9. Lastly we will find many copies of our document. These copies can be sent to the guest after

printing. It is also possible to send them via e-mail. Fig. 28 (i)

Fig. 2.8 (i)
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Closing Ms-Word

Once we complete our work in the Word Processor we need to save our work and close Ms-Word.

To do this we click the Office button and the Exit option; alternatively we can click at close button

in the right hand corner of the Word window. This will close Ms-Word 2007 window.

Let's see, what you have learnt    2.3 2.3

Tick the correct option and cross the wrong ones:

1. The style and size of Word is called font. (     )

2. Word Processor 2007 uses Calibri font. (     )

3. Shusha is a Hindi font. (     )

4. We cannot count the words, pages and lines in Ms-Word. (     )

5. We can only type a single type of document in MS Word. (     )

Let's Revise

• Word Processor is used to type different types of documents.

• Word Processor has a facility to correct spelling and grammatical mistakes.

• Word can be written in different styles, size and colour by changing the font colour, font

size and font style.

• We can also count number of words, lines and pages in a document.

• Pictures can be inserted in a document or file to make it attractive.

• We can print invitation for marriage, birthday or other occasions along with their

addresses.

• Report can be prepared for any event.

• We can insert table in our document. For this click insert tab  select table 

select number of rows & columns table is prepared.

• Cross section of row & columns makes a cell.
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 Exercise

1. What is word processor ?

_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________

2. Write any two uses of word processor?

_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________

3. Write any two precautions to be taken while working in MS Word?

_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________

4. What is mail merge ?

_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________

5. What is table ?

_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________

6.  Write true or false:

I. Picture is formed by rows and columns. (    )

II. Word processor does not correct grammar and spelling mistakes. (    )

III. Data is stored in table. (    )
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IV. We cannot type in Punjabi in word processor. (    )

V. We can type invitation cards in word processor. (    )

7. Tick the correct option from the following:

(i) What is the method of sending information and data together to many people ?

a. Formatting b. Typing

c. Mail merge d. Table

(ii) The font used for Hindi typing is :

a. Calibri b. Times new roman

c. Susha d. Ariel

(iii) What can be typed in MS word ?

a. Magazines journals b. Invitation cards

c. Applications d. All of the above

8. Fill in the blanks :

(i) MS word  2007 is a ____________.

(ii) Ctrl + D is used  to change ______________________.

(iii) We can explain any topic with the help of __________ in a word processor.

(iv) We use ________ to  correct spelling and grammar mistakes.

(v) Computer can work in many ___________.

Answer Key

Let's see, what have you learnt

2.1

1.  2.  3. 

4.  5. 
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2.2

1.   2.  3. 

4.  5. 

2.3

1.  2.  3. 

4.  5. 

Exercise

1. Typing in computer and presenting a document in sequence is known as word processing.

2. The two major works of word processor are:

a. Application for leave from school

b. To type the bio data for a job

3. Two precautions to be taken in word processor:

a. Save the document first otherwise the information is lost in case of electricity failure

b. Font size should be legible.

4. Mail merge is used to print the work and its related letters together and send it to many

people.

5. Table is formed by placing horizontal and vertical lines together.

6. True or false

I. False II. False III. True

IV. False V. True

7. Correct answer :

(i) C (ii) C (iii) D

8. Fill in the blanks:

(i) Word processor

(ii) Font

(iii) Picture
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(iv) Dictionary

(v) Languages

Let us do it

I. Type your bio-data on computer using word processor.

II. Check the process of mail merge.
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3

Spreadsheet

We will learn in this lesson

After studying this lesson, you will be able to:

• know about spreadsheet and its advantages.

• create a spreadsheet.

• know Ms-Excel window.

• enter data in a spreadsheet.

• make corrections in spreadsheet.

• save, print and close a file.

• open an existing file.

Suppose your mother sends you to the market to buy certain articles and on returning you are asked

to explain how you spent the given amount, what will you do?

I think you will make a list of the items purchased and in front of every article, you will mention the

amount and then you will add this amount to calculate the amount you have spent in the market. It

will take a lot of time to calculate, it may happen that you may not be able to match the exact

amount you had spent with your calculated total. There are chances that we have committed any

mistake in our calculations.
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Let us consider a farmer who wants to sell his fruits/vegetables in the market. In order to make a

profit from this sale he needs to know about his expense so that he makes a profitable transaction.

If the farmer is weak in arithmatical skills then he may not be able to calculate the cost incurred and

eventually sells his crop for a loss. It may happen that he may not even be aware that he is making

a profit or a loss through the sale.

In cases like this we can make use of computer to do calculations. We have softwares to do

calculations and one such software is Ms-Excel. Ms-Excel is a part of Ms-Office suit.

Fig. 3.1

A file created in Ms-Excel is known as a workbook. A workbook may contain one or more

spreadsheets. Spreadsheet is used to enter the data in order to do calculations on it. A spreadsheet is

also called worksheet.

Lets learn how to open a spreadsheet and work in it.

We may use spreadsheet for the following purposes:

1. To calculate day to day expense and earnings.

2. Based on profits made per day one can calculate approximate profit that one can make weekly

and/or monthly.
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3. If a shopkeeper keeps a record of the articles purchased and sold, he comes to know about the

stock in hand which tells him if one of his products is high in demand then he can buy more

stock of it and he may not buy the articles which are in less demand. With the help of more

stock of the articles in demand he would be able to make more profit.

What is Spreadsheet?

Spreadsheet is an electronic document in which data is arranged in the rows and columns. It helps

us to store, arrange, sort, manipulate and calculate the data easily.

Spreadsheet helps to add, subtract, multiply and divide a large data within a fraction of a second.

The best part is if we change the data in spreadsheet, its total also gets changed accordingly.

We can also create charts based on this data.

Let’s see, what you have learnt 3.1

Mention True or False:

(i) Spreadsheet is like a ledger made in a computer. (     )

(ii) It is difficult to work in a spreadsheet as it takes a lot of time. (     )

(iii) Spreadsheet is a file in which we add different types of data. (     )

(iv) We can create chart with Ms-Excel. (     )

(v) Spreadsheets can be created in Ms-Word. (     )

(vi) While making calculations in a spreadsheet if we edit any data the

whole calculation has to be done again. (     )

3.2 Opening Ms-Excel Window

To open a Ms-Excel we perform the following steps:

Click on   Start   button  Click All Programs    Ms-Office    Ms-Excel 2007

Ms-Excel window will open with a default file name Book 1.
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Fig. 3.2

3.2.1  Worksheet and Workbook

Worksheet: Worksheet is like a huge table in which we enter our data. Our data can be in the form

of text or numbers or symbols.

Workbook: Workbook is a file created in Ms-Excel. That is why when we open Ms-Excel it shows

the default file name as Book 1 written on title bar. Every workbook has three worksheets titled

sheet 1, sheet 2 and sheet 3. We can add more sheets to our workbook if required.

In other words we can say workbook is like a book whereas worksheets are like its pages. Worksheet

is also known as spreadsheet.

Fig. 3.3
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3.2.2  Rows and Columns

Rows: Rows are the horizontal lines that occur from top to bottom in a worksheet. These rows are

numbered serially as 1, 2, 3 ........... Every row is identified with its row number.

See the fig. below

Fig. 3.4

Column: Vertical lines across the worksheet are called columns. Each column is identified by

English alphabets arranged from A to z and then AA to Az and so on.

We have shown 5th column in the fig.

Fig. 3.5
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3.2.3  Cell Address and Cell Range

Cell: The box formed by the intersection of a row and column is known as cell. Cell is the smallest

unit of a worksheet. All our data is entered in these cells in Ms-Excel.

The cell which has a dark border around it is known as an active cell. Whatever we type from the

keyboard is entered into the active cell.

Cell Address: Every cell is identified by its cell address.

A cell address is formed by column name, followed by row number.

For example a cell formed by the intersection of fourth column i.e. column D and 5th row is identified

as D5.

Cell A1 is active cell in fig. 3.6

Fig. 3.6

Cell Range: Cell range is formed by adjacent rows and columns. It is given as (starting cell :

Ending cell)

Suppose our data in spreadsheet is from cell A2 till G40 then our cell range will be written as

(A2 : G40).

Let’s see, what you have learnt 3.2

Tick the correct statements and cross the wrong ones.

1. A workbook is like a book and worksheet is like its page. (     )

2. Cell is the smallest unit of a workbook. (     )

3. A column is identified by numbers. (     )

Cell
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Microsoft
Office button

4. A row in a spreadsheet is identified by letters A, B, C ................ etc. (     )

5. A cell range is formed by continuous cells. (     )

3.3 Components of Ms-Excel Window

3.3.1  Title Bar

It is the area on the top where the name of the application and name of file is written. It has three

buttons on right hand side which are minimize, maximize and close button.

Fig. 3.7

3.3.2  Microsoft Office button

This button is present on the left corner of Ms-Excel window. This office button is used for creating

a new file, opening an existing file, saving, printing and closing a file. This button also helps us to

quit MS-Excel.

Fig. 3.8

3.3.3  Ribbon

The panel below the title bar is known as Ribbon. It has seven tabs namely  Home, Insert, Page

layout, Functions, Data

Each tab is divided into groups and each group has several buttons used for different type of functions.

Every group has an arrow sign in its right corner, when we click on it, its corresponding dialog box

opens.
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Tabs on Ribbon and group

Fig. 3.9

3.3.4  Mini Toolbar

When we click or right click on any cell a small toolbar with a few options appears; it is known as

Mini toolbar. This toolbar has buttons used for formatting of data.

Fig. 3.10

3.3.5  Formula Bar

It is the area (bar) above the spreadsheet window where we can see the contents of active cell. It is

identified by function symbol (fx) which can be used to type a function.

On this bar on left hand side we see the address of the active cell and to the right of fx symbol we

see the contents of active cell. Formula bar can be used to write a formula, copy or move it to

another cell. We can also use formula bar for editing the contents of a cell.
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3.3.6  Name Box

Name box is the area on the formula bar where cell address of active cell is written.

Fig. 3.11

Let’s see, what you have learnt 3.3

Match column A with column B:

Column A Column B

1. Name Box a. Opening / Saving a file

2. Ribbon b. Workbook and Software name is displayed

3. Ms Office Button c. Data in active cell

4. Title Bar d. Address of active cell

5. Formula Bar e. Seven Tabs

3.3.7  Cell Entry and Editing

Data can be entered in Ms-Excel in two ways:

(i) By using active cell

(ii) Through formula bar

1. By using active cell: We have to click on that cell where we want to enter data to make it

active cell. After selecting this cell we can type our data and press enter or click any where

else.

2. Through Formula Bar: For entering data by using formula bar we will need to make that
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cell active where we wish to enter data. Then we will click on formula bar and type desired

data and press Enter.

3.4 Editing

Editing means making corrections. If while typing we commit any errors then we can do corrections

by double clicking that cell which needs to be edited.

By double clicking in that cell, the cursor appears there and then we can erase the data present in

that cell by pressing Delete or backspace key. And there after type the new data and finally press

the Enter key. It is necessary to press the Enter key after making corrections. It is required just as

we need to put a full stop after writing a sentence in English.

Let’s see, what you have learnt 3.4

Tick () the correct statement and cross () the wrong ones:

(i) Data can be entered in four ways. (    )

(ii) Before entering data we need to click that cell where data has to be entered. (    )

(iii) Editing means doing mistakes. (    )

(iv) We need not press Enter key after edit. (    )

(v) We can edit our data in Ms-Excel. (    )

3.5 Writing a Formula

To add or subtract any data we first need to enter some data in our spreadsheet for example we click

cell A and type 5 in it and then we click B1 and type 4 in it.

Now we will find the total in cell D1 by writing the formula.

Note: In Ms-Excel a formula always begins with an equal to sign. A formula has three main

parts.

(a) equal to (=) sign

(b) Numbers or cell address

(c) arithmetic operator (+, -, *, / )

We will begin writing the formula by pressing = (equal to) sign then type the cell address A1 and
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then the plus sign (+) and the cell address of next cell to be added i.e. B1. After typing the formula

we must press the Enter key.

Once we press the Enter key we will find the sum (in our case it will be 9) in the cell D1 but when

we look at the formula bar, we will find the formula i.e. “=A1+B1” written there.

To subtract two numbers we will use minus (-) operator, to multiply two numbers the multiplication

operator (*) is used whereas to divide a slash (/) be used.

3.5.1  Copying a Formula

The steps to copy a formula:

1. Right click the cell whose formula has to be copied.

2. A shortcut menu will appear, select copy option from it. A dotted border appears outside the

copied cell.

3. Now right click on that cell where you want to copy the formula.

4. Click on paste option from the shortcut menu.

5. We will see the formula will be copied and it will change according to the cell where it has

been copied.

Fig. 3.12
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Fig. 3.12.1

Fig. 3.12.2

Let’s see, what you have learnt 3.5

Answer in Yes or No:

1. A formula must begin with a#sign. (      )

2. Every formula has three important parts. (      )

3. We can not copy a formula from one cell to another. (      )
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3.6 Cell Formatting

The process of making the data attractive and presentable is known as cell formatting. We can

format our cell by

1. Making the data bold, italics or underline.

2. Making the numbers or alphabets big or small.

3. Placing the data towards left, right or center. This process of placing the data towards the left

margin, right margin or in center is known as alignment.

4. Giving a border to data.

5. Adding background colour in our data.

How to Format Data

1. Right click the cell which you want to format and click “Format Cells” option.

2. “Format Cells” dialog box will open. Now click on Font tab. Change font colour, size or type

according to your liking and then click O.K.

Fig. 3.13

Now this cell will look different from the rest of the cells. We can apply formatting to multiple cells

by selecting them. We will press and hold the shift key and drag the mouse till the desired cell for
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example H15. All cells from A1 to H15 will be selected. Now apply desired font colour, size and

style.

Note: A series of continuous cells is known as cell range. To select a cell range click the first

cell, press & hold the shift key and finally click the last cell. All the cells from first to last will

be selected.

Steps for Cell Formatting:

Select cell  Right click  Format cell  Font tab  Font colour/size/style Ok

Alignment

1. Select the cell or range of cells and right click on them. Select format cells option. Format

cells dialog box appears, click on Alignment tab.

2. In horizontal group click down arrow next to general.

3. Now click on center. Now we will see all the numbers and text appears in center. Steps for

alignment.

Fig. 3.14

Select cell  Right click  Format cells  Alignment

tab  Horizontal  Center  Ok
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3.7 Border

1. Select cell A1 to C3 now right click.

2. Format cells dialog box appears.

3. Click on Border tab. We will find different border options out of which we will click top

 , Bottom  , left  and right  We will find as we click on each button the border

corresponding to that side will appear, click Ok. If we do not want any border we can click on

it again and that border will be removed.

Fig. 3.15

Select the cell  Right click on it  click Format Cells  Border

tab  click desired border type  click Ok

3.8 Background Colour

1. Select cell range and right click to select format cells option.

2. Format dialog box appears, click on fill tab.

3. Select any colour under background colour.

4. Click Ok. We find the selected colour appears in selected cells.
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Select Cells  Right click  Format Cells  Fill tab  click any colour  Ok

Fig. 3.16

Let’s see, what you have learnt 3.6

Tick () the correct and cross () the wrong statements:

(i) Make the data attractive is known as formatting. (      )

(ii) Continuous cells when selected are termed as cell range. (      )

(iii) We can not change the alignment of data in a cell. (      )

(iv) We can not make any data bold, italics in excel. (      )

(v) We can add a background colour to a cell. (      )
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3.9 Saving a file

To save a file we must -

(i) Click Microsoft Office button

(ii) Click Save As option

(iii) Save As dialog box appears, type a file name in it.

(iv) Click Ok. Our file will be saved with the given name in My Documents folder.

3.10 Printing a file

To print a file we have to open the file and check if it is ready to print & is error free.

1. Click Ms-Office button.

2. Click on Print. Print dialog box appear

3. Click Active sheet

4. Click Ok. Our file gets printed.

Microsoft Office button   Print   Active sheet  Ok

3.11 Creating a New File

To create a new file

1. Click Microsoft Office button

2. Click New Option

3. Click Blank and Recent

4. Click Blank Workbook

5. Click on Create. A new file appears before us.

Microsoft Office button  New option  Blank and Recent  Blank

workbook  Create
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Fig. 3.17

Opening an Existing File

1. Click office button

2. Click on Open

3. Open dialog box appears. Select & click your file

4. Click on Open

MS Office button   Open  Select file   Open

Let’s Revise

• We can use spreadsheet for our day to day calculations.

• The calculations can be done easily and quickly with the help of spreadsheet.

• Spreadsheet is like a ledger created on a computer. It can be used by businessmen to

store their data and maintain their accounts.

• Spreadsheet can be created using Ms-Excel software.

• Spreadsheet is a grid made up by Rows and Columns.

• Cell is formed by the intersection of rows and columns. Every cell has its on unique cell

address which identifies it.
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• A cell having a black border outside it is called active cell. Whatever we type from the

keyboard gets entered in Active cell.

• A row is identified by numbers 1, 2, 3............. and a column is identified by alphabets

A, B, C ....................

• We can easily make corrections in a spreadsheet. The process of making correction is

called Editing. We must double click the cell in which editing has to be done. Erase its

contents using backspace and type new data in it. Finally press the Enter key. Pressing

enter key after editing is compulsory.

• Making our worksheet attractive is called formatting.

• We can open, close, save and print our file using Microsoft Office button.

• Font colour, size and style can be changed by right clicking on the cell and selecting

format cells option. Apply the font colour, size or style and click ok.

• To change alignment

Select the cell  right click  format cells  alignment tab  down arrow near

general  correct option  Ok

• To print a file the steps are

Ms-Office button  print  Active sheet  Ok

• Opening an existing file

Ms-Office button  open  select file  open

Exercise

1. Identify the areas marked 1 to 5.

Fig. A
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2. Write the cell address of coloured cells.

Fig. B

3. Fill in the blanks:

(i) Ms-Excel is a ...................... software which we use to perform .....................

(ii) ...................... button is used to open new and old file.

(iii) In a ....................... data is entered in the form of a table.

(iv) A file created in Ms-Excel is called a .....................

(v) There are ...................... worksheets in a workbook.

(vi) A ................... is formed by rows and columns. It is identified by a unique

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

(vii) A row is identified as ..........................

(viii) A column is identified as ........................

(ix) We can enter the data in an ....................... cell.

(x) A cell having a black border outside it is called ...................... cell.

(xi) The process of making corrections is called .................

(xii) The panel on the top of the window is called ..................

(xiii) Ribbon has .................... tabs.

(xiv) To make calculations in Ms-Excel we have to write a .....................

(xv) Every formula starts with ........................ sign.
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(xvi) Cell formed by seventh row and third column has cell address as .................

(xvii) Process of making our worksheet attractive is known as ...................

(xviii) The address of active cell is written in .....................

(xix) During formatting we can change font .................. and ....................

(xx) We must ...................... the cell before formatting.

4. Answer the following questions:

(i) What is cell editing?

________________________________________________________________

________________________________________________________________

(ii) What is formula? How can you write it?

________________________________________________________________

________________________________________________________________

________________________________________________________________

(iii) What is cell formatting?

________________________________________________________________

________________________________________________________________

________________________________________________________________

(iv) Write any three methods of formatting a cell in Ms-Excel.

________________________________________________________________

________________________________________________________________

________________________________________________________________

________________________________________________________________

(v) Define - a) Cell   b) Cell Range  c) Cell Address

________________________________________________________________

________________________________________________________________



55

________________________________________________________________

________________________________________________________________

________________________________________________________________

________________________________________________________________

(vi) Mention the tabs present on Ribbon.

________________________________________________________________

________________________________________________________________

________________________________________________________________

________________________________________________________________

Hands On

Create the given worksheet.
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Answer Key

Let’s see, what you have learnt

3.1

1. (i) True (ii) False (iii) True

(iv) True (v) False (vi) False

3.2

1.  2.  3.  4.  5. 

3.3

1. d 2. e 3. a 4. b 5. c

3.4

(i)  (ii)  (iii)  (iv)  (v) 

3.5

1. No 2. Yes 3. No

3.6

(i)  (ii)  (iii)  (iv)  (v) 

Exercise

1. (i) Active Cell (ii) Title Bar (iii) Ribbon

(iv) MS-Office button (v) Formula Bar

2. (i) B7 (ii) D4 (iii) E7

(iv) F3 (v) G5

3. (i) Spreadsheet, calculations (ii) Microsoft Office

(iii) Spreadsheet (iv) Workbook

(v) Three (vi) Cell, cell address

(vii) Numbers (viii) Alphabets

(ix) Active (x) Active
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(xi) Editing (xii) Ribbon

(xiii) Seven (xiv) Formula

(xv) = (xvi) C7

(xvii)Formatting (xviii) Name box

(xix) Colour, size & style (xx) Select

4. (i) Editing means making corrections. Editing can be done by double clicking the cell,

making changes and press Enter.

(ii) Formula is used in MS-Excel for doing calculations. It always begins with an equal to

(=) sign. It has three main parts

(a) An equal to sign

(b) Numbers or cell address

(c) Arithmetical operators ( + ,  - ,  * ,  / )

To write the formula we click on the cell to make it active and then type the required

formula e.g. = A1 + B1 and the press Enter key or click elsewhere.

(iii) Cell formatting
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4

Presentation

We will learn in this lesson

After studying this lesson, you will be able to:

• explain what is a presentation and its objective;

• demonstrate a presentation is done;

• show how to make a presentation in PowerPoint;

• list ways to make presentation;

• insert pictures, graphs, written text in presentation;

• format a presentation.

Today veterinary doctors from medical department came into our village. Doctor wants to tell

villagers about animal diseases and their treatments, proper care of animals, breeds of milk giving

animals and reasons for low productivity of milk. Doctor asked for a table at Panchayat. He placed

a camera upon it. The wire of camera was connected to laptop. He attached a light switch to it.

Pictures started coming on the wall. Doctor showed many pictures of animal diseases and their

treatment. He also told the methods how good breed animals could be reared. He told the methods

of keeping animals in good condition. He told about the many diseases of milk producing animals

and causes of low milk production. Doctor showed pictures, hairs  of animals and written material
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Fig 4.1

regarding diseases. Villagers understood all the details

easily. This is known as presentation. Many departments

(of villagers) like health department, agriculture

department etc. make their presentation in two to four

months interval.

Explaining a topic by the medium of written material

pictures, graph and sound is known as presentation.

We use Microsoft PowerPoint to make presentation. This

presentation can be seen on wall or curtain with the help

of projector.

Let us know about presentation: -

• Parts of power point window

• Methods to make slides

• Inserting pictures and charts in slides

• Formatting of alphabets to make their look beautiful

• To make and save presentation

• Opening of presentation and methods for its presentation

4.1 MS Power Point

When a teacher writes on a blackboard to make the

students to understand concept in the same way

presentation helps us to understand the concept. The only

difference is that the teacher erases this information after

the classroom and writes it again in next class.

If we want to understand mathematics in a class then

we will write mathematics on blackboard. This will help

the class to know that we are reading mathematics today.

This work can be saved by writing it on the screen of

computer. Now we will tell whatever the concept need to be taught in the mathematics classroom.

Now we will write on blackboard ‘Addition’. Then we will write ‘Subtraction’ below it. Next line,

we will write ‘Multiplication’. Now in the last line we will write ‘Division’. We will save all this in

computer. Now we will tell the details of these functions.

Fig 4.2
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If the student does not understand a concept, then we will show information stored on computer

and will re-teach the students. But we will have to re-write all their details on blackboard to teach

again.

4.2 Opening of MS PowerPoint and its various parts

We can open MS PowerPoint in the

same way as we open MS Word or MS

Excel.

For this we will: -

1. Click the start button

2. Click all programs

3. Click Microsoft Office

4. Click on Microsoft Power Point

2007

5. You will see MS PowerPoint

window (Fig 4.3) opened in your

computer.

Start  All programs  Microsoft Office  MS Power Point 2007

We will see a small white portion on the left side of screen and big white portion on the right side

of screen which has two small blocks. This is a blank title slide known as

Fig 4.4

Fig 4.3
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The top most bar on the screen is known as title bar. Title bar has file and program name written on

it. We see ‘Presentation 1’ written on it which can be renamed later on we will learn about this

afterwards.

In left side corner there is an icon. This is known as office button. It has many more icons on right

side. We will learn about them afterwards.

Bar below title bar is known as ribbon. It has eight words written on it like Home, Insert, Design,

Animations, Slides Show, Review, View, Developer etc. These are called tab. Every tab is divided

into small groups.

Many buttons are present in these groups to make our work easier.

Below tab group, there is a blank slide. We can write in these slides for our presentation. Let us

know about slide first.

Fig 4.5

Slide is a page. Many kinds of information can be inserted into it like text, audio, video and picture.

When we make a slide, its small form can be seen on left side. This area is known as slide tab. Slide

tab shows the small form of slides like as we will make slides, there will be a list of slides in it. In

this way we will know the slides already made by us.

There is one more option i.e. outline about which we will learn later.

Below there is one more area which can be used to write notes. We will learn about this also later

on.
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4.3 Making Slides

Now we will learn to make slides in Power Point.

We will put the title in the upper box of a rectangle of the slide like Mathematics. This is first slide.

After seeing this title everybody knows about the topic of our presentation.

If we want to make a sub topic this is written in the second rectangle like ‘Uses’. This will help

people to know that the presentation tells about the uses of mathematics.

Thus our slide has been prepared.

Fig 4.6

On left side we will see the smaller form of our slides. On left side on this slide we see ‘1’ written

which will tell that this is our first slide.

To enter new slide we will click on new slide. This tab is found in Home Button.

After clicking this we will find a new blank slide and small view can be seen on left side.

We will write ‘uses’ in the upper rectangle of the slide. This will make clear that this slide discusses

the uses of mathematics. It is the title of this slides.

In the next rectangle we will write ‘Addition’. In next line we will write ‘Subtraction’. Below it

‘Multiplication’ and in the last line ‘Division’. This will finish our slide.

We will add third slide by clicking new slide again. We can complete our presentation after completing

and adding slides one by one.
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Let’s see, what you have learnt 4.1

Answer  Yes or No

i) Presentation is made only by writing text. (    )

ii) MS PowerPoint is used to make presentation (    )

iii) MS PowerPoint has two parts, the big portion is on left side and small portion is on right

side (    )

iv) Many presentations are again and again made to show at different places. (    )

v) The top most bar of Power Point window is known as title bar (    )

vi) We write topic and sub-topic in first slide (    )

4.4 Saving and Opening of a Presentation

To save a presentation, we must click on Microsoft button. We will click on save as button from the

scroll menu.

A new dialog box will be opened. We will type file name for example, ‘Mathematics’. This means

that we want to give the name ‘Mathematics’ to this file. If we want to give another name, we can

type that too.

Fig 4.7
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Now we will click on save button and our presentation will be saved by the name’ Mathematics’.

Microsoft Office Button – Save as Button – Name to be given is Typed – Save Button

After saving the presentation, we can continue to work on the blank slides. If we do not want to

work then we would close the presentation by clicking on Microsoft Office Button and selecting

close menu from the scroll down list

Microsoft Office Button – Close

Now mathematics presentation has been closed. There are no slides below ribbons in the PowerPoint

screen.

If we want to see the presentation again, then we should reopen it.

Now we will click on Microsoft Office button and see file from list in pane in menu section. There,

on right is presentation named ‘Mathematics’ which has been earlier  saved by us. By clicking on

this file, our presentation will be re-opened.

Microsoft office button  click on the name of file

4.5 Inserting Slide

We are seeing the complete slide presentation and its small form on the left side with sequence

numbers 1, 2.

Now we will insert a new slide between first and second slide of our presentation.

Fig 4.8

We will click on the first slide from the slide tab. We will see the first slide on the main screen. After

clicking on home tab, then on new slide, a new slide will be inserted between first and second slide.

First Slide  Home Tab  New Slide
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In this slide, we will write ‘Sender’ then our name. We will write’ National Institute of Schooling’

in the bottom.

4.6 Inserting Text, Graphics and Charts

We have done a mistake. We have written the wrong name of our institution. We will now insert

‘Open’ in it.

For this we will click between ‘of’ and ‘schooling’. Here we will type open. In this way, we can

insert in the text.

Fig 4.9

We will save our presentation using the previous method.

To make our presentation attractive we will insert a picture in it.

We can insert the pictures or images present in our computer.

We have a picture of NIOS logo in our computer. This is the logo of the organization. We will insert

this picture.

When we click on second slide and we will see the big rectangle in second slide.

We will click after National Institute of open schooling where the picture is to be inserted.
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Now click on the insert tab of ribbon. Now click on the picture button and a new window will be

opened. Now click library button, then picture button and we see sample pictures button. On clicking

it we see something like fig. 5. This will show all the pictures which are stored in our computer.

Click on the photo which is to be inserted (e.g. NIOS Logo). It gets selected.

By clicking insert button in window, this picture will be inserted in the slide.

Fig 4.10

We can insert chart in the same way.

4.7 Text Formatting

We can also format the word to make presentation attractive like after clicking on the third slide,

we will find the slide No. 3 on right hand side.

We will select the word ‘uses’. Then we will click on the home tab. We can change the font size,

under lining, Italic, Bold etc.

After selecting ‘uses’ font size is selected 60 and italics and underline button we will see changes as

shown in Figure (Picture 7)
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Fig 4.11

Let’s see, what you have learnt 4.2

1. Mark () and wrong () in the following statements.

i) We cannot change presentation after saving it. (   )

ii) We can insert new slide between two slides. (   )

iii) To save our presentation, we will click on save as button. (   )

iv) Selection of the text is not required for text formatting. (   )

v) We cannot insert any image in our slides. (   )

4.8 Presentation of  Slides-Slide Show

We have learnt how to prepare a presentation. Now we will learn to present it in front of others. The

presentation which needs to be shown is opened and animation tab is clicked.
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Fig 4.12

There is “Advance Slide” button to the right of Transaction to this slide group. The first option is

On Mouse click. If this option is clicked (Ö) then, the slides will move only after clicking the

mouse. This is what we need this. We will know about other methods later on.

We will see a tick mark by clicking on this option, (Ö) which can be removed by clicking it again.

Now we will present presentation.

For this we will click on slide show tab (Picture 9)

Now, we will click on Start Slide Show and in the given options we will click on From Beginning

and thus our presentation will start like Picture10.
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Fig 4.13

We will see that only first slide is seen on monitor’s screen. There is nothing else on the screen. The

whole screen is covered by first slide.

We will tell the audience about the slide. To navigate or move on to second slide, we will click on

mouse. There is no mouse pointer on the screen. There is nothing wrong in it. When we click

mouse, we will move on next slide. It is because we had selected the option of Mouse Click for

slide show of our presentation.

In the same way we will move on the next side. When we mouse click on the last slide, the presentation

ends. We will see a black screen there. Now click ‘Escape’ from keyboard to see the PowerPoint

screen back on the computer screen.

If we press escape key after any slide, the presentation will end at that time. For this, we will open

presentation and click on first animations tab from ribbon (Picture 11)

Fig 4.14
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Now click on second option in advance slide and click on option two put 00:05 on the right side.

This means that the computer will automatically move on the next slide after 5 slides. We can add

10 on place of 05 if we desire.

Now we will click on Apply To All option. This will set the time of 5 second to all the slides. Now

we have to save our presentation.

We can also (do) apply different time to all slides after to all by opening all the slide one after the

other instead of “Apply to All”.

Let’s see, what you have learnt 4.3

1. What we see while doing presentation?

a) PowerPoint Ribbon b) Slide Tab

c) Slide d) All the above

2. Write Yes /No

i) Can presentation be automatic? (Yes/No)

ii) There is equal time gap between each slide automatic presentation. (Yes/No)

Lets us Revise

• When a topic is explained by using, written content, graph, pictures and sound it is

known as presentation.

• We use MS PowerPoint to make presentations.

• Presentation is seen on wall or curtain with help of a projector.

• We can save presentation on any topic in computer. This can be used again and again

when needed.

• Steps to start PowerPoint are following: -

Start Button – All Program – Microsoft Office – PowerPoint

• There are two parts of PowerPoint screen. Right side has big portion known as slide.

Left side has short form of these slides.

• The name of the file is seen in title bar. However, the default name is Presentation 1.

• Slide like a page which can have information in form of text, audio, video and picture.

• To make a new slide. We will click new slide button.
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•  To save the presentation following sequence is done in Microsoft.

Microsoft Office Button – Save As Button – Name of file is typed – save button

• Following the steps to open an already saved presentation

  Microsoft Office Button – Open Button – Select File – Open Button

•  Steps to close a presentation

Microsoft Office Button – Close Option

• A new slide can be inserted in already made presentation. For this, we will click on the

slide after which a new slide will be added. Then we will click on  the home button and

new slide. In this way, a new slide will be inserted.

Select slide – new slide button

• We can format words to make our presentation attractive.

Let us do it

• Understand the process of presentation by any officer at nearby department office in your

area.

• Try to make presentation.

Exercise

1. Answer the following questions:

i) What is presentation?

________________________________________________________________

ii) What is slide?

________________________________________________________________

iii) How can a presentation be opened?

________________________________________________________________
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iv) What is the method of adding a slide in a presentation?

________________________________________________________________

v) What is the method of closing presentation?

________________________________________________________________

2. Fill in the blanks

i) New Slide button is found in _______ tab. (Home/Insert)

ii) Words can be __________ to make presentation attractive. (Formatted/Deleted)

iii) We can insert ____________ in a presentation. (Chart/Password)

iv) We can __________ the presentation automatically. (Run/fix)

v) The name of the presentation is seen on _____________ . (Title Bar / Insert Bar)

3. Match the following

i) to secure the presentation a) Projector

ii) to see the small form of slides b) Save As

iii) to show the presentation c) Slide Show

iv) used for presentation on the wall d) Slide Tab

Answer Key

Let’s see what have you learnt

4.1

i) No ii) Yes

iii) No iv) No

(v) Yes (vi) Yes

4.2

i)  ii) 

iii)  iv) 

v) 
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4.3

i) all the above ii) Yes iii) No

Exercise

i) Presentation means the process of explaining a  topic by writing or adding pictures, graphs

and sounds.

ii) Slide is the page where information is written in text, audio, video and pictures are added.

iii) Opening up of presentation

Microsoft Office Button – Open – Select File Name - Open

iv) Inserting slides in a presentation

Select Slide – Home Tab – New Slide Button

v) Closing the presentation

Microsoft Office Button – Close

2. i) Home ii) Formatted

iii) Chart iv) Automatic

v) Title Bar

3. i)  B ii) D iii) C iv) A
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5

Internet and its Advantages

We will learn in this lesson

After studying this lesson, you will be able to:

• know about Internet; its history and use.

• exchange of information using Internet.

• identify devices required to connect to Internet.

• connect to Internet?

• know world wide web, website and web page.

• open different websites, search information and read newspaper.

In daily life whenever we want to look for the meaning of a particular word, we immediately open

dictionary. But if we want a detailed information on anything we will have to use Internet.

Internet is a huge collection of information and we can use it to get information about anything

immediately.

As different towns, cities and states have been connected to other towns, cities or states with the

help of roads, likewise information in one computer can be exchanged with another computer with

help of telephone lines or satellites.

Initially a small number of computers within a single room or different rooms of the same office

were connected. Such an arrangement was called Local Area Network (LAN).
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Later on the computers which were placed in different cities were connected together and this was

called (WAN) Wide Area Network.

When computers of different cities all over the world were connected to LAN and WANs, this was

called Internet.

5.1 What is Internet?

Internet is a network of computers or networks of computers world wide. Internet is also called

Network of Networks. Computers are connected to other computers or networks using telephone

wires, Network cables, Satellite or other mediums. It is the fastest means of communication.

Fig. 5.1

5.2 History of Internet

Internet was invented in 1960s at Dept. of Defense in USA. At that time it was used for exchange of

information in different locations of Defense department. Later on it became a necessity in every

office and household.

As every house has a T.V., fridge, telephone and mobile likewise computer and internet have also

become quite popular. Internet is considered to be a most valuable invention by the intellectuals. Its

usage and facilities are increasing continuously.

5.3 Advantages of Internet

Those who do not have a computer or internet at home need not worry as they can pay a small

amount to get these facilities at a cybercafe. ‘Cyber Cafe’ is a public place where anyone can go

and use computer or internet by paying a nominal amount.
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Fig. 5.2: Cyber Cafe

Cyber Cafes’ are popular not only in cities but also in towns and villages. Opening a cybercafe does

not require a lot of money. Therefore if a person knows working on computer and has a little money

to invest, then he can open his own “Cyber Cafe”. OR a few friends together can open it.

Cyber Cafes are being used to get knowledge of agriculture techniques. So now a person does not

need to travel to another block/tehsil/city to know about agriculture and can get entire information

in cyber cafe through internet.

Today the world of internet is called Cyber World or “Cyber Land”.

Cyber Cafe’s are as popular as coffee shops or tea stalls. So we can use internet and computer

easily.

Though we may not have computer at home yet we can send messages to our friends and family via

email.

Fig. 5.2.1 (a) E-mail & Fig. 5.2.1 (b) Video Conferencing

Email stands for electronic mail. It is like a letter. The only difference is that it is sent immediately

to anyone across the globe using internet.

Email is most economical, fast and convenient method of sending messages. We will discuss about

it in detail in the next chapter.
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Internet is becoming popular day-by-day. There is nothing in the world whose information we can

not find through internet.

Video conferencing is a technology with which we can have a face-to-face conversation with

anyone.

Video conferencing technology is very prevelant these days to talk to your relatives living in other

cities or countries and even see each other while talking. Video conferencing can be used for giving

interviews also. Colleges and universities use this technology to train their students, and the student

can even ask questions from the teacher or trainers.

Fig. 5.2.2 Fig. 5.2.3

Fig. 5.2.4 Fig. 5.2.5

Internet is also used for advertising various products. The picture of product along with its price is

shown on the website and people can buy these products sitting at home by using their credit cards

or net banking. Use of internet is increasing day by day in the fields of Education, Banking,

Entertainment, Health and Tourism etc.
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5.4 Exchange of Information using Internet

When any information is sent via internet, it gets converted into small packets and every packet

travels to internet via telephone line, cable or satellite. These packets reach the target computer

with the help of a special device called Router. Router decides the safest, easiest and fastest route to

reach the target computer. These packets are collected again to convert the information in the form

in which it was sent.

The computers follow the rules to complete this entire process which are called protocol. This

protocol is called TCP/IP.

5.5 Devices used for Connecting to Internet

To connect to internet, we must have a computer and our computer must have a special software

Internet Explorer called Web Browser. We have Internet Explorer as default browser in our computers.

Apart from it we require a modem and a telephone connection. A modem acts like a medium

between computer and internet.

All the information sent or recieved using internet travels through telephone lines.

Fig. 5.3

We must have an Internet connection provided by an ISP. Internet connection is provided by different

companies called ISP (Internet Service Provides) we have many ISPs in India like Airtel, MTNL,

BSNL, Sify etc.

5.6 How to Connect to Internet?

We can connect to Internet in two ways:

1. By calling the computer of Internet Service provider by our phone line or connecting to our

ISP directly.
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Generally we connect to ISP through phone line and modem. We have to pay some amount to these

ISPs for using internet.

MODEM: Modem is a device that connects a computer with a phone line. For ending information

modem must be present alongwith the sender’s computer as well as reciever’s computer. Modems

can be present inside the computer or can be connected to the computer from outside.

Fig. 5.4

Connecting to Internet using Data Card

Data Card is a device which helps us to connect to internet without wires.

Use these steps to connect your computer to internet using data card -

1. Insert Data Card in the USB port.

Fig. 5.4.1

2. Install the software related to data card in your computer.

3. Double click the data card icon or press enter after placing the cursor on this icon.

4. Click on connect button seen on the computer.

5. Now you can use internet in your computer.

Computer 1

Computer 2

RouterModem
Internet
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Let’s see, what you have learnt 5.1

1. Fill in the blanks:

(i) ___________ is a large collection of information.

(ii) Connecting computer of same room or building is called _________.

(iii) Connecting computers of different cities is called _________.

(iv) Internet is the fastest medium of __________ of information world wide.

(v) Internet facility is available even in ________ by spending some money.

(vi) Datacard helps us to connect our _______ with internet.

(vii) Datacard provides us the facility of ________.

2. Tick () the correct and cross () the wrong answers:

(i) Computers use TCP/IP protocol for working on internet. (   )

(ii) Companies provide internet free of cost. (   )

(iii) There is only one way to connect to internet. (   )

(iv) Modem should be present with the computer from where information is sent as

well as with the computer recieving it. (   )

(v) To connect to internet using data card we have to install the software related to it.

(   )

3. Define the following:

(i) Router

________________________________________________________________

________________________________________________________________

(ii) LAN

________________________________________________________________

________________________________________________________________

(iii) Cyber Cafe

________________________________________________________________

________________________________________________________________
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(iv) Video Conferencing

________________________________________________________________

________________________________________________________________

(v) Data Card

________________________________________________________________

________________________________________________________________

5.7 World Wide Web

The collection of information available on internet is known as World Wide Web. The information

available on World Wide Web can be in the form of text, picture and sound. World Wide Web is also

known as WEB.

Many people confuse internet with web but actually they are different.

Internet is a network of a group of computers whereas World Wide Web is a service provided by

internet.

Fig, 5.5

Getting desired information through internet or web is known as internet browsing or web browsing.

Web browser is software which helps us in using internet. In simple words, the software of web

browser connects computer with World Wide Web. Some of the common examples of web browser

are: internet explorer, Google chrome, Mozilla, Firefox, opera and safari etc.
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5.8 Website and Web page

Web page - It is a page full of information which is seen with the help of web browser. This is an

electronic page on web which has content, picture and sound etc. We can easily navigate from one

web page to another.

Websites - websites are made up of one or more than one web pages collected together. The first

page of any website is known as homepage. Every website has an address. This is known as website

address.

Fig. 5.6: website and web homepage

5.9 Search Engine

Search engine is a special website which discovers related websites and web pages according to

key words typed by the user.

Some of the main search engines are, rediff, yahoo, google, etc.

As we have learnt earlier that we need web browser program to connect to world wide web of

internet. Internet explorer is also a popular web browser. We will follow the following steps to open

a website:

1. First of all check whether your internet connection is working or not.

2. Click on the start button on computer desktop.

3. Take your pointer to all programs and see the list of all programs and select internet explorer.

4. Now home page will open in internet explorer.
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Fig. 5.7 (B)

5. Type the address of website which you want to open in the blank box on the screen. Type

website address. If you want to see the website of National Institute of Open Schooling (NIOS);

type www.nios.com.

6. Now press enter or go button; now you will see the website of NIOS.

We can see other websites in the same manner.

5.10 Reading news paper and others

We can read any news paper easily on internet. We will follow the following steps in this regard.

1. We will open web browser like internet explorer, Google chrome on computer.

2. We will type the news related website address on the address bar of the web browser.

3. Now click go or enter in the address bar.

4. We can read the desired news papers in Hindi/English.

http://www.nios.com.
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Let's see what you have learnt  5.2

1. Fill in the blanks:

i. The collection of information used on internet is known as ___________.

ii. Web browser is a ___________ that helps us in internet browsing.

iii. _____________ is composed of one or more than one web page.

iv. The first page of a website is known as ___________.

v. Google is a popular _______.

2. Define the following:

i. Internet explorer

________________________________________________________________

ii. WWW

________________________________________________________________

iii. Search engine

________________________________________________________________

Let us do it

Go to cyber café and check the following websites:

1. Open a search engine and search any information in it.

2. Find out a website for listening music.

3. You can get any information on any topic on www.wikipedia.com.

4. www.nios.ac.in - will give you information about National Institute of Open Schooling and

its various courses.

5. Find out any website which is related to jobs.

Definition of important words

1. Internet - This is the web connecting all the networks of the world.

2. Cyber cafe is a public place where money is paid to access internet facility.

3. Modem is an instrument which connects computer and telephone line.

http://www.wikipedia.com.
http://www.nios.ac.in
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4. WWW - the service provided by internet.

5. Website - this is made up of one or more than one web pages.

6. Homepage - the first page of any website is called homepage.

7. Data card - a device which is used to provide wireless internet facilities.

Let us Revise

• Internet is the fastest medium to send e-mail messages and information from one place

to another in the world.

• Network connecting computers in a room or in a building is known as LAN (Local Area

Network). Network connecting computers from various cities is known as WAN (wide

Area Network).

• Cyber cafes are used in agricultural sector also.

• The world of internet is known as cyber world.

• E mail is the easiest and cheapest mode to send a message.

• We can do shopping, give interviews and do video conferences by internet.

• The information of internet is made available through telephone line, cable or satellite.

• Router is used to provide information from internet to computers. Router is considered

to be the simple and secure method to get information on computer.

• Internet browser, modem and telephone line are required to connect with the internet.

• The company providing internet services is known as ISP.

• The major companies  providing internet facilities are BSNL, MTNL etc.

• Modem can be placed both inside and outside the computer.

• The information on World Wide Web can be in words, picture and sound mode.

• Web and internet are two different things.

• Getting desired information by internet on web is known as internet browsing or web

browsing.

• Web browser is a software.

• Websites are made up of one or more related web pages.

• Every website has an address.

• Some of the major search engines are yahoo, rediff and Google.



86

Exercise

1. Fill in the blanks:

i. The full form of WAN is __________.

ii. ________ is the master web connecting all computers of the world.

iii. ISP is required for connecting to __________.

iv. WWW stands for ______________.

v. Any _______ can be searched on search engines.

vi. Modems are wired or ____________.

2. State true or false:

1. Google is not a search engine. (     )

2. Internet is used to play games. (     )

3. Website does not have web pages. (     )

4. Internet helps in video conferencing. (     )

3. Answer the following questions:

1. Write two examples of search engines?

________________________________________________________________

2. What is a website?

________________________________________________________________

3. What is TCP/IP?

________________________________________________________________

4. When and where was internet developed?

________________________________________________________________

5. What is internet?

________________________________________________________________
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4. Match the following:

1. To connect with one computer to another a. are found in cities and villages

2. Cyber café b. internet with computer

3. Information by Router c. is a software

4. Modem  connects d. medium of telephone line,

LAN or satellites

5. Web browser e. reaches to computer

5. Write the names of following devices:

_____________________________ _____________________________

_____________________________ _____________________________

Answer Key

Let's  see what you have  learnt

5.1

1. (i) Internet

(ii) LAN (Local Area Network)

(iii) WAN (Wide Area Network)
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(iv) Exchange

(v) Cyber café

(vi) Wireless

(vii) Internet

2.  (i)  (ii)  (iii) 

(iv)  (v) 

3. (i) Router is a device which helps in providing information to the desired computer.

(ii) When computers are connected in one building, it is known as LAN.

(iii) Cyber café is a public place which helps in providing internet facility in exchange of

money.

(iv) Video conferencing is done with relatives who stay at far off places.

(v) This is card which is used for wireless internet computer to gain information.

5.2

1. (i) World Wide Web  (WWW)

(ii) Software

(iii) Website

(iv) Homepage

(v) Search engine

2. (i) Internet explorer is a web browser which helps in opening of website on internet.

(ii) www is composed of sites on internet which helps in searching information.

(iii) Search engine is a website which searches the  website related to words and sentences

typed by the user.

Exercise

1. (i) Wide area network (ii) Internet (iii) Internet

(iv) World wide web (v) Website (vi) Wireless

2. (i) False (ii) True (iii) False (iv) True

3. (i) Yahoo, google
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(ii) Website is made up of one or more than one web pages.

(iii) TCP/IP is the rule of internet and is known as protocol.

(iv) Internet was discovered in the last decade of 1960 by the defense department of America.

(v) Internet is the web of all the computer networks  of the world.

4. (i) d (ii) a (iii) e (iv) b (v) c

5. (i) Modem (ii) Data card (iii) LAN

(iv) Router (v) Computer
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6

Computer Security

We will learn in this lesson

After studying this lesson, you will be able to:

• know the need of computer security.

• explain the term computer security.

• create password.

• explain computer virus.

• identify various dangers.

• use methods to keep data and computer safe.

Computer has become an essential part of our life. Therefore we need its security also. If this

device does not have proper security, then it might be dangerous for us. Hackers can take out

username and password of Internet Banking. This will help them to transfer your money into their

account. By getting credit card number and its password money can be withdrawn from your account.

Username of e-mail ID can also be hacked. Not only this, the servers of big companies and institutions

can also be hacked. The secrecy of company gets reduced due to hacking. Internet can also be used

to take out blue prints of army and its weapons. Hackers can also get the information regarding

Missiles, Radar, Gun, Ordinance-factories etc.
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Fig 6.1

Hackers can also get the information about the army working on the frontiers. They can get the

route map of the army. There are many other sectors where computer hacking can be used.

6.1 Methods of Security

Let us know how computer can be kept secured from hacking.

We have learnt in last chapter that computer is used in every sector of human life.

Whenever we use computer our information is stored in folders in files menu.

This information can be seen by other people. This information can be used in a wrong way also.

We have also learnt that files can be saved by keeping a password in them. We will read about this

in detail later on.

We can communicate with other people through e-mail or chat. We want that if somebody sees our

email or logs in from your ID, then he should not send wrong information or spam mail to others.

When we use internet from our home, do transaction from our bank account, we should check that

nobody else can do transactions from our bank account.

When we connect with internet then some files or programs get stored in our computer. We should

take precautions so that a bad or wrong program would not affect our computer. It should not

change or hack the information from our files.

Therefore, we need security from this danger.
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Let’s see, what you have learnt 6.1

1. Fill in the blanks:

i) If computer is not properly secured, it might ___________ you.

ii) We can secure our _______________ with the help of a password.

iii) Computer can be used for doing bank _____________.

iv) While connecting to internet, files and program get _____________.

v) People can ______________ files by internet.

6.2 What is Security?

We log in after starting the computer. We enter password for logging in. This is a kind of security.

By using password, nobody can see our files or change them.

In the same way, password is used for user ID. Using passwords stops hackers from sending wrong

emails or reading our emails.

Password is present for email banking also. Therefore bank uses another kind of security features

too. They ask some questions or some parts of password. This password or security question is not

known to bank employees. Bank uses a different program to keep this password a secret.

Internet service providers also keep many precautions to save emails from virus. We will learn

about virus later on.

Internet providers also keep us informing about phishing emails. We will know more about it in

coming chapter.

Virus

Many features are included in our computer system to save them from

virus attack. Windows firewall is one such feature. Windows firewall

should always be kept on to save us from virus attack.

There are many programs available on internet to keep us safe from

virus. These are known as antivirus software.

 Fig 6.2
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It is important to install antivirus software in our computer and keep them active. Some of them are

purchased by giving money and some are free. Free antivirus should be used carefully because it

may seem like antivirus but may have virus. Many antiviruses are available in market like Norton,

Quick heal, AVG antivirus etc.

Let’s see, what you have learnt 6.2

Tick () the correct statement and cross () the wrong one: -

1. Password is an element of security (    )

2. Our password is known to bank employees (    )

3. Internet service provides do not care about virus (    )

4. Internet service providers warn us about phishing (    )

5. Firewall should be closed after some time (    )

6. We should always use antivirus software (    )

6.3 Password

A password is used to secure our information, messages and transactions. Therefore it is important

to secure them with password. We should not tell our password to others.

We should to keep our password with great care. We should not keep our name or names of our

close ones/address as password.

If somebody tries to break our password he will try these first. Experts say that we should not use

those words which are present in dictionary. We should use non-sequenced, non-serialized and

non-regular alphabets.

For example use ‘swugjalak’  instead of ramesh thakur.

Password should be long as it is impossible to break it.

Many institutions and computer experts believe that there should be minimum 6 alphabets in

passwords. However, some of the systems want numbers to be a part of password. This enhances

password and therefore, it could not be broken easily.

Some systems prohibit the use of special symbols like (!, @, #, $) and some systems accept them.

Some more systems believe that there should be special symbol present in the password. This

makes password tough and could not be broken easily.

Therefore, we should use a password which is long and has alphabets, numbers and special symbols.
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It is not easy to remember a password and if we write them on paper, it can be read easily by others.

Therefore, the best way is to use password again and again so that it gets remembered by you

easily.

Another fact is that, we should not use one password at many places. Password should be different

from others. One password should not be related to another.

Let’s see, what you have learnt 6.3

Tick () the correct statement and cross () the wrong one: -

1. Numbers should not be used in password (    )

2. Same password should be used everywhere (    )

3. We should use our name or login ID as password (    )

4. Password should be long (    )

5. Special symbols are prohibited to be used in password (    )

6.4 Computer Virus

 Some illegal websites have the motto to destroy personal computer or stop their functioning. This

hampers our day to day life. These websites have an aim to download their program in our computer.

This is done through email or software.

Some websites send emails to us with their program in their attachment. This printed program can

be a file, picture, music, video game, software or video. This program includes our other files and

programs from our computer. Such programs are called virus.

Some virus destroys the data from our file. They delete some files. This further stops us from doing

work on another computer.

Some websites give us perks to download their program. This spreads virus in our computer. Many

websites follow the same pattern. We should save our computer from such attacks. This is not

mandatory that all virus programs to work in the same way. After downloading some virus gain

information from address book. They further get email address of our contacts. Then they send

emails to them on our behalf. Thus, the computers of our contacts also get infected.

Some virus asks for password through mails. They have the excuse that we have been a victim of a

cyber attack. Internet explorer has such systems to block them and follow the security code. Internet

service providers also save us from virus infected mails. Internet service providers check the email

id of the sender. If it finds something suspicious like virus or phishing then it keeps it in junk or

spam folder. We should open such mails when we are fully satisfied.
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If there is still virus in our computer then it should be treated. Our file saves the data and it depends

on the virus. Antivirus software can take these viruses out of computer. Sometimes these files get

damaged. All the information is lost in files. The whole disk gets damaged and program gets wiped

out. If antivirus program finds suspicions in a file, then this file is saved from virus in special folder.

This folder is known walnut. Sometimes antivirus could not wipe out virus. In such a situation

operating system and programs are reloaded in computer.

Let’s see, what you have learnt 6.4

Tick () the correct statement and cross () the wrong one: -

1) Virus cannot come in computer downloading a picture or video (    )

2) There is no damage to virus (    )

3) Virus is always treatable (    )

4) If internet service provider finds a suspicious virus in a mail, then it is sent to Junk

folder. (    )

5) Suspicious files are kept in a walnut folder by antivirus software (    )

6.5 Other types of Danger

Internet has changed our life. The danger has been widened with the techniques of network and

increased use of computer by persons and in businesses. Virus attacks can completely damage the

computer. This includes destroying the files, crashing of hard disk, damaging operating system etc.

Virus attack destroys the secrecy of the system. This also uses our computer as a weapon against

another computer. Now we will see what other kinds of attack are there.

1. We have a fear that our secret information like log on information file, data etc can get lost

and it damages our file and data. Therefore, we should keep our password powerful and

secure. You have learnt about this earlier in this chapter.

2. We have learnt about virus before virus can come into our computer by internet. To save our

computer from internet virus, we should use firewall and antivirus software. We should think

twice before opening an email from unknown person. If our known person sends a suspicious

mail, we should not open it. Our known person should be asked if he had sent that mail or not.

3. We have learnt about hackers a lot. Hackers have an aim to have an ownership on your

computer secretly. They harm our computer data, information, contacts etc. from programs.

This is known as attack. Therefore firewall is used in this regard. Firewall stops the working

of dangerous program.



96

4. In this way, they control the function of computer and send e-mail from our side. It also sends

information to other computers many times. By getting or taking over functions of many

computers they can hijack network and websites. This is known as Denial of services.

5. Some mails take us to the website and give us perks like showing attractive pictures. Sometimes

they tell us that there are errors in your bank account which are to be answered on websites.

They take us to fake websites which ask secret information like password. These passwords

are misused. These attacks are known as phishing.

We should never go to bank or secret website through e-mails or other websites. We should

type the address of websites in internet explorer to navigate the website.

6.6 Other method to keep Computer and Data Safe

1. Make a difficult password using numbers, alphabets and special symbols.

2. Keep changing your password from time to time.

3. Do not tell or write your password.

4. We should not visit bank and other important website through unsafe sites or e-mail.

5. Do not keep one password for all sites. Make different passwords for websites.

6. We should always keep firewall on. We should follow the rules of firewall.

7. We should use authentic antivirus software which should be updated from time to time.

Let’s see what you have learnt 6.5

Fill in the blank: -

1. _____________ can damage the condition of computers.

2. _____________ gets destroyed by virus.

3. __________________ should be powerful to stop the damage in the data present in

computer file.

4. Getting power to use a computer secretly is known as ____________.

5. ________ is the information asked by the fake website.
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Let us Revise

• Security is essential for computer without security damage can be done to any institution

or country email ID.

• Password should not be told to anyone.

• File program should be saved in computer

• Do not tell bank account number and password to anyone if you don’t have correct

information.

• Do not do any transaction through computer at home.

• Password is entered to start a computer. Take a precaution that password is not known

to anybody.

• Do not tell user ID and password of email ID to anybody.

• Do not tell internet banking password to anybody.

• Save your computer from virus. Always keep windows firewall open.

• Install antivirus software in your computer.

• Many antivirus software like Norton, Quick Heal are available free or in trail pack

either.

• Think before keeping a password.

• Do not keep your name, names of closed ones or address as your password.

• Longer passwords are more efficient.

• Do not use the same password everywhere.

• If any email has file, picture, music, video game etc. as attachment it may have virus.

• Virus can delete our files and destroy data.

• Do not transact any financial transaction through e-mail. If may harm you.

• Open Junk or Spam folder e-mails when you are satisfied.

• If antivirus have a suspicions of virus in a file, it is kept in a separate folder known as

walnut.
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Exercise

1. Fill in the blanks: -

i) __________ for internet banking of bank can be hacked from computer.

ii) File program from internet are ___________ in our computer.

iii) Firewall must always be kept ________________.

iv) ___________ should not be kept on our name, our closed ones name or address.

v) Antivirus puts virus in files to _____________.

2. Answer in Short: -

i) What should be done for file security?

ii) What should be done to stop damage in files?

iii) Which program provides security from virus?

iv) From where virus gets downloaded?

v) Which folder should be opened on full satisfaction?

3. Tick () the correct statement and cross () the wrong one

i) Password is not required for login into email (    )

ii) Some virus damage the data in our files (    )

iii) Virus can come from many websites (    )

iv) Antivirus keeps suspicious files in walnut (    )

v) Firewall keeps our computer safe from virus attack. (    )

4. Match the following: -

i) Security is needed because of a) Junk, Spam

ii) Password should have b) Password

iii) Suspicious mails are kept in c) Special Symbol

iv) It Should be changed regularly d) Virus

5. Tick the correct option

i) What is quick heal?

a) Picture b) File

c) Video d) antivirus
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ii) Which downloads from internet invite virus?

a) Picture b) File

c) Video d) All the above

iii) What are the dangers of virus?

a) Damaging the files b) Crashing of hard disk

c) Destroying operating system d) All the above

Answer Key

Let’s see what have you learnt

6.1

i) Harm ii) File

iii) Transaction iv) Save

v) Change / exchange

6.2

i)  ii) 

iii)  iv) 

v)  vi) 

6.3

i)  ii) 

iii)  iv) 

v) 

6.4

i)  ii) 

iii)  iv) 

v) 

6.5

i) Virus ii) Files
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iii) Antivirus iv) Hacking

v) Phishing

Answer Key

1. a) User ID b) Downloaded

c) Active d) Password

e) Junk/Spam Folder

2. i) Use Password ii) Use antivirus

iii) Antivirus iv) Internet

v) Spam or Junk folder

3. i)  ii) 

iii)  iv) 

v) 

4. i) d ii) c

iii) a iv) b

5. i) Antivirus

ii) All the above

iii) All the above

Do Yourself

i) See how a file is downloaded through internet

ii) Download free antivirus in your computer

iii) Activate/deactivate the firewall and check the difference

Note:  If you do not have your own computer, then do this in cyber café.
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7

E-mail

We will learn in the lesson

After studying this lesson, you will be able to:

• learn about e-mail

• create e-mail address

• explain the function of e-mail

• differenciate between general post and e-mail

• identify the benefits of e-mail

• create e-mail account

• send message through e-mail

• attach files.

Few years back, we used to write letters to know about the health and safety o our closed ones and

relatives, letters were used to express our feelings. These letters took much time to reach the

destination. Some letters too were lost in this process. How many times have we thought that the

letters received by us are few. The reason for this is increasing use of e-mail. Let us know what is an

e-mail?
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7.1 E-mail

E-mail means electronic mail which is the medium which sends and receives e-mails using internet.

This is an important service provided by internet. It is an electronic form of traditional letter. We

use computers in the same way of sending e-mail like we use paper and pen in traditional letter. We

can now send e-mail in any corner of the world at any time (24 hours). The only thing we need to

know is the e-mail id of the sender and the receiver. This e mail id is used just like the address

written on post card or envelope.

Fig. 7.1

7.2 E-mail Address

There are two parts of e-mail address which are joined by the symbol of at the rate (@).

For example: koopar@hotmail.com

Kooper in the above example can be anybody's name or surname or can be made up of other words

which can be used as an identity of that person. It is known as user id. The user id of any user should

be recognizes by the email service provider companies (as gmail.com, hotmail.com, rediffmail.com

etc) at the time of opening an account. If our chosen if is already registered with some other ser (as

there can be two persons with the same name like Param), then we can use some numbers like 1,2

pr symbols like semicolon (;) so that our id can be different from other user. For example, one name

can be Param-1 or Param_234. The second part of e-mail shows service provider or the name of

mail server like:

mailto:(@).
mailto:koopar@hotmail.com
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kooper 1@gmail.com

Here kooper1 is the username @ hotmail.com is the mail server.

7.3 How e-mail Works?

Before learning about sending e-mail, we should learn how a normal post is sent. For sending a

normal post we do the following things:

• Write a letter

• Keep it in an envelope

• We write receiver's and sender's address on the envelope and paste the ticket stamp by using

glue

• Put the envelope in the post box

• If the address is correct then it reaches the correct place.

You need not worry or think about the way of reaching the letter like train, airplane or other methods.

In the same way we should follow the following steps:

• Start your e-mail program

• Tying the receiver's address

• Type the e-mail message

• Press the send button

We need not write the sender's address as it is automatically taken by computer. We need not worry

about how e-mail is received by the receiver; there is no difference between sending the message

by post or e-mail. However, an e-mail reaches faster and also at low cost.

7.4 Benefits of e-mail

• E-mail reaches at a very fast speed

• The cost of sending an e-mail is very less

• There is no limited size of e-mail message.

• We can also send letters, reports, pictures etc with e-mail.

• If e-mail address is correct, then it reaches the right person.

• The presence of e-mail receiver is not required in sending e-mail. It means that it is not

necessary that the receiver is working on his computer. The sent e-mail gets deposited in the

receiver's e-mail box. He can read these e-mails when he is free.

mailto:1@gmail.com
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Let’s see, what you have learnt 7.1

1)  Fill in the blanks:

(i) To send an e-mail, it is necessary to know the ______ of sender and receiver.

(ii) _____________ is the medium of sending and receiving messages using internet,

(iii) Every e-mail has ___________ parts.

(iv) The second part of e-mail addresses shows ____________________.

(v) There is the difference of speed in simple post and _______________.

2) State true  ()  or false ():

(i) E-mail reaches at a very slow speed. (    )

(ii) We can send pictures through e-mail. (    )

(iii)  There are two parts of e-mail. (    )

(iv) E-mail is a 24-hour internet service. (    )

(v) Hotmail.com is an educational institution which is not related to internet. (    )

7.5 E-mail Account

To send an e-mail, you should have your own e-mail account. There are many websites on internet

where you can create a free e-nail account. You need not to pay anything for your e-mail account.

There sites are:

www.yahoo.com

www.gmail.com

www.hotmail.com

www.rediffmail.com

We can make our e-mail account on any site. However, it should be noted that we should work

regularly to keep our account working otherwise our e-mail account could be cancelled or deactivated

after some time.

Let us learn to open an account on hotmail site

• Firstly, open browser and type www.hotmail.com on the address bar and open its web page.

• You will find two buttons sign in and sign up. Of you have already an count the type your user

name and password and click sign in to open a new account, press sign up button (see fig. 7.2).

http://www.yahoo.com
http://www.gmail.com
http://www.hotmail.com
http://www.rediffmail.com
http://www.hotmail.com
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Fig. 7.2

• Here you will see a new page which will look like a registration form (see fig. 7.3).

Fig. 7.3

• You have to fill your name, user id, password, date of birth, phone number etc in the form (see

fig. 7.4).
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Fig. 7.4

•  If your user id is accepted by hotmail, then you will see a new page with your name and user

id.

Fig. 7.5

• After that you can open your e-mail inbox and send new mail. (see fig. 7.5)

This helps you to know that your registration on hotmail.com has been successfully done,
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7.6 Sending e-mail Message

To make an e-mail message, we will click on the new button (see fig. 7.6). After clicking the button,

we will see a blank form (see fig. 7.7).

Fig. 7.6

This has the following details:

To:  here, we will type e-mail address f the sender (fig. 7.7). You can write the name of many

persons together. The e-mail messages typed here will receive the message.

Cc: we will type that e-mail address to which we want to send the copy of e-mail. Cc means carbon

copy. We can write the names of more than one person separated by coma (,).

Subject: the subject of e-mail is written in short here. If a person message is written in mail then the

subject is personal. If mail addresses health, then the subject can be health.

Then a blank space is seen here where we can type the message. This is known as body of e-mail.

After preparing the message, we will press end button. Then our e-mail will be sent to desired

address.

7.7 Address Book

Address book saves all the e-mail address with a star. Thus, we need not type the e-mail address

again and again. If we want to select a particular e-mail address, it is automatic form in e-mail id.

We can add new address or delete old address from address book. You can also find search contact

button at the bottom of the screen. (Fig. 7.7)



108

7.8 File Attachment

Any file that is stored on computer can be sent through e-mail. It can be text, photo, picture, video

etc. this is known as file attachment,

You have already read about file earlier. Suppose we want to get an admission of our daughter in a

school. Then we can send thus application to the school principal as a file attachment to e-mail

address. The whole process is shown below. (See fig. 7.8)

Fig. 7.8

• E-mail address of principal: principalsunbeamschool@hotmail.com.

• See where application file is saved. See the name application.doc. The extension name of the

word file is .doc.

• When we open e-mail window, we will first type the e-mail address of the principal.

• We can leave Cc blank because we need not send carbon copy to anybody else.

• We can write 'application for admission' as subject.

• We will type the following message in the body of the e-mail:

Dear Sir,

I am attaching all the information relating to admission of my daughter. Kindly do the needful. (See

fig. 7.8)

Thank You

mailto:principalsunbeamschool@hotmail.com.
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We will type this message in English as shown in fig. 7.8.

Some e-mail provider companies like gmail provides the facility of typing e-mail in Hindi or any

other Indian language.

Now we have to send application.doc (a file already made in MS Word) as an attachment to this

mail. We will now click attachment button which is shown by the icon of paper clip. We will now

attach the file by searching the folder where it is stored. The file is now attached (see fig. 7.8).  Now

click the send button.

7.9 Opening File Attachment

We will also have to notice that the application from where we are sending the file should be on the

receiver's computer too. This will help him in opening the file or document easily. There is a paper

clip icon in the mail which tells us that there is an attached file in the mail (see fig. 7.9). Double

clicking the file will open the file.

Fig. 7.9

7.10 Replying the Mail

We can give reply to the mail like the same way we reply to a letter received by us. E-mail gives us

facility that we cab reply to the mail instantly or save it or reply later on.
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To reply, we should click reply button (see fig. 7.10).

Fig. 7.10

We need not type e-mail address again, it comes automatically in the mail. We will find Re in the

subject which stands for reply. (See fig. 7.11) we can type our reply and send it.

Fig. 7.11
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7.11 Printing an e-mail

We can click on printer button to print our e-mail message. This is known as hard copy. The file

kept in computer is known as soft copy.

7.12 Deleting e-mail Message

When your inbox is full with e-mail message, then we can delete old messages which are not

useful. First, we have to select them and then press delete button. These mails can be restored again

from deleted items box.

Let’s see, what you have learnt 7.2

1. Fill in the blanks:

(i) Hotmail is a site where you can open your __________ free of cost.

(ii) _________ form is filled for opening an account in any site.

(iii) To make an e-mail message, we will click____________ button on the tool bar.

(iv) We type the e-mail address of that person in Cc whom we want to send _______

of the mail.

(v) We type our message in _______ of the e-mail.

2. Write small definitions of:

(i) Address book

(ii) Hard copy

(iii) Soft copy

   Let us Revise

1. E-mail: E-mail stands for electronic mail which is a medium for sending and receiving

messages using internet.

2. E-mail address:  This is first typed in message box to send an e-mail. For example,

bcxxxx@gmail.com .

3. User name: this is the part of user name which is written before @.

mailto:bcxxxx@gmail.com
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4.  E-mail account: This is an account by which we use all the facilities of e-mail.

5. E-mail message: the message sent or received by us through e-mail is known as e-mail

message.

6. Address book: we save all the e-mail of our contacts.

7. Cc: Carbon copy is sent to the e-mail typed n this column.

8.  File attachment: this is the facility of every e-mail service program where we can attach

a file to be sent in an e-mail.

9. If we type correct e-mail address, the mail reaches correct person.

10. Address book saves e-mail id of those to whom we sent e-mail regularly.

11. The files sent with e-mail are known as attachment.

12. All e-mails received in your mail account are stored in your inbox.

13. E-mail address is required for both sender and receiver of e-mail.

14. There cannot be any mail without any e-mail address.

15. We should open our e-mail account time to time to keep t open regularly.

Let us do it

1. Open an e-mail account of your name free of cost.

2. Send a birthday greeting to your friend or relative whose e-mail id is known to you.

3. Send a text file or picture from your computer system as an attachment in mail.

Answer Key

7. 1

1. (i) E-mail address (ii) E-mail

(iii) Two (iv) Mail server/mail service provider

(v) E-mail

2. (i)  (ii)  (iii)  (iv)  (v) 

7.2

1. (i) E-mail account (ii) Registration

(iii) New/compose (iv) E-mail (v) Body
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2. Definitions

(i)  Address book stores e-mail address of all our contacts.

(ii) Hard copy is print out on paper which can be seen or touched by our hands.

(iii) Soft copy is the computer file which can be seen or read on screen.

Practice

1. State true ()  or false () :

(i) E-mail can be sent without any e-mail address. (    )

(ii) We have to pay a huge amount to build an e-mail account. (    )

(iii) We should have our e-mail account to send an e-mail. (    )

(iv) E-mail message can be restored even  after deleting once. (    )

(v) The real name of e-mail is electronic mail. (    )

2. Choose the correct option:

(i) We can send through e-mail:

 (a) File (b) Picture

(c) Message (d) All the above

(ii) All received mails are deposited in:

(a) Inbox (b) Draft

(c) Sent mail (d) No where

(iii) Which of the following is not used in e-mail address:

(a) Coma (,) (b) Dot (.)

(c) Numbers (1,2,3) (d) Under score (_)

(iv) To is used for:

(a) Receiver of the mail (b) Sender of the mail

(c) Both of them (d) None of them

3. Answer the following questions:

(i) What is an e-mail?

___________________________________________________________________



114

(ii) What are the benefits of e-mail?

___________________________________________________________________

(iii) What is inbox?

___________________________________________________________________

(iv) Name the two parts of e-mail address?

___________________________________________________________________

(v) What do you mean by file attachment?

___________________________________________________________________

(vi) How can we reply to a received e-mail ?

___________________________________________________________________

___________________________________________________________________

4. Fill in the blanks:

(i) The full form of e-mail is __________.

(ii) We should have an e-mail ___________ to sent an e-mail.

(iii) Both parts of email are separated by ________ symbol.

(iv) User name and e-mail service provider are the two parts of a ____________.

(v) You can see received e-mails n your e-mail account in ________.

(vi) _______ option is used to send a copy of our e-mail to one or more persons in an e-mail.

(vii) _______ is used to sent files with e-mail.

Answer key

1. (i)  (ii)  (iii)  (iv)  (v) 

2. (i) d (ii) a (iii) a (iv) b

3. (i) Sending and receiving messages using internet is known as e-mail.

(ii) E-mail can be sent from any place, any time and in less cost to any corner of the world.

(iii) Place where received mails are stored in e-mails is known as inbox.

(iv) User name and mail server are two parts of e-m ail id.

(v) Files, text, photos, audios etc are sent with e-mail message is known as file attachment.
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(vi) After opening a received mail and clicking on reply button, we can type our reply and

send it.

4. (i) Electronic

(ii) Address

(iii) @

(iv) E-mail id

(v) Inbox

(vi) Cc

(vii)  Attachment


