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These are the set of skills you will be working on in this series from Kindergarten to Class 5
(I=Introduced R =Revisit M = Mastered)

Skills KG 1 2 3 4 5
About Computer - A Machine R R R R R
Uses/ Applications of Computers R M
1. Computer Basics Computer Functioning I R R M
Computer Hardware and Language I R R R R M
Storage Devices and Uses | R R R M
Using Computer Functions | R R R R R
Using Mouse and Keyboard | R R R M
Using Windows 10 Operating System | R R
MS Word 2016 R R R
2. Digital Literacy and Competence
MS PowerPoint 2016 | R R
MS Excel 2016 I R

Working with Media I

Using Computer Network | R
MS Paint | R
Paint 3D | R

3. Computational Thinking
Algorithm and Flowchart

QBasic | M
4. Coding and Programming Programming in Scratch | R R R R
Using Internet — Network of Networks I R R R R R
Uses of Internet I R R
Connecting to Internet R R
5. Internet and Cyber Safety
Internet Web Browser | R
Multimedia and Internet R R
Cyber Health and Assistive Technology | R R

The topics, which have not been mastered till class 5 will be covered in the later classes.
Digital support with each book will help in quick recapitulation of the concepts learnt.



Unit-1

o The Computer System
« Uses of a Computer

Computer

Discussion questions
» Which computer system can be easily carried around?

» What are the main parts of a computer system?
« Name some places where you have seen computers.




1 The Computer System

Skills

® |dentifying the different types of computer

® Understanding the different parts that make a computer
® |earning the uses of different parts of computers

® |dentifying the functions of computer

Learning Goals

® Knowledge of tasks a computer can do

® Differentiate between different types of computers

® Understand the features of computer

Step by Step Method

® Revisit the concept about the features of a machine as they have studied about
it in previous class. Ask them to name a few machines and what are they used
for.

® Explain the different tasks a computer can perform.

Monitor |

Keyboard

Mouse

Point at and name the different parts of the computer and ask the students
to repeat the names after you. Now hide the names and ask the students to
guess the part. Explain the function of each. You may ask if they can see the
wires connecting the different parts. Tell them nowadays wireless mouse and
keyboards are also available.

N



® Tell them that a computer is a manmade machine which makes our work faster
and easier. Give them examples how computer has made our lives easier.

® Explain the different types of computers and the advantages of each.

Learning Outcomes

The students will be able to:

® Differentiate between tablet, desktop and laptop
® |dentify the different parts of a computer

® Understand the different features of a computer

ICT Vocabulary

Desktop Laptop Palmtop Tablet
CPU Monitor Keyboard Mouse




Assignment-1

Printable/Photocopiable Assignments

I 1 The Computer System

A. Fill in the blanks.
1. The working speed of computer is

2. A computer always gives results.
3. A can store large amount of data.
4. A computeris aan machine.
5. A computer has main parts.
accurate computer fast four  electronic

B. Write ‘T’ for true and ‘F’ for false in the box

1. To do a single work a computer takes a lot of time.

A computer can perform different calculations.

The result give by the computer is not correct.

A computer gets tired easily.

We can watch movies and play games on a computer.

o 0k w D

A computer can perform different types of tasks at the same time.

C. Rewrite the jumble to make words
1. UACRCAYC

DESEP

BLTATE

RESENC

2
3
4. SEMUO
5
6

. TAPIN




D. Answer the following.

1. What is a computer system?

2. Name any two types of computers.

3. Name the different parts of a computer.

4. What is a tablet?

5. Write any two features of a computer.

6. What are the functions of a computer?

E. Choose the correct answer
a) A computeris a machine.
i) manual ii) electronic
b) Computers can be carried around easily.
i) desktop i) laptop
c) A computer smaller than the laptop

i) palmtop ii) desktop

iii) rechargeable

iif) mouse

iif) monitor

. A



d) Parts of a computer are connected through
i) wire i) signal iii) charging
e) A tablet can operate with a

i) electricity ii) touch iii) pencil




2 Uses of a Computer

Skills
® Identifying different areas where computers are used
® Understanding the different uses of computers

Learning Goals
® Knowledge about the variety of uses computer at different work places
® Understand the use of different computers according to their features

Step by Step Method

® Ask the students to name a few places where computers are being used.
Explain that the computers are being used in every field today. Discuss about
the different areas where computers are used.

® Show the nearby areas like school library, administration department, computer
lab, nearby bank. Discuss of computers are used in these places.

Show this picture and ask them if they have seen a computer at a shop used for
billing purpose. Ask them about their experience.

. A



® Take the students to the computer lab, reception, school library, school office,
etc. to show how computers are used there.

® Ask the students to visit a bank, parents’ office, hospital or mall and ask them
to see which types of computers are used there and why.

Learning Outcomes

The students will be able to:

® Understand that different types of computers are seen at different places
® Manipulate the different uses of computers

ICT Vocabulary
Presentation Smart class Animated Emails Designing Diagnosing
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Assignment-2

N2 Uses of a Computer

A. Fill in the blanks with the help of the clues.

1. Computer are used in for diagnosis disease

2. Computer can be used to listen to

3. Computer help to type letters at

4. Computer help at For reservation

5. Computer help in teaching at

6. We can send an through a computer.

7. Bookings at can also be done through computers.

B. Write ‘T’ for true and ‘F’ for false.

1. Computer cannot be used in school.

. A Banker uses a computer to keep records of money.

. You cannot listen to songs on computer.

. Computer are used for preparing medical report in hospital.

In railway station computer are used for reservation of seats and tickets.

The computer also helps in cleaning the house.

2
3
4
5. Medical reports cannot be made with computers easily.
6
7
8

A computer helps in making cartoons for children.

C. Tick the activities you can do with the help of a computer.

1. Sleeping

2. Doing sums

3. Playing games

4. Colouring

5. Drawing

11



6.

7.

8.

Running
Swimming

Eating

D. Answer the following question:

Write any two uses of computer for each.

In schools

At the supermarket

In the hospital

In printing houses

. What is an e-mail?

How can we play games on a computer?

12



IV. Why do we make presentations on a computer?

V. What is a smart class?




Unit-2

« How do Computers Work?
« Devices in Computer

« Keys on the Keyboard

« Clicking on the Mouse

Discussion questions

« What are input and output devices?

« How does a computer process information?

« Why is the computer mouse called a mouse?




How do Computers
3 Work?

Skills
® Understanding the different stages in which a computer works
® |dentifying the input, processing and output systems
in a computer
Learning Goals
® Knowledge of working of computers
® Understand the use of input, output and processing stages of a computer

Step by Step Method

® Put up a chart of input and output devices of a computer. Name them. Ask the

students to repeat their names after you. Tell the students about the importance
of each.

® Read the lesson and explain how a computer works.
® Explain the chapter to the student in a very easy to understand way.

e e
1 'I_7
O‘ ;,—-_.__ ,!s
Oranges Juicer Orange Juice
(Input) (Processing Unit) (Output)

Ask them what they understand about input, processing and output through
this example. Engage students by asking them to give more examples of the
working of any other machine. You may show them a video about the working
of a computer.

. A
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Learning Outcomes

The students will be able to:

® |dentify input, output and processing devices

® Understand that various devices work together to give a result on the computer

Input Processing Output Scanner Monitor Speaker Printer




Assignment-3

I 3 How do Computers Work?

A. Answer the following.

1. What are the three stages in which computers work?

2. Name some input devices.

3. Name some output devices.

B. Define:

Input

Processing

Output

C. Label the input, processing unit and output in the following process.




D. Fill in the blanks.

1. A computer works in stages.

2. Input is also called

3. Keyboard and mouse are devices.

4. processes the data.

5. The work done by the computer is called

6. Monitor and speakers are devices.
E. Define:

* Input

* Processing

e Qutput

F. Answer the following question:

1. What are the stages in which computers work?

2. Define CPU?

N
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3. What is the function of a scanner?

4. What is the use of a printer?

5. Name some input devices.

6. Name some output devices.

G. Find the names of input and output devices in the grid.

Monitor | Keyboard | Mouse | CPU | Printer | Scanner | Speaker | Joystick
alc|k|e|y|b]o]a r | d
p r [ n t e r f t 0
q j oz | c|n j K | p | m
glo|lel|la|s|vVv]|n]|]o j 0
K |y |[m]o]|n [ t r r u
r S f S| m| x| w]|Tr p | S
o | t ul|l h|g]| Vv |s f r | e
b [ glc|p|lu]|] o]k t P
I C r{fyl|lals|d [ h f
e k |y|]s|]cf|a|n|{n|Hh r
s | q|w]|t y | o j g| Vv | Db
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4 Devices in Computer

Skills

® Differentiating between input, processing and output devices
® |dentifying the uses of different devices

® |dentifying different storage devices

Learning Goals

® Knowledge of input, processing and output devices

® Understand how to interact with the computer using a keyboard
® Understand what storage devices are and their uses

Step by Step Method

® Begin the chapter by asking what input and output devices are. Ask them to give
some examples. Tell them that input devices are the devices through which we
enter the data into the computer. Output devices are the devices through which
we get the result.

Hard disk can store large amount
of data and information.

Portable hard disk

Take the students to a computer lab. With the help of a technician, open up
the CPU of a computer and show the students a hard drive attached inside.
Tell them its importance.

N
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® Take the students to the computer lab. Ask them to make a list of Input and

output devices available in the computer lab.

Explain them what storage devices are by showing them their pictures.

Learning Outcomes
The students will be able to:

Identify that keyboard, mouse and scanner are input devices

Identify that monitor, speaker, printer and headphone are some output devices
Understand that CPU is the brain of the computer

Use different storage devices to save their work

ICT Vocabulary

Instructions Typewriter Scanner Microprocessor
Printer Blu-Ray Disk Pen Drive Hard Disk

21



Assignment-4

Py DevicesinComputer

A. Tick the correct answer

1. The device used to give voice input

i) Mouse ii) scanner iii) speakers
2. The device also called as pointing device

i) Keyboard ii) mouse iii) printer
3. The device that have small buttons is

i) Mouse ii) scanner iif) keyboard
4. The device use to show result on screen

i) Mouse ii) speaker iii) monitor
5. The device used to show output on paper

i) Printer ii) keyboard iii) scanner

B. Fill in the blanks with correct word

1. is a what we feed into a computer. (input/output)

2. A mouse is also called a device. (output/pointing)

3. devices are used to show results (output/input)

4. A is similar to a TV screen. (monitor/mouse)

5. The is used to enter data by pressing keys.
(mouse/keyboard)

C. Match the following.

1. Keyboard Voice output

2. Mouse Brain of computer

3. Printer Type text and number

4. Speaker Pointing device

5. CPU Printing output on paper

22



D. Write the full form of the following:
CPU

CD-ROM

BD

USB

E. Answer the following question:
1. What is a keyboard?

2. What are output devices?

3. What is storage?

4. Where can we find a hard disk?

5. Name any three storage devices.

23




5 Keys on the Keyboard

Skills

® Understanding the role of keyboard
® |[nteracting with computer

® Using a keyboard

Learning Goals
® Knowledge of computer keyboard
® Understand the functions of different keys

Step by Step Method

® Begin the chapter by asking what type of a device is a keyboard. Discuss the
need of keyboard in computer.

® Introduce students to the different keys on the keyboard and their functions.
Explain about the placement of different groups of keys.

3

Delete Key: Itis used to delete the text or graphic on the right
side of the cursor.

AaBbCeDc| AaBbCcD: AZBLC! AambCel AP mssbcer acsbcoe AaBbeen:
3 I -
Paste X B T U-ax, x| f-%. K- = = Sl £ s THomal | TNoSpac.. Headingl —Heading 2 Title Subtitle  SublleEm.. Emphasis |-
= *F (! ¥

Clipboard fa Fant ] Paragragh l Styles e Editing
OO - - . | -+ - d -+ ANt r o+ | e+ + F e e 4 4+ - 4 s 4 44 b+ + § - R A,

I have a pet cjat.
| ~ This will be deleted

t1 oworas [ W E R - 1 + 150%

Explain the use of delete and backspace key. Let them understand the
difference. Ask them to type a sentence and use delete and backspace key
as you direct them.

N
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Demonstrate the function of each key on a computer.

Open any text editor like Notepad or WordPad for student and give them typing
practice. Call out the letters and numbers randomly and the students will find
out that key type on the keyboard.

Learning Outcomes
The students will be able to:

Find different keys on a keyboard quickly

Identify the various groups of keys on the keyboard
Differentiate between delete and backspace keys
Write on a Wordpad using keyboard

ICT Vocabulary

Caps Lock key Special keys Alphabet keys Number keys
Delete key Arrow keys Backspace keys

25



Assignment-5

I 5 Keys on the Keyboard

A. Tick the correct answer
1. Total number of number keys present on the keyboard are
i)5 ii) 10 iii) 9

2. Enter key is also called
i) Number key ii) return key iii) symbol key

3. The longest key in the keyboard is
i) Space bar i) delete iif) caps lock

4. Keys used to perform special function are
i) Function key ii) enter keys iii) backspace

5. A keyboard is the device
i) input ii) output iii) processing

6. The most common keyboard layout is
i) alphabetic i) QWERTY iii) custom

B. Name the following

1. The keys used to type 0,1,2,3,.......... 9.

2. The keys with F1-F12 marked on them.

w

The key used to erase the character in the left to the cursor.

4. The key used to give space between two characters

5. The key used to type symbols.

6. The key also called cursor control keys.
C. fill in the blanks

1. are used to type numbers

2. key used to write capital letters

A
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3. is a toggle key

4. key used to take the cursor to the next line
5. key used to type %,<,>,+,”
6. Shift key is used to type on a computer.

C. Answer the following question:

1. What are arrow keys used for?

2. How can we type symbols present on the number keys?

3. How can we use the caps lock key?

4. What is the use of the shift key?

27



6 Clicking on the Mouse

Skills

® | earning about mouse and its functions

® Understanding the different parts of a mouse
® Performing different mouse actions

Learning Goals

® Knowledge of mouse

® Understand the importance of mouse
® Use mouse efficiently

Step by Step Method

® Ask the students which type of device is a computer mouse. Explain them the
different parts of a mouse.

® Explain and show them the mouse pointer moving on the screen.

® Demonstrate the different ways to click a mouse. Explain how to select a text
using a mouse by clicking and dragging the mouse.

Click and drag the file
to the desired location.

.......

Somtent o

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

£ et

Ktk

Explain the students how to hold the mouse correctly and softly with their
hand. Explain how to click and drag the mouse to select objects on screen.
Tell them to practice this skill with patience.

N
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Learning Outcomes
The students will be able to:

Identify the different parts of a mouse

Move the pointer on the screen with a mouse
Use the right and left mouse buttons comfortably
Click the mouse button in different ways

Select a text by clicking and dragging a mouse

ICT Vocabulary

Scroll wheel Left button Right button Click
Dragging Right click Single click

29
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Assignment-6

I 6 Clicking on the Mouse

A. Fill in the blanks.

1. A mouse is called a mouse because of its shape.

. The small arrow on the screen is called a

. We should always keep the mouse on a

. You can click the button of the mouse with your index finger.

2
3
4. A mouse has two buttons and one
5
6

. The wheel on a mouse is called a wheel.

computer  cursor mouse pad scroll wheel left scroll

B. Answer the following.
1. What is a mouse click?

2. What is dragging? Why is it used?

3. Write the steps to select a text using mouse.

4. How can we change the location of files by using mouse?

30



5. What is double click and why do we use it?

. Label the parts of a mouse.

Left button

Scroll wheel
Wire
Right button

31




Unit-3

« Word Processor
e More in MS Paint

Q untitled - Paint IS [=] 3 )
File Edit View Image Options Help

b4
‘I l . N SR =

(1 115 5 I
i (I [ (/o [ [

“elp, click Help Topics on the Help Menu. et

Discussion questions

o Can you write on a document in a comput-
er?

e Can you draw on a computer?
e Which programs will help you do these?




7

Skills

® Understanding the use of Word Processor

® |earning the components of Microsoft Office 2016
® Open, close, save and print a document

Learning Goals
® Knowledge of Microsoft Office 2016
® Start Word program

Word Processor

® Understand different components of Microsoft Word 2016 opening screen

Step by Step Method

® Explain the students that Microsoft Word program is a processing tool to

create different types of documents.

® Demonstrate the steps to open the Microsoft office program on Windows 10.
® Explain the different components of Microsoft Word 2016 window.

Quick Access Toolbar
’—.You can save, undo, redo,
L H = 0

Aibbon s—

Toolbars

the text style.

Status Bar
Shows the Page number and
& number of words in the document

Show the students different components of Microsoft Word 2016 opening
screen. Explain about them one by one. Guide them to open a New Document.
Now read the section ‘Microsoft 2016 opening screen’ again. Have students
preview the menus briefly by running their mouse across each but not opening
any options under. Preview and predict what each tab does.

. A
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Ask the students to open a Word document and type a paragraph on any
topic. Ask them to save their work and close the document. Teach them the
command to print a document.

Read the remainder of the lesson with students, exploring each component
as the lesson guides. Discuss features and allow students to ask questions

Learning Outcomes
The students will be able to:

Open a Word document in Windows 10

Understand the different components of Microsoft Word 2016 window
Open and type on a Word document

Save, close and print a word document

ICT Vocabulary

Microsoft Word Scroll bars Status bar Insertion point  File tab
Save Close Print

34



Assignment-7

I 7 Word Processor

A. Fill in the blanks.

1. is a tool to create different types of documents.
2. The title bar shows the of the document.
3. Click on the option if you want to save the document.
4. If you want to go back to your document before closing, select the
icon.
5. Delete and keys help to erase letters or words.

Microsoft Word name Save Cancel backspace

B. Write the feature of each in Word 2016 screen:

1. Insertion point:

. Scroll bars

. Status bar

2
3
4. Zoom slider
5

. Toolbars

C. Write steps for following.
1. Opening MS Office 2016 in Windows 10

2. Opening an existing document

3. Saving a document

35



D. Choose the correct answer

a)

b)

f)

It shows the name of the document

i) ribbon ii) title bar i) windows
We can use it to move pages up and down

i) title bar ii) scroll bar iii) slides
To increase or decrease the size of the screen we use

i) scroll bar ii) zoom slider iii) ribbon
The top of MS Word is divided into parts

i) 5 i) 3 iii) 4

The file tab is located on the

i) slide i) ribbon iii) desktop
To start saving the document click on

i) save icon i) file tab iii) windows tab

E. Answer the following question:

1. Define word processor.

2. What is Microsoft Word? Write any five features of it.

3. What is an insertion point?

N
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8 More in MS Paint

Skills
® Understanding the use of Paint program
® Getting familiar with different Tabs and tools in the Paint program

Learning Goals

® Knowledge of Paint program
® Start paint program

® Components of Paint window

Step by Step Method

® Ask the students about Paint program as they have learned about it in the
earlier class. Ask them what it is used for.

® Call one student to demonstrate the steps to open the Paint window. Take a
quiz to refresh their memory about the different components of Paint window.
Give the details of using the tools as explained in the book.

Click on Home tab.

v : =N l_-=-s=. mEmE
2. Click on Select. 2
Select the image
by dragging the
mouse over it. ; <©
4. Click on Copy.

Note: You can press
Ctrl + C from
keyboard to Copy.

Explain students how to select, copy and paste a drawing. Explain the keyboard

Shortcuts to copy and paste.

37



® Explain the 3D feature present in Windows 10. Discuss about the online 3D
library. Explain how 2D and 3D effect can be given to a text.

® Ask the students to open Paint window and make a freehand drawing.

Learning Outcomes

The students will be able to:

® Open Paint window

® Understand the different components of Paint window
® Select, copy and paste a part of drawing

® Use stickers, text and effects in Paint 3D effectively

ICT Vocabulary

MS Paint Paint window Tool box Copy and Paste
Paint 3D 3D slider 3D library
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Assignment-8

Y dorcinMSPame

A. Write ‘T’ for true and ‘F’ for false

1. The paint program is used to calculate in computer.

The curve tool is used to draw curved lines.

The select tool is used to move the drawing.

The text tool is used to type text in a drawing area.

We can type the text with the help of a text tool.

o 0k~ D

Straight lines can be drawn by using a rounded rectangle tool.

B. Answer the following.
1. How is MS Paint program useful?

2. Which are the two tabs in MS Paint?

3. What is the Select tool? How can you use it?

4. How do brushes and paints help in Paint 3D?

C. Write the steps for the following:
1. Draw a curved shape.

39



2. Draw a polygon.

3. Select and move a part of drawing.

4. Copy and paste a picture.

D. Write shortcut keys for the following:
1. New drawing area

Open a drawing

Save the drawing
Undo
Copy

S

Paste

E. Choose the correct answer
a)MS Paint is a program

i) typing i) paint iii) presentation
b) We can find all the editing tools in the

i) view tab ii) home tab iii) start screen
c) The colour 1 box shows

i) colour palette i) background colour i) active colours
d) The tool helps to give a magnified view of the painting

i) magnifying ii) paste iii) copy
e) A shape with more than three sides is called

i) circle ii) polygon iii) triangle
f) The new version of paint is

i) MS Paint ii) Paint 3D iii) Paint 2D

N
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Unit-4

« Scratch Programming

nare Help

pen down

Mew sprite: '{}f f’tr ?_\!

Spritel

STtage

Discussion questions
« What is Scratch programming?
* How are visual blocks used to create a

program? N

q

Google

Google Search I'm Feeding Lucky
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9 © .. Scratch Programming

Skills

Understanding coding, sequence and testing
Learning different coding programs in Scratch

Learning Goals

® Knowledge of coding and testing

® Understand different codes to change the position of sprites

Step by Step Method

® Ask students some questions about scratch program as they have learnt about
it in the previous class. Explain about coding and programming. Tell them
that they will be learning about Scratch, a program that can be used to create
animation and games.

® Explain the students how they can change a sprite and the background.

® Explain how blocks can be repeated and a program can be run.

® Engage the students to create a simple program on Scratch by dragging and

dropping blocks.

Q=q

Explain the steps to tilt a sprite. Tell them that steps can be repeated by
commands and it is not required to write them again and again.

N .
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Learning Outcomes
The students will be able to:

Change the sprite and the background of Scratch program
Write the code for tilting a sprite

Drag and drop correct boxes to create a Scratch program
Create a program to move the sprite in a downward direction

ICT Vocabulary
Scratch Repetition Sprite library Coding Testing
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Assignment-9

I 9 Scratch Programming

A. Define:

1. Coding:

2. Testing

3. Sequence

4. Scratch program

B. Write the steps for the following.
1. Delete a sprite

2. Add a new sprite

3. Tilt a sprite

4. Change the background

w



Unit-5

o Uses of Internet

Discussion questions
o How does Internet reach your computer?

e What are the uses of the internet?



1 O Uses of Internet

Skills
® Understanding how Internet can be connected
® |dentifying the uses of Internet

Learning Goals
® Internet connection
® Search for information on the internet

Step by Step Method

® Ask the students about what they know about Internet. Ask them what can be
done on the Internet. Tell them they should use the internet only under the
supervision of an adult.

You can sell or purchase anything through the Internet.

Through e
Looking-Glass

Explain the different components of this screen. Tell them where they can
type the search words to get information on a particular topic. Show them
how they can shop on the Internet by using different filters.

N
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® Explain the students that Internet is a worldwide network to which millions of
computer all over the world are connected.

® Tell the students about the different uses of Internet. Tell them how to search
for relevant information on the Internet. Give them examples how social media
has become a platform for teaching as well as learning many skills. Explain the
students why Internet is necessary and it has become so important nowadays.

Learning Outcomes

The students will be able to:

® Tell the uses of Internet

® Understand how internet is connected through a satellite or telephone lines
® Mail, shop, gather information on the Internet

ICT Vocabulary
Internet Network Satellite Information Email
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Assignment-10

I 1 O Uses of the Internet

A. Fill in the blanks.
1. When computers are , they can share data.

2. The Internet is the short form of

3. We can search for any on the Internet.

4. You can send and receive on Internet.

5. You can watch a program telecast on the

6. Messages can also be and with the help of
the internet.

7. The programs which telecasted on the can be easily
searched and watched gain with the help of the Internet.

B. Answer the following questions.
1. What is a computer network?

2. How are long distance computers connected?

3. Define internet connection
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4. How internet help a person in buying and selling things?

5. Write any five uses of the internet in studies.

6. Write any five safety precautions while using the internet.

49




