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Skills KG 1 2 3 4 5

1. Computer Basics

About Computer - A Machine I R R R R R

Uses/ Applications of Computers I R M

Computer Functioning I R R M

Computer Hardware and Language I R R R R M

Storage Devices and Uses I R R R M

2. Digital Literacy and Competence

Using Computer Functions I R R R R R

Using Mouse and Keyboard I R R R M

Using Windows 10 Operating System I R R

MS Word 2016 I R R R

MS PowerPoint 2016 I R R

MS Excel 2016 I R

Working with Media I

Using Computer Network I R

3. Computational Thinking

MS Paint I R

Paint 3D I R

Algorithm and Flowchart I

QBasic I M

4. Coding and Programming Programming in Scratch I R R R R

5. Internet and Cyber Safety

Using Internet – Network of Networks I R R R R R

Uses of Internet I R R

Connecting to Internet I R R

Internet Web Browser I R

Multimedia and Internet I R R

Cyber Health and Assistive Technology I R R

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)

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 Computer Basics
	 Generations of Computers
	 Computer: Basics & Languages
	 Customising Windows 10

Discussion questions
	 How did Abacus lead to the development of modern 

day computer?
	 How do computers work?
	 What are computer languages?
	 How can you change the settings in Windows 10?

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)
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Skills                                                                          
	z Understanding the timeline of development of computers
	z Identifying the generations of computers
	z Learning the features of computers in different generations              

Learning Goals
	z Knowledge of different generations of computers
	z Understand how basic counting skills led to the development of computer
	z Compare the five generations of computers 

Step by Step Method
	z Begin the chapter by asking the students to guess whether Early Man needed 

to count things. If yes why and how did they do it?
	z Ask them how counting is taught from beginning level to higher level. Let them 

talk about finger counting, abacus and blocks. Tell them how this helped the 
development of basic computers and then the advanced ones.

	z Show the pictures of different computers according to their timeline. Tell them 
the features of each.

Generations of 
Computers1

99

UNIVAC

UNIVAC

UNIVAC (Universal Automatic Computer) 
was the first commercial electronic 
computer developed by John Presper 
Eckert and John Mauchly. 

It was the first computer to handle both 
text and numeric data.

PC-AT

In 1984 the IBM Company introduced 
a personal computer called PC-AT 
(Advanced Technology) in which Intel 
80286 processor was used. These 
computers were smaller, faster and 
more accurate.

Personal Computer

Charles Babbage is called the ‘Father of Computers’ as he invented the 
machine with the features on which the today’s modern computer works.

INFOBIT

Generations of Computer
A computer generation refers to the major technological advancement that 
changed the way a computer operates. Computer has become smaller, cheaper, 
more powerful, more efficient and reliable.

Show the students this picture of a computer in 1984. Ask them to list the 
differences between this and modern day computer. You may write headings 
such as size, memory, working capacity, requirements, uses and speed on the 
board so that the students can talk about these points.
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	z Read the lesson and explain the features of computers in different generations. 
Engage students with the topic by asking them to find out more about the types 
of computers.

	z 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:

	z Distinguish computers according to the generation
	z Understand how small improvements can lead to a major technological 

development

ICT Vocabulary

Abacus	 Analytical Engine	 Pascaline	 Napier’s bones	 ENIAC
MANIAC	 Computer generations	 PC-AT	 UNIVAC
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Generations of Computers1
Printable/Photocopiable Assignments

Assignment-1

A.	 Tick () the correct answer.
1.	 The first counting device used was

i) Abacus	 ii) Computer	 iii) Calculator

2.	 An example of second generation computer is

i) ENIAC	 ii) IBM 360	 iii) ASIMO

3.	 Which generation of computer uses integrated circuit?

i) first	 ii) second	 iii) third 

4.	 MARK 1 was developed by  

i) John Mauchly	 ii) John Presper Eckert	 iii) Grace Hopper

5.	 Designed specially to count US census  

i) slide rule               	 ii) Napier’s Bone	 iii) tabulating machine

6.	 Mechanical calculator made with movable wheels     

i) pascalitne                	 ii) liebniz calculator	 iii) Jacquards loom

B.	 Fill in the blanks
1. The first generation of computer was from ______________ to ______________

2. The integrated circuit is also called ______________

3. The ______________ is an example of fifth generation of computer.

4. Transistor was invented in ______________ generation of computer.

C.	 Answer the following questions
1.	 Define the term ‘generation of computer’. How many generations of computers 

are there?

	

	

2.	 What were the main features in the computer of the fourth generation? How did 
this generation revolutionize the computer technology?

	

	

3.	 What is Artificial intelligence?



7

	

	

4.	 Write a short note on Charles Babbage. 

	

	

5.	 Explain Napier’s bones. 

	

	

D.	 Write two features of each of the following.
UNIVAC   	

		    

MARK 1 	

		

MANIAC 	

		

PC-AT 	

		

AI	  	

		

IC	  	

		

ENIAC 	

		

E.	 Give one example for each generation of computers.
___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________
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Skills
	z Understanding computer hardware and software
	z Understanding how software is developed
	z Understanding the role of translators in computer language
	z Differentiating between Low level and high level of computer languages

Learning Goals
	z Knowledge of the main components of a computer 
	z Understand how computers work
	z Identifying the different languages needed by the different computer generations
	z Identify the three types of translators 

Step by Step Method
	z Explain the basic terms associated with software development.
	z Explain the different types of translators and the roles played by each.

Computer: Basics 
& Languages2

Screenshot pg 16-17 table –

Explain to the students the features of different computer languages with 
the help of this table. Ask them what improvements can be done in further 
generations of computer. Let the students suggest ideas to cope up with the 
negative features of the 5th generation computer language.
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	z Revisit the concept of hardware and software by asking the students to give their 
examples. Explain the flowchart of the working of computers with the combined 
efforts of hardware and software.

Learning Outcomes
The students will be able to:

	z Define computer hardware and software
	z Explain how hardware and software work together by performing four different 

operations—Input, Processing, Output and Storing
	z Describe what software development is and the basic terms used in it
	z Identify why Low level Language is used in some generations of computers 

while High Level Languages  is used in some generations of computers

ICT Vocabulary

Debugging	 Prototype model	 Translator	 Assembler
Pseudocode	 Programmer	 Interpreter	 Compiler 
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Computer: Basics & Languages2
Assignment-2

A.	 Tick () the correct answer
1.	 The language understood by a computer is

i) Machine	 ii) Assembly	 iii) HLL

2.	 The machine language is a language of

  i) 1 and 2	 ii) 0 and 1	 iii) 2 and 3

3.	 The translator used to translate assembly language to machine language

 i) interpreter	 ii) programmer	 iii) Assembler

4.	 This program is used to convert Assembly language to machine language.

i) Assembler	 ii) Mnemonic codes	 iii) Compiler 

5.	 A computer that runs websites is

i) Prototype model	 ii) Web server	 iii) Antivirus software

B.	 Write ’T’ for true or ‘F’ for false.
1.	 The process of writing a program is called programming �

2.	 Machine languages are easy to learn and understand.�

3.	 The people who write program are called operators.�

4.	 Computer understands only machine language. �

5.	 COBOL and BASIC are processor independent languages.�

C.	 Answer the following questions:
1.	 What is the difference between hardware and software of a computer system?

	

	

2.	 What is a computer language? Name the two categories of it.

	

	

3.	 What is a machine language?
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4.	 How is a machine language different from assembly language?

	

	

5.	 What are the advantages of HLL?

	

	

6.	 What are translators? What are the types of translators?

	

	

 D.	 List one positive and one negative feature of each:
1.	 SAP�
�

2.	 LOGO�
�

3.	 COBOL�
�

4.	 ICOT�
�

 E.	 Fill in the blanks 
1.	 Compiler transforms the ______________ into machine language. 

2.	 HLL is used by the ____________ generations of computers. 

3.	 ________________ runs websites on a computer. 

4.	 Linux is an example of __________________ software. 

5.	 The process of removing errors in software is called________________ . 

6.	 5th generation computers use ________ techniques. 

7.	 MS Office is a ___________________________ software. 

8.	 ______________ languages are a set of codes to direct a computer to perform a 
task. 

9.	 __________ languages understood directly by the computer. 

10.	 Computers can only understand ____________ code. 
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Skills                                                                          
	z Understanding how to start and turn off Windows 10
	z Opening and editing Apps in Windows 10
	z Understanding the role of translators in computer language
	z Differentiating between Low level and High Level of computer languages

Learning Goals
	z Knowledge of the main screen of Windows 10 
	z Understand the details of Start screen and Start Menu in Windows 10
	z Following steps to make changes in features of Apps and desktop appearance 

in Windows 10
	z Learn to Pin or remove Apps from Start menu according to their usage

Step by Step Method
	z The students are familiar with Windows 10 software. Ask the students to tell the 

advantages of this software over the earlier used software. 
	z Ask them to name the parts of the Windows 10 start screen. Now tell them that 

they will be learning how to customize Apps on the screen according to their 
usage and priorities.

Customising 
Windows 103

272726

If you no longer need to use a file, you can delete it. When you delete a file, it is 
moved to the Recycle Bin.

To Create a New Folder
1. Right-click where you want the folder to appear.

2. Select New.

3. Click on Folder.

4. The new folder will appear.

Delete a File or Folder

1. Select the file.

2. Press the Delete Key on your keyboard.

3. Select ‘Yes’ in the option dialog box.The file will be deleted.

3

4

2

Delete

2

1

3

Ask the students to delete a folder from the desktop. Now explain to them that 
they can get it back from the Recycle Bin by going to the Recycle Bin, select the 
folder and right click, then select the option ‘Restore’. The folder is retained on 
the desktop. Also  tell  them that they should clean up the Recycle bin regularly 
to free up the space in the system.
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	z Explain to them how to resize, rename or move an App tile.
	z Explain how they can customize the Windows 10 screen by changing its 

background and creating shortcuts for icons.

Learning Outcomes
The students will be able to:

	z Open, rename and resize an app tile in Windows 10.
	z Customise icons and background in Windows 10
	z Configure and manage user account after logging in 
	z Open, create and delete a file and folder
	z View and start different apps 

ICT Vocabulary

Resize     Shortcut     Personalise   User Account

292928

View and Start Apps
Here’s how to view and start an app:

1. Click the Start button.

2. Select All apps.

Every app on your computer is listed here. Just scroll through them until you find 
what you’re looking for.

3. Find and select the app you want to run.

1
2

3

Explain to the students that the names of the apps appear in alphabetical order. 
They can scroll to reach their choice accordingly. Also explain that they can type 
the name of the app in search box and press enter to open the desired app.
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Customising Windows 103
Assignment-3

A.	 Tick () the correct option.
1.	 Windows 10 was released in

i) 2015	 ii) 2019	 iii) 2006

2.	 Live tiles are present in

i) Left pane	 ii) Notification area	 iii) Right pane

3.	 To customize the background, click on the background and choose

i) Accounts	 ii) Resize	 iii) Personalise

4.	 When you delete a folder it is moved to the 

i) Recycle bin	 ii) Homepage	 iii) Tile Group

5.	 It is suitable for desktop, laptop, and mobile devices 

i) Windows 7             	 ii) Windows 8                  	 iii) Windows 10

6.	 The left and right panes are filled with 

i) files                          	 ii) icons                              iii) tiles

7.	 For quick access, frequently used apps can be  

i) pinned                        	 ii) saved                            	 iii) starred

8.	 Unpinning an app only removes it from the    

i) desktop                         	 ii) start menu                	 iii) file

B.	 Fill in the blanks.
1.	 Under Sign In options, Windows 10 lets you change your ______________.

2.	 We can __________ a live tile by clicking it and selecting the resize option.

3.	 _________________ is an image that appears at the back of your screen.

4.	 A file no longer needed can be __________________.

5.	 When you select ‘Pin to Start’ for an app, the app gets added to the _____________ 
menu for quick access.

6.	 The left pane resembles the start menu from _______________.

7.	 Minimizing allows the window to hide in the _______________.
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C.	 Answer the following.
1.	 What do you see when you start the Windows 10 screen?

	

	

2.	 How can you open an app in the start screen?

	

	

3.	 What are the three buttons on the upper right corner of the open window?

	

	

4.	 Write the steps to change the desktop background in Windows 10? 

	

	

5.	 What are icons?  

	

	

6.	 What do you understand by customizing? How can we customize the background 
on Windows 10?  

	

	

7.	 Why do we need to pin an app?   

	

	

D.	 Fill in the blanks to complete the steps.
1.	 Change the colour scheme of Windows border

	 Open the _______________________________ .

	 Click on _______________________________ .

	 The Colour and Appearance window appears.

	 Click on _______________________________ you want to choose.

	 More colours can be selected from the _______________________ option.
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2.	 Pin Apps to the Start menu

	 Click the _______________________________ button.

	 Select _______________________________ .

	 Find and right click the app you want to pin.

	 Select _______________________________ .

E.	 Write whether the statements are true or false
1.	 Windows 10 is very difficult to use.�

2.	 Maximizing will bring the windows to a full screen.�

3.	 Windows 10 allows logging in from different accounts.�

4.	 All the useful files are saved in the recycle bin. �

5.	 The delete key can also be used to delete the file which is of no use.�

F.	 Write the steps.
1.	 Change the colour scheme of the window border 

___________________________________________________________________

___________________________________________________________________

2.	 Create a new folder 

___________________________________________________________________

___________________________________________________________________

3.	 Customizing background

___________________________________________________________________

___________________________________________________________________
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Unit-2 Digital Literacy
	 Computer Network
	 More in MS Word 2016
	 Graphics in PowerPoint
	 Formatting in MS Excel  

Discussion questions
	 How is the information on computers shared among all the 

employees in an office? Which system helps them?
	 How can you restrict the formatting and editing of a Word 

document created by you?
	 What types of charts can you add in PowerPoint  

presentations?
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Skills
	z Forming computer network
	z Understanding the uses of connecting two or more computers
	z Differentiating between different types of networks

Learning Goals
	z Knowledge of computer network
	z Understand the requirements to create a network
	z Understand the network architectures

Step by Step Method
	z Begin the lesson by a discussion round. Ask the students how they share a 

common Internet connection at home. 
	z Bring pictures of various communication devices used in computer network and 

explain their functions.
	z Explain the different types of networks and network architectures.

Computer Network4

Explain to the students about the different types of computer networks. You 
may show them a video on the topic for better understanding. Now show 
the diagram of the network of computers in school computer lab. Ask them 
to identify the topology. Show them more diagrams of computer networks in 
some offices and homes and ask the students to identify the type of network 
in each case.

393938

Network Topology

In networking, the term topology refers to the layout structure of connected computers 
and devices on a network. Network topologies are categorised into the following 
basic types: 

A bus network consists of a single central cable, to which all computers and other 
devices connect.

On a star network, all of the computers and devices (nodes) on the network connect 
to a central device, thus forming a star.

On a ring network, a cable forms a closed loop (ring) with all computers and devices 
arranged along the ring.

393938

Network Topology

In networking, the term topology refers to the layout structure of connected computers 
and devices on a network. Network topologies are categorised into the following 
basic types: 

A bus network consists of a single central cable, to which all computers and other 
devices connect.

On a star network, all of the computers and devices (nodes) on the network connect 
to a central device, thus forming a star.

On a ring network, a cable forms a closed loop (ring) with all computers and devices 
arranged along the ring.

393938

Network Topology

In networking, the term topology refers to the layout structure of connected computers 
and devices on a network. Network topologies are categorised into the following 
basic types: 

A bus network consists of a single central cable, to which all computers and other 
devices connect.

On a star network, all of the computers and devices (nodes) on the network connect 
to a central device, thus forming a star.

On a ring network, a cable forms a closed loop (ring) with all computers and devices 
arranged along the ring.
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	z Ask the students to create a project by connecting with a friend in another city, 
a neighbour and two classmates. 

	z Give them a common project, for example all have to make a project on ‘Our 
environment.’ Each one finds out information on a particular aspect such as 
components of environment, pollution, climate change, protecting environment 
and gifts from environment and writes in a Word file. Ask them what would 
they do if they have to share this information and compile it to a single file? Tell 
them that computer networking would help them do so. Explain what computer 
networking is and discuss its advantages.

Learning Outcomes
The students will be able to:

	z Use computer network to share data and information
	z Collect material necessary for creating computer network
	z Differentiate between client server networks and peer to peer networks
	z Distinguish between the basic types of network topologies 

ICT Vocabulary

Networking     Productivity   Interface card    WLAN   LAN    MAN   Ring network   
Star network     Bus network 
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Computer Network4
Assignment-4

A.	 Tick () the correct option.
1.	 Computer network is not used to share

i) Information	 ii) Internet	 iii) Passwords

2.	 High speed networks used to connect local area networks is

i) LAN	 ii) WLAN	 iii) MAN

3.	 The other computers on the network that rely on server for its resources are 
called

i) Servers	 ii) Clients	 iii) Cables

4.	 The computer that delivers requested web pages to your computer is 

i) Web server	 ii) Database server	 iii) Print server 

5.	 This network consists of a single central cable to which all computers and other 
devices connect.

i) Star network	 ii) Ring network	 iii) Bus network

B.	 Fill in the blanks.
1.	 ______________ means two or more computers connected to each other and 

sharing data and resources.

2.	 Internet connection can be _____________ from a device with other network 
users.

3.	 __________ are used to connect computers and resources on a computer.

4.	 A ___________________ manages printers and documents being printed.

5.	 On a _________________, a cable forms a closed loop with all computers and 
devices arranged along the ring.

C.	 Answer the following.
1.	 Define network and networking.
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2.	 Why is computer network important?

	

	

	

3.	 What are the full forms of WLAN, WAN and MAN in the different types of com-
puter network? 

	

	

	

4.	 What are the differences between server networks and peer-to-peer networks? 

	

	

	

5.	 What is the cabling system? 

	

	

6.	 What does backup mean?

	

	

7.	 Explain the server.

	

	

8.	 What does the term topology mean?

	

	

D.	 State the use of each of the following for networking:

Cables: �

�

Communication device: �

�
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Resource:�

�

Network Interface card: �

�

E.	 Write the full form of the following:
•	 LAN 	________________________ 

•	 MAN 	 ________________________ 

•	 WAN 	 ________________________ 

•	 HUB 	 ________________________

•	 WLAN 	 ________________________
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Skills
	z Understanding formatting tools in MS Word 2016 
	z Creating numbered lists
	z Learning the tips for rapid typing using keyboard

Learning Goals
	z Knowledge of multiple commands on Microsoft Word 2016 opening screen
	z Learn advanced skills in Microsoft Word 2016
	z Add and delete comments in a word Document
	z Restrict formatting and editing options in Word document for others

Step by Step Method
	z Revisit the use of Microsoft Word Program. Ask the students to list some 

features and uses of Microsoft Word. Explain that they will be learning some 
more commands to organize and create documents more efficiently. 

	z Show students how to adjust line spacing, add bullets and page numbers.
	z Explain them the importance of protecting document by assigning password.

More in MS Word 20165

494948

The Restrict Formatting and Editing pane appears.

3. Click on the check box  of Limit formatting to a selection of styles.

4. Click on Settings.

The Formatting Restrictions dialog box appears.

5. Click on the check box for the  styles you want available in the document.

6.   Click on OK.

7. Click on the check box to specify editing restrictions.

8. Click on the down arrow and select the type of editing to permit.

9. Select parts of the document to make them available for editing.

10. Click on the check box to identify users allowed to edit the selected parts of the 
document.

11. Click on Yes, Start Enforcing Protection.

3

6

45

7

10

8

11

Dictate a paragraph to the students and ask them to type it on a Word document. 
Let them assign a password and protect the document and comments as shown 
in the book. Now ask another student to try to make changes to the paragraph. 
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	z Now teach them to modify the text by adding or removing some words and 
finding and replacing some words.

	z Guide them to review the spelling and grammar errors on the right pane and 
how to accept them if they are valid.

Learning Outcomes
The students will be able to:

	z Create multilevel numbered list in Microsoft 2016
	z Change line spacing and add page numbers in a  Word document 
	z Correct spelling and grammatical mistakes
	z Present documents in different views according to requirement
	z Add and delete comments in the document
	z Save document in different formats

ICT Vocabulary

Drop cap	 Line spacing	 Multilevel button	 Ruler
Web layout view	 Print layout view	 Restrict editing	 Graphics
Find and Replace	 Grammar check	 Toggle case	 Home keys
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More in MS Word 20165
Assignment-5

A.	 Tick () the correct option.
1.	 MS Word is a program to create

i) Documents	 ii) Presentations	 iii) Spreadsheets

2.	 The text in the form of a numbered list can be entered by selecting 

i) Bullets button	 ii) Numbering button	 iii) Multilevel button

3.	 This feature increases the size of the first letter of the paragraph

i) Ruler	 ii) Line spacing	 iii) Drop cap

4.	 A PDF file can be opened using

i) Adobe’s Acrobat Reader

ii) Microsoft XPS viewer          

iii) Microsoft doc viewer

5.	 The Track Changes option is available in

i) Home tab	 ii) Review tab	 iii) Mailing tab

6.	 This feature is used to indent paragraphs or set tabs within the document

i) Drop cap	 ii) Ruler	 iii)Columns

7.	 To remove the drop cap choose 

i) ruler                             	 ii) none	 iii) bullets

8.	 To exit the header and footer press  

i) enter	 ii) Esc	 iii) delete

B.	 Fill in the blanks.

1.	 A ____________ is a dot that is marked when you want to enter the text in the 

form of different points.

2.	 _________________ are references in the text but aren’t a part of the text.

3.	 The document can be protected by assigning a  ________________.

4.	 we can save a document in _______________ or _______________ format.
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5.	 A _______________ file can be opened by using Microsoft’s XPS viewer.

6.	 _______________ feature is used to track insertions and deletions made to a 

Word document.

C.	 Answer the following.
1.	 Explain the bullet and numbering feature in MS Word 2016.

	

	

2.	 What is the role of a ruler? 

	

	

3.	 What is the track changes feature?

	

	

4.	 How can you save the word document in Windows 10? 

	

	

5.	 Define Microsoft Word 2016 office. What can you do with MS Word?

	

	

6.	 Explain the different views of a word document.

	

	

7.	 Explain how to protect a document in MS Word.

	

	

8.	 What happens to the protected document when we open it again?

	

	

D.	 Write the steps.   

1.	 Changing line spacing 
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2.	 Adding page number  
	
	

3.	 Adding comments   
	
	

4.	 Create multi-columns   
	

	
5.	 Saving a document
	
	
6.	 Add Drop cap to a paragraph
	
	
7.	 Create multi columns in text
	
	
8.	 Change the view of the document
	

	

E.	 Match the columns.   

Print layout view			   shows the outline levels in a document 

Outline view				    shows margins, header, and footer 

Web layout view               		  optimizes documents for easier reading 

Draft view                           		 displays a web page preview 

Fullscreen reading                 	 shows the draft version without graphics 

Layout view 
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Skills
	z Understanding how to add graphics in PowerPoint
	z Adding and modifying tables
	z Adding shapes and smart art 
	z Print slides on paper               

Learning Goals
	z Knowledge of inserting tables, charts, graphs and smart art in slides
	z Learn the different features of advanced charts introduced in PowerPoint 2016
	z Learn to take printouts of a presentation efficiently

Step by Step Method
	z Revisit the concept of PowerPoint program. Ask the students what  PowerPoint 

software is used for. Ask them whether they can include text, graphics, sound, 
animation and videos in a presentation. Tell them that they will be learning 
about different types of graphics in PowerPoint. 

Graphics in 
PowerPoint6

Explain the main menu ribbon which has options for inserting tables, charts, 
shapes, images and smart art. You may ask the students to guess about 
the function of each. Explain one point in one lecture, else the students 
may get confused.

5959PB

PowerPoint is application software used to make presentations. We can use different 
types of graphics to make the presentation more attractive and presentable.

Different Types of Graphics in PowerPoint

Tables
To arrange data 
in organised and 
presentable manner.

Shapes
To use different 
shapes in 
presentation.

Chart
To organise data 
graphically.

Images
Add pictures stored in 
computer or from the Internet.

SmartArt
For making visual 
representation of your 
information.

Inserting Tables 
1. Click on the Table command from the Insert tab.

2. Move the mouse over the grid of squares to select the desired number of columns 
and rows in the table. The table will appear on the currently selected slide. 

3. Click anywhere in the table to add text. 

Graphics in PowerPoint6
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	z Explain how charts and tables can be added and modified to make the 
presentations more effective. Explain the different new charts in PowerPoint 
2016. Guide them that printouts should be taken only if essential. Wrong 
commands or selections may not give desired result and also lead to wastage 
of paper.

Learning Outcomes
The students will be able to:

	z Insert  and modify tables in a PowerPoint presentation
	z Add charts, smart art and shapes according to requirement
	z Select the desired layout and colour setting properly before taking a print

ICT Vocabulary

Graphics	 Treemap chart	 Sunburst chart	 Histogram chart
Waterfall chart	 Collation setting

Explain the Print review page in detail. Tell the students to go through 
each aspect one by one carefully and select the correct options of print 
layout and colour settings before giving the Print command.

676766

Printing the Slides

You can print the slides on the paper if you want to print handouts for the  
audience to follow during your live presentation. One to nine slides can printed 
on a handout page.

Display Print Preview
1. Click on File tab. Backstage view will appear.

2. Choose Print option. The print pane will appear.

3. Click the Print button after choosing the desired print layout and colour setting.

Print Button is clicked to 
give print command

Select the printer 
you want to use 
for printing

Slide Selection
To view different slides 
in the Preview pane.Colour Setting

To choose whether to print 
in colour or gray scale. 

Collation Setting
To choose that 
how the copies 
will be collated or 
uncollated

Number of 
Copies you 
want to print

Preview Pane
To see preview of how 
your presentation will 
look when printed
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Graphics in PowerPoint 6
Assignment-6

A.	 Tick () the correct option.

1.	 In PowerPoint, this option is used to organize data graphically

i) Tables	 ii) Shapes	 iii) Charts

2.	 This tab enables to change borders of the presentation

i) Design tab	 ii) Chart tab	 iii) Smart Art tab

3.	 This chart shows the positive and negative movements of cash flow graphically

i) Histogram chart	 ii) Waterfall chart	 iii) Sunburst chart

4.	 Visual representation of the information can be done in PowerPoint using  

i) Tables	 ii) Chart	 iii) smart art

5.	 This chart is popular in the current corporate environment  

i) Waterfall chart	 ii) Combo chart	 iii) Box and whisker chart 

6.	 To choose whether to print the slide in colour or grayscale use   

i) slide selection	 ii) collation setting	 iii) colour setting

B.	 Fill in the blanks.

1.	 PowerPoint software is used to make ________________________.

2.	 ___________________ is a chart that combines two or more chart types in a 

single chart.

3.	 __________________ allows communicating information in form of graphics 

instead of text.

4.	 A _________________ chart shows the hierarchal view of the data.

5.	 One to nine _________________ can be printed on a handout page.
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C.	 Match the commands with their functions in the ‘modifying tables’ tab in 
PowerPoint.

1.	 Delete	 To change size of table

2.	 Merge 	  To delete table

3.	 Rows and columns	 To merge or split two or more cells

4.	 Alignment	 To insert rows and columns

5.	 Cell size	 To change alignment and direction of text in cell

D.	 Write the steps for the following.

1.	 Insert a table in a presentation

	

	

2.	 Insert a chart in a presentation

	

	

3.	 Insert a smart art in a presentation

	

	

E.	 Name some of the new charts available in PowerPoint 2016.

	

	

	

F.	 Answer the following question: 

1.	 Write the names of the different types of graphics in PowerPoint. 
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2.	 What is the use of smart art?  

	

	

3.	 What are the properties of a histogram chart?    

	

	

4.	 Why is there a need to print slides?     
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Skills
	z Adding rows and columns in MS Excel 16 sheet
	z Change font style and alignment of text 
	z Apply background, merge cells, change colour of cell and font
	z Wrap text and format with style

Learning Goals
	z Modify style, font and size of font in cells
	z Merge cells and change alignment of data
	z Format cells and add background 
	z Apply themes and format styles

Step by Step Method
	z Students are well aware of Microsoft Excel 2016. Ask them questions to check 

their knowledge. Ask them about the applications of spreadsheet and how to 
open and shut this application. 

	z Explain to students that Microsoft Excel has many features to make the text look 
more attractive and sorting options help to place the data more conveniently. 

 

Formatting in 
MS Excel 7

Explain to the students one detail at a time with example. Explain how text 
in the cells can be aligned horizontally or vertically. 

737372

Changing the Alignment

The position in which the data is placed within the boundary of a cell is known as its 
Alignment. The data in the cells can be aligned vertically and horizontally. 

Changing vertical alignment does not have any visual effect unless the row height 
is increased.

REMEMBER

Top Align 
to align the 
contents to the 
top of the cell.

Middle Align to 
center the contents 
between the top and 
bottom of the cell.

Bottom Align to align 
the contents to the 
bottom of the cell. It is 
default alignment of 
data in Excel.

Align Left 
to align the 
contents along 
the left edge of 
the cell.

Center to put 
the content in 
middle of the 
cell.

Align Right 
to align the 
contents along 
the right edge 
of the cell.

1

2
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	z Explain the formatting features of MS Excel 2016 step by step as explained in 
the book. Explain the new features in Microsoft Excel 2016 as compared to the 
older version. 

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

Learning Outcomes
The students will be able to:

	z Change the font and appearance of the text
	z Align data in the cells horizontally and vertically
	z Combine two or more cells by using Merge and Center option
	z Change colour of the cell, font and set new background
	z Sort and organize information as per requirement

ICT Vocabulary

Wrap text     Merge and center     Cell styles     Sort range     Background   

818180

Format with Styles 

Excel provides ready-made styles for a table which have predefined formatted styles 
and can be easily applied to a cell or a group of cells.
Format as Tables: 

1. Select the cells you want to format as a table.

2. On the Home tab.

3. Click on Format as Table button.

4. Click the table style that you want to use.

1
4

2
2

5. The Format As Table dialog box opens. Verify the selected cells.

6. Click on OK. 

Excel 2016 gives you live preview of the themes when you move the mouse 
pointer on the selected text. It makes it easier for you to choose the theme.

INFOBIT

Explain to the students to select the cells to be formatted carefully. They can select 
with the help of mouse. Alternatively explain them the use of Shift+ arrow keys 
to select the cells. They can check their selection by checking the cell number in 
the ribbon. 
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Formatting in MS Excel7
Assignment-7

A.	 Tick () the correct option.
1.	 The boxes in MS Excel sheet are called 

i) Rows	 ii) Columns	 iii) Cells

2.	 This organizes data in ascending or descending order

i) Sort sheet	 ii) Cell styles	 iii) Page layout

3.	 The shortcut key to change the text to bold is 

i) Ctrl+I	 ii) Ctrl+B	 iii) Ctrl+U 

4.	 You may select this icon to increase or decrease font size

i) Font colour	 ii) Sheet	 iii) Grow/shrink  

5.	 To give a double underline in Excel, choose option 

i) bold	 ii) double underline	 iii) underline 

6.	 To place a border on every side of every cell, choose this option  

i) bottom border	 ii) all borders	 iii) thick border 

B.	 Fill in the blanks.
1.	 Microsoft Excel is a _____________________ application.

2.	 _____________ is used to give the data an attractive and informative look.

3.	 The position in which the data is placed within the boundary of a cell is known as 
_________________________.

4.	 ___________________ give the spreadsheet a neat look and helps divide it into 
sections.

5.	 _____________________ helps in organizing the information as per user’s re-
quirement.

C.	 Answer the following.
1.	 What things can be performed using MS Excel program?
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2.	 Why is formatting helpful in MS Excel?

	

	
3.	 What is alignment? How can we align the data in MS Excel?
	
	
4.	 What is text wrapping? How is it done in Excel sheet? 
	
	
5.	 Which is the fastest and easiest way to combine cells?  
	
	

D.	 Write shortcut keys for the following functions used in MS Excel:
Bold                             	 ________________________ 

Italic                            	 ________________________

Underline                   	 ________________________ 

Insert formula            	 ________________________

Select entire row       	 ________________________

Select entire column 	 ________________________

E.	 Write the steps for applying the workbook theme.
__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________
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Unit-3 Computational Thinking
	 QBasic Advance

Discussion questions
What is the full form of QBasic?
What are the basic commands used in QBasic 
program?
How can you draw graphics in QBasic program?
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Skills
	z Starting and saving a file in QBasic program 
	z Writing a program to solve a mathematical problem in QBasic 
	z Learning programs to draw different shapes in QBasic

Learning Goals
	z Understanding that QBasic is a  programming language
	z Learning QBasic programs to draw graphics 

Step by Step Method
	z Ask the students the full form of QBasic. Tell them that this is the beginner’s 

language for computer coding. Ask them about the features and commands 
they have learnt in their earlier class. You may take a mock test too. Tell the 
students that they will be learning about adding graphics in QBasic.

	z Show them how to start and save a QBasic program. Talk about how a set of 
instructions are necessary for a computer to perform. This set of instructions is 
called a programming language.

QBasic Advance8

878786

BASIC, stands for Beginners All Purpose Symbolic Instruction Code. 

QBASIC as well as QuickBasic is a high-level programming language that helps 
us to write, edit, execute and correct a program. 

Starting New Program in QBASIC

To start a new program follow the given steps.

1.  Click on File option in the main menu.

2.  Select New. 

The other options in File menu are:

Open— To open earlier saved program.

Save and Save As—To store the program in 
hard disk. 

Print—To print the commands on the paper.

Saving a File
To save the file in QBASIC program, follow the given steps:

1. Click on File menu.

2. Click on Save option.

Save dialog box appears.

3. Type the file name.

4.   Click on OK.

QBasic Advance8

Unit 3: Computational Thinking

Explain to the students how a file can be saved. Ask them to enter the correct 
file name. Check if the students have closed the program properly. Ask them 
to reopen the program and check so that there is no error. Ask them the file 
extension of QBasic program.
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	z Guide the students to solve a Mathematical problem on QBasic. Give them 
more examples for practice. 

	z Explain the difference between Graphic mode 1 and Graphic mode 2 in QBasic.
	z Explain the different Draw commands and programs for advanced graphics in 

Qbasic.

Learning Outcomes
The students will be able to:

	z Open and save a QBasic program
	z Write a QBasic program for drawing graphics
	z Draw different shapes and figures
	z Change the screen to graphic mode
	z Write programs to draw lines, squares, circles and other figures

ICT Vocabulary

Syntax     PSET command    Pixels   
 

Explain the students how the graphics are made using PSET and the 
direction commands. Give them some more graphics for which they have 
to write a program. 919190

As told previously that the graphic screen of the computer is divided into rows and columns. 
Generally the graphic screen has 200 rows (0 to 199) and 320 columns (0 to 319).

 Syntax: PSET (x, y)

 (Here x represents column and y represents row.)

For e.g., 

 PSET (50, 50)

Now, let us take some example programs using PSET and the direction commands.

1) NEW

 CLS

 SCREEN 1

 PSET (100, 50)

 DRAW “R 100; D 80; L 100; U 80”

 PSET (120,70)

 DRAW “R 60; D 40; L 60; U 40”

 END

919190

As told previously that the graphic screen of the computer is divided into rows and columns. 
Generally the graphic screen has 200 rows (0 to 199) and 320 columns (0 to 319).

 Syntax: PSET (x, y)

 (Here x represents column and y represents row.)

For e.g., 

 PSET (50, 50)

Now, let us take some example programs using PSET and the direction commands.

1) NEW

 CLS

 SCREEN 1

 PSET (100, 50)

 DRAW “R 100; D 80; L 100; U 80”

 PSET (120,70)

 DRAW “R 60; D 40; L 60; U 40”

 END
919190

As told previously that the graphic screen of the computer is divided into rows and columns. 
Generally the graphic screen has 200 rows (0 to 199) and 320 columns (0 to 319).

 Syntax: PSET (x, y)

 (Here x represents column and y represents row.)

For e.g., 

 PSET (50, 50)

Now, let us take some example programs using PSET and the direction commands.

1) NEW

 CLS

 SCREEN 1

 PSET (100, 50)

 DRAW “R 100; D 80; L 100; U 80”

 PSET (120,70)

 DRAW “R 60; D 40; L 60; U 40”

 END
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QBasic Advance8
Assignment-8

A.	 Tick () the correct option.
1.	 In QBasic, the letter B stands for

i) Beginners	 ii) Bachelors	 iii) Base

2.	 The resolution of screen is 320 columns and 200 rows in

i) Graphic mode 1	 ii) Graphic mode 2	 iii) Graphic mode 3    

3.	 This command is used to draw a line in the left direction.

i) E command	 ii) L command	 iii) R command

4.	 This command is used to instruct the computer to start drawing in QBasic.

i) PRINT	 ii) SCREEN	 iii) DRAW

5.	 In the circle command ‘CIRCLE (160,100),30.1, radius is 

i) 160	 ii) 1	 iii) 30

B.	 Fill in the blanks.
1.	 To start a _________________ mode, SCREEN command is used.

2.	 E command is used to draw a line _________________ in upward direction in 
the right side.

3.	 _____________ is short form for Pixel set.

4.	 The ______________ command is used to move the pointer anywhere on the 
screen.

5.	 QBasic is a ___________________________ programming language.

C.	 Match the options in the file menu with their functions. 
Save 				    An extension of the saved file in QBasic  

BAS 				    To save the file  

D command			   Used to draw a line diagonally in a downward direction   

Print 				    Used to draw a line in a downward direction  

G command 	  		  To print commands on paper
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D.	 Answer the following.
1.	 What is the full form of QBasic?

	

	
2.	 How does a QBasic program help the user?
	
	
3.	 Write a QBasic program to solve a mathematical problem.
	
	
4.	 What are the differences between Graphic Mode 1 and Graphic mode 2? 
	
	
5.	 Explain DRAW command.  
	
	

E.	 Write what the following commands stand for in the QBasic program?

1.	 H command�
	�

2.	 F command�

	�

3.	 G command �

	�

4.	 R command �

	�

5.	 E command �

	�
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Unit-4 Coding and Programming
	 Interacting in Scratch

Discussion questions
	 What is a Scratch program?
	 How do make a block repeat itself in a Scratch 

program?
	 How can Scratch be used to create a program 

using loops?
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Skills
	z Understanding the features of Scratch programming
	z Creating Scratch program using loops
	z Creating Interactive program in Scratch               

Learning Goals
	z Knowledge of creating a Scratch program
	z Understand the role of loops in Scratch

Step by Step Method
	z As the students have already learned about Scratch programming in the earlier 

class you may start the topic by asking what they remember about Scratch 
program. Ask them about the icons and the default sprite. Tell them that they 
will be learning to create interactive program in scratch.

Interacting in 
Scratch9

Explain to the students how a program can be created using different 
blocks. Through this screen ask them about the different blocks used and 
the function of each.
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	z Explain to them the steps to delete and select a new sprite. 
	z Explain to them how ‘forever’ block can be used to repeat instructions.
	z Guide them to make a program of their choice with the help of the instructions 

in the chapter.

Learning Outcomes
The students will be able to:

	z Create an interactive Scratch Program
	z Change the sprite as required
	z Use loops and blocks effectively  to create a program

ICT Vocabulary

Loop    Random blocks    Stamp    Mouse control    Clone    
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Interacting in Scratch9
Assignment-9

A.	 Tick () the correct option.
1.	 In Scratch programming, this helps to repeat a set of instructions.

i) Delete	 ii) Loop	 iii) Block

2.	 This block creates a loop that goes on forever.

i) Duplicate	 ii) Say	 iii) Forever

3.	 This block clones the sprite.

i) Stamp	 ii) Mouse control	 iii) Forever

4.	 A block based programming language 

 i) QBasic                          	 ii) Scratch               	 iii) C++

5.	 It can be done by using Go to mouse pointer block 

 i) stamp                           	 ii) sprite stage       	 iii) mouse control

B.	 Fill in the blanks
1.	 _________________ is a block-based visual programming language.

2.	 A ____________ number is one, which you can’t predict before it appears.

3.	 To repeat the instruction in Scratch programming, use the _____________ loop.

4.	 Mouse control is to make the sprite follow the _________________.

5.	 To erase all the stamped sprites from the screen, use the ______________ 
block.

6.	 To add the pen tool button to the toolbar, first click the __________________ 

button. 

C.	 Identify and write the role of each of the following:
1.	 Delete sprite�

2.	 Sprite library �

	�



46

3.	 Set size to block �

	�

4.	 Change colour block�

	�

5.	 Stamp block �

	�

D.	 Answer the following questions.
1.	 What is Scratch coding?
	
	
2.	 Why are loops important?
	
	
3.	 Write the steps to change the cat sprite and select another sprite.
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Unit-5 Cyber Safety and Internet
	 Internet and Assistive Technology

Discussion questions
What are the different ways we can search information 
in the Internet?
Name some gadgets that can be used by people with 
learning difficulties.
What are talking calculators?
Which technology enables the physically challenged to 
play sports?
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Skills
	z Understanding some Internet tools which make the search easier
	z Understanding what Assistive Technology is
	z Identifying different AT tools

Learning Goals
	z Get familiar how to use the Internet efficiently
	z Learn about the Assistive technology

Step by Step Method
	z Ask the students about the different uses of the Internet. Explain to them the 

role of various options on the web page. Tell them they should use the Internet 
only under the supervision of adults.

Internet and Assistive 
Technology10

109109108

The tools option allows searching content in a better-refined manner. The search 
can be done according to the date of publishing of the content, the quality and 
size of images, types of content, duration of images, usage rights, sources, etc. 

Explain to the students the sub categories under each option. Like the 
size, colour and type. For example explain them the differences between 
clip art, line drawing, animated and photo options in type of image option.
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	z Explain them what Assistive Technology is with the help of the devices mentioned 
in the book. Show them pictures or videos of some more devices which help 
people with various physical and learning disabilities. 

Learning Outcomes
The students will be able to:

	z Search the Internet using appropriate tools on the main page
	z Identify the different technical gadgets which help people with special needs

ICT Vocabulary

Abbreviation expanders          Audio books        Assistive technology
Speech recognition program   
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Internet and Assistive Technology10
Assignment-10

A.	 Tick () the correct option.

1.	 This device helps to write using a keyboard.

i) Data manager	 ii) Audio book	 iii) Portable word processor

2.	 To get all relevant information related to the topic of search choose

i) Images	 ii) News	 iii) All

3.	 To search an image according to the usage rights and size select

i) Maps	 ii) Settings	 iii) Tools

4.	 To see more filters, this option is used 

i) tools                         	 ii) search                   	 iii) books

B.	 Answer the following questions.

1.	 What is Assistive Technology?

	

	

2.	 What is the use of tools option in Google search?

	

	

3.	 How do audio books and publications help a person with disabilities?

	

	

4.	 How are talking calculators useful?

	

	

5.	 What are mobility aids?
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C.	 Write short notes on: 
1.	 Portable Word processors
	
	
2.	 Talking spell checkers
	
	
3.	 Proofreading programs
	
	
4.	 Word prediction program
	
	
5.	 Assistive technology for people with special needs 
	

	

D.	 Fill in the blanks  

1.	 Internet searches can be _________________ and filtered according to our needs. 

2.	 A search engine is designed to search for __________________. 

3.	 The tools option allows searching content in a ________________ manner. 

4.	 AT is a software program used to increase the functional capabilities of a person 

with ___________________.

5.	 Tape recorder help a user to listen to ______________________ text.

E.	 Match the column  

Abbreviation expanders  		  Help user to work through math problems  

Electronic math worksheet 		 Allow a user to store and reuse abbreviations  

Information managers 		  Helps students who struggle with writing language    

Proofreading programs  		  Helps a user to organize data and information in	

						      electronic form   


