
Teachers’ Resource for



Skills 6 7 8

1. Computer Basics

Computer Software R M

Computer Peripherals and Hardware R M

Computer Memory R

2. Digital Literacy and Competence

MS Word 2016 M

MS PowerPoint 2016 M

MS Excel 2016 R M

Specifications of a PC I

Computer Virus–Types & Protection I

3. Computational Thinking

Visual Basics M

MS Access I R

Number System used in Computers M

4. Coding, Programming and Debugging

Programming in Scratch R

Creating Web Pages with HTML I R

Python Programming Language I R

5. Internet and Cyber Safety

Online Communication through Email and Social Media R

Advanced Internet Usage R R

Search Engines and Downloading Content R R

E-Commerce and Banking R

These are the set of skills you will be working on in this series from 6 to 8
(I=Introduced R=Revisit M=Mastered)

Topics which have not been mastered in class 8th have a scope of being mastered in higher classes.

Digital support with each book will help in quick recapitulation of the concepts learnt.



Unit-1 Computer Basics
	 Adding or Removing Software

Discussion questions
	 What is an Operating system?
	 How can we install a software?
	 Can we remove a software from our system?

These are the set of skills you will be working on in this series from 6 to 8
(I=Introduced R=Revisit M=Mastered)
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Skills
	z Understanding what an operating system is
	z Learning to uninstall software
	z Learning to install a software

Learning Goals
	z Knowledge of installing and uninstalling software or apps
	z Understand that operating system acts as an interface between software and 

computer hardware 

Step by Step Method
	z Begin the chapter by asking the students what an operating system is. Ask 

them to name some popular operating systems.
	z Tell them that they can remove or install apps or software by following some 

simple steps. Show them videos highlighting the same.
	z Read the remainder of the lesson with students, exploring each component as 

the lesson guides. Discuss features and allow students to ask questions. 

Adding or Removing 
Software1

776

All softwares cannot be uninstalled as some are important to keep your system 
running. If an app is grayed out, you cannot remove it.

INFOBIT

4. Select Apps & features from the left pane. A list of all installed apps appears.

5. Select the app you want to uninstall.

6. Click the Uninstall button.

3. Choose Apps on the Settings menu.

4

5

6

3

Explain the steps of uninstalling an app from the computer. Point out at the 
other option ‘Move’. Tell them that they can move the app from internal storage 
to external storage or to another device. If they want to reinstall an app they 
have to search for it on the Play store.
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Learning Outcomes
The students will be able to:

	z Identify different operating systems
	z Install an app or a software
	z Uninstall an app according to the requirement

ICT Vocabulary

Operating system    Interface    Uninstalling    software    Apps and features 
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Adding or Removing Software1
Printable/Photocopiable Assignments

Assignment-1

A.	 Tick () the correct answer.	
1.	 This is a program that controls all the activities of a computer.

i) Operating system 	 ii) Keyboard	 iii) Word file

2.	 An example of Operating system is

i) Presentation	 ii) Google	 iii) Linux

3.	 Click on this icon to uninstall an app 

i) Download	 ii) Install 	 iii) Uninstall

4.	 We cannot remove an app if it is  

i) not in use	 ii) grayed out            	 iii) occupied storage

5.	 An important part of running a computer system  

i) software	 ii) folders	 iii) calculator

B.	 State true or false.
1.	 A website controls all the activities of a computer.�

2.	 Windows 10 is an operating system.�

3.	 We can uninstall all apps from the system.�

4.	 We can install an application from .exe file. �

C.	 Write the steps to install an app on your computer. 

D. Write a short note on the Windows operating system. 	
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E.	 Answer the following question: 
1.	 For what condition is it necessary to remove an app or software from a computer?

___________________________________________________________________

___________________________________________________________________

2.	 What is an app?

___________________________________________________________________

___________________________________________________________________

3.  What is meant by a .exe file?

___________________________________________________________________

___________________________________________________________________

4.  Write the names of five popular computer software programs.

___________________________________________________________________

___________________________________________________________________
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Unit-2 Digital Literacy and Competence

	 Graphics & Tables in MS Word 2016
	 Formulas & Functions in MS Excel 
	 Charts in MS Excel
	 Multimedia in PowerPoint 2016

Discussion questions
	 How can you insert pictures in a Word document?
	 How can you make the calculations quickly and easily 

in MS Excel?
	 Name some commonly used charts in Excel.
	 How can you add videos and pictures in PowerPoint 

presentations?
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Skills
	z Inserting pictures, graphics and shapes in a Word document
	z Creating tables and inserting text
	z Formatting tables in Word document

Learning Goals
	z Knowledge of making a document look more attractive 
	z Understand how to insert tables, graphics, shapes and pictures
	z Understand different formatting options

Step by Step Method
	z Organise a quiz to find out how much do the students remember about MS 

Word 2016. Ask them questions such as:
1.	 What is the purpose of MS Word program?
2.	 How to assign password to a document?
3.	 How to add page numbers?
4.	 How to add bullets?

	z Tell them they will be learning about adding pictures, tables and charts in a 
Word document.

Graphics & Tables in 
MS Word 20162

131312

1. Click on the object that you want to move.
 The mouse pointer changes to [  ].
2. Drag the object to a new location

Different Wrap Styles

•	  In Line with Text option will not 
wrap the text around the graphic. 
Word positions the graphic exactly 
where you placed it. 

•	  Square option wraps text in 
a square around the graphic 
regardless of its shape. 

•	  Tight option wraps text around the graphic’s outside edge. 

•	  Through option let’s user edit a graphic’s wrap points by dragging them to match 
the shape of the graphic.

•	  Top and Bottom option wraps text around the graphic’s top and bottom.

•	  Behind Text option lets the text runs over the graphic, as if the graphic was not 
there.

•	  In Front of Text option lets the graphic block the text underneath the graphic’s 
location.

Moving an Object

1

2

In word 2016, an icon displayed on top 
right corner of a selected picture can be 
used for wrapping text.

INFOBIT

Explain to the students how an object can be moved by dragging the mouse. 
Ask them what difference do they observe in the mouse pointer. Tell them to 
drag the mouse consistently until they reach the desired location. If they leave 
it in between, the picture will be relocated there. 
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	z Explain the different ways in which they can add pictures and wrap text around 
them. Show them how they can add shapes and flip and move pictures. 

	z Explain to the students how they can draw tables with the desired number 
of rows and columns and insert text in them. Explain the different formatting 
options with the tables and charts.

	z You may ask students to make their class timetable in a Word document and 
use different formatting options to make it look more attractive.

Learning Outcomes
The students will be able to:

	z Format a word document
	z Add pictures and graphics from library as well as the Internet 
	z Insert tables and add text in a tabular form.
	z Add and delete rows and columns and change the size of a table
	z Merge cells in a table

ICT Vocabulary

Wrapping  Shapes palette  Online pictures  Merge  Alignment  Table styles        

252524

Combining Cells in a Table

Two or more cells can be combined in table.
1. Select the cells to be merged.
2. Click on Layout tab on the Ribbon. 
3. Click on Merge Cells.

The cells combine together to create one large cell

The cells in tables are majorly combined for the heading of the table or to avoid blank or empty 
cells in the table.

INFOBIT

1

2
3

Explain to the students the steps to combine cells. Explain the other features 
in the layout tab. Tell them if they make a mistake in giving any command they 
can undo it by pressing Ctrl+ Z.
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Graphics & Tables in MS Word 20162
Assignment-2

A.	 Fill in the blanks.
1.	 _______________ is a word processing software.

2.	 A table is made up of ____________ and  __________________.

3.	 We can add ________________ pictures in MS Word 2016.

4.	 _______________________ lets the graphic block the text underneath the 
graphic’s location.

5.	 ___________________ are used to format all or part of your document into col-
umns and rows.

6.	 The row height and column width can be changed to __________ the text.

7.	 _______________ option is used for combining two or more cells in table.

8.	 The ___________ of the table can be changed to adjust the space within the 
document.

Merge, adjust, Top and bottom option, online, MS Word, Rows, columns, Ta-
bles, size

B.	 Write ‘T’ for true or ‘F’ for false.
 1.	 MS word is a spreadsheet program. �

 2.	 We can add online pictures in MS Word. �

 3.	 In tight option the text is wrapped around graphics top and bottom. �

 4.	 We can rotate pictures to add effects. �

 5.	 Online pictures are used to format document into rows and columns. �

C.	 Answer the following.
1.	 What is the use of MS Word?

	

	

2.	 Which feature is added in 2016 version of MS Word?
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3.	 What is a cell?

	

	

4.	 Why do we need to resize an object in word document? How can we do it?

	

	

D.	 Write the steps for the following: 
1.	 Insert an online picture

	

	

2.	 Add table

	

	

3.	 Change the row height   

	

	

4.	 Align text in cell

	

	

5.	 Combine cells in a table

	

	

E.	 What is text wrapping? Explain different ways of text wrapping.  
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Skills                                                                          
	z Understand that Formulae and Functions in Excel are used to  

perform calculations on values in worksheet
	z Knowledge of usage of Formulae and Functions in Excel
	z Differentiate between Formulae and Functions

Learning Goals
	z Use Arithmetic, Comparison and reference Formulae in MS Excel program
	z Create, copy and display formulas
	z Identify different functions
	z Use Functions in MS Excel 2016

Step by Step Method
	z The students are familiar with MS Excel 16. Ask the students about the features 

of MS Excel. Ask them about the various formatting options they had learnt 
about in MS Excel. 

	z Now tell them that they will be learning how to add formulae and functions in an 
Excel sheet. 

Formulas & Functions in 
MS Excel3

333332

3. Click the first cell you want to reference in the formula or type its address in the selected cell. 

4. Enter an operator. For example, – for subtraction, + for addition. 

5. Click the next cell you want to reference in the formula 
or type its address in the selected cell. 

6. Press the Enter key. The result of the calculation appears in the cell with the formula. 

Copying a Formula 

A same formula can be copied to adjacent cells with the fill handle saving a lot of time 
and efforts. 

3 4

5

The formula can be seen in the 
formula bar by selecting the cell.

Explain to the students how to begin and create a formula. Tell them to enter 
the correct operator.
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	z Explain why formulae are used in Excel. Differentiate between different 
Functions. 

	z Give the step by step demonstration to use different formulae and functions.
	z Ask the students to create a datasheet and do calculations using formulae and 

functions like SUM, AVERAGE, MAX, MIN, etc.

Learning Outcomes
The students will be able to:

	z Perform different calculations in MS Excel
	z Create, copy and display formulae
	z Differentiate between different groups of function and use them accordingly 

ICT Vocabulary

Range    Formula    Cell reference    Operator

393938

Using Common Functions 

Some common calculations can be performed by using Common Functions.

1. Select the cell to the right or below the numbers you want to add.

2. Click the Formulas tab on the ribbon.

3. Go to the AutoSum button in the Editing group.

4. Click the arrow next to the AutoSum button to display the list of common calculations.

5. Click on the calculation you want to perform.

6. Verify the cells.

6

2

5

3

1

Explain to the students how to use common functions in MS Excel. If they want to 
repeat a function, they can click on ‘ Recently used’  function tab.
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Formulas & Functions in MS Excel3
Assignment-3

A.	 Tick () the correct option.
1.	 In Excel, the formula always begins in this sign

i) Equal to	 ii) Plus	 iii) Minus

2.	 The group of formulas in Excel which include mathematical operators like addi-
tion, subtraction, multiplication, etc. are called 

i) Reference formula	 ii) Mathematical formula	 iii) Comparison formula 

3.	 This function group calculates loans, interests and future values

i) Engineering	 ii) Statistical	 iii) Financial

4.	 The function used to add the values is   

i) SUM	 ii) AND	 iii) MAX

5.	 The function that returns the middle value in a series is

i) AVG	 ii) PMT	 iii) MEDIAN

6.	 The range cells are separated by a 

i) colon	 ii) full stop	 iii) plus sign

7.	 To perform the calculations, Excel provides functions over  

i) 300	 ii) 400	 iii) 500

8.	 It combines two cell ranges to create a single joint reference   

i) reference formula	 ii) mathematical formula 	 iii) comparison formula 

9.	 Common calculations can be performed by using    

i) arithmetic formula	 ii) common formula	 iii) comparison formula

B.	 Fill in the blanks.
1.	 _________________ is an expression which calculates the value of a cell.

2.	 _________________ are predefined formula already available in MS Excel.

3.	 The _________________ function returns the smallest value in a series.

4.	 _________________ reference operator produces a range that is a union of two 
ranges.
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5.	 _______________ function returns one of the two results you specify based on 
whether the value is TRUE or FALSE.

6.	 Arithmetic formula combine number, _________________ and 
_________________ result with mathematical operators.

7.	 Calculations in MS Excel are done with the help of ______________ and 
______________. 

C.	 Write the use of each function:
1.	 Database�

�

2.	 Information�

�

3.	 Cube�

�

4.	 Date and Time�

�

5.	 Financial�

�

6.	 Lookup and reference  ______________________________________________

�

D.	 Answer the following.

1.	 Write the names of three groups of formulas and describe them.

	

	

2.	 Explain the use of equal to sign in Excel.

	

	

3.	 Why do we need to create a formula in MS Excel? 	
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4.	 Can you copy a formula from one cell to another in a worksheet? How?

	

	

5.	 Define cell reference and cell range.

	

	

6.	 What are functions? How are they helpful?	

	

7.	 Name the different categories of Functions.

 	

	

E.	 Write the steps to copy a formula in Excel.

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________
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Skills
	z Using charts to comprehend data
	z Knowledge of making charts in Excel
	z Differentiating between different types of charts
	z Creating, moving and resizing a chart

Learning Goals
	z Identify the importance of charts in Excel
	z Understand the different types of charts
	z Understand different formatting options in chart

Step by Step Method
	z Begin the lesson by a discussion round. Ask the students what they know about 

graphs and charts and how they are useful.
	z Tell them that charts are used to show graphical representation of a data sheet.  

There are many types of charts that can be used in Excel.

Charts in MS Excel4

474746

Resizing a Chart

You can change the size of the chart in a worksheet. 
1.   Click on an empty area of the chart.
2.   Move mouse over the handle of the chart.
 The mouse pointer changes to  .
3.   Click and drag a handle to resize the chart.
4.   Release the mouse button. 
 Excel resizes the chart.

Moving a Chart 

1.   Click on an empty area of the chart.

 Excel selects the chart and surrounds it with handles.

2.   Move mouse over the edge of the chart. The mouse pointer changes to  .

3.  Click and drag the chart to a new location on worksheet. 

4.   Release the mouse button. 

 Excel moves the chart.
A dimmed, gray border represents the chart 

as you move it on the worksheet.

 A shaded border represents the chart as you 
resize it on the worksheet.

1

2

2
4

1

Explain to the students how to resize a chart. Ask them to identify the change 
in mouse pointer in the process. They should practice the skill of clicking and 
dragging the mouse as desired. 
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	z Pre-plan a datasheet and show a chart on it. Explain about the different 
components of a chart. 

	z Give the step by step demonstration for creating a chart in Excel.
	z Ask the students to create a chart for the datasheet created in previous chapter 

activity. 

Learning Outcomes
The students will be able to:

	z Use charts to comprehend data in MS Excel
	z Add charts in Excel
	z Format charts in different ways
	z Add and delete data
	z Manipulate different types of charts effectively
	z Add Sparklines 

ICT Vocabulary

Charts, 3D surface chart, Stock chart, Sunburst chart, Histogram chart, Graphs, 
Column, Scatter, Sparklines

535352

5. Click on the OK button. 

Saving a Chart

In MS Excel a chart can be saved in two ways:

•	 Embedded Chart — It is a chart object that is placed on a worksheet and saved with 
that worksheet when the workbook is saved.

•	 Chart sheet — It is a sheet in a workbook that contains only a chart. It is beneficial 
when you want to view a chart separately from workbook data.

5The sparklines appear in the selected cell.

Explain what a sparkline is. Demonstrate the steps to add sparklines in an 
Excel sheet. Tell the students that sparklines can be placed suitably between 
the chart or at the end as suitable.
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Charts in MS Excel4
Assignment-4

A.	 Tick () the correct option.

1.	 It is a pictorial representation of a worksheet.

i) Tool	 ii) Chart	 iii) Function

2.	 It combines two or more chart types in one single chart

i) Treemap  chart	 ii) Waterfall chart	 iii) Combo chart	

3.	 The Change Chart Type option opens when you click this tab.

i) Layout	 ii) Design	 iii) Chart	

4.	 A ringed chart ideal for representing hierarchical data is

i) Radar chart	 ii) Sunburst chart	 iii) Pie chart

5.	 In a chart, this refers to numerical information used as basis for reasoning, infor-
mation or discussion.

i) Data	 ii) Column	 iii) Legend

6.	 The tiny charts in a worksheet that can easily fit in a single cell.

i) Column	 ii) Sparkline	 iii) Data

7.	 It is used for tracking stock market activity .

i) pie chart                     	 ii) radar chart               	 iii) stock chart

8.	 It is also called a sorted histogram. 

i) waterfall                     	 ii) Pareto                       	 iii) sunburst

9.	 The most commonly used chart is 

i) Column chart             	 ii) Bar graph                  	 iii) A line chart

B.	 State true or false.

1.	 Charts help to make instant decision based on comparison of numbers.�

2.	 An area chart displays the magnitude of change over time.�

3.	 Treemap chart was available in older versions of MS Excel. �

4.	 The chart command is present in the design tab.�

5.	 We cannot change the size of chart in the worksheet.�
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6.	 We can add or remove data from a chart.�

C.	 Answer the following. 

1.	 How are charts helpful in Excel? Explain.

	

	

2.	 What is the difference between column chart and pie chart?

	

	

3.	 Explain the new charts added in MS Excel 2016.

	

	

4.	 What are the two ways to save a chart?  
	

	

5.	 What does a chart consist of?   
	

	

D.	 Define:

1.	 Chart:  �

�

2.	 Sunburst chart: �

�

3.	 Box and whisker chart:�

	

4.	 3D surface chart: �

�
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5.	 Sparkline: �

�

E.	 Write the steps to:

1.	 Create a chart

	

	

2.	 Resize a chart

	

	
3.	 Insert a sparkline	

	

	
4.	 Add data to a chart

	

	

F.	 Draw and explain any three types of charts.
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Skills
	z Understanding the role of multimedia 
	z Adding multimedia in presentations

Learning Goals
	z Knowledge of PowerPoint 2016
	z Perform multiple commands on Microsoft Word 2016 opening screen
	z Add and trim videos in PowerPoint presentations

Step by Step Method
	z Revisit the concept of PowerPoint. Ask the students to list some features and 

uses of PowerPoint 2016. Explain that they will be learning how to add a video 
to a presentation to make it more attractive.

	z Explain the steps to add a video. Tell them they can insert an online video too.
	z Now teach them to trim a video by following the steps given in the book. You 

may show them a tutorial for the same.

	

Multimedia in 
PowerPoint 20165

595958

Steps given above can be used to add Audio in the presentation as well as trim the audio files.

Trimming a Video

Videos inserted from the computer can be trimmed according to the user’s requirement. 
1. Select the video you want to trim in PowerPoint.
2. Click the Playback tab on the Ribbon.
3. Click the Trim Video command. 

4. A dialog box will appear. Use Green handle to set the start time and the red handle to set the 
end time.

5. To preview the Video, click the Play button.

6. Click on OK button when you are done.

6
5

4

3

1

2

Point out at the Playback and Trim video icons on the screen. Explain the 
students the use of each. Explain them the further steps to set a start and 
end time of the video to be inserted. 
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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 Insert a video in a presentation
	z Insert an online video in a presentation
	z Trim a video as required

ICT Vocabulary

Video    Online video    Playback    Trim video    Home keys   
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Multimedia in PowerPoint 20165
Assignment-5

A.	 Tick () the correct option.

1.	 PowerPoint is used to create  

i) Documents	 ii) Presentations	 iii) Spreadsheets

2.	 To add a video to a presentation, click on this tab

i) Insert	 ii) Online	 iii) Video

3.	 The trim video command is present on this tab

i) Play	 ii) Playback	 iii) Insert

4.	 To set the start time of the video, press

i) Red handle	 ii) Green handle	 iii) Blue handle

5.	 A red handle is used to set the

i) start time                      	 ii) end time	 iii) playback

B.	 Answer the following. 

1.	 How can PowerPoint presentations be made more attractive?

	

	

2.	 Write the steps to trim an audio to be inserted in PowerPoint 2016.

	

	

3.	 What is the advantage of inserting an online video in a presentation?
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4.	 Write the steps to trim a video in PowerPoint.

	

	

5.	 Explain embedding.

	

	

C.	 Fill in the blanks. 

1.	 _______________ is the use of more than one medium of communication.

2.	 A presentation can be made more informative by using different 

______________________ tools. 

3.	 Online videos can not affect the file size of the ___________________. 

4.	 _____________________button gives the preview look of the video.

5.	 The playback tab is present on the ___________________. 

6.	 The __________________ tab allows us to insert different items in a presenta-

tion.

D.	 Create a presentation on units 1 to 4 and write the steps of making it. 

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________
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Unit-3 Computational Thinking
	 Starting with Visual Basic

Discussion questions
What is a computer language?
What are the main features of Visual Basic language?
What is Graphical User Interface?
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Skills
	z Understanding meaning and use of computer programming language
	z Opening a Visual Basic Program
	z Identifying the components of Visual Basic window.
	z Knowing about Data, Variables and Operators

Learning Goals
	z Use of programming language in computer
	z Understand the basic features of Visual Basic
	z Create a Visual Basic program

Step by Step Method
	z A computer understands a special language called Computer language. Visual 

Basic is a computer programming language used for beginners.
	z Explain Visual Basic as a programming language and tell about its features. 

Introduce to the Visual Basic window and its components. Demonstrate the use 
of each tool in Visual Basic.

Staring with Visual 
Basic6

777776

1.   Click on Combo box.’

2.   Drag and put it on the form window.

3.   Double-click in Combo box.

 Form Load () code window appears.

4.   Write the following code in the window:

 Combo1.AddItem “Europe”  Combo1.AddItem “Asia”

 Combo1.AddItem “Africa”  Combo1.AddItem “Antarctica”

 Combo1.AddItem “Australia”

5.   To run this program, click on Start button on the standard toolbar.

Adding Combo Box in the Form

The Combo box is also used to display a list of items. The user needs to click on the small 
arrowhead on the right of the combo box to see the items which are presented in a drop-
down list.  You can use the AddItem method in order to add items to the combo box.

2

1 3

4

5

Explain the steps to display list of items in Visual Basic program. Tell them 
they can add more items in the list by repeating the steps.
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	z Demonstrate a step by step procedure to start Visual Basic. Explain and 
demonstrate the different steps involved in programming in Visual Basic.

	z Explain the concept of data, variables and operators in Visual Basic and why 
they are used.  Explain different types of Data, Variables and Operators. 

	z Let the students make a program in Visual Basic.

Learning Outcomes
The students will be able to:

	z Open a Visual Basic program
	z Use the tools in the Visual basic program effectively
	z Create programs using data, variables and operators

ICT Vocabulary

Programming  Microsoft  Graphical User Interface  Pointer  Controls
Property  String  Boolean  Variant  Variables  Operators  Logical  Literals

Explain how If-Then-Else statements can be used to evaluate the 
expression

858584

1. Double-click on command button to bring the code window.

2.   Now write the code in the code window.

 Operator Meaning Example Result
 And Both sides must be true (6 < 10) And (3 < 5) True
 Or One side or both must be true (6 < 10) Or (3 < 5) True
 X or Only one side or the other 
  must be true, but not both (6 < 10) Xor (3 < 2) True
 Not Negates truth Not (7 = 7) False

Conditional Statement

A conditional statement evaluates the expression which returns a true or false value and 
on that basis, takes a predefined action. This can be done with IF-THEN-ELSE statements.

IF-THEN-ELSE Statements

Syntax:  IF (condition) THEN
   Block of Visual Basic statements
  ELSE
   Block of Visual Basic statements
  END IF
It is necessary to write the END IF statement whereas ELSE part is not necessary.
For Example, 

Label 1

Label 2

Text box Accept first number

Text box Accept second number

Label 3 Show result

Command button
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Starting with Visual Basic 6
Assignment-6

A.	 Tick () the correct option.
1.	 Visual Basic is based on which programming language?

i) PASCAL	 ii) C++	 iii) BASIC

2.	 Visual Basic objects include items such as

i) Clip art	 ii) Buttons	 iii) Chart

3.	 In the visual basic window, commands are present 

i) Properties window	 ii) Tool bar	 iii) Menu bar

4.	 Storage space used on writing Date is

i) 8 bytes	 ii) 4Bytes	 iii) 2Bytes

B.	 Fill in the blanks.
1.	 A ___________________ is a special language understood by a computer.

2.	 The people who can write computer programs are called ______________.

3.	 Visual Basic makes the use of ______________________ Interface for creating 
robust and powerful applications.

4.	 _____________ are used to display information to the user which cannot be 
changed.

5.	 The ___________ function deletes the empty spaces to the right side of the 
phrase.

6.	 ________________ is a variable that controls when the loop ends.

7.	 ________________ is a space where you where you will write your visual basic 
code.

8.	 __________ contain many icons that represent various functions of Visual Basic.

computer language, programmers, Graphical User, Labels, Rtrim, Endnumber

C.	 State true or false.
1.	 Visual Basic is a programming language based on Basic language.�

2.	 Visual Basic is a programming language from Google.�
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3.	 All variable names start with a number.�

4.	 Check box is used to select or deselect any option written in the form.�

5.	 The range of string is 1 to about 62,200 characters.�

6.	 Visual Basic supports 12 data types.�

7.	 Command enables the user to execute the event.�

D.	 Answer the following.
1.	 Explain Visual Basic with its features.

	

	

2.	 What is the importance of Graphical User Interface?

	

	

3.	 How are conditional operators different from logical operators?

	

	

4.	 How is list box different from the combo box?

	

	

5.	 Explain string manipulation in VB.

	

	

6.	 How are command buttons useful? 

	

	

7.	 Write the names of numeric and non-numeric data types.  
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8.	 Write about different types of arithmetic operators and conditional operators. 

	

	

E.	 Define.
1. Boolean

	

	

2. Variant 

	

	

3. Literals 

	

	

4. Graphical User Interface    

	

	

5. The Len Function    

	

	

F.	 Give a one-word answer to the following:
1. The more graphically designed than BASIC	

2. It provides a place where a user can draw objects to design the program’s 

user interface 
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3. This function converts all the characters of a string to capital letters 

4. This option enables you to look for help from a collection of indexed words from

     the Contents help references 

5. A series of one or more statements that execute more than one time 

6. The values that are assigned to the data 
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Unit-4 Coding, Programming and Debugging

	 Calculations with Scratch

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

program?
	 How can Scratch be used to create a program 

using loops?
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9. Now select the sprite and click on Costumes to look at the different costumes available in 
the library.

10.  You can see the three different costumes available by default.

11. Drop the following blocks from different 
scripts for the programming of making 
the sprite F come up with different 
costumes.

12. Change the costume in every block so 
that it shows different costume after 
every wait.

13. Select duplicate to copy the same 
coding to other sprite i.e. I and N.

11
12

10

9

Skills
	z Understanding different programs and blocks in Scratch
	z Create a maze game by using different blocks

Learning Goals
	z Knowledge of more sequence and commands to create Scratch program
	z Create maze and other programs in Scratch
	z Change background, sprite and its costumes.
	z Use blocks for moving the sprite, asking mathematical questions and reaching 

Finish point 

Step by Step Method
	z Students are well aware of Scratch programming. Ask them questions to check 

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

	z Explain the students that Scratch has many features and blocks to make new 
programs based on calculations more conveniently. 

 

Calculations 
with Scratch 7

The students already know how to select and add sprites from the library. 
Tell them that changing costume here means changing the appearance 
of the selected sprite to make it more attractive. The colour and style can 
be changed to match the background. Explain the steps to change the 
costume of the sprites as suitable.
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	z Explain the new terms associated with Scratch program. Describe how new 
blocks can be used to create more complex programs based on Mathematical 
calculations.

	z Tell them to use their own imagination to create a wide variety of games and 
animations using Scratch. 

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

103103102

•	 Duplicate the block to save time.

Do the following coding for the Giga walking sprite.

Drop the blocks for creating the 
movement of the sprite.

Duplicate and copy the block coding for three other movements of the sprite.

Explanatory text for user.

Blocks of message 1 will run.

Broadcast receiver.

Sprite will go to 
this position.

y  = –196
x	=	–	150

When down 
arrow will be 

clicked.

y position will change

x position will remain same

Note: Take care of the arrow key used and which position is to be altered.

Explain the steps to code for the giga walking sprite. Ask them what do ‘y’ and ‘x’ 
denote. Tell them they can set any other explanatory text for the user. 

105105104

Select more sprites from 
library and duplicate it.

Duplicate these coding for the other sprites 
available to create more addition questions when 
sprite reaches them.

To	pick	random	numbers	
from	this	range.

It	appears.

If giga will touch the green circle.

y		=	200
x	=	–	120

Deselect these variables to make them 
disappear when program is running.

Explain the students to program the sprite to select any two random numbers from 
the given range. The range can be set as per your wish. The user has to add the 
two random numbers which will appear when the sprite touches the green ball.
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Learning Outcomes
The students will be able to:

	z Identify the different terms associated with Scratch
	z Create a maze program on Scratch successfully
	z Change background, add sprites, change costumes, use mathematical blocks 

effectively

ICT Vocabulary

Sequence  Selection  Switch Costume  Broadcast  Backdrop  Duplicate

Explain the program which is now ready to execute. Explain the different blocks 
used here once again. Tell them to test the program by clicking the green flag. 
Check that the sprite moves in the correct direction shows numbers within the 
range and reaches the finish point on time. Tell them to make changes in speed, 
range, background or directions for improvement or add more elements as they get 
more familiar with the program.

109109108

It will show up the number that how many 
correct answers were given by the user.

When sprite touches 
green circle

Click after entering your answer

Mathematical problem will appear

Answer will appear here

Type your answer

When sprite will reach to finish
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Calculations with Scratch  7
Assignment-7

A.	 Tick () the correct option.
1.	 The set of instructions used to run a program is 

i) Sequence	 ii) Programmer	 iii) Blocks

2.	 The block ‘change x by’, the value of this changes as per our choice

i) X	 ii) y	 iii) z

3.	 This block helps in selecting, sequencing and initiating other blocks.

i) Repetition	 ii) Selection	 iii) Broadcast 

4.	 In block-based programming, the user drop the block of instructions for  

i) looping                             ii) coding	 iii) backdrop 

5.	 The categories of blocks in Scratch    

i) 8	  ii) 10	 iii) 12 

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

2.	 In the programs, user is asked to enter the _______________ [number, charac-
ter, etc.]

3.	 _____________ is the block in which the value of Y is changed as we wish.

4.	 _________________________block is used to change the sprites to other cos-
tumes available in the library.

5.	 You can go to _____________ to change the background colour if wanted.

6.	 Select ___________________ tool to create the frame for the maze.

input, Scratch, Switch costume, backdrops, rectangle, Change y by

C.	 Answer the following. 
1.	 What is Scratch program?
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2.	 Explain the use of broadcast and join blocks.

	

	

	

3.	 Write the steps to create a maze, fill colours and set its background.  

	

	

	

4.	 Can we resize the sprite in a maze? Write the steps.

	

	

	

5.	 How can we change the costumes of sprite?

	

	

	

D.	 As mentioned in the chapter, write in your own words what we can do 
with the sprite or what can a sprite can perform in the Scratch program. 

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________
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Unit-5 Cyber Safety and Internet
	 Online Communication 
	 Advanced Internet
	 Growing Technology & Its Hazards

Discussion questions
	 What is online communication?

	 What etiquettes should one follow while writing 
an email?

	 How can you download a file from the Internet?
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Skills
	z Starting online communication 
	z Identifying different platforms of online communication
	z Learning about emails and social networks 
	z Knowledge of method of creating an email account
	z Sending/Receiving an email.             

Learning Goals
	z Understand the importance of online communication
	z Learning features of email and other social networks
	z Identifying the components of email and email etiquettes 
	z Plan to create an email account
	z Plan to explain the travelling of an email.

Step by Step Method
	z Ask the students the full form of Email. Ask them what it is used for. Explain 

the students the advantages of email and the components of e mail. Tell them 
Email also called electronic mail is the most frequently used application on the 
Internet. 

	

Online Communication8

After creating an account open an email and familiarise the students with the 
different components of it. Explain the various abbreviations seen in the window. 
You may simultaneously explain the email etiquettes to be followed while 
conversing through an email.

113113112

Email Etiquettes

When conversing though email certain rules should be followed. 
•	 Clearly summarize your message in the subject line.
•	 Try to keep your message short and focused.
•	 Avoid using ALL CAPS as it looks like you’re shouting.
•	 Avoid writing anything that can’t be said publically. 
•	 Use a smiley to make sure that something is not misunderstood. 
•	 Avoid sending email to large number of people unless you have a legitimate reason 

to do it.

Components of an Email Message

Send Button 
To send a mail

Recipient 
Email address of the receiver

Subject  
It is the description 

of topic of the 
message

Formatting Tools  
To modify the text 
according to the 

requirement

Body 
Contains the main content of the mail

Attachment  
To attach media 
files in the mail

Cc (Carbon copy) 
To send same 

mail to a person 
who is not directly 

involved

Bcc (Blind Carbon 
copy)  

To send same mail 
to a person without 
the knowledge of 

others

ABBREVIATION USED IN EMAIL
AISI As I see it. BTW By the way
AS Another subject CU See you
ASAP As soon as possible DK Dont’ know
B4N Bye for now IC I See
BAK Back at keyboard LOL Laughing out loud
BBIAB Be back in a Bit SYS See you soon
BBL Be Back Late Gr8 Great
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	z Explain the concept of email. Explain the different advantages of email over an 
ordinary postage mail. Explain the student how an email travels.  

	z You may ask some students to demonstrate the procedure of creating an email 
account as they have learnt about it in the previous class.

	z Ask the students to make their email account and send/receive the email from 
one another. They should do it under adult supervision.

	z Explain the students about different social networks used for different purposes.

Learning Outcomes
The students will be able to:

	z Use online communication effectively
	z Communicate online following basic etiquettes
	z Use abbreviations in an email
	z Understand common features of social networking sites

ICT Vocabulary

Email  Domain name  User name  Mail Server  Facebook  Linkedin
Recepient  formatting tools  Carbon copy  Attachment 
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Online Communication8
Assignment-8

A.	 Tick () the correct option.

1.	 The full form of Email is

i) Electronic mail	 ii) Electric mail	 iii) Elective mail

2.	 The standard protocol used for sending email is called

i) BLOG	 ii) STMP	 iii) POP

3.	 Which of these is not a social networking site?

i) Facebook	 ii) Linkedin	 iii) Email

4.	 In an Email, the description of topic of the message is given in 

i) Attachment	 ii) Subject	 iii) Recipient

5.	 The symbol @ stands for

i) At	 ii) An	 iii) Art

6.	 Abbreviation for electronic mail is  

i) E mail                        	 ii) G mail                    	 iii) Mail

B.	 Write the full forms of the abbreviations used in email. 

1.	 LOL�

�

2.	 BBIAB�

�

3.	 ASAP�

�

4.	 Gr8�

�

5.	 IC�

�
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C.	 Answer the following.

1.	 What is an Email? List three advantages of email.

	

	

2.	 List some etiquettes to be followed while writing an email.

	

	

3.	 Write the steps to create an email account.

	

	

4.	 What is an email address?

	

	

5. Explain how social networking sites can be helpful in building a profile.

	

	

6. What is the use of free web address on a social networking site?

	

	

D.	 Write what the following features stand for in Email.

1.	 New message �

	

2.	 Forward �

	

3.	 Reply to all �

	

4.	 Delete �
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5.	 Reply �

	

E.	 Mention any 5 features of social networking sites. 

F.	 Write the steps to create an email account. 

F.	 Write full forms of the following:

1.	 SMTP		  _______________________________________________

2.	 POP			  _______________________________________________

3.	 Bcc			   _______________________________________________

4.	 Cc			   _______________________________________________
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Skills
	z Understanding terms related to Internet
	z Downloading file from the Internet
	z Saving file in the location

Learning Goals
	z Knowledge of different terms related to the Internet
	z Understand how to download a document or picture from the Internet
	z Learn to change download settings as required

Step by Step Method
	z As the students have already learned about Internet in the earlier class you 

may start the topic by asking what Internet is. Ask them about email and social 
networking. Tell them that they will be learning more terms associated with 
Internet and some more features of the Internet.

	z Explain students the various terms associated with the internet. 
	z Explain them how a file—a document, image or Pdf—can be downloaded from  

the Internet and saved in the desired location on the computer. 

Advanced Internet9

121121120

The default location of file downloaded is in the Downloads folder.

•	 For Web pages, click menu and choose More Tools and then Save Page As.

4. When the download finishes, it can be seen at the bottom of Chrome window. Click the file 
name to open it.

Explain the students how a file can be downloaded and saved.
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Learning Outcomes
The students will be able to:

	z Identify terms related to the Internet
	z Download a file from the Internet
	z Save an Internet link for future reference
	z Change download locations and settings 

ICT Vocabulary

HTML  XML  IP address  Router  Encryption  Phishing  Authentication
Blogs  Firewall  Cloud computing  Malware  
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Advanced Internet9
Assignment-9

A.	 Tick () the correct option.
1.	 This is the address of every computer used for identification.

i) Internet Protocol	 ii) Blog 	 iii) Firewall

2.	 This is a malicious software designed by hackers.

i) Phishing	 ii) Malware	 iii) Router

3.	 The default location of downloaded file is this folder.

i) Chrome 	 ii) Google	 iii) Downloads

4.	 The process of buying and selling goods and services online is   

i) firewall                        	 ii) encryption          	 iii) Ecommerce

5.	 Standard markup language for creating web pages and web applications 

i) XML                               	 ii) HTML                           	 iii) IP 

B.	 Write the full forms of:
1.	 HTML�

2.	 XML�

3.	 IP Address�

4.	 E-commerce�

C.	 Write short notes on: 
1.	 Router�

	

2.	 Encryption�

	

3.	 E commerce�

	



49

4.	 Firewall�

	

5.	 Malware�

	

D.	 Answer the following questions.
1.	 Write the steps to download a file from the Internet.

	

	

2.	 Write the steps to save a download to a desired location.  

	

	

3.	 What is the difference between malware and phishing?

	

	

4.	 What is cloud computing?

	

	

5.	 What is the difference between malware and phishing? 

	

	

6.	 What is cloud computing? 

	

	

7.	 Explain blogs.

	

	



50

E.	 Write the steps to:
1.	 Download a file from the internet

__________________________________________________________________

__________________________________________________________________

2.	 Save a downloaded file to the desired location 

__________________________________________________________________

__________________________________________________________________
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Skills
	z Understanding the advantages and disadvantages of  

growing technology
	z Dealing with computer waste
	z Applying technology for the benefit of the environment

Learning Goals
	z Identify some technological advancements
	z Acknowledge the harm caused by technological advancement
	z Get familiar with e wastes and their disposal

Step by Step Method
	z Ask the students to name a few gadgets that have made our lives easier. Explain 

them about the new technological developments in different categories.

Growing Technology 
and Its Hazards10

129129128

Electronics contain lead which can damage our central nervous system and kidneys. 
A child’s mental development can be affected by low level exposure to lead.

INFOBIT

Computer Waste/E-Waste

COMPUTER 
COMPONENTS

E-WASTE IMPROPER DISPOSAL 
PROCESSES

CPU, Mother Board, 
Circuits, RAM

Non-ferrous 
and precious 
metals (Gold, 

Silver) 

De-soldering and removal 
of chips

Hard Disk

Alloys 
(Aluminum) Chemical stripping

Cathode Ray Tube

Glass Breaking and removal of 
yoke, then dumping

Explain the students how improper disposal leads to environmental 
problems. Ask the students to suggest some ways or techniques to solve 
this problem. 
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	z Explain them the advantages and disadvantages of development. Tell them 
that this should be balanced such that there is no harm to the environment.

	z Ask the students to search the Internet and other sources about technological 
growth in different fields and make a PowerPoint Presentation on it. 

Learning Outcomes
The students will be able to:

	z Identify different categories where technological advancement has taken place
	z Give more examples of benefits and harm caused by growing technology 
	z Identify proper ways to treat e-waste so that there is no harm to the environment

ICT Vocabulary

Artificial Intelligence  Mobile technology  Power generation  E-waste
Toxic  Data securities
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Growing Technology & Its Hazards10
Assignment-10

A.	 Write how are the following e wastes disposed improperly.

1.	 Hard disk�

2.	 UPS�

3.	 Computer wires�

4.	 CPU�

5.	 Keyboards�

B.	 Answer the following.

1.	 List some places where Artificial Intelligence is being used.

	

	

2.	 How has technology helped in improving transportation?

	

	

3.	 What will be the negative impact of people depending more and more on technol-

ogy?

	

	

4.	 List the negative impacts of technology related to Data security and health is-

sues.
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C.	 Write a short note on e-waste and its impact on our environment. 

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

D.	 What do you think is the correct way to dispose of the e-waste complete-

ly?  

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________


