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Learning to Create, Edit & Format Text Files

LEARNING OUTCOMES (T €1&)
* Text (CRT) Document (SFRFT) M AR save BT |
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Tool Used: Word Processor
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Step 1:

B 1.2 :Click here
to open.

1.1:Type here
3 “word”.
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1. Title Bar : Window &T 318 <91dl 2 |
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: (1) File (2) Home (3) Insert (4) Design (5) Page Layout
(6) References (7) Mailings (8) Review (9) View
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319 Word file &I open &=AT
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lighting /T BIeT &7 *f %‘
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+ ‘Alignment tool a8 8 o=@ SIRT &H text & margin SId
HRd & | alignment IR TRId B BT o8-

1. Left Align

2. Center Align

3. Right Align

4. Justify Align

¢ Text &1 background color STel= @ feTg color highlighting T
TART R B |

4} 39T Introduction STSU &Y save &N |
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Jale U:

MYSELF

1. My name is Kavita.
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| read in VI class.
| am 10 years old.

2
3
4. My school name is Govt Girls Sr. Sec. School No. 3 Kalkaji.
5.

| love my parents

gzl IR f3U Introduction Pl type HRT b 9IS TfeTy g9 39 format
B

1. MYSELF @I CENTER ALIGN & |

2. 'GANT 3R Y Gk’ @I LEFT ALIGN & |

3. ‘giedl Gfth’ @I RIGHT ALIGN &3 |

4, TR 3R =l URh’ BT JUSTIFY ALIGN & |

5. ‘3T M 3R Thed & A B HR F HIGHLIGHT 3T |
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@ T faU U Paragraph @1 TEU HY—

POLLUTION

Pollution is when something is added to the environment that is harmful to living
things. It make water, land, air etc. dirty and not safe or suitable to use. There are
four types of pollution:

1. Air Pollution

2. Water Pollution

3. Soil Pollution

- Heading @1 bold #%, size change &x |
- Uil &I lines T font style MY+ UHE & 3ITHR change &N |
- Types of pollution @I italics 3R underline @ |
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wiate, lanel, ol @t dimy and not dale o¢ matable 1o uie, Thade s oo tvped of paliutien:

1. &ir Follation Cagsdile
3, Water Fodution

3. Rl Polletion

&, Sl Polatian

Falfuition is wihen somebing i@ aded to the enviremment that o harsful
o fiving tiings if smake water, fend air ebe dirty ana not safe or annof
te wse. There ure four types of pollution:

L. Air Foffutice
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+ Honesty is the best policy 0¥ W GF:F@E
forRd 3R ¥ W Bold, Italic, Underline and
Font Style apply PN |
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BT ST | 1T & bullets 3R spell
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6 Solar system TR I fold Text Bl type dx AR QT Y
effects apply & |

The Solar System

The sun, eight planets, satellites and some other celestial bodies known as

asteroids and meteoroids form the solar system.

The Sun

The sunis in the center of solar system. It is a huge and made up of extremely hot

gases.
There are eight planet in our solar system.
Mercury, Venus, Earth, Mars, Jupiter, Saturn, Uranus, Neptune.

+ Spelling check option @1 ABTIAT | &1 T Activity & &l @1 spelling
check @ |

¢ Planets @ -9 & M fAff=7 Bullets BT YA BN |
+ Bold 3T® different colours & WA & Paragraphﬁ JMHYh gAY |
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+ Red, Wavy (@d1) line {6l ¥res @& 1 spelling mistake G2l & |
word @I Right click X W1 81 Hgl spelling g7 | © |
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Home Tab W Bullets gri—

Pl sun, sight placets, sateliier and s othes celortial bodies krrem sy sitercids snd
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THE SUN
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§
@ Gram Sabha

< f&AT AT Paragraph Type & |

The Gram Sabha is a meeting of all adults who live in the area cover
by panchayat. Anyone who is 18 years old or more and who has the
right to vote isa member of Gram Sabha. All members of Gram Sabha
also elects a Sarpanch.

+ Find option @ §RT faT T paragraph & ¥ 'Is''Who', 'Gram', 'Sabha'
Y@l Pl G3 |

+ Replace @ g§RT f&U U paragraph § covered @I coward ¥ 3
Replace & |
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acat [ § A

panchayal Anyone who is 18 yeers oid of ivore and who has the right to
vote is @ mamber of gram Sabha. All members of Cram Sabha also olects a
Sarmpanch

GRAM SABHA

The Gram Sabha is & mesting of ol ndults whio [ive in the area covered by
panchayat Anyone who s 16 years oid of rrone and who has the right to
vobe is @ membar of gam Sabha. All members of Gram Sabha also elscts a
Sarpanch,
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The Gram Sabha 8 a meeting of & adults whe live in the area coward by
panchayst Anyone who is 18 years oo or mome and who has the right to
vobe is & member of gram Sabha. All members ¥ fram Sabha also elects a
Sarpanch
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8 Name .- Mohd.Rashid h
Age - 10Years
Father's Name : Mohd.Saleem
Mother's Name :- Farzana

\_ J

~
Name :- Divya George

Age - 11 Years

Fathers Name

John George

Mother’'s Name

Deepa George

KName - Parikshit Malhotra
Age - 10Years

Father’'s Name Pradeep Malhotra

Kavita Malhotra

Mother’'s Name

N\

Name - Jasmeet Kaur
Age - 12 Years

Father's Name

Hardeep Kaur

Mother’'s Name ParamJeet Kaur
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Step 2 : Letter format
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4+ Step1:

File Print T |
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1.
2.

el T Text T bold italic underline &%= & Ugdl select B |
el Y word @7 search IT €4 & folU 89 39 find & replace
tool BT e W IMAMT H BN Fhd 2 |

3.9 JIAEY : 98 URIR Ud difed’ § e SiRT 89 &mer =

10.

SIRHT 94T Hahd @, 99 H d8ad (edit) HR Fhd @, Hd (save)
I R FHhd & 3R fie (print) Wil &R Add B |

Alignment (4Rhsig) : Alignment H&l HIfSH & Hag H Udkb
IRET® H et & Reifd &7 eidar g

Backspace (§€U¥) : Scl &l e & fog SHGT WA fdha
ST

Bold (§iws) : S WA ¥ &R (&N ) bold color H &hIA
R feEd 2 |

. Bullets (Sccied) : fd¥l document &1 Fe&l § A & o7 3R

fore @1 Fafd €1 & 91 7 bullets (Yocicd) & YR BIdT
2 |

. Document (STagHT) : fHdl A1 fa9IY Ui H 918 T file

document (STFgHT) HEATI ¢ |

Exit (s18%) : BT 9T document | 3R word processor ¥ dT&R
STH @ folU S9HT 9T 81T 8 | ¥ menudR & file menu & Rerd
BIT 2 |

Find and Replace Dialog Box (%3S 3iiX R©id ST «i44) :
SHD! FEIAT 9 g9 [l W) 28 DI, &R Bl THR Teq AR 3feR
9 g Fhd ¢ |

.Font (WI7¢) : ®I<C ¥ BH 3UY™ Tl AT IHD AeRI BT color,

size IT style 951 AHd o |

. Formatting Toolbar (®IHTCT TAaR) : BHCT TAIR A &

font type @ DT style 3R text alignment I&T HdHd & | I8
hometab H % |



13.

14.

15.

16.

17.

18

19.

20.

21.

22.

23.

24.

25.

Italic (fAx®1) : Italic &1 FEIAT W &9 Y&l Bl oRBT forg Fand
g

Left Alignment (STC ufthas) : Left Alignment ¥ B9 31U text
@I left IR AT B Fdhd ¢ |

Right Alignment (3¢ ufhe|) : Right Alignment ¥ &H 319+
text P right 3R e HR AHd & |

Center Alignment (§¢X ufthds) : Center Alignment 9 &H
YT text Bl center 3R AT PR AP & |

Menu Bar (47 «1X) : Menubar H menus BId § 3R ITh!
JTeN & AEgH W A A & foIg GAnT fham Srdr 2 |
Rulers : I8 formatting toolbar TEER & I 91 3R B[ © | 39
I page & margin 4€ B & |

Scroll Bar (Sh[ddR): Bhidt R W 8H 3[04 US] Bl W I A
g Y SR SR ¢ F W T W F 9Y T B G 2 |
Tabs (Ss4) : U WRIUTH & text Pl AT BIA D [ol¢ Cod BT
TN B ST B |

Title Bar (¢T3cd 9R) : TScd IR W A document &1 M
fewrg <ar 2|

Underline : underline ¥ & F+ BU text ®I Udell ¥ ollg 4
underline #R FHA 7 |

View (=4) : word processor ¥ &4 Tdbh UGl Pl IR i H o
Ahd & | 9 39 UBR 8 : Normal view, Page Layout view, Online
Layout view, and Outline view.

Cursor (HHX) : cursor ¥ &l & f& mouse ®T pointer Hal ¢,
3R BBl STTAAT &R TISU 81T |

Homepage (2191%) : f¥l 9T document AT UIITH 6T UBaIT U
homepage haIldl 2 |




o B9~
1. 3MUd whel H Annual day H91IT ST Y81 & | Word Processor &l
FEIAT ¥ Programme schedule 9919 |
2. gAY BT WQUINT Theme W Th Y HAT English AT a1 H
Word Processor # feid 3T Print out f=dref |
Note.GIFI W21 # fdemefi IR Formatting option apply X |

Shortcut Keys for some basic Commands

Cut CTRL+X

Copy CTRL+C
Paste CTRL+V
Undo CTRL+Z

Redo CTRL+Y

New CTRL+ N

Print Document CTRL+P
To Save Changes CTRL+S
Select All CTRL+ A
Open CTRL+ O

Left Alignment CTRL+L
Right Alignment CTRL+R
Center Alignment CTRL+ E
Bold CTRL+ B

Italic CTRL+ |
Underline CTRL+U

20%



SELF ASSESSMENT

Fill the following assessment sheet with the activity and grades awarded by the

student (self) and peer group according to the grade scheme mentioned below.

SELF ASSESSMENT SHEET

STUDENT PEER ASSESSMENT

ACTIVITY

ASSESSMENT Name of the Pear Grade




D Need Teacher’s Help

C Requires occasional peers’ help
B Can work independently.

A Is able to help others.

¢+ Peer assessment must be done by one peer from the student’s group

=,



SFRA

. IgfadmedT aed
1.3 | ®F ¥ by ¥ <fdh SIRFHC AUH B Ahd &7

a. File (new)

b. File (open)
c. File (save)
2. 3TH ¥ P | ACHE B A BISel A B Ahd 87
a. Ctrl+V
b. Ctrl + O
c. Ctrl +S
3. Wfead T IR IR 3MwE fha A=y & sfasia amar g7
a. Reg (Review)
b. YbIEd (References)
c. 89 (Home)
4. 3TH | DIF A TEHE DI A I8 DU B D &0
a. Ctrl +V
b. Ctrl + C
c. Ctrl +X
5. ElReAge [ HSIRT U B AT 3T 27
a. fqeradrS (Clipboard)
b. IRTUTH (Paragraphs)
c. Bie (Font)




6.

0.

10.

. e

206

IS UIER H = BISAl bl QI &I Aehe Bl a7 Bl &7
a. Ctrl + X

b. Ctrl + N

c. Ctrl+Y

d. Ctrl+V

AR UATgTHE HR BT IATChe B T Il 87

a. Ctrl + X

b. Ctrl + E

c. Ctrl +R

. Ctrl+S

o

fI=eT T <Igcol Soidr 27

Status Bar

5

o

Menu Bar

c. Title Bar

d. Rulers

faeTuars FArS fhad UdR @1 8 87
a. al

b. TR

c. A

s UNIIN BIgel Bl URIcYH aidl &7

a. .pptx

b. .docx

c. Xlsx



1. R<h I viRu—
1. 99 3w HAR] & AT Il & |
2. BESH BIR
3.1 &sH BR
4. U BIR
5. YMEdhe P A% Uex

6. fhd UhR & HHIS g Bld 2°

7. BIEIS BT FRIATA & forq I B |

8. fo UdlgTHe & 3d CoRe 91U dN% Bidl
g |

9. YT BT US AT MEHIT & 3R A & |

10. IS TSR H JhR & A= B o |

I EE 9 & o wE (V) T Terd @ R ad (X) &1 frw
TRI—

1. IS YR Udh IS SIFgHC T | ()
2. IS YRR H TRE Dl Helde &R & oIy Ctrl + STMEdhe SKIHTA

I B | ()
3. UAIISHE dc URII% dbe Nl YU & 3faiid 3fTe & | ()
4. fFIydle U URATC RSl URAT & Glel 89 Cae/UThasd &l

HT/DHIUT R D I T | ()
5. Uo7 Wee™ Ufee A=y & i 2| ()



V. o7 IARY UT—

1. 7S WNR fhd Ped 27

2. 7] IR 59 FEd 57 Ig IR ¥ fdhdw A= B © M Afed
T3P

3. hiss Us Ry fhd wed 87

4. foeuae wHis fhd wed 87

5. 3fuaTRe 3 foreq @ fafa=1 =Ror foRaw |

6. diare b dHed &7 AN~ THR & Dlars &I qoiF HIOTg?

V. <9 SRy gva—

208

1. TargHe b ded 87 a9 YR & Tdsade &1 dui|
PI?
2. WfealT 3R IR &I 9 YR db Hd? A= a_on o7

\ \
ool hl?

3. C9 DSIRI YU B eI H I fhd YR I1G IR IHD]

style i gafery ?



