CHAPTER 2

Data Representation & Processing 06
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1. Resizing Handles &1 JART %R& &4 resize &R Adhd ¢ |
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Resizing Handles &T W1
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dIh, TR A [dadhd FEl € | ™R Feal | fau gy Save & Arer 3l &
B9 B UBR W Sirs Fhd 8 | 39 Text Wrapping ( Save T ) el SIdr 2 |
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Text wrapping setting &1 < |
"Text wrapping &1 YIRT {231 & MRIUTN Yeai Bl Stk H fhar SIran & |

ST 89 Pictures insert S_d & AT 3TY <@ 81T fd I pictures I 38R — IER HRAT HISH BT & dfdb
ar "in line with the text" setting # 81 2 | 31U TXI& ¥ pictures ®I set B & oIy IADT 37T Text
wrapping setting o= &I £ |

Text wrapping setting &= @ foTg picture TR click <=1 8T ® | Picutre tool Format Tab & &H text
wrapping setting 95 & & | Text Wrapping Option =12 faT g 2 |

1. In line with text Text & ¥ & Picture ¥Y adjust &Il ® |

2. Square Picture @ JMIATHR fS& & MU text BIdT © |
3. tight Picture & PR & AR text AT 2 |

4. through Picture & ¥ W@Tell ovg R T text of AHd ¢ |
5. top and bottom Picture ® SR 3R =T text of A = |

6. behind text Picture oI @ W& 8Kl & |

7. in front of text Picture ¥1i @ SR BIll 2 |
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Click on text wrapping
option

The present cumculum aims a realising the goals of the National Policy of ICT in
Schools Education and the National Cumiculum Framework.

Given the dynamc nature of ICT, the cumcula,
purposes, is genenc in design and focuses on a broad exposure to
wmsMGmemmmhm

T Click on picture to set
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' The present cumculum aims af realisng
the goals of the National Policy of ICT in Schools Education and the National
Cumnculum Framework

Given the dynamic nature of ICT, the cumicula, emphasising the core educational
purposes, 15 genenc in design and focuses on a broad exposure to technologies,
together armed at enhancing creativity and imagination of the leainers

For the teacher, I is an inttiation into

« Explonng educational possibiities of tlechnology,
. Lmnhmakemnmuofhmm software and ICT inferactions,

. Gmwm.mtsaollcr
For the student, 1 is an intiation into

+ Creativity and problem solving.
+ Anntroduction to the world of nformation and technologies, and
+ Anopportunity 1o shape career pursults

In line with text
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®  qu 9gd Rl W T B IR H AT R VT B | SAT 3T b AvAT 3o

SMPHITAT FETa B & | ST a1 QT TS <ar © Al Bl a1 b uiell aR <
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Text with original picture
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Text with resized picture and “inline text” wrapping style
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Sa% By 23 || 2 & | UST ) Wl o e &) UelT § olfeheT T S bl el & oY gl ST U
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Special Symbols 31X Objects Insert &1
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(Activity) a:
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HEd e © 4 Whol BT AM Uh JRAGHR Sl H a1 S RTad a1 el 9 fa@rs < | 59 forg &4
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4 Page Break . Picture w I Soeenibol . gglige s Vides . o) PageNumber+ g, J*
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B iammles
Hawc Shape
1 - | | y (]
" e a % I.'I i
- _
O L%
| A |
Hinch A
PN [ Select different
f R X vl L ) (|
LR | v L5 e [ e
& o W OB i T ;hﬁapli from here
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(w —

bl @B 18 Naaie Lo Mawir sotaiies  Whurmanft see e

—— - w i . ™
- 1 e bl g e
I B IR
Lhishu Gyan Mandir Vidyalaya o el
! Deurgay Naggar !
Golhi
a1 bl el gl it
ik (LT 30371
STUDENT WAME: 8ish e Closs Vil &
fivhj ey Fal ad Tt ] Tuntail
| H : 9 a6
Engiiah ] ;] i} 43
AN 1 9 0 a8
5T 10 1=} 4 an
SiCFEDE a B F i LE]
Tirio] Mnrks 26
s e 1 Limipe A

Note: Object insert &= & d1a 3R & IAD] SHBRI H BB dGelld HIAT II8d & ol 89 39 TR
Double Click &3 8IaT & {59 a1 319+ & Software application § Tl ST & 3R 89 I8
editing @ A& ¢ |

e

‘mméﬁl 8D A 3MUAT HeTT ATUBT DI Marksheet &1 Format a9 H #eg &1 & | S
' (Practice) 3: || STHBRI BT YA HRA g G hell T fa9di & 3R veh Column Chart 991 |

~—— ——  FIC 3 Spreadsheet ¥ ®R & T | Y8l AMUDI Spreadsheet & AT & Tl
B fa%ed object @1 WE™AT W word processor H WRINT &R & |

PP, Tre AT © HeH - Hel g & IR H F41 BN fora & forg e o
ST 9@ Radious (B3m), Diameter (@1=1), Circumfrance (@Rf) iR
Areaa( &IFhdl) | 49 A1 99 o U T & Hidl H forg forar 2|

3 918 | e G Sl STeal ) 41 fordm | 7 g1 BT BI R <@ off wifd H
[T R AT H 39 STHBRI BT TS YRIER Bf 788§ TIR B ? 3ol a9 Wl
T H IS MR & IR H Ue W@ 2 | Afd § I W W& o) {5 g & aFwe 3iR
IR & U g31 Us a9y UbR & Udlid Pie (U1S) @1 Mawded & Sl 93
Keyboard ¥ T8l ToiR 317 Y&T | Tell &H 71U 9 8 J6 ofd & |

ICT Information and Communications Technology 64




#sH, H 3R F21 37U+ IO # 91 &1 B SIHRI word processor H save &3
=TE © offdh Jo1 Uab [ARIY TR &1 cid Pie (U1S) Keyboard ¥ F81 it 3&T |
T S AR RAped 2 ? e iR A sl ey 2 Sl &9 Piare 9 el <y
PR qpal ?

goedl, 39 W) fa9Y YR & ufidl BT Special Symbol ®BT ST B | 3
Keyboard @1 Agg & =181 foTaT ST ahdlT | 9@ foly word processor &4 Insert

Tab # Symbol Option T&TH ST & | 3731 H1dh &H 68 I & Formulae g9+
foreg |

Special Symbols insert 31

Special Symbols & $© IaTevl I8 A1 & Trademark sign, registered sign, Copyright sign- 3o+
P ST BT B HUH T B 1 FiS M & |1 BIC &Rl § "TM" I1 B ¥ g1 4 "R" ferar gIar @
ST A gaTd & 6 B1E iR s a1 Sul 39 77 B 194 forg TERT T8I HR Fahel! | 9 AW B BT AR
R 3TUITIT AT © | $99bT 379+ Document H insert &+ & ot Insert Tab WX click &=+T 21d1 2 | J8f 89
Symbol Option select &R & & |

8

CIE o Xcl DD g7 Bl eFbel 3R IR &1 Formulae forem =@medl & s9@ forg 8d
(Activity) 5: JIECUREEaR LRl

- ™
- T TR T e
((ANTEE  Dommenil - MidosoftWod - . -9E=

U obme [men | Pageiwout  Beeescs wainm fesse Ve ek o
— . an
= .| =S Big T & 3 H = y P & Shgnatuee Line -
N R GUNE ST ' R S SNE R B R (LY 2 e, L2 (4= symbol
Cover Biank Page [l Table  Fidee Oip  Shaprr Ssarbrt Chat  Mypend Bookmas Cronaeference  Pesde Footer  Page T Csch Wordan S Fguatiod Symhol option
Pages Fage  Biesk . U . *  Musbers Baxe Pamc ¢ i Object = .
g Thbay ifratise b Heasan & Facte L i
= 1.clickon Insert Tab = i
3. Select symbol from
here

£ Moe mbots.

Area of Circle : Pie symbol inserted

Circumference of Circle = 2nr

Where “r” stands for radius of circle
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F=dl, U &1 3R 41 980 AR Symbols (Fiid) V¥ & SI 89 U+ SIAgHS H YANT BT 18 & S 84

Symbols # “More Symbols” Option ¥ o | ¢ |

=

s -l L remn i L prs - BA Wan

BT - )

(Practice) 4:

| uPSR % Symbol (fi®) N SIS | HB IR0 A9 Ry I R |

i g2, 31T JIoTR WNIGRT BT dl ST &1 81T 9T 379 8- A7 fhdl S aret 3
Online Shopping I &1 BT | 37T U TST | SHHRI U o 3R VA {6
Brand Name 3R Company name @1 T &l a1 3R IHS A1 H ey

519 g9 B T Shape select &xd & Al Mouse Pointer Plus (+) @ farg # 9ga STaT & o< &7 g+
Shape &I Mouse @1 WeR—Idl ¥ &1 & | Shape 9 SIM & d1& 89 39 39-1 Document H A-4Te!
STTE 0R X% Adhd ® 57T 89 Alighment (TeTs+He) B8d & ST Shape @1 ST fAf¥ad &=ar & SN Top,

middle, bottom, left, center, right-Shape @I Align &= & folv S8 W Click & 8 o SR

Format Tab f&arg <11 9&f 84 Alignment option select @R a&d & |

(@ Qe ] )
Q = iClick on Format Tab
J/ Select n!lluinn/I
First of all click on alignment option
j shape
~ _J
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67

Alignment Positions @1 1 faT 7T for 2.5(b) | FHs

top aligned
i
‘ ® O
A
I g

left aligned ek laine
it
. exnter sligned
middle aligned

. <1 bottom aligned
e

Fars e
o i 1]
e %k 13

J

29 3191 image &1 Flip (Fefc) 3R Rotate (A1) ¥ Wehd & | S folg 89 picture W click &A1 B1dT 2
ST format tab f&w@T$ <71 S9H 8H Rotate Objects §¢4 W Click ®xd Options Select &R Add

2| Rotate Options &1 37 YR TS |

- N
u |.—| LY - Wirid (M red wd i deif a =
_ HOAE 154 i G LAY WY i AL Wil ' gt
- et i fuare B et
- oo s s “
TTVEF — —— L g
Ebibpim Arvia ki e
Rotate Objects buttan
a . - "
Eﬁ W
- w
> b
t t Solect Flip and fotate
Rotate left 90 © wptions fram hees
Original image
mﬁ'
.
- Rotate right 90
\
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Flip Options &I 1 YR HHS |

( EE % Locurmra : Wane Foemut dativshes S werd ' H -8 N D
B e eeen obees eaEoOONT  GEPRNCS MeUNGL SRR W iqei= 1
- g -
Caliimi flasbsy =11 K & Ha o ==f=- - . T | harit i Fed
atncets | hatncets AGHDC) fabbisf | o ol
e s VT Ve me o Ee¥- 4 - T (R e L S e e

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

Hatlzontilly

4 i ! 0 Fllpped
. ey

o -~ Il

e

(I5rac1i_ce) 5 I RG] BT A & fol T fASMue TR &R O T SET8RvT [ faam am
— 2 | 31T SHH I AT SABR] DI AR T B |

i T —

s 10 @ % T 8 @

HTHT 3T

N
LEIe]
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2. Al | 3Mue S g vy # Siel =rsh Uel BT | Il ™ WHIed e ford {3 147 7 | S9! A
31T U ST @b Bl o3 a1 @R S99 Wi shapes &7 YT & | 369 Document &7 print

B 3T fasTT fawr 1 srearfieT & fawamy |
4 N
Clouds form
/ Cod
Precipilation
/ {Rain and Snow)
Evaporation T
. J

3. STl @ HE<IT Bl FHSH & folU SR AU U 5T dIh & 1T 59 Hfadm dl 1 R | 3mg o fored
8S BT Bl AT TITe Fohdl © |

AT dl Ao B
FTRT a1 o
Zufe aa i =h
o1t = wefte fifdg

ot & aeEd o
AT O HIhT ST TRl
ot & @ S B
ot H|T &= ST gl

arit &t & s i
ot = ot aft e
&Y ot =Rt aETEy

T A & ot g
sife o e i e
o] e T B A
ort i T FHT
T A et sEe

feH, R 89 U Pictures &I ®lg 91 Ml T dad & 9 89 3m0H
Document & &gl 9T I A9 & Ugd A |
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fa=al @1 Caption <1 3R Cross Reference ¥ 3=
Document @ &Y STeRT {7 & SIS |

&)

Step 1: Pictures X Caption 34 & folv 89 89 W Click &% Bl
Reference Tab ¥ Caption Option use &x@& &H Picture @1 Title 3iR
Reference Number < \dd g oI Figure 1 |

3130 HID

(Activity) e:

rrrrr

.....

Page tot1  Worde 174 Englin indie)

o= 27

Step 2: <19 &1 3UAT Pictures @I Caption <d & df 1 S 3191 Document # @i HT Reference <
b & S99 AT T8 © BT 89 31U+ Pictures &1 Reference TR i &Rdp U AT STHGR
g AdGd & ol 89 Se¥c IR PHM IR © o Hyperlinks 8T ST g | Cross Reference
Hyperlinks @& TRg & &9 & ® |

Caption Pictures @! Title ¥&TH ®RaT & |

Cross Reference U gcH A RIS BT 2 Sl U SIAGHC H Udh S8 UR &Il © 3R Uh
T SiRRaT 7 R1H 89 Reader @1 fohdl iR o St Siarpiic # 9Awifd SHaRY < Fad ® |
JBl U fdedd W &1 e’ 39 9 d& ugd S| Cross reference Figure, Table,
Equation, Heading 3T 31=1 fh=fl R & Data & WTer <1 ST |l & |

Hyperlinks @1 HETIAT ¥ 89 SEIc IR Udh Uol AR ISl 0 oI |hd 2 |
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e 2.8
Il Page 1 IR WRA & LY UY R Gall Bl Seoied [ha1 74T 2 3R ST Fifed Yol & IR & A1l

Page 2 =X Reference fear g |

FeH, A7 Pol Thol oigsy) I Uh fhard off off oy #9 ue ot forar | #9 s9

Wﬁé@ﬁ;WWpagesWWﬁﬂﬂﬂiﬁrﬂmﬁﬂmgméﬂaﬁ?
I Ut R 3IR ol T A forar o1 | #s9 a1 g9 411 319w Document 3
U B o 9ad & i1 Us IR ol IR 41 UfST UR 31U+ 3119 31T ST |

v_ Bf g1, T T e fam g ff ST TRINT a) A 81 | 39 Headers and
Footers ®&l ST & |

Headers 31 Footers Insert &xAT WIg=T

Header Document @ AT pages TR Td Si¥l SIGRI S SIFHE BT A,
AGD BT M, UST AT AT B 3R W1 8 bl © | I THHRI UST b qad

IR ATA AT H BN 2 |
Footer Document & &Y STl dTel WIT H <7 T SR 8l &

71 ICT Information and Communications Technology




Step 1 : Header insert &= & o1 Insert Tab WR fdeid BT 8T ® ST&f 89 Header Option Select

WW% |
‘:!;. B bgettan ron -n: e 8

T
(IR
[EYE T

v R
P g 1 verr | gl
H w BE l.d-lL“ q‘: 3

e L]

W ks

Kl e—— ]

ik S i e —
e R — e
[H

fora 2.9

Step 2: Footerinsert &= & foT0 Insert Tab WR faeed B+ 8IaT & ST&f 84 Footer Option Select &x

T Wi 1B
= Hom Insert Pia Layoit References Mailings Review View
g0 020 4 @) _)J_id P T 22
51 Date & Time: :
Funln r-n Q-mx WerdAn. Diop 5 moniea - Equation §mbol

Table  Pidute ﬂln Shapes SmartArt Chart | Myperlink Bookmark Cross-teletence nndn
s —

:nm Blank  Fage
Pages Page Break -
Fages Tables iiistratisins

Click here to select
Footer Options

-----

il

o Edt Footer
A Remove Footar

<

R
Pagetoll  Worde® 3% Englsh India)

—
forF 2.10
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e
/ \\.-
= g, MUY AR ASe @ R H Al UeT BT | 3T SMUB! ST SIHBRI hl T
o D o Document ¥ Save &R 7 | 31U AUH Thol Bl ATSsIN, TS DI fdberrd AT
(Practice) 6:| | gevere o1 it e o wa € | R Ry Y T @ SHER SER B SEE
B |

1. Page 1 R AR #sd & 9 # ford 3R 941 T8l @1 U& Bulleted List 991 |
W UE & M & AT 39D 3 &7 Cross Reference 35 ik Page 2
T TEl @ o iR ITMaRY affafera HIvRy | ¥t o=l @ Arer Caption
AT 3k 32 & ATr Reference SISy |

2. Header # "Solar System " fo1fRau 3R Footer # ST & @ 11 Class 8
IRy |

3. 9 IR BT Print I 3R 3191 ATRIT & A1) AT IS |

el & | #eH &4 fasi 3§ o FHaxvT Ued & o B8 ofd - fokd 81d ©
TGl B ¥TeF 3R IO # 89 Power (&7d) & forad & ST ux foredt oIl 2 |

A, U Ol 98 &1 3761 © 394 T4 U UI6 IHBHRI HI FaRed He § Aqq
Y {9 YR 89 Word Processor § &) Iahd & ?

.‘_ﬁ 3..—

e

a

Formulae fera=m ¥Ra= (Superscript 3R Subscript) | [

=

=l 3T S 71T 3R I & favg ugd 8 o S99 U A9y UbR &1 UIe SHeR] &l forRg=r 3R
ggHT Uedl & forda foflt Word Processor & T Font Style T&TH &RdT © | 3110 HAHIGRT HB 9
YR forgd B ol A R # g v 2 |

s X2 +6x+8
B Xt = dx—2
gx*+ 10x + 16

Nx* =2x—3
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Superscript 3iR Subscript &%= & foTy Home Tab @ Font Section ¥ 81 Select & I&d © | Fa
Ugcl S 3% &I a1 ¥ Select AT BIdT & 57 W= 319 A Apply H=AT A1 8 |

. 3 i
" [CokbaiBedd (11 - A 4 Aac B : - el BEELOCDY | AaBDOCDN B s
Paide ' B J (-l ® < W b - i 8 ¥ Moy ..--.u
/ Kbt (L1
WATER W0
o _J
/- N
m Ak LT DGR PAGE LY REFERENCE M MG EVE i
B R oG i B el R
akpr i Pl oA 0 AaSblrDs! RaBbiohx A5F . 0 it
g B BUAE BE R r AL H J ) © 0 ape gl Hewing? = | it -
/ Fuperscripgh ([ bds Shilvas] ¢ -
Chick hars for
Superscri .
i Learn following squares of numbers
Powaer ralsed to _}1} i
Aumber 7 a4
3 g
4 16
- J

o 2.12

Pl

| ae B 33t ' Word Processor # T Document g1 o8 0 €1 Y S RT BT
(Practice) 7:| | <fford v |

- 3,4, 5 533,13 9, 40, 41

1. o IR v # usamiRE W A gdr s -
gl | T Ry Ty o oy WS QIR SES SN gH  +
BT U UTS STHBRT H FHferd &Y | MY 39+
T fawa &Y sreaTfieT &1 Aeradr i of Tahd ® |

3?2 +4? =52 52 4122 = 132 92 + 40? = 417

9+ 16 =25 25 + 144 = 169 (try it yourself)
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2.

4! MY S 2 DI Qfdhadl § Sl ol 89 TN 3R & S Y I-Hd 919 91 81d § ok

salt sodium chloride NaCl

W 8 R AT R @ awgell @ RIfNe AW G@hol | Y U fasH favg @1 sreanfUeT @l Aeg o
HEHd 2 |

® a o T ®

Baking soda
Washing Soda
Laughing gas
Limestone
Sand

Word Document &1 PDF Format & Save &< |

PDF (Portable Document Format) &7 YT 4= 1 H7cd WR SIFbRI ATS B & foly fbar
ST 8 | Word Document @ document &1 &1 PDF Format # 9d &R A & ST 89 dal 1+
SFHRI BT AT W B W1 TRE & IR W AN B Tdhd © | TV Bl B TAN TR & [O

<MY 8 1Sy g oS |

1.

75

PDF BTsol ol fohedl 9 SifoRfeT Rived & |12t TART # o1 S AebdT &, Smart Phone 3R fhd Y
Web Browser &l SUIRT &xd YT <] ST Aahd 2 |

PDF U& s fadwed § daifd U8 text, font, graphics 1 &1 ¥ format # Y@ar & o
I save a1 1 2 | fT 3R BRI WX 3 open H W 9@ formatting T8l agerd |

PDF document ge3+c 3 39T & Upload 3R Download f&am ST HAadr © |

PDF %Isal &1 Password GRf&rd fam ST e © iR Editing (FUTeH) &1 AT T8l ol 3R
AP e Appearance (SUReI) SRHIR T & |

1t e T

= WM e | et AaPBEL A Aal PRETDE T e

Click on POF opten
unsder Save Ag

Aaid Pake Jeiadsliiean Alibel Raliem o wo B, B Rl
e e s e || 2 o Y| PN Jui s gt Pl fro o

T
v
M
Kl

I T — e -
O RN wj

o 2.13
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e 1t

P
T ——
|

(... " E———

b= et O e W

W Hamiien

FR———

ey

o

i

L

b

ApEeg

imrean

M

Pt
i e
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Processes (Ifsamai) @I Mind Map ¥ Wafid &1 3R Textual Format
H forgT |

L
a

Case Study: ST @1 Uf aafth SUIdr, SEET 9o ¥ fod ufafes &H 8l S J&1 © | Suiel Sidl
HTe 3T, BN iR el MR | UGUd BIdT ST R8T & 3R 39 BRI SUANT STl HATEAT Bl
IUARIAT 3R AT Bt o1 & 2 | 59 v Afedl &7 HReIvr Ueh Sifeel AHRAT 9] off %81 8 | YRd
Ueh & JeIT <2 HBT STl © | AT A &1 84 DI%! 981 STol HATE U BIcll & | 9k bl AT BT <% b
31t Ud AR iiie [drd H UrelivanTel ¥ 8 Hecdqul ANTaT el & | e e 17 i &1 anfear # €
faea @1 Haiftre == Twadmell — R 9TeT oI I |WIdT & MMATd aiT | 3fTeT 1 <21 &1 |aifdd
SITHEIT Ud BN BT Hebs 01 ] ©TS] &30 H U1 ST © | U DIt § ATIRS Ua AT b1 G b
PR T B AADBIY TR AT & fHIR ET [IBRIT 8T A TAT 317 W T & ST T 1y I
P A fR T A ag |

QAT & < B S dlel AR H GXId: IR o] JOMTerdl 2 (3udTs o) & | SR 9IRd H R4y, /e 9Ra |
T, SR—Yd IR H F&Y3 741 YUMell & | g 9iRd § THa] Hrasl #ea) el el fawqa el
YTl 7 fHfor H_all € |

AR 31 AfeAl 1 aR Gqal 4 ffiepd fear s a2 o —

feaTera | et arelt AAfadr

Sferor | Fiehet arett AAfadr

deqdi At

ST ATl H STof & Bl Afed
R | et arell Afel 9 IR TERRRI & fUae | 1 § ofd: 718 JX a¥ & R FR<R JaT8
T X1 & | A AT & SR AT &5 § 98 1fded gfic gl 7 &fk Afet iRy v ik € o
D YT H AR TSI BT & | 395 I s IRTII BIcl & | deddr Areal, faeiyed uf¥=ml de iR, oS
H BT BT © 3R SHGT AT STIUST &3 81T 8 | 3779 3 Afh19r IR 8l & | fRdrarer 9 e
qTCH T BT F= YTl RAE, 79T, SRIYS 31R HET 74T & JoTell &l TRE & |
I & H TR A4 yonferal Ar=Id: gd e § g8 & SR 9Tel @ @rel | et St 8 | ieren,
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Afedt g | <ferel grrga | Miered) S8 §ad 991 941 &1 G190 & § i 9Rd @ & BT 10 Tferd 9T 2 |
SIS 1K PN 11 & SI01 &5 BT I 8 Tdfcs Aeal Bl AT A & | b B $HUN IR H THaT
BT S 8151 B, I8 3RT AR @l 3R I8 8, I9Tet @l el § R arefl) SfEror # Il & 1 3MdhR @t
2 3R IR S fIRI9arl SR gTac 3l 8 | 9Rd H P bR Bl deddi Aiadl & Sl 3ueldhd Il € |
W A H w1l wF Afed—gdl de @ Seel & Mae g ¥ fAed! g Safd uf¥es de w U 600
et 2 |

TR ISR & AT el Sl &5 @ g At ¥ s A ety R upfa @ €
RTSTRT H U 3w Al & St s # el et € | A @R sfiell § et Sl 8 iR N # wared g1 ofrefl 8
o) T9g # dIg a1 8l 2 | 390 AfTR® Bo Aol o AT Bl § Il $Y g ab 98l &
3R SRS W I B I & | G AfREt H ol oiR wesd, Wed, |, 99 R 'VeR ST 31
AT E |

SOURCE: Wikipedia

AT 39 SIS BT Mindmap Shapes &T ¥I17T %X Word Processor # g9 |

e || T g aRed) || 9 || ool
I | R
fRATera & e .
HRA P Afedr

afror JF Freer / \ siererefrar e < g
qrel) Afet &= P Afedt
Vv v I
ey || PO || e IR AfeAT

N

mm%ﬁl 9 & =AY SR &1 Mindmap Shapes &1 W &) Word Processor #
(Practice) &:| | =T

: $H G (Synthetic fibers) 7 d a1 X2 € 572 Wpfad w4 A (SeRT Ud i)

&1 gfc P WU A AT fbar S & | [0 w0 4§ D81 S a1 o g1 ared

uaref & fhdl udel fos I IelTd Woidhs g &l 14197 fhar S 8 | e ga

(=) & ge= g frsforRad 8—

1. flhe™e arm (Filament yarn)— 9 9T # 3@ AgI9 ards dq (filament)
BId B, Sl 8old! Vo 9§ Ud A1 9 V84 & |

2. U@dd gFT (monofilament)— $¥# ®ael Teh o BT & |
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3. W (staple)— I HH TGall & a9 Il 8 3R Y 7 H 15 39 AP @id 3R Yhwy BId &

4. 2 (Tow)— 08 I oM@ 3rEE dq, TN & ®U #, Udh A1 I I8 &, fhg S8 Vo &1 Bl a2 9
IR Y& § | BIC €1 500 | 5000 SR (Denier) @& & Bl &, Sdfd g €T 75,000  5,00,000
SRR @ B €|

5. &d T (Spun yarn) — 3 91T B N2 BT BIAd a9 ST & | SHI—BHT T S T U, 3,
e gfe X & s ft g 2|

39 AFAHHT N & SUART AN A6 &l AIHd Tal g a- 39 3d 3 ATefire SuanT 1 € |
B = ST FrHfelad g

q99cfba (bubblefill)

fawpIa X9l &1 917 BIar 2, RSraH arg umird 8kl 2 | 39T SUANT Siia=rell Side, Aldbrig (pontoon),

T (raft) T 8aTS SSIh! BT IIRNT & JUFHNI  (insulator) ATEH g @& Ty fBar ST & | X3 &1
SUINT ¥ 9K (surgical dressing) TR &= H M 81T 2 |

degdig tdice

Rt & fo g snade a3 o 9 a3 & S H H1F 71dT & | §oul & forg 21, SR e 8iik
IR I H A1 SHBT SUANT BT & | SHHT IR A (dielectric strength) 31f&d SIdT © | 37a: I8
faSTell & dR Ud Fselt (coil) @ forg gera@mR (insulator) @ w4 # 1 IR BT 2 |

SHDI IAR Bifd T

IS I=d e (tenacite) & AT Tq 8 | SRDI BT SUINT AICR| TAT YA & SRR DI IF4,
qESD YS! qAT IR & I H BT 7 | R vl § BifcwT qa¥t :1fdie g BIaT 8 g9 gedr 7 M
T SRR BIAT 2 | $H®] J&I SUANT TRR &1 AT g1 H {31 91l & | IRIRIE & Hus a1 3 Al g9l
TP ST 81T © |

e

39 UHR © 91 @F fagvar I8 ® & 3 arcdig Ufemel @ dRT saranTg (flame proof) 81 & | $¥fery
SAPT STIRT RIS & U q Ifdg Sus 994 & forv faviy wu 9 fdar smar 2 |

w

ATg eIl

D! gedT i T S BN & (4.5 ¥ 7 M IR SRR %) | SH@T ST N WK & FUS, =G,
31ea¥TSSl (harness) 31R TelTg SR &1 IWAT g1 H 81T © | Udhdq (monofilament) Aig&A ld, ®Us, dTel
UG dIdel AT HR-dTel §I37 TAT TIZURTSCER & Wi g9 & BT 31T © | $9 9+ faRuTe (tarpaulins) Y
TS TP 3R fCHTS; B4 © | TS TIBIST B UGS bl I & oI TSl 9T U a1l © | fagfeeiq
(electroplating) 4, Y& Sa Ud Yad &RIATETe RIS Sdi Bl BT & (o Agald 99T St AedH
2| AED TSl @ I H Al A B A © | ASal= Ubadall 9 ¥ed Hid+l Td uTer (surgical suture
and ligature) ¥ g1 ST 2 |

fafrar
39N BHHaTel T (filter pad) T IARIMS B BRG] & RN I TN W © | TRl 89 &
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BRI HO oIl b B SITel T IRAAT g1 & olU ST DT 30T STINT BT & |
AR

g AT, Hict Ud 4 sedi & Ui Jee feRiE 8Ia & | $aford #9es], B+, IR Tl Seursl &
APIND U< g H SHDT AT IUANT Il & | DAl qoi Rargsl o Rl W) 9 9T &

3RO TMY 1 &, O TR RRE & gU &1 PIs I91d 7 TS | ST DI Al H AR BT KR
T A d XFe & Ui SR 81 Sl © | Uifeifarg ol FiRIs <! bl SUIRT 9T IR 9 &) Jifd eiar 2 |

JAfat=

SAPT STIRT [Aefdeetus 9 g1 (node) el & q1 H T ST 2 |

P14 dq

SID HUS JFTAE B & BROT SIg-Rell AImrall T ot o St § Sugeh 8id € | )Y dg &id &
B, AT GIFbRT T SHT IRl & 1T SUYRH &Il & |

giferefia

MRS Sites Il 89 & BRI WIREd & wU 1 ATqD w0 H TIth BIdT o | AR UR 37Refl 31eaRor
TSI 1A RIS e | TRt Aferdi oIk gReT & fFHfor # +ff gHHT faRy ST e & |

Sources: Wikipedia

|

1. Margin (A1) U7 3IR SaRe & d1a # S8 Ble @ forv 81T & | fansdy +ft St @1 fife o &
forg 39 R Margins (H1f5i=4) 9e &= 8Id & Sl §@3d: Uid YR & 81d @ Top, Bottom, AR,
Right 3iR Guitter.

2. W9 g¥ Al ST &I AT (bind) © O 89 S Gutter Margin 3 fiie &=d & | I8 AN $U0R
T 915 TR &A1 T BT © |

3. 3T SIRFC Pl ATHYS a1 & oy 39 W Page Colour 3iR Page Border 1 faam 5 e & |
/ ; a

Cia | o= Do
-
Home Insert Page Layout Feferences KMailings Review View
- — - |
Colors = X v, Breaks - Fr
"-1“"‘1 L 3 Bk | 4l
| A |Fonts = = ’ — ¥ JLine Mumbers - -
Themes —. Margins Onientation Size Columns Watermarl] Page FPage
. |@Efects - . . . »e~ Hyphenation - . Color = Borders
Page Setup

4. Mail Merge 8% Us VAT GfaeT U&= 6l & 799 89 Teb SRl SIFTBIRT bl 3T — 3Tl fhal
& U U A1 U o o) 9l Al & | 59 [ddhed I & MM I S AfhAl & A IR U B
G Wt a1 Fhd 2 R o Ao & formrss o fiie far S wadar g |
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(

AT AR B |

5. Confidential (T<) 3R Urgent(STex1) STH®HRI T G211 @ oY 89 o+ Sfagde § Watermark

& )
:& - Microsoft Word
ert Page Layout Referances Ma@ Review View Add-Ins
s Orientation = »== | ) Watermark= | Indent Spacing
| Size = £ Disclaimers -
E Jer
Columns + e~
Page S=tup
i
| 1
DRAFT1 DRAFT 2 SAMPLE 1
N /

6. Uh SIRIHC DI T &1 A AR AT [ILTarall & Hrer o & ol Views &1 AT fbar Sirdl ©

ST 399 YR & — Print layout view, outline view, web layout view, Full screen view.

(= - \
Cn | O = Docurm
- Homs irser Page Lagout References Mailings Rewiew View * 1
Al q | | Risled Dacument Map U __UC-nc Fage
. e ] Gridiines Thumbnaily ’ ) Jd Two Fages
Print Full Screen 'Web Cutling | Dratt Zoom 100%
Layoul Reading  Layout __ p = Page Widlh
(L Llotument vicy Ve Hide Loom y
7. Document @ USTST BT 89 &I avE 9 fiic &) ¥ahd & Potrait 3k Landscape.
(B "\
Oy o RSy
-
Home Insert Page Layout References
.Aa' ' L | |yOrientation ~ = Breaks -
===V A] - : Line Numbers -
Themes — Margins | Portrait
v i - [% Hyphenation =
Themas a
= n i
m‘ I Landscape §
P X ¥
\_ /)
|\

81

ICT Information and Communications Technology




—

8. Drop Cap (SfU %) U& Ul il &I YA H o g Capital Letter (Hficd ofex) @ ﬁmﬁ\
Regular Text @1 <1 a7 21feras dftpari <1 78 € |

f_

[ 0 . icg !m =\
[T : “ & [ : ot ‘ 4
3 —
1
A ks
it ool v
k .‘ Herealis @ Heh bny 'l J
9. U® Page Break (Us1 /o) Document H @8 IT9 © 181 Ud U8 FHIW &I & 31X U 141 U8 I
BT |
10. Ctrl+G Shortcut &1 INT STRFHE & Bl 9 W oM & forg far Smar 2 | 39 GOTO feature
fl BT ST |
( i 0 Faoce TN
Frig Regaee  Gals
IEF-E_-:I -':et .'1;“;_;," i-n:-e o the oument iocaton. Example: +5 5
2

i i
"Enter Page Number’ & Rt ®IF W U9 HeR <9 TR 89 (0 AR Bl ff 09 R &7 |ahd 2 |

11. gz | g9 fHAY it Shape # 31U+ text add & Fad © | Text add &x+1 @ foTy Shape WX Right
Click X 3R "Add Text" Option &7 TIIT & |

it Click
= here

"Online Pictures &1 YT & AT 99 8ART I Afdd by 9-d1 © fb 89 319=1
A 9T 9 81 Pictures &7 insert &% | B30T Ot =gfth a7 Gven wwfd ool
pictures &7 TANT 9 & | “@ifd TAT AT Cyber Crime & 3faiid 17dT @

CYBER RULES i
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|
1. Word Processor # {2 &I Sirs+ @ foTu &4 Insert Tab &7 TR—IFT &-d ¢ |
Online Plctures fa®ed &1 #eg ¥ §ex-ic W 41 8F =1 download &R Adhd € |
Resizing Handles &T W17 @xa& 84 Pictures &1 resize &R Fad & |
Crop X+ TR image &1 Ud {27 99 X ST 2 |

e 3R HATtredaR @f faRITdIall &7 TNT TS WIRINR § B & fory Object BT YT &R Hahd © |
Caption Pictures @I Title T&T- &RaT 2 |

Ctrl+G Shortcut &T TN SfRFHE & fdl Ut W S & forg far S 2 | 39 GOTO feature
N HET AT 2 |

2
3
4
5. Textwrapping &1 WINT fo=l & MU 2G| Bl Sired # fhar Sar g |
6
7
8

9. Alignment options H&3d: $9 UdR &Il @ top, middle, bottom, left, center, right.

10. Header Document & &4l pages TR T& Si¥il @RI Si¥ SIGHT BT A, of@d & A, Usl
AT A7 B 3R B Tl & | T BRI U & [ $UR drel 9T H Bl 2 |

11. Footer Document & &< =1 dTel 9TT § <F TR SIFBRT 81 © |
| 12. Document @ USTST @I &4 &1 @Re ¥ i @R Webd & Potrait 3k Landscape.

Shortcut Keys for some Commands

Command Shortcut Key
Quickly create a bullet point. Ctrl+Shift+L
Change the font. Ctrl+Shift+F
Moves the cursor to the beginning

of the document. Ctrl+Home
Moves the cursor to the end of the document. Ctrl+End
Display the print preview. Ctrl+F2
Insert the current date. Shift+Alt+D
Insert the current time. Shift+Alt+T
Increases the selected text size

by one font size. Ctrl+Shift+>
Decreases the selected text size

by one font size. Ctrl+Shift+<

Sources: Indiawaterportal.org
Wikipedia.com
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)
gl AU ARIHS & IR H YT 81T | YSA A1 3Pl dlel HE Bl dRMHSH Hed © | I &
3TN H BB ARMHSA] DI 3T AR A IS PR Fhd © | TU T H AT STFBRT U DI
3R 99 SR b1 Word Processor # Wesl | 8 ARIHSd & 14 39 YHR & — U 3R, ARka,

SR 3R forn 7o |

A fQ TTQ | fdgeil I aoet SfagHe § Taiid & |

1. Font Style & Times New Roman

2. FontSize & 14

3. Heading "aRTHSd &I STH " SfAgHT & Ugel Usl & #ed H < | Bold 3iR Underline & |

4. Header—'dRmsd” 3R Footer # U9 e ford |

5. R foRd gU 9 ARTHSE @ ol &l 30+ SfagHT § - g=dC BN IR I9 W "in line with text”
TR T T |

6. U< SR dRMSA & fa @1 2 (caption) U &Y | 39 ARSI STHGRI & forg 3ifaH Ut T
39 2 &1 Reference 91 ¢ |

3T STFRIHE DI Frax I & ol I IR US] e I < |

N
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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.

SL.NO | (Practices & Projects) SELF PEER ASSESSMENT

ASSESSMENT Name of the peer

Grade

Grade Points Remedial Remarks

D 1 Need Teacher’s Help

C 2 Requires occasional peers’ help
B 3 Can work independently.

A 4 Is able to help others.

Note: Peer assessment must be done by any one peer from the student’s group.
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“w o0T® N Q0T OD

> cooTo

“m 00T

> oo o

oo oo

AT B

qgfabedig ue
Ctrl+Home key &1 &1 &1 @ ?

Moves the cursor beginning of the document
Moves the cursor beginning of the paragraph
Moves the cursor beginning of the screen
Moves the cursor beginning of the line

T 9 9 PII-IBXY D wd A SToll SIrdrl 27

Placeholders
Bookmarks
Objects
Word fields

fewice ®u W, f&9 yss W Header AT Footer @ faa ghar &7

on first page

on alternate page
on every page
none of the above

ffed g (Printed Page) WR urs 3k UTfhad &4 fawrg <71, v {9 g
(View) ¥ <& ddd &7

Normal
Print Layout
Outline
Web Layout

food Tab & 3y Save Command 91T & ddhd @ ?

Home tab
Insert tab
Review tab
None of above

$I- a1 Font Style =gl 2 ?

Bold

Italics
Regular
Superscript
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7. g9 37T (Background Colour) a1 f&dl g¥ards X @R[ u¥rd (Effect) &gl

T2 fews <ar 2
a. Web layout view
b. Print Layout view
C Reading View
d. Print Preview
Q2. R I w1 |
1. Wide Format (e UeU) # T GdTdol 994 & forg DI gqof |
2, TH gafaiRa fesig awl (Predefined Design Elements) 3iR 337 Iisi=imait (Colour
Schemes) &1 HUE ® |
3. Portrait 37X Landscape =
4 TH SIRMHT & T U6 TR 999 SR ol g8 SFaR) 8T 2 |
5. IT AT B STl o Ul AT IR -1 Ul 3% BIaT 2 |
Q3. 92! 919 @ I G2l (V) T_T Teld & I Teld (%) BT fog o |
1. IS SIRS AT UG & WIS Hfad It 2 | ( )
2. g3 UIeR H g9 forat @1 Align 981 &R Fhd © | ( )
3. Resize Handles &1 T il &7 STaR g @ forg far Srarg | ( )
4. Crop Option ¥ & for & 7e 9+t ford P A B | ( )
5. Footer Option # &7 SIRIHT & oltdd BT =19 4 forg Al B | ()
Q4 <Y SN U

1. Superscript 3R Subscript @I R H&l ST & 2
2. Print Preview @ foTg Keyboard shortcut key @t |
3. "in line with text” text wrapping &1 H=IT |

Q5 " sadg A
1. Headers 3R Footers &I fawN & 9a3U |
2. Word Processor # I3l &l & TN H oI Ahd 27 =T BT insert t= & dxidhi bl THSIT |
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