uNIT 2 APPLICATION
SOFTWARE

UNIT OUTCOME

Students will be able to:
™R

understand how to open word processing software, and create, and save a document;
recognize how to format a document in a desired way;
apply any of formatting features in their document;

understand how to open presentation software, and create and save a document;

2 2 8 8

recognize how to create a slide show using animation and sound.

m WORD PROCESSOR

Word processing software allows you to create, edit, format, print, and store text material. Word
processor is the most common application software. The main advantage of a word processor is that
it provides WYSIWYG (What You See Is What You Get) interface which helps you make changes
quickly and easily.

The advantages of using word processor to create documents over typed documents are given
in Table 2.1.

Table 2.1: Advantages of Word Processor

Typed Documents Documents Created Using Word Processors
Slow creating process Can be created quickly and easily
Difficulty in inserting pictures and images P ctures and images can be inserted easily
Looks messy after making corrections Error correction is simple and neat

Microsoft Word (MS-Word) is the most popularly used word processing application software
that provides you with a number of useful and fabulous features to process the text.

Let us understand the word processing features using MS-Word.

e Open Word Processor

As mentioned earlier MS-8 rd is a member of the MS-Office family provided by Microsoft. It is a Windows
based application. Let us assume that your computer has MS-#V rd @  installed on it.

Information Communication Technology — Grade 9 Student Textbook ’@! 45
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Starting Microsoft Word 2007

To start MS-Word or W rd, perform the following steps:
Click Sta t - All Progrm s — Microsoft Office - Microsoft Office %V rd @
This opens a blank new document (see Fig. 2
The various parts of the blank document window are shown in this figure.

Quick Access Toolbar Title Bar Window Control
Office Button
@'_@_f” k'~ Documentl - Microsoft Word o
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Fig. 2.1: Components of a Document window
Table 2 describes some of the components of a document window.

Table 2.2: Word Document Window Components

Office Button Displays as a Microsoft Office logo and, when clicked, displays a list of
options and most recently opened documents.

Quick Access Toolbar ~ Contains buttons for commonly used commands.

Title Bar Displays document name followed by program name.

Tabs Contain commands and features organied into groups.
Ribbon Area containing the tabs and commands divided into groups.
I-beam B inter Used to move the insertion point or to select text.

Vertical Scroll Bar Used to view various parts of the document.

Status Bar Shows details about the document you are working on.
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Table B shows how to move around a document using the keyboard.

Table 2.3: Moving around a document using the keyboard

U p> arrow, ©® own> arrow,
k eft> arrow, R ight> arrow
€ trl> + <Right> arrow

€ trl> + <Left> arrow

K ome>

E nd>

€ trl> + <Home>

€ trl> + <End>

€ trl> + <Page Up>

€ trl> + <Page Down>

® Creating a New Document

One character up, down, left and right

Next word

P evious word

Beginning of the line

End of the line

Beginning of the document
End of the document

P evious page

Next page

If you are already working in MS-#V rd and you want to create a new document, then perform the following

steps:

Click Office Button > Nev — Cre te
It displays the newly created document (see Fig. 2.2 .

H92-301 ) Document! - Microsoft Ward - = X
| Home l Insert Page Layout References Mailings View (2]
uﬂj Calibri (Body) ORI E= T = *=| Iy’ %
|B I U -abe x, x° == 5=
paste o -~ |@| [ Quick Change Editing
7 |E'5-’ A- || x| { R |. Styles ~ Styles™ || ~
gnphoarﬂ_"- Font Paragraph fa||  Styles F

Page:1of1  Words:0 | b |

Fig. 2.2: Newly created Word document

Information Communication Technology — Grade 9 Student Textbook @ 47



Unit - 2 Application Software

e Saving a Document

W en you type in a document, the document is stored in the internal memory of the computer
shows a typed passage in a document using MS-W rd O

- x

S rome: [t e s e Wi I Rt M e L]
= A =l e e e T B Fing -
B | i) -l - & W) = - 0E T 2 ERBL9] | 4aenceo ] asebcen: AaBbC: AaBbce % i ,.,Iw,m
e ¥ = -
vaste g B LU e [22- A - === mlise e 0 e || THowat |THoSpaci. Headingl | Heading2 |- E;::?: (g Seieet »
Clipboard ™ Fant il Paragraph = Styles T Editaing
O S —— (R R - e

docl.doce - Microsoft Woed

Ethiopia's population is highly diverse. Most of its people speak a Semitic or
Cushitic language. The Oromo, Amhara, and ligreans make up more than three-
fourths of the population, but there are more than 77 different ethnic groups
with their own distinct languages within Ethiopia. Some of these have as few as
10,000 members. In general, most of the Christians live in the highlands, while
Muslims and adherents of traditional African religions tend to inhabit lowland
regions.

English is the most widely spoken foreign language and is tought in all secondary
schools. Amharic is the official language and was the language of primary schoaol
instruction but has been replaced in many areas by local languages such as
Oromifa and Tigr'rn\fa.l

Fig. 2.3: Typing a passage in a Document using MS-Word

. Figure 3

Once you have created a document, you have to save it for future use and you must save it on a disk.

To save means to preserve the document safely for future use.
To save a word document, perform the following steps:
1 Click the Office Button.
2 Click the Save option or P ess € trl + S>

The “Save As” dialog box is displayed.

This dialog box is displayed only under the following circumstances:

(i) W en you have clicked ‘Save As’.

(i) If you have clicked Save and you are saving the document for the first time.

3 Identify the location where you want to save. You must enter the name by which you want to save
the document. Here, we have selected C: drive and given the file name docld ocx (see Fig. 2 .
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Save As

e Local Disk {C:}

IS applet

151 Documents and Settings
I Intel

15 New Folder

I Program Files

= WINDOWS

Save in:

Trusted
aTel\'Vd.sles
BMY Recent
Documents
[E} Deskiop
ap
Documents
Iy
Computer
1y Netwark
Places

Flepame:  [does doex
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Fig. 2.4: Saving a word document

4 Click the Save button.
"___b __h

|

_—

| However, you can save them elsewhere by selecting the desired location, from the ‘Sa

down list provided in the ‘Save As’ dialog box.

48 @ Information Communication Technology — Grade 9 Student Textbook

MS-W rd, by default, saves all the documents in the folder ‘"My Documents” with extensions .docx.

.
e in!’ drop-
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® Closing a Document

After your work is complete you need to close the document without exiting from MS-Word. To close a
document without exiting MS-W rd, perform the following steps:

Cth Office Button — Close Microsoft Office Word

If you have not saved the document before closing, MS-

Word gives you warning asking to save the document (see 'E Do you wank to save the changes to docl .docx?
Fig. =
From this dialog box: [ Yes ] [ Mo ] [ Cancel ]
(i) If you want to Save the document, click the Yes
button Fig. 2.5: The warning dialog box

(i1) If you do not want to Save the document, click the No button.
(iii) If you want to remove the message box, click the Cancel button.

e Editing a Document

Editing is the act of altering your document. Some Edit features are insert and delete, undelete, find and
replace, cut/copy and paste, spelling and grammar checker, and thesaurus. All of these commands except
spelling and grammar checker which is in the Review tab are in the Home tab.

W en you edit text, you change text by either inserting text, deleting text or replacing text. To edit text,
place the cursor at the required position and insert, delete or replace text.

Useful Tip

You must keep on saving document when working to avoid losing document when power goes
off.

e Formatting a Document

W en you wish to make a document both more attractive and easier to read, you use formats. All word
processing programs have built-in format setting called defaults, which are designed such that you can
easily override them.

W en creating a document, formatting is usually a separate stagee- ften completed after the document
has been entered. The ease of applying and changing formats lets you play with a document’s design.

MS Word works on the principle of “FIRST SELECTION THEN ACTION".

Formatting text means changing the text appearance by changing the alignment, style, font and font
color. To format text, you need to use the Home tab.

In Home tab you have all the formatting tools readily available (see Fig. % .

.\ EH9-0 ¢ dema.docx - Microsoft Word —ET
) 2
—/ Hame Insert Page Layout References Mailings Raview View 7]
=50 W Calibri Body) -1 - [E-iE- | |EE % Ey
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B (B |S EE W] AaBbCcDc | AaBbCcDe AaBbCi
Paste ey e || e = T Mormal |17 Mo Spad.. Headingl |— Change |Editing
- 7| A- s & & - - [[33[ %] e - 1% sty |17
Clipboard & Font i Paragraph ) Styfles =
o -
EI PRI N S N N SRR NN Ry i

Fig. 2.6: Formatting tools in Home tab
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Sk e ting the Tk

For any text to be formatted, first it has to be selected. There are various ways of selecting the text, i.e.,
using the keyboard by pressing shift key with arrow keys or using the mouse.

Let us discuss some useful features of formatting a document:

Character Formatting

Select the character and format it as required i.e., change its appearance by changing font, style, sie, color
and changing font style.

We can apply the effects before typing as well as after typing the text (see Flg Z

;,nn ﬂ 9-4a ¢ docl docx - Micrasoft Word
[ Fome | msen  Pagelaout  References  Malings  Review  View
2 B - B = =
! . = | ErEae # Find -
| et oy ] | o S S | — S P— %

& Iltnluu- ‘
P-‘ste |n I ogcadew ® AW AL EEEE| S Reena] |

Eliphum Foat s Paragraph s | Styles 1| Ediing |
- =

i+ | IntenseE.  Strong Quote  Intense Q.. Change
Stytes

Exhiopia’s population is highly diverse. Most of itz people speakl a Semitic or Cushizic language
The Oromo, Amhara, and Tigreans make up more than three-fourths of the
population, but there are more than 77 different ethnic groups with their own
distinct l[anguages within Ethiopia. Someofthese have as few s 10,000 members. Ingensral,
mast af the Christians #ve in the highlands, while Muslims and odherents of troditional African redigions
tendto inhabst lowiand regions.

English is the most widely spoken foreign language
and is tought in all secondary schools. Amharicis the official

language and was the language of primary school instruction but has been
replaced in many areas by lncal languages such as Oromifa and Tigrinya.

Fig. 2.7: Character formatting

Paragraph Formatting

Select the paragraph and format it as required i.e., apply alignment (Left, Right, Centre and Justify), indent,
line spacing, bullets and numbers, and draw boarders around it (see Fig. 2.8).

() el 0~ dacl docy - Microzoft Werd I
L2 Thome | insen  Pagelmo  References  Malings  Review  iew L
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Ciipbaard = | Fant & Faragraph 5 Shytes

# Ethiopia's population is highly diverse. Most of its people speak a Semitic or
Cushitic language. The Oromo, Amhara, and Tigreans make up more than
three-fourths of the population, but there are more than 77 different
ethnic groups with their own distinct languages within Ethiopia. Some of
these have as few as 10,000 members. In general, most of the Christians
live in the highlands, while Muslims and adherents of traditional African
religions tend to inhabit lowland regions.

» English is the most widely spoken foreign language and is
toughtin all secondary schools. Ambaric is the official language
and was the language of primary school instruction but has
been replaced in many areas by local languages such as

Cromifa and Tigrinya. |

Fig. 2.8: Paragraph formatting
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Page Formatting

Page formatting includes features of MS-# rd that are used to improve the appearance of the page. Select
the entire page or selection and format it as required i.e., apply formatting features including page sie,
border, header and footer, margins, a page break and page numbering etc. (see Fig. D) .

@ﬂ"' = docl.docx - Microsoft Word - o ox
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« Ethiopia’s populationis highly diverse. Most of its
people speak a Semitic or Cushitic language. The
Oromo, Amhara, and Tigreans make up more than
three-fourths of the population, but there are
more than 77 different ethnic groups with their
own distinct languages within Ethiopia. Some of
these have as few as 10,000 members. In general,
most of the Ct live in the highlands, while
Muslims and adherents of traditional African
religions tend to Inhabit lowland reglons.

English is the most widely spoken foreign
language and s tought in all secondary schools.
Amharic is the official language and was the
language of primary school instruction but has
been replaced in many areas by local languages
such as Oromifa and Tigrinya.

DATE AND TIME
10/24/2010 9:27:20 PM

Page:lof?  Words12l | & |

Fig. 2.9: Page formatting

Spell Checking

Spell checking is a very big plus point while talking about word processing. You can spell check your

document for wrong spellings.
—

.|\'
f‘“’b d Therd and gra wavy underlines are only visible on screen. These will not appear in print out.

There are two methods of correcting these errors. One method is to correct these errors one by one,
picking them up. Secondly, you can spell check the whole document.

The steps for spell check of the whole document are:
1 Place the cursor at the beginning of the text in the document (refer to Fig. 2
2 Select Spelling & Grammar from the P oofing Panel of Review tab.
OR
P ess F7

This will initiate the spell checking process and will start the spell checking of the document with
each word of the document being searched with the similar words available in the dictionary. If not
found, it will point it out to you. Select the appropriate word from the suggestions box. Here, we
will select t aught” to change the word t hought” (see Fig. 2
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f Spelling and Grammar: English (LS} M

Mot in Dictionary:

English is the most widely spoken ‘l
foreign language and is tought in all | lgoreAl

secondary schools. _| | addto Dictionary |

Suggestions:

thaught - Change
taught

tough Change All
touahs -
ought AutoCorrect
fought -

(V] Check grammar

S | o | [ Conced |

Fig. 2.10: Spell checking

.

3 After checking the spelling of the whole document, if there is no word left for checking, you will
get the message shown in Fig. 2

Microsoft Office Word

LTS
1 ) The spelling and grammat check is complete,

Fig. 2.11: Dialog box on completion of spelling and grammar check

4 Click OK.

5 Save and Close the document.

Remember, you can spell check a portion of the text or a word by just highlighting it and then clicking
at Spelling & Grammar icon.

%, For protecting your document from unauthoried access you can encrypt document, restrict permission
| or add a digital signature. This can be done by performing the following steps:
otz | 8 8 y P & & Step

- f_[l

Click Office Button — P epare — Encrypt Document — Type password and Click OK — Reenter
password — Click OK

Inserting Tables
Tables provide an easier and effective method of arranging the data in rows and columns. MS-word offers
a set of commands for creation, modification and formatting of tables. To insert a table in your document
follow these steps:

1 Open a document and enter some text in it (refer to Fig. 2

2 Select the Insert tab.

3 Select the Table option from Tables panel. On clicking the Table option, a list will be displayed.

4 Select the desired table siz by moving the cursor on the table cells (see Fig. 2 . Here, we select
4 x 5 table.
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@‘M i docl.docx - Microsoft Word = ?  ox
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&/ Isert Tavte.. age. The Oromo, Amhara, and Tigreans make up more than three-
) 7 DrawTable . ; .
. - [———— population, but there are more than 77 different ethnic groups
5 | Excel spreadsheet distinct languages within Ethiopia. Some of these have as few as
: | Quick Tables > ers.In general, most of the Christians live in the highlands, while
- Muslims and adherents of traditional African religions tend to inhabit lowland
regions.

English is the most widely spoken foreign language and is tought in all secondary
schools. Amharic is the official language and was the language of primary school

Fig. 2.12: Selecting the Table size

5 After clicking on the last cell of the selected table sig, a table is inserted into the document at the
insertion point below the text (see Fig. 2
Now fill the table as per your requirement and save the document.

{ -0 ) docl.doox - Microsoft Word i
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| Hame.[ Insert  Page Layout Review  View @_
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Ethiopia's population is highly diverse. Most of its people speak a Semitic or
Cushitic language. The Oromo, Amhara, and Tigreans make up more than three-
fourths of the population, but there are more than 77 different ethnic groups
with their own distinct languages within Ethiopia. Some of these have as few as
10,000 members. In general, most of the Christians live in the highlands, while
Muslims and adherents of traditional African religions tend to inhabit lowland

regions.

Ethiopian People Stats
Age Structure 0-14 Years 15-64 Years 65 Years and above
(43.9%) (53.4%) (2.7%)

Fig. 2.13: Inserting data in the table
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" 7 You can also insert table using Draw Table option from Insert Table list, available in Table option of the
«._| Tables panel under Insert tab.

Inserting Pictures

Clipart or pictures are inserted to create effective documents. MS-word supports many popular picture
formats, for example .wmf (window meta files). You can insert pictures from the disk as well as cliparts
from the clipart gallery of MS-OFFICE. You can also insert downloaded pictures or pictures taken by your
web cam or digital camera, into your documents.

The steps for inserting a picture are given below:

1 Open a document (refer to Fig. 2.3 .

2 Click the Insert tab.

3 Select the Picture option from Illustrations panel (see Fig. 2%
On clicking this button the Insert Picture dialog box will appear.

f'nﬁ H2-0 - docl.docx - Microsoft Word = = =
pe Home | Insert | Page Layout References Mailings Review View @
|£) Cover Page - D lf_ﬂ ElE L[—‘j) E ﬁ B Hyperlink CL E 3 m 3 Quick Parts - | 2% Signature Line =TT Equation -
|1 Blank Page -~ \—l o & Bookmark = B Al wordart~ 5] Date & Time £2 symbol -
| Table | Picture Clip Shapes SmartArt Chart Header Footer Page Text AS = .
| #= Page Break £ H = [ Cross-reference i *  Number> | Box+ 2=DropCap~ "idObject -
Pages Tables Miustrations Links | Header & Footer Text Symbaols ‘

1| Insert Picture from File

Insert a picture from a file.

(i) Press F1 for more help.

Ethiopia's population is highly diverse. Most of its people speak a Semitic or
Cushitic language. The Oromo, Amhara, and Tigreans make up more than three-
fourths of the population, but there are more than 77 different ethnic groups
with their own distinct languages within Ethiopia. Some of these have as few as
10,000 members. In general, most of the Christians live in the highlands, while
Muslims and adherents of traditional African religions tend to inhabit lowland

regions.

English is the most widely spoken foreign language and is tought in all secondary
schools. Amharic is the official language and was the language of primary school

Fig. 2.14: Inserting Picture

4 Select the desired picture and click Insert button (see Fig. 2§ . Here, we have selected
Water lilies.jpg.
Insert Picture IE”X'
Lockin: |ujSam|:lE.-PIttLr&: vl @32 X~
My Recent
3 Documents
ey -
o My
DDocurnerts
L] gmntter Elue hills. jpg Sunset,jpg %"xns::gz I?qu’; 800
. My Netwark. Size: 51.8 KB
‘gPlanes
File name: 2|
PSS IEBIRSE | iciras (%o o * 1pG;* 1poci* ;" ipe;* po;* omp,*. b e s o+ gfe;* ez
Took - [ et o[ cancel |
el

Fig. 2.15: Insert Picture dialog box
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The selected picture will be inserted in the document at the insertion point (see Fig. 2

D) W90 = docl docs - Microsoft Word T

| Mome | insert  Pagelaout  References  Mailings  Review  View L7

2 S T - A Find -
|__"[ "_'1 calibr fEaay) R [ = “-f_ﬁ (] | nanbcene| asmbeeor | AaBbCo AaBbCe -

o EYS R #3 Replace
| Farte 4 (BT W - hex, * har| : .=| | THamai |fNaSpaci. Headingl Meading2 7&\7;?: & 4

|| clipnoard = £l g = Editing

SR

Fthiopia's population is highly diverse. Mast of its people speak a Semitic or
Cushitic language. The Oromeo, Amhara, and Tigreans make up more than three-
Tourths of the population, but there are more than 77 different ethnic groups
with their own distinct languages within Ethiopia. Some of these have as few as
10,000 members. In general, most of the Christians live in the highlands, while
Muslims and adherents of traditional African religions tend to inhabit lowland
regions.

English is the most widely spoken fnreigri language and is tought in all secondary

schools. Amharic is the official | and was the | of primary school

Fig. 2.16: A document after inserting a picture

5 Save and close the document.

el
‘| The picture may not move properly in your document, unless you select a wrapping style. To resie

) nole 5 picture, always stretch or compress them from corners. This will increase or decrease the height and
s | width proportionally.

ABTIVITY 3.1

INSERTING, REMOVING UNWANTED ITEMS AND/OR CHANGING ExisTING ONEs IN THE
DocuMENT AND ALso APPLYING UNDO AND REDO

Students will perform the following steps for doing the activity:

1. Open an existing MS-Word document as shown in Fig. 2.17.

vl -3 demo.duex - Migasolt Word e

| tome | s Pagelaout  Refersnoms  Malings  Redew  ew L
| B4 = B F il - | 8 Fina =
N m o [ JETI S ] 0 | pagocen: | assbcene AaBbC: AsBbce &
paste ’:i-"'l T oke o, X A W A 7 [ e Jrno ouci Hasams | Honcina2 |5 S R
bpouied | i} ) Pesgoaph % e ™| Ffing

samular ta the word hope thatthese mayhave:
begn the wards in your mind whike fyping this word wrongly -You can thaose sny ane of them which

yaufeal is ight ward by and The ward wil stand

corract with the new ward and will replace the wrongwond

displays a few wards which are similar ta the|

Fig. 2.17: A Word document

2. Now make changes in it. First we delete the last line of the document and then change the word “hope”
to “hopr” in the first line (see Fig. 2.18).
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3. To undo an action,

Click the &~ Undo icon in the title bar (see Fig. 2.18).

el ) demo.docx - Microsaft Word -
| Home | Insert  Pegelasyout  References  Msiings  Review  View L]

E & coon s -l - [A XN E = _ﬂ:h_‘ aaBbcenc | asBbcede AaBhCi AaBbCc 4\ | H::,,
3 |1I 4OU ke X AW A I'I i =15 B 5| || 1Homal | 1o Soa..  Headingl  esding2 o
Qipboard (= Fonlt. | Faragiaph = Sybes

Wiord displays a few words which are similar to the werd in question with 8 hope that these may have
been the words in your mind while typing this word wronghy .¥ou can choose any one of them ,which
yeu feel is right weord by just clicking and selecting that and leaving the mouse. The word will stand

correct with the new word and will replace the wrongword .

displays a few words which are similar 1o the{

Fig. 2.18: The Undo option

After applying Undo, the document is shown in Fig. 2.19.
@-._g Rl demo.doc - Microsalt Word il
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Clear
T e =5 Find +
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Pate BT T e X X e W~ O harmal | 1Mo Spaci. Headingl  Hesdingz - Change |

AllEEE=EE]o 2 =

rH Font i) Paragragh ]

Styles - | o Select~
Styles 5| Editing

Word displays a few words which are similar to the word in g ttha hoprthat th

beenthewordsin your mind while typing this wordwrongly .You can choose any one of them which

wou feel s right word by just clicking and selecting that and leaving the mouse. The word will stand

correct with the new word and will replace the wrong word .

Fig. 2.19: After Applying the Undo option
You can undo the other action also if you wish to do so.

4. To redo an action,

Click the Redo @~ icon in the Quick Access Toolbar (see Fig. 2.20).
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[ wome | wsen  Pageimouw  Reteences  Maiings  Redew  View L

B % Callbr Body) -!11 - A “'”_I' »Eﬂ:”!l”ﬂ assbsrxdwatiod Aalb e AxBisce % S
IM ? B L0k x X h"“‘-ﬂ A === !’.,Q e THormal | Mo Spaci..  Headingl  Heading? < m’f 4

Clighoard ™+ Font Faragragh

Styles =)

Waord displays a few wordswhich are similar to the word in questionwithz hopefthat these may have
beenthe wordsin your mind while typing this word wrongly You can checse any one of them ,which
you feel is right word by just dicking and selecting that and leaving the mouse. The word will stand

carrect with the new word and will replace the wrengword .

Fig. 2.20: The Redo option

After applying Redo, the document is shown in Fig. 2.21. We again get back “hopr” in place of
((Hope”

\ e D))= deme.docx - Microsoft Ward

tome | | pudoTyping ictri-g it References  Mmilings  Review  View L]

- Ay . § A Find -
? Calibn Rocy - - [A |_| N 71_“!1rﬂ|_| aanbcene | Aanboene AaBbC AaBbCe % Remlace
’| B 7O e, ¥ Aac [T L ’n?’ == g' ‘ TMpmal | TMoSpar. Headingl  Headmg? | - g'.?:?_t T:Sﬂeﬂ

Clipkuard s | Feragraph | Shyles s Editing

‘Ward displays a few words which are similar to the word in question witha Impe[thal thase may have
baen the wordsin your mind while typing this word wrongly ¥You can choose any one of tham which

you feel is right word by just clicking and selecting that and leaving the mouse. The word will stand

corract with the new d will replace th

[ g

Fig. 2.21: After applying the Redo option
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(X KEY CONCEPTS

Y

» Word processing software allows to create, edit, format, print and store text material.
» MS-Word is a Windows based application.

» A file created using MS-Word is known as a document.

» Text can be entered anywhere in a document area by placing the cursor at that place.

» The Undo option is used to undo the previous action and the Redo option will repeat the previous Undo

action.

» Formatting means changing the appearance of text.

) assessvenrzd

Fill in the Blanks
1 W SIW G stands for ........cccccoevevnnees .
2 W en you start MS-W rd, a ..ccvevririiii window appears.

3 To create a new document in MS-® rd, click the Office Button, New option and ..........ccccceeueee. button.

4 is the act of altering your document.

State Whether True or False
1 MS-® rd is not a very popular word processing application software.
2 A document must be saved if it is required for future use.

3 Formatting text means changing the text appearance by changing the alignment, style, font and font
color.

4 MS-® rd does not offer a set of commands for creation, modification and formatting of tables.

Answer the Following
1 Explain the steps to create and save a word processing document in MS-# rd.
2 W at do you mean by formatting? Explain the formatting commands of MS-® rd.
3 Explain spell checking in MS-#V rd.
4 W ite steps to insert a table in MS-# rd.

Suggested Activities

1 Locate where the word processing software is in the computer and create, save and close the
document.

2 Explain and demonstrate how to change the appearance of text changing font, style, sig, color and
changing font style.

3 Explain and demonstrate powerful formatting features including header and footer, margins and the
steps involved to insert and delete bullets, a page break, a header and footer, page numbers and date
and time on a document you have already created.
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m PRESENTATION SOFTWARE AND TECHNIQUES

P esentation software is a tool used to create visual presentations. These presentations are usually
delivered in a slide show format, and can be created with a variety of programs. The programs
make it possible to combine text and graphic elements to convey important information to a group

of people all at once.

Microsoft 8 werB int is a presentation software that is used to create on screen slide shows,
overhead projector slides audience handouts and speakers notes, it is a part of MS-Office suite of

software. 8 werB int is the most widely used presentation software.

e Feature of a Presentation Package

Some features of P esentation Packages are:

1 A presentation package helps both: the speaker with an easier access to his/her ideas and the

participants with visual information.

2 P esentation packages can either supplement or replace the use of older visual aid technology, such

as pamphlets, handouts, chalkboards, flip charts, posters, and slides etc.

3 Many presentation packages come with pre-designed images (clip art) and/or have the ability to

import graphic images.

4 With the growth of digital photography and video, many presentation packages can handle these

types of media to display them in a similar § lide show” format.
5 The 4 dd ons” or plugins for presentation packages can be used to enhance their capabilities.

6 Certain presentation packages can also be used for web conferencing.

e Creating Slides using Text and Images

To start using 8 wer8 int:
Click Sta t — All Progrm s — M crosoft Office - M crosoft Office Powe Point @
The B werB int window appears as shown in Fig. 2

‘:) - I UIA Presentaion: - Microsoft PowerPoink - X
| Fome | Inset  Design  Arimaton: Shee Shaw Review  View  Acropat L
2wt lezltmut = = ‘“ /1 = “‘;.,-_TUAE i ExsOo00-L.Ea ) 4% thaps Fill - HFind |
NS Fary 2 Resat = _:Jllg Tt A Lo n e G outie - || S Beplce
Pesld New AY | = £8.~. || R w: Arange [ 8 3
T rorman panter || side % Delets [k @ i i ,l" i §" '.l Tycomvenosnanan~ | 5N T oy o ;s;i:l' =F Snape Erecs ™ | Ly Sehect
Clnp:m:rd {F] Slide: | Fat | Paragr: 'ph i Drawing ) Editing

I—‘:

Click to add title

Click to add subtitle

Click to add notes

Slidelofl | "Office Theme™

Fig. 2.22: PowerPoint window
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@n A placeholder is a location on a slide marked with a border that holds text or an object.

Let us create a new presentation using text and an image.
1 Type the desired text in the title box.
2 To add an image click on Insert tab.
3 Click on the Picture icon in the Illustrations command group.

4 Select the image file you want to insert and then click Insert (see Fig. 2
Insert Picure |8 ]

Lockp: | £ ehtipia - @-3 X &~
= || [T
= Z
Biamens

8 Dot figLipg] figlipg
i

File pame: hl

Flosof 0ot |l pctures (%, mé;™ i 9™ peg; 5% e o b b e bz gf .oy e = |

oo 3 (et

Fig. 2.23: Inserting an Image

The selected image will be inserted in the slide. Now adjust the image position as per your need

(see Fig. 2
9w Presentationl - Microsoft PowerPoint - o X
| Home | Inseit  Design  Animations  SlideShow  Reniew  View @
B o) =i e [P By (g S| B
o Reset o Sinres e Shapes Mg ek EShase Outline - || 45, Replace ~
} Slnu 1 Delete |IB £ Yoabe & ¥ Aan | | |: = =5 ?_._i J“,* : vg! Styles - =4 Shaps Effects - || g Select
Slides 1 Font w| Faragraph Bl | | Editing

cgnm =

Click to add notes

Shidelof 1 | “Office Theme™ | 5 |

Fig 2.24: Entering Text and an Image in a slide

e Formatting Text and Background

P esentation software allows you to apply different formats to different parts of slide. Formatting refers to
the act of changing the appearance of text i.e., changing the way it appears on screen and paper. Formatting
a slide means changing the formats of characters, words, paragraphs of a slide to provide them an effective
look and feel.
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We can change the appearance of text in a number of ways. We can change font, sie , color, highlight
and other special effects by using Home tab. We can apply the effects before typing as well as after typing
the text. We can also change the background of slides using the Design tab.

To format the text and background, perform the following steps:

1 Select the placeholder that contains the text you want to format.

2 Click on the Home tab and select the desired font style and sie from the Font command group.
3 Click on Format tab and select the desired text style from WordArt Styles (see Fig. 2
4

For changing the background of slide, click on the Design tab and select appropriate theme from
Themes command group. The background color can be changed by selecting the Background Styles
from Background command group (see Fig. 2

= e B P Presentationl - Microsoft PowerPoint

TR
— . imat ShideShow  Review  View L
e X B Lavout - e ===l ' % [ Ly shape Fill - 44 Find
! {= i |50 - |l | aE - || = | | 2

S)Ee e (=i o ) (g yolog B TR S S

e A I i EE— ! -

i 7 ',::. o Delete [B 2 T e 8 2% 4a |A_‘ [gg = !‘[E;I .sm‘pu by ;;':il:skv o Shape Effects = | | g Select =
Clipboard = | Slides Fant ] Parzgraph I Drawing | Edtting

Click to add notes

Fig. 2.25: Slide after formatting Text and Background

e Inserting and Deleting Slides
To insert a new slide, perform the following steps:
1 Right click on the Slides tab (see Fig. 2

2 Click on New Slide to insert a new slide. A new slide will be inserted (see Fig. Z

Fig. 2.26: Inserting a slide Fig. 2.27: Slide after insertion
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To delete a slide, perform the following steps:
1 Right click on the slide you want to delete
2 Click on the Delete Slide option (see Fig. R

(see Fig. 2

. The selected slide will be deleted.

A Copy

Paste

21 MNew Slide

Duplicate Slide
Delete Slide

= Publish Slides

Check for Updates

= Llayout

Reset Slide

Format Background...

2| Photo Albur

Hide Slide

»

3

Fig. 2.28: Deleting a Slide

e Presenting a Slide Show

This is the most useful view of 8 wer8 int. It is used to display the slides in a desired sequence.

In this view the slides are displayed one by one from first slide to the last slide, in full screen mode.

First of all prepare a presentation on any topic of your choice. Here, we have prepared the presentation

on E thiopian Treasures”.

To start the Slide Show, perform the following steps:

1 Click Start — All Programs — Microsoft Office — Microsoft Office PowerPoint 2007 .

2 Click on Office Button and select Open.

3 Select the appropriate file name and press Enter key or Double click on the file. The desired file will

be opened.
4 Click the Slide Show tab.

5 Click the From Beginning icon in the Start Slide Show command group (see Fig. B) . B werB int

displays the first slide of your presentation

Information Communication Technology — Grade 9 Student Textbook 'g] 61



Unit - 2 Application Software

P i = f A G i T —
f,@ 290 ERTIDPIAN b - Micitisoht PisieiPuiet

- Home e Design  samatans  Siaegeow | Reiew View -

-55 & 'Q- g‘ Q i Recand Havrabian, (5 Remhutions Use Cument Zespution -
3 — IF Renaarse Trvings P Prasentation On: |
from rion Custon Setlp  Tade s

|\ 'Bepinnievg Cumment Skde | StiseShow ~ || Silde Show Stige ¥ Liie Reswaried Tirungs e Presener View
| it e S g Weitay

P e —p——

SEarl the shads $hirs fiom Ee 1L
shde.

EIHIOPIAN
T REASURES

Click to add notes

Fig. 2.29: Getting ready for presenting a Slide Show
6 Click the mouse or press the space bar to view the next slide.
The slides in the presentation are show below:

» Culture
> Costume
» ['ood

» Drink

Slide 2

o The Fihiopian traditional
woven cotton. Ethiop
fraditional ¢

often

‘borders of

butother de

Slide 3

DRINK

many F
drunk in Fl
a

G S 11
{cottee pot
served to peopls in Titfle cup

“ceremeny,

Slide 5 Slide 6

62 Yé Information Communication Technology — Grade 9 Student Textbook



Unit - 2 Application Software

HANK YOU

Slide 7
Fig. 2.30: Slide show
7 P ess Esc to exit the Slide Show.

® Create a Slide Show using Animation and Sound

P esentation Software allows you to add various multimedia effects to the slides and the objects created
on slides. The presentations, you have created so far, contain no animation, timings, sounds and transition
effects. P ofessionally designed slide shows contain all these properties to grasp the attention of the

audience.

Applying Animation
To apply animation to your 8 werB int slide, perform the following steps:

1 Open the slide to which you want to apply the animation.
2 Click on the Animations tab and select the desired transition style from the Transition to This Slide

command group (see Fig. 2

@, d9-g = EHTIOFIAN ppls - Miawsofl FowsiPoimt =
e
Wome  Ieern  Desion | Ammaion: | Slide Shew 7]
L; AR s&. Transthan Sound: mo sound] | Acance Side
=
et -E -l ’| | 0' F | E s tion speed: Fast 2| &7 Mause Click
e 3 Custom animation sl eppty T an | Autcrstically tter: |—m =
| Biaview Animalion Tiansiian bo This Slide

Fig. 2.31: Applying Animation
You can also apply animation to a title, a sub title, and an image in your slide individually by using
Custom Animation from Animations command group (see Fig. 2

B 1 Blinds '_5*' Entrance >
Ei 2. Box 3% Emphasis  » :\
X 3 Checkerboard | #E Exit 3 :
F 4 Diameond % Motion Paths » ——l
* b 13 3\ Picture 2

More Effects...

E Re-Order I
> Play | (B3 side show |

AutcPreview

Fig. 2.32: Applying Custom Animation
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3 Now select the desired effect from Add Effect which you want to apply for a particular image or text.
The selected applied effect is shown in Fig. 2

Applying Sound
You can add sound to the transition effects and to the preset animation. You can also add audio to your
presentation by inserting files from Clip Art Gallery or from other folder available to you.

B werB int can use audio files stored in common formats such as AIFF, MIDI, MB and WAV file. If
your audio file is stored in a different file format, such as Real Audio, you will have to convert the file
before you can add it to a 8 werB int presentation.

To add an Audio File, perform the following steps:
1 Select the slide to which you want to put an audio.

2 Open the Insert tab and click on the Sound icon from the Media Clips command group. The Insert
Sound dialog box appears (see Fig. 3

InsertSound . - =3 e
|
Look in: laSampleMusic 'l @@ XHE~ |
@My Recent 2. iBeethoven's Symphony No. 9 (Scherzo).wma
Documents ﬁ New Stories (Highway Blues)wma
(4 Deskiop Artist: Ludwig van Beethowen, compaoser, Seattle Symphony, Gerard
M Schwvarz, director
ED‘E‘;’Cunents Track Number: 1
My Duration: 0:01:15
| Type: VLC media file (wma)
el Bit Rate: 64kbps
%"}Y Network Protected: No
i Size: 500 KB
File pame: | = ‘
Files of type: [Suund Files (*,aif; * aifc; *,aiff; *,au; *.snd; *.mid; *.midi; *.rmi; *.mp3; *.m3u; *wav; *.wma; *v + l
ok ]| conced |

4

Fig. 2.33: Inserting Sound
3 Choose the desired sound file you want to add and click OK.

B wer8 int displays a dialog box asking whether you want to play the sound automatically or when
you click the mouse (see Fig. 2 . Choose your option. A horn icon is displayed which means that the

sound has been inserted (see Fig. 3

[ Microsoft Office PowerPoint ﬂ

- | ) How do you want the sound to start in the slide show?
Show Help »>

Fig. 2.34: Selecting Sound Starting Option Fig. 2.35: Horn Icon
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Sound icon is displayed on your slide. You can move it so that it does not obscure your slide (see
Fig. 3 % .

1 HIOPIAN
TREASURES

.

Fig. 2.36: Slide after Applying Sound

=
e A color scheme defines the font sies , and color of title, subtitle, bullets and numberings in slide. You can

\| select a readymade color scheme or you can customie the color scheme as you like.

e Change Slide Layout

The slide layout in 8 werB int is the arrangement of all the items that make up your slide, such as title,
graphics or text boxes.

To change the layout of slide, perform the following steps:
1 Open the presentation.
2 Open the Home tab and click on the Layout button from Slides command group. Apex dialog box

will appear (see Fig. Z ).
Apex -~

Title Slide Title and Content Section Header

Two Content Comparison Title Only

Blank Content with Picture with
Caption Caption

-

Fig. 2.37: Apex dialog box

3 Choose the desired layout style from the list. The selected layout will be applied to the current
slide.
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o

& KEY CONCEPTS

» Presentation software is a tool used to create visual presentations.

> A presentation package helps both: the speaker with an easier access to his/her ideas and the participants
with visual information.

»> We can make slides using features such as creating slides, inserting text, formatting text, inserting clipart,
formatting background, inserting slides, deleting slides and inserting images from other files.

» Presenting a slide show is the most useful view of PowerPoint. It is used to display the slides in a desired
sequence.

» The slide layout in PowerPoint is the arrangement of all the items that make up your slide, such as title,

graphics or text boxes.

. REVIEW QQUESTIONS

Fill in the Blanks

1 B werB int is the most widely used ........c.ccccccceuenee. software.
2 Certain presentation packages can also be used for web ..........c...cc.c..... .

3 a slide means changing the formats of characters, words, paragraphs of a slide to provide
them an effective look and feel.

4 You can add ......ccceeiinnn to the transition effects and to the present animation.

State Whether True or False

Mul

66 |

1 Microsoft 8 wer8 int is not a part of MS-Office suite of software.
2 To start using 8 wer8 int:

Click Start — All P ograms — Microsoft Office - Microsoft Office 8 werB int @i
3 The slide show cannot display the slides in a desired sequence.

4 We can change the layout of slide using presentation software.

tiple Choice Questions
1 Microsoft ®V rd is a/an .......ccceceeevucueneee. .
(a) Operating System (b) Database software
(c) Spreadsheet software (d) Application software
2 W ich of the following is not a feature of word processing?
(a) Spell checker (b) Cell address
(c) Cut and Paste (d) Undo and Redo
3 is a presentation software?
(a) MS-Word (b) MS-Excel
(¢) MS-Power8 int (d) MS-Access
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4 W ich of the following is/are included in the slide layout in 8 wer8 int?
(b) Graphics
(d) All of these

(a) Title
(c) Text boxes

Match the Following

Column A
P essing Backspace key

2 Increase the security of the document

3 Slide Show

4 Animations tab

Answer the Following

1 W ite the steps to create a presentation.

(@)
(b)

(©
(@)

Column B
Encrypt Document
Deletes character to the left of the insertion
point
Used to apply the animation

Used to display slides in a desired sequence

2 How will you prepare and present a slide show?

3 How will you create a presentation using design techniques?

4 W ite the steps to change the layout of a slide.

Suggested Activities

1 Explain and demonstrate the slide making features such as creating slides, inserting text, formatting text,
inserting clipart, formatting background, inserting slides, deleting slides and inserting images from other

files.

2 Explain various design techniques such as design templates, animation scheme, color schemes and

adding sound.

3 Each group of students to present their slide shows to the class, giving explanations as necessary,
presentation software, spare paper, magaz nes, newspapers, reference books etc.

Field Trip

Organie a field trip to various historical places in Ethiopia to get useful information and present the slide

shows to the class.
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