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Grade 7 — Assignment No- 03

ICT - Chapter 3

1.
2.

There are two ways to ensure the security of the computer. What are they?

Make a list of internal hardware and external hardware.

. Write 4 malware

Write an example from everyday life to use biometric passwords.

. Complete all the exercises for this lesson in the workbook

Chapter 4 — 4 92 ©8®

RRed Bwed® ewmeny 4 D) 38® Bwds swm & B @008 ¢8ewd
DOOD HVIBEEE BODO® DR BoFOsIn). O1@eneny Bwizmdm®
8®y8en ®»oTH.

Read Lesson 4 of Your Reading Book and use the information below then get involved in

the activities as little as possible. Complete the activities in the workbook.



3. Word Processing- ©¢z7 ;2

3.1 Understanding Word Processing Software - lal ez ® Dagzre® G O

A computer program, used to create letters, reports, cards, etc...
GE8, ©282,500:02% 83 P& BoE e@am B0 vbn WO Stslo)

Example:
= ii

Googlc' Docs

VoY) ala Cﬁamﬁ @B.

D LibreOffice

The Dotument foundation

Exploring the word processing Window-dez3 es1z¢3® 2800 Bgwa 2388

- -

. % ok H ! -
SR P RPN Wl
s d 2 w8 WRAR 5 H - [ r1hees (Vi e bt e e :
s, < ; s """"’ - -y .-.

e vt
P S

e oly 8
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3.2.1 Title Bar - ®:mamn 86,0

)

Title Bar displays the program and document name - &) BOwm B edaned H® eusln® wdd. The

files create using word processing program are called document - Lot omy® Ui vovs minewsd
o DOD ey, eFam ect vesloa.

3.2.2 The Ribbon

B LPUTTON

Y-A-Emmm ol N _

The ribbon contains tabs, groups and buttons and they help to edit and format documents.
22 ne eComex ¥ 0D ghas cumdem q0eq WS B,
To minimize the ribbon

Al {un«on aamscete AaBBC Aamnee AQD

A R e R s 14 e

3.2.3 Quick access toolbar

l _l

Quick access toolbar is used to keep the buttons which we use frequently.
B0 min B0 B¢D comden eDH® nd OO0 widn mém BGDA.

3.2.4 Document Window

DocumentT ™™ Microsof Word (Product Activation ..

o ren Page Layons Peferances Madingt Penew View Auonar v

» Coier’s Do) <l -rlz-li"?"-ll &% n
o | AR A f e sy | R R Document Window displays

the current document.
MRed oldama ame O
yodnw cosimn® ndl.

S B I TR N IR EATEMCROTTY L I T WA Ty Wi
SSPATRUT e 41 it e .

aged

e
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3.3 Starting a document - :b eddm s 200w HEO
OR

Start button —— 1f you see the Word icon, click it
____—» Microsoft Word

Start button —— Al programs  —— Microsoft DIRce

Activity: Open Ms-Word and type the following text
@ oD,

-~ wno BeD
Ms-Word £;8 e300 Huslon o6 ¢1e8n o 8ged vvD 8% 42 |

N s —— &

_ e | E

Twinkle twinkle
Twinkle, twinkle, little star,
How | wonder what you are!

| Up above the world so high,

Like a diamond in the sky. :
‘— . l 1} j R S '

3.4 Formatting Text (simple formatting)

I PLITT e e B
u i Rgand Sews ey b W

Design text  |FHEIGRR ey

v
'_‘,lll-tnl.'j' e - — :-t'

ar,

et How | wonder what you are!

using the font group...

Font Bold ich

Font Size Itali 1 8,
posl Up above the world so high,

Highlight 1.

arel

Like a diamondin the sky.
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3.5 Cheek Spelling

Whatever you type, just remember to always

check spelling

WO b v Dt
Bodzsy @dfes O Lo
B @l e®woc
YO vdwB god

Activity - Hwrzmisme

3.6 Saving a Document-eFamw uvBomne e ¥ B3O

00'{1llb— hhu-gt ::o:l":-- -y »
Cogomue & Mow ol e 8 :
e ‘ _ ;
* Documents Wibrary — « |
1 Doveste R ks § et by buiiee |
o

i beihon T4 B0 moea !‘
o hebpa eI i
L\ Y 1A M0 b0a MM |‘
E W P e & 7% R TN M ‘
"M“. AN W .!

. :
e L T

File = Save As = Assign a file name and a file location

2od 00w ey 20 o 0a HELO Hddn domed Eaeesin,
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| 3.7 Close the Document - e@me O 418°

A edorrex’ BOan 488,
3.8 Open an existing file — @28 vB8oemmw RE G200 ©dt: N
ation and the file name = Ok sBoaney,

ile = - t the file loc
File —Open—Sclec i

eFam6 ®A) S @B DLV

=
[ & savens | OR

S e . Press Ctrl+O from keyboard

3.9 Selecting Text - endcr 0 B3®

L To select ’L Do this 1

Any amount of ||Click where you want to begin the selection, hold down the left mouse button, and
text then drag the pointer over the text that you want to select.

IA word HDoub]e-click anywhere in the word.

/ b i ]/x:nvi]:‘};i pointer to the left of the line until it changes to a right-pointing arrow, and

i A sentence J@o]d down CTRL, and then click anywhere in the sentence.

[A paragraph HTriple-click anywhere in the paragraph.

: Move the pointer to the left of the first paragraph until it changes to a right-pointin
Multiple g ght-pointing
paragraphs arrow, and then press and hold down the left mouse button while you drag the pointer

up or down.
/A large block of ||Click at the start of the selection, scroll to the end of the selection, and then hold E
text down SHIFT while you click where you want the selection to end.

An entire Move the pointer to the left of any text until it changes to a right-pointing arrow, and
document then triple-click. :
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3.10 Deleting Text - D428 ®20 ¢80

['3 ,ta Calibri (Bod

w [Blry

3.12 Cut, Copy and Paste
3.12.1 Copy and paste

BN -

““.’1 % Cut (o]
e -
Paste

« N Format Paint

Clipboard e

Or Press CtrHC from keyboard

Delete

OR

Press Ctrl+Z from keyboard

N - =
e X Cut ¢
D e .

Pme |
. rmat Painter
l Cupbd o

Or Press Ctrk+V from keyboard

o Select the text— right click — Copy

OR

3.12.2 Cut and paste

) {“ Cul e setection pnd pul § oa the
Vo

C

e right click — Paste

l.‘" X% Cut <

™ :
.:“ Painter '
Clipb n

Or Press Ctri+V from keyboard

Ot Press Ciri+X fromkeyboard

Select the text— right click — Cut
OR right click — Paste
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Activity - Hwormcm®

1. Cut and paste the correct name of the color.

Orange
Green
Yellow
Purple
Brown
Black
Pink
Grey
Blue

2. Copy and paste the correct figure.

3.13 Formatting Paragraph

H 3

Baseball

Basketball

Fish

Penguin

e Line spacing

e Aligning text

¢ Indentation

¢ bullets and numbering

® pageorientation

® paper size

® Ppagemargins

Boards and shedding

R £GP R
IE{':.’ =~ S - -
ATHREIET PagrapR O T
3.14 Modifying Page Layout

[ )| Pow oy |

"“"C | 3

| e r___& fottem 1I° B

N boc 1w @

| v O3 apmen ¥

g

! o

| Pages e e e

Eﬁw—-

" S s

l —

(eea] - ==
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Activity - fla@miom®

Making Lists with butiets and rumbbers
L One snd one b two,

L Two plus one b thres,
L Three phus one I four,

Three main parts of an anty

¢ Head
* Thorax
*  Abdomen

3.14 Creating Tables

Ydu é;n afiso créate tébies in
MS Word

I « ;
B n

it il b sl

L.

You can use tables in your documents for,

. School Presentations

o Creating Time Table
e Creating Calendar

L__IHEI[i?mﬂ ey

Pciuse c.p M‘w Chuart klm

0

00

o0
00
00
0000

0

O
00d
OO0
0
gd
00
00

Do Talibe

Conyeent Test ta Tabile..

Exaet Speeadinest

Queck Tabbes e

Baxka 000
F
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Create a table as shown below.

51 G,
A< §

3.15 Adding Shapes

| D Biank Page
‘ %Pnbc_pulk ¢
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