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Preface

This textbook, Computer Applications for Secondary Schools Mocational Stream,
has been written specifically for form one students in the United Republic of
Tanzania. It has been written in accordance with the 2023 Vocational Srmmn
Curriculum for Ordinary Secondary Education as adopted from the 2024 H}Lm‘mrzﬂi
Educarion and Training A uthority Curriculum Mapping.

The book consists of two modules, namely Introduction to Cumputer and Office
A pplications. Each module contains illustrations, activities and FIEH:‘LS’E'S You
are encouraged to do all the activities and exercises, as well ay ufhermaignmemb
that your teacher will provide. Doing so will enable you to develop the intended
conpetencies. :

Additional lecoming resources are available in the TIE e- L:bmr} at hitps: Hol.le.go.lz
orol.tie.go.tz /
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© Module
One

Introduction

Introduction to computer |

Unit 1: Organizing a microcomputer
and its peripherals

This unit consists of three elements,
namely, familiarizing . vyourself with
a computer, connecting peripherals
to a microcomputer, and connecting
a computer to the Internet. The
compelencies ﬁuve]uptd will enable
you to interact with computer systems
and their peripherals.

Element 1: Familiarizing yourself
with a computer

By the end of this element, you will be
able to explain the concepts of computer
applications, classify various types of
computers, explain the characteristics
ol microcomputers and describe both
computer hardware and software.

ﬁ Computer Applications

The invention of computer has simplified many jobs in
different sectors such as communication, education,
health, and all other sectors. Today, most activities are
simplified by different computer applications. This module
has one unit which is organizing a microcomputer and its
peripherals. The competencies developed will enable you
to connect the peripherals of a microcomputer according
to manual instructions, and connect a computer to wired
and wireless Internet.

The concept of computer applications
Computer applications refer to software
programs or sets of programs designed
to help users perform specific tasks on a
computer. These applications can range
from simple programs such as Microsoft
Word, Excel, Access and PowerPoint
o complex systems such as AuloCAD,
SOLIDWORKS, and ArchiCAD. They
also include tools for data analysis,
graphic design, programming, and more,
addressing a wide varicty of needs in
both personal and professional contexts.

Categories of computer applications
Computer applications are grouped into
many categories based on sectors and
their use. However, basic categories
include preductivity seftware, database
management  systems  and  web
applications.
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Productivity software

Productivity  software  refers fo a
category  of computer application
programs  designed to  help  users

efficiently = produce  documents,
presentations, databases, spreadsheets,
and  manage  various other rasks.
These programs are typically used
in business, academic, and personal
settings to enhance productivity by
streamlining complex tasks, organizing
information, and improving workflow.
Such software applications  include
ward  processors, spreadsheets, and
presentation software.

Database Management Systems
(DBMS)

A DBMS is a software application that
is used to create, manage, and interact
with derabases. Ir provides a systematic
way io siore, retrieve, mad:fj?, and
arganize data, ensunng data infegrity,
security, and accessibility. DBMS acts
as an inferface between the database
and the wsers or applications  that
access the data; allowing for eflicient
management and control of the data

Web applications

These are software programs that run on
aweb server and are accessed through
aweb browser averthe Intemet orover
an intranet. Unlike traditional deskiop
applications that are installed directly
il a compuiter’s operating system, web
applications do not require installation.
They can be used on any device with
a browser and Intemet connection.
Examples of such applications include

Google Docs, social media platforns
aned online leaming plaifonms.

This book offers a comprehensive
guide on how to use one computer and
productivity software program known
as Microsoft (MS) Word.

Importance of studying computer
applications

The study of computer applications
has great impontance in today s rapidly
changing _ technological world, The
following _are some advantages of
studying computer applications.

Improving employability

Enhancing your skills and proficiency
in computer applications will equip you
with essential skills required in today’s
Job market, fostering emplovability
and career advancement.

Enhancing productivily

Having a good uwnderstanding of
how to utilize various applications
mereases produchvity and efficiency m
completing tasks. This is beneficial in
Bothacademic and professional seftings,
including  technicel  drawing, daia
anclysis, mathematical calculations,
report wrting, and communication.

Facilitating communication
Computer  applications  enhance
communication by providing access
o emails, instarm messaging,  ond
collaborative lools, effectively bridging
gaps between individuals and teams.

Computer Applications W
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Promoting innovation

Familiarity with computer applications encourages creative problem-solving and
innovation, allowing individuals to leverage technology in expressing their creativity
and produce professional-quality works.

The relationship between Computer Applications and other related subjects
Computer applications play a crucial role in various fields of study by enhancing
leaming and comprehension. In Mathematics, they facilitate™, calculations,
data visualization, and statistical analysis, which enhances comprehension of
mathematical concepts. Moreover, in scientific disciplines, computer applications
aid in simulations, data collection, and analysis, cnabling students to effectively
conduct experiments and research.

In the business sector, understanding computer applications is vital for financial
analysis, project management, and marketing strategies, helping students understand
real-world business scenarios. Also, graphic design and multimedia applications
are essential in art subjects for helping students to create digital artworks and
presentations. Moreover, the study of computer applications is integral to the IT
education, providing foundational knﬂwlédge for software development, network
management, and cybersecurity.

Introduction to Computer
A compulter is an electronic device that can take in data, process it, and give the
results, It is an intelligent helper that fellows instructions to make your work easier.
Computer data processing 1s done by following a set of instructions. Processed data
produces information that can be output or stored for foture use. This electronic
device is capable of performing four elementary functions; as seen in Figure 1.1.
. Receiving data (information) in a particular form; for example, voice from a
microphone, text from a keyboard, or a picture from a camera.
2. "Data processing is done in the processing unit part.
3. Producing output results, such as video or images on a monitor display.
4. Storing data in its memory, such as flash drive or hard disk drive.

Monitor  Hard disk drive

Figure L.1: Example af the components used (o perform competer flnctions

“ Computer Applications
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Classification of computers

Compulters lall into several categories based on their architecture, the speed at which
they execute commands or instructions, the peripherals they use, and the tasks they

are designed to perform.

The different computer types are classified into three primary classifications, which

are.,

1. Classification based on computer
data processing type,
which is focused on how the
computers process data are:
(a) Analog compulers
(b)  Digital computers
(c) Hybrid computers

2, Classification based on computer
size;
grouping them according to
their physical dimensions and pro
cessing capacity:
{a) Microcomputers
{b) Minicomputers
{c) Mainframes
{d) Supercomputers
3. Classification based on
computer purpose
which categorizes them based on their
intended use:
{a) General-purpose computers

(b) Specialized computers
(c) Embedded computers

Microcomputers

A microcomputer is a computer designed
to be used by a single person and it
typically occupies a small space. A
microcomputer is also called a Personal
Computer (PC), which is why the PC
term is widely used o represent this type
of computer.

Figure 1.2 illustrates the different
compenents constituting ]
microceomputer. Microcompulers come
in various forms, as shown in Figure 1.3,
We nse these PCs daily for a range of
tasks, such as word processing, Intemet
browsing, and basic gaming.

This makes them a versatile and cost-
effective choice for individual users and
small businesses.

— Sy=tem umit (with
CD/DVD drive)

P

Figure 1.2: Microcomputer

‘uﬂpu&’f Applications “
A
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Figure 1.3: D{,;{?emmf-:}rm o microcompiers

Components of a computer
Regardless of the type or mode of
classification, every computer has two
main parts, which are the hardware and
the software.

Computer hardware

Computer hardware reters to the physical
parts of a computer that you can see and
touch.. It includes devices such as the
keyboard, mouse, monitor, motherboard,
ports, processor, temporary memory,
Random Access Memory (RAM), and
permanent memaory (storage). Some
hardware is located in the internal
computer case, and others are located in
the external computer case. As a resuly,
computer hardware is often grouped into
internal and external components.

The internal computer hardware includes
components like the processor (CPU),
temporary storage such as Random
Access Memory (RAM), permanent
storage such as Read Only Memory
(ROM), and hard drive storage.

External computer hardware refers to
the parts visible on the outside of the
computer, such as the keyboard, ports,
touchpad, mouse, and monitors,

Futthermore, computer hardware can be
classified by function into four catepories:
{a) Input devices,
{b) Output devices,
{c) Processing devices and
{d) Storage devices.
Figure 1. 4 illustrates the connection flow
of computer hardware devices.

ﬁ L'om]mrm' A |-:p| i.:;.t[mﬁm
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Arithmeticf I
|

Injpart devlces

Output devicas

Memary
[Primary starageal

Secondary
storage

Figure L4: Computer hardware connections

Input devices

Compuler imput devices are physical
devices that allow uscrs to enter data,
commands, and signals into a computer
system.

They serve as the interface between
the user and the computer, cnabling the
computer to receive .information from
the outside world for processing and
manipulation. These devices provide a
way for users 1o enter information and
control computer operations, making
them integral to the functionality and
usability ol any computer system.

Examples of input devices

Kevboards: These are input devices that
arc used to type text, and numbers and
cxecute special commands. They include
keys for letters, numbers, symbols,

and  [unction keys for performing
specific tasks. Refer to Figure 1.5 for an
illustration.

FRAA BRAM BAmMK

—
Pooroal pes
3 [ ol § i
t h2ACEVENN S % 4am

L ] # o« E ol

U
d

0
L

Figure 1.5: Computer kevboard

A mowse: This 1s a pointing device that
allows users to interact with graphical
elements on the computer screen. Iis
primary functions include moving the
cursor and clicking on items, While
there are various advanced mice with
specialized features - such as gaming
mice,

The fundamental operation of a mouse

remains consistent, as shown in Figure
1.6.

E =1 T'——' T, Computer Applications
— "
E—— b
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Figure l.t‘:iu:-l:'umjmlcr mouse

Table 1.1 shows some of the input
devices. Apart from those shown, other
input  devices  include touchscreens,

mathematical operations, by following
given steps. Table 1.2 shows images of
various processing devices.

digital cameras, trackpads, joysticks, | _Tulilr 1.2: Some of the computer processing

digital pens, barcode readers, magnetic
stripe readers, and biometric device
Table 1. 1z Imuges of various computer

input devices

D
Hiheam Microphone
louchpad Guaming
controller
Processing Devices

The processing devices refer to a group
of computer hardware components
responsible  for executing computing
tasks, such as data interpretation and

devices by image

GPU in graphics card

The following are the physical pans or
components of the Central Processing
Unit device (CPU), as shown in Figure

1.7

CamScanner
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1. The Control Unit (CU)

2. The Arithmetic and Logic Unit
(AL}

3. The memory unit

| ey —

3

CPL

Figure L. 7: Parts of Central Processing

Ulnit parts

The Control Unit{ CU): The main function
of the CU is to manage and direct the
flow of information across the CPU. It
takes instructions from the memory unit,
interprets them, and coordinates their
execution. The CU sends the 'raquired
instructions to various parts and circuits
of the CPU.

The Arithmetic and Logic Unit (ALU):
This umil is made of two parls: one is
the arithmetic unit, and the other is the
logic nnit. The arithmetic unit performs
arithmetic operations such as addition,
subtraction, multiplication, and division.
For example, when the CPU receives
instructions from CU to perform a
multiplication like (2%3), the arithmetic
unit solves this problem by executing
(24242) which equals to 6.

The logic unit 1s  r1esponsible  for
performing  logical operations, such
as bhitwise operations (e.g. shifting ot

rotating bits), switching components
on and off, making decisions based on
conditions (e.g. yes/no or trueffalse),
comparing values, and selecting objects.
For example, if you set the repeat mode
on a music player, the logic unit manages
the repetition task.

Memaory unit: The memory. unit of the
Central Processing Unit (CPU) refers to
the part of a computer that temporarily
stores data and instructions while
the CPU processes them. It is like a
workspace, holding information that the
CPU needs. to access and use quickly.
The main memory used [or this purpose
is called the Random Access Memory
(RAM).

Storage Devices

A storage device is any hardware used
to store data in the computer. For
cxample, the primary storage hardware
like Random Access Memory (RAM)
and Read-Only Memory (ROM) are
vital for temporarily holding data and
instructions while the computer is
in operation. Storage is essential for
saving files, running applications, and
ensuring the proper functioning of the
computer system, Storage devices come
in various forms and are categorized as
either primary (e.g. RAM and ROM),
sccondary storages (e.g., hard drives and
solid-state drives) and tertiary storage
cach fulfilling specific roles.

Types of storage devices
Storage devices are categorized into
three main types, namely:

r——\;{_’umpuhﬁf Applications
L
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1. Primary storage devices
2. Secondary storage devices
3. Tertary storage devices

Primary storage devices: These are
also referred to as main memory and
are located on the system board. They
store programs, data, and instructions
that are in active use by the computer,
enabling smooth muoltitasking and
efficient operation of applications. They
are essential for running applications
and processing tasks in real time. These
devices include the Read-Only Memory
{ROM) and the Random Access Memory
(RAM),

ROM is a type of computer memory that
can only be read from and not wrilten 1o.
It contains data that cannot be 'ch'&nged
or modified. In contrast, RAM, which
can either be the Static Random-Access
Memory (SRAM) or the Dynamic Access
Memeory (DRAM), ean be read from and
written to in any order. RAM is typically
used to store working data and machine
code. ROM and RAM are illustrated in
Figure 1.3.

Dynamic RAM

Statlc RAM

L

ROM

Figure 1.8: Primary storage devices
{(ROM and RAM)

Secondary storage devices: This group
memory is used for the long-term storage
of software, including files, applications,
and the operating system. Unlike RAM,
the data remains stored even when the
computer is powered off. Common
secondary storage devices inclu’dv_.: Hard
Disk Drives (HDDs) and Solid-State
Drives (§5Ds), as shown in Figure 1.9,

SSDVS HOD

Figure 1.9: Secondary starage devices

Tertiury storage devices: This 1s another
type of memories, also known as auxiliary
memory, which can be easily attached and
removed trom the computer, Examples
of such devices include Compact Discs
(CDs), Digital Versatile Disks {DVDs),
flash memory drives, and external Hard
Disk Drives (HDDs).

Output Devices

Qutput devices refer to devices that
allow a computer to produce information
for the user or other systems 1o access
and utilize. These devices convert data
from the computer into information that
you can use, such as displaying pictures
on the monitor, playing music through
speakers, and printing documents with a
printer. Explained next are some common
types of computer output devices:

Monitors (Display  Screens): These
devices are responsible for displaying

“ Computer pi‘nlif;‘ltiwm
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visual outputs, such as texts, images,
videos, cursors, icons, and buttons.
They allow users to see what the
computer 15 processing, making them
essential for interacting with the
system.

The monitors are grouped based on the
technology used to manufacture them.
The types of monitors are Liguid
Crystal Display (LCD) wmonitors,
Light Emitting Diode {I.ETY) monitors,
Organic Light Emitting Dicde (OLED)
monitors, Plasma monitors, and
Cathode Ray Tube (CRT) monitors
(older technology). Figure 1.10 shows
an image of a computer monitor.

Even though monitors may appear
similar, the technology used in their
manufacture determines the amount of
electricity they consume, thﬂil"priCES,
and the quality of the image displayed.

Speakers: These are devices that outputs
music, voice, or alarms from files stored
in the computer. The files must be of
audio or video type to send information
to the speaker. Some computers have
built-in speakers, while others require
exlernal speakers to be connected via
peripheral ports.

Headphones/Earphones:  These  are
compact speakers designed to be worn
on/in the ears for personal listening.

Praojectors: These produce visual outputs
from a computer onto a larger surface,
such as a wall or screen. These devices
are commonly uwsed in presentalions,
classrooms, and movie screenings to
diia'piay information to larger andiences.
Table 1.3 shows some compuler output
devices.
Table L.3: Same of the compruier

output devices

Figure 1.10: Compurer monitor

Printers: These are output devices that
when connected to the computer and
given a command, produces a hard
copy of the specified matenal.

mﬂpuhﬂ Applications
i

P

-

Printer Speaker

é

Projector Headphone

Activity 1.1

Identification of the computer
hardware
Requirements:
l. Acomputer
2. A projector
3. Aflip board /
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Procedure:
Under your teacher’s supervision in
your computer lab or computer
room, identify the following;
1. Computer output devices,
2. Computer input devices, and
3. Computer devices which can be
both input and output devices.

Compulter software

This component of a computer consists
of instructions that tell the compuler
what to do and how to do it. Any
computer device has a set of instructions
{software) embedded in it to guide it
when performing its tasks.

Software is defined as a set of instmctinl]s

within computer devices that provide

intelligence to that device; therefore, it
is considered an intangible part of the
computer. Examples of s-:ift_,ware include
the camera app used 1o take pictures, the
image viewer [or viewing images, video
player apps {(e.g. VLC) for waiching
videos, and the music apps for listening
to songs.
There are three main types of software,
namely:

1.~ System software

2. Programming software

3. Application software

System software

System soltware is a type of software that
manages and controls the hardware of a
compuler, making it possible Tor other
software and users to interact effectively
with the hardware. It serves as a bridge
between the hardware and the user,

_'_‘,-"I

ensuring that all compuler componenls
work together smoothly. System software
is essential for running and managing the
computer itself, as shown in Figure 1.11.
Figure 1.12 illustrates popular operating
system software.

Figure 1.11: Relationship between application
software operating system and havdware

Windows 11 05 logo MacOS logo Linux O loge

Figure 1.12: Sample logos of operating system

serftweare

Programming Software

Programming software consists of a setof
utility tools that aid soltware developers
(programmers) in creating applications.
Therefore, this type of software is nsed
to build other software and is often
referred to as an Integrated Development
Environment (IDE) because it integrates
multiple utility tools into a single
platform.

Application software

Application software is designed (o
perform specific tasks for users. Aflter the
085 is launched, you will use application
software to accomplish various tasks.

Computer Applications
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For example, a DJ may use Visual DJ sofiware to play music, an office secretary
may use Microsoft Office to write documents, photo studios may use photo editing
programs like Adobe Photoshop to edit pictures, an accountant may use Microsoft

Excel for accounting works, and you might use a web browser as Google Chrome or
Microsoft Edge to search for materials on the Internet.

In addition, even this book you are reading was created using Microsoft Word
processing seftware. Figure 1.13 shows various application software icons.

ER -

Micro soft Word Microsoft Exeel SOLIDWORKS AuteCAD

Figure 1.13: Icons for varions application software

Activity 1.2

Switching a desktop computer on and oft”
Requirement:
A desktop computer
Procedure
1. Switch on the computer
{a) Switch the main power supply switch ON,
{b)  Press the ON button on the case of the computer system unit (the button
is like or similar to that on Figure 1.14).

g

r
) »

Figure 1.14: Switch on button

{c) Switch the monitor ON.
(d) Wail for the Operating System (08} to load.

; Computer Applications W
| :
1
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(e) Tnsert credentials {user name
and password), press OK,
then wait for windows to show

up.

2. Switching off the computer
(a) Click the windows button as
shown in Figure 1.15.

. Autodesk

. Autadesk Robot Structural Analysi...

A c

-
2" Calculator

G

E'“} Calendar

M ramers
W O [Type here to search ﬁ

Figure 1.15: Operating System windows button

(b) From the start menu, click the
power oplion, then shutdown.

(¢) Switch off the monitor by

pressing the power button of

the monilor.

Switch OFF the main power

supply.

If you follow these procedures, you will

be able to switch the computer ON and

OFF.

(d)

Form One

computer hardware.,

3. List two application software that
can play music on your computer,

4. List five economic sectors in which
computers can be used to simplify
their works.

5. Use alaptop or a desktop to start,
restart and sleep the computer.

Element 2: Connecting peripherals to
a microcomputer

By the end of this element, you will be
able to identify computer connection
ports ~and their functions, identify
different computer peripherals and their
functions, connect and test the computer

' pcriphcrals On a microcomputer.

Cﬂnnectiug ports and their functions
The term “computer peripheral” refers
to external hardware devices, which
include input devices, output devices,
or extemal storage devices that connect
directly 0 a computer through ports,
adding additional capabilities to the
computer.

Common peripherals include a mouse,
keyboard, monitor, printer, speaker,
and flash drive. For example, you may
conncet an external hard drive (HDD)
to a computer to increase its storage
capacity.

1. List 10 application software used in
daily life and their functions.

2. Explain the relationship between
application software, operating
software, and

A computer port i5 an interface or a
connection peint that links the computer
to a peripheral device. It allows a cable
from the peripheral to be plugged in,
creating a pathway for data to flow
between the device and the computer.

o

e
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||

CamScanner


https://v3.camscanner.com/user/download

Li

Form One

There are different types of ports on
computers. In the past, ports were
manufactured in order to perform one
specific or a limited range of functions.
However, with the evolution of
computers, the number of ports has been
minimized, many ports now support
multiple functions.

Anexample of such ports is the Universal
Serial Bus (USB) port, as shown in
Figure 1.16. The ports are commonly
referred to as “female”™ and “male” based
on their connector type. The female
port is called a “receptacle,” while the
male port is known as a “connector” or
“plug.” This naming helps to guide users
during the connection process.

USB-A Use-A
Male Female

S —

Female/

Male/Plug

Receptacle

Figure 1.16: USB ports

Categories of computer ports
Computer ports can be categerized in

two ways:
1. Based on their data transfer
mechanism

2. Based on their function

Categorization based on data transfer
mechanism

A serial port: This is a type of port that
when connected to a peripheral through a

cable, will allow data to pass in a single
stream, therefore transferring one bit of
data at a time. A senal bus works like a
line of people passing around a single
message, one person at a time. For
cxample, USB cables are considered
serial ports, connecting devices  like
computers, cameras, and TVs, enabling
the transfer of data and video signals
back and forth.

Each piece of-information is sent in
sequence over the same wire, similar 1o
how each person in the line passes the
message along until it reaches its final
destination.

A parallel port: This is a port which,
when connected to a peripheral through
a cable, will allow multiple data to pass
on it at the same time because parallel
cables are made of multiple wires.

Therefore, the parallel porls have
multiple pins to connect such cables.
The traditional parallel port  was
Centronics Model 101, shown in Figure
1.17. This port was primarily designed
for printer connection, which is why it is
also called Line Printer Terminal (LPT)
port or simply a printer port. 1ts cable
is commonly known as a printer cable.

Many modemn ports have begen made
based on parallel port data transfer
mechamisms, such as High-Definition
Multimedia Interface (HDMI) ports
due to the connection from serial and
parallel ports. Figure 1.18 shows an
illustration of serial and parallel dala
Iransmission.

Computer Applications
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Figure 1.17: Paralle! printer port or

LPT part
9 Serial Transmission !’
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Parallel Transmission

Figure 1.18:8eric! and paraflel duiu
transiission mechanism

Categorization based on functions -
In this approach, ports are grouped
based on the specific services they
provide o users. The following are
common types of ports based on their
function as shown in Fi'gun.f;'r 1.19;

1. Universal Serial Bus (USB)
pOrts
Storagef Disk ports
Audio ports
Video ports
Network ports
.~Power ports

R

lee - =]
1| WO

|
i

,_.
L=
@

3

| m"ﬂ-i g'j
R LFT1 Prntar porl
_ {printar)
monon e‘
oy -

I
i

B
=
-

e
S [

F

Figure 1.19; Computer case showing
different ports

Universal Serial Bus (USB) port

The USB is now the most commonly
used port in modem computers. 1t was
developed to combine the functionalities
of several ports into a single, versatile
connection, which is why it is referred
to as “universal”,

For example, instead of needing separate
poris for connecting speakers (audio
port), the monitor (DVI port), and
printers {a printer port), you will need
only a USB port to allow the connection
of all these peripherals using a single
interface.

‘The USB aims to;

(i)  Remove the need for multiple
types of ports on the computer,
allowing one universal port
to handle all peripheral
connections, whether for
transferring data or charging
power.

(ii)  Simplifying the connection
process by enabling plug-and-
play functionality, which
requires
no complex setup.

(1ii) Facilitating the sending of large
amounts of data between
computers and peripherals in a
very short time (providing
high-speed data transfer).

(iv) To be hot-swappable, which
means devices can be connected
or disconnected via USB
without turning off the
computer.

Lfc:-mpm-er .-"spplimtiorL'
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!’: Form One

Basic types of USB ports

A USH-A port: This is the most common
type of USB port that you see in
everyday devices. USB-A ports have
been used across various USB standards,
including USB 1.0, USB 2.0, and USB
3.0. Although the physical structure of
the port remains the same across these
versions, capabilities ol transferming data
(data transfer ratc) are different.

The usage of the same structure allows
backward compatibility, meaning that
devices using three different USB
standards can still work together. In
Figure 1.20 (a), you can see examples of
female USB-A ports, and in Figure 1.20
(b}, the male USB-A plug. The colour
coding helps differentiate  between

versions as follows:

+ USB A 2.0 ports are always
black, with while conneciors
for male ports,

+«  USB A 3.0 ports arc color-
oded blue to indicate higher
data transfer speeds.

% =y
ush 2.0 use 3.0

Figure L.20 (a): USE nype A 2.0 and 3.0

female port

Figure 120 (h); USE npe A 2.0 g 3.0
male plitg

A USB-B port: This part is commaonly
used to connect devices such as printers,
scanners, and some external  hard
drives. The USB-B type connector has
undergone different changes in design
due to a series of development, resulting
in different shapes and sizes, as illustrated
in Figure 1. 21

(| P e
UsBe-B Usa-B Mi
use-g Micro Sup urlpa:l:

Figure 1.21: [I58 rvpe B ports and plugs

A USB-C port: This is a modem and
versatile USB port standard that has been
widely adopted across many devices due
to its compact size and high data transfer
speeds. Unlike older USB connectors
such as USB Type-A, Mini USE, Micro
USE, or USB Type-B that only fit one
way, the USB Type-C connector is
reversible, meaning that it can be plugged
in either way, as shown in Figure 1.22,
This feature makes it more convenient to
use, and you don’t have to worry about
which side is up.

>, '
v

Figure 1.22: USE-C pluy
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The USB technology has evolved over
several generations, as shown in Figure
1.23. Each generation 15 characterized
by improvements in data transfer speeds.
As of 2024, USB technology can support
data transfer speeds of up to 40 gigabits
per second {Gbps) through USB 4 and
Thunderbolt 4 technologies.

jAA11A11]

LMSE 2.0 |[USBAZ|use 22| USHY2 SE4
m“ﬁ*l“mbﬁ\ nalu

SEDMEEs E-n'l G2 [Gennz
Figure 1. 23: USE vencrations based on daia

10GEg | 200sbps

transfer rate

USB connectors come in different shapes
and sizes, which have evolved over time,
as shown in Figure 1.24

o

S
usg-A

- [ ]
use- '.Hli Moy

L
USB-B UsB-C |USB4 | Thunder

FALL

Figure 1.24 Basic USB tvpe

A thunderbolt port: Is a super-fast data
transfer. and multi-functional port that
integrates  with  USB-C  technology.
Thunderbolt ports were the first USBs
o allow computers 1o be connected
to multiple peripheral devices, like an
external hard drive or a monitor, using
just one cable and port on a computer.
The Thunderbolt port looks identical to
a USB type-C port, as shown in Figure
1.25.

Imagine you have a laptop with only one
port but want to connect 4 monitor and

e s iy

a hard drive and charge your computer
simultaneously. With thunderbolt, you
can do all that with just one cable, [t
is fast, powerful, and can do many
things simultaneously, making it very
convenient for people to | connect
multiple devices to their computers see
Figure 1.26.

Figure 1.26: Thunderbolt connection

Cross-connection of ports: The USB
standard was originally invented to
lacilitate connections between  senial
port-to-serial and serial port-to-parallel
port devices. An example of a serial-
to-serial port commection is a USE
Type-A to USB Type-C connection
cable. An example of a serial-to-parallel
connection is a USB Type-B to VGA or
USB Type-B to a printer port.

These kinds of cable connections are
normally called adaptors. Figure 1. 27
shows adaptors that convert USB to
HDMI, VGA, and DVI.
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§) ‘€

HOMIt USB adaplor YGA 1o USB adaptor DV to USE adaptor

Flgure 1.27: USB 10 other ports aduptors

USB Connection procedures

Requirements:

l. Acompuler
2. USBs (Types A, B, and C)

Procedure
. Checkifthe computer’s USB female

port and the USB cable’s male plug

are compatible as shown in Figure
1.28.

Use 2.0 USE 3.0 | % .‘%’
L S 40
<7 B B

Figure 1.28: Heads of USB

NOTE:

(a) -~ Except for USB-C, other USB
ports have a specific polarity, so
check the polarity (i.e. ensure
proper orientation when plugging
them in).

(b) USB 2.0 and 3.0 are backward
compalible, meaning they can
share the same port, but the
transfer rate will depend on the
type of port and cable used.

(c) The USB-B and USB-C
connectors each have distinet
ports on the computer, with
USB-C being more common in
modern devices due to its
reversible design and faster data

transfer capabilitics.

|
L]

Connect the USB male port as
per polarity by inserting it into the
comresponding USB female port,
using moderate force until it
reaches its seat end as shown

in Figure 1.29.

Figure 1.2%; Comnecting a USB male plug to a
computer s USB female port

Nﬂ'TE:
Do not use force to connect; check the

head-to-head orientation before using
much force.

USB testing procedure

USB is used for different purposes. Each
purpose has its own testing procedure
or connectivity indicator. The following
are the common purposes and testing
procedures.

| — L — -
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PURPOSE

TESTING PROCEDURE

USB for storage
hardware such as
(flash disks, hard

1.
2.

Plug in the USB as per procedure,
Open “This PC” in your computer and check the
list of storage media to identity the name of the plugged

disks, and phones)

~ [viet dmd dwes B
- Lcal Bk (521 P gy e 4] 1D P Dy 0
Sy 5.7 10 dare o 133 0K Nmg® 15k GE e of 14 GB "'I-
CAGMA ]
N Wyl [F =T
: , CRDivaiG T T T
13436 lnee ef 105 6B - s

USB for
hardware such as
keyboards, mice and
charging

inpul

| Figure 1.30: Marked red is the flash disk plugged into a computer

.
2.

oy

Plug in the USB as per procedure,
Test the hardware function such as moving the mouse
or type anything using the coninected keyboard.

IFer USB used for chmﬁilg' check charging status on
the charging indicator icon as scen in Figure 1.31

55

0957
18/10/2024

pu “' 29°C A /5 ba) G

Flgl]l‘l:l 31 Charging indicator

USB for printers,
networks,
projectors, and other
connections

Plug in the USB as per procedure.
Configure the hardware as per hardware requirements,

~

High-Defimition Multimedia Interface (HDMI) port

A HDMI port is a type of display technology mainly used to provide high-quality
video and audio. It supports high-definition (HD) videos and very high-definition
(VHD} audio resolutions. This port connects computers to Liquid Crystal Display
(LCD) and Light Emitting Diode (LED) screens. HDMI has several versions that
have evolved with the market and technology changes, such as HDMI Types A up
through E. See Figure 1. 32 for reference.

! Not used in
any products

Automolive
uﬂnm‘:tlurl Eystum

JJ:
miiliih'i‘-‘-i’ﬁrl D

P

Standard Dual-Link  Mini Micro
A

E

B C D

Figure 1.32: HDMI tvpes
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HDMI connection and testing

Requirements:

1.  Acomputer

2. A UDMI cable

3, ATV sel A projector

Procedure
1. Find the HDMI ports

Locate the HDMI female port on your PC (usually on the side or back) und the

projector, then check if the cable’s HDMI male plug and computer HDMI female
port are compatible. g
NOTE: The HDMI ports have a polarity, so check the polarity and type to plug
in the correct port and in the right way, see Figure 1.33 showing the HDMI ports.

1

USB-C DisplayPort HDMI

Figure 1.3%: # DMI male ug and HDMI female ports

2. Connect the HDMI cable
Plug one end of the cable into your PC’s HDMI port and the other end into the
projector’s LHIDMI-port as seen in ligure 1.34

Figure 1.34: HDMI connection
3.  Select the HDMI input
Use the projector’s remote control or the control panel 1o select the HDMI
input (if it doesn’t automatically detect it). See Figure 1.35 as an example.

A
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Sources - Saarching all sources._... Liasiy| Funcilomns:
(D8~ HOMI (8 |
(oe— HDMIZ Color Mode  Power Consuption
=e— HDBaseT
i KIE
- Computer nage Enhancement  Spht Screen
B ENC
Ll LAN = @ \
Cic= Screen Mirroring M ot " \
Tomm Dhaplay Hams @ fEsahies FPld: 133454678 F g, :"‘
"1l Projectsr Kame: (ERAIY Kayword: Eid “ | o
SSID @ FESRST |y 080diadkin tEnt | =, L
e IP ; Qusk A 1P 192, 168,708, 100 Dispiny the QR Coda
Swilch the source. [Fame] (it

Figare 1,35: HDMI display opriows™ .
4.  Set up the display \ ./
Press (Windows Key + P) to open the dlspla}r options on your PC.
Choose one of the following options as shq‘wn in Figure 1.36
{a}  Duplicate: Displays the same screen on both your PC and the
projector. >

‘s
(8)  Extend: Expands your debktﬁp across both the PC and the projector.

{c)  Second screen .-:mIv DlSplr.l}“S only on the projector.

‘h
F—

"' \
VO

Figure 1.36: Prafection display aptions

NOTE: Your PC should now be connected to the projector, displaying the screen
as you selected. Tf needed, adjust the focus, zoom, or keystone
~ seltings on the projector lo get a clear image.
Digital Visual Interface (DV1) port
A Digital Visual Interface (DVT) is a connector used to connect a computer 1o a

monitor. The DVI is normally white, differentiating it from the VGA port, as shown
in Figure 1.37.

-
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' DVlcable DVI port

Figure 1.37: DVI cable and a DV port

Connecting a computer to a projector
or a Television (TV) using a DVI cable

Requirements:

1. A microcomputer

2. A monilor or projector with
DVI port or an adaptor with a:
DVI connector

3. ADVlcable

Stleps

1. Locate the DVI ports on
the computer

Find the DVI port on your

computer. It is usually located on

the back of the desktop or on the

side or back of a laptop,

NOTE: The DVT port is a rectangular
connector with multiple pins
inside. See Figure 1.38

DVI cable
Figure 1.38: DVI female and mule ports

2,  Locate the DVI port on the
projector or TV

Find the DVI input on your

projector or TV, Some TVs or

projectors may not have a DVI

port; in that case, you may

need a DVI-to-HDMI adapter

or cable. This is as shown in Figure

1.39.

Figure 1,39: DV 10 USB adaptor

Connect the DVI cable

Plug one end of the VI cable
into the DVI port on your
compuler.

Secure the Connection: If your
[DVI1 cable has screws on the
side, gently tighten them to
CNSUre a SeCUre connection,
Connect to a display device by
plugging the other end of the
DVI cable into the DVI input
on your projector or TV,
Select the DV input on

the projector or TV

For a projector, use the remote
control or the buttons on the
projector to select the DVI input
as the source. This may be
labelled as “DVI™ or “PC"
depending on the device as

CamScanner
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shown in Figure 1.40.

™ EFS0ON

Bources : Sasrching all sources.... Usetul Functions:
(D HDMI i@ |
(De— HDMI2 Color Mode  Power Consuplion
e— HDBaseT \
== Computer Image Enhancement  Spiit Screen b
P—= BNC N " I,-"'"
il LAN = @ —
Clce Screen Mirroring [ L

Oime Dapley Mame © JEILSS 1S PR 12345408 L :.,..'

Wia Projectior Name: [ESASI14 Keyword: By %,
SSID ¢ (BRI TS Sl Tardindnms | —
e jP ;O A P lﬂ.ﬁ.l..ml.LH \.\ | Dwsplay the OR Code

Bwilch the souwrce. (Home) (Ext

Figure 1.40: Fny'ﬁ-tm-.:_'n;‘:‘irf aptions window
A

-"J /-' ]

5. Set up the display

Press (Windows Key + P) to np:n the display options on your PC, then choose
one of the following ﬂptmnq as shown in Figure 1.41.
(a) Duplic are* Dupldya the same screen on both your PC and the
pruju.lur. :
(b) Fr?md Expands your desktop across both the PC and the projector,
fc) “Sec ﬁgmf screen only: Displays only on the projector.

Figure 1.41: Projection display oplions

(% CamScanner
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6. Adjust display settings if
necessary
Your PC should now be
connected to the projector,
displaying the screen as you
selected. If needed,
adjust the focus, zoom, or
keystone settings on the
projector to get a clear image.

7. Optionally, connect an audio
cable
Typically, the DVI does
not transmit audios. Connect
an audio cable from your
computer’s headphone jack or
audio output to the projector/
TV's audio input, or use external
speakers if you need sound.

8.  Test the connection
Make sure the image appéans
correctly on the projeetor or TV,
IT there are any issues, recheck
the connections and settings.
Fnllnwing these steps will allow
you to cr:-n.ﬂect your computer
to a projector or TV using a
DVI cable.
Yideo Graphics Array port
The Video Graphics Array (VGA)
is an older port used to connect a
computer to 2 monitor. It was widely
used in the past and is sull used for
some old versions of computers. The
VA port sends video signals, making
it suilable for colder momtors like
Cathode-Ray Tube (CRT) screens.
However, it can result in lower image

mwpum Applications E
[

i

quality compared to newer technologies
on modern digital displays.

The VGA port is easily recognizable
by its 15 pins arranged in threc rows of
five, and the connector is usunally blue,
which helps differentiate it from other
connectors, as shown in Figure 1.42.
The VGA was the standard video
connector for many years and is still
found on some older  compulters,
monitors, and projectors. However, ithas
mostly been replaced by newer digital
connectors like HDMI, DisplayPort, and
DVI, which offer better image quality.
Modern equiipment has phased out VGA
ports in favour of digital connectors
like HDMI, DVI, and USB for superior
performance.

VGA Cable head

Figure 1.42: VGA port and iits

covresponding connecior

Activity 1.6

Connection of a computer with VGA
to a projector or TV

Requirements:

1. A microcomputer

2. A monitor or projector with
VA port or adaptor with VGA
connector

3. AVGA cable

Procedures

1.  Locate the VGA ports
{(a) Find the VGA port on your

CamScanner
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computer. Tt 15 usually a 13-
pin port on the back of a
desktop or the side/buck of a
laptop. See Figure 1.42 for
reference.

(b} Locate the VGA input on
your projector or TV, Itis
typically the same 15-
pin port as on your
computer.

2. Connect the VGA cable
(@) Plug one end of the VGA
cable into the VGA port on
your Computer.
If your VGA cable has
SCIrCwWs
on the side, gently tighten
them
connection.
Plug the other end of the
VGA cable into the VGA
input on your projector or
TV.
Again, tighten the screws
10 secure the connection if
apphcable.

(b)

(<)

3.~ Select the VGA input on the
projector or TV
Use the remote control or buttons
on the projector or TV to select
the VGA input as the source,
This input may be labelled as
“VGA,” “PC,”
or “RGB” depending on the
device,

to secure the.

4,

5.

7.

Set up the display on your

computer

On your compuler, press Windows

Key + P 1o open the display options.

(a) Duplicate: Show the same
screen on both your computer
and the projector/TV.

(h) Extended: Use the projector/
TV as an extended desktop.
(¢) Second screernt only: Show the

display only on the projector/
TV.
Adjust display settings if

necessary

(a) Resolution and aspect ratio:
You may need to adjust

the resolution or aspect ratio
on your computer Lo ensure
the best picture quality on the
projector or TV.

Focus and positioning:

If using a projector, adjust the
focus and positioning to
ensure the image is clear and
properly aligned.

(h)

Optionally, connect an audio
cable

VGAs only transmits video, so if
you need sound, you will need
to connect an audio cable
scparately. Plug one end of

the audio cable into your
computer’s headphone jack
or audio output, and the other end
into the projector/TV's audio
input, or use external speakers.

Test the Connection
Check that the image appears

CamScanner
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correctly on the projector or TV.
It the display is not showing
properly, recheck your connections
and settings.

By following these steps, you will
be able to successfully connect
your computer to a projector or TV
using a VGA cable.

Afler completing the activity, wrile
down any challenge you have
faced and how you have solved it,

The Ethernet port

An Ethernet port is used to connect a
computer o a network or the Internet
using an Fthemnet cable. The shape of the
cable and port is as shown in Figure 1.43.

Some computers come without a built-
in Ethernet port, bul a USB-to-Ethernet
adaptor, as shown in Figure 1.44, can
be used 1o connect the computer to an
Ethernet network using a USB port.

V'
’/

Figure 1. 43; Ethernet cable and an
Eihernet port

Figure L44: U758 ro Ethernet adapror

Actiyity 1.7

Connecting and testing an Ethernet

-cable on a microcomputer

Requirements:
‘1, A microcompuler with an
Ethemet

port or with a USB port and USBI
to Ethernet adaptor
2.  An Ethernet cable which is
connected to a router for Internet
ACCESS
Procedure
1. Locate the Ethernet port
Find the Ethernet pert on your|
microcomputer, It is usually al
small rectangular port, often
labelled “LLAN" or “Ethernet.”|
See Figure 1. 43 for an example.,
2.  Connect the Ethernet cable
(a) Plug one end of the Ethernet|
cable into the Ethernet port|
on your microcomputer.
(b) Plug the other end of the
Ethernet cable into the

¥
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Ethemet port on your router,
modem, or network switch.
3.  Check for a connection

Indicator lights: Look at the
Ethernetpertonthe microcomputer.
There may be small indicator lights
(LEDs) next to the por, that should
light up, indicating an active
connection, as shown in Figure
1.45.

Figure 145: Ethemel conneciion
indicater LED
Network icon: Once the computer is on,
check the network icon in the system
tray (bottom-right comer of the screen).
It should indicate a wired connection
{usually shown as a computer screen or a
plug icon) refer to Figure 1.46.

Figure 1.46: Ethernet connection icon

4.  Test the connection
Launch a web browser and visit a
website to confirm the connection
15 working.

-

5.  Troubleshoot if there is no
connection

If you do nol gel a connection, try

the tollowing steps:

(a) Ensure both ends of the
Ethemnet cable are securely
plugged in. :

Try using a different Ethernet
cable or port on the router.
Restart _the router and the
MICrocomputer.

These steps.will allow you (o connect
and test an” Ethernet cable on a
microcomputer successfully.

An Ethernet cable is essential for stable
and fast data transfers in homes and
offices.

(b)

(c)

i

Audio Port

Audio ports are shown in Figure
1.48. There are typically three audio
ports for connecting various devices,
such as headphones, speakers, and
microphones: The pink port is usually
for microphone input, the light blue
port for stereo line-in, and the green
port for headphone output.

To connect and test an audio cable to

a microcomputer

Requirements:

l. A microcomputer with an audio |
port or with a USB port and an
audio adaptor

2. A speaker or MIC to be
connected Procedure

Compuoter Applications
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Locate the audio ports

Find the audio ports on your
microcomputer, They are usually
small roundish ports as scen in
Figure 1.47

Figure 1.47: Awdie poris

Line out {green port)
fa) Function:  Sends
signals to external speakers

& ¥
audml

or headphones.

(b) Typical Use: Connecting
stereo speakers or
headphones.

Line in (blue port)

fa) Iunction: Receives audio
signals from external audio
devices.

th) Typical wse: Connecting

devices such as CD players
or other audio sources for
recording or playback.

Microphone (pink port)

(@) Function: Accepts audio
input from a microphone.
(h)  Typical wse: Connecting

a standalone microphone
for wvoice recording or

communication.
You can alternatively use a USB 1o audio
port adaptor as shown in Figure 1.438

Sl o

ke

Figure 1.48; USH-to-Audio port adaptor

NOTE: The more recent audio ports,
as shown in Figure 1.49, combine both
microphone, speaker and recording
functions into a single porl. This
allows simultaneous functioning of a
microphone and speaker through one
connection, similar (o the functionality of
the day-to-day earphones we are using,
which have a built-in microphone.

Figure L49: Single multi-functional
aeiclio perrt
Connect the audio pin
(a) Plug one end of the audio pin
into the audio port on your
microcompulter.
(b) Plug the other end of the

.3
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audiopinintothe speaker. ITanother end has the earphone or microphone,
it means that the microphone or earphone is directly connected.

{c) Select the function you need to use in a popup menu as shown in Figure
1.50.

Which devica did you plug In?

Line In

Mic In b
Headset [with microphone) < '
Speaker Out i : b
Skullcandy Headphaone . ,.:"
Dall Speaker Out :
Skullcandy Headseot

Enables auio popup dialeg, when device hae bean plquud i

Speaker setup

— ]

Figure 1.50: Al r’f;__f'(i:uif{"&m! selection popup mere
Test the connection -~ .~
Open an audio program and test the connection by playing the audio or

recording the sound Gsing a'microphone.
% F

The Power Connection Port

The power conncction port is used to connect the adaptor/ power supply to the
computer. It comes in different shapes and models based on the manufacturer and
version of the computer, as shown in Figure 1.51. Currently, the USB Type-C
connector has become a standard charging option.

WGREEHN O Sanrechbor
Eor Lenave Laptaps

2

UGREEN DL Connectar
lor HP Laptops

B

UGREEN DG Gonnector
for AGER Lapiogs .

Figure 1.51: Different power connection heads (&emale and Male)

{hlm“rl of PF‘IH{‘T
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Connecting a computer to a power
supply
Requirements:
1. A power adaptor
2. A computer
3. A source of power compatible
with power adaptor

Power connection procedure

1. Select the power supply pin
which is compatible with the
power supply port.

Connect the adaptor to the AC

power supply as per the

instruction manual.

3. Connect the power pin to the

power port.

4, Check the battery charging
status by using the power
supply LED on the computer
or at the bottom rght corner of
the computer monitor, as shown

b3

in Figure 1.52.

1 N . 0%57
e 29°C ~ Fmn 1102024 BB

Figure 1.52: Power connection indicator

L Exercise 1.3

1. List down six catcgorics of
computer ports based on their
functions.

2. Connect a microphone to the
computer, use the application
for recording to record your
favourite song and save it
in your computcr.

3. Use the USB flash drive to

_—

transfer a document from one
computer to another.

4. Connect the projector using
both HDMI and VGA ports,
then display the same content
through each connection and
identify the key differencesin
image quality between the two

display methods. ;
4

-

Element 3: Connecting a compulter to
the Internet

By the end. of this element, you will
be able to identify computer networks,
describe the Internet concept, connect
computers to the Internet, and use a
search engine o search for material
from the Internet.

A Computer Network

A computer network is the connection
of one computer with one or more
computers or other devices 10 exchange
information and share resources.

Types of computer networks

The following are the types of computer

networks based on their size or

geographical coverage area, ranging
from small personal networks to global
wide area networks.

1. Personal Area Network (PAN):

An example is connecting (0 a
Bluetooth network.

2 Local Area Network (LAN): An
example is connecting your device,
such as a phone, to a Wi-Fi network.

3. The Metropolitan Area Network
(MAN): Anexample is a bank’s
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network connecting two branches
within one region.

4, Wide Area Network (WAN):
An example is when connecting
to the Internet, which spans across
regions and countries.

The Internet

It is a global network of interconnected
computers and SErvers that
communicate with each other. It allows
billions of devices worldwide to share
and exchange information, enabling a
wide range of services like emails, web
browsing, file sharing, online gaming,
social media, and more, as shown in
Figure 1.53.

The Internet has become an essential
tool in our daily lives, simplifying many
activities. It allows us to communicate
with people anywhere in the world and
find a lot of information and resources.
It also helps us connect with various
government services, such as checking
examination results, finding school
placements, and applying for different
Services.

In short, the Internet makes the world
feel like a small village, where events
happening anywhere can be shared
instantly or communicated live to the
rest of the world. Since no single person
or organization controls the Internet, it
is a very flexible and powerful system.,

Figure 1.53; Internet conrection illustration

Connecting computers to the Internet
In your local area, you may have come
across an Internet cafe, seen Internet
cables, or used a phone that can connect
tothe Internet. All these describe different
ways of accessing and using the Internet.
Connecting to the Internet is similar to
connecting to a power supply. You need
cables to connect, and once connected,
the power company supplies electricity
o your meter. Once the power 1s at the
meter supply point, you need to pay forit
before or after use.

Similarly, Internet access works like a
power grid. Different companies provide
Internet access, connecting customers
through wired or wircless systems. For
example, an Intemet cafe is connected
to the Internet, and when your phone is
using data (MBs) and has its Inmternet
connection turned on, it is also connected
to the Internet,

oy -’*Pv“fmﬁzn
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There are two methods for connecting compulers Lo the Internet, namely; a wired
connection and a wireless connection,

A wired connection

A wired connection is a method of accessing the Internet using physical cables to
connect a computer to peripherals devices that provide the Intemet ulterfacf: su ch
as routers, modems, or Ethernet wall outlets.

This type of connection offers a stable, reliable, and often faster Internet l:c_-fnfécticrn
compared 0 wireless options.

Activity 1. 10 o~

o
§ ™

To connect a computer to the Internet using the w:red connection method
Requirements:

1. Acomputer with Ethernet port {The allcrnanve 15 a USB to Ethernet adaptor) ‘
2. An Ethernet cable /7
3. An Ethernet wall nutlct.r’plam (Almmatwes are network devices such as a |
hub, switch, or muter]
Procedure
1. Locate the Ethemet purt
Find the Ethemet pon, on your microcomputer. It's usually a small
rt:LLdnguldr purt often labelled “LAN" or “Ethernel.” See Figure 1. 43

2. Cﬂl‘llﬂ!fﬂt the Ethernet cable
r{4.:1}! 'Ejué one end ol the Ethemet cable (male port or connector) into
__J your computer’s Ethernet port (female port or connector).
Ve {(b) Plug the other end of the Ethernet cable (male port or connector)
e S into the Ethernet wall outlet port {female port or connector) or
router, switch, or network switch.

3. Check for a connection
Indicator lights: Look at the Ethernet port on the microcomputer. There
may be small indicator lights {LED) next to the port, that should light up, |
indicating an active connection. As shown in Figure 1.54

-ﬂi\nﬂ- =
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Figure 1.54: Ethernet connection indicator LED

Nerwork icon: Once the computer is on, check the network icon in the system
tray (bottom-right comer of the screen). It should indicate a wired connection
(usually shown as a computer screen or a plug icon) see Figure 1,335,

Figure L. 55: The Ethernet connection icon

4. Test the connection
“Launch a web browser and visit a website to confirm the connection is working.
As shown in Figure 1.56

Figure 1.56: Chrome web hrowser

o prueker .-'\prll icakions
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5. Troubleshoot if Necessary
No Connection? If you don’t get a connection, try the following:
1. Ensure both ends of the Ethernet cable are securely plugged in.
2. Try a different Ethernet cable or port on the router.
3. Restart the router and microcomputer.
These steps will allow you to connect and test an Ethernet cable on a microcomputer.

Wireless Connection .

A wireless connection is a method of accessing the Tnternet without physical
cables. Instead, it uses radio waves or other wireless signals to connect devices like
smartphones, laptops, and tablets to the Internet. A wireless connection is determined
by the wireless technology it uses. Wi-Fi (wireless fidelity); Bluetooth, and mobile
telephone networks are examples of wireless technologies.

- ¥ Foal
'_!_.I..-_|'| 3

Connecting a computer to the Internet using wix_'e]ess: connection methods
1. Go to your computer’s settings by clicking on the start menu, as shown in
Figure 1.57, and type settings. 5§ttiﬁj§ icon will pop up. Click on it to go to
the setting as shown in Figure 1.57¢
2. Click on the Network & Tnternet setting.
3. Click on Wi-Fi as shnwfl:j' in Figure 1.58.

Settings \ N

Systém o Devices
E"' E Bluetooth, printers,

mouse

Display, sound,
notifications, power

Mobile devices
s Link your Android, iPhone

‘\] Netwark E Internet
Wi-Fi, airplane mode, VPN

j Personalization EE Apps
I I Background, lock o= Uninstall, defaults
screen, colors

Figure 1.57: Window setting menu

Tﬂumputﬁr Applications
1
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Wi-Fi

ey Wi

I i g wetnng I~ Related t.:l.'l:lngs
On
m Change adaple oplions
Brpwcrt A lrasena Mgigmsprerie Hall Change sdvanced Lharmg ophions

.I'ﬁ Corwmecied
8 S Hetwark and Shanng Cenira
Wiarudorary Forewr ]
[ ST FRERTET S P

Mlanage bnowr nEtwirks Wﬁ‘-hﬂ'ﬂl
- Haotzpot 2.0 netwaorks :h-'-g ur-h!um haochasare adcheknas
il Hoenpot PO BeTe0mE Aaln i il EECLNE W CONPT T gl WA-F mng Wil iengaen
s e s Ot teelp
fr  Arpians mese Lit e Dinien S Lip 42 Gt connacted o
84 ickus hotupot @ o= Ferdhach
LI

Ve oy e ey o gnd chooss 5 Hodapgl ] netaager, w8 o §
e o e in Choose from 30 you e Qe onlee.

Figure 1.58: Netwark setting menu

4. Click on show available network a8 shown in Figure 1.539. The available
wircless will pop up, and select the Wi-Fi Hotspot for which you have the

password.
o Wi-Fi
| i 3 g w-i"Fi
Network & Intemet QL) On
# Muyltpurposs Hall
ﬁ sum . f:l',: Carnectes tecures
Iﬁ- Wi-Fi whow avaldable networks
. . Hardware properties

¥ Ethernet Manage known networks
@ Dial-up Hotspot 2.0 networks

otspol 2.0 retweorks make § moes vecune 1o connect Bo pullic Wi
iﬁ& ~VPN hotencte, They might B Svilabos in pubbc places like srpor, hoiely

d cafri
# Airplane mode  Let me use Online Sign-Up to get connectad
#} Mobilehotspot @D On
@ Whaen yraa tum thi on sad choose § Fatspot 1.0 recwor, v phow 2

Proxy kst o prowiders 10 choose from 59 you £an get online.

Eﬁhﬂmhl_em g4 P amed® Lihe@sae

Figure 1.59: Available networlks list
Alternatively; you can use the tool bar command at the bottom right corner
of the computer to check for the Internet icon and click on it, as shown in

Figure 1.60.
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Korm Orne

7= Mulpurpose Hall
Connected, secured

Froperiies
Disconnect

% DIRECT-5b-HP M281 Laserjet

i % Galaxy A23 5GT2F4
. % Galaxy A34 5G EEST
= TECNO SPARK 4
8 Xperia XZ2_6737

“.::-; Coach

Metwork & Internet seftings
Chamgié da ki
fid 2n Byl

Mobile
Adplans s | B alapal

%, vach 35 making & connecbon melered,

Wi-Fi

B e

Figure 1.60: Available networks list

3. Click on the hotspot you want to
connect to if it is secured with the
password, make sure you have
the password.

6. Insert the password and click to
connect. _

7. Test the connection by opening a
web browser and search for the
information.

For -instance, you may search “Hello
Tanzania™ on the web browser.

From the above procedure, if you have
encountered any challenges, discuss
them with your teacher on how to solve
them and try again.

Accessing content from the Internet
From previous activilies, you can
connect your device to the Tnternet and

enjoy accessing shared resources or
content from other connected devices. In
this section, you will learn how to access
[nternet content.

There are numerous applications of the
Internet that allow you to access a wide
range of content, as illustrated in Figure

1.61.

ml Culurn |
R 1!,' fl,‘.

Figure 1.61: Yurious ways (o use

the fnternef

World Wide Web and Web Browsers
The World Wide Web (WWW) in very
simple terms, describes a network of
connected documents and resources
on the Intemet that let people access
and share information casily. To access
content from the web, you use software
applications commonly referred to as
wch browsers.

These include Microsoft Internet
Explorer, Google Chrome, Mozilla
Firefox, Microsoft Edge, and Apple
Safari. Tn Figure 1.62, You can see the
nine most commonly used web browsers.
Moreover, looking closely at Figure
1.62, you will notice 42 more browsers!
The browsers give you an interface to

ruumputer Applications
bl
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access onling content, which is collectively known as the World Wide Web,

- e S - B =
- & g ™ e A P B e b s o & B O 'l
Go:ge wish v ®x 4 3o & =0
Al I3 VORE MR BDOKI WS WD b M Toig
Dewnices T g Lot Fozim Exmerpa s = L [ Fhoiea (e -
WeD browsers &
R EOUROM. MOCIE T LT
Caégre Chramd = Mol Edaw ¥ -9 "
[ L Ew iy b
O | (i P | S x - —
2ptan - B 2
Oy 4 L i Fuos e
e - -
Ibiirot Engicipd an T DT -
‘Wrrmidi - Propr ey ol SR WERE
Tarime F
.__ P 8 [
W ¥
¥ e A 5 - D G E]
nj Fpar v W Arir

Figure 1. 62: Some of the commaonly used weh browsers

Web resources are given unique addresses known as Uniform Resource Locators
(URLs). A URL provides the exact location (server) where a particular resource -
such as a text file, video, audio, photo, or printer is stored.

Once you open your browser, you type the URL into the address bar, and the
browser will present the resource on your screen for content or give you access to
a shared resource. Figure 1.63 shows a newly opened web browser where you can
enter the URL in the address bar (o interact with the resource you are seeking.

— - -_—
Ivlu-n— L - B u

oo (5 hipaoltiegodz +)E D @8

e I * |

Address bar
Navigation GODQIE
| s @
Search ™ " 7T

]
H o Tyva reee I AR

Figure L&3: Google Chrome web browser interface (Google search engine is displayed)
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Search engines

So far, you have familiarised yourself with the web browsers, you may, however,
not know the exact address of the resource you wish to find. This is where search
engines come to the rescue. A scarch engine is a web application that can search
threugh millions of resources on the web and present the results Lo you, Google is
the most famous search engine, but others include Yahoo!, Bing, DuckDuckGo,
and Mamma.

For example, you might need to access online books from the Tanzania Institute of

Education (TIE) website. The following activity guides you lhmi.lg}g accessing the
Form 11 mathematics book.

Searching for and opening the online Form 11 Maih ematics Book [rom TIE

Requirement:
A computer with Internet access = v
Steps: 'y, B,
. Get a computer device which is connected Lo the Internet and open a
browser of your choice. [
2. In the browser addres’s bar, E}pe “www.google.com” and press the “Enter”
kc}' W N ,Hr’

3. You will be dlru:tcd to the Google homepage. On this page, there will be a
search box wheﬂ: you can type the name of the resource you wish Lo find.
Type “TLE Form 1l Mathematics Book online™ and then press “Enter”.

4. Alist nf scarch results or “links™ related to the book should appear, as
shmm below A list of search results or “Links" related to the book should
appcar as shown in Figure 1.64.

=) * - S ——

* + @ B VIR

. “ﬁ-“iﬂ-ﬁl—- Wpltete B i |
B el i P T (T - Bk 8 G

i R

‘H—F—i—-.lﬂtl—d\-ﬂ

H.ih---h--i

Figure 1.64: Uising Google as a search engine
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Lad

Point your mouse on the scroll bar, as shown by the red arrow in Figure
1.63. lefi-click and hold, then drag to navigate through the list of results. Al
the bottom of the list, you will see additional pages (numbered 1, 2, 30)
containing more links.

Click on the first link (highlighted in the red box) to open the online book. At
this point, you will see the book, and you can proceed to browse through it
by clicking on the “<” and “>" symbols, as shown in the Figure 1.65.

= a2
I- e Vel erpawlh L]

- B ML gl ety Skt Bl bt e e, i, i W S [ L B O o

&= ELIPHTMLS® Faatures ~ Expicm ~ Tomplates - Pricing __m_

Figure 1. 65: TIE vnline book view

Using a web browser of your choice and a search engine of your choice, find

a video tutorial that shows how to connect a computer to a phone’s hotspot
network (accessing Wi-Fi using your phone), then write the procedure

based on the video you have viewed,

Open the web browser of your choice, such as Google Chrome or Mozilla
Firefox. Go to TIE website, and search for the “Computer Application Form
One™ book. When you locate it, open it and start reading the book from online.
After successfully accessing the book, make sure 1o document the steps you
lollowed.

Explain the key benefits of Internet in our daily life.

Open a web browser of your choice and search for, “Antificial Intelligence (A1)".
From the material you obtained, find the proper Al tool and study how to use it
and prepare a short report of those procedures,
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In which part of the CPU can the calenlation of (2x4/5) be executed?
List four computer output and input devices which are used in daily life and
their functions.

The HDMI cable is better than the VGA and DV, Why? Justify this statement
by indicating the features of each port. *r-!
What is the function of * Windows+P" in setting the computer pcnphcrals‘?
Connect the computer to the Internet using wireless cﬂnnectmmﬂqﬁd use a
web browser of your choice to search the following, “A v1dm ﬂ-f four stroke
engine working principles”. View different videos and a.ummanse thf: working
principles.

Explain the negative effects which can be caused by tlﬁ;ir;temet usage in daily
life. -,

List four (4) advantages of wireless connection ﬂ\"E.'I:_ wired Internet connection.
Search for and prepare a list of five wehsntes which you can use to access
official Tanzanian government mﬁ:-rmaupn?‘_me these websites, identify the
key similarities between them.  » A

tmn]mrﬂ N W
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“Module

Office application j

Introduction

In the past, documents were processed only manually
and in hardcopies; either handwritten or typed using a
typewriter. These methods were time-consuming, tedious,
and offered limited editing options. In the modern days,
documents can be created, formatted and edited digitally
using computer applications such as word processing
software. This module has one unit which is word
processing. In this ‘module, you will learn the concept
of word processing, as well as editing and formatting a
Microsoft Word document. The competencies developed
will. enable you to efficiently prepare documents in
different Microsoft Word formais.

Unit 1: Word processing

This wunit consists of two elements
namely: Introduction to word processing,
and Working with the Microsoft Word
element. The competencies developed
will enable you to prepare Microsoft
Word documents in different formats.
Element 1: Introduction to word
processing

By the end of this element, you will
be able to explain the concept of word
processing and the benefits of using
word processing software.

The concept of word processing
Word processing refers o the creation,

editing, formatting, and printing of text
documents using software known as
word processor.

This software allows users to write,
revise, and format text, making it
suitable for various purposes such as
creating reports, letters, essays, and
other written content. The principal
functioning of the word processor is as
shown in Figure 2.1,

Key features of word processing
software include:

|. Text formaiting: Changing
fonts, sizes, colours, and
alignment,

Computer Appl imtEaLz‘
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Bl ol

Paragraph formatting: Adjusting line spacing, indentation, and justification
Spell check: Identifying and correcting spelling and grammatical errors
Tables and lists: Creating tables, bulleted lists, and numbered lists
Inserting elements: Adding images, charts, hyperlinks, footnotes, and other
elements

There are various examples of word processing applications (as shown in Table 2.1),
but Microsoft Word is one of the most widely used and adopted for busincsﬁ__and
personal purposes. Microsoft Word has been released in different versions, including
MS Word 2003, MS Word 2007, MS Word 2010, MS Word 2013, MS Word 2016,
MS Word 2021, and Microsoft Word 3635, Microsoft has pe:iudjcallj,?‘ updated these
versions to add new features and capabilities.

Name of the word processing Name of the companythat owns the

~ Figure 2. 1: Busic functions in word processing

Importance of using a word processor
A word processor offers several key
advantages including:
(i) Allowing wusers to correct
mistakes in a document easily,
(11) Enabling storage of documents
for long-term use and future

f}mhﬂ' Applications

application application

Microsoft Word Microsoft=, ",

WordPerfect Corel . ./

Google Docs Google ™

WordStar ) i'h'_!l&l’ﬂp_l'ﬂ

Pages ‘(T Apple

Open Oflice Writer S Apache Software Foundation (previously
- __\L{{/ known as Sun Microsystems) B

relerence,

(ii)Facilitating the creation ol high-

(iv) Automatically

guality documents by offering
numerous  formatling  fealures
such as borders, text layouts,
bullet styles, lines and paragraph
spacing, indentation, shading,
belding, underlining, and more,

checking  of
spelling and grammar using built-
in tools, improving the owverall
quality of the user’s work, and

Providing customizable
templates, which save time by
ofTering pre-designed formats for
various types of documents such
as resumes, reports, and letters.
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Exercise 2.1

1. Collect two documents created using word processing software and copy
their content by hand into two handwritten copies,

2. Write down six challenges associated with handwritten documents.

3. Using a library or Internet resources, collect two documents ; one prepared
using a typewriter and another prepared using a word processor,. cumpare
the two documents and summarize, in your own words, the sxgmﬁcancc of

a word processing program. vV
4. List six features of a word processing program that make 11 auseful tool in
?‘r '.|
daily life. - .
:__'l:ﬁ"J _.-4“"‘l

Element 2: Working with Microsoft Word

By the end of this element, you will be able to create a new MS Woerd document,
identify different parts of the MS Word window, and describe how to control MS
Word documents using different commands: You will also learn how to save MS
Word documents in different formats, edit and format them, as well as inserting
tables and pictures.

NOTE: The instructions in this book are based on MS Word 2021. Microsoft has
designed the interfaces and feaiures of MS Word to be consistent across different
versions, making it easy fo ii'ﬂhfg with other versions of the software. Additionally, the
descriptions provided in this book are based on the Windows 10 operating system.

Creating a new document in MS Word
When you start the MS Word application, it offers you a workspace with various
templates to choose from as yvou begin the new document.

A template is a pre-designed document that provides a consistent structure and
format, simplifying the formatting process. Templates are often used to create
resuﬁies, letters, and reports.

There are various ways to start the MS Word program on a computer. We shall
-practice four of them in Activities 2.1, 2.2, 2.3 and 2.4.

Acti

Starting MS Word by using the start menu

Steps

1. Go to the start menu as shown in Figure 2.2 and click in the search box.
2. Tvpe “word” and the list of programs will appear.

Computer A pplifﬂﬁL.
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Figure 2. 2; Srart menu
3. Click on the Word jcon Lo start the MS Word application. By default, the

program will open with the Home tab displayed on the welcome window,
as shown in Figure 2.3,

G CORMPUTER APPUICARCIS PP O] MPAAL
B Good morning
- e
B e ™
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B e =
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[
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- B b o PO O o i iy sk P aceE
n_‘ RIS T T AT O Ok dabgh)
] e e o T P U b il e m gl o . s PRI SRS
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Figure 1, 3: Microsoft wond welcome window

4. Go to the “New" tab and select new template as seen in Figure 2.3. You
can select the blank document or another template you prefer to open a
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new document. IT you select the blank document, the new blank document
will be created as shown on Figure 2.4,

[= T |i‘_{l'"|) H L] ?_} o Dacarmerli? - ol Hoaearm
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Figure 2. 4: Blunk word ducnma:ﬂf}

b -

-'L o

-

btartmg MS Word by using the desktop shortcut
Procedure

. Double-click the MS Word prngram icon on the desktop and the program
will launch as shown i in Flgurr: 2.3.

2. Like in Activity 2. 1{ g0.10 the “New™ tab and select new template as
seen in Figure 2.3 You can select a blank document or another or another
preferred template t:::g create a new document. Selecting a blank document
will generate one as shown in Figure 2.4.

.

ATV
Starting MS Wﬂi‘d by opening an existing word document
Procedure N

1. Double-click any saved document.
) 2. The M5 Word program will start and the document will open, allowing
: 'V-L ; you to start a new MS Word file by using the “Create New File” command.
J 3. In the existing document, you can create a new file by using one of the
3 following options:
{i)  Click on File and select New
In the New menu, select New Template (see Figure 2.3 or a blank
document) or another template you prefer. If you sclect blank
document, a new blank document will be created as shown on Figure
2.4,
{ii) Click the shortcut Ctrl + N By using this option, a new
blank template will be created.

Computer Applications
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Actvity 2.4

Starting MS Word osing windows’ “Run” utility

Procedure
. Press the Windows key and the R key simultancously to open the “Run”
dialog box, as shown in Figure 2.5.

& Run W | —
%
¢J

Tyrpe the name of a pragram, falder, document, or Intesnet Y " #"

' resource, and Windows will open it for you. —— ¥
}Hd.l
| WinWord ~|/ '"&I .
~
F
| ok || camcel || mowse- |

Figure 2.5: Run Diglog box **; P
‘,-"‘"" ! »

2. Type “WinWord™ in the dialog box, ./

Click the OK bulton (or pre h} Enl.er) to launch Microsofl Word.

4. In the new menu, select New Template (see Figure 2.3). You can select
blank document or am}ther template of your choice. If you select a blank
document, a new blank dc-cument will be created as shown on Figure 2.4,

,

Parts of MS Word wmdiﬁ}w

The MS Word window has three main sections; the ribbon, the document area, and

the status bar. As shcnwn in Figure 2.6, each secticn contains several components,

including the tlth bar, menu bar, the ruler, the status bar, and the working area.

Figure 2.?__i1|i1£t__rafes different parts of the MS Word window.

LS |
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j‘-—au""]. . EE - ERE) Chiveml  TisTear Faudie | deaden s wew] Ueesld bueese b BwsTes
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7 J

# e

DOCUMENT
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Figure 2. 6: Main Sectionys of the Microsefi Word window
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Quick eepess command  Titlg ba

Statuy bar f N
: ? View Zoom
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Figure 2.7: Parts of the Microsoft Word window
Title bar N
The title bar displays name of the current document you are working on, as it appears
in Figure 2.8. '

F

NOTE: The appearance differs from ene version of MS Word to another version,

/Quick access tool bar [ Title bar
F Autosave 2| q-«‘iykm

Figure 2. B: Title bar and the quick access toolbar

When you open MS Word for the first time, and you opt to use New Blank document,

the title bar 'lq.;ill display a “Document] — Word."” Usually, a toolbar containing quick-

access commands is also displayed.

Quick access toolbar

The Quick Access Toolbar displays the commonly used commands, allowing you

fo execute them with a single click instead of going through a series of steps. By
- default, the Quick Access Toolbar includes (from left to right) AutoSave, Save,

", “~Undo, and Redo as shown in Figure 2.9.

However, you can customize which commands appear on the Quick Toolbar by lick
the drop-down arrow located at the right end of the quick access toolbar, As shown
in Figure 2. 10,

@ Auosve @ o) B D~V <

Figure 2. 9: The Quick Access 1oolbar
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Figure 2. Wk A Ouick Ac’?‘gx.r}hﬂbar crsiomization tak

Activity 2: 5 &~
Customizing the Quick Access Toolbar
Procedure '\»." /._/"
L. Click the dmp—'dgwﬁ-armw located at the right side of the Quick Access
Toolbar, as shown in Figure 2.10.
2. Click on_nli'fc_cqonunand you want from the pop-up menu,
3. Anicon for the selected command will appear on the Quick Access Toolbar,
as indicated in Figure 2.11

) futesve @od) B O~ V[(D B @G s fo

(Nju i Home Insert Draw Design Layout References |

= ! £l Y —

Figure 2. 11: Added commands on the Quick Access Toolbar

The menu bar

The MS Word menu bar includes various tabs, such as File, Home, Insert, Design,
Layout, References, Mailings, Review, View and other plug-in command tabs,
as shown in Figure 2.12. Each tab has a ribbon that displays a list of commands
organized into groups. For example, a ribbon for the Home tab contains command
groups such as Clipboard, Font, and Paragraph as shown in figure 2.12.

Cumputer Applications W
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Bold command in
font group

Groups In
home tab

Figure 2. 12: Ribbon and the command growps

Tabs

Tabs appear at the top of the Ribbon and contain gmupi of related commands, as
shown in Figure 2,13, These tabs include File, _Ht}rne Insert, Draw, Design, Layout,
References, Mailings, Review, View, Help, and other plug-in software tabs. Each tab
provides specific groups of related commands. "

n--q--

P
Fide mmmHMWﬂmﬂmfawmmmtmn Acrobat

ks lfmumwﬁmu - 12 "'JI s, 5 = _

e 2 BT H-aox xR 5-%'3@5' Kormal Body Temt No Spacing E
= F A- FA-A-m- AN o-B-3l 9

i cocpllon ot ¥ a— 5 Shytes 5

L -

Figure 2. 13: M5 word tabs
Terminologies in wu;'ﬂ processing
There are various tﬂgﬁinﬂlngies used in word processing.
Font: A specific variation of a typeface, defined by ils size, style, weight, and width.
Fonts 1mlude mnuus characteristics such as size, spacing and emphasis. Figure 2,14
shows an cxamplc of typeface and text font.

TYPEFACE TEXT FONT
Calibri Office application
Bookman Old Office application
Style
Times New Roman Office application
ALGERIAN OFFICE
APPLICATION
Carlr Mt Office spplication

Figure 2. 14: Typaface and text font
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e

Alignment: Refers to how a text is arranged between the margins in the document.
The text can be left, right, centered, aligned or justified. See Figure 2.15

Insert Draw Design Layout References Mailings Review Vie
nes Mew Roman vl[ﬂ 'r] i i— = F= = | w
2 ’
I U~ & x H.F‘p styles |
v v A opavy AN T
Font Fa Paragraph fu| Styles l:'a ¢

Figure 2. 15: Alirrnent aptions

Margins: Margins refer (o the blank spaces around the edges of a-pag{:. They can
be adjusted to control where text begins and ends on the page (see Figure 2.16).

G bt @D B DL 7 o e
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“Tope  13Tem
Lefe  LiTem

“ Borbarc T3 ecm
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@EL D 8 s e
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Right 225 am

Bertsme 244 mm
Right: 23 om

Bename 1.7 wn
Right: 127 om

Moderte
Tope  25dem
Lefs  181cm

Beftomre L5 om
Rightt 1.9 om

Whie
Topr 25dcm
Lefz 5D cm

Bottome 254 om
Right 504 om

’ Mirecved
ri j Top: 25%8em
fr— Ingicdes 3.1 g

Bokbame 254 om
Chatgicle: 2 1 orm

-';. | Custom Magin... J

Figure 2. 16: Murgin setting menu

Header and Footer: A header is a section of a document that appears at the top of
each page, and a footer appears at the bottom.

They can include page numbers, titles, or other repeated information. Headers and
Footers are usually inserted using the Header and Footer commands, as shown in
Figure 2,17,
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Figure 2.17: Insertion of headers and fﬂﬂff;.r
Cliphboard: The clipboard is a temporary Doldiﬁgjn"ca where the computer uses
to store any item that has been copied or cut from the document (See Figure
2:18). When the text or another item is placed on the clipboard, it can then be
pasted elsewhere in the document ltems remain on the clipboard until they are
overwritten or deleted. )

. - |
: !,jg |Timts New Roman lei

g BI!.!vabxlx'q
K~ £~ A Aav | Al
= Font

7~ | Clipboard L
| Paste All | | Clear Al |
Click an ftem to Paste:

"
-
“ | Clipboa
" - -

Tipure 2.18: The clipboard menn

Copy: An action that places the selected text on the clipboard without removing
it from its original location.

Cut: An action that removes the selected text [rom its current position and places
it on the clipboard.

Editing: The process of making changes or corrections 1o a document, It includes
altering the text, moving or copying items to different locations, and applying
formatting options. There are various editing commands in MS Word, including:

Clom pruter M pplim tions
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Text input and editing: Allows users to
type, edit, delete, and rearrange texts
easily within a document.

Formaiting options: Offters a range of
formatting features such as bold, italics,
underline, font type, size, colour, and
paragraph alignment (left, right, centre,
or justified).

Spell  check and  grammar  check:
Automatically detects and suggests
corrections for spelling and grammatical
e1TOors.

Copy, cut, and paste: Enables users to
duplicatc or move text or objects within
the document or between documents.

Find and replace: Helps users search
for specific words or phrases in.the
document and replace (hem” with
alternative text.

Document saving and retrieval: Allows
users to save their work in various file
tormats (e.g., .docx, .pdf, .txt), and
retrieve saved files for future use.

Page layout and mareins: Allows users
to sect page orientation (portrait or

landscape), adjust margins, and arrange
the document layout for printing.

Tables, images, and graphics insertion:
Enables users to insert tables, pictures,
charts, and other graphical clements into
the document.

Printing and print preview; Allows users
to print documents, or preview how the
document will look when printed.

Undo and redo: Fea;l,urgs that let users
reverse or reapply recent changes made
to the document.

Header, "footer, and page numbers:
Enables users to add headers, footers, and
automatic page numbering throughout
the document.

Group names: Withineachtab, commands
arc organized into groups based on their
function, with the group names displayed
near the bottom of the ribbon, as shown
in Figure 2.19. For cxample, the Font
group contains all the font-related tools
and options. Clicking the small, boxed-
in arrow icon al the bottom right-hand
comer of each group, as shown in Figure
2.19, opens a dialog box with additional
oplions for that group.

I'T'h_.rlﬂl'nl insert  Oraw  Dwsign  Layout  Relerences

| Catebri (Bocty) =|m
B [ U-a& x 1 .ﬁ,p

X

la .!ll:

Help  Endiote 21

Grammarty

Act

Flgure 2.19: Gmup names of the Home tab

Ribhon display options

If you want to change the ribbon display options, click the arrow at the bottom-
nght comer of the nbbon and select your desired option, as shown in Figure
2.20. The process for hiding and showing the ribbon may vary by version, but the
fundamentals remain the same.
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O B B & B

fting  CreatePDF  CreatePDFand  Request  Add-ins
T and Share link Share via Qutlook Signatures

Adobe Acrobat Add-ins e
Show Ribbon

H
Full-screen mode i

Show fabs on?t- - N
v glwaﬁshwm

Hide hpiciglﬁcc ess Toolbar

Figure 2.20: fibbon di.s‘p..!'ﬂ;]:' .!'E-'i!';!'fﬂg HEny

I:.xp]urmg different tabs O~
Procedure
1. Navigate each tabon tha MS Wurd window to display a nbbon with different
groups of cu::rmmanﬁh 4
2. Hover the cursor ‘over cach command, and a brief explanation about the
command wlll pop upr
3. Read all IMWHDHS for each command.

N

The status bar.
The status bar is at the bottom of the word window, as shown in Figure 2.21.

1 B @ § B
i) [owe R | ——

Figure 2, 21: Status bar showing page count

1.  Pagecount: The page count shows the total number of pages in the document
and indicates which page is currently visible in the window.

2, Word count: The word count displays the total number of words in the
document.

3. Spelling/grammarcheck: Asmall checkmark on the book icon indicates that
there are no spelling or grammar errors. I there are errors, the checkmark
changes to an “X". Clicking the icon will then show options for correcting
cach mistake,

Computer A ppli(-m-m“ﬁ -
—
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View options: From lefl to right,
the view options include Read
Mode ( @), Print Layout ( & ),
and Web Layout ( 2 )

By default, the document is
in Print Layout. This setting
changes how the document
appears in the MS Word window
but does not affect how it looks
when shared with others, viewed
on a different computer, or
printed. The Read Mode formats
your screen 1o make reading the
document more comfortable, The
Print Layout view shows how the
document will look like when
printed. The Web Layout view.
lets you see how your document
appears in a web browser, such
as Microsoft Edge, Mozilla
Firefox, or Google Chrome.

Zoom: You can zoom in and
out of the, document by moving
the slider left or right. This
feature allows you to view the
entire page at once or magnily a
specific part of the document,

Actvily2e

Changing the document view

You can change the document view
to suit your needs by ;

a)
b)
c)

Click the View tah,

click any view Mode in view tab
Press the escape key on the
keyboard to return to Print
Layout mode.

mﬂpuhﬂ' Applications

You can practice using different view
modes and observe how they affect
your document’s display.

The file tab
The File tab is located at the top left
corner of all tabs. When active, itdisplays

a menu with options such as Info, New,
Open, Save, Save As, F'fint, Share,
Export, Close, Account, and Options, as
shown in Figure 2.22.

L _ _!HTRGDI.IGTtDH O
| () Home
[™] New

= Open

Get Add-ins
Info
Save

Save As

Save as Adobe
PDF

History
Print

Share

Share as Adobe
PDF link

More...
Tigure 2. 22: {'ile tab menn

The home tab
The Home tab displays groups of
commands, including Clipboard, Font,
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Paragraph, Style, and Editing, as shown in Figure 2,23

@ sswoso: @ o) W Y0 0 T DocumentZ? - Ward £ seant

File ~ Home Insest Dwaw Design Loyouwt  References  Mailings Review  View  Help EndMole 21 Grommary  Aorobat
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poie B | B LU -an o B l_._ =S Styles  Edibing  CremePDF  Cremt=PDFond  Reguest
« g B Fe A opa- Ao Ao 2] - = and Shar= link Sharevia Outiock 5 gnaiuses
Cipbaard Ei Fort ] Paragraph F Shyles = M:\‘hzmi
-
k]
i -
Figure 2. 23; Howre tah commands
The insert tab i

The insert tab includes groups of commands such M{Pages Tables, iflustrations,
Add-ins, Media, Links, Comments, Header & Fuamr Text, and Symbols, as shown
in Figure 2.24,

—

4
al qu@ B - 0) v Docunmidl - Wod 'I'h.le’! £ search
.

File  Home Insert  Draw Design  Layout Hﬁum'\bhﬁhg; Review View Help EndMole 21 Grammary  Aere

B Cover Page - @ = [ Shapes = %s«wn = Link [.El ) Header -
D Blank Page Picturea ‘3 boons ﬂ M Oriline ﬂ Bookmnad: Comenart g Foer =
= Page Break = w [ﬂmr.hd:n - lemm Videat [T Crass-reference [21 Page Mumber =
Pages Takhes Wusteations Hedia Links Comments = Husder B Fooker
1' .

Flg{.ll‘e 2. 24: fnsert tab commands

The design tabh - .
The design tab displays document formarting and page back ground options, as shown
in Figure 2.25.
ﬂl—l—@i-:}'-\:_l-_:m-nm B wara ; - a ::I
-m{unrﬂmmm“mu“nu-mw E n
e
E * ] ¥ = i 3 3 ¥ 7 = i # E@;:-__ "—B'-gg_
L 9 - - Bt BB = P o warl b
! W H
/ Figure 2. X5: The design tab features
"/ The layout tab

The lavowt tab provides options for page setup, paragraph setup, and word

arrangement, as shown in Figure 2.26.

e e R P fean
Flr  boma wont Do Do Lomol  Redeor  Ruleg  Bevier vl wep  EMMODDT Gy MTole

E mta- e T B E Beig-
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B Srlm & gk F .m

Figure 2. 26: Layour tab tools
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The references tab

The references tab offers groups of commands, including table of contents, footnotes,
citations & bibliography, captions, index, and table of authorities, as depicted in

Figure 2,27,

—

G Aeten B o0) Bl 0 7) " Dosumendl - Wond P Search

mmumdmmmtmmmmmmmlmnwwm

ﬁ BY add Text » ! [ insert Endmoke /@ b [ﬂumpmuu . Ennuurmu
Cantents » Feetnate | | Cilakian » [ﬂwm- Clphn [Em.m
Taiwie of Condenty Foatnates & Receardh Litation & B ibdiography . - Caplionn

Figure 2. 27: Reference tab features /
The mailings tab

&

The mailings tab includes command groups such as crﬂati: start mail merge, write &

insert fields, preview results, and finish, as shown i in Figure 2.28.

A utosne @o) H 9 T 5 Document2l - Ward

W M search
N/ -

File Layout Retere-n::eé Mailings  Review  View

Home Insert Draw Design

Help  EndMote 21
= = =z - =, B [™ -
B s R BB [ﬁ BB B I
Envelopes Labels Eyart bAail i Eoldigat Gresting Inseet Wis Fo Match Feld: 2
Mey= - h.,mu- R ipitre gl o el ‘ ‘e [ (B pdaters ki
Create Skart Mail Merge Write & Insert Flekds
7 .
~ 'Figure 2. 28: The Mailing tab commands
The Review tab

The Review 1ab dnplay': gmupe. of commands like proofread, accessibility, language,
comments, lrackmg. changes, compare, and protect document, as shown in Figure

2.29,
ctave @or) [/ 0 () T Document2r - Waed B searen
F e 1
(“File “Home  paert Drew  Design  Layoudt Refereaces  Mailings  Review  View  Help  EncNote 21 Grammarly |
Y %:‘r. B e Ap} & m l.'J Nrw Comment L (1 Big|ai vadp  ~
F i |
Spalling & == coum  esd Chesk Language  ~ 2 S Markap <
. Grrmmar Blowd  Accessbility = = Feraeg 1 Reviewing Pane  ~
Fraating SpERCR AccescibAmy Camm#rts (P fa
|
Figure 2. 29: The Review rab tools
The View tab

The View tab shows options for document view, including views, page movement,

show, zoom, window, and macros, as shown in figure 2.30.
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Figure 2. 30: View fab commands 3
The ruler .

The ruler shows left and right margins, tab settings, and ind'pnla!'iurhl. as shown in
Figure 2.31. You can adjust margins, create indentation, and set tab stops using the

ruler.
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The working area

The working arca resembles a blank page on which text can be written. The blinking
vertical line in the working area, mliod an insertion point, marks where typed
characters will appear on the page, :u secn in Figure 2.32. As you type a character,
the insertion point moves to indicate the position of the next typed character.

Figure 2. 31 :ﬁid:r .
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Figure 2. 32: Working area

The Working Area also contains vertical and horizontal scroll bars, which indicate
the current relative location of an insertion point in the document. The scroll bars
allow movements across the document (i.c. right, left, up and down), as shown in

Figure 2.33.
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Figure 2. 33: Scrofl bars

Inserting a text

When entering atextin an MS document,’
first position the insertion point where
you want the text to appear, cither'to the.

lett or right of an existing -:harﬁcte:r The
text can be added to the, doctment in
various ways, including:

(i) Typing with a keyboard

(i1) Copying or cuiting text from

other ducumcntb and pasting it
into the MS Word document,

(i) Scanming printed  documents

and using the Optical Character
Recognition (OCR) software
to convert the scannced content
into text.

(iv) Using  voice  recognition
software to convert spoken
words into text and vice versa.
Importing files such as tables,
pictures, or databases from
storage media or other sources.
In this book, you will mainly
use methods (i) and (i) o

m{mr&utﬁ[ Applications

(v)

create an MS Word document,
When starting a new document
in MS Word, you will oflen
want to start with a new blank
document, as explained in the
previous section,

Typing and navigating in the
document
Procedure

1. Write a three-page document
telling a story of your dreams
in life and any other interests
of your choice,
Navigate in your document
using a keyboard.
The easiest way to move the
insertion point by short distances is
to use the arrow keys. You can also
use additional keys to move the
insertion point by longer distances
as follows:

(i}  Press [Ctrl + Home] to move

CamScanner
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(ii)
(iii)
(iv)
(v)
{vi)
(vii)

(viii)

(ix)

xi)

i)
(xiii)

{xiv)

the insertion point to the
beginning of the document,
Press Down Armow key [L ] to
mave the insertion point down
one line,

Press Up Arrow key |T | to
move the insertion point up one
line.

Press Right Arrow key [=3] to
move the insertion point one
character to the right.

Press Left Arrow key [&] to
move the insertion point one
character to the left.

Press |End] to move the
insertion point to the end of the
current line.

Press [Home] to move  the

insertion point Lo the beginning
of the current line. &
Press [Cirl+ ] © move the
insertion point to the next word.
Press |Ctl+ ]vt0”move the
insertion point:tl:f the previous
word. s

Press. [Pag';: Down] to move
the . insertion point down one
screen,

Press [Page Up] to move the

insertion poinl up one screen,
Press [Curl+Page Down] to
move the insertion point to the
top of the next page.

Press [Cirl+Page Up] to move
the insertion point to the top of
the previous page.

Press [Ctrl+End] to move the
insertion point to the end of the
document.

Saving an MS word document for the
first time
Saving a file is critical for editing,
preserving, and sharing work. If an
MS word closes or the computer shuts
down unexpectedly while using MS
Word, don't worry - by defaull, Word
automatically saves work every 10
minutes using the  AutoSave option
and will reload the saved version upon
reopening the program, However, it 1s
still a good idea to manually save your
work regularly.
Steps for Saving a file in MS word
1. To save a file, you can click the
Save icon on the quick access
toolbar, or click File>Save, as
shown in Figure 2.34, or use the

keyboard shertcut Cirl+S.
ﬂ AutoSave |' - 1:_} = |:

Insert Draw Design LJI

Home
I_&wD 4 [Calibri (Body) _“ﬁ
b N BT U~ x XAy
¥ ﬁ ﬂ"‘ .‘? a £ e .I*Lﬂ"" Ah:

Clipboard W Fant

Figure 2_ 34: Soving a jile

Whichever method is used, if you
are saving the document for the first
time, the File menu will display
options about where to save the file,
as shown in Figure 2.35, You must
choose where you want to save your
file from the following locations:
*  OneDrive—This is
Microsoft’s cloud storage

Computer Appl if;.t[mum
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system for saving files online.
¢  This PC—This lcts you save the file dircctly to your computer. By
default, the file will be saved in the Documents folder whose file path
is (This PC/Documents).
+  Add a Place—If you save documents to a particular folder very
frequently, you can add that folder as a Save As option here.
*  Browse—To save in a different folder not listed above, click Browse.

This will take you to a dialog box that lets you search your ‘compulter

for the folder you want to store your document in.

"Figure 2, }3; The File menu view

@ Save As
{n) Homne
B b @ s {:ij
Fersonal N
B Opm ._‘_*_’:
OneDrive = Persanal .
Bl Geaddine - np...:.m_ \
Share Sptions ,ff"") "".
o L
w BRSO
v,
,.... C oA
e /emerwrom
o LY This BT
B e

=

2 Dm:ﬂ"inllthc'ﬂave As dialog box as shown in Figure 2.36, choose the
folder where you want to save the file. After selecting the folder, type

if’m the file name in the File name field,

-
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Figure 2. 36: The Save As dinlog box
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3. Ensurc that the document is saved as the correct file type as shown in
Figure 2.37. There is a variety of options to choose from, but you will
almost always select the Word Document {which is the default).

4. Click the “Save™ button at the bottom-right corner next to the Cancel
button
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Tigure 2. 37: Specification of the Fife Type

5. Saving changes while working on an MS word document
You should continue saving the document as you progress with work o
uvuid loss ol conlent in case of issues like power [ailure. In this case, you
may u'-".c a ke_'-,rhnard shorteut for Save which is Ctrl + S, Click the File
menu and select Save command, or press the Save icon on the Quick
' Apcess Toolbar.

Save As
.~~~ If you have already saved a file, you can create another copy of it with a different
» name, location, or file format. Click File > Save As, and the Save As dialog box (as

shown in Figure 2.36) will appear. Proceed to save the document as explained in
the save procedure.

steps [or Saving an MS word document as PDF
PPDF (standing for Portable Document Format) is used for saving files in a way that

prevents easy modification but still can be shared and printed. In most MS Word
versions, you can convert an MS Word document into a4 PDF format by lollowing

these steps:
i
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Open an existing MS Word document or create a new one.

Click the File tab at the top-left of the MS Word program window.

Click the Save As option from the menu.

In the Save As window, click browse to select a location on your computer
where you want to save the file.

5. In the Save as type drop-down list, select the PDF option.

B ha -

Saving an MS Word document to an external storage -

To save a document to an external storage device, such as a flash drive, follow the
steps shown in activity 2.9 to choose the flash drive as the save location and save
the document. |

Activity 2.9
Jr. |\IJL i ot

Saving an MS Word document in a flash disk or any external storage
device N\ )
Requirements:
A computer,
A flash disk
Steps \
1. Open an existing M\S-Wurvd document or creale a new one.
2. Insert the flash disk in the computer as shown in Figure 2.385.

Figure 2, 38: Inserting a flash disk

3. Click File tab and the File menu options will appear.

4, Click Save As and the Save As window will appear.

5. Scroll on the left-hand side of the menu to find the “USB Drive™ or
removable disk, as shown in Figure 2.39

6. Click save.

‘ﬂnpuhﬂ' Applications
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Figure 2. 39: Saving a file to an external fuash drive
- . .-.{-

7. Type the name of the file, ﬂich 'E:q “INTRODUCTION TO COMPUTER”™
in the File Name {bec Flgur{: 2.40,
8. Click Save.
From the above activities save various word documents in different folders
of your flash dnve
Activity' 2:105555, 5 AN

Opening an existing MS Word document

When a documﬂnt is saved in a computer, it can be opened at any time when needed
as the M3 Wl:ird program allows its user to open an existing document.

Prm:edure

Clpening a document stored in a computer

r
y %

o

Click File tab,

Click Open, The open dialog box will appear, giving you the oplion Lo
choose the file from the location where it is stored.

Choose the file and Click Open. The file will be opened.

Alternatively, you can use the shorteut for opening (Cul + O); this will
display the open dialog box, which shows diffcrent eommands and a
thumbnail that displays the list of recently opened files as shown in Figure
2.40.

Click browsc and navigate to “This PC™ to locate the filc you want to open

Computer ﬁpplimti&.
1 ]
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Figure 2.40: Dpv:n’dﬂ'cunt:m window

NOTE: If the document you want to openisin the Recent Documents list,
click on its File name or the thumbnail icon (see Figure 2.40) to openit. The

document will be opened. Seethe examplein Figure 2.41.
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Figure 2.41: Opened MS word document
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Exercise 2. 2

1. Create a Word document of three pages explaining the history of Tanzania.

2. Save the document in word document format, and, save the same
document in a PDF format.

3. Save the files in both formats in a flash drive. i

4, Explain why you should save your working document beﬁ:&*{'ﬂe closing it?

i

o ) "l

Editing and formatting a document

The word processor offers various tools for correcting mistakes, such as spelling
and grammar errors in a document, It also gives room to decorate the document
in a style that you desire using such features as font t}'fp'e, font size, page layout,
and paragraph indentation. This section describes how to edit and format a Word
document.

Editing an MS Word document

Editing is the process that involves commecting mistakes and ermmors, removing
unwanted content, or adding missing cm‘l_terit, After the document is created, vou
may find that the document contains mistakes, errors, un required or missing some
conlent.

This ercates a need for editing the text to incorporate such modifications. Editing
tasks may involve adding, remaving, or moving a text within the document. This
section covers basic editing tasks, such as selecting, deleting, copying, moving
text, and undoing or redoing changes. MS Word's formatting tools enable users to
work more efficiently and make the documents more visually appealing and easy
to read (see Figure 2.42 (a) and (b).

To: All Employess
From: Swerra Rowan. Store Manager
Data: Septamber 1, 2019
Subject: New Shelves

Some of you may have noticed in recent weeks that the shelves in the home
ponnels sechion are |'N:gi1||1i:|1g| b saag. We will be replacip those shelves wath
new, reinforced metal shelves starting next week. The shelves will bz replaced
1:00-4:00 a.m., during our lzast busy hours. Several aisles will be off-limits to
customers during that time a5 a safety precaution. The following aisles will be
affected: Kitchen appliances, Eitch=n & dining furniture, Kitchen storage,
Home poods clearance. Please direct costomers looking for items in the affected
aisles to the Quidoor Fumiture and Patio Accessories arcas,

Figure 2. 42: fa} Document before editing

ﬁ Lic:umrnut-er A pplicat[ﬁﬂs



https://v3.camscanner.com/user/download

Ta: Al Broplovees

Erom; Siea Bovam, Sane Manage
Dhale; Supricmmilea 1. 2519
Sabject: Mew Shedhves

Sarme of ova mar e aancerd 0 rsreng areskes thar the Alsehoes i the Bame pocdls pec 0N Are
teginning to sag We nill be replacing those shebves wath neer, reinforced mefal shebves
slartmig oot week. The sheboes vall bee 1oplaced 100100 21, dwmg e lezst buse s
Bevernl aisles wall be offlimids o cietonwere during, that tme as a gafety precasoen

The fnllownng awles wall be afferisd:
»  Kichon sypluaurs
» Kirckhons & dining fomioone
= Kichen stomape 4
s Himwww: gl clearimwse N F

Plesaze dnexct cusivmua s ook fin slens m the alfected meslbes 1o e Gonlen Fuiuce md
Pahp Arcessones areas.

Figure 2.42:(b) Document after editing

Selecting a text

Before making any changes or editing a text, you must first select the text that you
want to edit. You can select the text using either the mouse or the keyboard. The
selected text appears highlighted on the screen, as it is shown in Figure 2.43.

_mmnmwmwmmm“_nm I

ﬁi_l LT o o ] i2-i2- - 33 _D ) [
M ¢ fUu-#=af =53E:E o wes | BeyTem  wospo E TN SN
= A Fe femae AN ol oW r il S bk S v Gl

il My Frstt L] L L] Hrii L1 it |

Selecting 2 text |

Eefuemnkmm change or aditing 8 text, you must first s2lact the text that you
'I'llllIHlEdll Yuucmmlhzmmurﬂuhyhnmﬂlumecldﬂmmwﬂad
mwh!ﬂaﬂm oo the screen, as it |s shown in Figore 130,

Figure 2. 43: Text selection

Steps for selecting a text; click at the beginning of the text,

hold the Shift key, and click at
the end.

6. To select non-adjacent text, lines,
or paragraphs, make the first
sclection, then hold down the
Ctrl key and make the additional
selections.

NOTE: To deselect the text, click

anywhere in the document.

To select a word, double-click the
word,

‘To select a sentence, hold the Ctrl
key and click anywhere within
the sentence.

To select a paragraph, triple-click
anywhere within the paragraph.
To select the entire document,
press Ctrl + A,

To select adjacent text, lines, or Deleting a text in MS word
paragraphs, click and drag with document

the left mouse bulton over the If you wrongly inserted text or an
text while holding the button, or object in an MS Word document,

tﬁ;mpu ter Applications E
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you can remove them using the
Backspace and Delete keys on the
kevyboard.

1. Backspace temoves characlers
(o the left of the insertion point.
To delete a character, position
the insertion point in front of
the character, and press the
backspace key.

Delete removes characters to
the right of the insertion point.
Place the insertion point at the
beginning of the character, then
press the delete key.

To delete a word, sentence, paragraph -
or block of text, select it and press
Delete or Backspace, :

Copying and moving a text

When editing a document, _you may
need to duplicate a. text to another
location or remove text from its original
location to a new location. The Copy
command duplmatcs the text, while the

1adS-LOe -«

Copyimg 2 iexi

LCRAUTEN dgh oy AToC PO O v

rﬁﬂaﬂmnm-mmummmmmhmﬂw

T cory B BT, YOn mnst

1 47 P Commant I“"H;
comnand Copy a4 shown in

Cut command moves the text. The icon
for the two commands appears in the
Clipboard group of the Home tab as in
Figure 2.44.

«¥ Format P'iﬁt'{ /

Cliphua(f_d; [ 1

Cliphoard’
p{ E-L

PasteAll | | Clear Al

Chick an Item to Paste:

El =

Figure 2, 44: fcons for copyving and cutting
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Copying a text

To copy a text, you must first select the
text, then chck the Copy icon in the
Clipboard group on the Home tah, right-
click and select the Copy command as
shown in Figure 2.45, or simply press
Ctrl + C as a keyboard shorteut.
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Figure 2.45: Copying text in the docuwment
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Alternatively, copying can also be done
by selecting the text, holding the Control
(Curl) key, dragging the text to the desired
location, and releasing the mouse button
to paste.

Cutting a text

Cut is one of the useful commands
in a word processor. When editing a
document, you may realise that some
text needs to be moved from the current
location to a new one. MS Word provides
a4 solution to that through the Cul
command.

Steps for Cultling a text;

I. Seclect the text you want to
move, :

2. Right-click on the selected
texe,

3. From the pop-up menu, select
Cut, or click the Cuticon in the
Clipboard group en the Home
tab, or press the Cirl + X key
combination.,

4. Move the insertion point to the
new location where you wanl
the text to appear.

‘3. Right-click and choose Paste
from the pop-up menu, click
Paste on the Clipboard group,
or press the Ctrl + V keyboard
shortcut.
Alternatively, vou can move the text by
dragging and dropping the selected text
by following these steps:
1. Select the text you want to
MOve,

2. Click and hold the mouse over

the selected text, then drag it

| s[pastean ] [ crearan |

0 a location where you want it
to appear. The cursor will have
a rectangular shape under it to
indicate that the text is being
moved,
3.  Release the mouse button, and
the text will appear.
NOTE: The cut or copied text is
temporarily stored on the C_l_iphnfinl, and
it is kept there until replaced with new
content. Figure 1.46 shows the Clipboard
group on the Home tah,
R
Paste ' =7 4
. A~ £~ A~ Ra~

Clipboard I Font

TCii;;bnard bl

Click an Hem to Paste:

Select the text you want to
move, (i) Right click on the
selected text, (i) From the

) popup menu, click the Cut
shortcut |, (v) Move the

insertion point to the place

Figure 2. d6; Cliphoard content

Pasting a lext

The Pastc command helps you to place
the text you have copied or cut to another
place. To paste a text, find a location
where you want to inscrt the text, then
click the Paste icon from the Clipboard
group of the Home tab, or from the right-
click pop-up menu, or use the keyboard
shortcut Ctrl + V.

Undo and Redo commands

Sometimes, you make mistakes when
entering a text in the word processor. You
can easily reverse these actions using the

Computer Applications
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Undo command. After using Undo one or more times, the Redo command becomes
active and allows vou o restore any undone actions. Both of these commuands are
located on the Quick Access Toolbar, as shown in Figure 2.47

Gl  Autosave = INTRq
File  Home Insert Draw Design Larnut'

Eﬁ X ['I'lmestRcman ~j|1z vJ
[ B T U v ah v ¥ B
Figure 2.47: Unde and Redo communds

Table 2.1 shows the procedures for the Undo and Redo actions.
Table 2. 1: Undo and Rede functions

| To Undo an action | T{J@@Mact:mn
On the Quick Access mr:-ihar On the Quick Access mnlhar click the
click the Undo button( » ), or, Rcdc- button { 7)), Or press Ctrl + Y.

press Cirl + Z.

Spelling and grammar check

You can check the spelling and grammar in the file all at once, or you can let the
spelling and grammar checkers suggest corrections automatically while you are
working. MS Word offers a dictionary of standard grammar and spelling.

Steps for checking spelling and grammar;
1. Ch-':m:»crse the language for which you want to check the spelling and
grammar, as shown in Figure 2.48

Lengeasyr T =

Chunige pidG-ng N guae dur
Di-ruuu:m @ Gument Dosament

| Dmmmwwum-
LA peted language sutomatically

Set ks Defaut Coe ][ comen
W UTECK SPeTing

(FagrFSal 1M 29567 words Bagish fdnitie Krgasmy || T Acenibikhn
.

Figure 2.48: Language dialog hax

el %
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2.  Checking all the spelling and grammar in a file at once 1s useful when
proofreading a text. Tt allows you to review potential mistakes and
decide whether to accept each suggesied correction, You can handle
¢ach error that the program finds in different ways.

For example, you can select a word you want to change, right-click on it, and

choose from several options, as shown in Figure 2.49. You may qe]ect the

suggested word to correct the error or choose to ignore it. .

3. If you want MS Word to rccognize the word and not ﬂag 1t as
misspelling in the future, click Add or Add to Drctmn,ar}f

4. To skip one occurrence of a misspelled word and mmre to the next one,
click Ignore Once.

5. Ifyouwantto ignore all occurrences of a specific MISSIJE“EE' word, click
Ignore All, as shown in Figure 2,49,

(B Paste Optioa:
Z 50O

& Search “Wnpintance”

Figure 2, 49; Word corvection features

1. Open MS Word document,

2. Click on the proofing error icon on the status bar ( (7). The grammar
check window will open as shown in Figure 2.50.

3. Select the correct word from the recommendations.

4. Click Change.

(%3 CamScanner
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~ Grammar

Figure J. '5& Gmf;unar check window
Synonyms and thesaurus \
MS Word has features that help users to get alternative words. The user can see
words with similar medﬁ:ngs by right-clicking the mouse button on the word they
wish to look for altr':mativer. Figure 2.50 displays the window which gives the
option to chmse synﬂn}fms of the word or find a thesaurus
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N \I Tmamehn- 2 - K X s
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5 g Conf gy
1 Soend wih Berg Cighting
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Ly et Thctiznarg Faarm)

Figure 2.51; Synouvms and Thesaurys fearures
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Activity 2.11

Changing words using Synonyms
and Thesaurus

Steps

1.

nd

On the M5 Word workspace,
type the word “desired”.
Right click the word “desired™.
Select synonyms.

The drop-down menu will
appear with suggestion of
words.

Select the word you want to
replace with “desired™.

OR

Type any word on the MS
Word workspace,

Go o the Review tab, and
click Thesaurus. V4

See allernative words . in |~

thesautus. W
Click on the altcrnamc word
you find most, sultahle the
word will mplace the e:xlstmg
word.

*

Find and replace

Find and replace in MS Word gives

a chance to locate a word and
Jqu.lbstii:ate it with a new one. This

feature can help you to change the
word that might have appeared
multiple times in the document.

Steps for finding and replacing
1. In the Editing group of the
Home tab, scroll down -to
access the Editing options (in
some versions, . this feature
may have a different icon, but
in MS Word 2021 it appears
as seen in Figure 2.52). The
find and replace dialog box
will then appear as shown in
“Figure 2,53,

Jj e,

o]

Editing Create PDF
»* and Share lin

Bl J
| OFfind ~ |
2. Replace

I Select~

| Editing

Figure 2. 52: Find and repplace command

Find and Replace 3 X
Fing Replace  GoTe
Find whot || ~|
|
Replace with: [ l'
Mare > > Replace Replace AN Find Nest Cancel

Figure 2. 33 The Find and Replace dialog box
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2. Wnte the word you want to find in the Find what section.

3. Write the replacing word in the Replace with section,

4, Click Replace if you want 1o find and replace only one occurrence of a
word.

5. Click Replace All if you want to replace all occurrences of the given
word.

Formatting M5 Word document

Formatting helps you lo change the appearance of 4 document (o make it look neat
and professional. Text formatting options include font type, font size, font colour,
font style, page setup, and more, The Font group on the Home tab contains the
commonly used lext formatling commands, You can alse access additional text
formatting options using the Font dialog box, which.is opencd by clicking the
dialog box launcher in the Font group, as shown in Figure 2.54.

H ©-0 Rk % =

Insert Design Layout References Mailings

¥
Oy

i B
Faste i
* Format Painter

Clipboard '_'Ii. nt fl
Font type Font'size Dialog’launcher
Figure 2. 54: Formatting features

Changing font type and font size (@ H O !

5 : HORL AT DLSIGN PRGE LavouT RIPLRERCES  an
A font is the style of text lettering that E S T ——"
defines the overall appearance of the text. ::.‘:' i nemetons Hs =i
Examples of font types include Times ipbasd sk st |
New Roman, Arial, Calibri Light, and ;-;wmﬂm
Calibri. 5 ol R

2 O Arial

Steps for changing font type; ¢ KAy

1.  Select the text that you want to

format.
2. Onthe Home tab, in the Font group,
click the Font style arrow and,
3.  Choose the desired font from the
list (see Figure 2.55).

W L'mtmut{-r.-"\pplicat[{ﬁL'

Figure 2, 35; The Font type drop-dawn list

Changing font size

Click on the Font Size arrow and select
the desired font size from the list on the
Home tab in the Font group (sce Figure

CamScanner
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8:54 AM & 800 = Yo 95%,| @)+
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Korm One

2.55). If a font size of your choice is not listed in the Font size list, click in the Font
Size box, type the desired number, and press the Enter key.

File Home Insert Draw Design Layout

f‘d X [C:nturyGnlhic vi[iﬁ v] ‘ {
Paste E[-;FI I U~ x X o8 & .
- ¢ A~ 2 A pa- 9 | N
Clipboard Font | 10,

5 T\:‘, y 20
;o %
Figure 2.36: Font size drop down list
il

NOTE: The font size can also be Lh;lng::d by clicking on the Increase
Font Size ( A) button to increase Pr the Decrease Font Size ( A) button to decrease.
(see Figure 2.57). .

[Caﬁbri (g,;a,a" v][n \,] =
B 'I'U+ & X, X
e B

(P &~ &~ HKar
1 Font

Figure 2. 57: Foni size changing rools

Applying font attributes

Formatting attributes such as bold, italic, or underline call the atention of readers
to particular parts of your text. Figure 2.58 shows the different formatting attributes
in a font group.
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Larout References

Tim Ne Ro ~-J| 12

« ¥ Format Painter
Clipboard M Fonl

Figure 2.58: Formatting attributes

Additionally, you can assign a superscript or subscript notation to any text that
miakes it appear above or below the standard text. A subscriptis a character such as
a number or a letter that is slightly below the normal line (baseline). For example,
in Hz0, 2 is a subseript. '

A superscript is a character like a number or a letter that is set slightly above the
baseline. For example, in x3, 3 is a superscript.
These attributes and others are found on the Home tab. In order to apply the
attributcs to a speeific text, do the following:
Steps for changing text attributes;

1. Select the text where the attributes will be applied.

2. Point and click on the attribute you want to apply, for example, Bold as

shown in Figure 2.59.

8] 1 wad s, ¢ & =5 E[F):E- wormat  BodrTea  No3ewwt [ litmg  comattd CombOiod 0
A- F-hcoay- K8 S-Li-5 % * Ve bk W van Dtk R

T F\x"-*:hmi||:mn|uq.|'. you ¢ assign a ;upﬁscnm OF SUDSSTIPE NOILION 10 anr}r TXE DAL maKes 1t appear
above ar below the standard texl. Subserpl is the character sich as a number or a letter that is
slightly below the normal line (baseline). For example, in Hx0, 2 is a subscript. Superscript is
a characier such as 8 number or a letter that Is sel slightly above the baseline. For rnnlple

ln x), 3 is a superscript. These uﬂrlbnlcs and others lre found on the Home ribben. In order l-u

Figure 2. 5%: Atfiribuic changing features

Changing font colour and highlighting text
Font colour 15 used to emphasise some text in the document, If the document has
a text that needs to get special attention from the reader, its colour can be changed

or highlighted.
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Steps lor changing font colour;
To change the font colour, follow the following steps:
1. Select the text you want to change,

2, Click the down amrow next 1o the colour icon. [tis usually displayed as
letter A underlined with some colour as seen in Figure 2.60).
3. After clicking on the down arrow for the colour, select the colour you
want for the text.
EET A K s 3
* A-%- wx==E=- &-L- T Nosmal
e . fstamati —
.« 1 . Theme Colors '
F ' .E....u-- (?ﬂ'[ﬂﬁ]ﬁll[’bﬂ“ﬂﬂ
A router is nli'ii ‘more data lines from
difTerent ml II 1 come in one of 1]11:

lines, l]l:l't..n "ll“ Mg mfunnatmn mlh:
By M e Colon.

Text wi

changed colour

data to del @ Svsent

» tion. A rumar can be

wired or wireless or both. Flgure;?:.._ls shows a
~ N/ t

Fizure 2. 60; Fout colour formaring

Steps for highlighting g'iext'
To highlight a text, the [ollowing steps are used:
1. Click the Hnme tab,

2. Inthe Fﬂnt gmup, click the text highlight bution arrow & -+ 10 select
the cc-lnur
3. Drag the mouse over the text you want to highlight. The text becomes

highlighted just like using a highlighter on a regular paper, but far neater
as shown in Figure 2.61.

A | Burreea P Ricemuam -J_”- a =3 (= = T )
L v u-ex vk ==E[E)E- momal  BodyTet  moSpacing EE

s A (Z)A-n- AN S-G.3) 0 :

L=} T L] Ferngraph ] it L]

i.  Click the Home tab,
In the Font group, click the text highlight bution arrow  # + 1
Drag the mouse over the text you wan! to highlight. The text beca

b

iii.

using a highlighter on a regular paper, but far neater as shown in

Figure 2. 61: Texr highlighiing
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Text alignment

Alignment is the act of arranging your
text in different positions based on the
choice or the purpose of the text. There
are four kinds of text alignment namely
lell, right, centre and justily. The MS
Word program has a feature that allows
the user to either align a text to the left,
right, centre, or justity.

By default, MS Word aligns the text
to the left margin of the document.
However, there may be times when
you want to adjust text alignment to the
centre, right, or justify. To align a text, do
the following:

Steps for aligning text
1. Sclect the text you want to align.
2. On the Home tab, select one of
the four alignment options from
the Paragraph group. Figure 2.62
shows the alignment options
available.

Left

Figurc 2. 62: Text alignment options

Left alignment

Left alignment means that each line
will start from the left margin. Left
alignment is commeonly used for body
text and makes the document easier to
read. (This text is Left aligned)

line  will

R A iy =

Right alisnment
Right alienment means that each line
will finish on the right margin. The
starting position of each line will be
different based on the length of the
line. Right alignment is used [or small
sections of content, such as text in the
header and footer, (This text is Right
aligned)
Centre alignment
Centre alignment means that each line
will be displayed with equal spacing on
cither side. This setting is mostly used to
print the title, header and quotes of any
text. {This text is Center-aligned)
Justify alignment
Justify alignment means that each
start on the left side and
finish exactly on the right margin. The
extra space will be adjusted among
the words. Justified text looks neat as
words are evenly distributed to both
sides of the page. (Thas text 15 justified)
NOTE: If you want to change the
alignment of a paragraph, select the text
and then place the cursor on the alignment
style you want, then click on it.

Changing text case

There is a time when text cases need to
be changed. The Change Case command
helps to change the case, instead of
deleting and retyping a text.

Steps for changing text case;
1. Select the text you want to
modify.
2. On the Home tab, in the Font
group, click the Change Case
command arrow A2~ . A drop-

L'-::-mpul-er .f\pplif;.tinﬂg
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down list will appear as in
Figure 2.63.

3. Select the option you need to
use.

Capitaicze Each Wied
TOGGLE cASE

Figure 2. 63: Texr Case chasing drop down [ist

Formatting a text

|. Type the names of the subjects yni.-

leamt in pmary school. .~ &

2. The title of text should be “I WILL

BEANEXPERT".

Bold the title. Vv

4. Increase the size of. the title to 24
points. <

5. Change the m]our of the first
SthECl 10 bluc.

6. Changc attnhutes of one of the

_subjeet names to Italic style.

7. Savethefile as “my pnmary school

subjects”™.

k)

Line spacing
. The space between each line of a
paragraph is called line spacing. It is set
to | by default in MS Word. It can also
be set to 1.15, 1.5, 2, or other values.
Spacing enables easy reading of the text.
The procedure for using the Line and

Paragraph Spacing button on the Home
tab
Steps for changing line spacing
1. Select the text you want to
change the line spacing.
2. Click on the line spacing drop-
down arrow as shown in Figure
2.64. '

References Maiings Hhili View  Help

—

-

Kormal

"9- 0 iii
i
@I il
ﬁ1

= =
= H -
M Paa

3 ;
A -

Line Spacmg Opteons.
Add Space fefore Parsgraph
Add Space Sfuer Paiagraph

-l Nk

Figure 2.64: Line spacing oplions

3. Move your cursor over each
of the built-in spacing options,
and notice how the line spacing
changes. Figure 2:64 indicates
the drop-down list of the line
spacing tool.

4. Click the desired value to keep
it as the line spacing.

Bulleting and numbering

In MS Word, bulleted lists and numbered
lists cun be applied 1o a text whenever a
listing of items is involved. Numbered
lists can be created using commands in
the Paragraph group of the Home tab, as
shown in Figure 2.65
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Insert Design Layout References Mailings

| & Cat TimesNewRoma = (12 | A &7 Aa- Mo = .1 =4 9
By Copy 3 -
B I U ~ s X, X° o v, et

wl

I:llnbnrd P Font

Bullets
Figure 2. 65: Bullets and Numbering

Listing items using bullets
As mentioned earlier, bullets can be added to a text whenever a listing of items is
needed. '
Steps for listing items using bullets;
I.  Select the text you want to be 1n bullets,
2. On the Home tab, in the Paragraph group, click rhe Bullets button arrow.
The window like that in Figure 2.60 will appear.

Design Layout References milﬁgs ;ﬂ!‘d‘lﬂ View Help Er

Jr | E-ELS iﬁ E |
x, n‘|ﬁp mm‘.“’ ]
Aa~ |A" A il

s [l @ [[O] || & [0

Plle|le

3= Change List Level >

Define New Bullet...

— —_— —_—

Figure 2. 66; Bulfets Tvpes

3. Click the bullet type of your choice.

Steps for listing items using numbers;
As mentioned earlier, numbers can be added to the text whenever listing of items is
required.
l.  Select the text you want 1o be numbered.,
2. On the Home tab, in the Paragraph group, click the Numbering button
arrow
3. Click the numbering type you prefer from the list as shown in Figure 2.67
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Figurc 2, ﬁ?:;-Nf.mrberf&g drop-down fisi

The header and the footer N

Headers and footers are sections of 4 document that appear at the top (header) or
bottom (footer) of each pagé' They usually contain text or graphics such as page
numbers, a company Ingo, the document title, the file name, or the author’s name,
A header appears m the Iup margin, while a fooler appears in the bottom margin.

-f

MS Word gives th-: ﬂ[')tinn to use the same header or footer throughout the document
or to vary: hEaders and footers in different parts of the document. You can also
use different headers and footers on odd and even pages or certain sections of the

document.
. Steps for inserting footer
< 1. Click the Insert tab.

2. Inthe Header and Footer group of the Insert tab, click the Footer arrow to
insert the footer (see Figure 2.68).

3. Select the position (Lefl, Center or Right) and style ol the [voter, and click
it to choose.

4. Type the text of the footer.

5. Click the Close icon.
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Docurnent] - Word [Product Bctivation Failed)

WathType  MITRD PRO 10

BB L DDE B4R

gmark  Cross=  Comment  Header Footer  FPage Text  Quick WordArk Trop : Equ
refer=nce . = Mumber+ Box= Pads= = Cap - Ol objeet =
_ Comments He Built-in o
B SRR SRS SRRE TREE AW 5 |19
%
Iovps ] S
SN N
5,
Blank (Three Columns) (,_, ‘x,_‘
Dovps ramf Timmning Iris o]
L

- S
Figure 2.68: Footer s drapdowa menu

y
‘i. N
5 "

Steps for inserting header e

To

insert the header, follow these steps:

L. Click the Insert tab. \/

2. On the Header and the Footer group of the Insert tab, click the Header
arrow to insert the he_aﬂlé.r_;

3. Select the position {Lieft; Center or Right) and the style of the header, as
shown in Figur{lﬁg. A typing cursor will appear as shown in Figure
2.70. 2

4, Type the Ii:xl. Iu be used as the header,

Click clnse ot escape after finishing.

o

o D @ |1=~| { ] Ll Quick Pats = [ Signature Line +
“ L-"-. . 4 Wordhrt = [, Date 5 Time
‘{r‘_ .'-l Y M Footer plﬂl‘ _A Bro . mub iy
3 ] = =  Mumber® m. p Cap ject |
S’ Buift in 1
) Blank
N
(_v.- ! . R
-
ok Threc Colume) — = ]
W iy Frrpinay o
Blank (Three Column)
Masstin Blank header ret up for lefy, righ,
and certed ahgament
—— ‘ ‘ i

Figure 2.69: Header s drop-dovwn meny
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OHfic - nefanence +  Kombers Bare Patse v Cap- OBt v .
EpRi ban (] CERmIRES  Budl- h sl Syminall

B El Loob o34 ek I R
Mo ] * I-|
i Blank (Three Colamnad k b #

Figure 2.70: Header and footer edit bar

NOTE: After inserting the header and/or fooler, click on the Close Header and
Footer button, as seen in Figure 2,70, to exit the header ;:md I"m-mer editing window.
Page numbering \

MS Word allows you to insert page numbers in the dgeutment, There are different
options you can use to insert page numbers. By default, numbering starts from |
onwards. But you may use other numbering formats instead of the default one, or
use different numbering styles in one dgc;liment. '

Inserting page numbers /

Steps for inserting page numbers

Click on the page ydpu-wanl‘tu insert a page number.

Click the insert tab.

In the header and the footer group, click the Page Number arrow.

Select lhe pu:-.llmn you wanl your page numbers Lo appear (lop or boltom)
as . y

-

shown in Figure 2.71.
5. Choose alignment (left, Centre or Right) and the number style.

il to

- 8

Dacument] = Waord (Product Actrvatson Faled)
F . MathType  WITRO PRO 10

MY (B HRADR EEA4AD

f" T oolomark Cross-  Comment  Header Foolar Page Text  OQuick Wordfrt Crop

P reference *= = Nombere Bore Peds> *  Cap- b=
Liks Comments Hesder &F [ Top of Page v Te
é i3 s B TR Bottom of Fege pf o E
T EY Eage Marging L
[ Cusremt Position *

Eﬁ Eormat Page Numbers...
[ Eemo Page Mumiers

Figure 2.71: Puye number insertion menu
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Inserting ditferent page numbering formats in the same document

Before inserting diflerent page numbering formats within the same document,
insert a section break on the pages where vou want to apply different
numbering formats.

Steps for inserting a section break

L.
2.
3.

Position a cursor o the bottom of the page you want to bepamte

Click on the Layout tab.
In the Page Setup group of the Layout tab, Click Bre:ak-: The-. Wi ndnw like
that in Figure 2.72 will appear.

Omn Section Breaks, click Next Page.

n HOME

d 3 D

lgmﬁ'ru'rbim Ee Cul.ln

Fage Setup
J SECURITY WARNING Mazios b

INSERT DEEIGN IWE-ELHEI.IT' REFEREMCES h_ﬂ-ﬁ.ﬁm IRE|

Foraks - Indent Spacing
Page Breaks A 0 pt
Eage 4 apt
¥ Bark the poirk at which ane prge ends
and the next page hegirs,

i P PO

ﬁm%ﬁ}[

E

I

ol v
Indigote that the bext felliwang the cobimn

" reak wall Begin inthe reest calurmn,
& 3

Lexck Wirapping
Separate bect arcund objexts on web
peges, such s caption test from body tedt.

:

Hext Page
Insert a section break and start the new
sectiom on bhe net page.

Cgmitinemes:
Inzert 8 section break and startthe new
seation on the jame page.

Ewen Fage
Insert o section bresk snd start the new
seckion on bthe ot wven-nambened page.

Odd Page
Inser s section break snd gat the new
sectiom o the nsct odd-numbersd page,

Figure 2.72: Puge breaks drop down menu

~_Steps for inserting new styles of numbers
’ The necessary steps to follow are:
In the Header & Footer group of the Insert tab, click the Page Number
arrow and click format page numbers to open a page number format
dialog shown in Figure 2. 73.
2, On the page number format pane, set the number format and specify
where and how you want the numbering to start, as shown in Figure 2,73,

L.
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8:58 AM & 08 = Yo 4% @)+

(d 9 oltie.gotz/uploac :

Form One

3.
4.
5.

Page Number Format ? X
Number format: 3
[ mnciuge chapter number

Chapter starts with style: g '1
Use separator: o A

Examples: 1.1, 14 \ N
Page numbering e d"
@ Continue from previous section { ]

Ostrtar [ [5] e

A\
[ ox || cna |

= =

Figure 2.73: Page number fcfr"ﬁr&l;ﬂ'ﬁk dialog
Click OK. e
Go back to the Page Number mcnu.
Select the position of page numbcr';
6. Click on the desired posmgn 1o select it.

Columns V $ 57

MS Word provides tools lh.al ¢an help you type your document or set it into
columns. There are dlﬂ'ercn! styles of text columns. For example, you can have a
one-column text, a Iwo-ci.ﬂumn text, and a three-column text, which can either be
aligned 1o the left br‘m the right, as shown in Figure 1.74. This feature also gives
you an option to insert a line between the divided text.

/:/] . == —

- o ; :
S M m W w
// i Morots ol onmar 3 5 [ tne petween
Width and 1pacng Frenew
HER
Spply e Thes secien E i S:;In:nml:.nn
[ o= ][ = |}

Figure 2.74: Column dialog box
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To insert a column, follow the following steps:

1.
2.
3.

Select the text you want to divide into columns.

Click the Layout tab.

In the Page Setup group of the Layout tab, click the arrow at the bottom of
the Add or Remove Columns symbol.

Select One, Two, Three, or More Columns to choose the de*;mad style of
column, .

Exercise 2: 3 Ty

Write a two pages document explaining the _:stﬁiry. of your past academic

1.
history.

2.  Formatthe story in three columns, underlme thc headmgs and sub headings.

3. Use the Times New Roman funt l},’pe and 12-point font size with line
spacing of 1.5,

4. Highlight the heading with green cnlnur

5. Bold the heading. F R

6. [Insert numbering on iach paragraph

7. Insert Header of yourdocument to read “My Academic History”.

8. Insert page numhérs in the document.

9. Justify the text. ;;f*

10. Save the dcu::umem in both word and PDF formats. 4

Tables

MS Word gives you powerful tools to organise your text using tables, which consist
of rows and columns. You can create a table by using either the Table command on
the Insert tab or by drawing it with the Draw Table command.

Steps for inserting tables;

1.
2
3,

Click on the Insert tab,
Click on the Table icon. The window similar to Figure 2.75 will appear.

Specify the number of rows and columns,

= ﬁpplmﬂ
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[l Excd Spresdshedt |

B0 Cluick Tables v I-r"‘“
Figure 2.75: fnserting a fable by highlighting the number of rows and columns

Or

1. Select the Insert Table option as shuwn m Flgure 2.76(a), and

2. Specify the number of rows and l:elunms for example, 2 rows and 3
columns specified in Flgure 2 ?-S(b}

ﬁhm wezer PRCELAOUT  MERE Hﬂ'—ﬂm OENIGH  PRGTLAVOUT  RIFIPERCES  MAALBGS PRIV
DR ORE6GD D i) (B30 Bl a & G
ummmmmmmmut;pt!qeﬁmhmmumhmmu X or Om
';‘:;“..::;I"M_ mm.—e-h g i Table vipe [ o
A = i | Prmtber of galumng: i E#j; i
F e of pow: i___;ﬁ’%
suwtaf eharear |
D Frovd ooiumn gams Lt & |
O danofin 1o covbents
0 ol Vs e
[ e T
o ] comm
(a) Inserting table (b) Specifying number of column and raw

Fig'u.ré.i. 761 Inserting a table by specifving the number of vows and columns
(

F

<, “3. Click OK. The table will be created as shown in Figure 2.77
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Figure 2.77: A newly created tahle
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Or

1 Click on the Insert tab.

2. Select Draw Table.

3.  The drawing pen will appear on the cursor.

4 Select a place to draw the table and drag to draw a table of one cell.
5. Use the pen to draw more columns and rows as per your requirement.

Editing and formatting tables \ ¥
Editing and formatting tables in MS Word involves various attri'butes such as
adding borders, merging cells, inserting or deleling rows :md wlunma aligning
text within cells, repeating header rows, applying shddmg, f_md adjusting text
direction, O
Steps for adding borders - ..,.J’

I.  Select the cells to which you want to add the borders,

2. On the Design tab, as shown in F'gure 2.78, click the arrow on the

Borders command. C\™

T ———y ] T,
X WA PO Mebles  WROMON  NGM LOUT

@ b Figure 2.7%: Baorders insertion menu

) 3. Choose the type of border you want to apply to your table. In this case,
. all borders, has been selected, as shown in Figure 1,79,

Q

Figure 2.79: Defining talle borders

Computer I_\pplimriﬂﬂ:a
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s Y "

NOTE: you can edit margin berder style, colour, or line weight by changing them
using design features as shown in Figure 2.7%

Steps for merging cells
1. Select the cells you want to merge like what is shown in Figure 2,80,
2. Select the Layout tab under Table Tools, {
3. Choose merge cells as illustrated in Figure 2.81(a) and Figure 2 El(h)

L

MROFRIYW  DENN  LAOUT 4
3333 3ane3 i i o N
)
L] 7 L] ol IR B, W W EL B |
g T 1
Figure 2.80: Tuble cells selection for merging
o Brrewd Sd Pomberd S | el \'-'_ TR ] :
RELEET NS AGARE B R e WEEEE e
:-""‘i DG VAT H i 87384 11 8 B @ &
= = T ST AT £ See e M S25E S S e
- l-'_rl_ [l i ‘_-I- ] ." lhl ' ' Il :'_'_- " -I |
L
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|._ il

Fipure 2;31 {a): Merging table cells
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Figure 2.81 (b): Merged table cells

" Steps for inserting rows and columns
There are three ways on how to insert a new row or a new column in a table which
are:
1. Using the right-click menun
{(a}  Place the cursor in a cell (box) where vou want to insert a row or
column,then right-click to open the menu as shown in Figure 2.82.
(b} To insert a row, click “Insert Above" to place a row above the
selected cell or “Insert Below™ to place it below the selected cell,
as shown in Figure 2,82,
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Form One

(¢) To insert a column, click “Insert Lelt” 10 place the column to the left of
the sclected eell, or insert right to place it to the right, as shown in Figure

2.82.

| e

Figure 2. 82: Inserting new columns and rowstools

Fl " i

2. Using layout page / )
Place the cursor in a cell, gn to the Layout tab and select “Insert Above™ o

“Insert Below™ for rows; and “Insert Lefi” or “Insert Right” for cnlumm
as shown in Figure 2.83

B e ek e Do Wges Wi Giing Bemm e b e f Sommaly ekl B luks e
Doo Ay

5 e (.l--\w;. aemm i-.i Dot | L G b

Bl [fime s LA e HEE o s

= MY Bk Ll 5T PR P LILJU“- Pl
e B st — e 5 seemin

N Figal-lltlz. B3z Tuble lavout commuands to Insert Rows and Colunns

——

3. /(f,sing the Add (+) Button
‘Place the cursor over the line separating (wo rows or columns, and an

Q2 = add (+) button will appear. Click to add a new row or column, as illustrated

£ ""} “  in Figure 2:84.
2 4 w FY

Figure 2, 84; Adding a new row ta a table
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Delete rows, columns, cell or table

A row, a column or a cell can be deleted by selecting the respective item and
selecting erther Delete Rows, Delete Columns, Delete Cells or Delete Table in
the Table Layout or in the right-click menu as shown in Figure 2.85.

Figure 2. 85: Delete commands of the tuble elements

Erase and draw in the table

In MS Word, there is a Draw Table or Eraser command that can be used to
modify a table by adding or removing lines-in a table in order to adjust the
number of cells, rows, or columns as may be l_'Et]l_‘l.liI‘Ed, Moreover, you can also
erase the line and combine cells, or rows, orcolumns to form one cell.

Steps for drawing or erasing lines in a lable

1.  Select the table and click the Layout tab,

2. On Layout tab, select either the Draw or Erase option, as shown in Figure
2.86.

3. Use the selected tool to add or remove the lines in the table as desired.

te  Hew e lieeDiagm , nes Rl Wabrgn  Mrers  Wm Hep Dubioir 2l Gamwade  Aocts  Fodl RF Teee Deage Db lapowl
L Le ] - - = o

piear | Eibewe b pY E OHT OB B e D reses EDE: i [ 1

[ Gt EE“:] fibrts gt T e et E”“ T Pt - oo el

= p— Mew Below Loy Mgl [ el e T L HL:IL."'"-""F'
[P — [ " [ Eam e 5 reer

Figure 2. 86: Erase and draw table commands

Steps for aligning the text within the cells

..+ Create a table.

. "Insert some text in the cell.

Select the text,

Click the Layout tab from Table Tools.

. Choose your desired text alignment as shown in Figure 2.87.

o =
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Figure 2. 87: Text afignment commands within the table
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Steps for changing the text’s direction

Steps for changing text direction are as follows:

1.  Select the cells containing the text whose direction you want to change.
2. Click Layout tab under Table Tools,

3. Click the text direction option of your choice as shown in Figure 2.8?.

l 1
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Figure 2.88: Text alipnment L‘ﬂmnli!ﬁﬂ{f.? within a table

Exercise 2.4 Z p ¢
L

a4

. By using Microsoft Word, .d;aw.thc following table:

i
TAX ; st Quarter 2023/24
REGION —
Julys. % | August September | Total COMMENTS

MTD ~E4,3?5.3 64,381.5 92,125.70 1221,303.1

Tlala ("\..)‘ 37,240.2 38,610.3 41,162.18 | 117,012.7

,Ei;nc-n{iﬁni 22,1948 20,613.6 25,119.84 | 73,928.3
& Temeke 6,823.8 79213 9,166.36  |23,917.8

< » | Arusha 7,444.1 8,788.0 14,264.73 | 30,496.9

Align the text direction in the column “TAX REGION" to point downwards.
Change the style of the border to any style of your choice.

Merge the cells under the “COMMENT" column.

Type “collection is good” in the comment column.

Save your work as TAX collection.

T e e

I

w Computer Applications
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Inserting pictures

Adding pictures to your document is a
very good way to have aninteraction with
the reader. 1t aids in conveying messages,
ideas, and concepts in a very simple and
beautiful way. Images or pictures can
greatly improve comprehension, attract
readers and enable them to understand
your topic very easily and visually
enrich the content.

MS Word provides a feature that allows
you to insert images or pictures directly
from your computer into your document.
By the end of this section, you will be
able to add, edit, and customize pictures
in your document, as described in the
following steps: '
There are two main ways for inserting a
picture into a document:

. Using the Imsert tab and the

Picture command, or
2. Pasting a copied picture,

Steps for inserting picture using insert

picture command:

l. Select the insert tab from the
navigation menu, as shown in
Figure 2.89.

2 Click the pictures command, then
select from the drop-down menu,
as shown in Figure 2.89.

3. Select one of the following three
oplions to insert a piclure, as
shown in Figure 2.89,

(i)  Tnsert Picture from This
Device.

(11) Imsert Piclure from Stock
Images.

! Computer Applications E
: .
L.}

S o oS SIS AT

(iii) Insert Picture from Online

Pictures.
File  Home Insert Draw Design Layout R
E Cover Page ~
[ Blark Page Table
=1 Page Break i
Fages - . Insert Pigture From !
F3 This Device..
~Ed] Stock Images.
Ed Online Pictures...
|

Figure 2. 89: Inserting a picture using

the Protares fool

Steps for inserting a picture from this

device option

1. Open the Insert tab from the
navigation menu (see Figure 2.89).

2. Click Pictures and choose Insert
Picture from this Device.

3. In the file selection window that
pops up, select the drive or folder
from the left panel that contains the
image of your choice, as shown in
Figure 2.89.

4.  Choose the picture/image you
wish to insert in your document
and Click Insert, as shown in
Figure 2.90.
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Figure 2. 90: Inserting a picture using the

Insert o Pieture from This Device method
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5. The picturc will be inserted at the selected area in the document.

Steps for inserting a picture from online sources

I. Choose the Online Picturcs option from the drop-down menu shown in
Figure 2.89 .

2. In the Online Pictures dialog box, you can search from a variety of online
pictures as indicated in Figure 2.91

Online Pictures La
= O opaeui

Pemrwd by i Bany

oy Ty o i lng gl et rehade g copr gt Lo core e

Figure 2, 91; Seavch the pictyure name iy the search bar from online sources

3. Select the desired picturefimage and click on the Insert button (Figure 2.91).
4. The picture will be added to the selected location in your document.

Steps for Inserting picture by Pasting the copied picture in the document.

1. Copy the picture from another location (c.g., computer storage, online source,
ﬁr_ from another document or application).

2. Place the cursor in the document where you want the image to appear, and
paste the copied picture.

Picture formatting

When the picture 1s inserted or pasted in the document, it comes with a different
format which sometimes may require formatting, such as resizing, framing,
cropping, or adjusting the layout. You can access these options on the Picture
Formal tab as shown in Figure 2:92

S
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Figure 2, 92: Picture farmatting command

Layout formatting _
By default, an inserted image will be placed in line with the text. This means the
image will behave just like a character in the text, pu._sh?ng the rest of the words after
the cursornext 1o it and below it as shown in Figure 2.93.
There are two options for adfusting a Picture Lavout:

(1) By using the Layout pop-up menu which appears after left-clicking on

the picture. .
(it} By using the Wrap Text command on the Picture Format tab,

P
By default, an inserted image will be placed in line with the text. This means the image will act just

like text, pushing the rest of wards after the cursor pext to and below it. To change
this, lefi click the image and a Layout Optiohs bex will appear to the right of it, as indicated in Figure

Figure 2, 93; FExample of a picture inserted in line with text

Steps lor adjusting the picture layout using the Layout Optlions pop-up menu
which appears after clicking on the picture,
I, Left-click on the image, and a Layout Options box will appear to the rght,
as indicated in Figure 2,94,

F
o=
By delwslt. an insered wall by placed iy s merdnts (e amage will w2l just
@ Layean Dptiamy K

o e S Tl
Bika bead, pazhiog the prad o Aw _| - wrii to sad belaw it, To chanps
iz, befk click the image prd & Ly Dptinse b =7, wight of i, sz indicsted in Fipees

b

Figure 2. 94: Inserted image fayvout options box
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I. Hover over cach icon to sec the
names of layout options and
choose the one that matches
your goal. If you wish to scc
all the layout options, click See
more at the bottom of the menu,
as shown in Figure 2.94.

2. Text wrapping will determine

how the image appears in

relationship with the text as

indicated in Figure 2,94,

Square will make it so the text

makes the image to form a

square with the text around it

Tight means the very edges of

the image will have text as close

to it as possible.

(a)

(b)

(c)
but will also fill in gaps in the
middle of the image

(d) Top and bottom makes the image

take its own line, rne:-.ining text

will not be beside the image at
all and will have space belore
and after its placement.

Behind text makes the image

serve as a background behind

the text.

(f) In front of the text will place
the image over the text in the
document, covering it without
moving it.

(e)

Picture resizing

You can resize a picture according o
your requirements by using the corner
dots, or “handles” around the picture,
You can also remove unwanted parts of

Through will be similar to tight

an image by cropping it.

(11) To keep the centre in the same
place, press and hold the Ctrl key
while dragging the dot button.

(iii)To  maintain  the image’s
proportions, press and hold the
shift key while dragging the dot
button.

(iv) To maintain the proportions and
keep the centre still, press and
hold both the Ctr] and Shift while
dragging the sizing handle.

Figure 2.95: Resizing the Picture

Cropping the picture

When you crop a picture, you trim its
horizontal and vertical sides. Cropping
15 useful when you only want to exclude
a portion of a picture or add a margin
around it,

Steps for picture cropping
1.  Select the picture to be cropped.
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2. Sclect the Crop button on the Picture Format tab.

3. Black crop handles appear on the edges and corners of the picture as shown
in Figure 2.96.
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Figure 2. 9%: ICmppfrag the Piciure
Fd »

4. Crop the image by duin'g- one of the
following: b i,
'!hhle p _2:'Cmppiug aptions and thefr respective actions
Description " Action L) |
Crop one side. Drag inward on the side cropping handle

Crop two adjacent sides at the | Drag inward on the comer cropping handle
same time

: ;.Cmp equally on two parallel | Press and hold Ctrl while dragging inward on
. sides at once the side cropping handle

5. You can also outcrop, or add a margin around a picture by drageging the
cropping handles outward rather than inward,

6. (Optional) to reposition the crop area, either adjust the crop rectangle by
dragging its edges or corners or move the image within it.

7. When finished, press the Esc key or click anywhere outside the picture
within the document.
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e

Explain the advantages of MS Word as a word processing application.
Describe 1n detail the functions of the Vertical and Horizontal Scrollbars.

Type a letter addressed Lo your head teacher requesting [or a permission o go
home. Format the letter in a proper letter format, '
A form two student is asked 1o write an essay about his/her schml
Unfortunately, the word “school” has been typed several times as® bL]'lUl”
in the document. It is possible to correct the misspelled word thmughnut the
document in one operation, Name the feature which wmlld enahle this to be
done. o’
The first word in the following sentence has hccn typcd as “their” instcad of
“there™. “Their will be coffee served on entrance This has been marked as an
error in the document. Which feature of the wcrrd processing software detects
this type of emror? -
Explain two types of section breaks and how they are used.
How do page margins control te:at ﬂow in a document?
Explain the difference between ap::llm g errors and grammatical ermrors, as they
appear in the Spelling and Grammar checker,
Explain the dlﬁ‘emnce hetween the following:

i Save and ,'Save As

(ii)  Copy and Paste

(iii) Copy a_nd Cut

CamScanner
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