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PREFACE

PREFACE

Information and communication technology (ICT) is a broad area of study which has core
computer science concept at one end and at the other, digital literacy and computer
fundamentals. At the same time, with technological advancements, children are exposed
to the world of technology at a young age. It becomes therefore important to help our
children have a good understanding of how computers work in this highly digital world.

This book has been written by taking into consideration the National Curriculum
framework. It also takes into account that children are now exposed to learning through
tablet as part of the EDLP project as from Grade 1. The panel has carefully designed
activities that can be easily contextualised to the learner’s environment and the
practical activities arerelevant to the learner’s everyday life. The learners will develop their
skills and knowledge of the subject area gradually and will advance with confidence
through the various topics and contents presented in the workbook.

The workbook consists of eight different units:

Working safely with computers.

Working with tablets.

Concepts of Computer operations.

Word Processing Skills: Advanced formatting.

Spreadsheet: Workbooks and Worksheets.

Presentations: Introduction to Animation, transition and Formatting.
Advanced Internet features.

Multimedia: Importing pictures from Internet.

PNOUARWNSS

The workbook is learner-centered and consists of:
1. Practical activities.

2. Book activities.

3. Activities on Tablet.

4. Extra challenge activities.

We strongly consider that this book is an essential tool to promote ICT teaching and
learning at this stage. As a further help to our children, more practical activities for each
unit have been included. We have created an avatar named Kimo that will be used to
make the book child friendly.

Indeed, much care has been bestowed upon the preparation of this book and hopefully,
it will become the best guidance tool.

The Information and Communication Technology Panel



INTRODUCTION

Hello Friends

My name is Kimo,
| will guide you throughout your ICT Skills book.
What is your name?




KIMO KEY

KIMO KEY
Activity on cantrebz Can | help?
Tablet PN
Activity on @ Observation
computer 4'
Reward (O@ Tips

.

Extra Challenge \'@ Activity in books

\O Note to teacher

’ q NOTE TO TEACHERS:

The teacher should download the pictures for hobbies and
insert them in Pictures folder.

Did you know?
‘ Did you know?
/w\
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UNIT 1

Working Safely
with Computers

AlM:

« To avoid health risks and to use computers safely.

LEARNING OBJECTIVES:

By the end of this unit, pupils should be able to:

« Demonstrate an understanding of corrective measures to avoid health risks in using
computers.

« Take proper care of computers.

- Demonstrate an understanding of computer ethics.

D



No Food
and Drink

Enter and Exit
Quietly

Do not run in the
Lab

Do not touch
cables

Do not use the Respect your
computer without teacher and
permission classmates
Ask before you Keep the
print computer lab

clean

Do not move
change or delete
files on the
computer

Do not use the
internet without
permission
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When you sit in the computer lab, use a good sitting posture.

1
2
3 I
[ e mpared
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Itisimportant:
w - to take care of computers for our own safety.
’ ' « for the computers to work properly.

&
’ NOTE TO TEACHERS:

Prior to ‘Computer health precautions; a brief recap of health problems
should be done.

Let’s have a look of how | can prevent health problems caused by the use of computers.
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In Grade 3, we've learned the health problems that can be caused by
computers.

’ w \ How can they be avoided if we adopt the correct measures?

Some ways | can take care of computers are :

Disconnect power cables when not using computers.

Do not play or cut any electrical cables.

Keep all cables organised.




»»»»»»

Eutentisl F-Secure

"-9932‘;%;
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Install Antivirus Software.

Perform regular software updates.

Delete unused programs.

Backup files.

Remove dirt and dust from the computers.



What is computer ethics?
Computer ethics are proper ways of using computers.

Some examples of computer ethics are:
« I must not use computers to cause harm to others.

&

+ I must not use computers to steal personal information.

« I must not interfere in other people’s computer work.

« I must not use or copy software without permission.

« I must respect the rights and property of others when using the Internet.
+ I must not take other people’s work without permission.

« I must not access other computers or programs without permission.




1. Give 3 examples to prevent health problems.

2. What are computer ethics?

3. List 5 ways you can take care of computers.

Note: This activity can also be
done on the computer.




Working With
Computers: Tablets

AlM:

To install a learning application using playstore.

LEARNING OBJECTIVES:

By the end of this unit, the pupil will be able to:
Navigate through Playstore.

Install a learning application.

Navigate through the learning app.

@



Let us see how to install a learning application using Playstore.

\Example: We will install the Kahoot learning application.

The teacher has to login in Playstore so that the students can download
the Kahoot learning application.

Step 1: | swipe on the main screen to view the list of apps.

5:.03PM ¢ G

-~
2
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Step 2: A list of apps will appear.

509PM B @ G

© O

FM Radio

Keep notes Kotobee Reader

Play Store ScratchJr

O 6

Sound Recorder Whiteboard

@
9

Settings

w

WPS Office

Step 3: 1 select the Playstore application icon.

Play Store

Google Play Movies

Sketch

@

InShot

Play Music

O




Step 4: The following screen will appear:

541PM B M 0 G -

. Google Play Q, Search for apps & games
A Games For you Top charts Children Premium Categories Editors' Choice
88 Apps Discover recommended games

Ea Movies

" Roblox f Piane Music Go: EDM Pian...
Adventure - Simulation 9 Music + Arcade
43 % 110MB 4.4 % 33IMB

ads - Suggested for You

‘ CREATE, TALK AND PLAY WITH FR 4]
g T

Y Iz a

PK XD - Play with your Frie...
Adventure - Simulation
4.4 % 132MB

=

——

Step 5: | type kahoot in the search bar as shown below:

¢ kahoot X
0 Eh \—‘search bar &
[ «ahoot! Play & Create Quizzes
Q kahoot quiz K
Q kahoot app for students N
> kahoot majorities majority's $
1 2 3 . s s 7 s 0
q w e r t y u i p @
a s d f g h , K |
& Zz X c v b n m ? o




iy,

Step 6: | press the Enter key on the keyboard.

Step 7: The following screen will appear:

€ Q

m Kahoot! Play & Create Quizzes

In-app purchases

a7 5Cr+

AL reviews 30 MB Rated for 3+ @ Downloads

<>

About this app

Create and play learning games at schoel, at home or at work!

Education

Step 8: 1 select the Install button.

K‘ Kahoot! Play & Create Quizzes

In-app purchases

Step 9: | wait a few minutes until the application is installed on the tablet.

@
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Step 10: Now, | can see that the kahoot application icon appears on my tablet screen.

FM Radio

Keep notes Kotobee Reader

©®

Play Store ScratchJr

®

Sound Recorder Whiteboard

Gmail

°
©

Settings

w

WPS Office

Google Play Movies InShot

Play Music

O

Skype
Kahoot
K learning
application
icon.

* Kahoot!

Recap: Opening an application using a tablet from Grade 3 Unit 2.

Now, let us navigate through the kahoot learning application.



Step 1:1 swipe on the main screen to view the list of apps.

509PM M 9 G

FM Radio Google Play Movies

Keep notes Kotobee Reader Play Music

Play Store ScratchJdr Settings Sketch

Sound Recorder Whiteboard WPS Office

Step 2: | look for the kahoot app and tap on it.

©C 0 ® © O @

FM Radio Google Google Play Movies

®@ O | >

Keep notes Kotobee Reader 3 Play Music

> O

[HEVRS GI ScratchJr Settings Sketch

O & = O «

Sound Recorder Whiteboard WPS Office YouTube * Kahoot!




Step 3: The following screen will appear:

Welcome!

You don't need an account to play.
Before you get started, please answer these 2 quick questions...

Already have an account? Log in

Privacy  Tarms

Step 4: | tap on the next button.

Step 5: The following screen will appear:

Question1of2

Choose your account type

Teacher

Professional Personal
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Step 6: | tap on Student.

Step 7: The following screen will appear:

Question2of 2

How old are you?

Afge
9

Step 8: | enter my age in the blank space provided and tap on the OK button.

Step 9: Now, | can see the main screen of the Kahoot application as shown below:

[ 2] Kahoot!

Make learning awesome!
Get started with these simple tasks

2 My kahoots

Let the games begin!

Create Kahoot

Step 10: | tap on the DISCOVER icon.

Home Discover Enter PIN Create Library

A A BFE
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Step 11: | look for the “Practicing Growth Mindset (Elementary/Middle)” title and select it.

Search for Kahoots

STAR. Science and Trivia

' P
| G -
@ Trivia au
al

Calabrate Halloween by Spooky
the Humbers

KAHOOT! ACADEMY VERIFIED EDUCATORS
o VW - W OV (TP o W

Step 12: The following screen will appear.

L .’Q'

\(\ _N‘_""ﬁf".’.

ing Growth Mind El

P 1Esk e o 998

@ Learnstorm

Description
Halp your students kesen o practice a

Step 13: | tap on Study.

Step 14: The following screen will appear and | tap on Flashcards.

o

\ Practicing Growth Mindset (Elementary/Middla}

-

Step 15: Now, | will have to answer several questions and tap on the correct answer to
proceed.



Conceptsin
Computer Operations

AlM:

« To understand the concepts in computer operations.

LEARNING OBJECTIVES:

By the end of this unit, pupils should be able to:
Change desktop background.

Identify hardware and software. ) )
« Change icon size and text.

« Understand the concepts of data and

information. « Change screen resolution.
Be aware of input, process and output cycle. - Change desktop themes.
Work with GUI (Graphical User Interface). + Work with taskbar.

. Create, delete and rename subfolders. - Change date and time.

@
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In Grade 3, we have learnt that:

« the computer is a machine.

/ w \ « there are several parts of the computer.
« there are different types of computers.

The computer system is made up of hardware and software.

Hardware is any part of the computer that we can touch and see. Examples of hardware are:
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Software are programs in a computer. Programs are instructions that make a computer work.
Examples of software are:

am Windows10




A computer takes in data, processes the data and gives out information.

« Data are raw facts and figures which are entered into a computer.
« Process is what the computer does with the data.

- Data together with instructions produce information.

For example:

5+4 =|§|— 9is the information
L

5 and 4 are the data

Let us see the example below which shows the input, process and output:

Mango pulp, sugar and
milk are put in a mixer grinder.

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

PROCESS

The ingredients are
blended in the mixer grinder.

OUTPUT

The result is
the mango shake.




Input and Output devices form part of computer hardware.

We use input devices to give data to the computer. Some examples of input devices are:




e

QRS

We use output devices to get information from the computer. Some examples of output
devices are:




Activity 1: Use the words below to fill the table gi en.
Mouse, Monitor, Keyboard, Speakers, Stylus pen, Printer,

Projector, Scanner, Webcam, Microphone

Input Devices Output Devices
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The desktop is the main screen of the computer.

It consists of the desktop background, Start button, taskbar, notification area and icons such as
program, file and folder icons.

0 Type here to search

Start Button Taskbar Notification Area
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Activity 2: Changing desktop background

«  Step 1: Right-click on desktop.

«  Step 2: Click on Personalize.

«  Step 3: Choose a picture you want to put as desktop background
from the pictures given.

Background

Background

Pty

Checse yous picture
Browne

Choose a




-/ -\
r

«  Step 4: As soon as you click on a picture, the desktop background
changes.

Background

«  Step 5: Click on Close.

Settings - o x

@ Home Background

| Find a setting 52 |

Personalization

I B Background

Colors

Cd Lock screen

Background
Th
Ed i Picture ~
Ao Fonts
Choose your picture
8 Start

b %] i
& Taskbar

Browse

Choose a fit




~
\ «  The desktop now looks like this:




Activity 3: Changing desktop themes
«  Step 1: Right-click on desktop.
«  Step 2: Click on Personalize.

«  Step 3: Click on Themes.

Background

«  Step 4: Click on a picture.

Get more personality in Windows




+  You will notice that your desktop theme changes.

Themes
Current theme: Flowers

£ Type here to search

« Step 5: Click on Close to close the Themes window.




Activity 4: Changing screen resolution
«  Step 1: Right-click on desktop.

«  Step 2: Choose Graphics Options.

«  Step 3: Click on Resolution.

+  Step 4:You can adjust the screen resolution by clicking on the list
given. The recommended screen resolution must be 1366 x 768.
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An icon is a small picture that represents a program, a file or a folder.
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Activity 5: Changing icon size and text on the desktop
«  Step 1:Right-click on the desktop.

«  Step 2: Click on View.

«  Step 3:Click on Large icons.

The icons’ size and texts have become
bigger.




«  Step 4: Right-click on desktop again.
«  Step 5: Choose View.

«  Step 6: Click on Small icons.

Ll 2 Type here 1o seasch

The icons’ size and texts have now

’ become small.

«  Step 7: Follow the same steps to change the icons to medium
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In Grade 3, we have learnt how to create a folder.

We can also create one or more folders in a folder. A folder which is found in another folder is
called a subfolder.

- wmame

Activity 6: Creating and renaming a subfolder
Step 1: Create a folder on the desktop.

« Step 2: Name the folder as Grade 4.

« Step 3: Double- click on the folder.

You will notice that the folder is blank.

» Step 4: Right-click in the blank space.

+ Step 5: Choose New.




Step 6: Click on Folder.

,_J,||_A7|Graded - O X
Home Share View - 0
» Grade ~ earch Grade
Grade 4 Si h Grade 4
~
MName Date modified Type Size
3+ Quick access
I Desktop * Thisfel 1 Folder
B Downloads ~ # |#| Shortcut
Documents View >| A Microsoft Access Database
[&] Pictures * Sort by > [« Bitmap image
J'i Music Group by > @ Microsoft Word Document
l Videos Refresh @ Microsoft Access Database
& OneDrive Customize this folder... @ Microsoft PowerPoint Presentation
T Iﬁ Microsoft Publisher Document
aste
[ This PC B8 WinRAR archive
- Paste shortcut
id=| Rich Text Format
= Network Undo Rename CtrlZ < ’
Text Document
Give access to > 3] Microsoft Excel Worksheet
New 5| B WinRARZIP archive
Properties I

Grade 4.

[11 & [ = Grade4

4 [ s Graded »

7 Quick access
[ Desktop
; Downloads
Documents
& Pictures
j Music
! Videos

@ OneDrive

3 This PC

‘ MNetwork

Share Wiew

Step 8: Close Grade 4 fol

You will notice that a subfolder has been created in the folder

v | B 2 Search Grade 4

Date modified Type

01/11/2021 00:51 File folder

Step 7: Now rename the subfolder as Students.

Size




v

Activity 7: Deleting a subfolder

« Step 1: Double-click on the folder Grade 4. Grade 4 folder will
open showing the subfolder Students in it.

L[ 5 | Graded - O X
Home Share View b o
4 | > Graded v | B 2 Search Grade 4

MName Date medified Type Size
# Quick access

[ Deskiop
; Downloads
Documents
[&] Pictures

JI Music

l Videos

@ OneDrive

| Students 01/11/2021 00:51 File folder

LS

[ This PC

_‘ MNetwork

«  Step 2: Right-click on the subfolder Students.
«  Step 3: Click on Delete.
2|1 > Grades vl £ Search Grade 4
Name . Date modified Type Size
. Student N1/11/2021 0051
B Desktop o studeore ; File folder
& Downloads  # Open in new window
Documents 4 Pin to Quick access
= Pictures * A Addto VLC media player's Playlist
D Music & Play with VLC media player
H Videos 7-Zip >
mei CRC SHA >
- el El scan with Microsoft Defender...
W ThisPC Give access to >
= Network Restore previous versions
Include in library >
Pin to Start
BH Addto archive..
B8 Addto "Students.rar”
BH Compress and email...
8 Compressto "Students.rar’ and email
Send to >
Cut
Titem  Titem selected

Create shortcut
Delete

Rename

Properties



« Step 4: The subfolder is now deleted.

(11 [ [l = | Grades

Share

View

4[] > Graded

3% Quick access
[ Desktop
& Downloads
Documents
Pictures
Ji Music
@ videos

@ OneDrive

[ This PC

_‘ Network

LI T S Y

Name

Date modified

This folder is empty.

~

o

Type

2 Search Grade 4

Size

«  Step 5: Click on Close to close Grade 4 folder window.

[ L1 [A ] =] Gradesd

Share

View

4 [ > Graded

3 Quick access
[ Desktop
‘ Downloads
Documents
Pictures
Jﬂ Music
B Vvideos

@ OneDrive

[ This PC

¥ Network

L T Y

Name

Date modified

This folder is empty.

v

<]

Type

2 Search Graded

Size

g

¢
)
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The Taskbar is the long horizontal line found at the bottom of the screen. We can pin programs
to taskbar to open them quickly.

5 [

Activity 8: Steps to pin a program to Taskbar

« Step 1: Right-click on Microsoft Word icon found on the
desktop.

« Step 2: Click on Pin to Taskbar.

Open.
Cpen fie locaton
B3 Addes sechive
B Addte WORD - et ra
B B3 Compreit and emad
BB Comporis tn WORD - Shencuta” snd smad

G Fun as samecner
0 Shaee with S

Ll 2 Type here to search
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Activity 9: Steps to unpin a program on the Taskbar

+ Step 1: Right-click on Microsoft Word icon pinned on the
Taskbar.

+  Step 2: Click on Unpin from taskbar. The icon will disappear
from the Taskbar.

EY # oevecsona

+ In this way, we can pin and unpin any program on the Task-
bar



A

In the notification area on the Taskbar, we can adjust time and date.

Activity 10: Changing date and time.

Step 1: Right-click on the time displayed in the notification

area.

Step 2: Click on Adjust date/time.

Toolbars

Adjust date/time
Customize notification icons
Search

Mews and interests

< Show Cortana button

¢ Show Task View button

Show People on the taskbar
Show Windows Ink Workspace button

Show touch keyboard button

Show the desktop

Task Manager

~ Lock the taskbar

¥ Taskbar settings




« Step 3: Click on Change.

Settings = O s

@ Home Date & time

Set time automatically
@ o
Set time zone automatically

@D o

Set the date and time manually
® fegon

AF  language

| Find a setting

o

Time & Language

I % Date & time

Synchronize your clock

Last successful time synchronization: 01/11/2021 07:36:10
g Speech Time server: time.windows.com

Sync now

Time zone

(UTC+04:00) Port Louis ~

Show additional calendars in the taskbar

« Step 4:The following window will appear. Adjust the date and
time using the drop-down options.

«  Step 5: Finally, click on Change.

Change date and time

Change date and time

Date

November




Storage devices are used to save our work so that we can use it again. Some examples of storage
devices are: hard disk, external hard disk, CD-ROM, DVD-ROM, SD card and flash drives.

Name Image Capacity

Hard Disk

External Hard Disk

Flash Drive

SD Card

DVD-ROM

CD-ROM




+ Match the storage devices with their names

Hard Disk

External Hard Disk

Flash Drive

SD Card

DVD-ROM

CD-ROM




Developing Word
Processing Skills

AlM:

To format a document using Word 2019.

LEARNING OBJECTIVES:

At the end of this unit, pupils should be able to:

Identify a word processing software.
- Identify the different areas of the Word 2019 window.
« ldentify the different tools on the Ribbon.

- Align text using the different alignment tools.

o N

Insert Header/Footer.

Insert Page Number.

+ Insert special Characters.
+ Setline Spacing.

+ Apply Character Formatting
(Superscript and Subscript).

« Apply bullets and numbering to a
list of items.



Recap from Grade 3:

Word Processing means to create, edit and print documents.

Documents can be letters, notes, reports, flyers, posters and

many more.

To create documents, we use word processing software on a computer.

Examples of word processing software:

Using Word 2019:

Click on the Word icon found on the taskbar.

A new blank word document will appear as shown below.

aaBbCcD AaBbC( AsBbcel AQB assbcer aasbeeni

1# Share
LFind ~
. Replace
I Select ~

Editing ~




To format means to change the appearance of your text in a document.

« Alignment refers to positioning of text.

/ Q \ « Alignment depends on the type of document you work on.

. Calibri (Body) ~/11 ~ A" A" Aa~ fp | ==~ i=~ i=v &= 3= 8
Copy . P A
Format Painter - ® X, ‘& == = = |*= 2. o

Aligns text to the Aligns text to Aligns text to Gives your text
left of the page. the center of the the right of the straight edges on
page. page. both sides of the

paragraph.
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Activity 1: Align Text and set line spacing.

« Step 1:1type the following text:

At The Seaside

It was the last day for uncle Ted and his family in Mauritius. It
was a pleasant day. Jack and Sara suggested that the whole
family should spend the day at the seaside.

« Step 2: I select the whole paragraph as shown below.

At The Seaside

+ Step 3: I click on the right align button.

+ Step 4: The text should appear as shown below:

At The Seaside

It was the last day for uncle Ted and his family in Mauritius. It
was a pleasant day. Jack and Sara suggested that the whole
family should spend the day at the seaside.




Step 5: | click on the justify button.

Step 6: The text should appear as shown below:

At The Seaside

It was the last day for uncle Ted and his family in Mauritius. It
was a pleasant day. Jack and Sara suggested that the whole
family should spend the day at the seaside.

Step 7: Click on the Line and Paragraph Spacing button.

Step 8: | select 2.0 from the list that appears:




Step 9: The text should appear as shown below:

At The Seaside

It was the last day for uncle Ted and his family in Mauritius. It

was a pleasant day. Jack and Sara suggested that the whole

family should spend the day at the seaside.




To insert a header or footer, you must first click on the insert tab.

Headers help Footers help you

you to repeat to repeat the

the content at content at the
the top of every bottom of every

page. page.
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Activity 2: Insert header

Step 1: |

click on the header button.

Step 2: A menu will appear.

Step 3: 1 click on the Austin Header type.

you want to do

)

Comment

Comments
e 1200 013

[ Header | A= El"l}" |T[Equationv
Built-in
Blank
yputred
Blank (Three Columns)
ypes e} [Fypehera] [Ty hars]
Austin
iscomsest 98]
Banded
T

,@ More Headers from Office.com
[ Edit Header
E;( Remove Header

|_“H Save Selection to Header Gallery...

-
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Step 4:l type the title ‘Microsoft Word' as the header of the
document.

Step 5:1click on the Close Header and Footer button found
on the ribbon.

e

L

-
i

f

B

DO

Header Fooler  Page
- = Mumber -

Torages B Foster

Home  laset  Draw  Design  Layout

BR D

Header Foctes  Page
- = Humber =

Heser & Fanter

(=] = v [ i o B 185 em
| ) ;l ::l |—|D ,_QI l.' I—:::w‘ .;Mmmhmrqc qu- o Tap 135 0 n
Date & Docurment Ouick Putures Onine s Gole _ sty | Close Header
Time info - Fars - Pctuses Focter Li o ke Tert Tab and Focter
nget HMamgation ptieny Posean Cloce
[ S R :u'.';;l [ b oo . . E (AR ORISR | Moo Wi B R

The title has now been added in the header as shown below:

Malings  Review  View  Help  Header & Footer

References # share
. q F = ﬂ Bl Prviout s Fistt Paga o tender rom Tep: 1M em - £
[}g =-'J B3 Fg | I L? [ et Even P = 1Hem 2 |>\|
Date & Document Cuick Pictumes Online s Gata 7 e | Was
Tme o= Pat Fietures e Fesabe. 1) Link e Prev | Show Bocument et ] Inset Aligmmest Tabs et Fouktt
e Hawizatsan Gmtions Pesttien oase e
B T U T o e T P e
This is the heoder.
g e e S R




B Cover Page -

[ Blarsk Page

4 Page Break

L

ragry

Yl

Activity 3: Insert page number in the footer area

« Step 1: I click on the insert tab.
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« Step 4: I click on the Close Header and Footer button.

+ Step 5: The page number has now been inserted in the
footer as shown below:

e



Activity 4: Insert special characters

« Step 1:1 open Word 2019.

« Step 2: | type the following sentences:

P . : e PP -
s et o) -1 - AR L = 2 fuasscond] assbeerx paBbCr Asepcet AGE amsvece sameen | g o
PO ot ey, | BT e W B== e TG SR e fhoomal | THodpec. Mesdingl Mesdng? Tt Subtle  Subtlelm. - ‘hm.'

‘Cipboard = Font & Parsgraph. i Styles S Cdeing ~
M e i FE N T Er Ty LN R B Brry TR RS T TRy BrE TR ey

-
. 1. What is your name?
2. Harry scored 100% in his English test.
] 3. Iam ingrade 4 (Red).
b 4. Sam borrowed $10 from Tom.
M 5. My e-mail address is: a_bc@xyz.com

«  Step 3: 1 use the Shift key to type the upper symbol on the
keys.

« Step 4: | save my work as ‘Characters.




Character Formatting

Itis a character that is Itis a character that is
displayed slightly above the displayed slightly below the
normal line. normal line.

X? X

2




Activity 5: Character Formatting (Superscript and Subscript)

« Step 1:1openWord 2019 and type the following text:

Superscript: A1

Subscript: R1

¢ Home  nset  Draw  Design  Loyoul  Refercnces Mailngs  Riview  View  Help 5 Share

= —_—

X cun ; S e s e
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e | BT U n X A 2 A EEEE e 0o | [roms [t oot iz e s swseen 5[ FIT

Clgesand i Tant & Patngraph & Serfes & Lating ~
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+ The text should appear as shown below:
Superscript: A’
Subscript: R,

i(Body) ~ 11 ~ A" A" Aa~

I U~ ab|x||x | A~ £~

RN

Subscript Superscript




We can use the bullet button on the ribbon to create a bulleted list and the numbering button
to create a numbered list.




Activity 6: Apply Bullets and Numberings
Step 1: 1 open Word 2019 and type the following text.

Step 2: | use the numbering button to create the fruits list and |
use the bullet button to create the vegetables list.

Fruits

1. Orange

2. Apple

3. Grapes
Vegetables

« Cabbage

. Cauliflower
« Carrot
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é%ﬁ EXTRA CHALLENGE

Instructions:

Step 1: 1 try to reproduce the document below by putting
into practice all the different things | learnt in this chapter.

Step 2: | use Comic Sans MS for font style.

Step 3: | use Font Size 14.

Step 4: luse Line Spacing 1.0.

A day at Grand bay

It was the last day for Uncle Ted and his family in
Mauritius. As it was a pleasant day, Pixie and Dixie
suggested that the whole family spend the day at the
seaside. Both kids are in the 4" grade.

When they reached the beach, it was scary, it was very
crowded, but they found a place under a shady tree to
put their things.

« The children saw sailing boats.
« They went for a stroll to collect shells.

« They took many photographs before returning
home.

Uncle Ted gave them $10 before going back to his
country.




Spreadsheet:

Workbooks and
Worksheets

AlM:

To manipulate data in a spreadsheet program.

LEARNING OBJECTIVES:

At the end of this unit, pupils should be able to:

|dentify workbooks and worksheets.  * Use AutoSum.
Add, delete and rename worksheets. . Apply borders to tables and merge cells.
Change tab color. . Work out simple calculations.

e N
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A workbook consists of worksheets.

Example : An excel file is a workbook.

X

A worksheet is the working area where | interact to enter data.




As a workbook has several worksheets, | can only see the active sheet at a time.

To add a new worksheet, follow the steps below:

A new worksheet appears as shown below:
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| can rename worksheets to identify the contents of each worksheet when there are multiple
worksheets within a workbook.

Step 1: I right click the sheet2 tab name.

Step 2: 1 click on Rename.

| notice that the worksheet
2 has disappeared from the
workbook.

Step 3: | Press Delete or Backspace key.

Step 4: |type’‘Grade 4’as the new name of the worksheet.




Activity 1: Renaming a worksheet

Step 1: Open a new worksheet.

Step 2: Add three more sheets and rename them as follows:
Sheet1 => Apple
Sheet2 => Orange
Sheet3 => Kiwi

Sheet4 => Plum

Step 3: Save your file as ‘Fruits.

Step 4: Close your workbook.




Step 1: Open a new worksheet.

Step 2: Right click on Sheet1 tab name.

Step 3: Click Tab color from the menu.
Step 4: Select the color red.

Step 5: After selecting the color, the sheet1 looks as it is shown below.

]

10
1
12
13
14
15
16
17
8
)
20

21
23

tembs
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Activity 2: Changing tab color of a worksheet

Change the Tab Colour of each worksheet as shown below.
Follow the above steps.
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Step 1: Delete sheet2 from the table below.

Step 2: 1. I right click on sheet2 tab name.
Step 3: I click Delete.

15
16
: ?— Insert...
18
19 Ef_Delete
— * Rename
21
2.2_ Move or Copy...
= &5 View Code
24 ¥
25| E! protect Sheet..
= Tab Color >
¥
28 | Hide
29
30_
== Select All Sheets
[ Sheell I NGO
Ready

| notice that the worksheet 2 has disappeared from the workbook.

=3

30
31

Sheetl @




Activity 3: Delete sheet 4 and 6 from the workbook below.
Step 1: Open a new worksheet.

Step 2: Add six more sheets.

Step 3: Delete sheets 4 and 6.

Step 4: Close your file.




Itis very easy to calculate sum in a spreadsheet.

Activity 4: AutoSum

Step 1: In a blank worksheet, | type the data below.

Step 2: Iclick on cell B10.

Step 3: I click the AutoSum button on the home ribbon.

fi  Mome el Pageleod fomuls Dats Redes s Mg Tellmewhatyou mnt 020 - Share




Step 4: The column B will appear as shown above.

Step 5: | press the enter key.

| can observe that the table shows the
total amount.

.




Activity 5: The table below shows the number of apples sold
on each day.

Find the total number of apples sold from Monday to Friday
using AutoSum.




« Step 1: Select the cells.

« Step 2: Click the Borders’ drop down
menu.

« Step 3: Select All Borders.

1 R
1
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[ ) [rech Outan Bowiem
T Bl e B
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9 = Top sng oo Border
10 Vi ] Pogln, B Rl
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15 # D Bcwdar Grad
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17 e ]
18 L g B
14 2 e Boeday
20
1
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Step 1:

Step 2:

Open a new workbook.

Enter the data below:

Fie Moma et Page Lt Fomals  Duts  Reves Vs Mg

- X

Tl me whal you mant 1o S0

1 - KA - - P W Tt st

T

b TS S P O PR L X
— Vgt - ) " e e " inpiry
| A B c 1] E F G H 1 1
1 13t Term Assessment
I Graded
3 Niz Mat Gevernmant Schael
4 Name English  French  Maths  Sciemce  His/Geo  Total Marks
5 Clra 8 &) ] ] o)
6 Wyana 60 75 (] 5 75
T Zoheil 5 &8 il L] &8
B Ryan il &0 75 T o0
9 ah Chun o9& 160 100 100 ap
10 Maina 100 -] a8 ] 100
11
- —
1
16
« Step 3: Row 1 to Row 4 should be bold.
« Step 4: Center Align the cells A4 to G4.
« Step 5: Center Align the column B to Column F.
« Step 6: Calculate the Total Marks of each pupil using Auto-
Sum.
- Step 7: Apply all Borders to your table.
« Step 8: Save the table as“Result” in your folder.

Step 9:

Close your workbook.




Spreadsheet uses formulae to do calculations.

Each formula must start with the ” ="sign”.
’ ' \ Computer uses special symbols to do addition,subtraction,

multiplication and division.

Symbols on keyboard

Addition

Subtraction

Multiplication

Division
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« Step 1: Open a new workbook.

« Step 2:Enter 7+3in Cell AT.
+  Step 3: Press Enter Key.
« Step4:Type=7+3inCell A6.

+ Step 5: Press Enter Key.

« Step 6: The result is the sum of the two numbers.




« Inablank worksheet, perform the following calculations:

a) 58+33

b) 46 + 25

c 89-17

d) 37-22

e) 12*9

f) 28*3

g) 48/8

h) 108/9




Presentation -
Introduction to Animation,
Transition and Formatting

AlM:

« To create a presentation.

LEARNING OBJECTIVES:

At the end of this unit, pupils should be able to:

. Insert animation. « Increase and decrease indent of a list of items.
- Use transition effects on slides. » Add picture to slides.
. Delete and move slides. - Add texture, gradient, solid background or

transparent background to slides.

@ Y



In Grade 3, we have learnt how to apply slide layout and themes to a
presentation.

In this unit, we shall learn to create a presentation with animation and

’ ' \ transition effects.

A presentation is a document which consists of two or more pages called slides.

Presentations are created using softwares such as:

Google Slides
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« Activity 1: Inserting animation on a slide

+ Step 1: | open PowerPoint 2019.

= E ey R ine guiees .t Lo i&
Click to add title
Click to add subtitle

« Step 2:1type Hobbies in the ‘Click to add title’box.

« Step 3:1type Hello!l am in Grade 4.1 have many hobbies. ‘Click
to add subtitle’ box. The screen appears as below:

e B E B~ \COoOH On. (3 2 £ fea
L ; T AL L0 H L Replce -
et I Bl U S e YA 5 [ AR 1C i [ Select =
Chpbosd T Shae Fant Puragraph Ovawing TdRing
1
Hobbies

Hellol | am in Grade 4. | have many hobbies.




Step 4: | click on Design Tab and choose Facet design.

Aa

s

 mmmmm

Aa

o [

1

File

The slide appears as below:

Step 5: | select the word Hobbies.
Step 6: | click on Animations tab.

Step 7: | click on the more options to choose more animation
effects.

Home Insert Transitions Animations Slide Show Review View

Design Recording

Help

*x | Kk kA W Y K Xk K
None Appear Fade Fly In Float In Split Wipe Shape

‘




Home

« Several animation options appear.

Insert Design

Appear

k

Fade

x ¥
=

! Random Bars

' Emphasis

Grow 8 Turn

A’

T >

ﬁ Dy
Pulse Color Pulse

A ¢

Transparency Object Color
W
Bold Flash Bold Reveal

Exit

AS
1

Disappear
i ﬁ¥
X %

Fade

~

Random Bars Shrink & Tu...

% 1% 4 %

More Entrance Effects...

More Emphasis Effects...

More Exit Effects...
More Motion Paths...

OLE Action Verbs...

Transitions Animations Slide Show Review View

*

»

X

Fly In Float In Split Wipe Shape
Npe

* o ¥

Zoom Swivel Bounce

2
Teeter Spin Grow/Shrink Desaturate Darken
Compleme...  Line Color Fill Color Brush Color  Font Color

Wave

o g

¥ % Kk K, K
Fly Out Float Out Split Wipe Shape
Np

A

Zoom Swivel Bounce

Recording

Help

»*

Wheel

’

Lighten

*

Underline

*

Wheel




Entrance animation shows how my text enters the
presentation when | view the slideshow.

«  Step 1: I click on Bounce.

| Entrance

‘ * kW w K Kk K
Appear Fade Fly In Float In Split Wipe Shape Wheel
= P X % | ¥

T Random Bars Grow 8 Tumn Zoom Swivel ‘Bounce

«  Observation: The word Hobbies bounces.




Exit animation shows how my text leaves my presentation during
the slideshow.

«  Step 1: Click on Fly Out.

Exit
it \

A D S S G ¢
Disappear Fade Fly Out Float Out Split Wipe Shape Wheel

& .é.* NAY

i

= * b+ d > 4 ¥
Random Bars Shrink & Tu.., Zoom Swivel Bounce

I@ « The word Hobbies will fly out of

w the slide.
*x X

Animatiors SRR

Options - | Animation ~ 2~ Pareer | (B0elne foam0  T| | % Move Lt

Preview Animation Ll Adanced Animation Timing

| ’ m
Hobbies
Helle! | am in Grade 4. | have many hobbies.

+ |follow the same steps for:

sho wiew Viw Recording  Help Q' Tellme whatyou wantto d

. + e Rnimation Pane P St OnCiick |- Reowder Arimation
* ﬁ * % K HERER
Preiew Wive  Diswppew Fade FyOut | FlostOut Spit Wpe Shape ¢ [fent Add

‘Hello! | am in Grade 4. | have man




A ———

« Activity 2: Adding more slides and using transition effects

« Step 1:1click on Insert tab.

« Step 2: 1 click on the icon New Slide.

] o P—
New
Slide ~

+ Anewsslide appears.
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Mew | Toble | Pictures Screenshot Photo | Shapes lcons 30 Smorthrt Chat | g by Addeins -
| | | 5 | (R
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swaezor2 (B Engisn pasaus)
P Type here to search

+ Step 3: I click on New Slide icon again to insert one more

slide.

|Click to add title

| » Click to add text

D En

Comment | Test mauwﬂmn"_ Equation Symb

Box & Footer

Comments

Ten

G Accessuy:investgate

= notes WMcomments [ 55

«  Now, there are three slides in all.

.

M| )

Hew Table | Pictures Screemahot
sigws | Tables Image
1

2

]
)

(D

Shaedotd (7 Enghin et
P Type here 1o search

@|OS D P | e |

Photo | Shapes kons 3D Smarthn Chat |y dd e -

A s | Modals -
Isitssbant A

Click to add title

» Click to add text

[yTp—

*
&
Comment

Comments

o Hates

W Comments

A% T O (D% &

Symbols

Video Audio Screen
© v Recouing
Media ~




« Step 4:lclick on Slide 1.

| -
| ’
| ’

+ Step 5: I click on Transitions.

- . . 44, Sound: |Mo Sound] - Advance Side
N B @ @ @ = W om © . e et T
Prevew Tramsitian 1o This Slide Timing y

| ; ’ Hobbies

Hello! | am in Grade 4. | have many hobbies

Sndetatd [ English Mausitiar) (g Accesusity. mveitigate
2 Type here to search
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« Step 6: I click on more options.

UPYECEARIN  Animations  SlideShow  Review  View  Recording  Help Q' Tellme what you want to do|

LN § = @9 @ & 8 m ©
None Morph Fade Push Wipe Split Reveal Cut Random Bars Shape =

Preview Transition to This Slide

« Step 7: Click on Blinds.

Home Insert Design Transitions Animations Slide Show Review View Recording Help G Tell me what you want 1

Subtle

L s [ 4 & (] -l (e

MNone Morph Fade Push Split Reveal Cut Random Bars Shape
@ @ o

Uncover Cover Flash

Exciting

P M = ™ % = " m =

Fall Over Curtains Wind Prestige Fracture Crush Peel Off Page Curl Airplane

] ey [ I o

> oW N B B B O m

Origami Checkerboa... Blinds Clock Ripple Honeycomk Glitter Vortex Shred
o C O O m = = =&

Switch Gallery Cube Doors Box Comb Zoom Random

Dynamic Content

B W @& O O o e

Pan rris Whee Conveyor Rotate Window Orbit Fly Through

« The transition effect appears as follows:

« Step 8: 1 use a transition effect for the other two slides also.

@



« Activity 3: Moving slides

« Step 1: I click on the third slide.

« Step 2: I drag and drop the third slide after the first one.

|

)
)
Dq

« The slide will be moved. In this way, using drag and drop
method, | can move any slide | want.

|

& ]/

?//
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« Activity 4: Deleting slides
« Step 1: I'right-click on the third slide.

« Step 2: I click on Delete Slide.

w

=, | f— —
® Q % cu
Preview By Copy
e ‘ly Paste Options:
1 D L
=] MNew Slide

Duplicate Slide

& Add Section
| = Layout »
¥ Reset Slide

&l

Format Background...

Al Hide Slide

Mew Comment

- The third slide is now deleted.

« Step 3: Save your presentation as Hobbies.
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=
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« Activity 5:Increasing and decreasing indent
« Step 1: Open the PowerPoint file Hobbies.

« Step 2: 1 click on the second slide.

« Step 3:1change the layout of my second slide by clicking on New
Slide — Two Content from Insert tab.

e what you want to do

Review 3 Q Telmewhat youmantto 2 share
&%l F =l 2
wwe BEW|DEOD 43T O 00 L,
.| Zoom b Ao | Comment | Tet Header Worddd _  Eguation Sic | Video Audio Scieen
v Bae AFoowr >~ L 3 © v Recording
Aodins inks Comments Teat Symbols Miedis o

e

Twe Content

| add text

« My second slide now looks as follows:

e




« Step 4: | type My hobbies in the title box.

« Step 5: | type the following text in one of the boxes below
the title:

[ like swimming.
[ like reading books.

| enjoy watching cartoons.

+ My slide now looks as below:

.

My hobbies

?b I like swimming.
» I like reading books.

» I enjoy watching cbﬂonns‘

o] G




« Step 6: | select the text typed.

My hobbies

o Q
> > Click to add text
>
>
: Emme
o ° | o

« Step 7:lclickonincrease indenticon.  __

[
o % ] ] et - £Ale = wz . I text Dection
L'[:‘-‘R' I.'_!'"-m' _ n’ (X atgn T
— — W Saen~ BT U Sm¥M-ra- ¥- 45~ ) Comeertin Smant
Cpbemd 3 . Fart s Pursgrah o
: ’
-
’ My hobbies
z
= L4
. o L]
> » Click to add text
>
>
Eill g
o o
o o o




« The text moves slightly to the
right as follows:

«  Step 8: Press on increase indent icon again. The text will
move a bit more to the right.




« Step 9:1 now select the text again.

« Step 10: 1 click on Decrease indent icon

My hobbies
&
o . o
> » Click to add text
>
»
= <y
o] o 1 E:;@

My text moves slightly to the left. Thus, | can increase and
decrease indent on texts | type on PowerPoint slides.

]
]
)
“u

[e]u] i ?me- P Fd
LLoOG - = & (£ Spe Outine - | % Replace ~

3 2o A R O it - [ By st
Drawng =

’ B ’ My hobbies
@

O O r -
‘ .
N
N

.

o o ”v'
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« Activity 6: Adding picture to slide

&
A NOTE TO TEACHERS:

The teacher should download any hobby picture and insert it
in Pictures folder.

Step 1: Click on Pictures icon on the second box on Slide 2.

1
’ l My hobbies

» I like swimming. |» Click to add text

.

» 1 like reading books.

» T enjoy watching cartoons,

Pictures folder opens as follows:




AN

AR

@ Insert Picture X
1+ » This PC > Pictures » v ) 2 Search Pictures
Organize v New folder E ~ X °
4 Downloads # *
Documents o
& Pictures 4
J'i Music L
. New folder Camera Roll Saved Pictures free-active-kids-s happy-children-
. Vi chool-holiday-pa playing-in-the-sc
rk-sessions hool-playground
a Microsoft PowerP “pctorP MG
[%] OneDrive
@ OneDrive
[ This PC
1ICD Neiem MW ¥
File name: e ‘ |A|] Pictures > |

Tooks v [ Open [v] |

Cancel |

Step 2: | select a picture and click on Insert.

B Insert Picture

4[]« Users » Admin » Pictures » v | O 2 Search Pictures
Organize New folder =~ T @
& Downloads # #
Documents #
[&=] Pictures -
D Music L ¢
| New folder Camera Roll Saved Pictures free-active-kids-s happy-children-
B Videos chool-holiday-pa playing-in-the-sc
rk-sessions ‘ hool-playground
@ Microsoft PowerP ~vector-23342042
[#5] OneDrive
@ OneDrive
[ This PC ——
1ICD Meta e MY &
File name: | free-active-kids-school-holiday-park-session ~ |A|| Pictures V|

-

Tools




My hobbies:
% I like swimming.
% I like reading books.
+ I enjoy watching cartoons.

« The picture is successfully added to the
slide.

.

« Step 3: I save and close my work.




« Activity 7: Adding texture to slide
« Step 1: | open the PowerPoint file Hobbies.

« Step 2: I click on Design tab.

+ Step 3: I click on Format Background icon.

O

deefumll

Hobbies

Hello! | am in Grade 4. | have many hobbies.

+ The following box appears:

Step 4: | click on Picture or texture fil




« Step 5: Iclick on Texture icon.




UNIT 6

« Step 6: Iclick on a texture.

« Step 7: The slide now looks as follows:

P ol ek : o 'l’p;f,’:""&"
‘ o s

o
Loty
e e
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Activity 8: Adding gradient to slide

« Step 1: I click on Gradient from Format Background box.

Format Background ~
o B,

4 FHll

) Solid fill
Gradient fill

'® Picture or texture fill
) Pattern fill
| Hide background graphics

Picture source

Insert... Clipboard

Texture il

Transparency I

Tile picture as texture




« Step 2: 1 click on Preset gradients icon.

+ Step 3: Iclickon .colour.




« My slide now looks as follows:

=5 R
g




Activity 9: Adding solid color to slide

Step 1: | click on Solid Fill from Format Background box.

Step 2: 1 click on light blue colour from the colour box.

Format Background ~ %

4 Fll
_ Gradient fill
_) Picture or texture fill
7 Pattern fill
[| Hide background graphics

Color

- Autorbatic

- Theme Colors

[N EEEEEEN

Standard Colors

EEY NEEEER
% More Colors...

/ Eyedropper

: Apply to All Reset Background

+  Step 3: Click on Apply to All.

« My slide now appears as follows:




Activity 10: Adding transparent background to slide

« Step 1: Using my mouse, | adjust the transparency level of my
slide background color.

Format Background ~ X

4 F
® Solid fill
_) Gradient fill
L Picture or texture fill
"I Pattem fill
["] Hide background graphics

ol (&

Transporency ——— | 0% 2

ApplytoAll | | Reset Background |

«  When the transparency is at 0%, the slide has a solid color.
«  Whenlincrease the transparency, the slide colour becomes paler.

« The picture below shows the slide with 50% transparency.

Fomat Background = ¥




Advanced
Internet features

AlM:

« Tointroduce pupils the features of a web browser.

LEARNING OBJECTIVES:

By the end of this unit, pupils should be able to:
« Use keywords to search for a specific information on the internet.

Show awareness of the features of a web browser such as Refresh, Bookmark, New
tab, New Window and History.

@D
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/ To search for a specific information on internet, | need to use a search
engine to quickly have the result.

Search engines are special websites that help people to find information faster on the
internet.

There are many search engines on the web.

Some examples of search engines are: Google, Yahoo, Bing.

Google || yahoo/




When searching for information, | should always use the most appropriate words.

For example, if | want information on Food, | shall get thousands of information which | don’t
really need.

But if | search for ‘food for health | shall get precise information.

Let us see the steps below to do the search.

« Step 1:1Click on the Google Chrome browser n icon on the taskbar.

The following page appears.
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«  Step 2: I type the keyword ‘food for health’into the Search box.

== @ google.com/search?g=fruits+ with-+vitamin +c8ei=VENIYYLsFuXlgweVtpWAAO Bved =0ahUKE
Google @ food for health

+ Step 3: | press Enter key.

The following page appears.

« Step4: Iclick on a hyperlink to get more information.




« A hyperlink is a word, a phrase or an image | click on to go to
another page.

« Text hyperlinks are often blue and underlined.
« I may also observe that the cursor changes into a hand

icon whenever | place the mouse over a link.
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\'.‘ » EXTRA CHALLENGE

Activity 1:
Now look for the information below on the internet:

1. Rivers in Mauritius.

2. Fruits with Vitamin C.

3. Vegetable Soup recipe.

Activity 2:

1. What is Internet?

2. What is a Search Engine?

3. Name one Search Engine.

4. What is a hyperlink?
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Google

Q, Search Google or type @ URL

G e &

Gmad Exlensions Add shoreut

Refresh Button:

This button reloads a webpage.

New Tab Button:

Opens a new page in the same window when selected.
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Let us look at the example below:

« Step 1: Click the New Tab button to the right of open tab.

@& NewTab *®
& 3 € |G Search Google or type a URL , New Tab _ioh

Gual Wwges 35

Google

Q, Search Google or type a URL 4
G ~ +
Gmaidl Extensions Add shortout

I notice a new tab has appeared.

@ Mew T )
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ol rges 3

Google

@, Search Google or type a URL L

= +

Web Store Add shortcut




« Step 3: New window: (1) Open menu at the top right-hand corner.

Lty gy

- ¢ (o %)% &

Google

Q  Search Google or type a URL !

(1]
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: (2) Click on New window.

_
<+ C G Search Googleor type a URL 4+ * & :

IAQB asebceo asmbcend assbcend scavced f"‘d )
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! Format Text Effects ~
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Gmail  Images
Q, Search Google of type a URL L

The following page appears with new window:




Bookmark Button:

This page redirects me to often visited webpages.
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History Button:
This button enables me to see the webpages | opened recently.
Click (1) Open menu

(2) History button

New tab
New window

CirlsN

New Incognito window  Cirl=Shift=N
m—

Cirl+H I

History History
o Downloads Ctrl+)
Bockmarks
B cbay - vahoo Search Results Ctri+Shift+T
@ Daily Deals on eBay | Best deals and Free Shipping Zoom 100% 3
Here | can see the web S s R
O 2tabs
pages | opened recently. - -
& marigold flower - Google Search Fina. Crr+F
G marigold flower - Google Search More tooks
B sectings Edit Cut Copy  Paste
@ Classic Blue - Chrome Web Store
Settings
No tabs from other devices Help

it




Match the following buttons with their respective icons.

Buttons

Icons

New tab

Bookmark

Refresh




Multimedia:
Importing pictures
from Internet

AlM:

« To manipulate pictures.

LEARNING OBJECTIVES:

By the end of this unit, pupils should be able to:
« Import pictures from Internet.

«  Resize, crop, colour and rotate a picture.

@



In Grade 3, we learned how to import pictures from the computer.

Now, we will learn how to import pictures from the Internet.

Activity 1: Make drawings including pictures imported from the
Internet.

« Step 1: Download a picture “Girl” from the Internet and save it.
« Step 2: Open Ms Paint from the taskbar.
« Step 3: Click on‘Paste from’ option.

« Step 4: Click on Downloads.

..........

« Step 5: Double click on the picture “Girl".
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+ Step 7: Save your work.
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Resizing a picture means changing the size of a picture.

Activity 2: Resizing a picture

« Step 1: Click on Resize.

LR R

- EEEES .II-'
el bl =8 R
pigun  Pued 10

« Step 2:Enter 50 in the
Horizontal box

« Step 3: Click on OK.

e Observation:

The picture becomes smaller.
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+ Step 2: Save your work.

« You can enter a number greater than 100 in the Horizontal
box if you want a bigger picture.
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Cropping a picture means removing parts of a picture.

Activity 3: Cropping a picture

« Step 1: Select the picture by using the Select tool.

sen i 03202 i S MO NISES Samam ¢
SPERE e W e [T ol e Fnlii i
Tocin Trapes. ™
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f@ Select Tool
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RS Dragging Tool

« Step 3: Drag the bottom dragging point in an upward direction.
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+ Step 4:The picture is cropped.

Step 5: Save yo )_—_-/
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Activity 4: Colouring a Picture

+ Step 1: Use the Fill tool to colour your picture.

.
: ) -

+ Step 2:Save your work.

N
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Activity 5: Rotating a Picture

« Step 1: Click on the small triangle near Rotate.

- |j (jEEEES weEEy ¢
. £t o
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Caleun

«  Step 2: Select and click on Rotate right 90°.
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« Step 3: The picture will turn 90° to the right.

+ Step 4: Save and close your work.
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« lcanalso use Paint 3D to
make changes in my pictures
and drawings.

With the help of your teacher, you can download
a picture of your choice and make the different
0 changes as explained above.




+ Step 1: Click on Edit with Paint 3D.
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Step 3:The picture will appear on the Paint 3D screen.
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+  More options and tools are available in Paint 3D.

" =4 EXTRA CHALLENGE

« Itry to discover the different tools in Paint 3D.

v 4
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