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Aim:
To learn about computers

Learning Objectives:
By the end of this unit, the pupil will be able to:

Describe what is a computer

Name the type of computers

Explain how a computer works

State the uses of computers

State the advantages of using computers
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mComputer Fundamentals

‘ What is a computer? J

A computer is an electronic machine.

‘ Some types of computerj |

Desktop Computer

Computers
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Parts of a Desktop Computer

UNIT 1

System Unit Monitor

Mouse Keyboard

Printer Speakers




Activity 1: T fill the crossword with the help of the pictures
and letters given.




(@ Activity 2: T name the types of computers below:

‘ How do electronic machines wor'k?J

A washing machine takes a dirty t-shirt, washes it and gives us a clean t-shirt.

Nl .
vy =W |
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i

input wash output

A calculator takes two numbers, adds it and gives us the result.

S n

input calculate output

a



i/\Computer Fundamentals

' How do computers work?

Computers take in data (input), work it out (process) and
produce information (output).

Jim is a boy.
He is 6
years old.

input process output

Some uses of computers

To learn To watch movies To listen to music

(g\



To send e-mails To chat To view web pages

‘ Computers in daily life J

Industries Office Communication
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i/\Computer Fundamentals

' Some advantages of using computers

Audio and visual

Less paper work




UNIT 1

Helpful

Interactive
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At the end of this unit, I can

1 |Describe what is a computer

2 |Name the type of computers

3 |Explain how a computer works

4 |State the uses of computers

5 |State the advantages of using computers




Aim:
To work with files, folders and drives

Learning Objectives:
By the end of this unit, the pupil will be able to:

Describe what are files, folders and drives
Create a folder on the desktop

Rename files and folders on the desktop
Delete files and folders on the desktop
Restore deleted files and folders

Search for files and folders



Q///\Computer Operations

A file stores data and information.
A file can be any document, a
picture, audio or video.

(

5 | F

‘P )
Excel Dnedlate

K Word Puwrrl"-mn
Documents

On the computer, some

icons represent files.
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Files Folder Folder
contains files

I store my files in I can also store a folder
a folder. in another folder.

ﬁm




I store my files and
folders on a drive.

Types of Drive Drive Icon

+ +

Local Drive

4

DVD RW Drive

4

Removable Drive i/ | |




Creating a folder on the desk'l'cy

1. T right-click on a blank space on the desktop.

2. I click on New in the menu which appears.

Wikw ]
St by ¥
Refrash

Paste

Paste shostout

Unda Rename ChidZ
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Graphscs Options : /@
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B Screen resclution
B Gadgets
& Personslize




V\Computer Operations

3. I click on Folder.
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The icon of a new folder will appear on the desktop.

( New folder )

4. I click on the desktop OR I press Enter on the keyboard.

o



‘ Renaming a folder on the desk‘ropj

1. T right-click on the icon of the folder.

B ——— - ——
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2. I click on Rename. e
3. I type Grade 3. & Scom with Mrseoh Secusity Eraamtivh

4. I click on the desktop OR Betoes forvons orices
I press Enter on the keyboard.
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Computer Operations

Deleting a file on the desk‘topj

1. T right-click on the file icon.

2. I click on Delete.
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A dialog box appears.
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3. I click on the Yes button.
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When I delete a file or a folder
it goes to the Recycle Bin.



Computer Operations

Restoring a file on the deskfcy

1. I double click on the Recycle Bin.

|
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A window opens as shown below.

2. I right-click on the file T want to restore.
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3. I click Restore.
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The file goes back where it was before.

\{%\" Activity 1: I tick (/) the correct column.

True

False

A file stores information

Files can be stored in a folder

A folder cannot contain other folders

Files are represented by icons on the desktop

When I delete a file it goes to the recycle bin

D



&;Computer Operations

‘ Searching for files and foldery

1. I click on the Start button.

2. I type the name of the file OR folder which I am searching in the

search box.
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Here, I am searching for the
file named 'Cliparts’.

3. I type ‘Cliparts’ in the search box as shown below:

=



At the end of this unit, I can

1 |Describe what are files, folders and drives

2 |Create a folder on the desktop

3 |Rename files and folders on the desktop

4 |Delete files and folders on the desktop

5 |Restore deleted files and folders

6 |Search for files and folders




Aim:
To work on a word processed document.

Learning Objectives:
By the end of this unit, the pupil will be able to:
Save a word processed document

Insert pictures in a word processed document using Clip Arts
Use the Home and End keys



(@ Activity 1: Use MS Word to type the following text:

Pupils of Grade 3
The pupils are in the classroom. They are sitting at their desks. Miss

Molly is the teacher. She welcomes all the pupils to Grade 3. She is
happy to see them.

‘Saving a file J

I save the text that I am typing
so that I can use it later.

If I do not save my text, I
will lose it when I switch off
the computer.

When I save my work, I give
it a name. I use a name which
is easy to remember.




Activity 2: Save the text you type in Activity 1 in the
folder Grade 3 on the desktop using the name 'Pupils’.

1. T click on the Save button. E

| Home | Insert Page Layout References Mailings

: Cut —
| % L Calibri [Body) 11 - |A A
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The "Save As" dialog box appears.
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V\Word Processing

2. I click on "Desktop”.
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The "Save As" dialog box appears.
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3. I double click on the folder “Grade 3“.
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The following window appears:
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V\Word Processing

4. T click on the File Name box.
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6. I click on the “"Save” button.
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V\Word Processing

(@ Activity 3: Use MS Word to type the following text:

In the school yard
The children are in the school yard. They are playing with a ball.

Save the text you type in the folder Grade 3 on the desktop using the
file name 'Yard'.

‘ Inserting a clip art in a word processed documenj

1. T open MS Word 2007
2. I place the cursor where I want to insert the clip art.
3. I click on the Insert tab.

Home Fagelaysut  References  Malings Roetw  View  Adedns  Aoba
il i
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4. I click on Clip Art.

Feferences Mailings Flaview Add-dng Aerobat
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The Clip Art task pane will appear on the right as shown below:
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V\Word Processing

5. In the "Search for” box, I type the name of the clip art I want to
insert. For example T type the word “"computer’.

jg‘u L) 5 4 AS gemer) T Q5
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6. I click on the Go button.

A list of clip art will be displayed as shown below:
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7. I choose a clip art and click on it.
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The clip art will appear on the page.

Pribliree? Bt Msww Beww  Tew bbb Gkl | Peendd L3
[ L A S N — gt et B B o Brasns | L ) e it
R B R B B ) e [ = [ e :
s o T gy [y -..1-uh-. W g | ol = paa Lok, L

Pl g 1 Lemma -




(///\ ord Processing

The Home and End keyJ

Insert Hcme Page
Up

Tab e— nter Delete § End Page
4 Down

ﬁps Lock

While editing a ‘rex’r when I press
the Home key | , the cursor goes
at the beginning of the line.

For example, in the text below the cursor is in the middle of the line.

In the school yard

The children are in The|school yard. They are playing with a ball.

@



UNIT 3

E___3

When I press the Home key |“'“' , The cursor goes to the beginning of
the line.

In the school yard

|The children are in the school yard. They are playing with a ball.

While editing a text, when I press

the End key |"" , The cursor goes to
the end of the line.

For example, in the text below the cursor is in the middle of the line.

In the school yard

The children are in|‘rhe school yard. They are playing with a ball.

When I press the End key |l'-=|I - , The cursor goes to the end of the line.

In the school yard

The children are in the school yard. They are playing with a ball.l




At the end of this unit, I can \/I

1 | Save a word processed document

Insert pictures in a word processed
document using Clip Art.

3 |Use the Home and End keys




Aim:
To work with a spreadsheet software.

Learning Objectives:
By the end of this unit, the pupil will be able to:

Open and close a spreadsheet software
Create a simple spreadsheet

Edit a simple spreadsheet

Format a simple spreadsheet
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mSpreadsheet

‘What is a Spreadsheefj

A Spreadsheet consists of rows and columns.

I use a spreadsheet to represent
information in the form of tables.

Some examples of Spreadsheet programs are:

= .

Google Sheets  Apple Numbers Microsoft

4

Open Office
Office Excel Calc
FW'_
— bt Papr g Fareadsl D
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T use Microsoft Office (s i [
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this table. gy i : i
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b ARy Mok F
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UNIT 4

‘Opening Microsoft Office Excel ZOOd

1. T click on the Start button.

2. I click on All Programs.

3. I click on Microsoft Office.

4. T click on Microsoft Office Excel 2007.

OR

I double click on the Microsoft Office Excel 2007 icon f.EE on
the desktop.

Microsoft Office Excel 2007 opens as shown below:
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mSpreadsheet

‘Closing Microsoft Office Excel 2007 J

I click on the Close button at the upper right corner of the screen.
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1. T click on the Office button.
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2. I click on the Exit Excel button.
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Row, Column and Cell}
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mSpreadsheet
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mSpreadsheet
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H7 and C3 are cell addresses

For cell C3, C is the column
letter and 3 is the row number.



(@ Activity 1: Shading columns

Shade column A, column D and column G in the spreadsheet below:

5 2l Contnt s 1) b s Lt o L 5 s 1 o]

owwmmawqu

—
o

(@ Activity 2: Shading rows

Shade row 2, row 6, row 4 and row 7 in the spreadsheet below:

Camils il F ol L ¢ sl 1ol

gwmumma»)waE
o]
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(@ Activity 3: Identifying cells

Write the following cell's addresses in the correct cell of the
spreadsheet below:

E2, B7, H5, 61

R TR JRRYYVPR R WU NN OO YO Uy oy

gswmwa\mawwn
>
j==]

(@ Activity 4: Identifying cells

Shade the following cells in the spreadsheet below:

A6, D3, H9, F4, C5

SN

oo)
S!wmwa\tnbwnn
>



‘ Moving around a spreadsheej

I click on a cell to make it active.

To move from one cell to another,
I use the arrow keys |

&
of the keyboard. Ii’ E E

Activity 5: Fill in the blanks

1. When I open Microsoft Office Excel 2007, the active cell is

2. I press the right arrow key 3 times, now the active cell is

3. From there, T press the down arrow key 5 times, cell

becomes active.

4. T must press the left arrow key times so that B6

becomes active.

(39"



1. T open Microsoft Office Excel 2007.

E oy | Faprlapeed  Pawes D Amwms S i - -

- l‘: G BT i N =0T ST ST raa E _‘- * j-' _Ji‘l E_. ;:‘:I- H ﬂ

. 'u - -~ .

i 1O T A N o R S s o et s D

RS .. SRS i ¥ i piid SR, . X L. S SRR W

AL T Rl =

dalfdeesit L
L] i Lt} i L} [+ L] i ) B L] [ ] L o -

[

Bommaw an iens

2. I type the word Name.

As I type the letter N, the cursor appears.

"

| Home | Insert Page Layout Formulas Data Review W
= B =
) Gacomy =
‘ Pﬂf’fe F Format Painter |B i TH— ||g_ .&*| |§ = §||§=t
_ Clipboard M| Font EN Alig
Al - Qi ﬁr| N
—-
@Bnukl
Pl & | ¢ | o | E | FE | ¢
1 |n| l
| 2
3

&



. After typing Name in cell A1, T use the right arrow key to move to

cell B1.
i | Home | Inzert Page Layowt Formulas Data Feview Wiew
_1[ d Cut Calibri -1 - oo || | = .,-”' _'-1 =
™ =4 Copy o
hftt J Format Fainter B I I[ '||Lz"|.ﬂ -&'I TEI$||¢¢| 2!
Cliphoard ¥ Font ] Alignment
B1 a L
@ Buokl
A B | D E F G
1 |l"-.|ame !
2 +
3

4. T type the word Address and then move to cell C1 to type the
word Age.

- | Home | Insert Page Layout Formulas Data Beview Vieww
—_I‘f db Cut Calibri R S il e
=3 Copy
PR F Format painter || BSENEE MIERIRCR- S
Clipboard L Font ") Alignme
Bl - I,"‘. I« | Address .
e
@ Buokl
A B c D E F G
1 |Hame ‘.ﬁ.ddress l -
2 !
3
. |

o



(@ Activity 7: Deleting text in the cells of a spreadsheet

Delete the word Address in cell Bl in activity 6.

1. I click on cell B1

| Home | Insert Pagelayout  Farmulas Data Review  View
B comd -1 ik o] || 88w o
Paste ormatpamter ||| B 7 W[t -l Ca e Ao R 2R R | ¢
Llippoarg & ront {3 | Algnmen
I;I —‘ll » I;Imnd:lmss
EE_{]Bnukl
|4 I D S [ G
1 Name
FH
=

| Home | Insert  Pagelayout  Tormulas  Data  Review  View
Li . H Cust Calitari = 111 - I:H """I |- .H|@,ﬂ-l |
—' 143 Copy - : et i} L
Paste vormatpamter ||| B 7 I o o)l Sae A | RN | |
Clipboard el rent (=3 Allgnmen
Bl -l I~ | Address
E 0 ="
E_{]Bnuk.l
Pl » e c | o | e | £ | &
iﬂnme
S
3

@



Capitalize the word Name in cell Al in activity 6.

1. I click on cell A1l.

Farmulas Data Review View

! Hame |__In.'r-r.rt Page Layout
B Calibri - -l a] =] |
= 53 Copy A —————— ———cl ] || —— —
s J Format Faintar IR =S R S eI e HE SR
Clipboard & Font i | Alignme
=
Al =7 K & S| NAME
EIJIHHHH
| - e | ¢ | © E £ &
1  Name Mg
2
3

2. I type the word Name in capital letters.

Formulas Data Review Yiewr

! Home |__In.1'-:rt Page Layout
= cut ' i =
2 jiitun Calibri ~ 11 - || A | I“ﬂt_”'?f'l |E
’.:h .;FEIII'I'aETPE-Int!-r |H 4 H -F“: “"—h ; '&*l |E = i“-# ﬁl!j
Clipboard M Font Ul Alignme
-
Al » (v K & | NAME
El_j_]HlmH
| PSS & | ¢ | ® = L ¢
1 NAME Age
2
3

&
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Activity 9: Create a simple spreadsheet to show
Grade 3 pupils’ information:

NAME AGE ADDRESS
Amira 7 Port Louis
Christian 7 Curepipe
Pravin 7 Rose Hill
Rita 7 Reduit

Save the spreadsheet in the folder Grade 3 using filename "Pupils Info".

(@ Activity 10: Adding a row in a spreadsheet

Insert a row between row 3 and row 4 in the spreadsheet "Pupils Info"
to add information for Deven who is 7 years old and lives at Coromandel.

1. T open the file “Pupils Info".
2. I right click on row number 4.

S| msme | beiet Pagelapst  Fereist Dbk Reiew  View
‘ - Hr
--j :‘::HT Calibri =iy = |n" ._‘| |- .ﬂl&_.l ;
MHE Fromupunie || B E T E G A (B E I

Chgpeard i Fant ]
Mild » i

5] Bookt
| 1 NAME  AcK ADIDRESS

1 Amira 7 Part Louks

5 Christian 'J'Curw
D rravin 7 Rose Hill
5 Rita 7 Aeduit

[




A menu appears as shown below:

‘Emmupmmmmmm

N | |
[ N - Ev::_.ﬁv‘,. EE A e gw‘-;

Calstss + 11 SFwae T

]

Ferd

L ,ﬁlﬂrﬂln

3. I click on "Insert”

A new row appears as shown below:

G)—

4. I fill the new row with the information given for Deven.

:";E | Home | Inged Pagelageut  lormulss Data Hewipw

| .rh-:ut s 5124 _”.r n:'il.--!l.
cmm. uc’m - - .. - —
hfl:-! F Format Pairdes el o | B e | L= =
Cliphaard | Faml I
aa o
Bi] Bookl
A, | o8 | e | o | e | F
1 .HAHE AGE ADDRESS
Z Amira 7 Port Louls
3 Christlan Fi Eunﬁ-lpg
s
5 :Pr.w:'n 7 Rose Hill
& FRita 7 FReduit

5. I save and close the file "Pupils Info"



Insert a column titled "SURNAME" between column A and column B in

the spreadsheet "Pupils” and add the following surname of each pupil:

Amira: Mohamed
Christian: Ng
Deven: Ramsamy
Pravin: Ramlall
Rita: Burton

1. T open the file "Pupils Info".

2. I right click on column letter B.

Home | Insert FPage Layout Formulas Data Review
e : m— | f—
B Calibri 11 - |A '| |E g'%-l
;aﬂ =3 Copy j = =
e romat painter ||| B U] | r A | f = S
__ Cliphoard 2] Font £
Bl - C" fx | AGE
% Bookl
L4 A D | R o—| p— E
1 NAME GE DDRESS
2 |Amira Port Louis
3 Christian urepipe
4 Deven oromandel
5 Pravin 7IRose Hill
6 |Rila Reduil
Fi

@



A menu appears as shown below:

i e

'-"g Hems | b Pagiind Pemdn B Reshe  Vem  baais

K ;:;' Cuen B A | SrwesTe
B ramran (B WSS A (W Eueees
Dpbaad i Fert = igrevert

[} bl = j.‘ﬂrﬂn

3. I click on "Insert”
A new column appears as shown below:

D e 2 -

ADDRESS
T Por Louwis

7 Curepipe
T Coromandal
7 Rose Hill

7 Reduit

4. T fill the new column with the information given.

5. I save and close the file "Pupils Info"

&



Activity 12: Deleting a row in a spreadsheet

Pupil Amira Mohamed has been transferred to another school. Delete

her information

from the spreadsheet “Pupils Info".

1. T open the file "Pupils Info".

2. I right click o

On

A menu appears

@

n row humber 2.

!i 'n_
- Home | Insert Fagelayout  Fomsulas Drata

e Cut : Rl
j '; Calibri bl + - R
S Copy = =a
PR roma puener | | B I B B |
Elipknard f Fant G
N1a L Co—1
i Boakl
gl A | e | ¢ | o | €
1 MAME SURMNAME AGE ADDRESS
[(B)amira  mohamed 7 Port Louls
3 Christian  Ng T Cureplpe
4 Deven Ramsanmyy 7 Coromandel
5 Pravin Ramlall 7 Rowe Hill
b Rita Burton 7 Reduit

as shown below:
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e
L B Pym— [TETa— = P S

|-u Lam rn s
o Dear HiE




3. I click on “Delete”

“Emmmuummummm;
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The row containing Amira's information disappears as shown below:

| Home | Insert Page laynout Formuias Data Review

e bt - - [ x| (==
=3 Copy .
PASLE" 37 Format Pointer ||| 18 '||.Eﬂ."!-%_' A EEE)
Clipbward fa Fonl fa |
010 Ml &
i5] Boukl
a8 ol o | E
1 MAME SURNAME AGE ADDRESS
? .ﬁm'.*.liim Mg T Curepipe
'3 peven Ramsamy F Coromandel
4 Pravin Ramlall 7 Rose Hill
5 Rita Burton 7 Reduit
fi

4. T save and close the file "Pupils Info"

&
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( Activity 14: Deleting a column in a spreadsheet

Delete the column "Age” from the spreadsheet “Pupils Info"..

1. T open the file "Pupils Info".
2. I right click on column letter C.

?EJH_ | Iniert  Pagelayout  Formulns  Datn Review

‘q_‘l ‘H'm Catdtri = = A |-I’ﬂ1|§

<4 Capy T T e TRy
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1 MAME SURMAME AGE ADDRESS

3 Chwistian Mg 7 Curepipe

1 Dewen Ramzamy T Corcmandel

4 Pravin Ramlall 7 Rose Hill

5 Rila Burfon 7 Roduit

A menu appears as shown below:
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& | e
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3. I click on “Delete”

o

Home | Pried Pagelapgad  Formulis Dsla RBodos View  Adddm Ao
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F;. L4 Copy 5 : Al
et romatpainter (B 4 B c[[EH ]S - A R W IR S Merge &
Cliphoard & Fent s angrment

1 - (2 S | ADDRESS
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1 MAME
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3 Deven
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5 ita
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4. T save and close the file "Pupils Info"

&
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Activity 15: Adjusting a column’s width in
, a spreadsheet

Adjust the width of column C.

1. T open the file "Pupils Info”.
I can see that the word Coromandel does not fit in the ADDRESS column.

@.\ﬂo-o@:
—

| Home | inset  Pagelayout  Formuld

[fj(::“' | Calibi <l -l
43 Copy ,

PUAE o Format Painter || B L0 U |5 [ &)

. Clipbaard 5 Font

—— -
wPl.Aa | 8 | c | D
1 NAME  SURNAME ADDRESS

2 anlstlan Ng Curepipe

3 Deven Ramsamy Coroma

(4 Pravin [Ramlall Rose Hill

5 Rita Burton  Reduit

2. I place the mouse pointer on the right border of the column letter C
and T double click.

Note that the mouse pointer changes from A& to 4—|—}

@\ HO-0~-)s
= wome | intet  Pagetaout  Formul
B :"“ T e |
| Copy a Tt
JEDen drouaml[uig_'.l[?ﬂlhﬁ'
| Clipboarg i Font

0% * _Je

@l A | 8 | &b |

1 NAME  SURNAMEADDRESS

zcmmun Ng Curepipe
| 3 _Deven  Ramsamy Coromandel
|4 Pravin  Ramlall  Rose Hill

S Rita Burton  Reduit

@



The adjusted column will look like as shown below:

\d9--)+
| Home | Insert  Pagelayout  Formul
@ Qtw italibri -1 -
Paste P | B v X '][tﬂ' 2
» . J Format Painter

Clipboard | |

I — -

Pl A | 8 | C D
1 NAME SURNAME ADDRESS

2 Christian Ng Curepipe

3 Deven  Ramsamy|Coromandel

4 Pravin  Ramlall Rose Hill

5 Rita Burton  Reduit

3. Now I adjust the width of the column SURNAME also.

4. I save and close the file "Pupils Info".



Activity 16: Fill in the blanks with the words
given below:

click, tables, spreadsheet, rows

a. A spreadsheet consists of and columns.

b. Spreadsheets are used fo represent information in the form of

c. Microsoft Office Excel is an example of a program.

d. To make a cell active in a Microsoft Office Excel T onit.

‘@ Activity 17: Interpreting data in a spreadsheet

Study the table below and fill in the blanks.

\CEECDE
| vome | Wt Pagelaowt  Formd
U .Ca [casen - .
Paste =acepy (e -l"~
J lotmat Parder l@t_ &
— T =) Font
|~ —e 06 o |
A_| 8 | .c | o
1 NAME  SURNAME ADDRESS
2 Christian Ng Curepipe
3 Deven Ramsamy Coromandel
4 Pravin  Ramlall  Rose Will
5 Rita Rurton Reduit

a. What is the surname of Deven?

b. Christian lives at
c. Burtonis the of Rita.

d. Who lives at Reduit?

(6s"




UNIT 4

‘Selecfing a range of cells in a spreadsheej

To select a range of cells ina
spreadsheet, I click on one the
cells o make it active and then

use Shift key  shin and
%

the Arrow keys. Ii%[i

Activity 18: Select cells A2, A3, B2 and B3 in

the spreadsheet “Pupils Info”

1. T open the file "Pupils Info".
2. I click on cell A2.

; | Home | et Pagelmout  Formulss

=y
j d cut Calibri - - A
=1 L Copy . . . =1
1R 7 Format Puintes |8 M| [ (]S
Clipboard i Fami
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3] Boolkd
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1 NAME SURNAME ADDRESS
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4 Pravin fearmlall Rase Hill
5 Rita Burton R duit




Shift
|
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and u
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s
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"= ) Copy
e Fronmat pamer ||| BE T B ==
Clipboard Te Furd
Al - Christian
Ehﬁbl
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1 MNAME SURNAME ADDRESS
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4. T then press  shin

| Home | Ingert Page Layout Formulasz
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Cells A2, B2, A3 and B3 are selected.

@



(@ Activity 19: Changing font in a spreadsheet

Change the font of the pupils’ name to Comic Sans MS in the
spreadsheet “Pupils Info".

1. T open the file "Pupils Info".

2. I select cells A2, A3, A4 and Ab.

ll'T-‘--':I Home | Inserl  Pagelayoul  Formulas

.j jcut p n
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Burton Reduit
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4. T go down the menu until I see the Comic Sans MS font.
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The font of pupils’ names changes.

%: | Home | Irl:i:rt__hgrlq_nu

‘B
S— Ly Copy

Clipboaid

" JF Format Painter B E“E

(Comit Sans ME -
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I NAME

[~ R TR - R FH Y ]

1]
SURNAME ADDRESS

iL

Curepipe
Coromandel
Rase Hill

Reduit

6. I now adjust the width of the column NAME.

7. I save and close the file "Pupils Info".

il |

Activity 20: Changing the font size in a spreadsheet

Change the font size of the pupils’ surnames to 14 in the spreadsheet

"Pupils Info".
1. T open the file "Pupils Info".

2. I select cells B2, B3, B4 and Bb5.

@/»
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3. I click on the arrow near the font size field.
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4. T click on font size 14.
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The font size of pupils’ surnames changes.

‘"E /| Home | Inset  Pagelayout  Formulas

|| ﬁ 08  cation (e | A

Packe JFEI‘I‘I!IMFIII'EIH |'n 'r n '”'_:l'“j‘b'

Clipboard. 5 |l Font /@
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5. I now adjust the width of the column SURNAME.

6. I save and close the file Pupils.
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Activity 21: Changing the font colour in a spreadsheet

Change the font colour of the pupils’ addresses fo red in the

spreadsheet "Pupils

Info".

1. T open the file “Pupils Info".

2.1 select cells C2,

C3, C4 and C5.
‘g | Home | et Pagelmeat  Formula
ﬂ_il 0 Calibei M TR
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F ronutpunte | (BT W] Bef|See by
Clipksyrd f= Fant
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3. I click on the arrow near the font colour field.
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4 Pravin  Ramlall  |rose wil

5 |Rita Burton  |Reduit |
i

@



4. T click on font colour red.

&

> Home | Insert Page Layout Formulas Data Review Wiew A
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The font colour of pupils’ addresses changes.

5. I save and close the file "Pupils Info”.
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Hnme Incert Pane | ayonrt Frarmiilas Nata Beview View

£ [Ut cdht"l v 11 = A- _A_'I = —
=3 Cupy = -
,:l' Format Painter B oW - Il B =

Alignment

A -
R
Clipboard T Front /‘}'

Top Align - align text to the top of the cell.

Bottom Align - alignh text to the bottom of
the cell.

Middle Align - align text between the top
and the bottom of the cell.

Align Text Left - align text to the left.

Centre - Centre text.

Align Text Right - align text to the right.

g




spreadsheej

. Hnme | Tl‘l':l" Pane | ayonrt Frirmilas : Nata Euipw Wiew
rﬁ% b Cut Calibsi B A |'-E E:"é-'"l =i

< copy e e
ol e Y = e

Clipboard =1 ront & Alignment

1

2 mouse ¢ B

S =
4

5 mouse ¢ I

: =
i

8 mouse 4 U
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To align text in a spreadsheet, I
select the cells and click on the
alignment buttons.

To apply bold, italics and underline
to fext in a spreadsheet, I select
the cells and click on their buttons.




Activity 22: Create a simple spreadsheet to show
marks and grade of pupils of 6rade 3
in a Maths test:

NAME MARK GRADE
Amira 87 A
Christian 71 B
Pravin 28 U
Rita 50 C

Save the spreadsheet in the folder 6rade 3 using filename "Maths Test".

@

Activity 23: Apply the following formatting to
the file "Maths Test":

Change the font of the words NAME, MARK and GRADE to Times New Roman
and their font size to 16.

. Change the colour of the names of pupils to blue.

. Apply bold to the grade of Pravin and change its colour to red.

Ttalicize Amira's name.
Adjust the columns' widths where the text does not fit in.

Save and close the file.



At the end of this unit, I can
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Open and Close Microsoft Office Excel 2007.

Identify row, column, active cell and cells’ name.

Move around a spreadsheet.

Enter, delete and change text in a spreadsheet.

Add a row in a spreadsheet.

Add a column in a spreadsheet.

Delete a row in a spreadsheet.

Delete a column in a spreadsheet.

Adjust a column's width in a spreadsheet.
Select a range of cells in a spreadsheet.
Format text in a spreadsheet.

Align text in a spreadsheet.

Change font of text in a spreadsheet
Change font size of text in a spreadsheet

Change font colour of text in a spreadsheet
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Aim:
To create a presentation which includes graphics and
different slide designs.

Learning Objectives:
By the end of this unit, the pupil will be able to:

Create a simple presentation
Add a new slide

Change the layout of a slide
Add text and pictures in a slide
Format text in a slide



1. T open MS PowerPoint 2007

Click to add title

~Hck to add subsitle

| Home | Tnsert m Animations  Slide Show Review  View
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— <3 Copy 85 Reset =
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Font [




3. I click on the small arrow to view more themes.
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The slide now looks like as shown below:
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5. I click in the title box and type 'FRUITS'. @
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6. I click in the subtitle box and type ‘Grade 3'.
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7. I save the presentation in the folder 6rade 3 using filename ‘Fruits’.
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The new slide is appears as shown below:
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The second slide looks as shown below:

CLICE TO ADD TITLE
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6. I click on the New Slide button to add another slide.
Note: The third slide has the same layout as the second slide.
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7. I save and close the file 'Fruits'.




1. T open the PowerPoint presentation ‘Fruits’.
2. I click on the Insert.
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3. I click on Picture. e
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The first slide looks as shown below:

® FrRUITS
Grade 3

5. I click on the second slide in the Slide tab.
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7. I click in left text box and type ‘Apple’.

8. I click in right text box and type ‘Orange’.
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1. T open the PowerPoint presentation 'Fruits’.
2. I click on the second slide in the Slide tab.
3. I click on the Insert.
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The slide looks as shown below:

6. I drag the picture and place it under the word apple.
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7. I insert the picture of an orange from the folder Grade 3 under

the word orange.
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8. I save and close the presentation 'Fruits’.
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1. T open the PowerPoint presentation 'Fruits'.
2. I click on the third slide in the Slide tab.
3. I click in the tfitle box and type FRUITS.
4. I click in left text box and type 'Banana'.
5. I click in right text box and type 'Kiwi'.

6. I insert the picture of a banana from the folder Grade 3 under
the word Banana.

7. I insert the picture of a kiwi from the folder 6rade 3 under the
word Kiwi.

8. I save and close the presentation 'Fruits’
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1. T open the PowerPoint presentation 'Fruits'.

2. I change the font size of the title 'FRUITS' to 40 points in all the
three slides.

3. I change the font colour of the word apple to red and that of the
word Orange to orange in the second slide.

4. T change the font colour of the word banana to yellow and that of the
word Kiwi to green in the third slide.

5. I italicize and underline the words 'Grade 3' in the first slide.

6. I save the presentation.

7. I click on Slide Show and then From Beginning to view the
presentation.
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At the end of this unit, I can

1

2

3

Create a simple presentation
Add a new slide

Change the layout of a slide
Add text and pictures in a slide

Format text in a slide



Aim:
To use a web browser to access a website.

Learning Objectives:
By the end of this unit, the pupil will be able to:

List the Do's and Don'ts when using the Internet
Locate the address bar

Access a website using a web address

Save a web page

Open a saved web page

Print a web page



Do’'s and Don'ts when using the Internet

I follow the rules that
my parents and teachers
have seft.

N
I must not use the internet

without my parents’ or

teachers' permission.
y,

I inform my parents and
teachers if I am having
trouble.

N
I must not spend too much

time on the internet.

I inform my parents or
teachers if someone is
harassing me.

I must not give personal
information and pictures of
myself to strangers.

I must treat people
respectfully.

I must not forget that
everything I read may not
be true.

I must think carefully
before writing anything.

— N (CC N (C YN C N )

I must not fill online forms
without my parents or
teachers permission.
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v Web address

Every website has an address.

‘\;:U;}"
’ We call it a web address.
N

web address
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The web address is found in the
address bar at the top of a website.

Some examples of web addresses are:
www.e-learningforkids.org
www_.kidsites.com

www.lexpress.mu

www.defimedia.info




1. I double click on the icon of a web browser such as Google Chrome on

the desktop.
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2. I click on the address bar.
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5. T use the scroll button of the mouse to go down the web page.
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6. I click on the hyperlinks to navigate through the webpages.
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(@ Activity 2: Saving a web page

1. T double click on the icon of a web browser on the desktop.

2. I click on the address bar.

3. I type the web address learnenglishkids.britishcouncil.org/ in the
address bar and I press the Enter Key.

The following screen appears:
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Internet

6. I right click on the page.

7.I click on'Save as...

in the menu which appears.
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N

1. T double click on the folder 6rade 3 on the desktop.




1. T double click on the icon of a web browser on the desktop.

2. I click on the address bar.

3. I type the web address learnenglishkids.britishcouncil.org/ in the

address bar and I press the Enter Key

The following screen appears:
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5. I click on Football World Cup.
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6. I right click on the page.

7. I click on ‘Print.." in the menu which appears. /G)
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At the end of this unit, I can

1 |List the Do's and Don'ts when using the Internet

2 |Identify a web address

3 | Access a website using a web address

4 | Save a web page

5 | Open a saved web page

6 | Print a web page
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Aim:
To work with MS Paint.

Learning Objectives:
By the end of this unit, the pupil will be able to:
Copy and paste shapes in MS Paint

Import pictures into MS Paint
Drag and drop shapes in MS Paint



(/\ Multlmedla

(@ Activity 1: Copying and pasting shapes in MS Paint

1. T double click !,,F.‘EI on the desktop.

2. I draw a blue circle in the middle of the page.
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3. I click on the Select button. o
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4. T click and drag the mouse around the blue circle.
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(@ Activity 2: Importing pictures into MS Paint
1. T double click -:,,i'."EI on the desktop.

2. I click on the small rectangle under the paste tool to get
more options.
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3. I click on the 'Paste from' option *_
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4. T search for the folder 6rade 3 and double click on it.
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5. I double click on the picture of the dog.
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I use the fill ool o change the dog's colour.
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(@ Activity 3: Drag and drop shapes in MS Paint

1. T double click !,,ﬂ_"zl on the desktop.

2. I draw a yellow circle in the middle of the page.

ne e -
El:= |5 Py | Cooiays oo = 0 ATEEE llll.
bl g | T 'U' by A O R0 2 e s I_.- [ "
Fils ol TR e = SO [E 23
- - A RS AL - ] wkay

3. I draw a black circle smaller than the yellow one.
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4. I copy and paste the small black circle.
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5. I drag and drop the two black circles into the yellow circle.
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6. I now draw a red triangle and place it in the yellow circle.
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At the end of this unit, I can \/I

1 | Copy and paste shapes in MS Paint

2 |Import pictures into MS Paint

3 |Drag and drop shapes in MS Paint
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Aim:
To be aware of health problems which may be caused by
computer use

Learning Objectives:
By the end of this unit, the pupil will be able to:

+ List health problems which may be caused by the use
of computers



/ Use of computers and health problems -

L;:;;’ Working too long on the computer

A4

’ can cause health problems.

Rty

Some health problems when working too long on computers:

_

Neck pain Back pain Wrist pain

Head ache Painful eyes



At the end of this unit, I can \/I

y List health problems which may be caused
by the use of computers
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(_~— Teacher’s Notes

‘ General NofesJ
(@ to be done in the book.

(@ to be done on the computer.

* An evaluation section is found at the end of each topic to note
progress of pupils.

* All computer activities have been designed to be used with
Windows 7 and Office 2007.

Chapter 1: COMPUTER FUNDAMENTALS

Page 6: Teacher may use other examples to explain the concept of
input-output.

Page 8-9: The pictures in the green boxes on the left shows the
advantages of using computers. Pictures in red boxes on the right are to
be used for comparison.



Chapter 2: COMPUTER OPERATIONS

In this chapter, examples have been given for:
1. Renaming a folder

2. Deleting a file

3. Restoring a file

Teacher should inform pupils that:

a file can be renamed using same instructions as Renaming a folder
folders can be deleted and restored using same instructions as for
deleting and restoring a file

when a folder is deleted, its content, if any are also deleted.

Page 17: the folder created has been named Grade 3 and all documents
(Word, Excel, Powerpoint, MS Paint etfc...) will be saved in this folder.,

Teacher may use other names such as 6rade 3 Red or other names

depending on number of streams at school and also the number of
computers available. Same applies for file names.

Page 27: Teacher should elaborate on using meaningful file names.

Page 32: Teacher should ensure that the clipart used in the activity is
available on the computer before starting the lesson.

Page 35: Teacher may carry out the example on the computer so that
pupils understand better.

Pupils may be given other small activities to consolidate the 'Saving a
file' and 'Inserting clipart’ sections



Page 66: The mouse may also be used to select (highlight) cells depending
on ability of pupils.

Page 74: Teacher may carry out a simple activity fo demonstrate the
different alignments.

Page 86: Pictures must be pre-loaded in the Grade 3 folder on the
desktop before starting the activity.

Pages 97, 99 and 102: Teacher is free to use other web sites for
explanation purposes.

Chapter 7: MULTIMEDIA

Page 114: Picture must be pre-loaded in the Grade 3 folder on the
desktop before starting the activity.

Pupils may be given other small activities to consolidate use of MS Paint.
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